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1.0 GENERAL INFORMATION

1.1 System Overview

Planet UMS is an application that details the various functions, processes and systems that
make the unit work; including proactive management of contingencies. Users with different
roles and responsibilities can manage people and tasks done within a unit more efficiently.

Features

e INTEGRATED SYSTEM: COUPLING BETWEEN VARIOUS MODULES:
o To ensure various internal modules are in sync and have data integrity,
organized together all in one place.
o Process efficiency across organization.
Dramatically improved visibility.
o Reduction in operational costs, as different systems will not be required to be
maintained.
o Accelerated Growth — Business expansion to multiple locations / additional
sales channels will become easier to adopt.

O

e WEB-BASED PLATFORM
o Platform will be primarily web-based so that it is available on Internet and can
be easily accessed. It can also have mobile-friendly version.
Easily accessible anytime, anywhere.
Can be accessible from a range of devices.
Improved inter-operability (between systems).
Easier installation and maintenance.
Easier to grow as you grow.
Security controls are easier to adopt with this technology.

O O O O O O

e RICHUSER INTERFACE
o Easy-to-use, responsive and quick interface for the users to give them
enhanced experience in terms of usage of the platform.

¢ CONFIGURABLE ACCESS CONTROLS AND WORKFLOWS
o To ensure authorized access to various modules of the platform as per the
roles and privileges.
(]
e MODULAR ARCHITECTURE
o Platform architecture will be modular so that the future enhancements can be
made easily and without affecting existing workflows. This will also ensure easy
maintenance of the system.
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2.0 GETTING STARTED
2.1 Setup

e Step 1- Once super admin (Planet NEXTGen Technologies) has created the company
profile, the Company Admin user is created and a system generated mail is sent
detailing the steps to log-in into tie system.

e Step 2 — Open web browser (preferably Chrome) and enter the following address
https://system.planetcp.com/PCP/WWW/login.html .

P PCP - Login X

< C | @ Planet Nextgen Technologies India Private Limited [IN] | https://system.planetcp.com/PCP/WWW/Login.html LN 4

Login
_— (A | TR,
- T T - ot T . 4 swatijoshi.restaurant@gmail.cor
p |e— e OO
{ 3 r—— = E = AT YOUR P
2 FINGERTIPS
% | — : Proceed
= e P = = :
—— -
%— -’ L iwyen

REDUCE COST >> ENABLE AND EMPOWER THE UNIT MANAGER > > SAVE TIME

WHAT'S NEW BENEFITS ANALYTICS
O UMS 2pp on Android Enable and encourage Get task status real time
Tab the Unit Manage with znalysis

Figure 2-1

e Step 3 —In a new tab, open the mail client for the e-mail address provided and check
for the system generated mail which should appear as the one shown below.

Planet Cloud Platform account created. inbox x

n |
5|

UMSnotifications@pih.com via smtpcorp.com 12:21 PM (D minutes ago) - -
to me [~

Dear swati joshi,
Welcome to Planet Cloud Platform.

Details to access the portal are as below:

URL : hitps-//system. planetcp. com/PCPUAT/ MWWW/Login_html
Username : swati. joshi@planetngtech.com
Password : XWBFCp6.J

Please change your password once you have logged in.

Thanks and Regards,
Planet Cloud Team

Figure 2-2

e Step 4 — Go back to the UnitX Pro Login page from Step 2, enter the username and
password from the email received in Step 3. Click ‘Proceed’ to continue.
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https://system.planetcp.com/PCP/WWW/login.html

Login

4 swati joshi@planetngtech.com

S weeeneme
Proceed
Forgot password?
Figure 2-3

e Step 5 - Once you click on ‘Proceed’, the system will ask to change your password
and set 2 additional security questions. (Note: Set the security questions and answers
carefully as these are needed to log into the system every time as shown in Figure

2.4)
Set Security Information

— Select Question — v
Answer
- Select Question — r
Answer 2
MNew Password
Confirm MNew Password
Login
Figure 2-4

e Step 6 — Once Step 5 is complete, the Company Admin dashboard will be visible as
shown below.
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3.0

ROLES

e Description
Roles are assigned to various different users of the UnitX Pro system to illustrate the different
functions accessible. Each Role will have a different Dashboard interface and set of options.
The default Roles created when a new company is made are:

VVVYVYYVY

Company Admin

Help Desk Admin

Help Desk Agent HR

Help Desk Agent Procurement
Help Desk Agent Operation
Unit Owner

o Features

Roles can be created by the Company Admin only.

A Role can be named any appropriate name and given access to select features of the
system by the Company Admin.

Only newly created Roles can be edited.

Roles can be given access to selected Modules depending on designation.

List of Roles can be exported to Excel and PDF files.

e Drawbacks

Roles created cannot be deleted, they can only be deactivated.
Default system Roles cannot be deleted or edited

How to create a Role
Step 1- Click on Roles.

P ¢
€« C' | £ Planet NEXTgen Technologies india Pyt. Ltd, [IN]| https://system.planetcp.com/PCP/WWW/index.htmi# I \d: I | Q m

- w @ v 2o

Unigue Logins by Dwvice Urigue Logies by Unit

O
O

Figure 3-1

Step 2- Click on Add Role.
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2]
e - wu Q Swati Joshi ~ :OI

Dashboard @ Roles

Task View

Task Response View Search here Q (C] AddRuIeI B Eporttons | [B Exporttopdt || C Refresh
I_ System « Role Name Description

Levels
UMS Company Admin Company Admin
Best Practice File Upload
UMS Unit Owner Unit Owner
Company
Process UMS Help Desk Admin Help Desk Admin
[xzlyy UMS Help Desk Agent HR Help Desk Agent HR
Company Management
UMS Help Desk Agent Procurement Help Desk Agent Procurement
UMS Help Desk Agent Operation Help Desk Agent Operation
UMS UMS User

Total Count: 7

 Planet NEXTgen Technelagies

Figure 3-2

e Step 3- In the Name field, enter the desired Name. For e.g., enter "Unit Owner". In
the Description field, enter the desired Description. Select the desired System from
the list. For e.g., select “UMS”

P Planet Cloud Platform X

€« C' | £ Planet NEXTgen Technologies india Pvt. Ltd, [IN} | https://system.planetcp.com/PCP/WWW/index htmi#/Role

Figure 3-3

e Step 4- Select appropriate Module where the user will have access to. For e.g., select
Task view, Task Response view, Requests and Dashboard for Unit owner.
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Please fill all the mandatory fields.

Name Unit Owner

kalamboli
Description

Select System umMs

@ Clusters

) Geafences

) Positions

() Request Forms
) Roles

) Task Calendar

T ocanont
) Process Categories
[0 Request Sub Types
0 Tabs
3 Units

.
U

@ Systems
pe o

L
@ Request
] Levels .

T Devices.

Select Module

) Companies
0 Tasks e

[0 Best Practice File Upload '@ Task Response View

[ Announcements

Figure 3-4

e Step 5- Click on Save button.

P Planet Cloud Platiorm % Y

€« C' | £ Planet NEXTgen Technologies India Pyt. Ltd, (IN]| https://system.planetcp.com/PCP/WWW/index.htmi#/R

Figure 3-5
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3.2 Edit aRole

e Step 1- Click on (Edit) # icon

Dashboard

Task View
Task Response View
= ]
Levels
Best Practice File Upload
Company
Process
Mobility

Company Management

Total Count : 7

Role Name

Company Admin

Unit Owner

Help Desk Admin

Help Desk Agent HR

Help Desk Agent Procurement

Help Desk Agent Operation

UMS User

@ -

Description

Company Admin

Unit Owner

Help Desk Admin

Help Desk Agent HR

Help Desk Agent Procurement

Help Desk Agent Operation

© Planet NEXTgen Technologies

qq}o D sesioni- Do

[ eporttopdt | C Refresh

Figure 3-6

e Step 2 — Edit the desired fields according to the changes to be made in the window.

Edit Role

Plzaze fill all the mandatory fields.

® F

MName UMS User *
Description
A
Select System | UMS *
Activities
Clusters
#| Dashboard
Geofences )
. Locations
Positions .
Process Categories
Request Forms
Roles Request Sub Types
- Tabks
Task Calendar .
Workflows Units
select Module ek Users
7 Task View Sust
ystems
Request Types !
“ P Process Groups
Processes
L Requests
Figure 3-7

e Step 3- Click on Save button.
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Description

Select System

Select Module

# Task

ums

Clusters

%

Geaofences
Paositions
Request Forms
Roles

Task Calendar

Workflows

Request Types

%

Best Practice File Upload
L

Activities
Dashboard
Locations

Process Categories
Request Sub Types
Tabs

Jnits

Users

Systems

Process Groups
Requests

Devicas
Announcements
Request Status

Task Response View

Cancel

Figure 3-8

3.3 Activate / Deactivate a Role

e Step 1- Click on Deactivate button, a pop message will display as, “Are you sure you
want to deactivate the Role” with Ok and Cancel button. Select Ok to deactivate.

Task Response View

Levels

Best Practice File Upload

any Management

(®) Roles

System

Total Count: 7

Role Name

Company Admin

Unit Owne:

Help Desk Admin

Help Desk Agent HR

Help Desk Agent Procurement

Help Desk Agent Operation

UMS User

Description
Company Admin

Unit Owne

Help Desk Admin

Help Desk Agent HR

Help Desk Agent Procurement

Help Desk Agent Operation

Figure 3-9

e Step 2- Click on Activate button, a pop message will display as, “Are you sure you
want to activate the Role” with Ok and Cancel button. Select Ok to Activate it again.
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= Q @ - e D sva

Q
System * Role Name Description
Level
UMs
Best Practice File Upload
UMs
Process umMms
Lzl UMS Help Desk Agent HR
Management
UMs Help Desk Agent Proc
UmMs
UMs UMS User P

Total Count : 7

Figure 3-10
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4.0 BEST PRACTICES FILE UPLOAD

e Description
A best practice is a method or technique that has been generally accepted as superior to any
alternatives because it produces results that are superior to those achieved by other means
or because it has become a standard way of doing things, e.g., a standard way of complying
with legal or ethical requirements.

Best practices are used to maintain quality as an alternative to mandatory legislated standards
and can be based on self-assessment or benchmarking. Best practice is a feature of
accredited management standards

e Features
Best practices for the company are uploaded in a formatted .csv file, which is first prepared in
Microsoft Excel or a similar spreadsheet software. Each Column has to be filled and entered
according to standards mentioned below.

To familiarize with the format and columns refer the next section given below.

4.1 Format of Excel File

Table Column Description

Cluster A group of similar things or people
positioned or occurring closely together.

Tab

A level of identification from within a wide
range of entries for better organization.

Process Category

The highest level of process in the company

Process Category Purpose

A description or statement of purpose for the
Process Category above.

Process Group

The next level of processes representing the
group of processes within the same
Category.

Process Group Purpose

A description or statement of purpose for the
Group of processes above.

Process

Each process from the group decomposed
which includes core elements related to the
process

Process Purpose

A description or statement of purpose for the
each individual process above.

Activity

Indicates the key elements and details
needed to be performed while executing the
processes.

Activity Purpose

Descriptive purpose for the activities
included in each process.
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4.2 Creating the Best Practices Excel File

Step 1 — Open your native spreadsheet application. (e.g. Microsoft Excel) and select New
Blank W orkbook.

Step 2 — Always use the first row as header row. Use the following headers given below for
the Best Practices file:

o Cluster

Tab

Process Category

Process Category Purpose
Process Group

Process Group Purpose
Process

Process Purpose

Activity

Activity Purpose

Step 3 — Next start populating each row according to its header using the instructions provided

below.

4.2.1 Input of Data

Enter all data in correct grammatical order with the first alphabet in Upper case and all
further alphabets in lower case.

Be mindful to avoid adding extra "invisible" characters (such as blank spaces or tabs
after the text) to the tables that may cause problems when importing the data.

Make sure the numbering on the data is carefully inspected.

Process Categories, Groups, Processes and Activities should have the appropriate
numbering before them followed by the data and succeeded by an evenly spaced
hyphen followed by its respective Tab name. such as
2.0<space>Data<space><hyphen><space>Tab. For e.g. 1.0 Manage Financial
Resources — Finances.

No 2 activities can have the same serial no.

Complete entries for the entire row under the important column headings. Blank cells
can also cause problems during import.

4.2.3 How to fill in the data

Following the flowchart given below, each elements have a one-to-many relationship except
for Activities. (Each activity has to be uniquely numbered).

Cluster: Name your cluster according to the type of processes it will be having. For
e.g. All financial related processes and activities can belong to a single cluster as
Finance, or all cleanliness, safety and maintenance related processes and activities
can belong a cluster called Building Maintenance. It's better to prepare the list of
clusters to be used beforehand and proceed populating each cluster individually.

Tab: A tab would a level deeper into a Cluster highlighting elements within a Cluster
that can be mapped into processes and activities. For e.g. The Finance cluster can
include Tabs such as Taxes, Salary, Rent etc. and have processes and activities built
around these tabs.
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e Process Category: Categories should be written with a number preceding it. Based
on the descriptions provided in Section 4.1. For e.g. a process category for the Finance
cluster would have a category such as 1.0 Manage Financial Resources. The 1.0
that precedes it is mandatory as the following elements would be linked to this process
category.

e Process Category Purpose: A description or statement of purpose for the Process
Category. (This field is optional).

e Process Group — Process groups are named based on the functions that its inclusive
process accomplish. These would then map or be decomposed into those list of
individual processes. Groups are numbered as sub-divisions of the process category.
For e.g. Selecting 1.0 Manage Financial Resources as a category, its process groups
could include, 1.1 Perform revenue check, 1.2 Manage taxes, 1.3 Manage invoices
etc.

e Process Group Purpose - A description or statement of purpose for the Process
Group. (This field is optional).

e Process — This is further breakdown of the each process that is comprised in the
group. Processes are numbered using the Group number to maintain link with the
respective Group and Category. For e.g. 1.3 Manage invoices can have processes
such as 1.3.1 Manage buyer invoices, 1.3.2 Manage seller invoices, 1.3.4 Check
balance sheets against invoices etc.

e Process Purpose - A description or statement of purpose for the Process. (This field
is optional).

e Activity — These are the events that need to take place to perform the process it is
linked to. These same activities will be used to link the tasks so each should be hamed
and numbered appropriately. For e.g. 1.3.2 Manage seller invoices would have
activities such as 1.3.2.1 Record ordered product data, 1.3.2.2 Check and Generate
order invoices, 1.3.2.3 Transmit generated customer invoices, etc.

e Activity Purpose - A description or statement of purpose for the Activity. (This field is
optional).

4.2.4 Uploading the Excel file

After the file has been created and checked so that all formatting matches the given
instructions, we can upload the file into the system using the steps given below.

Step 1 - First open your Best Practices spreadsheet
Step 2 — Goto File > Save As and Save as type CSV with the same name.

Step 3 — Next go to the Dashboard and navigate to the Best Practices File Upload tab as
shown below
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P Planet Cloud Platform x

<« C {} | @ Planet Nextgen Technalogies India Private Limited [IN]
i Apps [ NewTab [ Suggested Sites [ Web Slice Gallery

= | L

Dashboard
Task View
Task Response View

Roles

Completed Tasks by Units

Levels
Company
Process

Mobility

Company Management

htps://system.planetcp.com/PCP/WWW,

Imported From [E

@ Daily Wieekly Monthly

d and Pending Tasks by Unit

(Ronit} — X

ndex.html#/CompanyAdminDashboard G @ @
Other bookmarks

o

The
Restaurant
unit

The Restaurant unit

Unit Name

Figure 4-1

Step 4 — Click on the ‘Choose File’ button and select the .csv file you had created in Step 2.
Once selected click the ‘Add’ button and wait for the message ‘Best Practices file

uploaded successfully’.

P Planet Cloud Platform x

& C' {) | @ Planet Nextgen Technologies India Private Limited [IN]

i Apps [§ NewTab [B Suggested Sites [J] Web Slice Gallery

Imported From [E

= |

FeATRroRm
Dashboard

Task View

Please fill all the v

Task Response View

Roles Upload Best Practice file (.csv format
only.)

Levels

Company

Process

Mobility

Company Management

ron - ®
https://system.planetcp.com/PCP/WWW/index html#/APQCUpload [ R} @
Other bookmarks

® @ rontons-

Choose File | No file chosen

© Planet NEXTgen Technologies

Figure 4-2
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5.0 COMPANY

5.1 Position

e Description
Positions are created on based the designations each employee has in the organization. This
helps to delegate tasks and responsibilities onto different users accordingly. Hierarchy is
maintained by having reporting positions to show which positions have a lead over the other.

e Features

Positions can be created by the Company Admin only.
Reporting positions can be set to show hierarchy.
Positions can be edited.

List of Positions can be exported to Excel and PDF files.
e Drawbacks

e Positions created cannot be deleted, they can only be deactivated.
e Reporting positions can only selected from list of created positions.

5.1.1 How to create a position

e Step 1- Click on “Position” button in the Company drop down options.

Positions

Position Name * Description Position Function

S Planat NEXToen Technolog)

® 0 6 6 6

F e

Figure 5-1

e Step 2- Click on the Add Position button.
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PLANET
FLATEORM

Dashboard
Task View

Task Response View

Roles
Position Name = Description Position Function
Levels N
Bartender Bartender PN
Best Practice File Upload -
S Busperson Busperson PN
Process
Mobilty Chief Financial Officer Chief Financial Officer PRINe)
Company Management
Chief Operating Officer Chief Operating Officer s ©
Counter Person Counter Person & 7
Total Count : 43 2l 3lals| next
—

Qo

@ Positions

Search here

® - "f’ g Swati Joshi 2(1

Export to pdf

C Refresh

Figure 5-2

Step 3- In the Name field; enter the position name to be created. For e.g., enter

“Regional Manager - HR". In the Department field, enter the Department. In
the Description field, enter the Description of position. In the bottom right ‘Select
Reporting Manager’ field, you can select the reporting manager or a step above
position for the created one from the existing ones. (Note: If the position you want isn’t
mentioned in the list then create that Position first and move on accordingly.)

P~ Planet Cloud Platform x

&« C' |8 Planet NEXTgen Technologies India Pvt. Ltd. [IN] \ https://system.planetcp.com/PCP/WWW/index.html#/Position

[= downloadjpg

Please fill ali the mandatory felds.

Select Company

Department

Position Function

Radhakrishna Foodland Pvt. Ltd

+  Name

Description

vay @ =

Select Reporting Manager

¥ Showall downloads.. X

Figure 5-3
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e Step 4- Click on the Save button.

P Planet Cloud Platform X YL}

*Dinkar) [f

« C [ Planet NEXTgen Technologies India Pvt. Ltd. NI https://system.planetcp.com/PCP/WWW/index htmi#/Position @ Qe

Add Position

Please fll all the mandatory felcs.

Select Company | Radhakrishna Foodland Pvt. Ltd

Department Human Resource Description

Position Function Select Reporting Manager

| = downloadjpg
It

Regional Manager - HR

Regional Manager - HR

Miind Dhadphale]

3 Show all downloz

Figure 5-4

5.1.2 Edit a position

e Step 1- Click on (Edit) # icon

ANt
= | crouse || @Y

Dashboard @ Positions

Task View
Task Respanse View Search here Q
Rales e .
Position Name = Description
Levels
Bartender Bartender
Best Practice File Upload
Company Busperson Busperson
Process
Chief Financial Officer Chief Financial Officer
Mobility
Company Management
Chief Operating Officer Chief Operating Officer
Counter Person Counter Person
delivery

Total Count : 43

@ Planet NEXTgen Technologies

@ - qlle @ susisoshi-

Gporttors [ Dpottopdt O Refresh

Position Function

~
® ® 60 6|6 o

2 3 4 5 Next

do

Figure 5-5

e Step 2- Edit the fields you desire from the options shown in the window.(Figure 5-6)
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Edit Position

Please fill all the mandatory fields.

Selact Company The Restaurant Company Bartender

Bartender
Department Counter Description

Position Function Select Reporting Position

Figure 5-6

e Step 3- Click on Save button to save the changes you made in Step 2.

Edit Position

Please fill all the mandatory fields.
Select Company The Restaurant Company Bartender

Bartender
Department Counter Description

Paosition Function Select Reporting Position

Figure 5-7
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5.1.3 Activate / deactivate a position

e Step 1- Click on Deactivate button, a pop message will display as, “Are you sure you
want to deactivate the Position” with Ok and Cancel button. Select Ok to deactivate it.

pestberd Positions
Task Response View Q
foles Position Name ~
Levels

Bartender
Best Practice File Upload

Company Busperson
Process
Chief Financial Officer
Mobility
Company Management o
Chief Operating Officer

Counter Person

delivery

Total Count: 43

Description

Bartender

Busperson

Chief Financial Officer

Chief Operating Officer

Counter Person

Position Function

]

Figure 5-8

e Step 2- Click on Activate button, a pop message will display as, “Are you sure you
want to activate the Position” with Ok and Cancel button. Select Ok to activate it again.

Dasnboard Positions
Task View
Task Response View Q
R
s Position Name ~
Levels
Bartender
Best Practice File Upload
Company Busperson
Process
Chief Financial Officer

Mobility

Company Management o -
Chief Operating Officer

Counter Person

delivery

Total Count : 43

Description

Bartender

Busperson

Chief Financial Officer

Chief Operating Officer

Counter Person

© Planct NEXTgen Technalogics

Position Function

®

®

®

®

®

Next

Figure 5-9
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5.2 Users

e Description
Users are the ones who will be interacting with the system, the Company Admin is considered
the first user of the system. Users can then be added by the Company Admin in a variety of
either predefined or newly created roles. These Users are then assigned positions and tasks

are accordingly sorted and given. Each new User would have to go through the same Setup
procedures we had seen in Chapter 2.

e Features

Users can be created by the Company Admin only.

Users can be assigned more than one Roles and Positions.
User details can be edited or updated

List of all Users can be exported to Excel and PDF files.

e Drawbacks

e Users created cannot be deleted, they can only be deactivated.
e Any created User has to be given at least one Role in the system.

5.2.1 How to create a user
e Step 1- Click on User from the Company drop down options.

0 o
= oetan @ e Q@ - nd} g Swati Joshi 20
Dashboard
=it (®) Dashboard
Task Wiew
& Daily Weekly Menthly
Task Response View
how List \ how List
Roles Completed Tasks by Units Pending Tasks by Position
® The @ Sartender
Levels Restaurant @ Kichen
unit Manager
Best Practice File Upload ® Porter
@ Server
[ @ Takeout Per.
_ @ Restaurant
_ Show List View
Completed and Pending Tasks by Unit

Process 0 __

The Restaurant unit

Mobility

Company Management Show List View|

Unigue Logins by Device

Unigue Logins by Unit

Figure 5-10

e Step 2- Click on Add User
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Task Response View Q : B Eporttoxs | B Exporttopaf

o
s Users

Roles
Company * Full Name Contact Number 1 User Name
Levels
The Restaurant Umesh Saravane 9999988776 umesh.gsradmin@planetngtech.com ra
Best Practice File Upload Company -
Company aan =
e The Restaurant Umesh Saravane 1234567890 umesh.saravanel990@gmail.com ra
Process ~ompany
Moability The Restaurant Swati Joshi 8108315046 swatijoshi.restaurant@gmail.com ra
Company .
Company Management
The Restaurant Ronit Dias 8446582998 ronit.restaurant@gmail.com P
Company .
nt Chinmay Waikar 889812345 chinmay.qsr@gmail.com ra

Company

Total Count : 7

©| 0| ©| | O

Figure 5-11

Step 3- Fill in the following fields as given below:

» Inthe Full Name field, enter the desired Name. In the Address field, enter the
desired Address.

» In the Contact Numberl field, enter the telephone number of the respective
User.

» In the Contact Email Id field, enter the Email ID to be used as the log-in
username and for primary contact. (Note: This field cannot be changed later
on.)

> Click on the Select Direct Manager field and select which existing user this
new user will report to. (Note: Reporting managers can be only selected from
existing users. If reporting manager doesn't exist, create his/her User first.)

» Click on the Pre Tolerance field and set the appropriate tolerance amount.
(Note: Tolerance level has to be given as "0". Unless the user has the task
which has high tolerance level. In such case provide actual tolerance level and
add additional five days.)

Full Name Swati Joshi * Address Nalasopara

Birth Date 22-10-1954 y
Contact Mumber 1 8108315046 * Contact Mumber 2

Contact Email d swatijoshi.restaurant@gmail.com * Employee Code

Work Anniversary PAMN

User Name swatijoshi.restaurant{@gmail.com % User Alias

Select Company The Restaurant Company " Selact Direct Manager Umesh Saravane

Pre Tolerance 0 w*

Figure 5-12
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E=Provide all relevant details in all the mandatory field (*) marked.

=4

e Step 6- Fill in the following as given below:

> Inthe Select System field, select the system which user will be accessing. (If
you want to assign one or more Role to the User, you can do it in this menu.)

» Select the desired Role from the list. For e.g., select "Unit Owner". (Note:
Select role as "Unit Owner" for Unit Managers and "UMS User" for all other
users)

» Select the Default System check-box for the User’s default system and click
on Save button to save it. (Note: You can select only one system as default
system.)

» Click on Save button
Svati ; Address

Full Name Swati Joshi * Nalasopara

Birth Date 22-10-1994 y

Contact Mumber 1 8108315046 * Contact Number 2

Contact Email Id swatijoshi. restaurant@gmail.com * Employee Code

Work Anniversary PAN

User Mame swatijoshi.restaurant@gmail.com * User Alias

Select Company The Restaurant Company " Select Direct Manager Urmesh Saravane *

Pre Tolerance 0 *
Select System Select Role Select Level Default System

&- UmMs Unit Owner 7
Cance
Figure 5-13
5.2.2 Edit a User
e Step 1- Click on (Edit) # icon for the User you want to edit.

= NG Q @ - ° 2 i
Dashboard I.E/ Users
Task Response View Q Expor B t C
Roles

Levels

Best Practice File Upload

Company * Full Name Contact Number 1 User Name

The Restaurant Umesh Saravane 993998877 umesh.gsradmin@planetngtech.com

e ' : ® ©

Figure 5-14
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e Step 2- Edit your desired fields and click on Save button to save all the changes. Not

all fields can be edited.

Full Name Swati Joshi
Birth Date
Contact Number 1
Contact Email Id swatijoshirestaurant@gmail.com
Work Anniversary
User Name

swatijoshi.restaurant@gmail.com

Select Company

The Restaurant Company

Pre Tolerance 0
Select System Select Role

ums Company Admin

Unit Owner

Address
Nalasopara

Contact Number 2

Employee Code

PAN

User Alias

Select Direct Manager Umesh Saravane

Select Level Default System

Figure 5-15
5.2.3 Assign positions to user
e Step 1- Click on the *'Add icon.
= M e Qe ® - q.}o D st oshi +
Dashboard &, Users
Task Response View Search here ... Q B Exporttoxs [ Bporttopdi | C Refresh
s Company * Full Name Contact Number 1 User Name

Levels

The Restaurant
Company

Umesh Saravane
Best Practice File Upload

9999988776

umesh.gsradmin@planetngtech.com

s[E]e

Figure 5-16

e Step 2- In the Position field, select the Position from dropdown list. For e.g., select
"Unit Owner". (Note: Only Positions created in the system will appear in the drop down

menu.)
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Assign position to user ®

lesse fill all the mandatory fields

Select position

incial Officer

rating Officer

mmmoo

x:
xecutive - Inventory Planning

e Step 3- Click on Save button

Figure 5-17

to save the changes.

Assign position to user ®

Please fill all the mandatory fields

Select position
Unit Owner

Unit Owiner
P

524

Figure 5-18

Activate / deactivate a user

o Step 1- Click on Deactivate button, a pop message will display as, “Are you sure you
want to activate the User” with Ok and Cancel button. Select Ok to activate it
S | o) Qe ®- 0 @ s
Dashboard &/ Users
Task View
Task Response View Search here Q B Exporttoxts | [ Exporttopdi | C Refresh
fales Company ~ Full Name Contact Number 1 User Name
Levels A
PR l};fhie;s;;uram Umesh Saravane 9999988776 umesh.gsradmin@planetngtech.com ra _i_.
Conead The Restaurant Umesh Saravane 1234567890 umesh.saravane1990@gmail.com S @ o
Process Company
Figure 5-19
[ )

Step 2- Click on Activate button, a pop message will display as, “Are you sure you

want to deactivate the User” with Ok and Cancel button. Select Ok to deactivate it

again.
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Dashboard

Task Response View

[ ]
& Users

Roles

Company * Full Name
Levels
The Restaurant
Company

Umesh Saravane
Best Practice File Upload

Company
peny The Restaurant
Company

Umesh Saravane

Process

Contact Number 1

9999988776

1234567890

B Exporttoxs

User Name

umesh.gsradmin@planetngtech.com

umesh.saravanel990@gmail.com

11}0 D s

B Export to pdf

wati Joshi «

C Refresh

Figure 5-20

5.3 Locations

e Description

Add various geographical Locations (similar to branches) for a company according to the
purpose each location serves to make task and employee management easier. These
geographical Locations also help in setting up Units based on those purposes within the

company for further ease in task management.

5.3.1 How to create alocation

e Step 1- Click on Locations
ANET (L]
— § Y cormpan, - N Swati Joshi +
= lmLaTmomm @ ’ %] !.} g Swati Joshi :0
Dashboard Dashboard
Task View
h Heekly .
TR @ Daily Weekly Monthly
Show List View| Show List View|
Roles Completed Tasks by Units Pending Tasks by Position
®The @ Sartender
Levels Restaurant ’, @ Busperson
ot Counter
Best Practice File Upload Ferson
@ Forter
@ Takeout Pe...
@ Restaurant
Show List View
Completed and Pending Tasks by Unit
@0 B Completed Tasks
lient
100 B Pending Tasks
0
Mobility The Restaurant unit
Mo N
Figure 5-21
L]

Step 2- Click on the Add Location button.
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= _‘_'”"_ﬁ'_;m @““m""" & - 1'}“ a Swati Joshi + :

Dashboard 1
8. Locations

Task View
Task Response View Se, Q 0] Export to xls [E] Exporttopdf | C Refresh
Roles .

Location Name + Address Purpose
Levels

Andheri Andheri west .
Best Practice File Upload " @
Company The Restaurant location The Restaurant location address i @
nnnnnnn

Figure 5-22

e Step 3- In the Name field, enter the Location Name of the area, in the Address field
enter the street address of the location and in the Purpose field, enter the Purpose.
For e.g. "Shared Warehouse".

Add Location ®

Please fill all the mandatory fields.
Select Company | The Restaurant Company *
Mame *
Address *
“
Description
4
Purpose
4

Figure 5-23

e Step 4- Click on the Save button.
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P Planet Cloud Platform X Y}
s

C' | @ Pplanet NEXTgen Technologies India Pvt. Ltd. [IN] ‘ https://system.planetcp.com/PCP/WWW/index.html#/Location

tease fil all the mandatory fields
Select Company | Radhakiishna Foodland Pvt. Ltd
Name Kalamboli
Food Park Sector KW, Roadpali Naka, Kalamboli

Address

Description

Shared Warehouse
Purpose

Cancel

[= downloadjpg

¥ Show all downloads.. %

Figure 5-24

5.3.2 Edit alocation

. . > . . .
e Step 1- Click on (Edit) ¢ icon for the location you want to edit.
TiANE] (o]
= ‘__'.,'.;,'.',, Qe @ - qlt @D setisoniv ‘0
Dashboard & Locations
Task View
Task Response View Search here Q B Eporttous | B Bporttopdf | C Refresh
foles Location Name Address Purpose
Levels
Andhy Andh t 3
Best Practice File Upload e e @
Canpa The Restaurant location The Restaurant location address PAINC)
Process
Figure 5-25
[ ]

Step 2- Edit the desired fields and click on Save button to save those changes.
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Edit Location ®

Please fill all the mandatory fields,

Select Compan: The Restaurant Company -
Mame Andheri R
Andheri west
Address *
L
Deescription
A
Purpose
“

Cancel

Figure 5-26

5.3.3 Activate / deactivate a Location

e Step 1- Click on Deactivate button, a pop message will display as, “Are you sure you

want to deactivate the Location” with Ok and Cancel button. Select Ok to deactivate
it.

v 0
= Qs d - () D sucti Joshi ~
Bexite £ Locations
Task View
Task Respanse View Search here Q Exporttoxls | [E Exporttapdf = C Refresh
Roles

Location Name * Address Purpose
Levels

Andheri Andheri west P
Best Practice File Upload h
Eo By The Restaurant location The Restaurant location address PN
e

Figure 5-27

e Step 2- Click on Activate button, a pop message will display as, “Are you sure you
want to activate the Location” with Ok and Cancel button. Select Ok to Activate it

o
= Qs & - at B SeatiJoshi :0
P 8 Locations
Task View
Task Response View Search here Q B Exporttoxis | B Bporttopdf  C Refresh
Rol
o= Location Name Address Purpose
Levels
Andheri Andheri west ra
Best Practice File Upload b
o=y The Restaurant location The Restaurant location address S 0O
Process
Figure 5-28
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5.4 Units
e Description

A unit or business unit is a profit center which focuses on product offering and market

segment.

SBUs typically have a discrete marketing plan, analysis of competition,

and marketing campaign, even though they may be part of a larger business entity.

5.4.1 How to create a unit

e Step 1- Click on Units.

o
= | =eue Qo ® - ab @sewene Lo
Dusnsoad (®) Dashboard
Task View
S — @ Dally Weekly Manthly i
Sho how List
Roles Completed Tasks by Units Pending Tasks by Position
@ Busperson
Levels @ Courter Per.
Dishwasher
Best Practice File Upload @ Kichen Wan.
% @ Forter
'
. how Lis
o Completed and Pending Tasks by Unit
Process _
The Restaurant unit
Mobility
_ Ligit Name.
Figure 5-29
o Step 2- Click on the Add Unit button.
Q
= | == Qe @ - @ D svetisoni-
Dashboard ll‘g Units
Task View
Task Response View Q : Exporttoxs | [B Exporttopdf | © Refresh
Roles
Location Unit Name Description
Levels

Best Practice File Upload

The Restaurant location The Restaurant unit

3
N
©

Figure 5-30
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e Step 3- Fill in Name, Contact no, and Address for the Unit. Select Locations from the
list of existing added locations.

Please fill all the mandatory fields.

. .
Select Company The Restaurant Company Select Location

Name = Acldress "
Contact Mumber 1 ®

P
Contact Number 2 License Renewal Date
Insurance Renewal Date Description
Unit Holiday List Choose file No file chosen = .

Figure 5-31

e Step 4- Next, Upload the Holiday List file in the system and click on Save to save the
unit.

P Planet Cloud Platform x Y

« C' | £ Planet NEXTgen Technologies india Pyt. Ltd, IN] | https://system.planetcp.com/PCP/W\

seciatory teids
Rachsirishna Foodland Pvt. Lid.
FoodPark

02287233200

02267933200
Cormact Number 2 Ucerse Renewdl Date

Insurance Renens! Date Description

Unit Hofday Lst @wm:n

Figure 5-32

% Upload the Unit Holiday List. The file should be in CSV Format. Column 1

" (Heading - Occasion) and Column 2 (Heading - Date). Occasion should be the
Festival name and Date should be in text format "DD/MM/YYYY" as shown
below in Figure 5.33.
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Gurunanak Jayanti 14-11-2016
Barah Wafat (ld-e-Milan) 13-12-2016
Convocation 20-12-2016
Christmas Day 25-12-2016
Winter Break 26-12-2016
Winter Break 27-12-2016
Winter Break 28-12-2016
Winter Break 29-12-2016
Winter Break 30-12-2016
Winter Break 31-12-2016
Figure 5-33
5.4.2 Edit a unit
e Step 1- Click on (Edit) # icon
= | seeuss Qe « 2
(& Units
Ts:ﬁ;:o'se\- ew B Eporttoxs | B Bporttopdt | C Refresh
::;E( " The Restaurant | The Restaurant unit @ ®
Figure 5-34

e Step 2- Edit the desired fields you want to and click on Save button
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Please fill all the mandatory fields.

* | *
Select Company The Restaurant Company Select Location The Restaurant location
Mame . = Address *
The Restaurant unit The Restaurant unit address
Contact Mumber 1 ®

9999988776

Contact Mumber 2 License Renewal Date

Insurance Renewal Date Description

Unit Holiday List

Ghoasaiie Mo file chosen

A

Figure 5-35

5.4.3 Assign Client(s) to Unit
e Step 1- Click on (Assign Client(s) to Unit) = jcon.

NET (]
= I @umw, . Q - [T )) ’Q Swati Joshi »
Dashboard "E Units
Task View
Task Response View Search here .. Q B Eporttoxs | [ Exporttopdi | C Refresh
Roles

Location Unit Name * Description
Levels

The Restaurant location The Restaurant unit (=) @ ra @
Best Practice File Upload —

Figure 5-36

Step 2- Click on Client Name field, select Client from dropdown list and click on
Assign button.

Assign Client(s) To Unit ©)

Please fill all the mandatory fields.

Client Mame : The Restaurant client

Assign Client

Client Name Client Address Contact Person Name

Figure 5-37
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for that Unit.

Assign Client(s) To Unit

Please fill all the mandatory fields.

Client Name :

Client Name Client Address Contact Person Name

The Restaurant client The Restaurant client address The Restaurant client contact

person

Figure 5-38

5.4.4 Assign User(s) to Unit

Assign Client

Step 3- Undo changes by deleting the Client or else click on Save to save the changes

e Step 1- Click on (Assign User(s) to Unit) */ icon.
= ‘.L.:::’.‘. .@Em'” " d - ql}o @ soatisoshi+
Dashboard ug Units
Task View
Task Response View Search here Q [E Exporttoxs | B Bpottopdf | C Refresh
foles Location Unit Name * Description
Levels
st P e Utons The Restaurant location The Restaurant unit @) Vd @
Figure 5-39
e Step 2- Select System, Role and Level from dropdown list.
Assign User(s) to Unit ®
Please fill all the mandatory fields.

Select System Select Role Select Level

Selact User User Details Shift Weekly Off
®

Figure 5-40
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e Step 3- Select the User Name from the list of existing Users.
Select the shift in which user is working for e.g. select “I” and in case of shift rotation,
keep changing the shift here as per the Schedule.
Select the Weekly off for the user for e.g. select “Sunday” and click on “Save” button
to save the changes.

Assign User(s) to Unit @

Please fill all the mandatory fields

Select System Select Role Select Level
Ums UMS User
Select User User Details Shift Weekly Off
— St ot Swati Joshi Sund
i) wati Joshi o . - " || Monday
swatijoshi.restaurant@gmail.com Tueeday T
nannasrnan %
.-;i..
Figure 5-41

e Step 4- Click on the Add icon to assign new user and click on Delete icon to delete
the assigned user.

n y — Varsha Agrawal = SR =
] Jarsha Agrawal - b Monday =
varsha.agrawal@planetngtech.com 5 Tikandan:
Umesh Saravane - a
5 Umesh Saravane - v f‘i';d:ey!
umesh.saravane@planetngtech.com / Tusedan a6
Figure 5-42
5.4.5 Activate / deactivate a unit
e Step 1 - Click on Deactivate button, a pop message will display as, “Are you sure you
want to deactivate the Unit” with Ok and Cancel button. Select Ok to deactivate it.
B )| O ® - 1at® @ swoene
Dashboard I‘E Units
Task View
Task Response View Search here Q Exporttoxls | [B Exporttopdf | © Refresh
Roles
Location Unit Name « Description
Levels
st Pt e Ul The Restaurant location The Restaurant unit ‘5:5, ,;}‘ "

Figure 5-43

e Step 2 - Click on Activate button, a pop message will display as, “Are you sure you
want to activate the Unit” with Ok and Cancel button. Select Ok to activate it again.
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Task View

Task Respanse View
Roles

Levels

Best Practice File Upload

ik Units

Location * Unit Name

The Restaurant location The Restaurant unit

@ Exporttods

Description

wi}m B suati joshi -+

B Bporttopdf = C Refresh

3
N,
©

5.5 Client

e Description

Figure 5-44

Clients are defined as the customers or entities that use the services and products provided
by your organizations. Add Clients that your company business Units cater to by giving person
of contact details and billing information to allow your Units to operate more efficiently.

5.5.1 How to create a client
e Step 1 - Click on Client.

Task Respanse View

@ Dashboard

o Daily Weekly Manthly

® - gt @i o

how List
Roles Completed Tasks by Units Pending Tasks by Position
@ Busperson
Levels @ Counter Per.
Dishwasher
Best Practice File Upload @ Kitchen Man
% ® Forter
I B .
how List
Completed and Pending Tasks by Unit
Process _
The Restaurant unit
Mobility
Figure 5-45
e Step 2- Click on Add Client button.
(o]
| == Q ® - ap & seetisoshiv

Dashivoard

Task View

Task Response View
Roles

Levels

Best Practice File Upload

@ Client

Client Name = Client Address

asgdasjGd RTYsfddsf

Contact Person Name

gdg

: Bporttods | B E

Contact Email ID

xporttopdf | C Refresh

Figure 5-46
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e Step 3- Provide all relevant details in the mandatory field (marked by *) and click on
Save button.

Add Client (x)

"lease fill all the mandatary fields.

Name The Restaurant client * Contact Person Name The Restaurant client contact person i
Andheri Andheri
Address * Billing Address 3
A A
Contact Email ID Client Account Manager
Contact Number 1 9876543210 * Contact Number 2

Bl o

Figure 5-47
5.5.2 Edit aclient
e Step 1- Click on (Edit) # icon
YIS - 0
= | =ev @Enlw-n-”m. [« [T Q Swati Joshi =
Dashboard @ Client
Task View
Task Response View Search here ... Q B eporttoxs | B Bporttopdf | C Refresh
foles Client Name + Client Address Contact Person Name Contact Email ID
Levels

asgdasiGd RTYsfddsf gdg o
Best Practice File Upload -

Figure 5-48

e Step 2- Edit the required fields and click on Save button to save the changes.

Edit Client ®

Please fill all the mandatory fields.

Name The Restaurant client * Contact Person Name The Restaurant client contact person *
The Restaurant client address The Restaurant client billing address
Address * Billing Address *
4 i
Contact Email ID Client Account Manager
Contact Number 1 987654321 * Contact Number 2

Figure 5-49
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5.5.3 Activate / deactivate a client

e Step 1- Click on Deactivate button, a pop message will display as, “Are you sure you
want to deactivate the Client” with Ok and Cancel button. Select Ok to deactivate it.

= @ @ ® @ s
Client
Q [ B t esh
floles Client Name ~ Client Address Contact Person Name Contact Email ID
Levels
Dot P i Ut asgdasjGd RTYsfddsf gdg y.
Figure 5-50
e Step 2- Click on Activate button, a pop message will display as, “Are you sure you
want to activate the Client” with Ok and Cancel button. Select Ok to activate it again.
= Lo @ @ ° D swai
Client
¥ Q & Exy B s Refresh
Foles Client Name = Client Address Contact Person Name Contact Email ID
Level
Best Practice File Upload s st K4

Figure 5-51

User’s Manual Page 41




6.0 PROCESS

e Description
Company processes serves as a high-level, industry-neutral enterprise process model that
allows organizations to see their business processes from a cross-industry viewpoint.
Processes highlights the best practices standards in details for adding or editing the
defaults which were uploaded in Chapter 5 using the Best Practices File Upload feature.
In Figure 6-1, the Process level hierarchy is explained in detail.

PCF LEVELS EXPLAINED

Level 1 - Category 10.0 Manage Enterprise Risk, Compliance, Remediation, and Resiliency (16437)

Represents the highest level of process in the enterprise, such as Manage customer service, Supply chain, Financial organization, and
Human resources.

Level 2 - Process Group 10.1 Manage enterprise risk (17060)

Indicates the next level of processes and represents a group of processes. Perform after sales repairs, Procurement, Accounts
payable, Recruit /source, and Develop sales strategy are examples of process groups.

Level 3 - Process 10.1.4 Manage business unit and function risk (17061)

A process is the next level of decomposition after a process group. The process may include elements related to variants and rework
in addition to the core elements needed to accomplish the process.

Level 4 - Activity 10.1.4.3 Develop mitigation plans for risks (16458)

Indicates key events performed when executing a process. Examples of activities include Receive customer requests, Resolve
customer complaints, and Negotiate purchasing contracts.

Level 5 - Task 10.1.4.3.1 Assess adequacy of insurance cover (18129)

Tasks represent the next level of hierarchical decomposition after activities. Tasks are generally much more fine grained and may vary
widely across industries. Examples include: Create business case and obtain funding and Design recognition and reward approaches.

Figure 6-1

Each of these Levels mentioned can be newly created in the system, these steps are
explained in the further chapters below.
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6.1 Clusters

6.1.1 How to create a cluster

e Step 1- Click on Clusters.

o
= ﬁ Loy @ - % Swati Joshi ~ :
= JSiedvi @ wf & s o
pesboerd Dashboard
Task View
Daily Weekly Monthly
Task Response View 9y Y L
Show List Viey Show List Viey
Roles Completed Tasks by Units Pending Tasks by Position
@®The @ Bartender
Levels Restaurant , @ Busperson
uni Counter
Best Practice File Upload Persen
@ Forter
® Takeout Pe
Company @ Restaurant.
Process
Show e
Completed and Pending Tasks by Unit
200 @ Compicted Tasks
100 @ Pending Tasks
ctiviti 0
The Restaurant unit
Tasl
Unit Name
rkflow show List View show List Viey

Unique Logins by Device Unique Logins by Unit

- I

Figure 6-2

e Step 2- Click on Add Cluster

. -;;;-;;M @‘_ " D - 1'}“ ”?j Swati Joshi ~ :

Dashboard E C|USterS

Task View

Task Response View Se ere Q : @ Export to s E Exporttopdf | C Refresh

Roles

Company ~ Cluster Name Description
Levels

The Restaurant Company Change managment Change Managment
Best Practice File Upload

Figure 6-3

e Step 3- In the Name field, enter name of cluster and in the Description, enter
description for cluster and hit on the save button.
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Add Cluster ®

Select Company

Mame

Description

Please fill all the mandatory fields,

The Restaurant Company

Figure 6-4
6.1.2 Edit a cluster
Step 1- Click on (Edit) # icon

) 0 _
= | @Eww'u @ - q'* 9 Swati Joshi «
Dashboard E Clusters
Task View
Task Response View Search here ... Q O Export to xls B Bporttopdf | C Refresh
foes Company Cluster Name

Levels

Best Practice File Upload

The Restaurant Company

Change managment

Description

Change Managment

a

Figure 6-5

Step 2- Edit the required fields and click on Save button to save the changes.

Edit Cluster ®

Please fill all the mandatory fields.

Select Company

Mame Change m

Description

The Restaurant Company

anagment

Change Managment

Cancel

Figure 6-6
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6.2 Tabs

6.2.1 How to create a tab
e Step 1- Click on Tabs.

o
S - Q; Swati Joshi + :0

Dashboard Dashboard

Task View

Task Response View @ Daily Weekly Monthly

Roles Completed Tasks by Units Pending Tasks by Position

@ The
Levels

@ Bartender
Restaurant @ Busperson
unit
Counter
Best Practice File Upload Person
@ Forter
@ Takeout Pe...
Company

@ Restaurant.

Show List View
Completed and Pending Tasks by Unit

200 B cCompleted Tasks

100 @ Pending Tasks

0

The Restaurant unit

Unit Name

Sho

Unique Logins by Device Unique Logins by Unit

L T

Figure 6-7

e Step 2- Click on Add Tab button.

o
@ - nd} &) suati joshi -

Dashboard m Tabs
Task View
Task Response View Search here Q D B eporttons | B Bporttopdt  C Refresh
Roles L

Cluster * Tab Name Description
Levels

Change managment Change Management Change Management 4 S
Best Practice File Upload

N,
©

Figure 6-8
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e Step 3- Select the desired Cluster from the list. For e.g., select "Facility Related".

waze £ 3 tre mandaiocy S
Seiact Company | Rachakmsbna Foodland Pyt Lig

Select Ouster |

Crarge Varagement -
Name Eaternal il
Faciiny Relaed h
Fesece
Dezcription GRE N

WIDAQ Details

Contact Detais 1

Contact Detaiis 2

Contact Detaiis 3

Figure 6-9

e Step 4- In the Name field, enter the Tab Name, and in the Description field enter the
description for the tab.

Add Tab ®

Please fill all the mandatory fields.

Select Company The Restaurant Company -
Select Cluster Facility Related .
Name .
Description

4

WIDAQ Details

Contact Details 1

Contact Details 2

Figure 6-10
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Step 5- In the Contact Details 1 field, Provide First point of contact for the TAB with

the name, designation, and contact no and email address.

In the Contact Details 2 field, Provide Second point of contact for the TAB with the

name, designation, contact no and email address.

In the Contact Details 3 field, Provide Third point of contact for the TAB with the name,
designation, contact no and email address and click on the save button.

pd.comy

Figure 6-11
6.2.2 Edit atab
e Step 1- Click on (Edit) # icon
® ° @
[ Tabs

Task Resy Q [E Eporttoxs [ Exporttopdf | C Refresh

e Cluster ~ Tab Name Description

PP Change managment Change Management Change Management ‘
Figure 6-12

Step 2- Edit the fields you desire from the options shown in the window.(Figure 6-13)
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Please fill all the mandatory fields.

Select Company | The Restaurant Company

*

Select Cluster Change managment -

Name Change Management *
Change Management

Description

£
WIDAQ Details
Parasram Bajantri
Contact Details 1 | Mana - HR & IR-West Region & PAN India Compliance o
BE79952444
e e -
Alok Roy
Contact Details 2 | G ager - McD National Operations -
£
Milind Dhadphale
Contact Details 3 | Business Partner - HR -

605

Figure 6-13

6.2.3 Assign Tab Module to Tab

Tabs modules are a level down of detail from Tabs that work the same way as Tabs, put
provide finer categorization of the Tasks assigned to each User/employee based on their

positions. For e.g. The Finance tab can be split into finer Tab Modules such as, Taxes,
Invoicing, and Order Records etc.

e Step 1- Click on (Assign tab module to tab) " icon.

9
= . ®-
Dashboard m Tabs
Task View
Task Response View Q Bxporttoxls | [E Export to pdf
Roles

Cluster ~ Tab Name Description

Levels

Change managment Change Management Change Management
Best Practice File Upload

D svatiJoshi ~

C Refresh

Figure 6-14

e Step 2- Click on Add icon, to assign new tab module to tab and click on Delete icon,

to delete the assigned tab module and click on Save button to save the changes.
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Assign tab modules to tab ®

Plezase fill all the mandatory fields.

Mame Description

- Structural changes
:

Structural changes

Figure 6-15

6.2.4 Assign Tab Action to Tab Module

Tab Actions are media files associated with that respective Tab modules within the Tabs which
helps the User in visual aid while performing the Task assigned to that particular Tab Module
for e.g. For Taxes tab modules in a Finance tab, we can assign tab actions such as Income
Tax guidelines, Forms for employees, Reports of previous Tax returns etc. Tab Actions come
in 4 forms:

1) Checklists: A list of to-do items in a particular order which need to be performed and
checked off as they are completed. These needs to be in a .PDF format.

2) Forms: Forms can be either How-to do documents or step by step illustrations
regarding the tasks in that particular tab module. Forms can either be a PDF document
or an image.

3) Manuals: Detailed step-by-step instructions in a document, video or image format are
added under Manuals.

4) Reports: If the tab module has tasks concerning report generation, then sample
reports or previously generated reports are added here to illustrate and guide creation
of similar reports. These can also either .PDF files or images.

5) Process: Also knowns SOPs or Standard Operating Procedures, these are
documents of instructions compiled by an organization to help workers carry out
routine operations. SOPs aim to achieve efficiency, quality output and uniformity of
performance, while reducing miscommunication and failure to comply with industry
regulations.

e Step 1- Click on (Assign tab action to tab module) = icon.

Fiawt o
= | ccouo || Qumeme @ - (1)) :P Swati Joshi v
Dashboard m Tabs
Task View
Task Response View Search here ... Q @ AddTab B eportioxs [ Exporitopdf  C Refresh
Rol
Cluster ~ Tab Name Description
Level N
Change managment Change Management Change Management S @ E
Best Practice File Upload ° -
Figure 6-16
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e Step 2- Select the module name for which you want to upload the help documents for
e.g., select “Structural change” and in the Number of inputs field, enter the number
of tab actions you wanted to assign to tab module for e.g., enter “2” and hit on Add

button.
Assign tab action to tab module

Please fill all the mandatory fields

Select Tab Module || Number of Input(s) Add

Refrigeration Reference C fo
ompressor |
Diesel Generator :Dez% B
Air Handling Unit {AHU)
MHE - Reach Truck Y

Figure 6-17

e Step 3- Fill the following details as given below:

» Click on Tab Action Type, select the desired action type from the list. For
e.g., select "Forms".
In the Name field, enter the name of document.
In the Description field, enter the description for the document.
In the File Name, Provide the file path name (i.e. Server path name where
the original file is stored).
Click on Type, select PDF Option if the file is saved in PDF form or select
image.
Click on Save button.
Click on Add button to add new tab action and click on Delete button to
delete the assigned tab action

Assign tab action to tab module ®

YV VYVYV

YV VY

Please fill all the mandatory fields

Tab Action Type Name Description File Name Type
a Forms * | | Equipment History Card - DG Set Equipment History Card - DG Set 14Equipments/DieselGeneratonFom PDF ~
ﬁ Forms v PM - DG Set PM - DG Set 14Equipments/DieselGenerator/Fomr PDF
E CheckList ¥ Maintenance Check List - DG Set Maintenance Check List - DG Set 14Equipments/DieselGenerator’Chet PDF
ﬁ Manuals v | | Commonly used equipments - eLear | | Commonly used equipments - eLear 14Equipments/AirCircuitBreakenMan v Video ':“
ﬁ Process v | | SOP DG Set SOP DG Set 14Equipments/DieselGenerator/proct PDF
)

Refresh
Figure 6-18
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6.3 Process categories

6.3.1 How to create a process categories
e Step 1- Click on Process Categories.

T (1]
= AN Qs @ - a0 @ swatioshi« ‘0

Dashboard Dashboard

Task View
y neekly "
Task Response View @ Daily Weekly Monthly

Show List View

Roles Completed Tasks by Units Pending Tasks by Position
@ The @ Bartender
Levels Restaurant , @ Busperson
unit
Counter
Best Practice File Upload Person
@ Porter
- @ Takeout Pe
ompany @ Restaurant.
Show List View|
Completed and Pending Tasks by Unit
2
2o B Compieted Tasks
100 @ Pending Tasks

0

The Restaurant unit

Unit Name

Show List View Show List View|

Unique Logins by Device

Unigue Logins by Unit

®

~ [ G .l

Figure 6-19

e Step 2-Click on Add Process Category button.

= FLAWET = - - N sy -
= Moo Q ] s} ? Swati Joshi 3‘
Bashbosrd (& Process Categories
Task View
Task Response View Search here Q @ Export to xls Export to pdf C Refresh
Roles
Process Category
Cluster « Tab Name Description
Levels
Manage Business Manage Business - = -
Best Practice File Upload Capabilities (10013) - Capabilities (10013) -
Change Management Change Management
Company

Figure 6-20
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Step 3- Click on Cluster field, select the desired Cluster from the list. For e.g. Select

"Change Management and Click on Tab field, select the desired Tab from the list.
For e.g., select "Change Management.

Add Process Category ®

Please fill all the mandatory fields.

Select Company The Restaurant Company

Select Cluster Change managment

Select Tab Change Management

Name

Description

Purpase

P

Figure 6-21

Step 4- In the Full Name field, enter the Process Category name and in the
description enter description for Process Category

ease A1 a0 the A

Seiect Company Radhoksishna Foodland PV Lid
Setect Cluster Change Management

Select Tab Change Management

Name

12.0 Develop and Manage Business Capabiities - Change Managemer

12.0 Develop

nage Busness Capablities - Change
Oezcription Management (

Pupose

Cancel

Figure 6-22

6.3.2 Edit a process categories
e Step 1- Click on (Edit) ¢ icon

@ - qilvo Q Swati Joshi =
pestibsard (s) Process Categories

Task View

Task Respanse View

Search here .. Q [CEEESHINTY | B Eporttoxs | B Exporttopdi | C Refresh

feles Cluster ~ Tab Process Category Name Description
Levels
Change managment Change Management 12.0 Develop and Manage 12.0 Develop and Manage @
Best Practice File Upload Business Capabilities Business Capabilities
(10013) - Change (10013} - Change
Company

Management Management

Figure 6-23
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e Step 2- Edit the required fields and click on Save button to save the changes.

Edit Process Category ®

Select Company

Select Cluster

Select Tab

Name

Description

Purpose

Please fill all the mandatory fields

The Restaurant Company
Change managment
Change Management
12.0 Develop and Manage Business Capabilities (10013) - Change Mar *

12.0 Develop and Manage Business Capabilities (10013) - Change
Management

4

Figure 6-24

6.3.3 Activate / deactivate a process categories

e Step 1- Click on Activate button, a pop message will display as, “Are you sure you
want to deactivate the Process Category” with Ok and Cancel button. Select Ok to

deactivate it.

W [0}
= Qe @ - at® @ s
b (=) Process Categories
Task View
Task Response View Q Exporttoxls | [El Exporttopdf = C Refresh
Roles

Cluster Tab Process Category Name Description
Levels

Change managment Change Management 12.0 Develop and Manage 12.0 Develop and Manage 4

s
Best Practice File Upload Business Capabilities Business Capabilities :
(10013) - Change (10013} - Change
Company Management Management
Figure 6-25

e Step 2- Click on Deactivate button, a pop message will display as, “Are you sure you
want to Activate the Process Category” with Ok and Cancel button. Select Ok to

deactivate it.
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= Q

@ - D svatijosh
e (=) Process Categories
Task View
Q
fole= Cluster ~ Tab Process Category Name Description
Levels

Change managment

Best Practice File Upload

Company

Figure 6-26
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6.4 Process Group

6.4.1 How to create a process group
e Step 1- Click on Process Groups.

PLAMET o
= | ook Q@ @

Dashboard Dashboard

Task View

W)

Swati Joshi = :0

Task Response View @ Daily Weekly Monthly

Roles

Completed Tasks by Units Pending Tasks by Position

®The @ Sartender
Levels Restaurant , @ Susperson
unit
Counter
Best Practice File Upload Perscn
® Porter
@ Takeout Pe.
Company

@ Restaurant

Show List View|
B Completed and Pending Tasks by Unit
Tab
: gones 200 @ Completed Tasks
100 @ Pend ng Tasks
Activities 0
The Restaurant unit
Tasks
Unit Name
Worktlows

Show List View

Unique Logins by Device

Unique Logins by Unit

Figure 6-27

e Step 2- Click on Add Process Group.

@ - 1l|'® B swat Joshi -+

Dashboard

) Process Groups

Task View

Task Response View

Search here Q : B Exporttons | B Bporttopdt | C Refresh
Roles

Process Category * Process Group Name Description

Purpose
Levels
10.0 Manage Enterprise Risk 10.1 Manage enterprise risk 10.1 Manage enterprise risk Vd @
Best Practice File Upload Compliance and Resiliency (16438) - Contingency (16438) - Contingency
(16437) - Contingency planning planning
Company planning

Figure 6-28

Step 3- Click on Process Category, select the desired process category from
dropdown list.
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Add Process Group ®

Please fill all the mandatory fields.

Select Company The Restaurant Company .
Select Process Category 10.0 Manage Enterprise Risk Compliance and Resiliency (16437) *
Name *
Description

4
Purpose

4

m Cancel
Figure 6-29

e Step 4- In the Name field, enter name of process group and in the Description,
enter description for process group and hit on the save button.

Add Process Group ®

Plesse 41 al thg mandatory feis

Seect Company Redhaknshna Foodkand Pyt Lad
Select Process Canegory 12 0 Deveiop and Manage Business Capabiities - Change Mans
Name £2.1 Manage tusiness processes (16378)
121 Manage business processes (16378
Deseription

Purpose

Cancel
Figure 6-30
6.4.2 Edit a process group
. . .
e Step 1- Click on (Edit) # icon
= | [ lSUE || Qe @ - qq}o @ seatisoshi +
Dashboerd @ Process Groups
Task View
Task Respanse View Search here Q [B Eporttods | B Bporttopdi | C Refresh
Roles
Process Category * Process Group Name Description Purpose
Levels N
10.0 Manage Enterprise Risk 10.1 Manage enterprise risk 10.1 Manage enterprise risk @
Best Practice File Upload Compliance and Resiliency (16438) - Contingency (16438) - Contingency -
(16437) - Contingency planning planning
Company planning
Figure 6-31

e Step 2- Edit the fields you desire from the options shown in the window.(Figure 6.31)
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Edit Process Group ®

Please fill all the mandatory fields.

Select Company The Restaurant Company .
select Process Category 10.0 Manage Enterprise Risk Compliance and Resiliency (16437) *
Name 10.1 Manage enterprise risk (16438) - Contingency planning .

10.1 Manage enterprise risk (16438) - Contingency planning
Description

Purpose

P

Figure 6-32

6.4.3 Activate / deactivate a process group

e Step 1- Click on Activate button, a pop message will display as, “Are you sure you
want to deactivate the Process Group” with Ok and Cancel button. Select Ok to
deactivate it.
— I | ® - @® @ i
Dashboerd (2 Process Groups
Task View
Task Respanse View Search here Q [E Eporttows | B Bporttopdf | C Refresh
files Process Category * Process Group Name Description Purpose
Levels N
ORI nE e e ’
(16437) - Contingency planning planning
Company planning
Figure 6-33
[ )

Step 2- Click on Deactivate button, a pop message will display as, “Are you sure you

want to activate the Process Group” with Ok and Cancel button. Select Ok to
deactivate it.

o

= Qe Q - nd} Q Swati Joshi =
Deshbeerd (& Process Groups
Task View
Task Response View Search here . Q Exporttoxls | [E Exporttopdf | C Refresh
Roles

Process Category * Process Group Name Description Purpose
Levels ~

10.0 Manage Enterprise Risk 10.1 Manage enterprise risk 10.1 Manage enterprise risk &
Best Practice File Upload Compliance and Resiliency (16438) - Contingency (16438) - Contingency :

(16437) - Contingency planning planning
Company planning

Figure 6-34
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6.5 Processes

6.5.1 How to create a process
e Step 1- Click on Processes.

P LANET (1]
=] | ceve @ @ - nd} Q; Swati Joshi + :0

Dashboard Dashboard

Task View

Daily Weekly Monthly
Task Response View @ ! -
sh Viey Show List Vie
Roles Completed Tasks by Units Pending Tasks by Position
@ The @ Bartender
Levels Restaurant , @ Busperson
unit
Counter
Best Practice File Upload Persen
@ Forter
@ Takeout Fe
AT I @ Restaurant.
Process =
She List Vier

Completed and Pending Tasks by Unit

B Completed Tasks
w0 B Pending Tasks

The Restaurant unit

Unit Name
Show List View

Unique Logins by Device Unique Logins by Unit

O T

Figure 6-35
e Step 2- Click on Add Process.

= @ I & - 1'}“ Q Swati Joshi !
| mLATEO®M - ‘
sttoard 3+ Processes
Task View
Task Response View Q ® Add Process & Export to xls B Exporttopdf | C Refresh
Roles

Process Group + Process Name Description Purpose
Levels

10.1 Manage enterprise 10.1.1 Establish the 10.1.1 Establish the PRING)
Best Practice File Upload risk (16438) - enterprise risk enterprise risk :

Contingency planning framework and policies framework and policies
Company (16439) - Contingency (16439) - Contingency

planning planning

Process

Figure 6-36

e Step 3- Fill in the following as given below:

Click on Process Group, select the desired process group from dropdown
list

In the Name field, enter name of process

In the Description, enter description for process
Hit on the save button.

YVVYVY VY
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Select Company Radhaknshna Foodiand Pyt Lid
Seiect Process Group 121 Manage busness processes (18378)
Name 12.1.4 Manage peocess perfoemance (16 )« CHHSSEMCC

12.1.4 Manage process padoemance (16382) .
Description OMMSSEMCCTC Matnx

Purpoze

Cancel

Figure 6-37

6.5.2 Edit a process
e Step 1- Click on (Edit) # icon

ANE (]
= | AN @un..w-n,_..,: @ - ) Q Swati Joshi =
B %~ Processes
Task View
Task Response View Search here Q B eporttoxs | [ Exporttopdf | C Refresh
Roles .
Process Group * Process Name Description Purpose
Levels .
10.1 Manage enterprise risk 10.1.3 Coordinate business 10.1.3 Coordinate business @
Best Practice File Upload (16438) - Contract unit and functional risk unit and functional risk .
administration management activities management activities
Company (16452) - Contract (16452) - Contract
administration administration
Broce:

Figure 6-38

o Step 2 - Edit the desired fields according to the changes to be made in the window.

Edit Process ®

Please fill all the mandatory fields.

Select Compary The Restaurant Company .
Select Process Group 10.1 Manage enterprise risk (16438) - Contract administration .
Name 10.1.4 Manage business unit and function risk (16455) - Cont .

10.1.4 Manage business unit and function risk (16455) -
Description Contract administration

Purpose

e

Figure 6-39

6.5.3 Activate / deactivate a process

e Step 1- Click on Deactivate button, a pop message will display as, “Are you sure you

want to activate the Process” with Ok and Cancel button. Select Ok to activate it.

User’s Manual Page 59




= S || Qe

Dashboard

Task View

Task Response View
Roles

Levels

Best Practice File Upload

Company

+- Processes

Process Group *

10.1 Manage enterprise risk
(16438) - Contingency
planning

Process Name

10.1.1 Establish the

enterprise risk framework
and policies (
Contingency pla

Description

10.1.1 Establish the

enterprise risk framework
and policies (16439)
Contingency planning

8 Exortioxis

Purpose

@ Export to paf

?_; Swati Joshi »

C Refresh

Figure 6-40

e Step 2- Click on Activate button, a pop message will display as, “Are you sure you
want to deactivate the Process Group” with Ok and Cancel button. Select Ok to

deactivate it.

| Il

Dashboard

Task View

4~ Processes

w®

@ swatisosniv

Task Response View Q d: | B mpenttopdf | © Refrash
e Process Group Process Name Description Purpose
- 10.1 Manage enterprise risk 10.1. 10.1.1 Establish the enterprise y
Best Pr (16438) - Contract risk frame risk framewerk and policies °

administration (16439) - act (16439) - C act
o administration administration
Figure 6-41
6.6 Activities
6.6.1 How to create a Activity
e Step 1- Click on Activities.
LANET o

= | oo Qe ® - wtf @ seioni- 2o
Dashboard Dashboard
Task View
T D @ Daily Weekly Monthly

Roles

Levels

Best Practice File Upload

Company

Process.

Completed Tasks by Units

®The
Restaurant
unit

Completed and Pending Tasks by Unit

200

100

Unique Logins by Device

staurant unit

Unit Name

Sho

Pending Tasks by Position

@ Bartencer
Wy
Counter
Person
® Forter
@ Takeout Pe
@ Restaurant

Unique Logins by Unit

@ Pending Tasks

Expired Tasks
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Figure 6-42

e Step 2- Click on Add Activity.

@ - q.}o Q Swati Joshi +

P Iz Activities
Task View
Task Response View Search here Q Add Activity B Exporttoxs | [E Exporttopdf | C Refresh
Roles
Process * Activity Name Purpose Description
Levels "
10.1.1 Establish the 10.1.1.1 Determine risk Brand 10.1.1.1 Determine risk yJ @
Best Practice File Upload enterprise risk framework tolerance for organization tolerance for organization -
and policies (16439) - (16440) - Contingency (16440) - Contingency
Company Contingency planning planning planning
Figure 6-43

e Step 3-Fill in the following as given below

Click on Process Group, select the desired process group from dropdown
list

In the Name field, enter name of process

In the Description, enter description for process
Hit on the save button.

VVYV 'V

Pleaze fill all the mandatory fields
Select Company | The Restaurant Company *
Select Process 10.1.1 Establish the enterprise risk framework and policies (16439) - Con | *
Name 10.1.1 Establish the enterprise risk framework and policies (16439) - Con | *

10.1.1 Establish the enterprise risk framework and policies [16439) -
Description Contract administration

Purpose

Ed

Figure 6-44

6.6.2 Edit a Activity
e Step 1- Click on (Edit) # icon
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Dashboard

Task View

Task Respanse View
Roles

Levels

Best Practice File Upload

Company

I Activities

Q

Process ~ Activity Name Purpose
10.1.1 Establish the 10.1.1.1 Determine risk Brand
enterprise risk framework tolerance for organization

and policies (16439) -
Contingency planning

(16440) - Contingency
planning

-!1}0

@ Eporttoxds | [E Export

Description

10.1.1.1 Determine risk
tolerance for organization
(16440) - Contingency
planning

R svii Joshi +

topdf = C Refresh

e

Figure 6-45

e Step 2 - Edit the desired fields according to the changes to be made in the window.

Select Company

Select Process

Name

Description

Purpose

Please fill all the mandatory fields,

The Restaurant Company

10.1.1 Establish the enterprise risk framework and policies (16439) - C

10.1.1.1 Determine risk tolerance for organization (16440) - Contracta |#

10.1.1.1 Determine risk tolerance for organization (16440) - Contract
administration

Brand

“

Figure 6-46

6.6.3 Activate / deactivate a Activity

e Step 1- Click on Activate button, a pop message will display as, “Are you sure you
want to deactivate the Activity” with Ok and Cancel button. Select Ok to deactivate it.

= [ [@r

Task View

Task Response View
Roles

Levels

Best Practice File Upload

Company

IR Activities

Process *

10.1.1 Establish the
enterprise risk framework
and policies (16439) -
Contract administration

Activity Name Purpose

10.1.1.1 Determine risk Brand
tolerance for organization

(16440) - Contract

administration

@ -

B Exporttoxis

Description

10.1.1.1 Determine risk
tolerance for organization
(16440) - Contract
administration

o
@ sweiosniv

B Exporttopdi | C Refresh

Bl

e Step 2- Click on Deactivate button, a pop message will display as, “Are you sure you

Figure 6-47

want to activate the Activity” with Ok and Cancel button. Select Ok to activate it.
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Dashboard

Task Resp

Roles
Levels
Best Practice File Upload

Company

I Activities

Process * Activity Name

10.1.1 Establish the 10.
enterprise risk r
and policies (16

etermine risk
tolerance for or

- (16440) - Contract
Contract administration administration

Purpose

Brand

Description

10 Determine risk
tolerance
(16440) - Contract
administration

Figure 6-48
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6.7 Tasks

e Description

Tasks are the actual work to be done by the employee assigned to it, these are actions that
are performed regularly. Each Task is linked to the Tab Module and Activity related to it and
assigned accordingly to users based on Responsible and Lead positions. Every task has a set
of default and custom Task responses that the assigned position has to fill in as it is being
completed by them. This enables higher hierarchy positions to manage them efficiently. Tasks
in the UnitX Pro system are usually added in the system using a single prepared spreadsheet
file as it helps in organization and scheduling of each tasks in a single step (Refer Section
6.9.2). Additional tasks or edits can be done using the steps given below

6.7.1 How to create a Task
e Step 1- Click on Tasks

T (®) Dashboard
Task View
S & Daily Weekly Maonthly .
how List She
Roles Completed Tasks by Units Pending Tasks by Position
® The @ Busperson
Levels Restaurant ' @ Counter Per
unt Dishwasher
@ Forter
Company ‘\“ inw
Process =
Show
Completed and Pending Tasks by Unit
’ The Restaurant unit
Unit Name
Show List View Shoy
Unique Logins by Device Unique Logins by Unit
- LRI
Figure 6-49
e Step 2- Click on Add Task
N 0
= L= @ " @ - 1.} '?; Swat Joshi » ‘
Dashboard Tasks
Task View

Task Response View Search here Q [ON*"IF" | [E Exporttoxds | [ Exporttopdf | C Refresh

Roles
Cluster Name Tab Name Task Priority
Levels
Finance Financials Bank Reco (MCD) Red ) V' @
Best Practice File Upload - :
Figure 6-50
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e Step 3- Fill in the following as given below

>

>

YV VY

A\

In the Select Cluster field, select the desire Cluster from the list. For e.g., select
“Finance”

Click in the Select Tab field, select the desire Tab from the list. For e.g., select
“Financials”

Click in the Select Tab Module, Select the desired Tab Module from the list.
For e.g., select “Petty Cash”.

Click in the Select Activity field, Select the desired Activity from the list. For
e.g., select “8.7.2.1”

In the Task field, enter the Task Name.

In the Description field, enter the description for the task

Click in the Tolerance Level field and Provide Tolerance Level as per
Department Head instructions. Tolerance level is the no. of days required to
complete the task.

In the Budgeted cost, provide value for budgeted cost if any or else enter"0".
Select Priority from dropdown list. Select Red if the task is High Priority,
Amber for Medium Priority task and Blue for Low Priority task.
(Red is to be selected if the task has Zero Tolerance, if the task has tolerance
level between 1 to 5 select Amber and for any task with tolerance level of more
than 5 select Blue.)

Select the desired Shift from the list

Select the desired Type from the list ( If the task to be done at the start of the
day then select “Opening” or at the end of the day select “Closing”)

Select the desired Frequency from the list.

In the Risk Associated field, enter the Risk associated with the task if not done
or delayed. For e.g., “Impact on the Cash Management”.

In the Penalty field, enter the penalty for the task not done and if expired.

In the Time Duration (in Hrs) field, enter the Duration required to complete the
task in HRS.

In the Event Type, select whether the task is controllable or uncontrollable
from dropdown list.

Click on the Save button.
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Select Company The Restaurant Company . Select Cluster Finance

select Tab Financials * selact Tab Madule Petty Cash
Selact Activity 8.7.2.1 Manage and reconcile cash pesitions (10893) - | * Task Bank Reco (MCD)
Description Bank Reco (MCD)
Tolerance Level 0
P
Budgeted Cost 0 * Select Priority Red (High) r
Shift v Type Opening v
Frequency Daily Tl Precedence
Reason Type Shared 7
Risk Associated Impact on Cash Management Penalty Impact on your daily scorecard - performance
Time Duration(in Hrs) | 1 * Event Type Controllable v
D Cance
Figure 6-51

6.7.2 Edit a Task
e Step 1- Click on (Edit) # icon

= Q @ - °

Dashboard Tasks

Task View
Task Response View Q Export to xls C Reiresh
Rales L

Cluster Name Tab Name Task Priority
Levels

Finance Financials Bank Reco (MCD) Red F rd
Best Practice File Upload -

Figure 6-52

e Step 2- Edit the desired fields according to the changes to be made in the window.
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Select Company

Select Tab

Select Activity

The Restaurant Company

Financials

8.7.2.1 Manage and reconcile cash pesitions (10893) - |

Deseription Bank Reco (MCD)

P
Budgeted Cost 0
shift v
Freguency Daily .

Reason Type
Impact on Cash Management

Risk Associated

Time Duration{in Hrs) 1

Select Cluster

Select Tab Module

Task

olerance Lavel

Select Priority
Type
Precedence
Shared

Penalty

Event Type

Finance

Petty Cash

Bank Reco (MCD)

0
Red (High) v
Opening v
o+

Impact on your daily scerecard - performance

Controllable v

Figure 6-53

6.7.3 Add Response Form

e Step 1- Click on the Add task response form icon.

= Lot @ ® ® @ susisomi
Dashboard Tasks
Task View
Task Response View Q B Exporitoxts | [ Export to paf
Rales
Cluster Name Tab Name Task Priority
Levels
Finance Financials Bank Reco (MCD) Red F -
Best Practice File Upload s ©
Figure 6-54

e Step 2- Fill in the following as given below:

» In the Number of Input(s) field, enter the desired Value and click on the Add

button.

> Inthe Field Name field, enter the desired Data. In this case, select"If not done,

select appropriate response”.

Click in the Possible Values field.

YV VYV

In this case, select "Media".
» Click on save button

Click in the Field Type field. Select type of response required

Click to drop down the Help Type list and select the desired Type from the list.
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Der ¢ \dd
[anene—
el Name eid Type Mandatory  PossDie Values Helo Type Help Valoe
Length
= I one, Select dpprop Any One Sang 2 not received ed
-
+
k.
Figure 6-55

6.7.3 Activate / deactivate a Task

e Step 1- Click on Activate button, a pop message will display as, “Are you sure you
want to deactivate the Task” with Ok and Cancel button. Select Ok to deactivate it.
= _Mv-_.;___ Qrm @ - 11}0 D swatidosni-
Dashboard Tasks
Task View
Task Response View Q Exporttoxls | [ Exporttopdf | C Refresh
fales Cluster Name Tab Name Task Priority
Levels
st racce Fe o Finance Financials Bank Reco (MCD) Red + _,‘
Figure 6-56
[ ]

want to activate the Task” with Ok and Cancel button. Select Ok to activate it

Step 2- Click on Deactivate button, a pop message will display as, “Are you sure you

o

= Qe ® - ot @ swetiomi-
Dashboard Tasks
Task View
Task Respanse View Bank Q B Eporttos | B Exporttopdi | C Refresh
Roles

Cluster Name = Tab Name Task Priority
Levels

Finance Financials Bank Reco (MCD) Red * 4
Best Practice File Upload - e E

Figure 6-57
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6.8 Workflow

6.8.1 How to create a Workflow
e Step 1-Click on the Workflow

--------

Dashboard

Dashboard

@ Daily

Task View

Weekly Monthly
Task Response View 2 %

Roles Completed Tasks by Units.
@ The
Restaurant
unit

Levels

Best Practice File Upload

Pending Tasks by Position

’ @ Dishwas

i @ Kitchen

@ Bartender
@ Busperson
Counter.

Company ,"\ @ Porter
- 4
| Process. -
Shov
Completed and Pending Tasks by Unit
200 8 comp k
asks
The Restaurant unit
= Unit Name
Figure 6-58
e Step 2- Click on the Add Workflow button.
= e [ O - [T 3 S SwatiJoshi - P
Dashboard A_Z_a Workﬂows
Task View
Task Response View Sea ere Q : Expart to xls @ Export to pdf C Refrash
Roles
Cluster « Tab  Summary Description  Impact
Figure 6-59

e Step 3-Fill in the following as given below:
Company field is auto filled.

YV V VYV

YV VvV

Select the desired Cluster from the list. In this case, select "Facility Related".
Select the desired TAB from the list. In this case, select "Facility Maintenance
In the Summary field, enter summary for workflow. In this case, entered
“Facility maintenance

In the Add Task field, enter desire number. In this case, entered “2”
Click on Add Button
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Add Workflow ®

Please fill all the mandatory fields.

Select Company The Restaurant Company * Select Cluster Facility Related

*
Select Tab Facility maintenance Summary Facility maintenance

Description

A
Expected End Result Impact

A A
Add Task 2 * Add

m Cancel

Figure 6-60

e Step 4- Fill in the following as given below:
» . Inthe Select Task, select desire Task name. In this case, selected
“Cleaning of Blast Freezer Zone
» . Inthe Task order, enter desire order. In this case, enter “2”
» Click on the Save button

Add Workflow ®

Please fill all the mandatory fields.

Select Tab Facility maintenance

Description

Expected End Result Impact
4 4
Add Task 2 Add
Select Task Task Order
ﬁ Cleaning of Blast Freezer Zone 2
ﬁ Cleaning of Cafeteria ‘ 3 b= |

Summa *
v Facility maintenance

m Cancel

Figure 6-61
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6.8.2 Edit a Workflow
e Step 1- Click on (Edit) # icon

o
= oo Feersico @ - att @ swien- Do
Do ch Workflows
Task View
Task Response View Search here ... Q ® Add Workflow B sporttoxs | B Exporttopdf | C Refresh
Roles

Cluster “ Tab
Levels

Facility Related Equipments

Best Practice File Upload

Summary Description

Equipments

Impact

@o

Figure 6-62

I:lStep 2- Edit the desired fields according to the changes to be made in the window

Edit Workflow ®

Please fill all the mandatory fields.

Select Company Pepsico India Holdings Private Limited

* Select Cluster
Select Tab Equipments Summary
Description
A
Expected End Result Impact
A
Add Task 2 * Add
Select Task
ﬁ Resolve Customer Queries - test
ﬁ Customer Visits : Review , operational discussions and decisions - test
)]

Facility Related

Equipments

Task Order

1

Figure 6-63

6.8.3 Activate/ deactivate a workflow

Step 1- Click on Activate button, a pop message will display as, “Are you sure you

want to deactivate the Workflow” with Ok and Cancel button. Select Ok to deactivate

AN [7)

= L. Teewsco & - wt’ @ seon- B9
P ch Workflows
Task View
Task Response View Search here . Q ® Add Workflow [ Exporttoxis | [ Exporttopdf | C Refresh
Roles

Cluster ~ Tab Summary Description Impact
Levels

Facility Related Equipments Equipments yd -
Best Practice File Upload °

Figure 6-64
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Step 2- Click on Deactivate button, a pop message will display as, “Are you sure you
want to activate the Workflow” with Ok and Cancel button. Select Ok to activate itf}-

= ~ PEPSICO

ch Workflows

Task Response View

Q toxls | [ Exportto pd
Roles
Cluster Tab Summary Description Impact
Levels
Facility Related Equipments Equipments / E
Best Practice File Upload h
Figure 6-65
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6.9 Task Calendar

e Description

A task calendar is the scheduling part of the Tasks created in the upper sections, this part also
has the option of creating and scheduling tasks in a single go via the Excel file upload, where
spreadsheet with the specified format is uploaded in the system.

Apart from that we can manually schedule each task created also in case there are positions
unavailable for certain tasks to be performed, etc.

6.9.1 How to create a Task Calendar

Method 1: Add Task Calendar without using excel

e Step 1- Click on the Task Calendar.

Completed and Pending Tasks by Unit

The Restaurant unit

Unique Logins by Device

Unit Name

Show List View

Unique Logins by Unit

——

= @ ’ Q@ - (T3 ‘} Swati Joshi « :0
P Dashboard
Task View
@ Daily Weekly Monthly
Task Response View < < : - g
how List Show

Roles Completed Tasks by Units Pending Tasks by Position

@ Bartender
Levels " @ Busperson

Counter Per.

Best Practice File Upload @ Dishwasher

@ Kichen ban
» .

e Step 2- Click on the Add Task Calendar button

Figure 6-66

= | - Q-

mrLaTRORM
Dashboard

Task View

Task Response View
Roles

Levels

Best Practice File Uplead
Company

Process

Mobility

Company Management

tRy Task Calendar

Q

Location Name +

The Restaurant location

The Restaurant location

The Restaurant location

The Restaurant location

The Restaurant location
Total Count : 11

Unit Name

The Restaurant unit

The Restaurant unit

The Restaurant unit

The Restaurant unit

The Restaurant unit

Q -

Responsible Position

Shift Incharge - Operations

Unit Owner

Restaurant Manager

Bartender

Kitchen Manaaer

‘.+0 9 Swati Joshi »

gii
.\‘

§il
.\‘

()
,

i
\,

40

Figure 6-67
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e Step 3- Select the appropriate Location, Unit and Client to add the Task calendar
and select desired cluster and click on the Show Task(s) button

e il all the mandatory fields
Select Location Pune " Select Unit Ranjangacn % Select Client Pepsico India Holding Pt Upload with excel  ves
Please choose at least one parameter to see the task(s)

Cluster | Cluster D Tab Priority v | shift v Task Type v | Frequency v | Shared : Reset Filter

Task Detail Task Schedule Details Select

Figure 6-68

e Step 4- Enter the following fields using the instructions given below:

» In the Task Frequency field, select the desired frequency from the dropdown
list

» Select the desired Start Date from the Calendar

» In the Recurrence field, enter the Recurrence For e.g., Daily (365), Weekly
(52), Fortnightly(24), Monthly (12), Quarterly (4), Half Yearly (2), Yearly (1)

» Inthe (Lead) L Field, select the desired Lead from the list For e.g. select Lead
as "CPO" as the task is for his unit

> Inthe (Responsible) R, select the Position/user who will complete the task and
is RESPONSIBLE.

> In the (Consult) C, selected Consult will be the Reporting Manager of the
"RESPONSIBLE".

» In the (Informed) I, selected Informed will be the Department Head or
Functional Head

» Select the Generation of Transport Invoice Check box and Always tick the
check box before clicking on assign

» Click on the Assign button

Start 15-12-2016 Recurrence | 360
CFO N Cluster Manager - West

Executive - Accounts (PIH) . Reassign test position

Figure 6-69

Method 2: Add Task Calendar using excel
Using Excel upload will require an Excel file created using the steps given below:
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Step 1 — Open your native spreadsheet application. (E.g. Microsoft Excel) and select New
Blank Workbook.

Step 2 — Always use the first row as header row. Use the following headers given below for
the Task Calendar file:

Sr. No.

Start Date

Tab module

Activity

Task

Lead

Responsible

Consulted

Informed

Risk associated if not done
Penalty

Frequency

If Weekly Mention Day
Shift

Type

Event Type

Tolerance level (in Days)
Precedence

Priority

Shared task for Dependence
Time Duration(in Hrs)
Recurrence

Client Name

Step 3 — Next start populating each row according to its header using the instructions provided

below.

Input of Data

Enter all data in correct grammatical order with the first alphabet in Upper case and all
further alphabets in lower case.

Be mindful to avoid adding extra "invisible" characters (such as blank spaces or tabs
after the text) to the tables that may cause problems when importing the data.

Make sure the numbering on the data is carefully inspected.

Make sure the Activities (Section 6.6) linked which each task is the exactly the same
as created in the system. Any form of mismatch in spelling and grammar will result in
that task being not linked.

Ensure the Tab Modules used to link have also been created (Section 6.2.3) in the
system.

Also make sure the Lead, Responsible, Consulted and Informed positions have also
been created in the system first (Section 6.1).

No 2 activities can have the same serial no.

Complete entries for the entire row under the important column headings. Blank cells
can also cause problems during import.

How to fill in the data

Sr.No. : Serial Number
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Start Date: Starting date for the Task, system will start scheduling based on the date
given here. To be filled in DD/MM/YYYY format

Tab Module: Write the appropriate Tab Module for that Task

Activity: Use the Activity you want to link with that particular Task.

Task: The actual task statement has to be written under this heading.

Lead: Mention the position which will be in charge or supervise the position
responsible to perform this Task.

Responsible: The Position that actually performs the given Task.

Informed: This will be will be the Department Head or Functional Head of the
Responsible position.

Consult: The Consult will be the Reporting Manager of the Responsible Position.
Risk associated if not done: Enlist the consequences or actions associated with the
task not being completed.

Penalty: Actions which will be taken if Task hasn’t been completed.

Frequency: Single letters to be used to mention frequency or how often each that
Task will occur for.

H — Daily

W — Weekly

F — Fortnightly (every 14-15 days)
M — Monthly

Q — Quarterly (every 3 months)
HY — Half Yearly
Y - Yearly
If Weekly Mention Day: If the above column has W (Weekly) Frequency then mention
in this column the Day of the week.
= If the Task isn’t weekly then mention O by default.
= |f the Task is Weekly then mention 1 for Sunday, 2 for Monday and so
on till 7 for Saturday accordingly.
Shift: If there are different Shifts in which work is done then mention the Shift here
using I, Il and 11l accordingly.
Type: Type of Task based on the action,
= Opening: For tasks which are meant to be performed at opening or at
start of the shift.
= Closing: For tasks which are supposed to be performed during closing
or at the end of a shift.
Event Type: Can be either Controllable or Uncontrollable.
Tolerance level(In Days): Number of days a task take to complete that Task i.e. That
task will be active for the mentioned number of days before expiring.
Priority: Tasks can be sorted according to Red, Amber and Blue priority levels.
= Red: High priority and immediate completion.
=  Amber: Medium priority.
= Blue: Low priority.
Time Duration(in Hrs): The total number of hours that particular task will take to be
completed
Recurrence: In numbers according to the Frequency mentioned above. For e.g.
= 365 — For daily tasks
= 12 — For monthly tasks
Client Name: Select the Client for which that Task will be applicable to.

After all columns and rows have been appropriately filled using the instructions and data given
above, Go to File > Save As and Save the Excel file in a .xls format.
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o Step 1-Fill in the following as given below:

> Select the desired Location, Unit and Client to add the Task Calendar
» Click on the Yes button to upload with excel.

Add Task Calendar ®

Please fill all the mandatory fields.

Select Location | kamboli ¥ Select Unit Foodpark

+  Select Client Upload with excel | ves ® No

Choose file for Task Calendar Choose file | No file chosen

o

Figure 6-70

e Step 2-Fill in the following as given below:
» Click on the “Choose file” button

» By clicking on “Choose file” button, File directory is opened and choose a desire file
and click on “open” button.

» Click on “Assign” button

Add Task Calendar ©)

lease fill all the mandatory fields.

Select Location | kamboli *  Select Unit Foodpark +  Select Client Upload with excel  ves No O

Choose file for Task Calendar Choose il | 125k Calendar.xisx

Figure 6-71

6.9.2 How to Reassign Task Calendar of position

e Step 1-Click on (Reassign Task Calendar of position) ¢ button

= ol Femsco @ - q(}0 D v dosti+
B % Task Calendar

Task View

Task Response View Search here ... Q

© AddTask Calendar [IeRERY

Roles

Location Name * Unit Name Responsible Position
Levels N
Kolkata Kolkata Sr. Executive - Operations @
Best Practice File Upload - -
Figure 6-72
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e Step 2- Enter the following fields using the instructions given below

» Click in the Choose task to reassign, select the desired task you want to
reassign.
Click in the LCRI fields, select the position for particular units
Click on From date, select the desire from date and all the days before today
is disabled.
Click on To date, select the desire to date and to date should be greater then
start date
Click on the Reschedule button.

Task Calendar Re-Assign ®

Please fill all mandatory fields

vV V¥V VYV

Choose task to reassign:

Unloading of Stocks (Shift 1)

L: Cluster Manager - West * R: Reassign test position *
C: Executive - Accounts (PIH) = I CFO *
From Date: 15-12-2016 * To Date: 22-12-2018 *
Cancel
Figure 6-73

6.9.2 Edit Assigned Task of position.

e Step 1-Click on the (Task assigned to position) = putton.

PN o
= ool Feeesico @ - wtt @ swtonic
Lo & Task Calendar
Task View
Task Response View Search here Q C Refresh
Roles

Location Name * Unit Name Responsible Position
Levels

Kolkata Kolkata Sr. Executive - Operations ﬂ P
Best Practice File Upload °

Figure 6-74

e Step 2-Fill in the following as given below:

» Click in the Search field and enter desire task you want to Edit or Delete and
hit on search icon.

> Click on the (Edit) ¢ icon to edit the assigned task to positions.
» Click on (Delete) T button to delete the assigned task to positions.
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Tasks Assigned To Position - Cluster Manager - West ®

Search here ... Q

Cluster Name Tab Name Summary Priority Start Date

Customer Visits :

Review , -
External Customer Management operational Red 15-12-2016
discussions and
decisions
Figure 6-75

e Step 3- Fill in the following as given below

> Click on the (Edit) ¢ icon.

» Click in the LCRI fields, edit the position for particular units.

» Click in the Start Date, Select the desired start date and click on the
Reschedule button

Task Calendar Reschedule ®

. CFO g Cluster Manager - West

. Executive - Accounts (PIH) i | Unit Cwner

Summary: Customer Visits : Review , Start Date| 15-12-2016
operational discussions and decisions

Reschedule Cancel

Figure 6-76
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7.0 MOBILITY

7.1 Geofence
e Description

Geofences are a collection of geographical points pinned to create a boundary within a
particular area inside which the registered devices can operate. Geofences are useful to allow
operation and editing of the core system elements from devices present within the main

establishment itself and not from outside.

7.1.1 How to create a geofence

e Step 1- Open the Dashboard and navigate to Mobility. Expand it and select

Geofences.

--------

Dashboard Dashboard

Task View

Task Res| ViED @ Daily Weekly Monthly

Roles Completed Tasks by Units

® The
Restaurant
unit

Levels

Best Practice File Upload
Company

Process

Mobili
- Completed and Pending Tasks by Unit

200

Company Management

Lo

: _
! |

The Restaurant unit

o

@ - ﬂ'} ‘?; Swati Joshi =

Pending Tasks by Position

@ Bartender
/f @ oo
Counter
Person
@ Forter
@ Tskeout Pe.
@ Restaurant

@ Completed Tasks

@ Fending Tasks

Expired Tasks

a0

Figure 7-1

e Step 2- Then select Add Geofence.

— ) compan Lo - M - !
=] | cneve Q ’ @ nd} ?ﬁ ati Joshi d
Dashboard qu Geofences
Task View
Task Response View Search here Q : C Refresh
Roles

Geofence Name ~ Description
Levels

Goregaon Goregaon warehouse =
Best Practice File Upload @ o

Figure 7-2

e Step 3- Enter the following fields using the instructions given below.
> Inthe Location field, enter the location name of your establishment.
» Click on the Show Location button, which will show the map of your desired

location.
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» Use points to select the area around the unit location. Minimum 3 points need

to be selected.
(Use the drag option to drag the map till you find your desire unit location.)

» Click on the Draw Geofence button to highlight the area that'll be covered by

your Geofence.
» In case you want to reset your selection use the Clear Geofence option

Add Geofence ®

Please enter name of location and click on show location.
Location | Andheri Show Location Draw Geofence Clear Geofence
| Map  saeliit= i Wast ZSUELmld -:e.azgt - St Catl
ee Entertainmen
Enterprises Lid Indman Cnnsulgis . Famebox Nelwmko Orpha
o Mirabella -
5 Bar & Kitchen Woodrow
ggglmr)csoor ,%: m:;ﬂ;a;;t img ; Cera Style Studio
;‘: b ASUS Technology Pvt o
= 2 ALFA KPO Pyt .
= B=
Andheri Industrial Estate E
Radha Krishna E
Banquet Hall Spectron Engineers 9
Private Limited Millesnnium E}ymao
ervice Center
ABB India Limited %‘;ﬂ%ﬁ Ltd.) -
=2 Aristo Pharmaceuti i »,
= : ™~
qu Dattaji Sajyi Mara Corp Banke @
Figure 7-3
e Step 4- Once your desired Geofence is mapped properly scroll down and in the
Name field enter an appropriate name for that Geofence for e.g. Head Office and
brief summary in the Summary field. Click on Save to save that Geofence.
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v
Terrain

CHITRAKOOT
GROUNDS

Radha Krishna gm

Banquet Hall "W

Enterprises Ltd

- MMS Maritime.

(India) Pvt. Ltd £

=
Andher| Industrial Estate g

Spectron Engineers
Eiae dinited Millennium Tuyul;lo
Service Center

ABB India Limited

Aristo Pharmaceutitg

ttaji Salvi M
>alvi Mar
Navneet Motors

S JLR service
Janki Centre

Solitaire Honda
(Krish Cars Pvt. Ltd.)

M

Bar & Kitchen &

ASUS Technology Pvt o

A B i
Remi BizCourt

irabella - g

Woodrow

o 0

Cera Style Studio

ALFA KPO Pyt

Corp Bank O
+

™ -
Google Pizza Express Vap data ©2016 Google Terms of Use  Report 2 map error
Andheri
Name Andheri *  Summary Cancel
Figure 7-4

7.1.2 Activate / deactivate a geofence

e Step 1- Click on Activate button, a pop message will display as, “Are you sure you
want to deactivate the Geofence” with Ok and Cancel button. Select Ok to deactivate
it.
= Lo Q S - ° 3 S i
Bt [ Geofences
Task View
Task Response View Q C Refresh
foles Geofence Name * Description
Levels
St Proctice File UI;GE‘C GO\'EC_BO\‘ GOI'EC_BO\‘ warenouse ﬁ
Figure 7-5
[ ]

Step 2- Click on Deactivate button, a pop message will display as, “Are you sure you

want to activate the Geofence” with Ok and Cancel button. Select Ok to activate it

again.

Task View

Task Respanse View
Roles

Levels

Best Practice File Upload

M Geofences

Q

Geofence Name Description

Goregaon Goregaon warehouse

Figure 7-6
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7.1.3 Delete a geofence

e Step 1 - To delete any existing Geofence, simply click on the Trash icon (as shown

in Figure 8-7) for that Geofence and it will be deleted.

o

= e, @ @ - & suatiJoshi -
Das £\ Geofences
Task View
Task Resy Q
feles Geofence Name * Description
Levels

Goregaon Goregaon warehouse
Best Practice File Upload

Figure 7-7
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7.2 Devices

e Description
Devices are what will be used by the users to interact and use the UnitX Pro system. Devices
are entered into the system and can have Users assigned to them to increase security, so
only those Users which are assigned to that device can use the system on them. On hand-
held devices we can assign Geofences as well to maintain access to the system within the
specified Geofence.

7.2.1 How to add a device
e Step 1- Select the Dashboard and click on the Mobility tab, then select Devices.

PLANET 1]
— Yooy D - B swati Joshi
i e Q w @
Dashboard Dashboard
Task View
- Daily Weekly Monthly
Task Response View @ i i
shy e sh
Roles Completed Tasks by Units Pending Tasks by Position
®The @ Bartender
Levels Restaurant , @ Busperson
unit

Counter
Person

@ Forter
@ Tskeout Pe.
@ Restaurant

Best Practice File Upload

Company

Process

Completed and Pending Tasks by Unit

The Restaurant unit

Lo oo

Mobility Show List View|

a0

@ Completed Tasks

100 B Pending
Company Management
0

Figure 7-8

e Step 2- Click on ‘Add devices’

= Qe S - [T) "IJ; Swati Joshi =

--------

Dashboard D'_'||:| Dev'ces

Task Response View Se: ere Q : & Export to xls Exporttopdf | C Refresh

Roles

Device Name = IMEI Number Mobile Number
Levels
DELL 088392748216454 @ RS
Best Practice File Upload & ) 4 @
Figure 7-9

e Step 3- Add the following details according to the descriptions given below:

Name*: Name of the device

IMEI Number*: International Mobile Equipment Identity number, can be found
by dialing *#06# on any mobile handset.

Mobile Number: Contact number for the device

SIM Plan: Specify either Prepaid or Postpaid

Purchase date: Date of purchase for the device according to purchase invoice
Warranty Period: Total duration of the warranty plan.

Make: Name of company that has manufactured the product.

Y VY

VVVYY
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Model: Device model number/name.
SD Card Space: Total storage capacity of the device.
Android OS version: If the device is running Android then specify its Android
version. Found at Settings > About device> Android version on any Android
phone.
Maximum Permitted Offline Duration*: Number of hours the device can be
kept offline

» Active: to be checked if it's being used to access the system.
*Mandatory fields, rest all are optional.

Please fill all the mandatory fields.

YV V V

MName

Mobile Number

Purchase Date

Make

SD Card Space (GB)

Android App Version

Active

DELL

IMEI Number

SIM Plan

\Warranty Period (months)

Model

Android OS Version

Maximum Permitted Offline
Duration {Hours)

088392748216454 *

7.2.2 Edit adevice

Figure 7-10

e Step 1 - Click on the Edit option as shown in Figure 8-11

Dashboard

Task View

Task Respanse View

Roles

Levels

Best Practice File Upload

ga Devices

Device Name

DELL

- IMEI Number

088392748216454

® - B SustiJoshi -

B Eporttoxs [ Exporttopdf | C Refresh

Mobile Number

- o[@o

Figure 7-11

e Step 2- Edit the fields according to the descriptions given in Section 7.2.1, Step 2
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Edit Device ®

Please fill all the mandatory fields.

Name DELL * IMEL Number 083392748216454 *
Mobile Number SIM Plan

Purchase Date Warranty Period (months)

Make Model

SD Card Space (GB) Android OS Version

Android App Version Maximum Permitted Offline 1 .

Duration {Hours)
Active

Figure 7-12

7.2.3 Assign User(s) to device
e Step 1 - Click on the ‘Assign User(s) to device’ button as shown in Figure 8-13.

PiaNt [5)
= ‘ ccoust | | Yumemine ® - atb @D sustisonnie
Dashboard E Devices
Task View
Task Response View Search here Q B Eporttoxis [l Exporttopdf = C Refresh
Rol
o Device Name “ IMEI Number Mobile Number
Levels
DELL 088392748216454 1l @ &
Best Practice File Upload ol e @
Figure 7-13

e Step 2 — Select the appropriate System, Role and Level of the User you want to
assign to this Device. Then type in the Number of Inputs(Users) and Click on ‘Add’ to
generate the fields.

Assign User(s) to Device O)
Please fill all the mandatory fields.
Select System Select Role Select Level
UmMs UMS User
Number of Input(s) | 2 Add
Figure 7-14

e Step 3- Then Select the appropriate User from the List of Users to be assigned to the
device. You can add more inputs by using the + icon or Delete any you don’t want by
using the Delete button (Trash can symboal).
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Assign User(s) to Device ®
Please fill all the mandatory fields.
Select System Select Role Select Level
ums UMS User
Number of Input(s) | 1 Add
Select User User Details
Swati Joshi =
ﬁ Swati Joshi .
swatijoshirestaurant@gmail.com
AaARnarn e 4
*
Figure 7-15

7.2.4 Assign Geofence(s) to device

e Step 1- Click on the ‘Assign Geofence(s) to device’ button as shown in Figure 8-16.
= ‘_: ...... Q= @ - qq}o & SuatiJoshi +
Dashboard E Devices
Task View
Task Response View Search here Q B Eporttonds [ Exporttopdf  C Refresh
foles Device Name * IMEI Number Mohile Number
Levels
Best Practice File Upload o g = £ 9
Figure 7-16
]

Step 2- Type in the Number of Inputs (Geofences) and Click on ‘Add’ to generate the
fields.

Assign Geofence(s) to Device @

Please fill all the mandatory fields.

Mumber of Input(s) |1| | Add

Figure 7-17

Step 3- Select the appropriate Geofence from the List of Users to be assigned to the

device. You can add more inputs by using the + icon or Delete any you don’'t want by
using the Delete button (Trash can symbol).
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Assign Geofence(s) to Device @

Please fill all the mandatory fields.

Select Geofence

Murmnbai

MNumber of Input(s) 1

Add

From Time

00:00

To Time

09:00

Active

Figure 7-18

7.2.5 Activate / deactivate a device

deactivate the Device” with Ok and Cancel button. Select Ok to deactivate it.

Step 1 - Click on Activate button, a pop message will display as, “Are you sure you want to

Dashboard

Task View

Task Response View
Roles

Levels

Best Practice File Upload

ga Devices

Search here ...

Device Name =

DELL

IMEI Number

088392743216454

o
@ -

Q Swati Joshi =

[E Eporttoxs [ Exporttopdf | C Refresh

Mobile Number

. [3]

Figure 7-19

Step 2 — Click on Deactivate button, a pop message will display as, “Are you sure you want
to activate the Device” with Ok and Cancel button. Select Ok to activate it again.

Dashboard

Task View

Task Respanse View
Roles

Levels

Best Practice File Upload

g4 Devices

Search here

Device Name

DELL

IMEI Number

088392748216454

@ -

qq}o Q Swati Joshi +

@ Eporttoxts [ Exporttopdf | C Refresh

Mobile Number

- o[@e

Figure 7-20
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8.0 COMPANY MANAGEMENT

8.1 Announcements

Description

Announcement is a written or spoken statement that tells people about upcoming
event or important messages that need to conveyed.

8.1.1 How to create an announcement
Step 1- Click on Announcements.

]
= | et Q w @ §-
i @ Dashboard
Weekly Monthly
Task sho
Reles Completed Tasks by Units Pending Tasks by Position
@ Tre Restaurant l @ Sertender
unit @ Porter
@ Restaurant
Menager
Mobil (Completed and Pending Tasks by Unit
Company Management =
Unit Name:
Show List \
Unique Logins by Devies Unique Logins by Unit
o -
Figure 8-1
Step 2- Click on Add Announcement.
] 2 s
— LSS Q- - do
S w& Announcements
Task
Q B & coveors | 8 v ©
Summary * File Path for Video Text Content
Levels
Belated happy Diwa https:/fsystem.planetcp.com/PCP/PCPAnN  Belated happy Diwal p

uncements;

Figure 8-2

Step 3- Fill the following as given below :
» In the Summary field, write the summary of the announcement
> In the Start Date field, mention the starting date of the announcement.

> In the End Date field, mention the ending date of the announcement.
> Inthe Type field, select the type of announcement you made such as
Text/Video/Image.
» In the File Path for Video/Image field, write the file path for the Image/Video
attached.
> In the Text Content field, write the text details of the announcement.
» Click on save button
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Add Announcement ®

Please fill all the mandatory fields,
Summary Happy christmas *
Start Date 14-12-2016 *
End Date 15-12-2016 .
Type Image LA
Upload Files Choose file | DSC_00T1.JFPG
Mate: Please choose image for upload,
Text Content
s
Figure 8-3
8.1.2 Edit an announcement
e Step 1- Click on (Edit) ¢ icon
= LT Q@ - «P 8 sutisoshi+
Dashosrd sgl Announcements
Task View
Task Response View Search here ... Q B Export to xls B bporttopdf | C Refresh
Roles
Summary “ File Path for Video Text Content
Levels
ghdshayvd https://system.planetcp.com/PCP/PC »
Best Practice File Upload PAnnouncements/ @

Figure 8-4

e Step 2- Edit the required fields and click on Save button to save the changes.
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Edit Announcement ®

Please fill all the mandatory fields.

summary Merry Christmas .
Start Date 07-12-2016 .
End Date 08-12-2016 .
Type Image v .

Upload Files Choose file | Me file chosen

MNote: Please choose image for upload,

Text Content

Cancel

Figure 8-5

8.1.3 Activate / deactivate an announcement

Step 1- Click on Activate button, a pop message will display as, “Are you sure you

want to deactivate the Announcement” with Ok and Cancel button. Select Ok to
deactivate it again.

Ty 0
— IR L daming - wt® @ swionm-
Dashbosrd a€} Announcements
Task View
Task Response View Search here Q o] Export to xIs B oporttopdt | C Refresh
Rol
o Summary * File Path for Video Text Content
Levels

ghdshayvd https://system.planetcp.com/PCP/PC Va
Best Practice File Upload PAnnouncements/ °

Figure 8-6

Step 2- Click on Deactivate button, a pop message will display as, “Are you sure you

want to activate the Announcement” with Ok and Cancel button. Select Ok to activate

W ]
= o 5. @ @
Dashbserd w¢ Announcements
Task View
Task Response View Search here Q Bporttoxls | B Exportopdf | C Refresh
Roll
o Summary “ File Path for Video Text Content
Levels
qhdshayvd https://system.planetcp.com/PCP/PC ya m
Best Practice File Upload PAnnouncements/ :
Figure 8-7
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