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	ExTrack Web Browser 
Subcontractor Hours



The following instructions outline how to capture and manage subcontractor hours with the ExTrack web browser. 
There are several steps included in this document which outline the following;
	1. Entering subcontractor hours

	The shows you how to capture subcontractor employees or crew hours within the Docket Reporting page to ensure all subcontractor information is managed in a single location.

	2. Adding new subcontractor companies

	This allows you (with required privileges) to add new subcontract companies to the project register 

	3. Adding new subcontractor employees

	The allows you to add new subcontractor employees or crews to enable time capture.

	4. Obtaining detailed reports 

	This section outlines how to view and download the subcontractor reports.


Pre-requisites:
· Log into the ExTrack platform (https://au.extrack.com/member/user/account/login)
· Ensure you have selected the project which you intent to be working on:
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	Action
	Setting Location / Navigation

	1. Entering subcontractor hours

	Select the T.M.E. menu then select Dockets 
	 [image: ]

	Ensure the entry has not already been created, then select New to enter the details
	[image: ]Check the entry hasn’t already been entered by another user by filtering the grid on Company and Docket Number. If not, then select the New button. If they do not exist, use the New button to create.


 



	Add the overall Docket Information and then click Save
	Field Entry Explanations:
	Field Name
	Mandatory
	Requirement

	Docket Category
	Yes
	Choose “Vendor”

	Docket Type
	Yes
	Choose “LAB – Contract Labour”

	Docket Date
	Yes
	Select the date for which you are capturing the subcontractor hours (can be today or previous days)

	Docket Number
	Yes
	Enter the corresponding Timesheet Number, Docket Number or if there is no associated paperwork, enter the date in the following format DDMMYYYY

	Received Date
	Yes
	Choose the date applicable to the hours being captured

	Recevied By
	Yes
	Enter your name

	Approve by User
	No
	You can nominate another person to approve this TimeSheet (e.g. if you are entering the timesheet on behalf of the Subcontract Manager).

	Company
	Yes
	Select the name of the company whose hours are being captured.
If the require company is not in the list, select “000 – To Be Added” and enter the companies name in the Comments section.

	Comment
	No
	Capture any specifics related to this entry

	ABS
	Yes
	Assign the Area where the hours were worked

	CBS
	No
	Allocate the Cost Breakdown Structure code where the budget is assigned

	TBS
	Yes
	Assign the Task that the hours are applicable to

	Tick Boxes
	No
	Mainly used by the Cost Control team to identify the status of the docket

	File to Upload
	No
	Upload a copy of the applicable timesheet (if available)




	Entering the subcontractors hours into the Docket Details
	Ensure the relevant line item is selected within the Docket section. This will populate the Docket Details section with the relevant information. 
[image: ]

The Docket Details (located below the Dockets section) can be used to capture either individuals hours or entire crews hours.

[image: Lightbulb and gear]Hint: The Docket Details section can be expanded by draggin the divider to suit.

Click on the New button to add a new timesheet row. 
[image: ]
Fields explanations:
	Field Name
	Mandatory
	Requirement

	Date
	Yes
	The date will default to today, however you can choose any date.

	Classification
	Yes
	Type in the trade / classification of the person or crew (e.g. Supervisor or Operator).

If the classification is not visible, new classifications can be added by your System Support team.

	Contact
	Yes
	Select the persons name from the list. If they do not appear, select the “000 – To Be Added” and add the persons name to the “Notes” field.

	Resource
	No
	You have the option to assign a piece of plant / equipment

	Rate Code
	Yes
	Select “Normal Time”, “Overtime” or “Double Time” as applicable.

	Head Count
	Yes
	Enter 1 if you are entering individuals, or enter the crew size if you are capturing hours by crew

	Start Time
Finish Time
Billable Hours
Non-Billable Hours
	Yes
	Enter the details as applicable. 
The billable hours do no auto-calculate as you may need to remove lunch time etc. based on your contract.

	Billable QTY
Non-Billable QTY
QTY From
QTY To
	N/A
	Not applicable to this task.

	QTY Count
	Yes
	Add the STAR Cards completed by the person or crew

	Rate
Rate Override
	N/A
	Not applicable to this task.

	ABS
CBS
TBS
	Yes
	Select the Area, Cost and Task as applicable to the works.

	Check Boxes
	N/A
	Not applicable to this task.

	Notes
	No
	Add notes as applicable



[image: Lightbulb and gear]Hint: If your timesheets are going to be similar (or identical) to a previous entry, click the Copy button and select a timesheet to replicate 

Then click the Save button.





	2. Add new subcontractor companies


	Select the Project menu then select Project Directory
	 [image: ]
Select the “Companies” button, then click New to add a new company to the project.
[image: ]
Locate your company by typing in the company name or ABN, then click Add.
[image: ]
If the required company does not appear, provide the company name and ABN to your System Support team and they will update the Downer database.




	3. Add new subcontractor employees


	Select the Org menu then select Contact Register
	 [image: ]

	Create a New Contact

	Create a new contact by clicking the New button
[image: ]

First Name, Last Name and Company are the only mandatory fiields for subcontractors.
Field Explanations:
	Field Name
	Mandatory
	Requirement

	Company
	Yes
	Select the subcontractors company from the dropdown list.

If the required company does not appear, provide the company name and ABN to your System Support team and they will update the Downer database.

	First Name
	Yes
	Enter the subcontractor employees First name

	Middle Name(s)
	No
	Enter the subcontractor employees Middle name

	Last Name
	Yes
	Enter the subcontractor employees Last name

	Employee No.
	N/A
	Not Applicable for subcontracotrs

	Nick Name
	No
	Enter the subcontractor employees Nick name

	Department
	N/A
	Not Applicable for subcontracotrs

	Position
	N/A
	Not Applicable for subcontracotrs

	Email
	N/A
	Not Applicable for subcontracotrs

	Phone Number
	No
	Enter the subcontractor employees phone number

	Notes
	No
	Enter any applicable notes

	
	
	



Once the required fields are complete, click the Add button. 

This employee will now be visible when assigning resources in Step 1.





	4. Obtain Detailed Reports


	Select the T.M.E menu then select Docket Reports
	[image: ]
This page details the breakdown of each resource assigned to each docket and timesheet.
[image: ]
[image: Lightbulb and gear]Hint: You can customise the column location to suit your interests. Just click and drag the required columns to your preferred location.

	Exporting the Report to PDF or MS Excel
	You can export this information into a spreadsheet or PDF document by clicking the Export to menu as shown below.
[image: ]




[image: Description: Description: standard_wave_black.png]
Document Library Number: PRJNO-DOWIPD-PRO-IT-xxxx	Page 3 of 3
Downer Internal Use Only	Version: 1.0
© Downer 2017. All Rights Reserved 	Warning: Printed documents are UNCONTROLLED	Commercial in Confidence
image4.png
EUTRACK | 2004061 | DNY-RS | Denny Avenue

TimeSheets

Compliance

isters Project




image5.png
20044061 | DNY-RS | Denny Avenue I John Marx - (Downer Group)

TME. Compliance Registers Project ProBook org Quality Documents

Resources Equipment Dockets Material
Global Resource Equipment Dockets Material
Classifications et TS

Resource Rate Codes Equipment Make/Model  Docket Types

Resource Rate Table Equipment Inspection Type Docket Reports

Resource Usage Equipment Identifier Types

Equipment Status




image6.png
Docket Num

? ? ? ?

225ep2020 | West Coast Profilers Py Lt 83787, 83791 Vendor Material - R... 4
*® il d o o d |
Y] 225ep2020 | Jag Traffic Pty Ltd 65497,65498,65751 [] [] Vendor Time Materi... 3





image7.png
Is Is

Docketum Process... Receipt...

RO 215ep2020  Crib il 21092020 Vendor Contract La... 0 JohnMarx  215ep2020  Pia Hansen “
%R0 18Sep2020 | 000 - To Be Added 123 Vendor Fuel 1 JohnManc | 18 Sep 2020
145ep2020 000 - To Be Added 123 Vendor Concrete De... 1 JohnMa  145ep2020  Piakansen No Files Attached.
%R0 035ep2020 | Crib Gwil 03092020 Vendor Contract La... 0 JohnMarx | 03Sep2020 | Pia Hansen
%R0 035ep2020 | Crib Gwil 123 Vendor Contract La. 1 JohnManc | 03 Sep2020
%R0 033012020 | Coates Hire Operations 7883402 Vendor Hire Schedul... 1 JacintaMitc.. | 033ul2020 | Pia Hansen
%R0 033012020 | 000 - To Be Added 4865 Vendor Freight 1 JacintaMitc.. | 033ul2020 | Jacinta Mitc
XRO 033012020 | Downer Group. Test Cory Apple Vendor Aggregate D... 1 CoryPrause | 031ul2020 | PiaHansen
Count=36
‘ »

No data to display




image8.png




image9.svg
            


image10.png
Docket Details 18 September 2020 : 123

Start
Time

No data to display





image11.png
BlrRACK 0000 | DBOT | DBot UAT Testing I John Marx - (Downer Group)

TimeSheets TME.

Breakdown Structures

Area/Assets (ABS)

Costs (CBS)

Design (DBS)
Functional (FBS)
Diary TOC

Package (PBS)
Payment Claim (PCBS)
Task (TBS)

Work (WBS)

Compliance Registers Project ProBook org Quality Documents
Lists Packages Contacts Reporting Estin
Project Shifts Project Security Data
Project Locations Access Group
Project List 1 Project Directory

Project List 2
Project List 3
Project List 4
Project List 5
Project List 6
Project List 7
Project List 8
Project List 9
Project List 10




image12.png
L

%
%
%
%

000TBA
99074126971

92637697918

1008611

Coates
DOWGRP
cRIB

I John Marx - (Downer Group)

000 - To Be Added
Coates Hire Operations
Downer Group

Crib avil

7 [unch © K| [unch @ K




image13.png




image14.png
E5UTRACK | 0000 | DBOT | DBot UAT Testing
TimeSheets Compliance
org Downer Contacts

Corporate Structure
Companies
Contacts Register
Divisions

Internal Contact List
Departments

Billing Classifications
Positions

Profit Center

I John Marx - (Downer Group)

Registers Project ProBook
External Contacts Equipment
External Contact List Equipment
Departments
Billing Classifications
Positions

org

Setup




image15.png
Contacts for Company - All Companies

|

9 1405189 zhi Zhang zhi.zhang Downer 210211 | DG T IP VEC Overh.. | Downer Group Sean E
9 1406804 Zechariah Clark zechariah.d... | Downer 175003 | DG RS VEC Givil Eng... | Downer Group i
9 1406755 Zane Clarke zanedarke | Downer 210211 | DG T IP VEC Overh.. | Downer Group :




image16.png
0000 | DBOT | DBot UAT Testing I John Marx - (Downer Group)

T.ME. Compliance Registers Project ProBook org Quality
Resources Equipment Dockets. Material

Global Resource Equipment Dockets. Material

Classifications et TS

Resource Rate Codes Equipment Make/Model  Docket Types

Resource Rate Table Equipment Inspection Type!

Resource Usage Equipment Identifier Types

Equipment Status




image17.png
BlrRACK

TimeSheets

Docket Report

03 Sep 2020
03 Sep 2020

03 Sep 2020

03092020
03092020
03092020

03092020

Compliance

0000 | DBOT | DBot UAT Testing

Registers

aib
Crib avil
Crib il

crib avil

Project

John Marx - (Downer Group)

ProBook

Crew

org

Quality

1870 | supervisor
L010 | Labourer

TML | Traffic Manag...

Documents

Aron Y.
Billy A.

07:00

14:30

7.50




image18.png
T

Docket Report

03 Sep 2020
03 Sep 2020
03 Sep 2020
03 Sep 2020

03092020
03092020
03092020
03092020
03092020

0000 | DBOT | DBot UAT Testing

o o o o

aib
Crib avil
crib avil
Crib avil
Crib avil

Labour
Labour
Labour

Crew

I John Marx - (Downer Group)

Quality

1870 | Supervisor
L010 | Labourer

L460 | Formworker
TMI | Traffic Manag...

Docum

Aron Y.
Billy A.
DaveT.

07:00

14:30

7.50

o

@ Refresh

L2)

& Bxportto «




image19.emf

Microsoft_Visio_2003-2010_Drawing.vsd

image20.jpeg
i Downenr




image21.png




