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Protean Software

Protean (Pro-tea-un) adjective has two meanings:

1. Able to change form: variable, changing in nature or appearance.

2. Versatile: showing great variety, diversity or versatility.
The adjective Protean comes from Proteus, a Greek sea god. He was the son of Poseidon, god of the sea. Proteus knew
all things past, present and future but was able to change his shape at will to avoid prophesying. Each day at noon

Proteus would rise from the sea and sleep in the shade of the rocks on the island of Pharos.

Anyone wishing to learn the future had to catch hold of him at that time and hold on as he assumed dreadful shapes,
including those of wild animals and terrible monsters.

If none of his ruses prevailed, Proteus resumed his usual form and told the truth. Among those who fought with Proteus
to learn the truth was Menelaus, King of Sparta.

Contact Details:

Address: 1130 - 1140 Elliott Court
Herald Avenue
Coventry Business Park
Coventry
United Kingdom

CV5 6UB

Telephone: 02476 710310

Email: support@proteansoftware.co.uk
Website: www.proteansoftware.co.uk
Author: David Morris (12/05/2017) Version 1.0
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Protean Software General Navigation
Once you have logged into Protean there are 3 Tabs — File / Home / System.

“ Home System

File: contains information about the version of Protean you are running and contact details for Protean Support.

Home: is the tab that you will go to when logged into Protean, this contains all the items you will use on a day to day
basis within Protean.

System: is where the settings and setup of Protean is done, so any configuration details will be done through this tab.

Home Tab: this is what we call the Protean Ribbon:

Home System
SEEE FEEE P B E 7 aa
L= - el [ al ) |
B B 3 B B i i & B e
Customers Suppliers Stock Purchases Sales Invoices  Equipment Hire Maintenance Jobs Plannerboard Tasks Inbox | Reports | Windows Help Log Exit
- - - - - - - - - - - - - - - Off

This is broken up into sections for each module that you have access to.

There is a global enquiry button = \ and a drop down for each section.

Nustomes?

If you hit the dropdown it gives you the other functionality to do with this section of Protean.

Custnmer5|5unpliers stack  Depending on which section you click on you will get different options.

-

The example here is the customers section.

é::. Create Customer
LS5,

(Again these options can be controlled by access rights).

3{':' Create Contact

8= . View Contacts

If you hit the Global Enquiry button, this brings up a list of all the current items within this section of Protean.

[=5] Global Enquiry - Jobs - 1 record = =
e °
P e B 0] @) ) steatended | S Plannerboard | ] Map
Accountng | Ste | e Eaie [ [[io) St From Entry  [] Twee | S
M Depot | [=] Fiter | [=] (] statusTa  [awaitng Detais [ ][ Filter I Reset
Equipment Job No v | Job Type Site Make & Model Curn [ Area Due Date | Ta Do Status
L S R . T e e

These Lists (Global Enquiries) are how each individual user can quickly get the information they need, about that
particular module of protean.

Author: David Morris (12/05/2017) Version 1.0
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Global Enquiry Screens

Every global enquiry has common buttons at the top left, which are also available by right clicking on within the middle
of the global enquiry:

-
Create

=2] Global Enquiry - Jobs - 1 record View

JPaleBa o @ .

Export List
Create, creates a new record. Send List
View drills into the record selected. Reports
Pick is used when a global enquiry is bought up within another record. Refresh

Site Attended

Print / Export / Send will send your list to Printer / Excel / Email.
Plannerboard

Reports will shortut to the reports for this module of Protean y
ap

Refresh just refrehses your list (can be set to happen automatically). Choose Fields...
v

|y Save Layout
The final 2 options are for customising the Global Enquiry view per user.

Field Selector
Choose Fields brings up a lit of fields you can see, tick any you want, untick [1 Action p
any you don’t want. Area I
[ Attachments A
This then dispays these fields this one time you are in the global enquiry. [ Authority E
] ] ) ) [ Cause
If you wish (per user) to always see these fields, then right click on the [] Chargeable =
global enquiry and click “Save Layout”. [ Completed Date
[ Contact Name
Save Layout can also be used to save a users prefernce for a sort order, or [ cContactTel
column order within each global enquiry screen, which can be achieved by Current Engineer
clicking on or dragging a column as below. L] Customer
[ Customer Equip Mo
[] Depot
Due Date
[] DueInDays
[1 Entered By b
Click to sort. Click and hold to drag
Default l ’ K ] ’ Cancel
sie | [ e ]Ewe | | [ ot
Depot | | [<]Fiter | I [=] [ ) Status Ta
JobNo © Job Type Site v Make & Model Curr | Area Due Date | To Do Status
1| Project : iti
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Common Layouts & Features:

When you are in a record within Protean it will follow a common layout: The Top left will show you where

you are / what you are looking at.

E Customer - MATTS COMPANY / = o

General | Accounts | Sales | Attributes | Other | Memo |

Standard Details
L X St e[~
Hame [MATTS COMPANY |
et 1: [MATT STREET
The form will be broken IMA‘I‘I’VILLE I
up into different Tabs. | |
. [United Kingdom =] These Burgandy
Post Code: coloued headings
Phone: 0800 1234567 (&) will break up the
Fax: | | form into sections.
Ermail: | |
Wehsite: | |E]
Equipment Contact: | El
Accounts Contact: | El
Reference 1: | El
Reference 2: | / E'
And the bottom of the
form will have buttons. ITVoRCE Pecn =&y |
Site Route: | [=]
: | |
Depot: |Main Depot E'
Sa *
The first 6 are consistant in [ s || modifyApha || cRmbstory || createTask || cose |

every module.

The other ones depend on what
type of record you are viewing.

Other Common Features:

|Customer These (...) buttons will open up a Search screen.

Customer A Magnifying Glass will Drill into a record and move you to that record in
e )@ Protean.

If you open up a search screen in Protean, its an automatic smart search, so it will wildcard before and after what you
type, and you can fill out any, or a combination of search boxes.

@ Customer Search
Search Criteria
I —
Status
MName: |att
Address: | | Active |:| Prospect |:| Closed
' Search Reset
Telephone: |

Alpha Name Address

MATT STREET, MATT VILLE, MAF7 4EW

Author: David Morris (12/05/2017) Version 1.0
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Global Enquiry Filters

On the various Global Enquiry screens, below the icons are a row of filters. These allow you to cut down the data list in
the main part of the screen, so that you only see the data you need:

Site |:| - | Equip | | 2] Status From  [Entry | Tvee | -

Depot [Nottingham | Filter | || | StatusTo  [Awaiting Details [+ Filter Reset

Sorting
Below the filters are the column headings of the data themselves, which can also act as sort buttons. Clicking on them

will alter the order of the data below.

For example: Due Date
In the Jobs Global Enquiry screen, the list is initially displayed in Job No order with the newest at the |_ I
top. If you wanted to see the list of Jobs, say, in Due Date order, you can simply click the Due Date 17/08/2016 13:20
R 29/07/2016 17:00
heading: 28/07/2016 16:43
27/07/2016 1700
NB This sorting can be done on all column headings except 'To Do' on the Jobs Tab. ;;J{g;{iig '32;
20/07/2016 15:57
20/07/2015 15:46
20/07/2016 15:36
20/07/2016 15:22

Filtering in the list

To further help you find the data you require, you can also filter the data list by the contents of any 'cell' in the data

- button.

sheet using the
For example:
Let’s say | wanted to see all the O/S Jobs for a particular Engineer. First of all, find his / her initials in the list of data and
then single click to highlight the initials:

3o | Job Tyoe Make & odel se Current Engness Due Date | ToDo sl sebTot(e)| [ o
17450 Offhwe nspection  Avensys Sub Con Cat Scamners Protean Man Office 18072017 17:00 Unaflocated o.00 [l
17484 Callout Campton Packagng 15/08/2016 1423 Quote Infa o Unsocstest s6.00
17483 calout vidaman 576575 Comoton Marthern Deison 17/08/2016 13:20. Plase 50 and fx th e of equoment asap. A Awaitng Complete 3100
7485 Prepore forhre HELTHFDI Proteen Main Office ® 2072016 1700 check equpment oM Wit Acceptance 0.0
17481 calout Busness Exhbotins Lt BTG 16:43 qerameare o I 15,00
17452 Prepare for hire Protean Main Office. T 27/07/2016 17:00 Carry out this CARRY OUT THAT (=] 0.00
17487 Quoted job 2107/2016 09: 11 !&mmmie wLuxfnmc M 610,00
7486 Quoled job 0772016 16:54 o 750,00
17465 Quoted 100 0TI 1557 Nesnemasn o 2568
17483 Callout 72015 15 . 1,00
17482 Callou 000
481 Callow om
747 Calon Videman P20 000
12475 Calout Conpton Packagng ] 15,00
1747 Calout 4BC. Second Dapot 120,00
17474 Quoted job Viickman P200 MBS Garages Lid “n
17473 Calout o Busness Ebtors L [ o0
7472 calout BusnessEobtos Ly 2000
85 Gorages Lt 105,00
Business Exhbitians Lt 005
ABS Garages LS : 5 100.00
_I:I _ EEr ||
AADLI00 Compton o Durmy Port Tt 0.00
Cu'vut:mvacmqnﬂ e 2 Dumy part st - .00
mmmmmm = oM o.00 i
ASDLID ComptanPackagng = M .00
743 Calout Videnan 200 Grsham Becrarics ® = ey |
17429 Callout: vidman P200 Compton Packagng I 10/06/2016 14:50 oM 0.00 hd

Then click the Filter button. The list automatically limits itself to only O/S jobs for that Engineer:

Job No | Job Type Make &Model Site Current Engineer Due Date To Do Entered By | Status Job Total(£)

17489 Prepare for hire HELI HFD30 Protean Main Office B 29/07/2016 17:00 check equipment. cam Waiting Acceptance 0.00 [

17481 Call out Compton Morthern Division 1B 20/07/2016 15:22 CcmM Entry 0.00

17475 Call out Compton Packaging B 07/07/2016 11:44 M Entry 105.00

17473 Call out Mettler-Toledo FOER 4.1.10 Business Exhibitions Ltd B 06/07/2016 16:54 Test cm Unallocated 0.00 .

17472 Call out Wickman P200 Business Exhlbmons Ltd B DGfD?’fZU 16 15:13 Flt new tublng etc ... CJM Wamng Acceptance 500,00 .
52 guoteaioh ] T el 06/a015 00:00 Ineresed m S new Doors 1O Watng Accepiance |

17431 Callout Bronsan Inc 1Ufus,'zu 15 16:57 [a] Viaiting Acceptance 0.00 [

17425 Call out A&DL10O Compton Packaging IE 10/06/2016 16:45 CcmM Waiting Acceptance 80.00

17430 Call out Wickman P200 Graham Electronics B 10/06/2016 15:40 test CmM On Site 1.60 .

17409 Hire Breakdown Wickman P200 Graham Electronics B 07/08/2016 11:00 Demo Job cm Waiting Acceptance 0.00 .

16462 Revisit Wickman P200 Robertson Joinery B 19/02/2000 00:00 Service JFC Allocated 32.00 .
Note: Clicking on the E Reset i button will then re-display the original list of records again.
Author: David Morris (12/05/2017) Version 1.0

Last Edited By: David Morris Page 7 of 51




New Starter User Guide

Site Filter:
You may be looking at a list of Jobs. By default this will display a list of all outstanding Jobs with the newest Job at the
top. If you only wanted to see outstanding Jobs for a particular Site, then you could use the Site filter:

Site
If you know the complete Account Code for the Customer/Site, then enter it into this field and press Enter. The system

will then display a list of Jobs displaying the account code entered. You can then access the record required, by double
clicking on any field displayed.

Note: Clicking on the Reset  button will then re-display the original list of records again.

Equipment Filter:
Another useful Filter available in some Global Enquiry screens, is the Equipment Filter:

Equip

If you know the equipment number, you can just enter it in the field and press Enter. The screen will then display a list
of Jobs that are linked to the equipment number entered:

Site e | Equip  [7747 [z:2 Status From [Entry | Type =
Depot MNottingham - | Filter | [+ | StatusTo  Awaiting Details | Filter Reset
Job No Job Type Make & Model Site Current Engineer Due Date | To Do Entered By | Status Job Total(£)
Quoted b Vickmn £200 25 Garages Lid L a0 1654
17469 Service Wickman P200 ABS Garages Ltd cm 01/08/201409:00 Service cm Parts In 769.61
17463 Service Wickman P200 MBS Garages Lid cm 01/02/20140%:00 Service [ob ] Waiting Acceptance 416,67

If you don’t know the Equipment Number, then you can click on the ] button and use the search screen shown
below, to search for the Equipment record required:

- E=

Search

Enter the criteria required and then click on the button to display the matching records. To select a record,
either double click on the record required, or single click on the record to select it and then click on the Select button.

Author: David Morris (12/05/2017) Version 1.0
Last Edited By: David Morris Page 8 of 51



New Starter User Guide

Status Filter:

In all Global Enquiry screens, you can use the Status fields to alter the list of items displayed, based on their Status:

Status From  |Entry o
Status To Awaiting Details |-

For example:

You may be viewing the Jobs Global Enquiry screen. By default this will display a list of all outstanding Jobs with the
newest Job at the top. If you only wanted to see Jobs that had outstanding parts purchase orders on them, you could

then change the Status From field to Awaiting Parts:

Status From
Status To Awaiting Parts st

The system will then automatically display all of the Jobs that currently have that particular status:

Site « | Equip oo | Status From | NS w | Type I
Depot Nottingham . | Filter v ||ee- | StBWETO  |AwaitingParts | Filter Reset
Job No Job Type Make & Model Site Current Engineer Due Date | To Do Entered By | Status Job Total(£) A
AES Garages Lid e s 0772016 09056 st work — I OM - vaitngPars | 105.00]
17335 Quoted job ‘Wickman P200 Cash Account 10/12/2002 11:3% Repair faulty drive CIM Awaiting Parts &56.59
17330 Service ‘Wickman P200 Robertson Joinery 01/08/1993 00:00 Service CIM Awaiting Parts 93.17
17389 Service ‘Wickman P200 ABS Garages Lid 01/02/1998 00:00 Service CIM Awaiting Parts 2.58
17384 Service Oxford FD25 ABC Second Depot 08/11/2000 00:00 Service CIM Awaiting Parts 179,80
17377 Call out 5 D Enterprises 07/08/2000 15:42 \SDFASF JPC Awaiting Parts 356.00
17373 Revisit ‘Wickman P200 Compton Northern Division 17/05/2000 00:00 Service JPC Awaiting Parts 125,56
17372 Revisit ‘Wickman P200 Compton Northern Division 01/05/2000 00:00 Service JPC Awaiting Parts 75.08
17371 Revisit ‘Wickman P200 Compton Northern Division 01/05/2000 00:00 Service JPC Awaiting Parts 44,08 .
17370 Service {(Custom) ‘Wickman P200 Compton Northern Division 28[05/2000 00:00 Service JPC Awaiting Parts 0.00 .

Reset

Note: Clicking on the E  button will then re-display the original list of records again.

Type Filter:

In some of the Global Enquiry screens, you can use the Type filter to narrow down the list of records displayed,

dependent upon their Type. The list of types available, will depend upon which Global Enquiry screen is being accessed

and also what has been setup by your Company.

For example:

Type ||
1. Inthe Purchase Orders Global Enquiry screen, you only get the following :SLtiEment
Types to choose from (This list is “hard coded” into Protean and can’t be _
Il Cross Hire
amended):
2. Inthe Jobs Global Enquiry screen, you get a list based on the Job Type Groups ~ Te |Ab
setup by your Company and attached to the Job Types that have been setup j call outs
E Installations
(This list is setup by your Company and can be amended): -Y Servie
Workshop

Depot Filter:

If your Company has more than one depot, then on the majority of the Global Enquiry screens, this field can be used to

narrow down the list displayed as required:

Depot Mottingham e

Author: David Morris (12/05/2017) Version 1.0
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Global Enquiry — User Defined Filters

The user-defined Filter is a tool that is used in association with Global Enquiry. It allows you to search the list of Jobs,
Customers, Suppliers, Contacts, Equipment, Jobs, Makes & Models, Tasks, Sales Opportunities and Quotes using specific
criteria that you can select.

To setup a User Defined Filter, follow these steps:

1. Go to any of the above Global Enquiry screens.

2. Usethe [ button next to the 'Filter' drop-down list in the top-middle section of the Global Enquiry screen:

Filter »

3. The system will then display a screen similar to the one shown below:

| El Enquiry Filter E3
Filter Mame: <Mew = ~ Sharing:  [NotShared |+
_ Category: |<al= ~

Alpha
Area Ref
Contact Email (Acc)
Contact Email (Equip)
Contact First Name (Acc)
Contact First Mame {Equip;
Contact Last Name {Acc)
> Contact Last Name {Equp)

Country

Created Date

Credit Hold

Current supplier

Customer Name

Depot

Fax Mo

Industry

Last Contacted

Latitude

Lease Company

Longitude

Managing Agent
> > VAN 1 2 &= = Mext major renewal v
Mew Copy Rename Delete Close Apply

4. To create a new Query, click the New button shown in the bottom left hand corner of the screen (If you have
previously saved a Query and you wish to re-use it simply select it from the drop-down list at the top of the
screen.)

5. Then select what criteria to use in this Query. In the right-hand window you will see a list of all the fields from
the screen of the relevant item (e.g. Equipment) plus, for Equipment, Customers & Sales Opportunities this
window also contains any Attributes that have been set up.

6. That you can select by high lighting the field and then use the 2 arrows to select and un-select as
required:

7. Then select the Field chosen and then apply the condition required:

Criteria

»| and
‘Post Code’ Equal to 5%

=

Author: David Morris (12/05/2017) Version 1.0
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For example: You may want to search your Equipment listings, for all Equipment with a Capacity between 1500kgs and
2000kgs. In the Master List on the right-hand side find Capacity in the list (if you have created it as an Attribute). Then
use the Modify list to select the 'operator'. In this example it would be 'Between'. Then enter the values in the field
alongside, in this case 1500 and 2000:

and | Between = 1500 2000 + 4= =

For example: Select the field called Post Code and then use the Condition “Equal to” and then enter the text “B*”, will
then find all Customers that have a post code beginning with B:

And | . Equal to " b# £ (L [d= =

Multiple Conditions:

By choosing various fields with various conditions, you can create a defined list of records to be used on a Sales
Campaign that needs creating for example.

Example: In this example, a company requires a list of Customers in the Birmingham area, who have a Renewal Date in
November 2016. The system has already been setup with a Customer Attribute of “Next Major Renewal”. The advanced
filter has been setup to create a list of the required customers with a renewal date in a certain date range using the
conditions as follows:

e Post Code ‘Equal to’ b*: This will only search for Customer Records who have a post code beginning with B.
e ‘Next major Renewal’ between 01/11/2016 and 30/11/2016: This will only search for Customer Records that
have had this attribute added with a date in the range entered.

Note: By using the Operator of AND, the list will only find Customer Records that satisfy both conditions. The alternative
Operator of OR, can be used if you want the data to be displayed to satisfy either conditions.

8. To see the results of this Query, click on the \& button.

Rename
9. To save this Query for later, firstly click on the = button. You will Enquiy Filer

. Enter a new name for the Filter.
then be prompted for a name to save it under:

Once entered, click on OK.

Post Codes beginning with B[

Cancel
10. If you choose to save this query you can then set the sharing level in the top
right-hand corner of the screen: =
e Not Shared: Means that this filter will only appear for selection when you Sharing:
log in to Protean and no other users. j
e Read-Only: Means that all users will be able to use it but that only you can s i
alter or amend it. Contact First Mame (Acc)  a
i b Cirmd Blemme (o e n

o Full Access: Means that all users can use and amend this filter.

Author: David Morris (12/05/2017) Version 1.0
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Customer Records
To view a list of Customers in the Protean system, click on the Customer Global Enquiry icon: Eﬂ
L

Customers

The system will then display a screen similar to the one shown below:

2] Global Enquiry - Customers - 36 records. o ®
- ol &z B 7| 2| @ e Map | & Equipment Contact | () Accounts Contact
Accounting | Customer StatusFrom Prospect <
cRM Depot  |Nettingham | Filter [ | StatusTo  [Active v Filter Reset
Alpha /| Customer Name Address Post Code_| PhonzNo Industry Saies Ren Status Last Contacted ~
& ABC Machine Tools Ltd__| 53, Cotsold Drive, Coventry, CV3 652 cvseez omioadssa | [Micheel Camick [ Active | 26/06/2008 |
g ADOIL  ABC Second Depot Grove Lane, Smethick,Bimingham 868 25L BS625. 01132234434 Machine Taols ChrisMargan  Active 19/06/2016
ABSO01  ABS GaragesLid Victoria Rd East,Holystone Ind Estate,Hebburn, Tyne & Wear NE3 1 1VB NESLIVE 01912545903 active 060712016
oo || ams00101 As Garsges Lid Easthoune Avenue, Dukes Industial Estate, Wihitley Bay, North Tyneside, NESS 4R  NESS %R 01912322345 Active 26/06/2008
BRODOI  Bronson Inc 18989 Royster Road, Suite 343,Dallas Texas 769544 USA, 001214 2488924 actve
’E BUSODL  Business Exhibitions Lid 4+ Keswick Way, Pentith,Cumbria,CA 11 08W CALLOBW 01768430707 Warehousing ChvisMargan  Active 19/06/2016
BUSOD101  Business Exhibitions 89 High Street, Keswick,Cumbria, CA 12 5TY CAI1ZSTY 0176867689 active 26/05/2008
Customers || CASHOOL  Cash Account actve
COMOO1  Comp Re Bed Jarrow,Tyne & Wear NE32 3AA NEZ23AA 0111219876 ChisMorgan  Actve 19/06/2016
= COMD0101 Compton Northern Divisior. Warrengate Rd,,Sauth Mimms,Essei ENG 300 ENGIOQ 01911228578 Bob Starrie: Active 26/08/2008
j comMpo11 Meadon Close, Braintree, Essex CM7 SAE a7 sE active 26/06/2008
Equpment || PPOT1  Traming Depot LHigh Street, Solinu Vet Midands, actve
Giotatons | |FGL001  FGlondscope 8Design 189 Sussex Rd, Norwich Norfolk NR32 446 NR324HG 01603354564 Active 26/05/2008
- FGLO0101 FG landscape B.Desian  Unit238, Cleve Avenue Waverton,Matiock Derbyshire DE4 380 DEAD 01629763912 Active

Every global enquiry has common buttons at the top left, which are also available by right clicking the mouse button
within the middle of the global enquiry.

El Global Enquiry - Customers - 36 records

'y
i E. g Call Map } Equiprment Contact ] Accounts Contact

_--"I {"'“'l f.- — P— - B

PP Customer

e Create: Used to create a new item.

e View: Drills into the record selected.

e Pick: Used when a global enquiry is bought up within another record.

e Print / Export / Send: Used to send the list to Printer / Excel / Email.

e Reports: Provides a shortcut to the reports for this module of Protean.

o Refresh: Refrehses the list displayed (Can be set to happen automatically).

e (Call: Provides a quick link to be able to call a customer

e Map: If a site is using MicroSoft MapPoint, this will then display a screen showing the location of each Job
displayed in the Global Enquiry screen and their current status.

e Equipment Contact: Is a quick link to view the details of the Equipment Contact for the record selected.

e Accounts Contact: Is a quick link to view the details of the Accounts Contact for the record selected.

Note: If Protean is linked to accounts software, then you should create any new invoice accounts in your accounts
software and use the import facility to bring over the new codes to Protean. This ensures data integrity so that when
Protean outputs sales invoices later, your accounts software will accept them.

General Tab:
This screen displays general information for the customer, such as Name, Address, Telephone Number, Email Address,
Contract Details etc.

Accounts Tab:

This screen is used to set various settings in connection with Invoicing the customer, such as their Invoice Cycle, which
email address to use to email the invoice(s) to, Labour Profiles, making Order Numbers mandatory, Credit Control,
displaying balances from the Accounts system etc.

Sales Tab:
This screen will display information mainly used in the CRM Module, such as the Sales Representative, when was the
customer last contacted and possibly some information about the Customer.
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Attributes Tab:
Customer Attributes allow you to store additional information about a Customer. They are completely user-defined,
allowing you to hold as much or as little information as you wish about any customer on Protean. There are various

'"Types' of Attribute that essentially govern in what form the information is held. These Types are Numeric, Text,
Yes/No, List & Date.

Each Attribute can also be Categorised (again using user-defined Categories), to enable you to control long lists of
information.

They are setup by clicking on the System Tab ;| CRM | Customer Attributes:

= Protean - Training 734171
:‘ » Df‘ o Attributes [CRM = Hire -
= £ G | gm
Periods Import/Export Cre kes £ L Attachment Types
s f_cy
ccounts General Job Equipment =
QN Competitors
! = Job Titles
&
&)} Sales Bartiers
s
«L@/ Sales Groups
s TaskTypes
wﬁ Customer Attributes
&=
= ..
Other Tab:
.

This screen can be used to record Site Notes, which can be very useful as these can be accessed by the Engineers on the
PDA’s.

Memo Tab:

This screen can be used to setup Pop Up notes, which will then be displayed on the Protean Office system. If you wish
the note to appear every time a user accesses this Customer (or associated record), then put a tick in the Recur field
next to the appropriate Document Type.

General Notes can also be entered here about the Customer, these don’t display anywhere else and don’t appear on
any printed documentation.
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Creating a Delivery / Site Account

If a customer has only one site address, then there isn’t anything further you need to do, as Protean will use the SAGE
Alpha code that we’ve already imported for you.

However, if a customer has additional Delivery / Site addresses, linked to their main SAGE invoice address, then you
need to setup the additional site codes on Protean.

Example:

A Company called ABC Ltd has a Sage Account Code of ABCO1 (Invoice Site) and also 3 site addresses, which each have
their own Protean Alpha Code. This is made up of the Sage Alpha Code for the Invoice Address, plus an additional 2 digit
number at the end:

ABC Ltd (Sage Alpha
Code: ABCO1)

ABC Ltd (Site 1): ABC Ltd (Site 2): ABC Ltd (Site 3)
ABCO1 ABCO1 ABCO1

Creating a Delivery / Site Account:

In order to setup an additional site address for a customer, you will need to follow these steps:

1. Search for the existing Customer Alpha code, by clicking on the Customers Global Enquiry screen:

Home System

5 B B0

Customers Suppliers Stock Purchases Sales In\ro

2. Select the Customer that you wish to add an additional site address to, by double clicking on the existing Alpha
Customer record displayed:

CUMUUL  Compton Packaging tsrange Hd,bede Industrial Estate, Jarrow, |yne & Wear,NE3Z SAA U191 1219 U191 1219% Active No
COMO011  Compton Southern Meadow Close, Braintree Essex,CM7 SAE Active Nu
ﬂ PSP4501  DDG Supplies Ltd 101 Somewhere 5t,South Milford Leeds, L525 5LF 0122 554 5¢ 0122 554 5¢ Morth East  Prospect
I 139 Sussex Rd, Morwich,Narfolk, NR.32 4HG _-m
. FGLOO101 F Glandscape &Design  Unit23B, Cleve Avenue,Waverton, Matlock,Derbyshire, DE4 38D 01629 7685 01629823 : Active
GRADOL  Grsham Electronics 150, Miller 5t,,Glasgow, Scotland,G1 1EA 0141373 28 0141 383 27 Active Na
Jﬁ HAUDD1 Hausser GMBH Mordring Str 98,5270 Braunschweig,Germany,, 00495313 00495313 Active Mo
wrmines o ek el AR £l d P d P ald 1 Rt e T e Temn B lAlen MR AR AAn e e mame S Er R -

3. Thenclick on the [j button (to the left of the Links button) shown in the bottom left hand corner of the
screen:

IE‘ Mo aphE | CRM History | | Create Task | | Cloze
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4. Select Delivery / Site and click the Next button:

5. The Alpha code will automatically be populated, leave this as it is, and
click the Next button.

6. Enter the Delivery / Site name and address and click the Finish button:

7. Then click on the Close button, shown in the bottom right hand corner
of the screen:

Author: David Morris
Last Edited By: David Morris

New Account Wizard - Step 1 of

What type of account would you lie to create? l
Invoice i

@ Delivery/site
@) Prospect

Finish Cancel

New Account Wizard - Step 2 of

| What should the Alpha code be for the new account?

New Account Wizard - Step 3 of
Whatis the name and address for the new account? I
l Name: [ACME Ltd I
Street 1: Site
Street 2: Robin Hood Lane
Town: Nottingham
County:

Country:  [United Kingdom -
Post Code:  [NG1 1AN

Lews ) o Lo ]
— :
d o
yl Il v
o
todify Alpha ][ CAM History ][ Create Task ][ Close ] o
Wl F= ] L ee———
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Equipment Records

The Equipment register enables you to create and maintain a register of Equipment, including: Make & Model; Serial
No; Site Location; Category, Type & Sub-Type; unlimited user-defined 'Attributes'; Financial Information; Servicing
Details; Warranty details, Job history & other links.

i
To view a list of Equipment Records in the Protean system, click on the Equipment Global Enquiry icon: o

The system will then display a screen similar to the one shown below:

[2] Global Enquiry - Equipment - 1641 records = =

O gl B | 2] | @ HireDiary
promprany M o Eaip | StatsFrom [OnOrder v
oo |Deot  fatingran o] Fiter ][ | StasTo  Customers own [+ Fiter Reset

Equpment || Eaup o Site Name Customer Name: Location Equipment No_| Make Model Serial Number | Equipment Category | Equipment Type Equipment Subtype]
009 Robertsan Joinery Robertson Joinery A8D L4577 56012 Factary Equpment Grinding Machine Tan GG
021 Cash Account Cash Account Widkman P200 46333 Factary Equpment Wiling Machine anc
gja 050 Compton Packaging Compton Packaging A&D L1 8756878 Factory Equpment Miling Machine Non NG
0500 Protean Main Office Protean Main Office Metter Toledo X500 sa7e6da Factory Equpment Grindng Machine auc
Engineers 0959 ABC Second Depot ABC Machine Todls Ltd Pre production Widkman P200 436754765 Factory Equpment Miling Machine anc
0 Protean Main Office Protean Main Office Avensys Sub Con Cats Other Standard Standard
T 2 Protean Main Office Protean Main Office Avensys Sub Con Cats Other Standard Standard
’% i Protean Main Offce Protean Main Offce HALLA HEF 15T ELECTRICC/B Standard Standard
| Protean Main Office Protean Main Office HELT D3 dgfsa7567 DIESEL CB Standard Standard
15 Protean Main Office Protean Main Office cLARK cs00 GAs CfB Standard Standard
B Protean Main Office Protean Main Office MITSUBISHI  FB1EKT ELECTRICCE Standard Standard
T35 7 Protean Main Office Protean Main Office MITSUBISHI  FBISKT ELECTRICC/B Standard Standard
b 8 Protean Main Office Protean Main Offce dfadfg MITSUBISHI  FGI8 GASCB Standard Standard
Equpment || 19 FGlandscape SDesign G Landscape & Design MITSUBISHL  FG18 GAS B Standard Stancard
e 1932 Fce Protean Main Offce Widman 200 75075821 Factory Equipment Milling Machine one
3, 2 i ABC Machine Todls Ltd Widkman BTRT 1350 Factory E chine
= W0 OeanMannfie  Oreiean e Uieman oacs snzain

Every global enquiry has common buttons at the top left, which are also available by right clicking the mouse button
within the middle of the global enquiry.

=

Z§| Global Enguiry - Equipment - 1641 records

2 Ol @ = | 7 |2] % Hire Diary

e Create: Used to create a new item.

e View: Drills into the record selected.

e Pick: Used when a global enquiry is bought up within another record.

e Print / Export / Send: Used to send the list to Printer / Excel / Email.

e Reports: Provides a shortcut to the reports for this module of Protean.

o Refresh: Refrehses the list displayed (Can be set to happen automatically).

e Hire Diary: If you are using the Hire Module of Protean, by pressing this button, you would then see the Hire
Diary and the availablity of the equipment records displayed in the Global Enquiry screen.

General Tab:
This screen displays information such as the Equipment Number, Make, Model, Serial Number and Status.

Note: Some status options cannot be selected when an item of equipment is first setup. For example, you can’t change
For Hire to On Hire, or use Reserve or Inspect, as these are system generated through completion of other system
procedures.

e Retired: This would be for equipment owned by your Company, which have now been scrapped.

e Returned: System generated when equipment has been sent back to supplier (returns note).

e On Order: Is on order with the supplier (purchase order).

e Entry: Initial status when first entered into system i.e. new item of equipment. Can be changed by users to
Customers Own, Rental, Stock (only if ‘Allow Equipment Status Change to Stock’ setting is set to Yes), Cross
Hire or Sold.

e Stock: This item has been purchased by your Company, by raising a Purchase Order and booking it in.

e On Sales Order: This item is currently on a Sales Order.

Author: David Morris (12/05/2017) Version 1.0
Last Edited By: David Morris Page 16 of 51



New Starter User Guide

e For Hire: This item is available for Hire. This is done by firstly having the equipment at a Status of Stock and then
using the Financial Tab to capitalise the equipment record (More details on how to do this, are contained in the
Hire User Guide).

e Reserve: Hire equipment that has been entered onto a Hire Contract, but hasn’t yet been dispatched to the
Customer.

e On Hire: The equipment is currently on hire with a customer of yours.

e Inspect: The equipment has been collected, but is awaiting inspection before becoming available for re-hire.

e Cross Hire: Equipment is not owned, but has been loaned from outside the business to fulfil a customer’s
requirement (3™ party hire).

e Sold: This is a stock item that has been sold.

e Rental: Long term contract hire, customer is purchasing via a finance company (lease, HP).

e Customers Own: This equipment is owned by the customer (Also used if an equipment record is sold to a
customer, without a warranty).

e Customers Retired: Equipment is owned by the customer and is now retired from service.

Attributes Tab:

Equipment Attributes allow you to store additional information about an item of Equipment. They are completely user-
defined, allowing you to hold as much or as little information as you wish about any equipment record on Protean.
There are various 'Types' of Attribute that essentially govern in what form the information is held. These Types are
Numeric, Text, Yes/No, List & Date.

Each Attribute can also be Categorised (again using user-defined Categories), to enable you to control long lists of
information.

They are setup by clicking on the System Tab | Equipment | Attributes:

' |+ Protean - Training 7.3.4171
Home System
uuuuuu
Accounts = = % & Phrase Book iy &% lob Type Defaults Ly A Attributes 1
] & & @ 7 e Rad & ¥n H &
Nominals = 2 Price Lists W = Job = — = | Types |
Periods Import/Export Employees Settings Job  Llabour . Create Makes View Makes
Mare ~ Types Rates Inspection ~ & Models & Models More =

Accounts General lob Equipment

For example:

You have an Attribute called "No of Wheels". This would be a Numeric or List Type (depending how many possible
values there were). A customer calls and wishes to hire some equipment from you. He does not mind what Make or
Model it is but it must have 3 wheels. Using the Advanced Query you could ask Protean to show you any equipment
that was available for hire and that had 3 wheels.

e Printing: Attributes can be printed on Equipment Despatch Notes, Sales Invoices, Hire Despatch & Collection
Notes, and Hire Contracts.

e Searching: Using the Advanced Query option in Global Enquiry you can also search on Attributes.
e Time Saving: To save you time in setting up the Attributes for each individual item of equipment the system

allows you to set up default Attributes, at the Make & Model level, which can automatically copy down to the
Equipment Record screen when you create new equipment.
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Attachments Tab:
This screen can be used to link two, or more items of Equipment together.

For example: You may wish to attach a Mast to a Truck, therefore the Truck would exist as an equipment record and so
would the Mast. Once Equipment records are attached in this way, then if the primary item is placed on a Sales Order or
Hire Contract, for example, its 'attachments' will come with it.

Financial Tab:
This screen will display various financial fields of information, such as Current Valuation, Depreciation, Insurance Value
and Budgeting Information.

Servicing Tab:
This screen will display a list of all the Service Types that have been setup on your system, which have then been
selected for the equipment record.

For each Service Type in the list, you need to check and amend the Interval between services (in months, weeks or
meter units depending on the selection made on the Service Type itself) and the Next Due Date (when you want the
servicing to begin). Optionally you can also enter a Last Done Date, and a Meter Reading (this is especially important if
you are carrying out usage-based servicing).

You can also enter a list, or kit, of Parts used on that services of that type. To do this click the 'Parts' button at the
bottom of the Servicing Tab.

If this is used, when service jobs are raised (automatically or manually), the system will create Job Stock Issues for these
Parts.

Other Tab:

This screen will display information depending upon what processes have been used with the equipment record. For
example, if the equipment was purchased using a Purchase Order, then details of this transaction would be displayed in
here. Additional information can be added, such as Warranty information if required.

Memo Tab:
This screen can be used to enter, view or amend Pop Up notes, Internal Notes and Customer Web Notes as required.
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The Links Button

On Customer, Supplier & Equipment records, there is an extremely useful option which allows a user to view various

different areas of the system whist still in the selected record.

To use the Links button, search for the record required (Customer, Supplier or Equipment):

) Globat Enquiry - Customers - 36 records

&= 2 § e Map | ) Equipment Contact Accounts Contact

924 &
017604 0707 | Warehousog | Owis Mergan___{ Actve 19/06/2016
01768 67689 = 28/06/2008

Select the record required:

2] Customer - Business Exhibitions Ltd

=) g

General Accounts Sales Attributes Other Memo

Alpha: Status: [Active ~
Name; [Business Exhibitions Ltd

Street 1; 44 Keswick Way

Town/Gity: PPenrith

County: [Cumbria

Post Code: [ca11 BW &

Phone: (017684 30707 &

Email: =

‘Website: [www.be.co.uk ®

Equipment Contact: Greg Lake v|[Q)

Accounts Contact: Y

Industry: |Warehousing v

[Us001 Q) [Business Exhibitions Ltd

e T
AreaRef: INorth

Depot: Nottngham = External Site Ref:
1| ¥ ®|d][E 2 Links CRM History || Create Task dose

Links
Click on the button shown at the bottom of the screen.

Depending on which record you’ve selected, the system will then display a menu similar to the one

shown:

By clicking on each option, a user can view details of other areas of the system where the record is used. Hire oz

Adding Files to Customer Records:

Clicking the Links button on either the Customer Screen and then selecting the 'Files'
option, will display either a document for the Customer or a browse window showing
the contents of a folder with the same folder name of the customer:

You can store any number of different files, of any type, with any names. Simply save
them all into a folder called, for example, BUS0O01 (this being the Customer Alpha
Code number) and ensure this folder is located in the same location as entered in
System | General | Settings | Files Directory - Customer.
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Contacts

Credit Notes

Despatch Notes

Equipment ¢

Equipment Quotations

Inspections

Invoices

Jobs

Maintenance Contracts |
Quotes ]
Sales Opportunities i
Sales Orders
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Tasks |

Transport Notes

Files
B Browse x
Loskcp: [ 1| BUS01 -] & cf EB-
& Hame Date modified Type
A i 5 61107 icrosol
oo meese | GAAM Jab List OS0I2016 1147 Microsoft
@5 Protean PDA Install In; 08/03/2016 11:21 Microsoft
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. ]
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« >
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Equipment Records:

This can also be done for Equipment records. For these types of Files, they would firstly need to be saved into a folder
called, for example, 100092 (this being the Equipment Number) and ensure this folder is located in the same location as
entered in System | General | Settings | File Directory — Equipment.

Supplier Records:

This can also be done for Supplier records. For these types of Files, they would firstly need to be saved into a folder
called, for example, MULOO1 (this being the Supplier Alpha Code Number) and ensure this folder is located in the same
location as entered in System | General | Settings | File Directory — Supplier.

Part Stock Records:

This can also be done for Part Stock records. For these types of Files, they would firstly need to be saved into a folder
called, for example, ADF/456444 (this being the Part Stock Record Number) and ensure this folder is located in the same
location as entered in System | General | Settings | File Directory — Parts.
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Searching for an existing Stock Record
There is no Global Enquiry screen for stock, instead there is a Find Part screen, which allows a user to enter some search
criteria and then search for the part record required.

To access this screen, click on the Stock Icon shown at the top of the Home Tab:

=
Stock

-

The system will then display the Find Part screen:

et ancel

1. Enter the required text into the search fields (using a combination of fields if required) and click Search.

Part No: Search part of, or all of, a part number.

Stock Type: Search the stock type (user-defined designation used for reporting/enquiries/tax status).
Description: Search part of, or all of, part description.

References 1, 2 & 3: User-defined reference fields.

Manufacturer/Supplier part number: Use if the Manufacturer or Supplier have their own part number
that isn’t used internally by the client.

f. Obsolete: Search for active/obsolete stock. Can choose blank option for ‘all’.

™o o T o

2. Double-click on the required Stock record:

Part No 55 | Desaription Manufacturer's PartNo | Supplier's Part No Free Stock | NetStock ~
0.080.00 N |Battery Hydrometer HG097570 1 1
0.236.00 N |Fuse Carrier 6 Way 564-11 L] 0
0.335.56 N | Solinoid 76-4343 L] 0
0.377.00 N | Fuse Holder DFD&78 a 0
0.377.80 N |Fuse 0.377.80 0 0
0.450126.009 N |Fuel Primer {5006 Filter Fits) 0.450126.00% 0.450126.009 o 0
0.727.40 N | Pre Heat Relay 9797-08 1 1
7770 N Datan A 73740 A n

3. After selecting the part record, the system will then display the Stock Enquiry screen:

Author: David Morris (12/05/2017) Version 1.0
Last Edited By: David Morris Page 21 of 51



New Starter User Guide

== Stock Enquiry - 00001256 Bolt = =
quiry
General Qther

PartNo: 0001256 Obsolete: []||Price Cat: rmal Margin
Description jBoit Purchase Disc Cat:

Stock Type: [Consumat bles = Sales Disc Cat:
Stock Uits: jeach v Holding Cat:

StockType 1: &
Stock Type 2: -
Reference 3:

o z C o e
[Sate [ o[ sclingPrice S Aloc T Free [ 70 | 50 [ et | AvpVke | Vour ]

D a0 [ 55 || o 0% ci0d [

Preferred Supplier: (300025 < | ] [Abbey Hydrauics Ltd Suppler PartNo: (00001256 Hisry
Suppler RRP: .00 Net Buying Price: £.40| Units: [each "

+ &g A Modify PartNo || Supercede Labels Document s Gose

General Tab

Main section:

e Part No must be unique. Can include letters,

. . Part No: 0092250810 B Obsolete:
numbers, spaces, special characters. Limited o - (o]
Description: Ring-Snap
to 50 characters. Stock Type: Nissan =]
Description can be up to 255 characters in Stock Units: each [=]
Serial Mo's:
length. _
. : : i Service Exchange: £0.00
Stock type is a user-definable field, and is G

used to sub-categorise parts and for VAT

rate. Examples here are Parts, Filters, Tyre’s etc. (Used in the Stock Take and Price Uplift routines and can also
be used on Job Types to control chargeability levels).

Stock units are the default unit when stocking/selling/issuing the part (e.g. each, cm, litre), these are
customisable.

Serial No’s is ticked if serial numbers are required when booking in or selling this part (often for more expensive
items that need to be tracked) — can only be activated when out of stock with no prior transaction history (i.e.
when part is first created).

Service Exchange is used to define the value of the rebate that may be received by the customer in exchange for
a worn part. This value will be deducted from the sell price of the part, rather than ‘added on’ to it.

Kit will indicate that the part is a kit, built up of other part numbers as defined in the ‘Build...” menu.

Obsolete will prevent part from being purchased/ordered. (If the part has any equivalences, marking it as
obsolete, will use them to replace the old part in any existing kit builds. Also, if this part has been superceded,
will be marked as Obsolete).

Categories Section:

e Price Cat is user-definable and is used as a figure on which to base discounts
on sales orders, price lists and stock re pricing process (Category has an uplift E::;:::Disc - iz %
% to be used for products of this category). ey — =]

e Purchase Disc Cat is user-definable, and is entered against a supplier record Holding Cat: Fast-Moving [~]
to define the discount received from Suppliers RRP on certain part types
(Stock/VOR).

e Sales Disc Cat is an older version of Price Cat. Not generally used for newer
clients.

o Holding Cat is related to the ordering of parts, and is user-definable. Primarily, the Stock Holding Category
allows you to specify how many days’ worth of stock you wish to hold for any given Part or group of Parts. It is
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used in the Stock Reordering system as part of the calculation when determining how many of each item to
order from you Suppliers.

May be based on movement, value etc. to define the number of days’ of parts to hold in stock (Better than
Min/Max levels on Parts themselves).

Notes Section:

e Used for internal reference purposes. Could be put onto reports if requested.

Cheaper per unit from Dave's Parts, but have to be ordered in pack of 10 (£4.80 per pack)

References Section:

e User-defined references (System | General | More | User References | Material: Stainless Steel [=]
Stock), can print on documentation or be used for enquiries/reports. B Silver [=]

Stock section:

s 2 I T 5 [covery sre
[ on | in stk alloc | Free | Po | so | net | Avgvalue | vale |
(] vew 80| 554 || o 554 |[ 0 0 554 £0.76 £421.04| [one

Preferred Supplier: [AD0025 --- | |3,/ |Abbey Hydrauiics Ltd Supplier PartNo: 00001256 Histony
Supplier RRP: £0.00 Net Buying Price: £0.40| Units:  |each e

e Add: Used to add a new State level.

e Store: Used to select the store for which you want to see stock details.

e State: Used to add multiple instances of the same part number that differ depending on the state of the part
(i.e. new/used/reconditioned/quarantined).

Note: The Stock States refer to the condition of the Stock Part. There are four 'States' available in Protean:

New: The most prevalent 'State'. [tems bought in new from a Supplier.
Refurb: Iltems which have been reconditioned.

Used: Second-Hand Items.

Quant: Service Exchange Items.

Each Part No on Protean can exist in any or all of the four Stock States. This allows you to hold a stock of, for example,
35 new items and 10 Used under the same Part Number. The different Stock States are shown as distinct lines on the
Stock Enquiry screen and elsewhere in the system by a letter code after the Part No.

(The Stock State designation appears on all Stock Reports and all Order Processing screens).

e Binlocation can be entered per Store/State combination (Shown on Picking & Dispatch Notes and used in Stock
Take routine).
e Selling Price is the default sales unit price normally charged for this part (Defaults onto Sales Orders and Jobs).
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e Quantities:

In Stock: Shows the amount of stock that should be within stores currently, including allocated (Use Stock
Adjustment routine to enter initial stock quantity when setting up new part).

Allocated: Will show how many are reserved.

Free: Will show how many are currently physically available for issue.

PO: Will show how many are on an active purchase order.

SO: Will show how many are placed on a job, but are yet to be allocated. This status is seldom-used.
Net: Will show how many are potentially available (In Stk + PO - Alloc - SO).

Average value: |s the average cost price of the part (excluding parts purchase ordered for a specific job).

Value: Is the total in stock value for the store/state.

The - | button takes the user to the Stock Enquiry Details screen. This shows how much you have of that part number
in that stock state across all stores.

[g Stock Enquiry Details - 00001256 Bolt o =B |
| state |  Descripon | StockType | SalesWarranty | HireRate |
[ Months

00001256 New Bolt Consumables £0.00) ...

Stores  Suppliers

[ Stoe | Gintocaton Jinstk | Aloc | rfree | PO | S0 J wet | vale ] v | max |
Coventry Store 554 0 554 0 o 554 £421.04 0 0
N566 ATO 30 0 30 0 o 30 £22.80 0

o Preferred Supplier is where the default supplier account for this part record is added. Each time this part is
booked in, the supplier code will default to the entry within here.

e Supplier Part No, Supplier RRP, Net Buying Price and Units is where the supplier-specific part information can
be keyed for the default supplier.

e History shows details of the transaction history for the part.

o Serial No’s will display the serial numbers of the available parts.

o Net Buying Price will display when raising a P/O.

e Units will display when raising a P/O. (Example: Net buying Price: £50, Units: Packs of 10 would mean that the
total value on the P/O for 1 pack would be £500).

Other Tab:

e Equivalences allow alternative (equivalent) part numbers to be assigned. If the part is out of stock, the system
will notify the user if equivalencies exist (Use the + icon to add).

e Itis possible to supercede to an equivalent part, by using the Set Supercede button (Must have added
Equivalence first).

e The Replace On Equip Svc Kits button, can be used to update parts attached to equipment to the updated part
number.
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Part No Manufacturer Manufacturer Part No Superceded By | Obsolete

4854644K01

4854651K00

485465 1K00A

2)(Q) [setsupercede ][ Clearsupercede [ Replace On EquipsvcKits )

e Manufacturer Part No allows the manufacturer’s own part number to be defined (Set up in System > Stock >

Manufacturers).
Manufacturer: FTFP E| Fork Truck Parts EI
Part Mo: 1-R54M

e Make/Model is used to define what equipment type is used if the selected part is ever converted into an item
of equipment.

Make Model: |:| @ Clear

Buttons:

Along the bottom of the screen, are a number of icons and buttons as follows:

Iil Iil |g| \@ \J | Modify Part No | | Supercede | E Labels | | Documents | Close

e Up and Down arrows are used to skip through the ‘search results’ (i.e. that are in Find Part screen).

e Messaging icon is used for messaging internally, or for email (Outlook).

e Reportsicon is used to access stock reports.

e Create New will create a new part.

o  Modify Part No will allow the displayed part number to be amended.

e Supercede will allow a supersession to be created. This will mark the displayed part as obsolete.

o Labels will allow a label to be printed for the displayed part. This function is more commonly used when booking
in parts.

e Documents will allow images and documents to be attached to the part. Files should be held on server. Files
should be held in \Stock\XXXXX where XXXXX is the stock number. XXXXX can be a directory containing multiple
files, or an individual filename (including file extension).
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Creating Stock Records
To create a new Stock record, click on the drop down arrow below the Stock Icon and select Create Stock Record:

Home System

Customers Suppliers |Stock|Purchases Sales Inwoices | Equ

—_— T,
| :L:: Create Stock Record

Iy,
a_:: Create Stock Adjustment
E e= View Stock Adjustments

The system will then display a blank Stock Enquiry screen as shown below:

5] Stock Enquiry - <New> = =
General Other
Part No: ﬂ:| Obsolete: [M]|| Price Cat: MNormal Margin -
Description: [ ||| Purchase Disc Cat:
Stock Type: Consumables  [u] Sales Disc Cat:
Stock Units: each - Holding Cat: Consumables ~
Serial No's: 1
Service Exchange: [
Kit: O
Stocc Type 1
StockTipe
s T —
e T 5 [ o
Preferred Supplier: | I | | Supplier PartNo: || Himery
Supplier RRP: £ Supplier Discount %: NetBuying Price: | | units: | =
+ &g E D Modify Part No Supercede Labels Documents Close

Note: There are 3 mandatory fields when creating new stock records, which are Part Number, Description and Stock
Type. However, using the information found earlier in this guide, complete as much information as required.

Note: In order to get a stock balance onto the stock record, this can be done by either creating a Stock Adjustment or a
quantity will be added, once a Purchase Order has been created and then booked in for the stock record concerned.

Author: David Morris
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Searching for an existing Maintenance Contract

b

To view a list of current Maintenance Contracts, click on the Maintenance Global Enquiry icon Maintenance

The system will then display a screen similar to the one shown below:

[=] Global Enquiry - Maintenance Contracts - 18 records o =’
3 = =
|PdleBaD R
Accounting | Customer [ [[ere | Ecip | |[2xe | Status From [Entry | Tyee | -
P Depot  Nottngham A | Tl StawsTo  frctveimocs [v] Fiter Reset
Fre= Contract o | Type Customer Name Post Cod Start Date End Date | Reference Status
1009 | Fully comprehensive 690 4G 16/06/2016
1010 Fully comprehensive Morris Lifts Ltd B90 41T 20/06/2016 Entry n
% 1011 Labour indlusive Morrs Lifts Ltd B90 47T 20/06/2016 Quoted ]
1012 Labour indlusive Jones & Sons Ltd Bo0 4TY 20/08/2016 Quoted ]
Engineers 1016 Daves Conract Lease Company cvior 25/05/2016 27/06/2017 Active ]
1017 Daves Contract Lease Company cviaF 28/05/2015 27/06/2017 Active ]
B 993 Fully chargeable ABC Machine Tools Ltd CV3EEZ 23/02/2000 Hea787 Active | |
'? 005 Fully chargeable ABC Machine Tools Ltd [WEL=>4 07/03/2000 220K Active |}
a 1006 Fuly chargeable ABC Machine Tools Ltd Cv3eEz 06/11/2000 423423 Active | |
e 1013 Daves Contract ABC Machine Tools Lid cv3 ez 01/07/2016 30/06/2017 PO 726347 Eniry ]
1014 Daves Contract ABC achine Tools Ltd cvzeez o1/07/2017 20/06/2018 Active ]
Eail ol e sy i e =

To then view the details of the existing Maintenance Contract, double click on the record and the system will display a
screen similar to the one shown below:

@ Maintenance Contract - 998

. : Bty Contact e ;

Compton Packaging : Sales Rep: _ Type: ully chargeable

Grange Rd

Bede Industrial Estate : Analysis 1: [ ] custheR G354
Labor Proe e — atigran
Tyne & Wear

o e M TR

Contract Eguipment

Show  [all Equipment

“mmmmmma

[¥]|[7es787 [Wickman/P200 Compton Packaging 6/01/2003 =] 06/07/2015 =] £200.00| |-
95091 [widanan/P200 Compton Northern Division 23/02/2000 [ & [31/12/2002 =] [30/11/2004 =] E £300.00|[ven
E | &l =10

755767 =] & B Servicing.. Charze Historv... Total: £500.00 O

EE R =i Create Copy Cancel Print Contract Agree Immediate Invoice Terminate Close

This screen does have two Tabs, which will display various fields of information regarding the Maintenance Contract
selected:

| YNE & VWear
| ME3Z 3AA

Contract Equipment

| Show |l Equipment
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Searching for an existing Job

e

To view a list of Jobs, click on the Jobs Global Enquiry icon | labs

The system will then display a screen similar to the one shown below:

=5 Global Enquiry - Jobs - 515 records. = =
/_) (a5 00 ) 2 ) steatended | T Plannerboard | [ Map
e Site [ \Esqmp [ |E]Sﬁms From [Entry -] Tvpe | -
= Depot Nottingham Fiter | EE]smms'ru [ Filter ][ Reset
Equipment Job Mo < | Job Type Site Make & Model Curn | Area Due Date | To Do Status a
[Calowt——[Mrehnesmih —Fotioton206C | | | 01202015 1807 | srtoutrewboler ety || El
17505 Call out Compton Packaging Potterton 30EPC 6 CIM North 04/12/2015 12:03 wegherghrtdnytr4  Waiting Acceptance [ ] —
ﬁ 17501 Call out Bronson Inc MC Texas 27/11/2015 14:01 Fix the iift Waiting Acceptance | ]
17500 Call out ABC Second Depot Vaillant £50 STO Midar 27/11/2015 13:56 Fix stuff Waiting Acceptance [
Engineers 17499 Callout Bronson Inc Texas 27/11/201508:12 Test Job with Misc Iter Awaiting Complete [
17498 warranty service ABS Garages Ltd MC North 24/11/2015 12:24 Waiting Acceptance ]
) 17497 Call out ABS Garages Ltd North 19/11/201509:55 Fix equipment Awaiting Parts ]
‘% 17496 Call out Kingston Water Authority Vaillant H70 North 19/11/201508:28 werwerwer Site Attended | ]
Zrrm 17495 Call out Kingston Water Authority North 19/11/2015 14:22 Repair equipment asre Awaiting Complete | ]
17484 Call out ABS Garages Ltd North 19/11/2015 14:01 sdfgsadfudf Awaiting Parts | ]
Bf 17492 Call out F G Landscape &Design CIM East  19/11/201509:25 test Waiting Acceptance [
1 17491 Call out ABS Garages Ltd North 19/11/201508:20 test Site Attended [
" 17490 Call out Business Exhibitions Ltd North 18/11/2015 13:32 querqwerwger Awaiting Complete ]
Equipment 17489 Annual checkincCP12  ABS GaragesLtd JPC North 19/08/201409:00 Service Waiting Acceptance ]
Transport 17488 Routine inspection ABS Garages Ltd CIM North 19/12/201309:00 Service Waiting Acceptance | |

Every global enquiry has common buttons at the top left, which are also available by right clicking on within the middle
of the global enquiry.

% Global Enquiry - Jobs - 543 records

_/.-} {-'-“-] (-._.r,l % 6= 57 E| ‘itéSitEAttended @Plannerbuard - Map

[ | site e |Equip |

e Create: Used to create a new Job.

e View: Drills into the record selected.

e Pick: Used when a global enquiry is bought up within another record.

e Print / Export / Send: Used to send the list to Printer / Excel / Email.

e Reports: Provides a shortcut to the reports for this module of Protean.

o Refresh: Refrehses the list displayed (Can be set to happen automatically).

e Site Attended: This allows a user to quickly update all of the visits on a Job, without the need to access each one
individually. Once a job is selected, any visits on it that have a status of “Allocated”, will be updated to a status
of “Visited”. This process will also update the overall status of the Job “Site Attended”.

e Plannerboard: Provides a shortcut to the Plannerboard screen.

e Map: If a site is using MicroSoft MapPoint, this will then display a screen showing the location of each Job
displayed in the Global Enquiry screen and their current status.
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Accessing a Job:

To access a Job already created, simply double click on the Job required and the system will then display a screen which
looks similar to the one shown below:

The Top left will show you where

/ you are / what you are looking at.

Sob-1750 A = =
[ fwpment | ste | Costomer | Job
[ ][] || [aBSDO T ) ABS001 (=) ContactMame:  [Brian Sanders |« No: 17539 Charge
Broomwade FB15 ABS Garages Ltd ABS Garages Ltd ContactPhone:  [0191 254 5909 Type: lannual check inc CP12 =]
SN: 5006610 Victoria Rd East Victoria Rd East - .
Warshouse Holystone Ind Estate Holystone Ind Estate Contact Email SveType: |Annual Check / CP12
Customers Own Hebburn Hebburn Order No: Priority: low  [=]

Tyne & Wear Tyne & Wear =

N‘éﬂ = NEH = Authority: Status:  |Waiting Acceptance

Main | Labour | Parts | Misc | Attributes | Invoicing | Summary

Reference
IServi Depot: IMottingham Dmelaied By:
Entered By:  [Chris Morgan [=] salesRep: A [=]
Logged: 08/12/2015 ||| 16:44 [®] Additional Info 1
Due: 19/06/2015 [E|[ 09:00 [@] Additional Info 2
Instructed:  |[14/12/2015 [=]| 12:48 [@®] Inspection: 534 L) (2] These Burgandy
Complete: = [@] Transport: No | (== | [Cotiect] (=i
. Invoiced: Attachments: No | coloued headings
The form will be broken up Inveice Credted: o Il break hg
. . will break up the
into different Tabs. , P .
form into sections.

Job Classification Equipment Service Cancellation

Fault: [=]|| contract: 1010 5] [Fully chargeable
Cause: [=] || Mext service: 19-lun-14  [=)] Routine inspection
Action: [=]| Last service: 06-Jan-00__ [[=| Routine inspection

l Create Copy. H Cancel ” Place H Add Visit ” Waiting ” Complete H Invoice H Close

/

And the bottom of the form will have buttons. The
first 6 are consistant in every module. The other ones
depend on what type of record you are viewing.

Show Previous Record: Allows access to the Job record that is above the record selected, in the Global screen.

Show Next Record: Allows access to the Job record that is below the record selected in the Global screen.

Show Jobs List: Returns the user to the Global screen.

Create a Message: Allows a user to create either an Internal Protean message that can be sent to another user
on the system, an external email or a Task within the CRM area of the system.

Output a Job Report: Allows a user to print, view, email, export or fax either an Estimate, Quotation, Work

Sheet or Invoice based on the information entered on the Job (An invoice can only be produced if the Job has
been invoiced).

Create a New Job: Allows a user to create a new Job.

Engineer Plannerboard: A quick shortcut to the Engineers Plannerboard, particulary useful when creating new
Jobs.
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Other Common Features:

|Custc'mer <«— These (...) buttons will open up a Search screen.

= A Magnifying Glass will Drill into a record and move you to that record in

E:

Protean.

Other Buttons:

Along the bottom of the screen are a number of buttons, which are as follows:

Create Copy . . o .
Allows a user to create a copy of the job they’re currently accessing. This is particulary useful

when dealing with credit notes.

Cancel
_ Depending upon the status of the Job, this allows a user to cancel it. A canellation date and

reason must be selected.

Place
- Allows a user to alter the status of a Job from Entry to Unallocated.

Add Visit
Allows a user to add further Visits in the Labour Tab.

Waitin
—aTa Allows a user to alter the Status of the Job to Awaiting Parts. This happens automatically if a
Purchase Order is creating from within the Job itself.

C te . . . .
omple Once all entries have been made on the Job, a user must then click on this button before being

able to invoice it. The system will then validate the Job to check everything is in order.

Invoice
- After the Complete button has been clicked and possibly Authorised (Depending on the System

Settings), this is used to then either view a Preview Invoice or generate the Full Invoice with a
Tax Point date as required.

Close

MERIIRR

This button is used to close the Job screen down and will save any additions or changes made.
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Creating Jobs
e To create a New Job, click Jobs and then Create Job:

B = B I = o g
o pocd] v iy = @ 2= .L_.l
Jobs |Plannerboard Tasks Inbox | Reports | Windows Help Log Exit
- - - - - - Off

4 L,
1 ﬁ-’j Create Job

S View Inspections
2N

e Depending on how Protean is configured, you will be presented with a Customer Search form, an Equipment
Search form or the Job form.

e Inthe Customer Search form, enter the required search criteria and click the Search button. Then double-click
on the relevant item in the results list, to add the customer to the job.

=] Customer Search = 2
Search Criteria

Alpha:

Mame:
Address: Active || Prospect [] Closed

Telephone:

Status

‘ Search ‘ ‘ Reset ‘

Alpha

AD1001 AD1- Daryl Industries Ltd ed Road,,Wirral,,CH44 7HY
ADDOO2 Addenbrookes Hospital Finance Department Box 130,Cambridge Univ Hosp NHS Found Addenbrookes MHS Trust, Hills Road, Cambridge, CB2 2QQ
ADVOO1 Advanced Filtration Systems Ltd Carrington Business Park, ,Carrington,Manchester M31 40D

Note: It is possible to create and complete a Job without an equipment record being entered. However, if the Job is an
invoicing Job, then a customer is required before completion.

e If you wish to select a piece of Equipment, click the ... button to the right of the Equipment field in the top left
hand corner of the screen, to access the Equipment Search form:

=] Job - <Mews>
~ cowpment ||
| BEE

Bro
185
Suit
Dall
LS4

—

e Inthe Equipment Search form, enter the required search criteria and click the Search button, double-click on
the relevant item in the results list to add the equipment to the job.

5] Equipment Search = =&
Search Criteria
Equip No: [ Make: =] Customer: Q@ Quick Create | [ Eull Create
Serial No: Model: =] Site: (=)&)
Cust Equip No: Category: [=] EWS Status [=]
Status: =] Type: =] Reference 2 P, E—
Depot: = Sub-Type: = Motes:
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Note: If the piece of equipment isn’t displayed, then you can click on the Full Create button to create the equipment
record if required. Once you have selected a Site and Customer and optionally an Equipment record, a Job No will then be
allocated.

Job Section
= 2
e T e,

LEIDD101 =& LEI001 =& Contact Name:  [Jghn Smith =] (B () Mo 517
Leicester General Hospital Leicester General Hospital Contact Phone: @ Type: Callout |z|
Theatre 3 Payments Section University " —

Hospitals of Leicester NHS Tru e = Chargeable

Leicester Royal Infirmary Order No: Priarity: Low [=]

PQ Box 189 Authority: Status: Unallocated

Leicester

I Misc |Invoicing | 5ummarv|

e Contact Name: Defaults from the Equipment record. User can enter a Contact Name or select an existing
Contact from the drop-down list. If you enter a contact you will be prompted with the option to add the contact.

Note: If you select “No” on this prompt, the job record will hold the contact details but the contact will not be linked to
the Site record. If you select “Yes” on this prompt you will then be presented with the Contact form. On this form you can
add additional information such as Job Title, telephone number and email address etc).

e Contact Phone: Defaults from Equipment record, can be amended if required.

e Contact Email: Defaults from Equipment record, can be amended if required.

e Order No: Enter an Order Number if required. Depending on the settings on the Customer Record, the system
may remind you that an order number is required.

e Authority: Enter the name of an additional contact in the Authority field, if applicable.

e Type: The system will automatically put your default Job Type in for you. If it is different, select an alternative
Job Type from the drop down list.

e Chargeable / Non Chargeable: Pre-determined by the Job Type selected in the previous field.

e Priority: Amend the priority of the Job if required (Low — Green, Medium — Amber, High — Red). This can be seen
in the Jobs Global Enquiry screen.

e Status: Displays the current status of the Job, defaults to “Unallocated”.

Main Tab

e Enter the details reported by the customer into the “To Do” field.

Main |Labour | Parts | Misc | Invoicing | v|

Unit leaking a||C

e Any details you type here will print on the Job Sheet/Work Sheet for the engineer.
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Reference Section

e Depot: Defaults to the Depot attached to the user who is raising the Job. Can be amended if required.

e Entered by: Defaults to the name of the user who raised the Job. Can’t be amended.

e Logged: Displays the date and time the job was first created/logged.

e Due: Displays the date and time the job should be attended, job type category needs to be ‘call-out’ (An
exception would be when the ‘Update Service Jobs’ process is run). Default response time can be set in System
> General-Settings > Default response time or in a maintenance contract. Can also be entered manually if
required.

e Instructed: Displays the Date and time the job is allocated to an engineer.

e Complete: Displays the date and time the job is completed.

e Invoiced: Displays the date on which the Job was invoiced.

e Invoice No: Displays the invoice number, click on the magnifying glass icon to view the invoice itself.

e Completed By: Displays the name of the user who completed the Job.

e Sales Rep: Defaults in, can’t be amended here.

e Reference 1: Additional user defined field for the recording of additional information as required.

e Reference 2: Additional user defined field for the recording of additional information as required.

e Inspection: An inspection sheet can be ‘attached’ to a job, shows the inspection no. in the first field, ‘eee’ goes
to sheet details.

e Transport: If ‘yes’, ‘eee’ displays the global enquiry screen for Equipment Transport, for that customer.

o Collect: This raises a request for transport from the customer site to the workshop.

e Deliver: This raises a request for transport to the workshop to the customer site.

e Attachments: Allows a user to attach any documents for the Job, which can be viewed on the Engineers PDA’s.

e Credited: If a credit note has been raised against the Invoiced Job, then this field will say “Yes” and the credit

note can be viewed by clicking on the magnifying glass icon.

Internal Notes Section

Notes can be entered into this section, which just display on screen and don’t print off on any documentation.

Internal Notes
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Job Classification Section

Faults, Causes and Actions, are user definable and are useful when reporting on reason for call-outs/breakdowns as they

help keep the information entered consistent (They are setup in System > Job > Faults, Causes & Actions).

Fault:
Cause:

Action:

]

e Faults: Use the drop down icon to select if required. Text will appear in the ‘To Do’ field, if blank and text details
have been set up against a fault.
e Cause: Use the drop down icon to select if required.

e Actions: Use the drop down icon to select if required.

Equipment Service Section

Equipment Service

Contract: 1010 @ Fully chargeable
Mext Service: 19-Dec-15 | Routine inspection
Last Service: 17Dec-15 | Routine inspection

e Contract: If the equipment is on a maintenance contract, the number of the contract will show here, the
magnifying glass icon will display that contract details.
e Next service: Date per service schedule on equipment.

e Last service: Date the last service was completed.

Cancellation Section

Cancellation

If the Job has been cancelled, this section will display the following details:

e Date: The date on which the Job was cancelled.
e Reason: The reason selected when the Job was cancelled.
e By: Will display the name of the User who cancelled the Job.
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Allocating an Engineer using the Planner Board

e The Planner Board form allows you to plan Engineer visits, move allocations and add unavailable time and is
accessible from where ever you see the Planner board icon: [ pareroard
& Engineer Plannerboard
Depot: Type: Eng Filter: Thy 10,2007 | <o [ < | > | o [ 10y o] &|&
ﬁﬂ\gineers 7:00 10:00 11:00 12:00 13:00 1400 15:00 16:00 17:00
| 1 | | |
[Harrobrook Mators Harrobrook Mators
Due: 08:30 11/10/07(R) |Due: 13:15 11/10/07(RY
[Protean Software [5olid Car Company
i DRy b
1an Bradshaw folday
(The Car Compary
P e J
|JCM RETAIL SERVICES Prokean Software
A, ‘ - R
e e
EE 1 — 2
Depot: [Coventry 7| Status: Unallocated < | ko [Parts In =] JobGroup: | | Reset View Refresh
zjt?tk?u’;; ;ﬂe‘;;:me TS::(ar(anaﬂv stefee e zlhnfznnsngu:;: PS:;J; o = M
200052 Repair (Custom) The Car Companty 31/10/2006 10:05 Parts In o
200174 Repsic The Car Company 01/10/2007 mfnu Unallocated D
00055 e o) e o st tocs base i B o
e The top half of the Planner board will display a list of Engineers together with details of Jobs Completed, Due,
and Overdue. For Each Job the Planner board will display The Customer, Job Type, Status and Time Due. The
board will display other time for Engineers such as Holidays & Sicknesses.
[ ]

Enquiry screen.

Allocating an Engineer

The bottom section of the Planner board will display a list of outstanding jobs, similar to the main Jobs Global

Locate the Job from the list of outstanding jobs in the bottom half of the Planner board.
Drag and Drop the Job against the engineer. You will then be prompted to “Add Visit” where you can enter

the proposed arrival time, then click ok. If the Arrival Time not known,

simply accept the defaults and click ok. The time can be amended later

on the job record.

Bl Add Visit

Job No:

UER B 2 scheduled

Arrival Time: 05 00} ® Response Time

Duration: O arranged
Cancel oK

Note: To go to the Job Record, Right Click on the Job in the Planner board & select View Job.

Job Colour Codes:

Red: Job Is Overdue.

Grey: Job has been completed.
Yellow:

Green:

Blue:

Author: David Morris
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Future Jobs whereby “due Time” can still be met.

Job Due in less than 1 Hour (This time Due Setting can be amended in Settings).

Engineer Unavailable (You can choose from 4 set reasons, Holiday, illness, Training & Other).
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What are the different Job Status?

Status Name
Entry:

Credit Hold:

Order No Req:

Estimated:
Quoted:
Unallocated:
Allocated:

Awaiting Parts:

Parts In:

Waiting Acceptance:

En-Route:
On Site:
Site Attended:

Further Work Req:

Awaiting Complete:

Awaiting Details:

Authorise Req:

Completed:
Invoiced:
Batch Updated:

Cancelled:

Author: David Morris
Last Edited By: David Morris

Meaning
The Job is being created but not yet saved.

The Customer is 'on-stop' and so the Job cannot be processed. The 'on-stop' facility is
controlled by the Accounts Dept.

This Customer has been flagged as requiring an order number for a Job but as yet this has not
been entered on the Job.

An estimate has been printed for this Job.

A quote has been printed for this Job.

The Job record has been saved but no engineer is yet allocated.
An engineer has been allocated to the Job.

There is a Stock Issue or Purchase Order (Parts or Misc) outstanding against the Job, or the
'Waiting' button has been pressed.

The parts that were ordered/requested have been booked in/issued.

Primarily a PDA function. The Job details have been sent to an Engineer and we are awaiting a
response to say he is attending.

Primarily a PDA function. The Engineer is currently travelling to site.
Primarily a PDA function. The Engineer has arrived on site.
The engineer has visited the site and the Job is now awaiting completion.

A PDA function. Further work has been identified by the Engineer on site and details have been
entered via the PDA.

A PDA function. The Engineer has flagged his Job as complete on the PDA and it is now only
awaiting confirmation by the Job Controller(s) at the office.

The Job needs some further information before it can be completed.

The Complete button has been pressed once and you have chosen the option to have an
authorisation stage in the completion process. It is awaiting another press of the 'complete’
button by an authorised user.

The Job is completed. If it is chargeable it can now be invoiced.
The Job has been completed and invoiced
This Job has been updated to the accounts software.

This Job has been cancelled.

(12/05/2017) Version 1.0
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The Hire Cycle

Below is a diagram which is intended to show the complete Hire process:

Return to Capitalise
Stock g

For Hire

Add to
Contract

Inspect
Truck

The

Inspect Hire Reserve
Cycle

Collect Despatch

On Hire
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Searching for an existing Hire Contract

To view a list of current Hire Contracts, click on the Hire Global Enquiry icon  Hire |

The system will then display a screen similar to the one shown below:

(== Global Enquiry - Hire Contracts - 30 records

= =B
= =
P deBR2 8
Accounting Customer | |[=] Eaup | | [ | status From [Entry | Type | -
= Depot  [Nottingham o Fiter | o[- | StatusTo  [invoice Marked [ Filter Reset
Equipment Hire Contract No_ | Type Site StartDate | End Date | Customer Ref Status ~
947 | Sub Contractor ABC Second Depot Awaiting Despatch
946 Sub Contractor ABC Second Depot Entry | |
& 945 Sub Contractor ABC Second Depot Entry |
944 Sub Contractor ABC Second Depot Entry
Engineers 943 Sub Contractor Protean Main Office 18f07/2016  18/07/2017 Awaiting Despatch [
942 Sub Contractor Protean Main Office 18/07/2016 testl Awaiting Despatch [I
B 941 Monthly in advance Protean Main Office Entry

To then view the details of the existing Hire Contract, double click on the record and the system will display a screen
similar to the one shown below:

[55 Hire Contract - 937

AD0301 N 1A0003 N Start: 12/12/2002 . Confract No: 937

ABC Second Depot AABC Machine Toois Ltd End: . Type: Monthly in advance v

S = comneldonie Renencl Custoner Ref 33

Birmingham Coventry Depot: Nottngham -

865 25 cvzeEz e il ~

Contract Equipment  parts

Show  [all Equpment =
Foke  Hodel et S [~ omree | Sms | e |
[¥]z381 A, [Mettler Toledo X700 8312684 12/12f2002 || =] Active £229.00| [12]
Add Wizard Add Extras. Charse History Suspand. Confirm Unconfirm Total [ £229.00] [X

1|4 Z][A]FE Cancel Print Agree Deposit Invoice || Despatch | TransportRequests | |  Invoice Collect Terminate Close
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Creating Hire Contracts
There are 3 main ways to create a New Hire Contract on the Protean system, which are as follows:

1. The Main Contract screen: When you need full control over all options and settings.
2. The Quick On-Hire screen: For creating simple Contracts, when time is at a premium.
3. The Hire Contract Creation Wizard: Step by step Contract creation for those that like a helping hand.

Using the Hire Contract Creation Wizard to create a Contract:

The Contract Creation Wizard is designed to guide the user through creating a new Hire Contract as smoothly and
painlessly as possible. The Wizard will ask you set of very simple questions. The answers to these questions are used as
the skeleton to create the Contract.

Some of the background detail will come from General Settings and the Hire Contract Type you select, although any
Contracts created via the Wizard can quite simply be amended using the main Contract screen once created.

e You are only asked one question at a time on uncluttered screens.

e The Wizard will only allow you to move on from a question once a satisfactory answer has been given.

e |f the questions does not need to be answered it will let you move on without answering.

e The 'navigation' buttons at the bottom of the Wizard will only become available if they are allowed in the
circumstances.

To create a new Hire Contract using the Contract Wizard, click on the drop down arrow below the Hire Icon and select
Contract Wizard:

B
Home | System
BB SERE BRE R B

Customers Suppliers | Stock Purchases Sales Invoices | Equipment| Hire |Maintenance Jobs Plan

aj} Create Contract

Quick On-Hire

-

f=
5 Contract Wizard
s

\9 Global Suspension
—n

The system will then display a screen as shown below:

Hire Contract Creation Wizard - Step 1 of 9

Which piece of equipment would you like to hire out?

Equipment No: | N
Make:

Model:

Serial No:

Cancel

You then have to enter information as requested and then click on the Next button to work your way through the
various screens as required.
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Internal Messages

Protean has an internal messaging system, which allows email-like messages to be sent and received by users of the
Protean system. Messages can be sent from the Protean desktop application to other user of that application or to
engineers using mobile devices and vice versa.

1. To send an internal message, click on the drop down arrow shown below the Inbox Icon and select Create

Message:
[ “1hEd Protean - Training 7.3.4171
Home System
EBESERGFEEE P BEE =€

Customers Suppliers | Stock Purchases Sales Invaices Inbox | | Reports | Windows He

] create message F

ity View Outbox

Gy
A Messaging Options

2. Anew internal message screen opens:

§|Massage- <New> =] £2

Sent: Status:

To:

Subject: ||

Attachments:

Document: = Q| [Joelivery Receipt  ["]Read Receipt
4+ 4| ©E|l] Delete Send Close

3. Click on the button in the top right-hand corner, to access the list of potential recipients.

I . . >
4. Highlight the name(s) of the users you wish to send this message to and use the button to move them
across into the Selected Recipient list:

x

Selected Recpients
Chris Morgan

5. (If you select an incorrect recipient, use the < button to move a selected recipient back into the Available
Recipient list. This list can also contain Recipient Groups as well, to allow to send messages to multiple contact
more quickly).
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6. When you have selected all of the intended recipients, click on the Close button and you’ll be returned to the
main message screen:

5] Message - <New> o =)

Sent: Status: Draft

To: Chris Margan B
Subject:

Attachments:

Dacument: - ) []DeliveryReceipt [ ]Read Receipt

EAIERIC= AL Delete Send Close

e Subject: Enter the subject of your message.

e Main Body of screen: Enter the text to appear on the message.

e Attachments: If you wish to attach a file to this message then click on the button on the right-hand side
of the Attachments field. A browse window opens allowing you to search your computer for the
appropriate file to attach. Files of any type can be attached.

e Document: In this field you can also specify a document on Protean to link this message to. For example if the
message refers to a particular Customer, or Job, or Purchase Order, you can link it to that screen so that the
recipient is given a link to the relevant document when they receive your message.

e Delivery Receipt: Tick this box to receive a message when the message arrives in the recipient’s inbox.

e Read Receipt: Tick this box to receive a message when they open your message.

Once all of the details of the message have been entered, click on the e button.

Viewing Internal Messages:

All internal messages that a user receives, will then appear on the users screen for them to view and deal with
accordingly:

5] Message - Demo Message = =2
From: Chris Morgan Received: Tue 16/08/2016 10:28 Status: Read
To: Chris Morgan

Subject: | EERea
Hi Chris,

Don't worry this is a demo message for test purposes anly.

Many thanks

Attachments:

Document: “ Q,

£ (¥ [ Reply Reply Al Forward Archive Close

If the user who sent the internal message had either added an attachment or linked the message to a document, these
can be quickly accessed by clicking on the appropriate button shown at the bottom of the screen.
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Users can also view all of the messages they receive, by clicking on the Inbox icon:

iy

Inbox

The system will then display the list of received messages:
73] Ghobl Encyaiy - Wiba - 1 recid]

-

(o1

2
These can then be read, replied to, forwarded etc. as required.
Saving a received Internal Message:

Archive )

Users can also use the button to “save” the message and change the status of the message to Archived, so

that it “hides” it from the main Messages Global Enquiry screen.

Archived messages can be read, by simply changing the status in the “Status From” field to Archived:

Status From | Ngagig=ts e
Status To Archived e
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Tasks

When using Tasks on the Protean system, the first thing to decide is which Task form do you want to use. There are two
task forms within Protean, the Standard Task form, and the Sales Task Form (see below).

This is determined by your System setting for each individual Employee, by clicking on System > Employees:

System

Accounts = g

Nominals =
Employees

1. Then click on the Other Tab:

:i 53] Employee - Chris Mergan

|Genera|| Login I Engineer I Attr'lhutﬁl Purdlasingl Mﬁtsaging| Other [_

Use Sales Task form instead of simple Task form

[ Conuw Glnhal Enaies iews 1 | Bacat Glahal Enaies |

2. If you want to use the Simple Task Form, then don’t tick the box. This will mean that the user will be presented
with the Simple Task screen as shown below:

=] Task - <New> = =
General | Details
Task
= [— St
Description: | Priority: Low [ |
Campaign: |[I]. [Clear | Created For: [chris Morgan -
Document: =1l Created By: [Chris Morgan :
Attachments: == Task No:
Saes oportnity: | ) i) imon ) )
Comnct: | | [BRES =)
\ | &) Ean: | |
Compar: | o) ) ) )
[ =)
Time
Date: [ 03pp3/2016 [m] Tme: | 1210 [@)]
CRemname [ []
e L
FUEEE0 (om ) e (o (o= ] [ o=

3. If you want the employee to use the Sales Task form, then tick the box. This will mean that the user will be
presented with the Sales Task screen as shown below:

=5 Task - <New> = =
1 S A T T
= [ i o [ | = P [ o R = [ 3
Description: Name: Title:
Date/Time: [03/03/2016 [@][ 12:10 [@] Reminder: [CI[15 |[ Minutes Street 1: First Name: ]
Document: =] ] Street2: Last Name: ]
Contact: I Il | Town|City: Tniials: ]
Notes: County: Job Title: =1
Country: - ||| Phone, Extn: :|
Post Code: Area: Mobile: e
— T — )
Attachment(s): ] e ) (B ) | e e R [ 1]
F== ||| website: @) [references [ |
s = RIEJE e =1
Reference 1; [=] Created For:  [Chris Morgan =]|| Industry: Ellcurentproieer [ |
Reference 2: | CreatedBy:  [Chris Morgan ||| Equip Contact: [=](@) | Properties aty
Campaign: (o) ) &) Task No: Sales Rep: =] Lifts Qty
Deseription

Customer Lists

Description: ]
Date: ] [ 1210 [@]Reminder: [CI[15 |[ Minutes | [creat= ]
PueEE0 (o=
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Creating a new Task (using the Sale Task form):

To create a new Task, click on the drop down arrow below the Tasks Icon and select Create Task:

- —
v/

Tasks

-

The system will then display the appropriate Task screen seen earlier:

E5] Task - <New> o =
—  m T cmomer ] oma ]
Type: I [=] Priority: Low [« [ Stetus Active Alpha: [T [E) || contaet: =&EE
Desaription: Name: Title: =
DatefTime: 03/03/2016 [E]| 1221 [®] Reminder: 15 |[ Minutes Street 1 First Name:
Document: [@)|[street 2: Last Name:
Contact: ||| Town/[city: Initials:
Notes: County: Job Title: [=]
Country: [=]|| Phone, Extn: &
Past Code: Area: Mobile: @
Phone: &) |Fax:
_||Fex: E =)
Attachment(s): ()& [E) || mai: ence =
Attachment Desc: Website: ence
e Cppon: L= JRJEIE | regon: 5
Reference I: [] Created For:  [Chris Morgan [=]|| mdustry: [=]|[Current Provider
Reference 2: ] CreatedBy:  [Chris Morgan [=]|| quip contact: [@) | Properties qty
Campaign: [ ) O [ Task Mo Sales Rep: =] iy

History Last Contacted:
Description

Managing agent

Customer Lists
Type: =] For:  [Chris Morgan =
Desaription:

Date: 03/03/2016 [@] [ 12:21 [ )] Reminder: 15 |[ Minutes Create

DECEFENETS

Quotes Done Close

The screen is split up into various sections:
Task Section:

1. Using the drop down arrow icon, select the type of Task which is required. These are setup in Settings > CRM >
Task Types.

Ill

For example a task type of "Phone call” may be required to contact a customer to chase the payment of an invoice, or
you may wish to choose “"Reminder” to remind you to order a part for a piece of equipment.

2. |If required you can choose a priority from the drop-down list to mark this task as High, Medium or Low priority.
3. Now enter in a Description of what task you will need to perform.

For example “Courtesy call to customer”.

4. If you want Protean to remind you that a task is due, tick the Reminder box and enter the time interval at which
you would like to be reminded. You can enter how many minutes you want the Pop-Up box to appear on the
screen prior to the time you have entered for the task to be completed.

For example if a task was requiring completion at 12pm and 'Remind me' was set at 15 minutes; Protean will show a
pop-up box at 11.45am advising you of the forthcoming task which requires an action.

You can choose to attach your Task to a Document, using the Document drop down arrow.

Once selected, you can then use the Search button: |_|, to then search for the document required. If this task
is not connected to a Document, then leave this field blank.

7. Use the Notes box to add any additional notes that may be required.

8. You can use the Attachment(s) field to attach any particular documents, files etc. that are linked to the Task
being created.

For example you may want to add a Quote which needs to be emailed to a customer.
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9. To do this, click on the Search button: |_| and the system will display the Attached Files screen:

ed

) Attached Files s |
'_-::—n——z.:z——_ |

Create Bddre Cose

Add File

10. Then click on the Add File button shown in the bottom left hand corner of the screen:
11. Search for the File required and then click on the Open button. Then click on the Close button.

12. This Task can be linked to a Sales Opportunity by clicking on the Search button: |L|and the system will display
a list of existing Sales Opportunities already created in the system.

13. You can also create a new Sales Opportunity, by clicking on the Create New button: BE .

14. Up to 2 additional fields of reference can be entered in the Reference 1 & Reference 2 fields. The descriptions
of these fields can be setup in System |} More | User References and then selecting Tasks. Enter the new
descriptions required:

Reference 1: || B

Reference 2;

15. Then click on the Close button.

16. You can also link this Task to an existing Sales Campaign, by clicking on the Search button: |_|

Customer Section:

1. Enter the Alpha Code of the Customer / Site / Prospect if know, or use the Search button: |_| Once the
required record is selected, the system will display the Customer details and any Contact details if applicable:

T
Alpha: PSP4503 B
Name: Smith & Co
Street 1. 1 High Street
Street 2:

Town/City: Coventry

County: West Midlands

Country: United Kingdom [=]
Post Code: Cvs 6UE Area:

Phone: 024 76710300 &
Fax:

Email: protean @proteansoftware.co @
Website: O]
Regions: =
Industry:
Equip Contact:  [James Smith [=1&]
Sales Rep: E|
Last Contacted: [=

Description

In this screen, the details shown can be added, amended as required.
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Contact Section:
If already attached to the Customer record already selected, details of the Contact will also be displayed:

Contact: James Smith (Mrlzl E”El 5]
Tite: Mr [=]

First Name: James

Last Name: Smith

Initials: 1

Job Title: [=]
Phone, Extn: 02476710300 |[&)
Mobile: &
Fax:

Email: @
Reference 1: [=]
Reference 2:

In this screen, the details shown can be added, amended as required.

Customer Attributes Section:
If Customer Attributes have been setup in Settings ;| CRM | Customer Attributes, they will be listed in this section:

Customer Attributes
Current Provider | ﬂ
Properties Qty
Lifts Qty

Managing agent

In this screen, the details shown can be added / amended as required.

History Section:

This will display the CRM history of the Customer and will be completed by the system as various Actions / Tasks are
completed.

Follow Up Section:
You can use this section to setup a follow up task if required.

Completing a Task:

Done
Once all of the information has been entered, click on the button. After clicking on the | L=

button to confirm that you wish the Task to be marked as Complete, the CRM History is then updated accordingly:

03/03/2016 14:39 ~
Phone call: Follow Up Phone Calle
Employee: Chris Morgan Contact: James Smith
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Tasks - Creating for Other Users

e Create the Task in the normal way, as described above. Then in the Tasks Section, there is a field with a drop-
down list called 'Created For":

Attachment(s): G
Attachment Desc:

Sales Opportunity:

Reference 1: + | Created For:

Reference 2: Created By: Chris Morgan -
Campaign: o | [09] 15, Task No:

e Use this list to select the user that this Task is for and then close the Task.

e The Task will be added to that users Task List on the Global Enquiry screen, and if a reminder has been
requested, this too will pop-up on the selected users screen.

Note: As the Task system is user-based it will not matter which PC he/she uses, the reminder will still find them.
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Reports

The Protean System comes with a variety of standard reports, which can be accessed by clicking on the ==3
Reports Icon:

The system will then display a screen as shown:

5] Reports System = B

Report selection Report aiteria

== || 2 Dates

Reports

Customer

Equipment

Desaiption Add to Favourites

print View QutputTo... Send... Eax Close

Then use the drop down arrow icon next to the System field, to select the area of the system you need a report for.

Depending upon which area is chosen, the system will then display all of the standard reports. By single clicking on the
Report Name, the system will give a brief description of what is contained in the report.

Report criteria can also be entered in the top right hand corner of the screen if required. The fields available are
dependent on the report selected.

Once the report has been selected, any criteria entered you can then either print / view / fax or email the report, or
alternatively output the report into another format, such as PDF or Excel for example.

Favourites:

To save searching for a report each time you want to run it, you can set it up as a Favourite.

To do this, simply single click on the report required and then click on the | #dd teFavouritzs button. Click on Yes to

confirm your selection. Follow this process each time you wish to add a report to your list of favourites.

Next time you click on the Reports Icon, the system will then ) Reports Sysem

display your own personal list of favourite reports that you’ve Report selection

Set u p : System | (EENGARAIEE w
Reports

Completed Service Jobs by Site Route
Engineer Overtime Analysis - Detailed
Mon Maving Stock

Top 100 Fastest Moving Parts

Note: If you wish to remove a report from your Favourites list, simply single click on the report concerned and then click
on the Remove from Favourites button.
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Hints & Tips

Please find below some basic tips to help you navigate the Protean System.

Deleting Records:

Throughout the Protean system, you are able to delete certain records from various screens. However, the way that you
do this does depend on which screen you are in and what item you’re trying to delete.

1. Using the Delete button: On a Job, in the screen that displays the various visits that have Main Labour Pparts
been made on the Job, you can delete a visit by selecting the visit required using the small [Visit | Date
arrow column on the far left hand side of the screen and then click on the Delete Visit L 17-Aug-1t

Fixed the equipment

button shown in the bottom left hand corner of the screen (The ability to delete a visit in

this way, is dependent on the status of the visit selected). 2 03Sep-1t

Did some mare work a

2. Using the %] button: For example, on a Job screen, in the screen that displays inJillinbow) Port= JesecRifa i iimedcnnlf=e
the various Part Stock Records added to the Job, you can use this button to mu S qmuoumzss N
delete it. You must firstly select the part required, using the small arrow Q ol i A —
column on the far left hand side of the screen and then click on the %] shown
along the bottom of the screen.

(The ability to delete a part in this way, is dependent on various criteria that
the system will warn you about when you attempt to delete it).
view1 ||0.450126.009 - | A ]| [ RaisePo

3. Using the Delete key on your keyboard: For
example, if you enter a Part Number on a Sales
Order and you then decide that you don’t want it
anymore, you have to use the Delete key on your
keyboard to remove it from the Sales Order. You
must firstly select the part required, using the
small arrow column on the far left hand side of
the screen and then use the Delete key on your keyboard to remove it from the Sales Order.

(The ability to delete a part of a Parts Sales Order, is dependent on the status of the Sales Order itself. If the
Sales Order has already been placed, then this functionality isn’t available).
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Using the Esc button on your keyboard:

If you are ever using the system and the screen appears to have locked up  |/ebViit-1 x

and won't let you proceed, try using the Esc Key on your Keyboard to @ T st

allow you to carry on. A common error message that is displayed looks For example, you may have entered some text into a numberfield or

Ik th the value may be too big.

ke IS one: To solve this, enter an appropriate value or press ESC to undo your
changes.

Click on the OK button to acknowledge the message and then press the

Esc Key on your keyboard.

The system should then allow you to enter the information in again or to exit from the screen concerned.

The View Button:

If your Company is using Multi Equipment Jobs, on a Job and in the Equipment Screen, the system will display an

additional L¥"®" 1 | button in the bottom right hand corner of the screen, which is not seen on Single Equipment Jobs:

Main  Equipment Labour Parts Misc  Attributes Invoicing Summary
g—mm—
3321 WickmanR455 1061098 [Collection Bay|[Grinding Machines | Minor Service 15| £450.00|[Outstanding

QIES Mettler-Toledo/L 100 502107 [Warehouse | [Grinding Machines | [Minor Service - 15| £450,00/ [Outstanding

*

<<€
OREm

s365 v | @] X Adaservice Grous... | |Asatonewon | | parts || Mise || Meters || AddtoComtract | Totals: 30,00 £900.00] franaparyd | view: (]

By clicking on this L¥"®% 1 | button, a user can scroll through a number of additional screens, which will display additional
information as required.
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On screen Help:

As you navigate around the system, don’t forget that you can press the F1 key on your keyboard to get some basic help
on the screen / process you are currently in. For example, if a user is in a Maintenance Contract screen:

m--:—mmmmmma
i pes7r1s ]+ 0,00 =

ﬂvm 02 ABC Sacond Desot sl asme (061112000 6

Pressing the F1 key on the keyboard would then display some basic information regarding Maintenance Contracts:

| 2 preteantiap
| m & o
= A
o | o] _
1 How do | create a Maintenance Contract? PN 4
How do 1 create a Service Schedule?
How do 1 quote 3 contract?

How do I charge a contract?
How do Lupift my contract rates automaticaly?
How do ] cancel a contract?

How do 1 end a contract?

How do 1 attach fles to a Maintenance Contract?
How do 1 add new Equipment to an existing contract?

Haw do L remove: Equipment from 2 contract?
Can I change the Customer 9n an existing contract?
an 1 chango the Invoice Cycle on an existing contract?

ik here to see how t raise the auomatic Service Job

Contacting our Support Desk:

Our support team are available from 8:45am to 5:15pm Monday to Friday. Their contact details are as follows:

e Telephone Number: 02476 710310
e Email Address: suppport@proteansoftware.co.uk

If you are receiving an error message on your screen, if possible, it is always a good idea to make a note of the error
message or better still take a screen shot, which will enable our support team to advise you accordingly.

Additional Courses:

We also currently offer a range of more detailed Classroom Training Courses, covering the following areas of the

system:

e CRM Module

e Stock Management Module

e Hire Module

¢ Maintenance Module

e Job Management Module

o Mobile Engineer PDA Application

Please contact us on consultants@proteansoftware.co.uk for further information on course contents, dates etc.
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