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DDooccuummeenntt  HHiissttoorryy  

 
Revision History: 

 

VERSION DATE SECTIONS REVISED DESCRIPTION 

1.0 10-11-2024  Document Prepared 

2.0 11-18-2024 Role Centers 

Work Orders 

Assigning Resources  

DocuSign Approval process 

- Created 3 Role Centers (End User, 
Project Manager and Professional 
Service Manager) 

- Added chargeable Boolean in the 
Work Order and its application. 

- Added Work Type and Project Role 
while assigning resources. 

- Added DocuSign Approval process 
(Send, View and Cancel). 
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1. ROLE CENTER 
Acumens Professional Service Management provides three role centers with varying activities and cues. The 
Acumens APS Professional Service Manager has full visibility, while the Acumens APS Project Manager has 
no access to invoices. The Acumens APS Developer can only see the tasks they are working on. 
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2. SETUPS 
2.1. Acumens Professional Services Setup 
Provide a central point for various system setups, such as numbering for Work Orders and Work Order Task 
Templates. Additionally, you can select the total resources used by the project manager to post the budget 
and an overage percentage. 
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2.2. Work Order Task Template 
The Work Order Task Template is a predefined framework used to accelerate the creation of work order 
tasks.  

 
 

2.3. Work Types 
Define the nature of the work to be done for Work Order tasks. 
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2.4. Project Role 
Refers to the specific position or function that an individual or resource plays within a project. 
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3. WORK ORDER AND TASK MANAGEMENT 
The Project Manager can create work orders to outline the services to be performed, including details like 
tasks, timelines, and resources needed.  
 

3.1. Work Order Header 
The job is linked to the work order. 

 
 

3.2. Work Order Task 
Work Order tasks become part of the Job tasks after releasing the Work Order. They are linked to the 
resources, budget and estimated time. 
Note: 

- Chargeable task(s) must be marked accordingly. 
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3.3.  Assign Resources 
This action, on the header, assigns resources to all the Work Order tasks. 

 
 
The Work Order Resources page is as shown below. 
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Resources can also be assigned to each task, as shown below. 

 
 
Resources per task will be added as follows. 

 
 
The result for the affected Work Order task line will be as follows. 

 
 

3.5. Work Order Documents 
Project managers can upload relevant documents, contracts and specifications to Work Orders to Azure 
Storage for easy access and refence throughout the project. 
 

3.5.1. Action “Upload to Azure” 
This action uploads the documents to Azure Storage. 
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Uploaded document in Azure Storage. 

 
 

3.5.2. Action “Download” 
This action downloads the selected document from Azure Storage. 

 
 

3.6. Work Order approval via DocuSign 
This process enables Project Managers to electronically send documents to customers for signature via 
DocuSign. 
 

3.6.1. Send document for approval via DocuSign 
The “Send…” action under DocuSign Approval group sends the uploaded document for approval. 
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The customer will receive an email, as shown below, requesting their signature. 

 
 

3.6.2. View the envelope status 
The Project Manager can view the envelope status details in Business Central. 
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3.6.3. Cancel the document approval process. 
The Project Manager can cancel the document approval process. 

 
 

3.6.4. Approve the document via DocuSign. 
The customer can approve the document through DocuSign, and a notification will be sent to the Project 
Manager. 
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3.7. Release the Work Order 
The Work Order is released using the “Release” action, which then posts the budget and Work Order task to 
the Job. 

 
 

3.8. Reopen the Work Order 
The Work Order is reopened using the “Reopen” action. 
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4. TIME SHEET MANAGEMENT 
Professionals can log working hours and expenses incurred against each work order, aiding in accurate 
billing and project costing. 
 

4.1. Create Time Sheet 
Resources can record and submit their usage through the time sheet. A project Journal will be used to post 
the Time Sheet. 
Note: 

- Ensure that the APS Work Order No., APS WO Task No., and APS Ticket No. are populated. 
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5. REPORT MANAGEMENT 
Work Orders provide valuable data that can be analyzed to gauge project performance, resource utilization, 
and financial metrics. This data helps in making informed decisions for future projects. 
 

5.1. Posted Sales Invoice Report - Version 1 
In this case, the Job Number is printed in both the header and the line. Additionally, the Work Order 
Number and the Work Order Task Number are printed in the line. 

 
Footer 

 
 
Note: 

- Ticket Number can also be printed in place of the task number depending on the setup. 
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5.2. Posted Sales Invoice Report - Version 2 
In this case, the Job Number is printed only in the header. The Work Order Number, Work Order Task 
Number, and Ticket Number are printed in the line. 
 
Printout will be as follows: 

 
Footer 

 


