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Background

oRooster is a business process and
resource management tool.

Manage all your entities, projects, and

Dy ODSfer\ tasks in one place. Customize projects

and collaborate with others.

From building the team to paying the invoice,
do it all on oRooster.




Business Intelligence

Work Group

*Manage multiple entities under one
account
eEasily switch between work groups

eAdd members for cross-functional
team collaboration

Project Management

eDashboards to measure productivity eManage the full lifecycle of a project
*View progress per individual task or *Create milestone-based deliverables

overall project
*Resource utilization insights

Invoice Management

eEasily create an invoice from
approved timesheet

*View all actioned invoices in one
location

*Manage merchant accounts for
payment

eEasily assign and create member
tasks

Resource Allocation

Efficiently manage resources per
project

*Set budgeted costs and hours per
resource

Time Management

*Clock in/out or enter time per task
eEnter time as billable or non-billable
oSubmit timesheet to be actioned

Background




Registration

Get access to oRooster by creating your user account using the following steps.

Go back menu



Registration

To register for an oRooster account, go to the site (orooster.com), and click on
the “Get Started” button in the top right corner (highlighted in red below).

Go to oRooster’s site

D ? Oosf-ér\ About Features Pricing Support

oRooster is your full-cycle business
management solution

Why oRooster?

Feeling overwhelmad by all the moving parts of your next project? Trying to access important information in one place?
Nesd to make better-nformed business decisions?

We've been there.

That's why we designed cRooster: 1o make life easier for users just like us who are juggling multiple responsibilities every

single cay
Starta Landa
work group project
Learn from Build your
your data team

Go back Submenu



Registration

Enter user info Enter your name, personal email, mobile number, and a password to register.

'@ oRooster - Register X + — o X

5 C O B o~ httpsy//orooster.com/Account/Register

Register

Since you can access multiple work groups
and projects on oRooster, we ask you use a
personal email address that's not tied to a
current company's account.

-

oroosterdemo@gmail com

To ensure security, we ask for your email
and mobile number to perform a 2-step

R - oooooocoooooooonos. @

verfication process.

2

To create your account, you must:

1) Check this box once you've agreed to the
terms and policy (the white box will fill in

with blue and a check mark - as shown), and Lastly, click “Create a new account” once

2) Check the box below that to verify you're youveiicd ot all tHeboxes above.

not a robot.

Already have an account? Login Here




Option 1: Via Text

Welcome to oRooster

I=' ...+ iwwo" enter the
code 586402 t - complete
yuo. T7Z 2L auon. Notes:
An email has also been
sent. To make sure you
receive email from
oRooster, please add

Enter this code on the
oRooster website to
verify your identity.

to
your address book,

Outlook 'Safe Senders
List' or to your 'White List'.
Please mark as safe if it's
in your Junk folder.

SO0

Account Confirmation

Prease enter the confrmation code sent to the phone x
number you provided. Or you could click on the
verification emall sent to your emall acdress. if you find
our emall In your junk madl please add us 10 your safe
e list

+ Verity

ancel

Farget vonfirmation cude? Resend §

Registration

Confirm identity There are 2 ways to confirm your identity: via text or email. Use the code sent in a text
message, enter it on the oRooster website and click “Verify”.




Registration

Confirm identity If you're verifying your account via email, click the “Confirm Email” button that will take
you to a confirmation message on oRooster's website.

Option 2: Via Email
Welcome to oRooster! Confirm Your Email inbox x s 2
oRooster <sender@orooster.com> 11:09 PM (2 minutes ago) Yy 4

tome -

o™¥ooster

You're on your way!

Hi John,

Lets verify your email address. By clicking the "Confirm Email" button below,
you are verifying this email address for your oRooster account.

Click “Confirm Email”

to verify your identity.

Go back Submenu



Registration

Confirmation Once the account is verified, you should see the following confirmation message, and

can continue to the home page or login page.

C O B https://orooster.com/Account/ConfirmEmail?uid=RNpQ12UkZUsTmuCpaaAveulYSZP/mNzHPrrUDFUGK2CTNBawGXojg 90% {} ()

Account Confirmation

Email Verification

Email Confirmed : COMPLETE




Work Group

Work Group operates at the company level. Keep all your clients, projects,
and team members together so you can manage your business.

Go back menu



Work Group

Create a Private Work Group

Navigate to the left navigation menu, and click on “Work Groups” to go to

Navigate to “Work Groups”
the “Work Groups” dashboard.

*¥ oRooster - My Page X + = 2 X

“— %) O 8 https:/orooster.com/MyApps 90% 17 )

0? DDS"'EP — [# QuickAction L3 /ﬁl\ e

> > My Page ¥ My Page Groups

= Work Groups

A e >
y Page -
All Work Groups Task & Timesheet of === Schedule al=ty PassVault )
: &
B Contacts Summary 0 0 == 0 1
I nb: » ork: 0 Task liday: 0 Other: 3 S portant ublic:
- Dwned T Mambec of:- O Inactive: 0 Billable: 0 Nonbillable: 0 Work: 0 Task: 0 Holiday: 0 Othe Categories: 1 Important: 0 Public: 0
Task Board
* Favorites >
Upcoming Schedules | Notifications
E
Utilization no schedules found

oRooster Wallet o
0 0%
Average Hours Per Week: 0 hrs

Accumuiated oRooster Earnings

: Active Tasks
Projects This Year
Hours

no task found
Help O v

Go back Submenu



Work Group

Create a Private Work Group

. Select “Add Group”. Enter a work group name & description. If you want to be added as an
Enter Work Group info P group prion. 1Y
active member of the group, select “My Group Member Status”. Click “Save”.

1 oRooster - Groups X +

5
2 Add New Group
oRooster - Groups
v

X
O ﬂ https://orooster.com/oApps/Groups

W% Ty ® =

D? DDSfméP — [# QuickAction S -\ °
Although you can use the same
g Work Groups > Work Groups M My Page Work Groups

group name, it is NOT advised
Group Description since it often causes confusion.

B contacts 1 Work Groups Your Roles: 0 Member 0 Administrator 1 Owner Y However, if you d like to Change it

later on, it can easily be done by
@ Task Board

/ﬁ‘ My Page >

clickeding the ellipses next to the
= Group’s name.
. ik Orooster_demo, :
*Favomes > O P
22 Members i Projects *2 Clients
2 4 1

Logo Url

My Group Member Status:
Cancel ‘ Save ’
Help © v

v

Go back Submenu



Work Group

Create a Private Work Group

Once your work group is created, you should see the view below. And now you're
Work Group created y IroEP y g
ready to move on to the next steps!

ol oo s
= ps X - = () X
oRooster - Groups P

e C O 8 nhttps//orooster.com/oApps/Groups 0% Y )

D’Qoos‘l"‘ép = [# QuickAction “ n e

£ Work Groups > Work Groups @ MyPage ~ Work Groups
/ﬁ{ My Page >
B Contacts 2 Work Groups Your Roles: 0 Member 0 Administrator 2 Owner Y
[-j Task Board
*Favomes > fiamay; Dimer 6 : woe  Orooster_demo, & #
g Owner .
22 Members i Projects *2 Clients 22 Members i Projects 2 Clients
1 0 0 2 4 1
) D rou,
Help © v

Go back Submenu



Work Group

Invite Users to Work Group

Navigate to left navigation menu and select “Work Groups” drop-down. Click on work
Select work group

group name to go to the work group’s details.

" oRooster - My Page X + - (] X

“— C O B https//orooster.com/MyApps 0% ¥ @

O Q ODSféP — [# QuickAction L o\ °

fir My P
g Work Groups My Page ' My Fage Groups
2\ vy p >
y Fage
" All Work Groups Task & Timesheet o == Schedule “ PassVault
7 &8

B Contacts Summary 0 Q == 0 1 !
- Owned:2 Member of: 0 Inactive: 0 Billable: 0 Nonbillable: 0 Work: 0 Task: 0 Holiday: 0 Other: Categories: 1 Important: 0 Public: 0
Task Board
* Favorites >

Upcoming Schedules Notifications

P @ My Page Groups

= Work Groups

.m All Work Groups

Task & Timesheet of o= Schedule “ PassVault

Orooster_demo of E== E
/A‘ s 5 Summary 0 O comg 0 1 L

i illable: 0 Nonbillable: w Task: - 0 Othe ate : r Publ

Duned? Memberof-0 Inactive:0 Billable: 0 Nonbillable: 0 ork: 0 Task: 0 Holiday: 0 Other Categories: 1 Important: 0 Public: 0
B Contacts
[E] Task Board Upcoming Schedules © Notifications )
* Favorites > B
Utilization no schedules found

Go back Submenu



Work Group

Invite Users to Work Group

We recommend creating Teams and categorizing members into Teams. To do this, select
Add Members
Team & Members card. Then, click on Add Members*.

*¥ oRooster - Demo X + = X
- G QO B https;/orooster.com/oApps/GroupDetails/37 0% ¥ @ =
~

D? DDSFéP = [# AQuickAction S s 0

g Work Groups > Demo ) My Page Work Groups Demo
Owner
/ﬁ\“ My Page >

B Contacts Projects Time & Invoices (monthly) eams & Members Company & Clients
mEE
- 0 OO 0 0&1 0&0
Task Board L 1] ]
o Tasks: 0 Members: 0 Unsubmitted: 0 Submitted: 0 ive: 1 Inactive: 0 Company: 0 Client: 0
* Favorites >
Derninnte Tranlar % Inunina Ciatun a 1tilimatinm Aliant Draiantes

Teams & Members @ My Page Work Groups Demo Teams & Members
m Demo (Owner)

Demo

g Work Groups >

no team found

/h‘ My Page >

B contacts Work Group Members ﬂ Add Member [

* Note: By default, the owner of the work group will already be added. Go back T bmenu

Task Board



Work Group

Invite Users to Work Group

. At least enter the member's role, member type, whether they're an “Active Member”
Enter member info
(toggle to right to switch to “Yes”), email, phone number, and the Approval Manager.

Click “Save” to send the invite.

Invite New Group Member X

Role * Active Member Active member will default to “Yes”
P . @ when the member accepts - you
can always set to “No” afterwards.

Owner: Complete control over project

Administrator: Invite members, create

and assign tasks, oversight on Task Board s s . i
Employee v 40 S
Contributor: View tasks, and Task Board
Email *
Member: Oversight on project, no control oroosterdemo@gmail.com
Email and phone number will be
Phone Number * (Numeric Only) used to activate the member.
9255794286 3
Hourly Rate Title
20 o Demo

Approval Manager *

John Doe v

Teams

Cancel Save

Go back Submenu



Work Group

Invite Users to Work Group

An invitation has been sent to the invite the member. You will see “Pending Confirmation”
Member status

until the member accepts the invitation.

"¥ oRooster - Demo x F — X
& C Q88 https://orooster.com/oApps/TeamsAndMembers/37 80% 97 =
~
s ra
oYooster = @ SR
Teams & Members fit My Page Work Groups Demo Teams & Members
m Dema (Owner)
Demo

-
3= Work Groups >

no team found
ﬁ My Page >
B Contacts Work Group Members PR Add Member
Ij Task Board

10
* Favorites ?

T MEMBER PHONE TEAM TITLE PROJECTS UTILIZATION
: Email sent: E'ending Confirmation (Member) 2330241648554 Demo 0 0%
b oroosterdemo@gmail.com
§ +233501064139 0 0%
o oroosterdemo@yahoo.com
Showing 1 to 2 of 2 entries -
Help © + »

Go back Submenu



Work Group

Accept Work Group Invitation

. . Accept the work group invitation by following the link sent to your email
Receive an email or text P group y g y

address or your mobile phone.

oRooster - Demo Group Invitation insex s 2

John Doe's invitation to
John Doe <sender@orooster.com= 12:45 AM (3 minutes ago) TT & : jOir‘ Do vl unoontarl
o Jse Code 744985; via

o¥Yooster

Nu.c=: An email b=~ 50
been sent. To make sure
you receive email from
oRooster, please add

Hella! to
John Doe wants to invite you to join group Demo on oRooster.com. See below your address bOOk'

for a summary about this group. Outlook 'Safe Senders
List' or to your 'White List'.
Please mark as safe if it's
Code: 744985 in your Junk folder.

Group Invite!

Click the link below and enter the following details to accept this invitation.

0O® Q@




Work Group

Accept Work Group Invitation

G g s First, log-in*. Then, you'll see “Accept or Reject Invite” pop-up - click “Accept” to accept
Accept invitation g Y prorTe Pop-iP P P
the invitation to the given work group.

G Google Account X M oRooster - Demo Group Invitat X " oRooster - Group Invite X + == (5 X
C QO 8 https //oroosterwebapp-testazurewebsites.net/Account/ConfirmGrouplnvite w5 8 =

0’{ DDS‘F&P — @ GQuickAction oo @

g Work Groups > Gl'OUp InV|te ) My Page OApps Group Invite
/A{ My Page >
Accept Or Reject Invite
B Contacts
== Confirm group invitation from Demo Work
Task Board

Group.

* Favorites >

‘ Accept I Reject

Help © v

* Note: Your user account log-in does not have to be the same as the invitation email account. Depending on which oRooster account you log-in to accept the

invitation, that will be the account associated with the work group. If you do not have a user account, refer to slides on “Registration”. Go b ack Su bm enu



Work Group

Accept Work Group Invitation

. Once you've accepted the invite, you should see the view below. And now you're ready to move
Confirmation
on to the next steps!

M oRooster - Demo Group Invita: X ¥ oRooster - Group Invite X + — X
— (& O B hitps//oroosterwebapp-test azurewebsites net/Account/ConfirmGrouplnvite bg =
~
BETA
— e g 15\
oYooster = @ e 0@
: a .
g Work Groups > Group anlte far My Page oApps Group Invite
/h‘ My Page >

Task Board

2 My Page

* Favorites >

Help © v

Go back Submenu



Work Group
Company & Clients

Select Company & Clients card*. Then, click on “Add Company” or

Select “Company & Clients”

“Add Client” depending on your need.

oYooster = @ SR -

Demo
o
Demo
Projects Tiene & invoices (menthly) Teamns & Members
3 H ) 0&2
£ ok > b1 1 1
A 4 305 L 0
G Group Access >
A My Page > Projects Tracker - Invoice Status A Utilization
B Conta ® This Wesh ® T -
3| Task B
-3 o

Here, you see 2 sections: Companies
and C|Ien'[S ThIS gIVGS yOU the ab'llty Company & c"ents W My Page Work Groups
to view all clients associated with this e

work group, and who they work for.

ScrumPoint LLC Clients & Companies

= Work Groups 10
/ﬂ‘ My Page > ! COMPANY NAME EMAIL PHONE NUMBER COUNTRY ADDRESS ciry POSTAL CODE WEBSITE
B Contacts H Amazon Inc us Seattle WWW.amazon.com
[ Task Board i Microsoft us Redmond
* Favorites > i SeaGen GH Seattle
i WMI Worldwide Inc.

Showing 1 to 4 of 4 entries

Go back Submenu



Work Group

Company & Clients
. Enter the company or client name (required), but choose if you'd like to include their
Enter details ' . , | |
contact information, location, and other relevant information.
New Company Add New Group Company X New client Add New Group Client .
Company Name * Client Company Title
Tip: Enter the company first so Select Selufpely from Sekettomeen Y
It Wl” appear |n the drop_down Main Email the dfOp‘dOWD Ilslt. Then; First Name * Last Name
menu for client information. enter person you'd like
to add to the group Phone Number oRooster Handle
Phone Number
Country ™
- Select Country - v
Country
Address ~ Select Country - v
City Postal Code State
City Pastal Code State
Website
Website
Birth Date Paint of Contact
mm/dd/yyyy [m] v
Notes

Gance\ Save
— Go back Submenu



Project Management

Within your work group, you can create a project and then manage all aspects of it.

Go back menu



Project Management
Create a Project

" . Add a project and keep track of all aspects of the project from people
Navigate to Project dashboard Pl P g Pl PEop
involved, dates, budget, and status! To begin, navigate to a specific work

group, and the click the “Projects” card. Once on the Projects dashboard,

click on the “Add Project” button on the top right.
[ Yoo

€ > C @ oroosterwebapp-test.azurewebsites.net/oApps/GroupDetails/88 QA B % » ﬂh Paused

3% Apps W oRooster-Login-Pr. "W oRooster - Login-Test () Summary - Overview

Reading list
BETA
oYooster = @ : 4 @
Demo @& My Page Work Groups Demo
m Ouner
Demo
Time & Invoices (monthly) Teams & Members Company & Clients
00 @
g Work Groups > 0 ® 0 & 2 e = 1 & 1 7
Unsubmitted: 0 Submitted: 0 Active: 2 Inactive: 0 Company: 0 Client: 0
/ﬁ* My Page >
B Contacts Projects Tracker ~ Invoice Status - Utilization A Client Projects ~

Proj

f MyPage Demo  Projects

m

Add Project
Demo

Show only projects you belong to

Work Groups >
In Progress - 0 Proposed - 0 On Hold - 0 Closed -0 Completed - 0 Deleted - 0

= Go back Submenu

R

My Page >



Project Management
Create a Project

. . The only required aspect is to name* your project, but from there you can
Enter project details YT P YOHT PTol Y
personalize it to fit your needs.

Add New Group Project X
Project Name *
Demo Project
Project Client Budget
John Doe v 50000 =
Project Owner toggle must be on ProjectOwrser Project State
(switched to the right) for the Project M| Ao FrolCwnesaa Memies On Time & Within Budget  ~
Client (i.e. John Doe) to be added in John Doe v
this project. Otherwise, a user can
. Start Date End Date
create a project for someone else
. . PR 01/27/2022 10/27/2023
without having them stay in it. a o
Project Category Project Status
~ In Progress ~
SOW Number PO Number
0000 X000

Notes

This is a demo project]

cance'

* Note: Once a project is created, the details can be updated throughout any point of the project by selecting the ellipsis to the left of any project.
0 back Submenu



Project Management
Create a Project

Confirmation Once the project has been created, you can see it on your project’s dashboard as shown below.

Add New Group Project X
Project Name *
Demo Project
Project Client Budget
John Doe ~ 50000 -
Once a project iS created, Project Owner Project State
the details can be updated ) Ao o Ovinex s tembee On Time & Within Budget v
throughout any point of John Doe v
the project by selecting the
. . Start Date End Date
ellipsis to the left of any
. 01/27/2022 10/27/2023
pI'OJECT. e =
Project Category Project Status
~ In Progress ~
SOW Number PO Number
RAHK OO0
Notes

This is a demo project]

Cancel
Go back Submenu



Project Management
Add Resource Type

Select “Add Resource Type" As outlined previously, navigate to the Project dashboard, and select
a specific project. Then, select the “Resource Type & Milestones”
card, and then click on “Add Resource Type”.

- A s A
oYooster = e SO N -
= Project Detail
L
Dyio Demo Project
Chormz: Jubn Fos Tota! Tasks b Completed Task Overdue Task Task Bucket
SE 2 M o 0% 1
= we > Percent Complete
> Target Budgat Actual Sp
A My Pag ’ 50000 0.00
a U <500 2 29 1 /| 0
C

Resource Type

RESOURCE TYPE MEMBERS HOURS

0 0.00




e Enter project’s resource type details

Project Management
Add Project Milestones

To add a new project resource category, you must enter
the resource type's title. Option to include the hours and
amount budgeted per resource, as well as any notes.

Click “Save” to add the new project resource type details.

Add New Project Resource Type




Project Management
Add Project Team & Members

To have a company, you need projects which means you need members to be a

Add project member
part of that project. Navigate to the Project dashboard (reference 4a), and select

a specific project. Then, click the “Members” card, and select “Add Member”.

oYooster = 2w B -

Project Detail
prig

Demo

Demo Project
Chart Joh Do Total Tasks 2 Completed Task Overdus Task Task Bucket
Owrwe: Jehn Dow v i g
2 0% 0% 1
== otk Groups > Pescent Complete
=
a Group Access > ;'8';;;’""
e 1 9 0
ﬁ My Page > e
B contacts
J Pakhoet Member Details P
*r Favorit >
TASKS RATE HOURS COST
5 0.00
i
Click here to navigate quickly : . 0

to the project’s Task Board.

Click the trash icon to delete
the project.

Click the pencil icon to edit
the project details.

Go back Submenu



Project Management
Add Project Team & Members

. Select from the drop-down list which member you would like to add. From
Enter member details P d

there you have the option to select their resource type, rate, and maximum

hours allowed. Then, click “Save” to add or save any edits to the member (you
will see a green pop-up at the top of the project dashboard page to show you've

successfully added or updated a member to the proect).

Add/Edit Project Member Add/Edit Project Member Add/Edit Project Member

Project Member Project Member *

A user must be a
member of the work member search
group to be added P Select &
to a project.

T W
oject I Pro
0.00 = 00
Max Hours Allowe Kwabena Max Hours Allowe:
0.0 Kwame -
Kerry
Cam:el Save @ Canc I.

Project Detail

B

Demo Project

Clanc John Doe al ” Completed Tack n Overdue Tack é Task Bucket

Go back Submenu



Project Management
Add Project Milestones

Select “Add Milestone” As outlined previously, navigate to the Project dashboard, and select a
specific project. Select the “Resource Type & Milestones” card, and then
click on “Add Milestone”.

O.‘OOS'FEP = [@ QuickAction

2
(G -
- Project Detail o
Koo Demo Project
Clertc John Dae Total Tasks S Completed Task Overdue Task Task Bucket
Omres: John Doe 2 v 0% 0% 1
£ Work roup >
Target Budget Actal Spend
A My P
N 2 50000 0.00 ~
v el x 1 25 2 3 0
B conscrs —
[&) Tesk Board _
Favarites . b
== > e
MILESTONE START DATE END DATE B0G. AMT BOG. HRS % COMPLETE
Rgis Pealoy Jan 27,2022 Feb 28, 2022

Go back Submenu



Enter milestone details

Project Management
Add Project Milestones

Creating a milestone — big or small — helps keep projects moving in the right
direction. Enter a title for the milestone, date range, and a budget for both
hours and amount. Click “Save” to add the new project milestone. Now

specific tasks can be linked to a milestone to help break up a large project!

Add New Project Milestone

It is best to enter in a rough
estimate for hours and amount — it

can always be adjusted later.




Project Management
Add Project Tasks

. . As outlined previously, navigate to the Project dashboard, and select a
Nawgate to pl‘OjeCt tasks _
specific project. Click on “Project Tasks — Completed — Overdue” to view
task details. Select “Add New Task".

- L e
oYooster = e SR
- Project Detail =mo
A
Demo
Tack Bucket
1
g.u G >
Am >
0
B Contacts ocuments (s
@ TeskB
*’:vct >

Task Details

Task Tracker A Task Estimates Vs. Acluals

Go back Submenu



Enter task details

Project Management
Add Project Tasks

Enter the task name. Option to indicate the resource type or milestone that the task is associated

with; set the timeline of the project, as well as its priority and current status; and add extra

details in a text box, or attach files if needed. Scroll down to “Save” new project task details.

Add New Project Task

Completed Date

When beginning a project, the time
can be estimated. Then, the
“Actual Time" is adjusted as
members log time under this task.




Project Management
Task Bucket

Select “Task Bucket” In “Task Bucket” view all the tasks that have been assigned to the given project,
and be able to mass assign a task to multiple members within that group. To do
this, navigate to the Project dashboard (reference 4a), and select a specific

project. Select the “Task Bucket” card, and click on “Add New Task Bucket".

oYooster = @ o Sl
2o Project Detail
o
Dewo Demo Project
Char Johe Doe "e Completed Tosk n sk
SIS E 2 o 0 0%
e >
an » = -
SRR o 00
B i 1 20 2 1
. E )
* Favo >

Task Bucket




Project Management
Task Bucket

. Enter Task Name. Under the “Details” tab, you can include the task type, if it's
Enter task bucket details y P
billable or not, milestone, start/end date, priority status, task status, estimated

Add Now Library Task hours, and summary. Select the “Members” tab to easily add multiple members
to that new task. Click “Save” to assign the new task.
Add New Library Task - Add New Library Task
Billable Task Name * Task Name *
v Task Type Task Type
| Genera v General v
Billable Billable
Due Date
mm/dd/yyyy
. Mil Milestone
Dﬂa Detail Memb
MEMBER TITLE MEMBER TITLE
O John Doe Member O John Doe Member
Orooster Demo Member Demo L Orooster Demo Member
E Select all E Select all

B




Project Management
Document Library - Upload File

Select “Add New Files” As outlined previously, navigate to the Project dashboard, and select a
specific project. Create folders within your library to stay organized. Select
the “Document Library” card, and click on “Add New Files”.

oYooster = e

.
" (8) o
- Project Detail N Pooet TN Trouow: 7 Disse: 1 Reeons” T DemaBeact
Demo
Demo Project
Clarx: Jebha Doe Total Task: = Completed Task Overdue Tagk Task Bucket
Owner: Jobe Dos ~/ 4
2 0% 0% 1
£ Viork Groups > Percent Complete
Tasget Budget Actwal Spend
y
1 Phoe 50000 0.00
o s - s6000.00 1 -2 2 22 1
Task —
o o ? Document Library
NAME

FILE TYPE DATE UPLOADED SIZE




For organizational
purposes, there's an option
to create parent folders to
add your documents to,

and categorize these
documents per milestone
or task.

Enter project's resource type details

Add New Project Document

Choose File | No file ciyg

ent Name 1. Drag and drop file into
this box (shownonthe 2
left), or 2 o

Project Management
Document Library - Upload File

Drag and drop a file, or click on uploading area to select a

file from your computer. Rename the document, and “Save”.

To upload a document, Name

). either: =

3

2. Click “Choose File’and 3"
then “Open” desired file 3
from computer (shown
on the right).

i New Project Document




My Page

Access project milestones, Tasks & Timesheet, events, bookmarks, and passwords.

Go back menu



Projects
Task & Timesheet

Navigate to “My Page”, make sure you've selected a specific Work Group, click on “Task and

View Tasks , . , _
Timesheet” card, and select “Tasks” tab to view all your tasks, the project the task is associated
with, the group, resource type, milestone, dates, priority, status, estimated hours, actual hours,
and percent complete.

oYooster = e -
Schedule ey PassVault
| oo

® Updated Task Status John Doe has changed the status of X

your t2sk [Demo Task] 10 In Progress

Updated Task Status has changed the status of your task X
fDemo Tank] 1o New

Resource Type helps you and
your team sort tasks into

Task & Timesheet categories (i.e. Graphic
@ Timeshest Design, Software Dev.).

iB

Option to edit taSkS by t TASK PROJECT RESOURCE TYPE START DATE DUE DATE PRIORITY STATUS EST.HRS ACT. HRS % COMPLETE
clicking on the elipses mo  Omenek  omormes ez [ o : -
(3 dots) to the left of the e tind ik B

task name.

Go back Submenu



Projects
Task & Timesheet

Select “Timesheet” tab to view your timesheet for the selected week, and see your hours

broken down by day, project, and task.
oYooster = o 5 b @

Task & Timegheet @ MyPage  Task&Time
- CIEw
o] Tasi

£ viork Grou
£ viork Groups >

View Timesheet

& Grovp Acsess > T TASK PROJECT RESOURCE TYPE START DATE DUE DATE PRICRITY STATUS EST HRS, ACT HAS % COMPLETE

1 - . ; 0%
=e Demo Task Demo Progct ez ] o
B Contacts Showing 110 1 of 1 emries .

(&) Tesk Boerd

* Favorites >

oYooster = o c 4 @

Task & Timesheet MyPage  Task&Time
m

Tasks Timesheet

My Timesheet

Group Access
a > < 0271372022 (m] ﬂ ? Copy Previous Week Tasks :

4\ My Page >
L TASK SUN MON TUE WED T™HU FRI SAT MRS
B . PROJECT TASK TYPE STATUS  2/13/2022 211472022 211512022 211672022 2117/2022 2/18/2022 2/19/2022 TOTAL
ontacts
Total 0 ] ] 0 0 ] (] ]

] Task Board

* Favorites >

Go back Submenu



Add a new time entry

o¥ooster = #oese

Task & Timesheet
m

Tasks Timesheet

“

This feature allows you to

>

easily transfer the tasks you
were working on the
previous week (not the hours
logged) over to the current

@ »

week you're viewing.

* 8

<D

R —

Projects

Add Time to Existing Task

Navigate to “Task & Timesheet” and make sure you've selected a Work Group and
are on the “Timesheet” tab. To add new time entires, you can either click the 1) blue

“+" button or 2) “Copy Previous Week Tasks".

This button will be grayed
out if you're not part of a
Work Group or a Project.

Go back Submenu



Projects
Add Time to EXISITING Task

Select an existing task from the drop-down list. If you are

Enter new time entry for existing task
making an entry for multiple days, select the “Week” view and

New Time Entry enter in a total amount of hours per day. Otherwise, enter in

Select Task *

the start and end time under the “Day” tab and click “Save”.

— select task —

New Time Entry

New Time Entry
slide if entry is for new task
Select Task *
or Add new task from Task Bucket _Se"m Task*
slide if entry is for new task from bucket Meetings v Meetings v

or Add new task from Project or Add new task from Project

Day Week ¢ '
slide If entry Is for new task slide if entry is for new task

Punchin Date * Punchin Time * or Add new task from Task Bucket or Add new task from Task Bucket

B 01/22/2022 In) @ 04:07 PM © slide if entry is for new task from bucket slide if entry is for new task from bucket
® -
D Week
PunchOut Date * PunchOut Time * Day Week W o
B 01/22/2022 [m] @  04:07 PM Q@ ceney Week Date
Punchout Hours * 01/16/2022 [m] 01/16/2022 [m]
E Hrs. Sun.  Mon.  Tue Wed.  Thur Fri. Sat. Sun.  Men.  Tue Wed Thur.. Fri. Sat.
0116 A7 0118 A8 0120 021 0122 0ie 017 A8 0119 01/20 o121 0122
a 0 0 0 0 0 0 0 0.5 0.5 0.5 05 0.5 0
Notes
Notes Notes

m Save Cancel Can 3l Save




Projects
Add Time to New Task from a Project

If you are adding time for a task not yet created, click the “Add new task from project”

Enter task details _
toggle. Select from the drop down menu the project the task is associated with. Enter

the new task’s name, and like before, enter the time under “Day” or “Week” tab.

New Time Entry X New Time Entry X New Time Entry X
Selact Task * or Add new task from Project or Add new task from Project
slide if entry is for new task
— selectta=k v «© v

Select Project * Select Project *
or Add new task from Project
slideif entry is for new task - select project — oRooster Application Development hd
or AGH Task Name * Task Name *
slide if entry is for new task from bucket Meetings
Day Week Day Day Week
Punchin Date * Funchin Time * Punchin Date * Punchin Time * e pate Punchin Time *
B oz M @ 0416 PM e] =m0 @ 0416 PM @ 5 o202z @A @ 0416 PM @
PunchOut Date * PunchOut Time PunchOut Date * PunchOut Time * PunchOut Date * PunchOut Time *
= oo/2/022 O @ 0416 PM [c] 5 ooz A @ 0416 PM Q@ = oo/22/2022 @ 0416 PM o]
Punchout Hours * Punchout Hours * Punchout Hours *
E Hrs. HHrs. [ Hrs.
Notes Notes Notes
~ " #

Go back Submenu



Enter task details

Projects

Add Time to New Task from Task Bucket

If you are adding time for a task in your Task Bucket for the first time, click the “Add new

task from Task Bucket” toggle. Select from the drop down menu the task bucket. Similar

to before, enter the time under “Day” or “Week" tab.

Mew Time Entry 4
Select Task *
— select task — v

or Add new task from Project

or Add new task from Task Bucket

slide if entry is for new task from bucket

Day

Punchin Date * Punchin Time *

B oz O @  04:16 PM o]
PunchOut Date * PunchOut Time *

B ooz 0 @ 0416 PM [e]
Punchout Hours *
Notes

“

el

New Time Entry

or Add new task from Task Bucket
WD slide eniig
Select Task Bucket *

— select task bucket —

Punchin Date * Punchin Time *

£ 0172472022 m] @ 12:00 PM ®
PunchQut Date * PunchQut Time *

B 0172472022 [m] @ 12:00 PM @

Punchout Hours *

Notes

New Time Entry X

or Add new task from Project
@ slide if entry is for new task

Select Project *
oRooster Application Development w
Task Name *
Meetings
Day Week
Fu e Punchin Time *
= oo/2/2022 (O @ 0416 PM @
PunchOut Date * PunchOut Time *
M ooz 1 @ 0416 PM

Punchout Hours *
EHrs.

Motes

-
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Projects
Schedule - Adding Events

Navigate to “My Page”, and select “My Schedule™*. To add a new event
to your schedule, click “+ Add New Event”.

Navigate to “My Schedule”

Notifications

®)  Updated Task Satus Joho D

our tack [Dems Task] 10 In

0% Once you've added a new

LFooser REet
Q Comtacts
8o

0 s event to your Schedule, these
e Hoseww 2 R @ UpSated Task Swtss has caangad e manis of your Gak
numbers will update based Do ek
P Focien ’ Projects Hours Thes vear Active Tasks o8 the entry type 3‘ WTaTON ACCepte Croosser Deme Member %35 icieprec
g Work Groups >
Event List
< >  TODAY January 2022 WEEX DAY UST
5 . @ Work Calendar i e " - it -
Click on specific calendars to B
filter your calendar view - a RN i View your color coordinated
strikethrough to indiciate that e Clioter schedule on the calendar - showing
calendar is being hidden on 4 " " . » work entries, task entries, holidays,
3
your general calendar view. and any other events you want to
add to your calendar.
10 1 12 1 4 5
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Projects
Schedule - Adding Events

. Enter the event title, start and end date, and the schedule type (determines what
Enter event details
color the event will display as). Option to enter time details and the work group.

Event Detail X

All Day Event ad

Start Date *

mm/dd/yyyy ) Select Time v
End Date *
mm/dd/yyyy | Select Time v
Schedule Type * Show Event in Work Group @
v Select Group Select a specific Work Group to show

on all calendars to all members.

ancel
Go back Submenu



Projects
Adding Bookmarks & Passwords

Navigate to “PassVault” Vault allows you to bookmark websites and securely save passwords with
the ability to invite others to view this information. Access PassVault by

selecting “PassVault” on the left navigation menu, or from the top right card
on “My Page”.

oYooster = ¢
My Page
m
g Demo v e Tack & Timesheet :— Schedule
y 0 = No
Bills i L LO0T
g Work >
A e @

Upcoming Schedules

Toak & Timushaet
z ikzation eciwchie | @ Updated Task Status John Doe hias changed the stotus of X
oRoaster Wellet your task {Demo Task] ta In
o, . 0
- 0 0% i
& = verape Hours Per Woek Obm

i D Updated Task Status has changed the status of your task X
@) Task Board [Demo Task] 1o New
2 P
o Favorites > Active Tasks

Projects Hours This Year (@) Invitation Accepted Orooster Demo Member has accepted X

*e) your Demo invitation
found
View More View More
act hiours found

Go back Submenu
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m

Add new category

Projects
Adding Bookmarks & Passwords

Adding categories is simple and optional - categories allows you to filter sites in Vault and
find the site you are looking for in the most efficient way. To add a new category, click on

the blue “Add New Item” button, and select “Add Category”. Enter new category’s name and
write a brief description.

Add New Category X

Category Name

Group Description

Go back Submenu



Projects
Adding Bookmarks & Passwords

Add new site To add a new web link (and password if you'd like to*), click the blue “Add New Item”

button, select “Add Link”, and enter details.

oYooster = @ = %0 —
(select category)
Vault

o

- 0 Sites Total You shared” © Shared with your 0
& wonor >
s:’-m. es Y
A vyPase >
B cores
et < If you include your password here, it

will be stored and encrypted to
ensure secure access.

Add Tag

Once saved, you must enter in your
oRooster login information to gain
visibility of your password for that
given site.
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Projects
Adding Bookmarks & Passwords

Confirmation Once you've added a new item to Vault, you should see it appear on the page.

D? OOS‘Féf" — [# QuickAction
m Vault
. .
emo 3 sites Total You shared: O Shared with you: 0 n C“Ck on the drop QOwn arrow to
view your categories.
/ﬁ{ i ’ F = Search
g Workgroups >

Demo Link, Owner Demo Link 2, Owner S Link, Owner

View the sites you've added v

here as modules.

https://orooster.com/Maln < >

Go back Submenu



Task Board

Manage a project’s progress, and assign task items to project members.

Go back menu



Task Board

Create New Item

Navigate to Task Board Navigate to “My Page”, and select “Task Board” on the far left navigation menu.

*¥ oRooster - My Page X + — X
o C QO B https;//oroosterwebapp-test.azurewebsites.net/MyApps 0% 5 © =

oYoostér = @ e ST )
My Page i My Page Demo

m

Demo

Demo Task & Timesheet of = Schedule = PassVault
= &
Summary 1 @ = 1 3 J
Billable: 0 Nonbillable: 1 Work: 0 Task: 0 Holiday: 0 Other: Categories: 1 Important: 0 Public: 0
g Work Groups >
/ﬁ* My Page >
Upcoming Schedules 1 Notifications
B Contacts @
Utilization 2 F New Task John Doe has assigned you X
Q=) Task Board oRooster Wallet & S 7.00 AM- Feb 23,2022 3:30PM a new task - [Demo Task]
0 /O Demo 5 days ago
* Favorites > 0
Average Hours Per Week: 0 hrs.
Accumulated oRooster Earmnings Updated Task Status has changed the y
status of your task [Demo Task] to

New
Active Tasks P
Projects Hours This Year

® New Task John Doe has assigned you X

2 a new task - [Demo Task]
© Demo Task 75%

5 cays ago
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Task Board

Create New Item

Add New Item 1o add a new task board item, click on “+” button on the top right of the “New” column.

Same as creating a new task just in a different spot/view

[ S

€& > C @& oroosterwebapp-test.azurewebsites.net/oApps/ProjectTaskBoard aQa ® v N (ﬂ Paused
i Apps ™ oRooster - Login-Pr.. "W oRooster - Login-Test (J Summary - Overview [ Readi|
oYooster = @ weem- SN -
Task Board
m Demo Project (1)
Demo ¥ o

Planning 0 Committed 0 Approved 0 In Progress 1 Test Ready 0 I

g Work Groups > Demo Task 75%
Project: Demo Project
/ﬁ‘ My Page > Due Hrs: 0
° Orooster Demo Member
B Contacts Demo
10r 372 Priority: Nermal
@ Task Board
°E 8 09 g
* Favorites >
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Task Board

Create New Item

Enter details Must enter “Task Name”. Option to assign the item to a team member by clicking on the drop

down menu of the “Assigned To” box and selecting the member from the work group list. To

create new item, scroll down and click “Save”.

Add New Project Task X

Task Type

What's unique about adding a task
through the Task Board, is that someone General
with task board organizer capability, can Resource Type Billable

assign it a Task Type (a swimlane).

Milestone

Assigned To

UnAssigned ~
Start Date Due Date

mm/dd/yyyy [m| mm/dd/yyyy [m]
Pricrity Task Status

Normal ~ -
Estimated Time (Hrs.) Actual Time (Hrs.)

0.0 0.0
% Complete Completed Date

0 v mm/dd/yyyy (m]
Summary

Go back Submenu



Task Board
Filter Task Board

Option to turn on Auto Update, filter the task board by group members and/or work group,

Navigate to filter

and also change your settings.

0? DDS{"ér‘ = [# QuickAction i flfl‘ o

Task Board (Admin)

ol
L Dema Project (2)
Demo T S eI
New 1 & Committed 0 Approved 0 In Progress 1 Test Ready o In Test 0 Ready For Review 0 In Review 0 Prod Ready o On Hole
loosbose |
e 3 Dema Taskboard task 0% Domo Task 75%
= Work Groups > tasl asl
2R My Page > s Hra 0 e Hea D
° Mot Axsigned ° Orooster Demo Member
B conan Derm
037 Sroeny e
0: 372 Priarity. Nommel
[E Task Board
g 00 g
e 8 PO g
o Favorit >
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Task Board
Filter Task Board

The icon on the far left, is the Auto Update feature. Here, you can click the icon to turn it
Auto Update , , e D .
on/off. If it's on, the icon will spin and it will automatically refresh your board to show any new

updates on items from other users. If it's off, the icon will be static and the changes you make

will only be visible to you - you will have to manually refresh the page to see others’ changes.

) r .
oYooster = o S -
Task Board (Admin)
m Demo Project (2
Demo T T T
New 1 3 Commit ted o Approved 0 In Progress 1 Test Ready ] In Test 0 Ready For Review 0 In Review 0 Prod Ready 0 On Hol¢
© Default
§ Work Groups > Demo Taskboard task 0% Demo Task 75%
A My Page > . s - e
° Not Assigned ° Oroostet Demo Mermber
B Contacts Oue
74 SES—
[E) Tosk Board
e 09 @ s 0 g
* Favorites >
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Task Board
Filter Task Board

. The icon on the second to the left, is the filter by member feature. Click the icon to see a
Filter by member
drop down list of all the specific work group members. Select a member to see which

task board items they’ve been assigned to (you will see the selected member appear in

a dark arey box). Click the “X" on the arey box to clear the filter.
O?ODS'FEP = [@ QueckActon

oI - )
Task Board (Admin)
m

Demo Project (2
Demo Yo P
New 1 8 Committed Approved In Progress Test Ready In Test Ready For Review 0 In Review

0 i 0 0 0 Prod Ready ) On Hole
£ viork Groups > Demo Teskbosrd task 0%

Desmo Task 7%
/h* My Page >

: .
©Q -
R contacts

Ov_ Oosf.ér‘ = [ QuickAction

- Hre
° Osmostar Demo Member

c 40
S Task Board (Admin)
FiTe Demo Project (2)
Demo John Doe
New 1 8 Committed Approved In Progress 1 Test Ready In Test Ready For Review 0 In Review 0 o
Orooster Demo Member
& s
= Work Groups >
A vy eage s = e
Q- (. Y
R conesess Fo

oYooster = o

SN -
Task Board (Admin)

=
L Deme Project (2
Demo

New 08 Committed In Progress 0

Test Ready [ In Test

Ready For Review 0 In Review

° 0 0 0 Prod Ready 2 g
=
= Work Groups >

A Group Access >
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Task Board
Filter Task Board

. The icon on the second to the right, is the filter by work group feature. Click the icon to see a
Filter by group
drop down list of all your Work Groups. Select a group to see which task board items are

associated with it (you will see the selected group appear in blue text below the “Task Board”
page heading).

. S " rs P
oYooster = o o
Task Board (Admin)
m Demeo Project (2)
Demo e e SR b7
New 1 3 Committed 0 Approved ] In Progress 1 Test Ready 0 In Test 0 Ready For Review 0 In Review 0 Prod Ready 0 On Hole
© Default
§ Work Groups > Demo Taskboard task 0% Demo Task 75%
A My Page > . His . Hw 0
° Not Assigned o Oraoster Demo Member
B Contacts w_—
0274 P — b SiTae
&1 Task Board ~

0 Approved 0 In Progress 1 Test Ready 0 In Test o Ready For Review 0 In Review

= Work Groups > Demo Taskboard task 0%

/A‘« My Page >

Dee Hre-0 et Fes-0
o Not Assigned o Orooster Derno Member
B Contacts G
o a7 Foety: Normal
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o¥ooster
o
Demo
g Work Groups >
/h\ My P, >
B Contacts

Task Board
Filter Task Board

. . The icon on the far right, is the settings feature. Click the icon to see a drop down list
Filter settings

with the option to add a swimlane to the team’s task board, change the status color for

the entire team, and show/hide specific status columns for yourself to see only.*

oYooster = o ol -
Task Board (Admin)
m Demo Project (2
Demo ek N -
New 1 8 Committed 0 Approved 0 in Progress 1 Test Ready ] In Test 0 Ready For Review 0 In Review 0 Prod Ready 0 On Holc
£ work Grouss > | DemoTaskoud task [ ik oy
A My Page Y - . -
E A—_— q Not Assigned ° -V‘/::nvi!.-vc\‘e-‘vk—'
71 Task Boa: ~ R
= [# QueckAchon
Ta:iff:{(“m'") Group: Status Board and
e Project: Swimlanes settings
Committed In Progress Test Ready Ready For Review 0 In Re

are public facing that your
entire team can see.

@ Group: Status Board
@ Project: Swimlanes

@ User: Stans Board

can only be seen by you.

User: Status Board changes
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Thank you!

If you have any questions, email support@orooster.com
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