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1. Introduction

The TechEase Organizational System (TEOS) is a customer relationship
management application that will allow authorized users the ability to create

customers, employees, service request, work orders, jobs and then send signed

invoice receipts to the customer.

This user manual contains a detailed walkthrough of the functionality of TEOS. The
sections will be organized with general features first then by user accounts types.

1.1. System Requirements

TEOS is design to function on any device with internet access that meeting the

minimum system requirements:

Operating System Requirements

Microsoft Windows
MacOS

i0S

Android

Chrome OS

Linux

Browser Requirements

Internet Explorer
Chrome

Firefox

Safari

Application Requirements

PDF reader
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1.2. Account Access Quick Reference
The following is a reference to that shows what features are accessible by the

account types

System Features

Basic

Service
Technician

Administrator

Sign in/out

X

Employees Section

Create Employees

Reset User Password

Delete Employees

Timesheet Section

Submit Timesheet

Approve Timesheet

View Jobs

Create Jobs

Close Jobs

Customer Section

Create Customer

Manage Customer

Activate/Deactivate Customer

Export Customer

Create New Service Request

Work Orders Section

View Completed Orders

Create New Service Request

X [ X | X | X

Delete Work Order

Submit Work Order

X |IX | X[I[X]IX|X|X[X[X]|IX]|X|X[X[X|X]|X]|X|X[X]|X]X]X

5|Page



2. General Features

2.1 Accessing TEO
To access the TEOS website for logging in, it's recommended that you use the
latest version of Google Chrome. Once you open your internet browser, enter
this address in the search bar “https://teos.orionelectricstl.com/login.php” then
press enter. The will take you to the TEOS log-in page. If this is your first time
logging in, your initial password will be send to the email associated with you
“‘Employee” account upon its creation.

2.2 Logl
oL TSR L Enter your assigned
B username in the

username field.

r

« c

2. Enter your assigned
password in the
password field.

3. Click Login.

2.3 Log Out
o Eos A w

1. Click “Logout”
located on the
navigation bar to
exit the program.

2
z
"

Hello Jeremiah Washington!
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https://teos.orionelectricstl.com/login.php

2.4 Navigation Panel
| A= =

1. The navigation
panel allows the

Ilhl)lnhl — Home @ Tmeshests@ W (# Employees @ CustomersED] Reporls @ Sefigs £ LagoutGh user to qUICkly
Hello Jeremiah Washington! move throughout
I the system.
Timeshots [l Workorders [IRE 2. Clickingon a
. -y ¢ : particular section

will take you to the
main page of that
section.

3. The navigation bar
is always visible for
convenience. Also,
only users
authorized to
access a section,
will see that section
in the navigation
Panel.

2 5 Settlng

1. The “Setting”
section displays
basic user
information and
account type.

2. Administrators have
the ability to edit all
information within

e the setting except

e — their own
permissions.

3. To edit information,

click the “=-cit”

button in the

Note: Users can’t change their own Employee #, first and last respective area,

name or account type. modify the

information then
click save when the
editing is
completed.

Home #  Timesheets ()  Work Orders (&' Employees @8 Customers[2  Reports @ Settings & | Log
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2.6 Resetting Password
There are two ways to reset your password. One is from within TEOS on the Settings page and
the other is from the Log-In page. Continues reading this section for detail instructions.

2.6.1. Forgot Password

T 1. If you have

€ > C | @ securs | hitpsy/teos.orionelectricsticom r :

i TR R B forgotten your
password, navigate
to the TEOS login

TEOS

webpage.

2. Click the “Forgot
Password” link to
continue.

Login

3. Click on the empty
text field and enter
your username
4. Click “Send Reset

ThEb Link”.

8|Page



5. A confirmation will

: appear that an
email has been sent
to the user’s
associative email.

6. Click the “Back to
Login” link to return
to the login screen.

TEOS

2.6.2. Reset Password

1. Tochange a user’s
ORION Homodt Timesnees@ Wok s Enpioyoes @ usomers B Rapors & nrl: . pgs;word from
ELECTRIC within TEOS,
navigate to the
Setting page.
2. Click the “
" link
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ORION
ELECTRIC

Home f  Timesheets@ Work Orders (2  Employees §8f  Customers (2

Jeremiah Washington - Reset Password

0w passwora (ammm——

) ¢—

© Return to Settings

Logged in as: Jeremiah

Reports M@  Settings &  Logout @

u*;‘Tbllq — Home ##  Timesheets @ Work Orders(#  Employees 4@ Customers &)
=LECTRIC

Logged In as: Jeremiah Washington

Reports /@ Settings &  Logout @

Enter you old
Password
Enter your

Retype your

Click the “Change
Password” button to
finalize the
changes.

A confirmation will
appear.

Click the “Return to
Setting” button to
return to the Setting
main page.
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3. Administrator Account

Administrator accounts have the highest access within TEOS. They have the ability
to create employees, customer, work orders, jobs and modify timesheets. This
section will provide a walkthrough of all the administrator functions.

3.1 Employees Section
3.1.1. Create New Employees

Logged in as: Jeremial ington

Home # Timesheets® Work Orders(#  Employees 38 CustomersB3  Reports @ Seftings € Logout

*.uN
ELECTRIC

Employee Lookup

Logged in as- Jeremiah Washington

u*i#’; .*| “TIRIC Home # Timesheets @  Work Orders(#  Employees 388 CustomersB2  Reports @ Settings#f  Logout (#

1. Click on the
Employees section
to access the
employees home

page.

2. Click on the button
label “New
Employee”.

3. Enter a unique
Employee number.
This number is
used to identify the
employee within
TEOS.

4. Complete the
remaining form
while also providing
a unigue username.
This username will
be how the
employee logs into
TEOS (See Section
2.2).
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= 5. Select whether the

u*ihljlﬁll'l . Home @ Timesheets@ Work Orders(2  Empioyees @ CustomersBl  Reports @ Sefiings 8 Logoul @ new emp|oyee is a
Service Tech,

Admin or both.
Selecting neither
will grant account
“Basic” permission.
This will grant
permissions to the
user to access and
modify certain
information.

® Retum to Employees

6. Click “Add
Employee” to
finalize the entry.

3.1.2. View All Employees

1. Toview all

: Employees, click on
i Sl g S the “All Employees”
button.

Employee Lookup
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ALL EMPLOYEES

[—— st

3.1.3. Employees Lookup

Home # Timesheets @ Work Orders(#  Employees {8

f.IJN
ELECTRIC

EMPLOYEE

All Employees

Employee Lookup

Results for "wash"

0004 Washington, Jeremiah Active

CustomersB2  Reports &

Logged in as: Jer

Settings £

Logout @

2. Select an employee

by clicking
anywhere within the
enclosed employee
box.

3. To view more

Employees, click
next or the page
number located at
the bottom of the
webpage.

1. TEOS allows for the
search of employee
from within the
Employees section.

2. To search for
employees, enter
“last name, first
name” or part of the
last name or first
name and click

3. Do not enter the
First and Last, the
function will fail.
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3.1.4. Resetting Users Password

1. As an Admin, to
reset and
employee’s
password, go to the
employees record
and click “Reset
Password”.

Home @ Timesheets@ Work Orders(# Employees @8  Customers[®) Reports @  Settings & Logout (b

2. Enter the old

password.
“ Logged in as: Jeremiah Washington
IOl ome 4 Timesheets @ Work Orders(#  Employees 4@  CustomersB3  Reports @ Settings € Logout @
ELECTRIC ) T i e 3. Then enter the new
password.
4.
then click

“* ”
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3.1.5. Account Activation

Logged in as. Jere

Timesheets @  Work Orders (@ Employees @8 Customersf=  Reports @  Settings ©§  Logout

John Doe - #0656

Status

,,,,,,

To Activate or
Deactivate and
employee account
select the
employees record
then click the button
marked “Activate”
or “Deactivate”.

Note: Employees can’t be permanently deleted,
however they can be deactivated thus having all their
access privileges revoked.

3.2. Work Orders

3.2.1. Delete Work Orders

Home 4 Timesheets(@  Work Orders(#  Employees §8  Customers =

WORK ORDERS

compieted Orders [ el T el

Open Orders

Service Date Customer Technician
0313112018 Nights Watch Michael McKeever
04123(2018 Waterway Gas & Wash Michael McKeever

Reports &

Logged in as: Jeremiah Washingion

Seitings &  Logout @

To delete a Work
Order, select an
open record from
the open orders
view.
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2. In the Job Details
tab, click the
“Delete this work

Logged in as: Jeremiah Washingion

4 i HJII?I TRIC Home 4 Timesheets@  Work Orders(#  Employees §8F  CustomersES)  Reports @ Settings 8 Logout(®
e order?” button.
Work Order #16
me & Materials Work Information Confirm 3 You Wl” be
Nights Watch prompted to confirm

Service Date: 03/31/2018 Address.
Time: 12:00pm 1 Kings Rd
Tech

that you're about to
delete a work order.
Click “ok” to confirm
© s o ot ories the deletion.

3.3. Customers
The “Customers” section contains information about clients that have

been added to the TEOS program. Administrators are the only users
that have the power to deactivate or otherwise modify any customers.

3.3.1 Customer Section

1. This is the main
screen of the
Customer section.

CUSTOMERS From here, those

. [4#new G with proper access

Customer Lookup Can See a” the

customers, create
new customers,

search for

- - -

Past CSVs swere customers with the

database and
download a list of
current customers.
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3.3.2 Create New Customer

. 1. Tocreate a new

: Customer, first click
on the “New
CUSTOMERS Customer” button.

All Customers

Loggec

Home A  Timesheets @ Work Orders(#  Employees 8  CustomersB= Reports &  Sel

RION
ELECTRIC

Customer Lookup

Creale Customer CSV

Past CSVs srouride

Accurately fill out
the all fields.
WUEIUN

ELECTRIC
Click “Add
Customer” once all
the fields are

completed.

Note: If this is a residential customer, do not input a company
name.
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3.3.3 View All Customers

WUIUN
ELECTRIC

wiIUN
ELECTRIC

DMERS

Customer Lookup

Search

Downioad GSV
Past CSVs snowside

Homo ¥ Tinoshoots @ Work Ordors @ Employocs

Cusiomors B Roports & S

ALL CUSTOMERS

T

sssssss Resitence acie

nnnnnnnn p

oot oo -

,,,,,,,,,, roas pw

,,,,,,,,,, acie

s - o

erson, 8o e

......

- rcme

To view all
Customers, click on
the “All Customers”
button.

All Customers will
be viewed in
alphabetical order
by default.

Click the “Next”
button or number
located at the
bottom of the page
to advance through
the list of
customers.
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3.3.4 View Customer Details

- 1. To view customer
e —— details such as,

ORION___ Home #t Timeshoes@® WorkOuers(#  Enployees @ Customers B Repors @ Setings 06 email, phone
ALL CUSTOMERS number, or address,
Ty ——| select the desired
srom. o st customer’s record
f o o = | from the “All
= = = Customer” view or a
= “Customer Lookup”
— (See Section 3.3.7).

B e e e ™ " 2. Once the desired
 — record is selected,
the Customer detail

Jane Doe - DOD .

page will be

- displayed, show
varies information
s you’ve save about
iy the customer.

=

=
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3.3.5 Edit Customer Information

1. To edit customer

) SR information, select
I.;f;?[:”?": Home s Tineshses@ WorkOuers(@ Empoyecsi CisioresBB Repors ) Setings0f  Logoul G the desired
ALL CUSTOMERS customer’s record
S from the “All
— R Customer” view or a
= e ] “Customer Lookup”
—— = = (See Section 3.3.7).

The customers
record will then be
displayed.

To edit information,
click the “Edit”
button to allowed
the fields to be
modified.

Once the changes
are made click the

“Save” button that
appears in the
place of the “Edit”
button.
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3.3.6 Customer Status

G- . 1. Acustomer’s status

v B A is a very important

ORION___ _ . y ‘ .
ELECTRIC feature within the

TEQOS program.

2. A Customers status
indicated whether
that customer is
“Active” or

“Inactive”.

o’ 3. Only “Active”

e customers can be
added to Work

Orders.
Note: Customers who have open Work Orders, cannot be set

to “Inactive”. The Work Order must be completed first (See

Section 4.1.1.5). 4. Tochange a

customer’s status,
click the button
labeled “Inactive” or
“Active”.

3.3.7 Search for Customer

Voe 1. To search for

S e customer, first click

ORION — “ ”

AT on the “Customers

CUSTOMERS .
e tab to access its
Customer Lookup maln page.
=

Past CS8Vs  swuwras
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CUSTOMER 2. Next, enter either a

PRV ., Customer part of the
customer’s name

Customer Lookup such as uJan’ uJ”’ or

- “Jane” and click
“Search”. You may

also search by

Past CSVs  snowrice “Last, Name, First
Name”. For
example:

“Doe, Jane”.

Note: When using customer look up, if you know the customer’s full
name, search by either the first name or the last name not both. The
system will not return a search such as, “Jane Doe”

— 7. ... 3. The results will

— show the records
that either exactly
or partially match
your search word.

ORION e S
ELECTRIC

CUSTOMERS

Customer Lookup

Results for "Jane"

Past CSVs swwrie
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3.3.8 Download Customers as CSV

This feature exports a .csv file containing all customers added to TEOS since
the last download. The purpose of this feature is to allow for a continuous and
non-duplication of customers to be upload to other programs.

1. To download a .csv

- file, click on the

OIUN Home Timesheets Work Orders (#  Employees Customers Reports & Settings ] H

S ELECTRIC “ = - = el = customer’s section.
CUSTOMERS 2. Then click on
“Create Customer
Customer Lookup CSV”-
3. Onsg yom: ve click

on reate

_ »
Customer CSV”,
Past CSVs i another button will

appear labeled
‘Download CSV”

4. When you click on
o “Download CSV”

PRSP (- C|ov/nload wil

automatically begin

ORION
ELECTRIC

CUSTOMER ' downloading to your
. computer, saving it

e with a unique data

[ o | and time stamp.

Past CSVs  snowkie
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Logged in a

ORION Home #
ELECTRIC

Timesheets @  Work Orders (@ Employees 4@ Customers[®  Reports @  Settings &  Logout @

CUSTOMERS

Customer Lookup

Search

Creale Customer CSV/

3.4 Jobs

5. To download past
.csv, click the
“Show/Hide” button,
then click on the
desire file, using the
date and time to
identify the files.

The Job function allows particular project to be attached to Customer records for

the purpose of assessing job cost.

3.4.1. Access Jobs

Logged in as: Jeremiah Washington

J Home # | Timesheets @ Work Orders(#  Employees @ CustomersED)  Reports @ Settings & Logout Gb

<ION
ELECTRIC
TIMESHEETS

Admin Options
All Timesheets  IRVATEREIRENESEo

My Timesheets

041412018 - 04/27/2018

Pay Period: Not Submitted

Pay Period: 03/31/2018 - 04/13/2018 Not Submitted

1. To access Job, click
on the Timesheets
section, then click
on the “Jobs” button
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3.4.2. View Open Jobs

Logged in as. Jei

ORION
ELECTRIC

Timesheets @  Work Orders (@ Employees @ Customers  Reports @ Settings 0§ L

JOBS

Fcompletea Joos [

Open Jobs

Dave's General Store 2nd FI Rough 04/07/2018  600.00

Bob's Pizza

2nd FI Rough

04/05/2018  200.00

Tarley, Sam 2nd Fi Rough 04/07/2018  450.00

3.4.3. Create New Job

Logged in as. Jeremia

ORION
ELECTRIC

Home #§  Timesheets @ Work Orders(# Employees§@f  Customers[E Reports &  Settings &  Logout

JOBS

/~ Completed Jobs
Open Jobs
Customer Job Start Date Quoted Hours
Dave's General St 2nd Fl Rough 04/07/2018 600.00
Bob's Pizza 2nd Fl Rough 04/05/2018 200.00
Tarley, Sam 2nd Fl Rough 04/07/2018 450.00
©ret

gto

1. Completing the
steps in Section
3.1.4 will display the
main “Jobs” page.

2. On this page, you

will see a list of all
Jobs currently
open.

1. To create a job,

click on the “New
Job” button from the
Jobs, main page
(See Section 3.4.1).
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ORION
ELECTRIC

Home ## Timesheets® Work Orders(# Employees @ CustomersB Reports @  Settings &  Logout @

Add New Job

ORION
ELECTRIC

Home ## Timesheets@ Work Orders(#  Employees §@  Customersf®  Reports @  Settings & Logout &

Add New Job

Once you've
accessed the “Add
New Job Page”,
complete the field
as accurately as
possible.

. This job will be

linked to a
Customer within
TEOS. If the
Customer doesn’t
exist, refer to
Section 3.3.2 for
instructions on how
to “Create a New
Customer”.

If the Customer
does exist, select
the customer from
dropdown menu.
Enter a unique job
name to identify the
project.

Select a Start Date

for the job

Enter quotes hours
until completion of
the job.

Once all fields are
completed, click
“Add Job” to
finalized the entry.
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3.4.4. View Completed Jobs

Home 4 Timesheets @D Work Orders(# Employees @8  Customers[E) Reports @  Settings &  Logout

ELECTRIC

Open Jobs
Customer Job Start Date Quoted Hours
Dave's General Store 2nd Fl Rough 04/07/2018  600.00
Bob's Pizza 2nd Fl Rough 04/05/2018 200.00
Tarley, Sam 2nd Fl Rough 04/07/2018 450.00
@ Ret Timesh

Logged in as: Jeremia nglon

Logged In as: Jeremiah
ORION
ELECTRIC

Home ## Timesheets@® Work Orders(#  Employees @  CustomersES Reports @  Settings &  Logout @

Completed Jobs

‘Customer Job Start Date End Date
Brown, Jan 3rd Fl Rough 04/04/2018 04/19/2018
Bob's Pizza 1stFl Rough 03/01/2018 03/15/2018
Bob's Plzza Deck Rough 04/16/2018 04/18/2018
©re:

1. To view completed
jobs, go to the jobs
main page and click
“Completed Jobs”.

2. The Complete Jobs
page will list Job
that have been
completed,
meaning, they have
been closed and an
“End Date” has
been assigned. See
Section 3.4.5 for
instructions on how
to close a job.
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3.4.5. Close Job

Logged in as: Jeremiah Washington

3
Il 9 i _« S » Timesheets @  Work Orders (@ Employees 4@ Customers[2  Reports @ Settings Of  Logout @
ELECTRIC
/F Completed Jobs .""';v.n
Open Jobs
Customer Job StartDate  Quoted Hours
Dave's General Store 2nd Fi Rough 0410712018 600.00
Bob's Pizza 2nd Fl Rough 040512018 200.00
Tarley, Sam 2nd FI Rough 04/07/2018  450.00
@ rRet

Home ##  Timesheets@® Work Orders (@ Employees @ Customersf®  Reports @ Settings &  Logout @

<TIUN
ELECTRIC

Job Details

Dave's General Store: 2nd Fl Rough 04/07/2018

@ Return to Jobs

Note: Once a job is closed, it can not be reopened. All other
information however can be edited after a job closer. See
Section 3.4.6 on instructions on how to edit Jobs.

1. Toclose a job, first
navigate to the
“Open Jobs” main
page (See Section
3.4.2).

2. Once on the Jobs
main page, select
any record to
display the details
of that record.

3. Once on the “Job
Details” page, click
the “Close Job”
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Logged in as: Jeremi:

Home f§ Timesheets @ Work Orders(#  Employees @ Customers[®) Reports @  Settings &  Logout

Job Details

Dave's General Store: 2nd Fl Rough 04/07/2018

Status Open
Ena Da
b Nar
tart Date 1
oted H
Edit
@® Retum to Job:

Logged in as: Jeres

ORION
ELECTRIC

Home 4 Timesheets@ Work Orders(#  Employees §@  Customersf®  Reports @  Settings & Logout &

Completed Jobs
Customer Job Start Date End Date
Brown, Jan 3rd Fl Rough 04/04/2018 04/19/2018
Bob's Pizza 1st Fl Rough 03/01/2018 03/15/2018
Bob's Pizza Deck Rough 04/16/2018 04/18/2018
© Ret

After you clicked
the “Closed Job”
button enter an
“End Date”

Then click
“‘Complete Job” to
finalize the closure.

To edit a Job, you
must first access
the job’s record.
Administrators have
the ability to edit
both open and
completed jobs.

Then select the

record you want to
edit.
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-t.h'ﬁ
ELECTRIC

Job Details

Brown, Jan: 3rd Fl Rough 04/04/2018

Status Complete

Home # Timesheets @ Work Orders(#  Employees @@  Customers@  Reports &

Settings &  Logout @

Home # Timesheets@®  Work Orders (&

IUI*
ELECTRIC
Job Details

Brown, Jan: 3rd Fl Rough 04/04/2018

Complete

Employees 48  Customers &

Reports &

Logged in s Jeremiah Washington

Settings &  Logout @

3. Once the record is
open, click the
“Edit” button to
allow the fields to
be modified.

You can now edit
and of the fields,
including the “End
Date” if this record
is complete.

Once you have
edited the
necessary fields,
click the “Save”
button to finalize the
changes.
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3.5. Timesheets
3.5.1. View All Pay Periods

« 1. To view the current

B R the current and alll
et [mg] ek il o el e oot non-approved Pay

Periods, navigate to

TIMESHEETS the Timesheet

Admin Options section then click

Fios | B artmesnces JETEEEE— on “All Timesheets”.

ORION
ELECTRIC

My Timesheets
Pay Period: 04/28/2018 - 05/11/2018 Pending Approval
Pay Period: 03/31/2018 - 04/13/2018 Not Submitted

imesheets

: 2. Once you click on
R e “All Timesheets”
you will see all the
pay periods in
ALL TIMESHEETS descending order.

Logged in as: Jeremiah Washington

Home ## Timesheets@® Work Orders(# Employees @@  Customers[® Reports &  Settings & Logout @

Pax Periods

Pay Period: 04/14/2018 - 04/27/2018 Hours: 16.50
Pay Period: 03/31/2018 - 04/13/2018 Hours: 40.00
Pay Period: 03/17/2018 - 03/30/2018 Hours: 85.50
@® Ret 1
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3.5.2. View Timesheets Within Pay Period

ORION

ELECTRIC

Home 4  Timesheets@® Work Orders(#  Employees 4@ Customers (B

ALL TIMESHEETS

Pay Periods

Cther bookmarks
Logged in as: Jeremiah Washington

Reports @@ Settings & Logout @

I Pay Period: 04/1412018 - 04/2712018 Hours: 16.50 I
Pay Period: 03/31/2018 - 04/13/2018 Hours: 40.00
Pay Period: 03/17/2018 - 03/3012018 Hours: 85.50
@® Return t 1

<IOUN
ELECTRIC

Home ¢  Timesheets @  Work Orders (&

ALL TIMESHEETS
BicBaa 04 A A5 A DS ITNIE

Employees §8§

Customersf= Reports @  Settings &  Logout @

0001 McKeever, Michael
0002 Armocida, Nick

0003 Ganter, Dan

0004 Washington, Jeremiah
0005 Raven, Regina

0544 Thompson, Bob

o789 Ochsner, Curt

11 Rottman, Joseph
4023 Adams, Bryan

Hours: 16.50

Hours: 0.00

Hours: 0.00

Hours: 0.00

Hours: 0.00

Hours: 0.00

Hours: 0.00

Hours: 0.00

Hours: 0.00

1. See Section 3.5.2
to navigate to this
point. To view all
Timesheet within a
pay period, Select
the desire record.

2. Once the pay
period record is
selected, a list of all
timesheets created
during that pay
period will be
generated.
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3.5.3. Review & Approve Timesheets

ORION
ELECTRIC

Other
Logged in s Jeremiah Washington

Home # | Timesheets@| Work Orders(#8 Employees §8f  CustomersB2  Reports @ Settings &§  Logout @

TIMESHEETS

Admin Options
A~ Jobs =RV ECE o Review Timesheets

My Timesheets

04/28/2018 - 05/11/2018

Pay Period: Pending Approval

Pay Period: 03/3112018 - 04/13/2018 Not Submitted

Once a timesheet
has been submitted
by an employee
and an
administrator wants
to approve that
timesheet, they
should first,
navigate to the
“Timesheet”
section.

Click on

The. “Review
Timesheets” page
will list timesheets
that have been
submitted for any
pay period but not
yet approved.
Select the
timesheet record
you wish to review.

33| Page



5. Once the

Timesheet details
page is loaded,

Timeghee e Z CliCk “ ”

Pay Period: 04/28/2018 - 05/11/2018

Tt o 3400 Reguls osrs: 400 R D 6 A Conflrmatlon

window will appear

ensuring that you

want to finalize this

timesheet as

e complete.

7. If you would like to
edit the timesheet,
refer to Sections
5.1.2 and 5.1.3,
“Adding Hours to

Note: Once you click “Ok” in the confirmation window, you will Timesheets” and

no longer be able to edit the timesheet. “Submitting a
Timesheet”, for
detailed

instructions.
8. After finalizing the
approval, the

timesheet’s status
Timesheet Details - Washington, Jeremiah WI” Change tO

Pay Period: 04/28/2018 - 05/11/2018

e S “Complete”,

- indicating this form
can no longer be
edited.

9. You may click on

“Return to Review
= Timesheets” button

to review and/or

approve more
timesheets.

WEEK 1

ssssssss
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3.6. Reports
The Reports function uses queries to search your TEOS database,
aggregate the data, then presents this data as information. You
can use these functions quickly reference a payroll cycle, job
costing or a Technician’s Work Order history.

1. Toreach the

' Reports main page,
N YIC R T p——— —— S click the link labeled
REPORIS “Reports”.

B Reconcile
m Job Costing I work Orders

3.6.1. Payroll Reports

1. Navigate to the
Reports main page
can click the

. “Payroll” button.

Home #§  Tmesneets@ WorkOrders(#  Empicyees 4 Customers(  Reporis @ Setngs 68

1ION
ELECTRIC

REPORT
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0 Tees X Uy

1. Select a Pay Period
record that you
would like to view.

11U
ELECTRIC

REPORTS - PAYROLL

Pay Periods
Pay Peiod [TT— Hours: 5900 I
Pay Pariod: 03342018 - 04132012 Hours: 39.50

S i T i i = _ . 2. The report for the
e w— pay period you
selected will be
display, showing all
timesheet records
generated during
that pay period,
regardless of the
timesheet’ status.
The records
employees are
listed by employee
number. The report
also displays the
regular hours,
overtime hours, and
per diem days for
each individual.

ORION
ELECTRIC

REPORTS - PAYROLL

Report for Period: 04/14/2018 - 04/27/2018
= N Regubx dours
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3.6.2. Job Costing Reports

1. On the main reports
page, click on the
“Job Costing”

button.
-lob Costing w‘fzerlio C'l'r:d“:rs

wIUN
ELECTRIC

REPORTS

2. To search for a
commercial
customer, enter the

REPORTS - JOB COSTING Wh0|e or part Of the

& company name that

— that is attached to
the customer.

3. To search for a
residential
customer, enter the
first or last name of
the customer.

<ION
ELECTRIC
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1IUN
ELECTRIC

REPORTS - JOB COSTING

Job Lookup

Results 'o

cccccc

REPORTS - JOB COSTING

Report for: Bob's Pizza - 2nd Fl Rough

w150

In our example, we
searched for “Bob’s
Pizza”, using the
search parameter of
“pizza”

Select on the record
you wish to view.

Selecting the record
will display details
about that job such
as the start date,
end date, quoted
hours, actual hours,
as well as the
amount of under or
over quoted hours
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3.6.3. Work Order Reports

1. Navigate to the
Reports main page.
SLECTRIC . e ) 2. Select the
REPORTS “Reconcile Work

3. Click on the
Dropdown box to
select the
Technician you
want a report on.

4. Select a “From”
date.

5. Selecta “To” date.

6. Click “Search Work
Orders”.

7. If any work orders
are found that
match the criteria
selected, it will be
displayed in
ascending Work
Order Number

wIUN
ELECTRIC
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3.7. Amazon Web Service
3.7.1. Accessing Amazon Web Service

1. Navigate to
aws.amazon.com,
find ‘My Account’

MY ACCOUNT and hover over with

mouse, select the

‘AWS Management

Account Settings Console’.

English ~ My Account Create an AWS Account

IAWS Management Console I

Billing & Cost Management
Security Credentials

AWS Personal Health
Dashboard

3.7.2. Logging Into AWS

2. Enter
aWS admin@orionelectri

N —) cstl.com as the
email of your AWS
account

Signine

Email address of your AWS account

To sign in as an |IAM user, enter your account 1D
or account alias instead.

| admin@orionelectricstl.com ’ |

New to AWS?

Create a new AWS account
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mailto:admin@orionelectricstl.com
mailto:admin@orionelectricstl.com

aWws

Root user sign ine

Email: admin@orionelectricstl.com

Forg ot passwo rd?

Sign in to a different account

Password

Create a new AWS account

TEOS makes use of the Amazon AWS Services of Amazon
EC2 (compute), Amazon S3 (storage), Amazon Elastic
Beanstalk (Infrastructure Management), and Amazon SES
(email sending).

3.7.3. Navigating AWS

L“"’s Services ~

AWS services

- - )
EC2
Virtual Servel

Amazon Connect

Amazon Connect is a contact center that enables engagement at any scale. 5

CodeCommit
Store Code in Private Git Repositories

Direct Connect
Dedicated Network Connection to AWS

Directory Service
Host and Manage Active Directory

Inspector

NOTE: The TEOS system makes use of only some of these
services. This portion of the user manual will now draw
attention to the specific services used by the TEOS system.
Due to the vast number of services available it makes most
sense to use the search function shown at the top of the
screen after log in.

Resource Groups v * 4 .

3. Enter Password for

you AWS account

After sign-in you will
be redirected to this
page which shows
all of Amazon AWS
services which they
have available.
Notice how ‘ec’,
was typed and a list
of services drops
down. Select EC2
from the list.
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Servicas

EC2 Dashboard
Events

Tags

Feports.

Limits

Instances

Launch Templates
Spot Requests
Reserved Instances
Dedicated Hosts
Scheduled Instanees

R
AMis
Bundis Tasks

\Volumes
Snapshots

(51 NETWORK & SECURITY
Securlly Groups
Elastic IPa
Placement Groups
Koy Pairs
Netwark Interfaces

Resourcs Groups +

Resources

‘You are using the following Amazon EC2 resources In the US West (Cregon) teglon:

1 Running Instances 1 Elastic IPs
0 Dedicated Hosts 0 Snapshots

1 Volumes 0 Load Balancers
2 Key Pairs 4 Security Groups

0 Placement Groups.

Leam more about the latest In AWS Cempute from AWS rednvent 2017 by viewing the EC2 Videos,

Create Instance

To atart using Amazan EC2 you will want to launch a virual server, knawn as an Amazan EC2 instance.

Note: Your Instances wil ‘aunch In the US Waet {Drsgon] regien

Service Health * Scheduled Events

Service Status: US West (Oregen):
@ US West (Oregan) Noevents

This servics is operating nermally
Avallabliity Zone Stats:

g uswestza:
Aualiability zone Is operating normaly

@ Uswest-2b:
Awallabilty zone Is operating normaly

@ Foedback @ English (US)

Account Attributes (&
Supportsa Platforms

VPC
Dafault VPG

Vpe-71562008

Resource ID length management

Additional Information

Getting Started Guids
Dacumentatin

All G2 Resources
Forums

Pricing

Contect Us

AWS Marketplace 7 .
Find free software trial products in the AWS

Markstpiace from tha EG2 Launch Wizard. Or

try these popular AMIs:

Barmacuda CloudGen Firewall for AWS - PAYG

Provided by Barrecuda Netwarks, Inc.

Rating

‘Starting from $0.60/hr ar fram $4,50¢yr (12%

‘savings) for softwars + AWS usage faos

View all Infrastructure Software

Matilion ETL for Amazon Redshift

Privacy Poicy  Terrms of Lisa

g_'wg
History
EC2
Console Home
Elastic Beanstalk
s3

Billing

Services ~

Resource Groups ~ %

Athena
Query Data in S3 using SQL

Snowball
Large Scale Data Transport

Amazon Transcribe
Powerful Speech Recognition

. Ama;
Storage Ama
33 Management Tools
EFS

You are now shown
detailed information
about the Amazon
EC2 Linux Instance
Operating System
which is running in
the cloud.

To access other
services, navigate
to the top left of the
screen, and click
‘services’.

We will now type
‘S3’, selecting the
S3 service as it
drops down.
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WS Sorvices v Resowoe Groups v % ey 9. \We are shown the
Amazon Glacier now offers expedited retrievals, typically in 1-5 minutes. Learn More » Documentation fl l es Wh I C h are
stored by the
* Amezon 53 0! Discover the new console ~ § Quick tips Operatlng System i
‘ Q Search for buckets ‘
+ Create bucket 2Bdctgs 0 1 Fagors g
Bucket name Access €) Region Date created
ﬁ, elasticbeanstalk-us-west- 2655955901393 Mot public * US West (Oregon) ;’:;020' AIBEE35 P G-
§ restoreorion Not public * US West {Oregor) UEDDI o :
* Objects might stil be publicly accessible dus to object ACLs. Leam more
aws Services ~  Resource Groups v % 10. Navigating to the
top left of the
Hist screen, and
ISIO :
o ‘ elastic beanstalK hovering over
s3 services, type
Elastic Beanstalk F . yp .
Console Home | Run and Manage Web Ap elastic beanstalk, in
- ‘ the search bar then
o EG2 CodeSiar click ‘Elastic
Simple Email Service Lightsail &' CodeCommit Beanstalk'.
. Elastic Container Service CodeBuild
Elastic Beanstalk
Lambda CodeDeploy
EC2 Batch CodePipeline
Elastic Beanstalk Cloud9
X-Ray
aws Services v  Resource Groups v % 11.We are now VieWing
,; Elastic Beanstalk My First Elastic Beanstalk Application v the Amazon AWS
Elastic Beanstalk
Learn More « All Applications service. In the
Get started using Elastic Beanstalk My First Elastic Beanstalk Application green box select
Modify the code ‘TEOS,

Create and connect to a database

Add a custom domain TEOS —

Featured Environment tier: Web Server

Platform: PHP 7.1 running on 64bit Amazon Linux/2.6.5
Running versions: teos32

Last modified: 2018-05-03 20:18:27 UTC-0500

URL: teos.us-west-2.elasticbeanstalk.com

Create your own custom platform

Command Line Interface (v3)

Installing the AWS EB CLI
EB CLI Command Reference
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Services

' Estic Beanstalk

All Applications > My First Elastic Beanstalk Application > TEOQS. |Enironment ID: ¢ hatpmmipais, URL: oo s west 2.clash

Dashboard
Configuration
Logs

Health

Monitoring

Alarms

Managed Updates
Events

Tags

SES Home

Damains

Emall Addresses

Sending Statistics
Feputation Dashboard
Dedicatod IPs
Canfiguration Sets
SMTF Sattings

Suppression List
Remaval

Cross-Acoount
Netifications

Email Tamplates

Rule Sels
IP Adiress Fllters

Feedback (@ English (US)

My

Resource Groups ~

orionalectricsti.com v Oregen ~ S

First Elestic Beansialk Application ~ Create Naw Application

Actions ~

Overview £ Refresh

Configuration

PHP 7.1 running on 64bit Amazor,
Linux/265

Newer version available

Health Running Version
ok ta0s32
Gauses Upload and Deploy

Recent Events

Change

Show All

Time Tope Details

2018-05-03 22:55:56 UTC-0500  INFO Environment health has tansitiened from Severs to Ok,

2018-05-03 22:54:56 UTC-0500 Enviranment haalth has transitioned from Ok to Savars. 82.7 % of the requests ara amoring with HTTP dxx.

2018-05-032020:05 UTC-0500  INFO | Enviranment hieakh has transitioned from Info ta Ok. Application Lpdats completad 49 secancs ago and 00k 18 seconds
Enviranment heatth has transitioned from Ok to Info, Application Updats in progress on 1 instance. 0 cut of 1 instance completed

2018-05-03 20:18:05 UTC-0560  INFO PP P Pred P
(running for & secondsl.

2018-05-03 20:18:27 UTC-0500  INFO Environment update completed successfully.

Resource Groups v %

orionelectricsti.com v Qregon ~  Support -

©

~ Your Amazon SES Sending Limits Additional Information

Below are the latest statistics and metrics related to your Amazen SES Usage. Amazon SES Documentation
Sonding Quota: send 50000 emails par 24 hour pariod All SES Resources

Quota Used: 0% as of 2018-05-04 12:85 UTC-5 Forums

Max Send Rate: 14 emaiis/setond Contact Us

Last updated: 2018-05-04 12:55 UTC-5 Aequast Inoreased Sending Limits
Learm mare about your sending limits.

~ Your Amazon SES Metrics

4]

The foilowing eharts show the number of amalis delivered, as well as the rejection, beunce and complaint rates for your aceaunt, These charts display data for the past two wooks
sggregated dally.

You can change the Rejects, Bounces, and Complaints charts to display a number Instead of a percentage, You can also clck any chart to view It in a farger window, andi to change the
eggrogation sattings.

Rate

Dalivarias (number)

Rejects (percert) Bounces (nereent] Compiaints percer)

s 0% 1005
75% 7o
0% so%
0%
5% o 2%
e " ™ o
woo osme oa7z  oues 040 0k o4z 054 4z 0420
It 12251 1255 255 1o 1 1255 12585 1255 12:55

Privacy Policy  Terme of Uise

12.We are now shown

the Amazon AWS
Elastic Beanstalk
service. This is
where the PHP
code is uploaded
which then
executes on the
server. The
Amazon AWS
Elastic Beanstalk
service is a service
which takes code,
spreads the
configuration across
the appropriate
AWS services. We
can think of the
Elastic Beanstalk
service as being an
intermediary
management
system between the
compute (EC2) and
the storage (S3),
which simplifies the
management of the
resources.

.We now navigate to

services, search for
‘ses’, the Amazon
AWS Simple Email
Service drops
down, select the
service.
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Dashboard Billing & Cost Management Dashboard

Bils .

Cast Explorer ‘What's Ny AWS Billing and Cost Manage t?

Budgets . ‘spend with AWS Budgets

Reports - Vi s and ~oplimized Cost Explorer

sualize your costs an
+ Ensily upload your Gost and Usage Reports into Redshift and QuickSight

Cast Allocation Tags
Payment Methods
PFayment History

Spend Summary Cost Explorer

Canselidated Billing Vielcome to the AWS Account Bllling eonsole. Your last month, month-ta-date, and month-

Preferences &nd forecasted costs appear belaw.
Cradits Current month-to-date balsnce for May 2016
Tax Settings
ey $0.02
§0.25
5022
02
so.
80.1
50.05
30.02 $0.02
0 |
Last Mot Month-to-Cate Forpsast
thpr 2078} (Mey 2018) My 2018)

b Important Information aboul these Costs W/ Include Subscription Charges

Month-to-Date Spend by Service

2]

Bill Details

The chart below shows the proportion of costs spent for each service you use,

$0

80.02

50.00

$0.00

$0.00

80.00

$0.00

s0.02

14.The Amazon AWS
Simple Email
Service is an SMTP
service which relays
(sends) email from
the server. The
PHP holds
functions which
using the SMTP
protocol, the server
sends using a
PHPMailer function
via SMPT to
Amazon Simple
Email Service, then
the AWS SES
service relays the
email message to
the intended
address.

15.Navigate to the top
left of the screen,
hover mouse over
services, in the
search box type
‘billing’, and press
enter.

16.This is the area of
Amazon Web
Services which
explains monthly
billing. The current
amount which will
be charged to the
card on file at the
end of the month as
well as an
advanced line item
break down of the
charges. If there is
a question at any
time on what was
charged and why
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this is the portion of
AWS which will
want to be audited.

3.7.4. Troubleshooting

In the event of a system failure. Please navigate to the Backup and
Recovery Procedure document.

4. Service Technician Account

4.1. Work Orders
4.1.1. Creating Work Order

4.1.1.1. Create New Customer

1. To create a new

B e 05 : customer, first

ORION sp— m— SO P Y navigate to the
Work Orders main

Logged in as: Jer

WORK ORDERS page by click on the
link.
2. Click on the “New
Open Orders
i pe e Customer” button
and refer to Section
0412312018 Waterway Gas & Wash Michael McKeever —M'Z Ste 2'

@ Teoshtml
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4.1.1.2. Create Service Request

1. Click on “New
Service Request”

ON
ELECTRIC

WORK ORDERS

Open Orders

B i . a... 2. Usethe dropdown
—— — m— box to select a
customer or create
Add New Service Request .
T a new customer if

E————— 7 needed.
3. Selecta

”

4, Entera“

” Remember

m— to enter a.m. or
p.m.

5. Type in the service
that’s being
requested.

6. Click the “Next”
button when
finished.

N e .
ELECTRIC
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Use the dropdown

‘ box to select the
\J\hgny_ = meshecs @ Work Onders@ Employees Custormers Regorls ..
— Technician
Add New Service Request .
e | assigned to the
—-—7 request.
3 ¢ 9. Click the “Next”
button when finish.

10.Review all the
information for

ORION Home #§ Timesheets @ WorkOrders(#  Empioyees§gh  CustomersE]  Repor
ELECTRIC

accuracy.
Add New Service Request . «
i e ll.CIlck_ Save I\ulew
—— Appointment” to

finalize the request.
12.Saving an
appointment
creates a record for
the Work Order.
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4.1.2. Completing Work Order

4.1.2.1. Select Open Work Order

v

ION oma f§ Tmesheoin @) Wark Ordors (# Emplayos 3 Cusiomers () Reports
ELECTRIC ool T @ vnoen(f Ervine B )

WORK ORDERS

Open Orders

Note: When viewing the Work Orders main page, Open
Orders that are still open for more that 48 hours after
scheduled service date, turn red.

4.1.2.2. Time and Materials

1. To Select an open

work order,
navigate to the
Work Order main

page

. Select the open

order record you
want to open.

. when you select the

open record, the
first tab will display
detail about the
service requested
and customer.

. Select the “Time &

Materials” tab to
proceed.
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TRIC

Work Order #32

oors | AR o ormron | ontim

Time & Materials:

I | I

Work Order #32

Click the dropdown
box and select
materials or labor
for that line type.
Enter the

| you used,
or labor is selected,
enter the how many
hours in using .25hr
increments.
Enter description of
item or labor.

Click the plus sign
to save that line and
prompt another.

Entries can be
deleted by click on
the “X” that appears
after a line has
been added.
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4.1.2.3. Work Information

Description of work performed:

4.1.2.4. Confirm & Complete Work Order

1IJiN
ELECTRIC

Work Order #32

ELECTRICAL

#00032

CRION

Work Order/In

BILL TO,

DESCRIPTION OF WORK

MATERIALS

AMOUNT

@

Click on the “Work
Information” to
continue.

Click in the “Date of
Completion” box to
enter an estimated
date of completion,
then click “Save” to
retain this
information.

Click in the “

” field and
enter the address
where the work is
actually being
performed not the
billing address.
Click in the

to
complete this field.
Click “Save” to
retain this
information.

Click on the
“Confirm” tab to
move to continue.
Review all the
information for
accuracy then click
“Confirm”.
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Customer Authorizaion

ORION

BiLL TO:

~~~~~~

TomL

lone #f Tinestoets @ Wok Onters( Frloyoes @

ELECTRICAL

Work Orderfinvoice #00032

o 305
DESCRIPTION OF WORK
Ran 176 of catle ta server oz,
LABOR
LaBoR HOURS ® AMOUNT
MATERIALS

ary MATERIALS ® AMOUNT
zo0 0 Foal Gl Ve 5603

ol

Once “Confirmed” is
clicked, you will be
prompt to enter an
electronic signature
from the client.

, a PDF of
this invoice will be
sent to the
customer’s save
email upon
completion.

Click “Authorized”,
to complete this
invoice.
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4.1.3. Download Work Order PDF

ORION
ELECTRIC

1. To Download a
PDF of a Work

Home ## Timesheets @ Work Orders(# Employees @  CustomersB2  Reports & Semngsér ngm[;'on Order, nav'gate to
the Work Orders,
WORK ORDERS main page

2. Click on the
“Completed Order”
Open Orders

T button.

0313112018 Nights Watch Michael McKeever
0413012018 pob Jeremiah Washington
0510212018 Winter Sports Joseph Rottman
0510812018 pob Curt Ochsner

3. Select the Work
Order record that
you want to open.

4232018 Waterway Gus 8 Waslh
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“‘Download” button
and the PDF will
automatically begin
downloading.

BILLTO.

wsor Hours PR
MATERIALS
av s e awount
e

oraL arerss .
oL viow

sanatuRE

254 2%
O

5. The file will
download to your
default location.

Home#f  Tmeehests @ WorkOrcers(Z Empiyees il Customers(R  Repots B

ELECTRICAL 6

DESCRIPTION OF WORK

Ran 170 o cable o sarvec o,

LABOR

© Rsturn b Wers e

x showall | X
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4.1.4. Edit Signed Work Order

1. To edita signed
. work order,
navigate to the
Work Orders main
page
2. Click “Completed
Orders” button.

UYIUN
ELECTRIC

WORK ORDERS

==

Open Orders

e 000 Jeremish Washington

e 3. Select record you
e want to open.
UYIUN

g = Homo#  Timoshoots@  WorkOrdors (@ Enployoos i@ Customors ) Ropors @ Stings
ELECTRIC

wi mocics
el ek

azs s

Wa W —r
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Logged in

e

Settings ©f  Logout

istomers B Reports &

ION
ELECTRIC

ELECTRICAL
Work Order/Invoice #00032

LETION: 04/30/2018

0B ADDRESS
1 University Bivd Normandy, MO 63120

DESCRIPTION OF WORK

an 171t of cable to server room.

LABOR
LABOR HOURS @ AMOUNT

QTY  MATERIALS @ AMOUNT
50 10 Foot Cat5 Wire $5.00 $10.00
TOTAL: $10.00
TAL
OTAL MATERIALS $10.00
ToTAL: $10.00
SIGNATURE

<25 262

Note: Once you confirm that you wish to edit by clicking “ :
the signature will be removed from the recorded.

5. Basic Account
5.1. Navigating Timesheets

4. Click the “Edit”

button.

5. A window will

appear asking you if
you are sure you
wish to edit.

6. Click “O1” if you

wish to continue
editing.

All users will have access to their own Timesheets, located in the timesheets

section, on the main page.

5.1.1. Selecting Appropriate Pay Period

Logged in as: John Wick

Y ul‘_““« L ’ Home ## Timesheets @  Settings &  Logout
ELECTRIC

TIMESHEETS

My Timesheets

Pay Period: 0412812018 - 05/11/2018 Not Submitted I

1. By default, users
will be able to view
the current periods
Timesheet.

2. Click on the “Past
Timesheets” button
to view older
timesheets.
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5.1.2. Completing timesheet

1. To add hours to a
timesheet, select the
appropriate record.

Logged i

l—’*hgl_‘ L _ Home ## Timesheets @  Settings @  Logout G
ELECTRIC

TIMESHEETS

My Timesheets

I Pay Period: 04/28/2018 - 05/11/2018 Not Submitted I

2. Once the record is

opened.
URiUN
AT 3. Enter the total days
Timesheet Details - Washington, Jeremiah that yOU were
Pay Period: 04/28/2018 - 05/11/2018 R
E— e o SR approved per d iem.
4. Click the

appropriate radio
button asking
whether you were
injured or not. The
button is set to “NO”
by default.

5. Click on the “Add
Hours” button to
add time to
timesheet.
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Click on the
ORION dropdown box to

ION B Logoa SeleCt a project.
Add Hours

For 04/28/2018 - 05/11/2018

7. Click “Next” to
continue.

Click in the

, dropdown to select
1OUN Horme imeshecs @ Work Onders@ Employces Cusiormors esorls Logo
ELECTRIC the date you work at
Add Hours this project.

For 04/28/2018 - 05/11/2018
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e Cu— ‘ PSS 9, Click within the
A e W dropdown boxed to
ELECTRI i Sensiionior > Mool select the start time
o oy and end time for the
- day.
= 10.Click “Next” to
continue.

e— ‘ rmmasad 11.You may click on the

T — ” buttons to

edit the entry or click

AddHours “Confirm This Entry”
to continue.

IUN
ELECTRIC

59| Page



confirmed, you can
click the “Return to
the Timesheet”
button to add more
hours.

Hours Added!

5.1.3. Submitting Timesheets

1. Tosubmita
timesheet, open
timesheet record.

2. Click the “Submit
Timesheets” button.

3. You will be

- - - prompted to confirm

- that you are

submitting a

timesheet. Click

orders (@ Emplogees @ Cusomers®  Riports

Timesheet Detans - vwasnington, Jeremiah
Pay Period: 04/28/2018 - 05/11/2018

Hours: 0.00

WEEK 1

Note: Users cannot submit a timesheet before the end of the
pay period.
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Submit Timesheet

WEEK 1

»»»»»

Timesheet Details - Washington, Jeremiah
iod: 04/28/2018 - 05/11/2018

NOTE: Once a timesheet has been approved by an
Administrator, it can not longer be edited.

Once you've
confirmed that you
want to submit a
timesheet. You will
be prompted to sign
the timesheet.
After you’ve sign
the timesheet, click
“Authorized” to
finalize the
submission.

A review page will
load after you have
finalized your
timesheet.

If you see a
mistake, click “Edit
Timesheet” button.
This will remove
signature and allow
the field to be
edited.
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6. Error Messages

Error Message Recommended Action

Error: Departure time cannot be Set departure time to after arrival

before arrival time time

Error: Arrival time conflicts with an Change arrival outside the range

existing timesheet entry of another timesheet entry for the
same date.

Error: Departure time conflicts with an | Change departure time outside

existing timesheet entry the range of another timesheet
entry for the same date.
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