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[bookmark: _Toc469320705]Syncsoft Costing System Introduce

Syncsoft Costing system is a system that can manage the project, evaluate Syncsoft team work performance and record Syncsoft company’s expense and revenue. It includes Project Mgt, Quotation List, Weekly Report, Evaluation, Accounting, Outlook, total 7 models. 

[bookmark: _Toc469320706]How to Log in Syncsoft Costing System
The log in address is http://192.168.20.22/SyncCosting
 
User name and password are the same as EEC account 
(If you don’t know your EEC account ID, please send email to eechelpdesk@scmhome.com to ask for it)

[bookmark: _Toc469320707]Project Mgt 
[bookmark: _Toc469320708]Page Introduction
[bookmark: _Toc469320709]New/Edit Project page
This page is to record the project’s detail information, it is as below:
[image: ]
Key Fields
· [bookmark: OLE_LINK1][bookmark: OLE_LINK2]Project Load: User fill in profit rate here.
· Project Owned by: User fill in the department that will use the project here.
· Key User: User can select one or more users by clicking the pencil icon. 
· User Story No.: If the project already has user story in TFS, user can select the user story by clicking the pencil icon, if the project has no user story in TFS, user can create a user story for this project by clicking ‘new’ button. 
· Story Area: User fill in which TFS’s area that the user story exist. It’s a requested field if “User Story No.” is not null.
· Approved By: User fill in the persons’ name that approve the project here.
· Est. Start Date, Est. End Date: The dates that the estimates start (end) date of the project.
· Act. Start Date: The date that the actual start date of the project. When the project is completed to "Quotation" step. System will automatically set actual start date = system date.
· Project Brief Desc: Text field, user enter the project brief description here.
· Assigned Users: User click the pencil icon and assign users to this project. The detail please see How to assign users to the project: 
· Act. End Date: A read-only field. When the project is completed to "Complete" step. System will automatically set actual end date = system date.
· Total Amount(￥): A read-only text. It’s sum of each task’s ext. price.
· Total Headcount: A read-only text. System will automatically count how many users are assigned to the project and display in “Total Headcount” field.
· Est. Devl. Days: A read-only text. Its sum of each task’s Est. Man. Day.
· Act. Devl. Days: A read-only text. Its sum of each task’s Act. Man. Day.
· Project Status: A project has 5 statuses: creation, quotation, in progress, complete and cancel. The operation in each progress , please see Project status and the according operation

[bookmark: _Toc439090027]Key button
· Add Task: It’s used to add tasks for this project. The detail see Way1. Use “Add Task” to create a project task.
· Template: It’s used to select a template for this project. The detail see Way2: Use ‘Template’ to create project task.
· Complete: It’s used to complete the project to status.
· Remark: It’s used to add remarks. The detail see Add remark for the project
· File: It’s used to upload files.
· Document: It’s used to fill the documents completion of the project. The detail see How to evaluate the docs
· Story Detail：It’s used to view or edit the story detail.
· Project Plan: It’s used to view the project.
· Evaluation: It’s used to evaluate the project timeline and project quality. The detail see How to evaluate the project’s timeline and project quality 

[bookmark: _Toc469320710]Add task page
This page is to add task to the project, it is as below:
[image: ]
Key Fields
· Cost/Man. Day: User fill the cost per man day. 
· Est. Headcount: User fill in how many users are responsible for the task.
· Risk: User use it to balance the est. work load field. The project Risk Factor is generally set between 1.0 ~1.5
(If project category is M&Support、 "System Support" or "Maintenance", "Risk" changes to "Adj. Factor".)
· Ext. Price: System calculate it automatically , it= Est. Work Load*Cost/Man Day
· Act. Work Load (Man.Day): System calculate it automatically, it= (its total working hours/8). Total working hours is the sum of all working hours which are filled by assigned users on weekly report page.

If project category is New Development, Optimization, Enhancement and Implementation
· Est. Work Load(Man.Day): Users fill in the Est. Man Day here
· Est. Working days: System calculate it automatically, it = Est. Work Load/Est. Head Count
· Ext. Price: System calculate it automatically, it= Est. Work Load*Cost/Man Day * risk
If project category is System Support, Maintenance, and M&Support
· Est. Work Load(Man.Day),it changes to a read-only field, it = Est Working days*Est Head Account*Adj Factor
· Est. working days: Users fill in the Est. working Date here.
· Ext. Price: System calculate it automatically , it= Est. Work Load*Cost/Man Day

[bookmark: _Toc469320711]Documents page
The page is to fill in documents completion and make documents evaluation, it is as below:
[image: ]
Here, some docs are added by default. The detail see above screenshot and user can delete or edit it according to project.

Key fields:
· Finished: If the doc is finished, user need to select ‘Yes’ here.
· Ratio: the percentage of the selected doc in all docs. Only available for general manager.
· Ratio Complete (%): if the ratio is completed filling. Only available for general manager.

[bookmark: _How_to_create][bookmark: _Toc439090031][bookmark: _Toc469320712]How to create a project
This function is to create the basic information for the project.
1. Go to Syncsoft costing System-->Project Mgt page, Click “New” button
[image: ]

[bookmark: OLE_LINK15]System will pop up Project Mgt page, see below
[image: ]
Fill in the fields per request, click “Save”, the other buttons will appear as below
[image: ]
[bookmark: Keyusers][bookmark: _Project_Task]
[bookmark: _Add_project_tasks][bookmark: _Add_tasks_to][bookmark: _Toc469320713]How to add tasks to the project
After the basic project information is created, user need to add task to the project.
There are two ways to add project tasks.
[bookmark: _Way1._Use_“Add][bookmark: _Toc469320714]Way1. Use “Add Task” to create a project task.
1) Go to Syncsoft costing System-->Project Mgt page, select the project.
2) On the pop up page, click “Add Task” button.
[image: ]


When the project Category is “New Development”,”Optimization”,”Enhancement” and “Implementation”, System will pop up Edit Project Detail page, as below:
[image: ]
· Brief Desc. It’s required, user need to fill it when the project status is creation
· Task Detail: It’s required, user need to fill it when the project status is creation
· Sched. Start Date: it’s required, it=the project’s Est.Start Date by default, user can update it.
· Sched. End Date: it’s required, it=the project’s Est.End Date, user can update it.
· Est.Work Load (Man.Day): It’s required, user need to fill it when the project status is creation
· Act.Start Date: it’s required, user need to fill it when the project is completed to complete status
· Act. End Date: it’s required, user need to fill it when the project is completed to complete status
· Act. Work Load (Man.Day): System calculate it automatically, it= (its total working hours/8). Total working hours is the sum of all working hours which are filled by assigned users on weekly report page.
· Cost/Man.Day(￥)：it’s required when user complete the project to status “In progress”.
· Risk: it’s required, user need to fill it per actual work time consumed on a project. 
· Ext. Price: System calculate it automatically, it= Est. Work Load*Cost/Man Day * risk
· Est.Headcount: It’s required, user need to fill it when the project status is creation
· EST Working days: System calculate it automatically, it=Est.Work Load (Man Day)/Est.Headcount
· Group: It’s not required, user fill in which group responsible for the task.
· Status: User need to change it to complete when complete the project to complete

When the project Category is “Maintenance”, “System Support” and “M&Support”. System will pop up Edit Project Detail page, as below:
[image: ]


User need to fill in the fields just like the project category is “New Development”, ”Optimization”, “Enhancement” and “Implementation”, except below fields:
· Est.Work Load (Man.Day): System calculate it automatically. It=Est.Working Days*EST Headcount*Adj.Factor
· Adj.Factor: it’s required, user need to fill it per actual work time consumed on a project. For example: the supporter spend 2 hours on the task every work day, then the adj.factor is 2/8=0.25
· Ext. Price: System calculate it automatically, it= Est. Work Load*Cost/Man Day 
· EST Working days: User fill in EST Working days (it almost the total working days in the year, its 227 days in 2017), system calculate out the EST Work Load (Man Day).

3) Fill in fields per request and click save

The task will be in the task list of the project:
[image: ]
[bookmark: _Way2:_Using_templates][bookmark: _Way2:_Use_‘Template’][bookmark: _Toc469320715]Way2. Use ‘Template’ to create project task.
1) Click Template button on Project detail page. System will pop up template page as below:
[image: ]

2) Select one template, click OK button. 
[image: ]

All task details in selected template are added to this project and displayed on the Project Mgt page. See below

[image: ]
3) User can edit or delete tasks as need.
[image: ]
User fill in the fields the same as Way1
[bookmark: _How_to_add_1][bookmark: _How_to_assign][bookmark: _Toc469320716]How to assign users to the project
User (Currently its project manager) need to assign the project to other users, such as developer, tester, supporter and the project manager himself (herself).
1. Go to Syncsoft costing System-->Project Mgt page, select the project.
2. [bookmark: _Add_remark_for][bookmark: _How_to_add]Click the pencil beside Assigned Users
[image: ]
3. In the pop up window, select the users need to assign.
[image: ]
4. Click Save on the Project Mgt page
[image: ]
The user will see the project assigned to him (her) on his (her) weekly report page.
[image: ]

[bookmark: _Toc469320717]How to fill in actual start and end hours for tasks
User need to fill in the actual start and end hours for each task.
1. Go to Syncsoft costing System-->Project Mgt page, select the project
2. In the pop up window, select the task need to fill in actual start and end date
[image: ]
3. In the pop up window, fill in actual start and end date
[image: ]

[bookmark: _Toc469320718]How to add remark to the project.
If there’s other information user need to add to the project, he (she) can click remark to do it. 
1. Go to Syncsoft costing System-->Project Mgt page, select the project.
2. On the pop up page, click Remark button.
[image: ]

In the pop up window, some remark topics are added by default, user can delete or edit it according to project.
[image: ]

If user want to create a new remark, click new button to create.
[image: ]
If need to show the remark in quotation, check the box after ‘Show in quotation’
[image: ]
[bookmark: _Fill_Documents_completion][bookmark: _How_to_fill][bookmark: _Toc469320719]How to fill in documents completion
User need to fill in documents completion when complete the project to complete status. 
1. Go to Syncsoft costing System-->Project Mgt page, select the project 
2. In the pop up window, click Documents button,
[image: ]

System will pop up documents window, see below.
[image: ]
Here, some docs are added by default, user can delete or edit it according to project.

3. [bookmark: _Toc439090036]Fill in docs completion
If the doc is default in the grid, select the docs and fill in the completion.
[image: ]

If the doc is not default in the grid, click ‘new’ to add docs. See below.

[image: ]

[bookmark: _How_to_Complete][bookmark: _Toc469320720]How to complete the project
User need to complete the project after complete creating.
1. Go to Syncsoft Costing System-->Project Mgt page, select the project.
2. In the pop up window, click Complete button to complete it to next status
[image: ]

Notes
Role with Analyst only can complete or cancel projects which are created by himself/herself.

[bookmark: _Toc469320721]How to view and download project plan.
1. Go to Syncsoft Costing System-->Project Mgt page, select the project.
2. In the pop up window, click “Project Plan” button.
The Software Project Plan will pop up as below:
[image: ]
User can click Excel or PDF to Customer to download the Project Plan.

[bookmark: _Toc469320722]How to reverse the Project
1. Go to Syncsoft Costing System-->Project Mgt page, select the project.
2. In the pop up window, click Reverse button
[image: ]
The project will be reversed to previous status.

[bookmark: _Evaluate_the_docs][bookmark: _How_to_evaluate][bookmark: _Toc469320723]How to evaluate the docs
User (Currently its department manager) need to evaluate the docs when it’s completed.
1. Go to Syncsoft Costing System-->Project Mgt page, select the project.
2. In the pop up window, click “Documents”
[image: ]

3. In the open page, fill in Ratio, and change score if need.
[image: ]

After save, system will calculate out the total docs score:
[image: ]


It will be shown on manager’s ‘Evaluation’ page:
[image: ]


[bookmark: _Evaluate_the_project’s][bookmark: _Toc469320724]How to evaluate the project’s timeline and project quality
User (Currently its department manager) need to evaluate the project’s timeline and project quality when it’s completed.
1. Go to Syncsoft costing System-->Project Mgt page, select the project.
2. In the pop up window, click Evaluation
[image: ]

3. In the pop up window, fill in all aspects ratios and the scores of Project Timeline & Project Quality
[image: ]
System will calculate out the total score:
[image: ]
Notes: The Scores of Cust.satisfaction survey and Self evaluation is linked from Evaluation module, (the detail see How to make Cust.satisfaction survey & Self-evaluation.) and read only here. The score of Project Documentation linked from Project Mgt-Documentations module (the detail see How to evaluate the docs )and read only here.


[bookmark: _Quotation_List][bookmark: _Toc469320725]Quotation List
Quotation List is to manage the quotation to customer.
[bookmark: _Toc469320726]Page introduction
The page is as below:
[image: ]

Key Field
· Quotation Status: Quotation have 7 statuses: pending, quotation review, final quotation, approval, gathering, complete and cancelled.
The according operation in each status please see Quotation Status and the according operation

Key button
· Quote: It’s used to select how to quote for this project , the detail see How to do quotation
· Other fee: It’s used to fill in other fee.
· Remark: It’s used to add remark for the quotation

[bookmark: _How_to_create_1][bookmark: _Toc469320727]How to fill in quotation detail
System create quotation automatically when the project is completed to quotation status. User can see the quotation on the Quotation List. 
[image: ]

User need to fill in other detail information.
1. Click the edit icon beside the quotation, pop up the Quotation detail page:
[image: ]

2. User need to fill in Approved By, Approved Date, Approved Amt in the page.
[bookmark: _How_to_do_1][bookmark: _Toc469320728]How to do quotation
User (Currently its general manager) need to quote to customer on the project.  

1. Go to Syncsoft Costing System-->Quotation List page, select the quotation
[image: ] 

The Quotation Mgt page will open:

[image: ]

2. In the pop up Quotation Mgt window, Click Quote button to open the quote window:
[image: ]
System display the quotation detail window as below:
[image: ]

3. Fill in quotation detail.
1) If quote by ‘By Project Cost’, fill in fields in above pop up window.

Notes:
· System show quote By Project Cost by default (as above)
· The Cost/Man.Day and Load % is from Project Mgt module by default, user can edit it.
· The Work Load (Man.Day) =Est. Work Load* Cost/Man.Day*Load (%)  

2) If quote by Sales Revenue , select By Sales Revenue, the window will be as below:
[image: ]
Notes:
· Total Amt=Software License Fee*Ratio (%)

3) If quote by headcount, select By Headcount, the window will be as below:
[image: ]
Notes:
· The Ext.Price=Cost/Man Day(￥)*Head Count*Working Days

After saving, the quote detail will be shown in Quotation Mgt.
[image: ]

[bookmark: _How_to_add_2][bookmark: _Toc469320729]How to add other fee to the quotation.
If the quotation item is not in the default list, user can add Other Fee. 
1. Go to Syncsoft costing System-->Quotation List page, select the quotation
2. In the pop up Quotatio Mgt page, Click Other Fee

[image: ]
3. In the pop up window, fill in the fields per request, and save.
[image: ]
The other fee will show in Quotation Mgt.
[image: ]

[bookmark: _How_to_add_3][bookmark: _Toc469320730]How to add remark to the quotation
If there’s other information user need to add to the quotation, he (she) can click remark to do it. 
1. Go to Syncsoft costing System-->Quotation List page, select the quotation
2. In the pop up Quotatio Mgt page, Click Remark
[image: ]

3. In the pop up window, fill in fields per request.
[image: ]
If check after Show in Quotation, the remark will be shown on the quotation:
[image: ]

[bookmark: _How_to_View][bookmark: _Toc469320731]How to view quotation
1. Go to Syncsoft Costing System-->Quotation List page, select the quotation
2. In the pop up Quotation Mgt page, click View.

[image: ]

The quoation view page will pop up:

[image: ]
[bookmark: _Toc469320732]How to complete quotation
User need to complete the quotation per the quotation’s procedure.

1. Go to Syncsoft costing System-->Quotation List page, select the quotation
2. In the pop up Quotatio Mgt page, Click ‘complete’
[image: ]
The quoation will be compeleted to next status.

[bookmark: _Toc469320733]How to cancel quoation
1. Go to Syncsoft Costing System-->Quotation List page, select the quotation
2. In the pop up Quotatio Mgt page, Click Cancel

[image: ]

The quotation status will be cancelled.

[bookmark: _Weekly_report][bookmark: _Toc469320734]Weekly Report 
[bookmark: _Toc469320735]Page introduction
On this page, user fill in how many hours he/she contributes to projects.
The page is as blow:
[image: ]
Key fields
· Week column: This column is to display the sum of working hours which current user fills in for this project. The column name is changeable. It’s the selected options of “Week” in search area.  For example, select “39W (09/20/2015-09/26/2015)”, then column name is “39W (09/20/2015-09/26/2015)”. 
· Total working days: its unit is “Day”. The value = value in week column/8.
[bookmark: _How_to_do][bookmark: _Toc469320736]How to do weekly report
1. Go to Syncsoft Costing System -->weekly report page. 
2. Select one project and click week hyperlink, System will open working hour page, see below.
[image: ]
3. Fill in the Working hours in above page and save. The working hours and days will be in the grid

[image: ]

Click Excel button to export the report by excel, the exported excel format is as below 
[image: ]
[bookmark: _Toc469320737]Evaluation
[bookmark: _Toc469320738]Evaluation Report
[bookmark: _Toc469320739]Page Introduction
The Evaluation report is to ask for Cust.satisfaction survey & Self-evaluation, the page is as below:
[image: ]
Key fields
· Type: User select ‘Cust.satisfaction survey’ or ‘Self-evaluation’ here.
· Glossary: User select which score glossary here. 
· To: User open the pencil icon to select who evaluate the project.
· Email content: This is the content that will be sent to selected persons. User can edit the content as need, but do not change the fields in {}.
Key buttons
· Save email as template: If user need to keep the updated email content as template, click this button.
· Send email: User click this button to send email to the selected persons to ask for evaluation.
[bookmark: _Toc469320740]How to ask for Cust.satisfaction survey & Self evaluation
1. Go to Syncsoft Costing System --> Evaluation report, select a project and click email, 
[image: ]

2. The evaluate window will open, user fill the fields per request
[image: ]

Then click Send Email.
The selected persons will receive the email that ask for evaluation. 
[image: ]
On their evaluation reportevaluation page, they will see the project(s):
[image: ]


[bookmark: _Toc469320741]Evaluation
[bookmark: _Toc469320742]Page Introduction
It’s where user evaluate the project. The page is as below:
[image: ]

[bookmark: _How_to_make][bookmark: _Toc469320743]How to make Cust.satisfaction survey & Self-evaluation.
If user receive the email for evaluation, he (she) need to evaluate the project on syncsoft costing system.
1. Go to Syncsoft Costing System -->Evaluation ReportEvaluation page, select the project and click Evaluate.
[image: ]

Below page will open:
[image: ]

2. Give scores:
Click the score level for all items on this page:
[image: ]


3. Enter Comments & suggestion
[image: ]

4. Submit:
[image: ]
The Average score of Cust.satisfaction survey & Self evaluation will be on project evaluation page:
[image: ]
[bookmark: _Cust.satisfaction_survey_&][bookmark: _Toc469320744]Accounting
[bookmark: _Toc469320745]Payment Process
[bookmark: _Toc469320746]Page introduction
It is used to record the payment that customer paid to Sync Soft Company. It is as below:

[image: ]
Key fields
· Status:the payment has 2 status, unpaid and paid.
· Ratio(%):It’s payment percentage.
· Issued Ammount:= Approved Amt*Ratio(%)
[bookmark: _Toc469320747]How to add payment to the project.
1. Go to Syncsoft Costing System -->Accounting-->Payment Process page, select the project and click ‘Add payment’
[image: ]

The payment detail window will pop up:
[image: ]
2. In the pop up window, fill in the fields per request.
[image: ]
After save the payment detail, there will be a ‘+’ before the project ID in the grid of Payment Process page:
[image: ]
Click ‘+’ can see the payment detail.
[image: ]

Notes:
· Total paid amount=Total Issued Amt. of the payment that the status is paid-Total Deduction of the payment at both paid and unpaid status. =Total Revenue (in revenue outlook page)

[bookmark: _Toc469320748]Expense List
[bookmark: _Toc469320749]Page introduction
It is used to record Sync Soft Company’s expense, the page is as below:
[image: ]

[bookmark: _Toc469320750]How to record expense
1. Go to Syncsoft Costing System -->Accounting-->Expense List, click New
[image: ]
 
2. In the pop up window, fill in the fields per request.
[image: ]
After save, the total expense of each year will be shown in the report Profit and Loss Report
[image: ]

[bookmark: _Toc469320751]Running Account
[bookmark: _Toc469320752]Page introduction
[bookmark: OLE_LINK3]It is used to record the receivement that Sync Soft receive. The page is as blow:
[image: ]
[bookmark: _Toc469320753]How to record running account
1. Go to Syncsoft Costing System -->Accounting-->Running account
2. Click ‘New’
3. In the pop up window, fill the fields per request
[image: ]
 
[bookmark: _Toc469320754]Outlook
[bookmark: _Toc469320755]Revenue Outlook
It is to report the revenue of Sync Soft Company. The page is as below:
[image: ]
Notes: The Total Rev. (￥) =Total paid amount (on Accounting-->Payment Progress page)

[bookmark: _Toc469320756]Project Progress Outlook
It is to report the projects’ progress:
The page is as below:
[image: ]

Click the Project name link, can see how many time spend on each tasks:

[image: ] 

And click the hours, can see who spend time on the task:
[image: ]
 
[bookmark: _Toc469320757]Profit and Loss Amount
It is to report Syncsoft Company’s profit and loss 
[image: ]
Notes:
· Total Development Rev. = Total Rev. of the project that the category is New Development, Optimization, Enhancement and Implementation 
· Total Maintenance Rev. = Total Rev. of the project that the category is Maintenance, System Support, M&System Support 

[bookmark: _Toc469320758]Po Summary Outlook
It is to report the scores and participants of the projects, the page is as below:
[image: ]

Click the project name can see the detail scores 
 
[image: ]

The project participants(项目参与人员) are in the bottom of the page:
[image: ]
[bookmark: _Toc469320759]Project Hours
It is to report how many hours spent on the projects in each week.
[image: ]

User can select weeks in search fields Start Week and End Week.
[image: ]
Click the Project Name to see who spend hours on the project.
[image: ]

[bookmark: _Toc469320760]Organization Hours
This page is to report how many hours each users spend on projects.
[image: ]

User can select week in search fields Start Week and End Week.
[image: ]

Click user name can see he (she) spend time on which projects:
[image: ]




















[bookmark: _Toc469320761]Appendix
[bookmark: _Project_status_and][bookmark: _Toc469320762]Project status and the according operation  
	Status
	Operation
	Operation module
	Operation Manual link
	Responsible Person

	Creation
	Create a new project in Project Mgt page, Fill in basic information, Add tasks、Remarks、Docs completion to the project.
	Project Mgt
	How to create a project;How to add remark to the project;How to fill Documents completion
	Analyst or PM 

	Quotation
	Make quotation in Quotation list page
	Quotation List
	Quotation List
	General Manager

	

In Progress
	Assign users、follow the project and update the actual start date and end date.
	Project Mgt
	How to assign users to the project:How to add actual start and end hours of tasks
	Analyst

	
	Fill in working hours
	Weekly report
	How to do weekly report
	Users

	Complete
	Complete the project when it finished.
	Project Mgt
	How to Complete the Project
	Analyst

	Cancel
	No operation
	
	
	




*PM=Project Manager
















[bookmark: _Quotation_Status_and][bookmark: _Toc469320763]Quotation status and the according operation
	Status
	Operations
	
Operation Manual link
	Responsible person

	Pending
	Fill basic information, such as: payment term, product fee.
	How to create quotation;How to add Other Fee to the quotation; How to add Remark to the quotation
	                           General Manager

	Quotation Review
	Review the quotation 
	How to View the Quotation
	                               General Manager

	Final Quotation
	Quote to customer, Fill in Approved By, Approved Date and Approved Amt 
	How to create quotation;How to do quotation;How to View the Quotation
	                            General Manager

	Approval
	Just complete(If approve)
	
	                            General Manager
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	                               General Manager
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	Evaluation content	
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Costing项目创建FAQ 
对于持续开发的项目，如何填写Task Detail和Brief Desc.
· 对于需求的点比较碎片化的情况，可以参照付秋菊的ROM持续开发-2017项目。
[image: ]
但以下再优化一下：
Task Detail: 这次发布的主要功能。如付秋菊的截图的这一项，建议作以下改动。
[image: ] 
· 对于需求点比较大的优化项目。可以参照老程的WMS项目DQ-2017141。
[image: ]
因为需求点比较大，基本上一到两个版本来完成，这种情况下可以参照老程的WMS项目来填写Costing里的项目。
Task Detail: 根据用户需求的功能点来填写。
对于新项目,优化项目,如何填写每个需求项目的关键字段。 
[image: ]
1. Est. workload (Man days) 是指一个人做这个项目需要花的天数。是根据需求的功能点预估出来的时间，按每天8小时预估工作量。
2. Est.Headcount: 预计在这个需求上投入的人数。
3. Risk:   预计工作量的风险系数。最低为1,最高不超过1.5
4. Sched. Start Date and Sched. End Date: 预计开始时间和预计结束时间。默认为Project的预计开始、结束时间。项目经理须根据实际情况更新。
5. Act.Start Date and Act. End Date:  实际开始时间和实际结束时间。这个需求结束的时候，必须要填写。请项目经理根据实际情况填写。
当填好Act. End Date的时候，Status要相应的从Open改成Close.
6. Group: 不必填项。
7. Status: open and close。
Open--需求进行中，系统默认open的状态。
Close--这个需求结束了。需要手动从Open改为Close
对于维护项目,如何填写每个项目的关键字段
[image: ]
1. [bookmark: _GoBack]Est. workload (Man days) 是指一个人做这个项目需要花的天数。维护项目中这个字段是系统自动计算的。计算的公式为：Est.Working days*Adj.Factor*Est Headcount. 
2. Est.Headcount: 预计在这个需求上投入的人数。
3. Adj.Factor and Est.Working days的填写。
  Adj.Factor:  调节系数。这个字段用来调节Est.Working days。对于维护项目来讲，维护项目是全年要进行的。所以Est.Working days默认为全年，即260天（去掉周末）。Adj. factor 是指一天中花多少小时用于这个项目。如一天（全天按8小时计）有1小时用于这个需求上，即Adj. Factor=1/8=0.125
这个预估的时间可以根据历年的经验值或者由上级主管直接指定这个维护项目标花费的时间目标。
4. Sched. Start Date and Sched. End Date:预计开始时间和预计结束时间。默认为Project的预计开始、结束时间。项目经理须根据实际情况更新。对于维护项目，通常为一年。
5. Act.Start Date and Act. End Date:  实际开始时间和实际结束时间。对于维护项目，默认为一年。
当填好Act. End Date的时候，Status要相应的从Open改成Close.
6. Group: 不必填项。
7. Status: open and close。Close--这个需求结束了。需要手动从Open到Close
Open--需求进行中，系统默认OPEN的状态。

项目的状态
1. Creation:  项目经理需要操作的状态。需求TASK创建完成后，可以点击Complete Button直接推进到到下一步。
2. Quotation：这个需要报价的状态，现在由JEREMY和JESSIE负责。
3. In process：这个状态表示项目开发状态。
4. Complete：项目结束。
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Project Name: EECé&IA Project Category:  Maintenance Project Manager:  August Ding
Type: Cust. Satisfaction Survey Glossary: Customer Satisfaction Sur

Email Subject: |

T/

Email Language : English Save the email as template Send Email

Email Content

*Note - {UserName} {ProjectName),EvaluationUrl are dynamic value , please don't change their formats when you edit the template.

<

Dear {UserName} ,

We are in the process of conducting evaluation for{ProjectName). We would like to hear from your feedback for our working on this project, We thank you in advance for your time and efforts.

Please click below link to conduct the evaluation in our Costing System,

{EvaluationUrl)

You will be required to use your EEC user ID to login to Costing system to complete the evaluation process. If you do not know your EEC user ID , please contact EEC Help Desk.

Once you log in to Costing system, please follow the simple step 1-2-3-4 below to complete the evaluation process.

1. Select < Evaluation> tab on the left hand side of the Navigation menu, dlick < Evaluation> to start.




image65.png
Evaluation Report

Project Name: Project ID: Project Category:

Evaluation Status:

Project Manager: Vear: 2016

(et [ conpee |

o

Project Project Evaluation Evaluation
ProjectName  Project ID. Year Updated Date
Category. Manager Status SelfiCust. List

EECiER DQ-2016117  Maintenance ~ AugustDing 2016 Open 8331859 » 10/09/2016
Evaluation
SSBMDEEM DQ2016011  M&Support  VicCheng 2016 Pending 000|000 w0 10/09/2016
Evaluation DQ-2016084  Maintenance  Laurie 2016 Pending  000]000 w0 10/07/2016
maintenance
and Support
[ EECUSRFTS DQ-2016116 New AugustDing 2016 Open 8381800 » 10/07/2016

Development

O ThoERA DQ-2015076 New Jevo 2016 Pending  000]000 w0 10/07/2016
Development




image66.png
Project Name: EECHIR Project Category:  Maintenance Project Manager:

Glossary: Customer Satisfaction Sur|

Type: Cust. Satisfaction Survey
Email Subject:

To: - hulinjuan@scmhome.com,sunligang@jlachina.com

Save the email as template [l Send Email

Email Content

Email Language : Chinese

*Note - {UserName} {ProjectName),EvaluationUrl are dynamic value , please don't change their formats when you edit the template.

S=ZA9{UserName}

Auqust Ding

SRS ProjectName) FRTEA TAERYREEBNTIEGS | TS DASAFREhB A5 ER MR, Hh 7RSS r RE LIFSRNEE , LUVSSSFiairnF , Msss FEs

SR ARTIRR TS, (RIAEE A R B S a9iRss .

{EvaluationUrl)

IR, BAEEEGRCostingFt , Costing RARIAFE R ERRESIEECHIKS 2 —HE.
AHEHERRFE RS ©

BRE , BSOS EBEERICosting RANNHETAME | SRR THEEHTIFEG ©




image67.png
2016710710 (B 13116
EECHelpDesk@eecsystem.com

EETECEPTEETFE
To phosbetest@jachina.com

FEM Pei Lei

FEINE BEC iRt TAERVEN IS JIZIAE EETERMIENBT SHER EETT, HTRELETHAENTHEERNRE, WRESEFORGIHINOTE,
SRk s T BRSBTS . NS ERENTARERNEEERORS .

http://192. 168. 20. 44/Pro jectManagement//Evaluation/EvaluationView
PR, ESRRBEER Costing YL, Costing REHIA 1L RERRMEH BEC MIKS RB—H¥8).
AAERPERE.
BRE, RHHEHEE Costing REMENE; HIFITERATIFE.

D AEEAFHAE “Evaluation” —I, FAPER, TEF QL ETRBFENTE.
2) WEFHERE, Had HE7 B0, THMEEER.

3) BEEHTNASHENSRI, TRESE “RE” .
2 WALIRE, s 98" #H, 1





image68.png
Evaluation

B RESE:
e [ [ s |
BEER HE&S pi=E=:) HESE
O Eecgm DQ-2016117 EFEEEAES Maintenance August Ding Open.

Evaluation

y List

Maintenance





image69.png
ct Mgt Evaluation

Quotation List RS THESE ros
! FEER FEEE

[ eec DQ-2016117 ErREERE Maintenance August Ding Completed

unin [ DQ-2016117 REFET Maintenance August Ding Completed

Evaluation

Evaluation Report

Evaluation





image70.png
Evaluation

Evaluation

y List

Evaluation

EECHER

DQ-2016117

EFREEAS

Maintenance

August Ding




image71.png
Project Name: EECR Project Manager:

Evaluation Type: Cust. Satisfaction Survey Status:
Evaluation Criterion: Level  Evaluation Level Desc. Level Score Desc.
A Verysatisfied /Excellentyvery likely Ad<AZ<A2<AT
8 satisfied/Good/Likely B4<B3<B2<B1
C Acceptable / Fair, Need Improvement/Just Okay caccaec<cl
D Ppartially Acceptable/Below Average/Must Improve D4<D3<D2<D1
3 Disappointed /Not Acceptable/Poor E4<E3<E2<E1
Evaluatior
. Grade E2_El D4 D3 D2 C4 C3 C2 C1 B4 B3 B2 Bl
1 Overall how satisfied you are with the project result ? (10%)
2 Overall, do you think this project completed in good quality ? (10%)
3 Ifthe project is completed according to schedule ? (10%)
4 Ifthe project we have done for you completes what you needed &
requested for? (10%)
5 Overall, how do you feel about the project implementation and
Training process ? (10%)
6 Overall, how do you feel about the capability of the people you
worked with ? (10%)
7 Have we keep you posted on the progress of the project ? (10%)
8 If our Analyst / PM is patient in listening to you and detail to work
with ? (10%)
9 If our Analyst easy to work with and talk to ? (10%)
10 Would you like to use the same Analyst on other project again ?
(10%)
< >

Comments & Suggestion:
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payment
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