Project Management User Manual

Please follow the below steps to use the Project Management Module in the EMS portal.
Note: if you are not able to see the “Projects” menu, please login again. If you are still not
able to see the menu, please contact EMS support team.

1. Once logged in, you can access the “Projects” menu from the left panel of the EMS
Portal. Please see the red highlighted section for your reference.

Projects 01.01.2024 | 21:15:53 ] [ Logout

Search: Items per page 0 v
Name Number Status Owner Billing Type Start Date End Date Task (%)
Brian - New Technology Stack (Overdue) RAT20220ct180181 Sudip Das Hourly 10-10-2022 30-11-2022
30%]
Game Provider Development(Brian) (Overdue) RAT2022Jul280174 \‘r:?ragress Sudip Das Hourly 26-07-2022 30-09-2022 m task
Red Apple Learning & Technology (Overdue) RAT0056 Sourav Giri Fixed Rate 05-05-2021 31-12-2021
Seamless Wallet AP RAT2023Sep110226 < Sudip Das Hourly 18-09-2023 18-03-2024 EIE‘.V
Al Binnah Healthcare App RAT2023Dec180241 L) Manish Prasad Fixed Rate 18-12-2023 24-04-2024 q’ »
Brian - B2C RAT2023Dec080240 Sudip Das Fixed Rate 08-12-2023 12-01-2024
ust Game - Game platform (Overdue) RAT0083 'In Progress Ankush Shome Fixed Rate 07-07-2021 30-09-2021 E‘;r-
Red Apple HRMS (Overdue) RAT0058 aa Arijit Chakraborty Fixed Rate 03-05-2021  31-05-2021 -Z_
Inspirit - VR Based Project (Overdue) RAT2022Nov290190 In Progress Himanish Bhattacharjee Hourly 21-11-2022 31-12-2022 (‘iﬂ ‘
2. Projects can be filtered by their status.
= Projects 01.01.2024 |21:19:39 @ [ Logout

== v

Items per page: 10 v

Number Status Owner Billing Type Start Date End Date Task (%)
Brian - New Technology Stack (Overdue) RAT20220ct180181 Sudip Das Hourly 10-10-2022  30-11-2022
Game Provider Development(Brian) (Overdue) — RAT2022Jul280174 I"“ Sudip Das Hourly 26-07-2022  30-09-2022 m

In Progress )2 task
Red Apple Learning & Technology (Overdue) RAT0056 Sourav Giri FixedRate  05-05-2021  31-12-2021
Seamless Wallet AP RAT20235ep110226 € Sudip Das Hourly 18-09-2023  18-03-2024 "‘Z?", .
Al Binnah Healthcare App RAT2023DectB02a1 LM Manish Prasad Fixed Rate  18-12-2023  24-04-2024 .%I-r -
Brian - B2C RAT2023Dec080240 Sudip Das Fixed Rate  08-12-2023  12-01-2024
Just Game - Game platform (Overdue) RAT0083 o [Frogess Ankush Shome FixedRate  07-07-2021  30-09-2021 @‘
Red Apple HRMS (Overdue) RAT0058 o Arijit Chakraborty FixedRate  03-05-2021  31-05-2021 -I!
L 57 |

nspirit - VR Based Project (Overdue) RAT2022Nov290190 '\ 'bropres  Himanish Bhattacharjee Hourly 21112022 31-12-2022 %

3. Clicking on a project name will take you to the project’s details page. The details page
consists of several tabs. Each tab represents a specific sub module of a project. The first
tabs “Overview” shows the overall status of the project.



Projects 01.012024 |21:2222 @ [>Logout

\ RATO0058 - Red Apple HRMS
Owner : Arijit Chakraborty Billing Type : Fixed Rate Overdue

Overview Tasks Issues Milestones Epics Timesheet Documents Report Settings
Development Effort (Hours) : 0 Consumed Effort (Hours) 715339
Client In House Start Date 03-05-2021 Category Website Development
Sales Person Arup Roy End Date 31-05-2021 Team Members a ig
Sprint Status Task Status Issue Status

firm
I Verified
= Projects 01.01.2024 | 21:22:52 ® [ Logout
—
Department Overview Weekly Summary (Last 7 days)

] Development Effort Consumed Effort Weekly Summa

DEPARTMENT N TEAM MEMBER
Overdue / Ongoing Work Items
PR-T-null Feedback on Appraisal Ref 29-12-2023 - 29-12-2023 M Late by 3 day(s)
PR-T-null PMS to EMS Data Migration 18-12-2023 - 29-12-2023 9’) Late by 3 day(s)
PR-T-null eedback nployee Profil 27-12-2023 - 28-12-2023 M Late by 4 day(s)
PR-T-null eedback on Recruitment on 27-12-2023 - 27-12-2023 @'\ Late by 5 day(s)
PR-T-null Help Men 26-12-2023 - 27-12-2023 w Late by 5 day(s)

4. Clicking on “Tasks” will show the list of tasks from the currently active sprint(s). Tasks are
grouped by user stories. However, tasks may exists without user stories and in that case all
tasks that do not have any user story associated with it will be shown under the group
“Unassigned”. Tasks can be created by the team members having “Manager” role. Task can
be created by clicking the “Add Task” option. Clicking on specific task will show the details
of the task.



Projects 01.01.2024 | 21:34:17 ] [ Logout

RAT0058 - Red Apple HRMS
Owner : Arijit Chakraborty Billing Type : Fixed Rate Overdue

Overview Tasks Issues Milestones Epics Timesheet Documents Report Settings
: == v
Task Owner Status Start Date End Date Dev Effort

~  New Ul design implementation in Admin panel for Visitor, Comp
Off, Asset and Recruitment

PR-T-null New Ul design implementation in Admin panel for carc.
(Overdue)
3 Arijit Chakraborty

’ Subhankar Banerjee

@ swarali Ghosh

Completed 24-08-2023 28-08-2023 24

~ New Ul design implementation in Admin panel for Sales, Holiday,
KRA, Tracker, Drive, Loan, Working Hours,, Banners, Salary

<

Modifications on Salary

<

Testing of Recruitment Module

<

Ticket & Access Control Management

<

New design implementation for Admin for Leave, Attendance and
Employee

~_sales

5. The task details page shows the details of the task. It also shows the list of sub-tasks if
any along with timesheet added for that task. Task ower section represents the teams
members the task is assigned to. Clicking on the 3 dots at the top right corner will allow you
to log your time against the task, edit or delete a task and create a sub task as well. At the
bottom of the task details, there are two tabs such as “Sub Tasks” and “Timesheet” which
show s the list of sub tasks and timesheet added for the current task respectively.



Projects

PR-T-null New Ul design implementation in Admin panel for Visitor, Comp Off, Asset and Recruitment
Created by Arijit Chakraborty on 07-09-2023

User Story : New Ul design implementation in Admin panel for Visitor, Comp Off, Asset and Recruitment

Start Date : 24-08-2023 Priority
End Date H 28-08-2023 Epic
Description

No description added.

= Projects

Date Task/Issue

~ Subhankar Banerjee 60.81

~ Swarnali Ghosh 34.62

New Ul design implementation in Admin panel for Visitor,

Comp Off, Asset and Recruitment 395

31.08-202 New Ul design implementation in Admin panel for Visitor, 400
Slanes Comp Off, Asset and Recruitment

30.08. New Ul design implementation in Admin panel for Visitor, 182
e Comp Off, Asset and Recruitment

20-08-2003 New Ul design implementation in Admin panel for Visitor, 200
B ‘omp Off, Asset and Recruitment.

New UI design implementation in Admin panel for Visitor, e
Comp Off, Asset and Recruitment

2508 New UI design implementation in Admin panel for Visitor, 365
o Comp Off, Asset and Recruitment

— New Ul design implementation in Admin panel for Visitor, 435
B Comp Off, Asset and Recruitment

408 New Ul design implementation in Admin panel for Visitor, 340
A Comp Off, Asset and Recruitment

4.08-202 New UI design implementation in Admin panel for Visitor, 460
R Comp Off, Asset and Recruitment

Red Apple © 2023

Task Owner(s) + Attachments

3 Arijit Chakraborty Complet s @
Effort (Hours): 0 / -

‘ Subhankar Banerjee Complet . o
Effort (Hours): 60.81/ -

a Swarnali Ghosh Complet . o
Effort (Hours): 34.62 / -

Sub Tasks Timesheet

01.01.2024 2114632 @ [ Logout
Completed s

Development Effort (Hours) 24

Consumed Effort (Hours) 9543

04:03:00 -

09:00:00 -

09:00:00 -

04:09:00 -

04:21:00 -

09:00:00 -

04:36:00 -

09:00:00 -

08:00:00

13:00:00

- 08:00:00

12:00:00

08:00:00

08:00:00

13:21:00

08:00:00

13:36:00

Y

Work Description

working on Admin panel for Recruitn
bug fixing

working on Admin panel for Recruitn
bug fixing

working on Admin panel for Recruitn
ug fixing

working on Admin panel for Recruitn
bug fixing

working on Admin panel for Recrui

implementation in Admin panel for ¢

working on Admin panel for Recruitn
bug fixing

implementation in Admin panel for \
visitor managers

implementation in Admin panel for C
age
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Projects

PR-T-null New Ul design implementation in Admin panel for Visitor, Comp Off, Asset and Recruitment
Created by Arijit Chakraborty on 07-09-2023

User Story : New Ul design implementation in Admin panel for Visitor, Comp Off, Asset and Recruitment

3 Arijit Chakraborty Rk I s o
Effort (Hours): 0 / e ”
’ Subhankar Banerjee Complets . o
Effort (Hours): 60.81/ .
a Swarnali Ghosh . lete - 8
’ Effort (Hours): 34.62 / " N
Sub Tasks Timesheet

01.2024 | 21:58:20 ] [> Logout

® Log Time
@ Edit Task

1 Delete Task
[ Add Sub Task

Start Date 24-08-2023 Priority Development Effort (Hours)
End Date 28-08-2023 Epic Consumed Effort (Hours) 9543
Description
No description added.
Task Owner(s) + Attachments

6. Clicking on “Issues” tab will show the list of issues.Issues can be grouped by issue
category. However, issues may exists without issue category and in that case all issues that
do not have any issue category associated with it will be shown under the group



“Unassigned”. Issue can be created by the team members irrespective of any role. Issue
can be created by clicking the “Add Issue” option. Clicking on specific issue will show the
details of the issue.

Projects 01.01.2024 | 22:07:47 ] [® Logout

RATO0058 - Red Apple HRMS
Owner : Arijit Chakraborty Billing Type : Fixed Rate Overdue

Overview Tasks Issues Milestones Epics Timesheet Documents Report Settings
Issue Reporter Reported On Status Assignee Priority|
~ Unassigned
E (=4
Project Management >> Projects >> Backlogs Srimanta Karmakar 29122023 G High

Project Management >> Project >> Item displayed per page ‘Count’ not

Project Management >> Project >> Item displaye working properly when navigating to other page through pagination. Check High
the attachment.

. G
Hours logged in Time Sheet for any Subtask is n. Srimanta Karmakar 28-12-2023 ae\- High
T o4
Project Management >> Project >> User/Task Own. Srimanta Karmakar 27-12-2023 High
0 o
Project Management >> Projects >> Task Owner(s. Srimanta Karmakar 27-12-2023 aﬁ\‘ High
o
Project Management Projects If Sprint no, Srimanta Karmakar 27-12-2023 N High
S Y o d <A ad

7. The issue details page shows the details of the issue. It also shows the timesheet added
for that issue. Issue ower section represents the teams members the issue is assigned to.
Clicking on the 3 dots at the top right corner will allow you to log your time against the issue,
edit and delete the issue. At the bottom of the issue detalils, there is a tab “Timesheet” which
shows the list of timesheet added for the current issue.

= Projects 01.01.2024 | 221544 @ [ Logout
—

PR-1-3567 : Project Management >> Projects >> Backlogs ---- Issue when assign backlogs to Milestones. The same is not reflecting under
Milestone neither the record getting removed from the backlogs.

Sprint : ReportedBy ~ :  Srimanta Karmakar Priority : High Status : B
Issue List : Unassigned ReportedOn  :  29-12-2023 Effort(Hours) :  0/0
Description N
Issue Owner(s) + Attachments

3 Avijit Chakraborty Jnconfirmed & L]
Effort (Hours): 0 / ST
e Srimanta Karmakar confirmed & o
Effort (Hours): 0/ B
Sucheta Singha nconfirmed_ & o
Effort (Hours): 0 / B

&

Timesheet

Group By Member :

No records found
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