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INTRODUCTION

Information about the structure
and content of this document can
be found here.




Freelancer Communication Pack - Important notice

Important notice
This manual will help you get started with the easyjob 6 rental software Freelancer
Communication Pack module.

The development of the easyjob rental software as well as the documentation has been done
with great care. The individual program functions are constantly checked through our Quality
Assurance Process. However, errors can still occur.

Main Office

protonic software GmbH
Frankfurter Landstr. 52
63452 Hanau

Germany

http://www.protonic-software.com

Support
You can find more information about the support options on-line at http://www.protonic-
software.com/en/easyjob/corporate/support/.

In addition, there is a support forum where you can exchange information with other users. The
support forum can be found at http://forum.protonic-software.com

Training

We offer customized training programs for the following extensive topics.

To learn more, please visit our website at
http://www.protonic-software.com/en/service/training/ or contact our sales office at

sales@protonic-software.com.

About this manual

The individual functions are described using screenshots of easyjob license 6. Depending on
your easyjob license, the forms you have in your environment may differ from the screenshots
shown in the manual.


http://www.protonic-software.com/en/home/overview/
http://www.protonic-software.com/en/easyjob/corporate/support/
http://www.protonic-software.com/en/easyjob/corporate/support/
http://forum.protonic-software.com/
http://www.protonic-software.com/en/service/training/
mailto:sales@protonic-software.com

Freelancer Communication Pack - How to use this manual

How to use this manual
This document uses the following standards

Functions that require a license
Individual program functions are made available in your easyjob environment based on your
license. This may concern individual program functions or entire modules.

Functions that are only available in individual modules are marked with minimum-edition
symbols 8, B, @ or EIW. Some functions are limited in easyjob S. There is no indication of
this. You can find the limitations in the version comparison matrix on our website.

Functions that are only available by subscription are marked with the symbol e®.

For example:
The function is only available in easyjob L
and easyjob XL
(L The function is only available in easyjob L

and XL with a current subscription.

easyjob-specific terms
In order to make a description better understood, in some cases easyjob-specific terms are
highlighted with a color.

For example: with the Project and Job Groups, you also have the possibility to select a
Template.

Work steps, buttons, actions and menu paths
Individual work steps, actions, menu paths or clicks are separated from each other or initiated
by the symbol "<>e".

Buttons, menus, tabs, etc. used in context are highlighted in color.
Example 1: Check the box in the Activating the List Editor field.
Example 2: easyjob Menu S>e View <e Monthly Overview
Example 3: e Help

Example 4: <+ Ok

Reference to other chapters
References to other chapters and sections are marked with a manual icon and displayed in
color.

Example: See section B Important information.



Freelancer Communication Pack - How to use this manual

Important information

Important information is highlighted in orange and presented with a light bulb.

Example:

Special keys

Special keys are represented with the following symbols:

Special key Explanation

® Windows key

Tab Tabulator key

Arrow keys

Return key

Context Menu key

[esc | Escape key

1] Function key 1

- A Control key. Keep the control key pressed down and
press the A button.

- H Alt key. Keep the Alt key pressed down and also press
the H button

[0l ] Delete key

Phrasing

In this manual and in the easyjob examples, terms such as employee, assistant, technician or
carpenter are used both for men and for women.



Freelancer Communication Pack - Additional documentation

Screenshot explanations
The screenshots will be explained using numbers (0 (@ (3 and arrows = marked.

Screenshot highlights will be marked with orange frames.

Invoices B
From 01/20 Tupe am | Company | Standard v
Tao Status <Al e
Kepword 9 17| Feminder Status v
Custamer All | Site
Mumber  Name Invoice Date  Total Totalincl Tax- Mamel Status Paid  Tems of Payment Open A
13-0006  Big Show 27/04/2015  £36,00000 £36,000.00 Big Events Inc. Open []  BigPraject Pagment Plan £36,000.00
13-0008  Downtown At Exhibition 27/04/2M5  £16,65000 £17.833 50 Open [] BigFroject Fagment Flan £17.833.50
12-0007  Big Opening Shopping Mall b 14/04/2016 £7.150.00 £7.865.00 Open [ BigProject Payment Plan £7.865.00
12-0004  Bia Opening Shopping Mall 2 1470472016 £7.150.00 £7.865.00 Open [ Big Project Pagment Plan £7.865.00
12-0006  Big Opening Shopping Mall 1a - 14/04/206 £7.160.00 £7.858.00 Open [] BigFroject Fagment Flan £7.858.00
12-0002  Big Opening Shopping Mall e 14/04/20M6 £6,300.00 £7.043.00 Open [  Remit within 30 days £7.043.00
12-0001  Repair 23/03/2016 £1.160.10 £1.170.21 Open [0 Pre-paid by credit card €1.170.21
02-0001  Sample Project 261172012 £4532.00 £432.00 Max Sample Customer  Exported [ Femi within 30 days £452.00
10-0001 21/04/2015 £1.00 £1.00 Open [ BigProject Payment Plan €1.00
13-0009 27/04/2M8 £0.00 £0.00 Open [ Big Praject Payment Plan £0.00
13-0007 CATS Revue 27/04/2015 £0.00 €0.00 Open []  BigProject Pagment Plan £0.00
130005 Big Show 27/04/2015 £0.00 £0.00 Open []  EigProject Payment Plan €0.00| v
| Totals Duantity 17 Total €82.053.10  Totalincl. Tax £86,199.71
Print Add Close

Additional documentation

In order to make it easier to become acquainted with and consult the easyjob documentation,
we have divided it into multiple sections.

You can find an overview of all documentation on the following website.

http://www.protonic-software.com/en/service/downloads/


http://www.protonic-software.com/en/service/downloads/

FREELANCER
COMMUNICATION

The Freelancer Communication
Pack expands easyjob in order to
communicate with contractors.




Freelancer Communication Pack -

Communication with individual freelancers is made much easier with the easyjob Freelancer
Communication Pack. You can view the published schedule of the freelancers directly in
easyjob. Requests and confirmations are exchanged electronically and update the resource
planner.

10



Freelancer Communication Pack - Installation and activation

Installation and activation
Go to the easyjob program settings to activate the easyjob Freelancer Communication module.
A separate installation is not required.

Activating the Freelancer Communication module:

1.
2.

4

easyjob Menu e Tools e Settings

S>e Program Modules tab
Select Freelancer

© options - 'Y
General Active Program Medules
Invoicing CRM
Program Modules
Purchase Order Contralling Center
Integration \workshop Driver Cards
Sales Manufacturing
T =
Resources Quality Assurance
Jobs Planning Resources Advanced Test Process
il oo Item Packages On-site Test Documentation
Price Lists Time Card Analyzis
liem Days Used curve \nishApp
Addresses Days Charged \nieb shop
Groups price calculation Multi currency
e Partial delivery Base Currencies
o Sales ltems Languages
[[] Ownership Management Business Travel Planner
‘\wlorkshop g 3
rentalmarket biz Room planning
Piwclpse O Freelzncer Stock Location Management
/V' Mebile Devices \rlorkflow Engine
rentalmarket bz
Quick Transfer
Controling Center Outside Broadeast Units
Freelancer
‘wieb shop
-
-

e Ok

easyjob must be restarted to activate the settings.

"




Freelancer Communication Pack - Configuration and settings

Configuration and settings
Communication takes place via e-mail. We recommend using a dedicated e-mail account for
this, e.g. freelancer@mycompany.de.

There are two communication possibilities:

E-mail scheduling interface

The scheduling interface creates a scheduling request e-mail according to the standardized
protocol RFC 2445. The scheduling request can be processed using most e-mail programs.
After the freelancer confirms or cancels the appointment, the message is sent back and
updated in the resource request status.

easyjob resource interface
With the easyjob resource interface, an e-mail is generated with a file attachment. The file
contains important information regarding further electronic processing.

The protocol has been expanded from easyjob 5 to allow data exchange with temporary
employment agencies as well as with other easyjob companies.

License
Each freelancer requires a communication license. After it has been assigned, the license is
associated with the address and cannot be assigned to another freelancer.

System requirements

In order to send e-mails, an e-mail server must be available that supports sending e-mails via
SMTP and receiving them via IMAP. It may be necessary to configure the e-mail server and the
firewall.

easyjob can receive and send the messages. An e-mail program is not required.

easyjob sends the e-mails directly to the workstation computers.

12
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Freelancer Communication Pack - Configuration and settings

User settings

The rights for carrying out Freelancer Communication and to edit Freelancer data are defined in
the user settings.

Assigning the user rights for Master Data:

easyjob Menu <>« Tools <> Manage Users
S>e Select a User

<. Edit

Se Access Rights tab

S Freelancer

Assign the desired rights

£, User Settings - O 'Y

SRR AN

User AccessRights | SecurityRoles Rights Result Reminders CRM  Reports Statistics
Right Global
G o

Freelancer Communication
Edit Freelancer

= System
Program Settings
View Log
Manage Usars
Edit Reports
Print Reports
Change own password
User Settings
= Quality Assurance
Quality Assurance Master Data
View ratings
Edit ratings
View Employee Ratings

= Manufaciuring

o000 mAO00000 @ K& &

v

S |[[OK ]| Camced |

Creator: Lest Edited: Brad Casagni Brighton (17.0420181351) (1)

7. e Save
8. <. 0k

13
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Freelancer Communication Pack - Configuration and settings

Assigning licenses

Each freelancer or temporary employment agency with which you want to communicate
requires a license. The license can be assigned in the easyjob program settings or in the
resource master data.

Assigning a license to a freelancer:

easyjob Menu S« Master Data e Addresses
Select an address

<> Resource tab

Enter the e-mail address for communication.
Se Assign license

EANESE oI

It is also possible in the program settings to view the licenses that have already been assigned
and you will receive a recommendation list indicating the people for whom a license is
recommended.

@ Freelancer License Center - m| b4

@ All Staff () Without licenses () Recommended Licenses () Active Licenses

Type Number Qwn Number  Name Assignments  Last Assignment  License

Freelancer 100021700 Dan DOLLINGER 15 12.09.2018 (missing text)
Freelancer 1000002.00 5sbc Patrick Patel 12 25022017 (missing text) 01/01/2050
Freelancer 1000273.00 Susan Leki Fisher 8 04.09.2018 (missing text) 01/01/2050
Freelancer 1000321.00 Fredrik Godwin 6 14.09.2017 ({missing text) 01/01/2050
Freelancer 1000251.00 David Eshel € 04.09.2018 (missing text) 01/01/2050
Freelancer 1000172.00 Caral Crane 5 04.09.2018 (missing text)
Freelancer 1000223.00 Dan Driggs 5 14.08.2017 (missing text) 01/01/2050
Freelancer 1000008.00 Hank Miller 4 04.09.2018 (missing text) 01/01/2050
Freelancer 1000012.00 My Faf Technik 2 18.04.2015 {missing text) 01/01/2050
Freelancer 1000007.00 John Smith 2 21.04.2015 {missing text) 01/01/2050
Freelancer 1000141.00 Bill Burridge 2 11.08.2017 (missing text) 01/01/2050
Freelancer 1000156.00 Brad Casagni 1 03.09.2018 (missing text)

Freelancer 1000060.00 Alan Andersen 1 04.09.2018 (missing text)

Freelancer 1000006.00 0O Larry Lopez 1 15.04.2015 (missing text) 01/01/2050
Freelancer 1000305.00 Exeter Gent 1 14.08.2017 (missing text) 01/01/2050
Employee  1000308.00 Finn George 1 03.09.2018 (missing text)

Employee  1001027.00 Milzn Slava Prag 0 (missing text)

Freelancer 1000058.00 Akim Alvarez 0 (missing text)

e resammend 0 new lcenses.

Quantity Availablelicenses
1101 50

Open license management

1. easyjob Menu < Tools <>e Settings
2. <. Freelancer tab
3. Inthe Licenses category <>« Manage

14
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Freelancer Communication Pack - Communication settings

Communication settings

In order to optimize the request, you can pre-fill the e-mail text to the freelancers and add
automatic report files as file attachments.

In addition, you can add your own address as well as the event address in vCard format to each
message.

With the setting Send messages automatically the e-mail is directly sent after changing the
status of the resource assignment. If this function is not active, it can be sent manually in the
Communication Center.

Seftings
Attach Report
Staff Overview for Project ~

[ Automatically send message
[] Attach my vCard
[] Attach Venue vCard

Pre-filling message texts in e-mails

1. easyjob Menu <> Tools S>e Settings

2. S Freelancer tab

3. Inthe e-mail text category, select Text or HTML format
4, S Edit

To better personalize the message, you can use variables in the text.

eMail Text — [m] ¥
. Frelancer Email 7
5 Fields Subject | |
- Job.Aranger = B 5 <
o By 5 I3
. Job CustomMumber 2 B 2TVQ _
~Job Name Arial - B ru 5 EEE EE A-ES
- Job Number -
= o
cAEn Lty Hello {Freelancer Address Firstname}
- Location Company g
Location Email ;
Location Facsimile attached you find a message concerning
Location Firstname
s {Job.Number}{Details}{Job.Name}{\Details}

Location.Phone
Location.PhoneCompany
Location. Phone Mobile
Location.Phone Private

Your current status: {Resource. Status}

Location. Street Start: {Resource Start}
Location.Zip
Resource. Appointmert End: {Resource End}

Resource Custom

Resource Custom2

Resource DayPayment

Resource Days

Resource Day Total

Resource.Distance

Resource.Distance Payment
Resource.Distance Total

Resource.End

Resource. HourPaymert

Resource. Hours

Resource HourTotal

Resource Quartity

Resource. Start

Resource. Status

Resource. Total

Resource. Type v
< > 0K Cancel

The event takes place at {Location.Street} {Location.City}.

15



Freelancer Communication Pack - E-mail-settings

E-mail-settings
The e-mail settings depend on your e-mail server. In the case of internal e-mail servers such as
Microsoft Exchange, it may be necessary to configure the SMTP connectors.

General Licenses
Available 188
Program Modules Recommend 0 Manage
More about easyjob Freelancer
Integration
Settings
Projects [A Attach Report
Jobs Staff Overview for Project v
[J Automatically send message
Bill of ltems [ Attach my vCard
[ Attach Venue vCard
Item
E-Mail Text
Addresses @HTML O Textonly
Resources Request Edit

Confirmation Edit

Invoicing =
Cancellation Edit
Workshop E-Mail Settings
Purchass Order E-Mail Client easyjob 4
e s
rrinatette [ e ame
Contrling Center || Password
Automatic reception ‘_—i| Minutes
Feectoncey Mailserver Timeout | 0] Seconds
Web shop Download restriction  [] 0 Days
[] Delete processed e-mail messages from the server
Mobile Sca
il IMAP smtp @mycompany.com
WebApp [ Secure password authentication (SPA) required
Encrypted connection type
Quality Assurance @® Normal (O SSL
Port 143
Manufacturing -
SMTP smtp @mycompany.com
CRM [ Authentication required
25
Time Card Port -
Test account _
Languages softings -
Test successful
Room planning E-Mail transfer time 0,03 minutes
Travel planner

easyjob can send e-mails from a central e-mail account via SMTP/IMAP or use a locally installed
Outlook program as the e-mail client. We recommend sending e-mails directly from easyjob. To
do this, select the easyjob e-mail client.

When testing e-mail connectivity, a test e-mail is sent via SMTP and retrieved via IMAP. Your
selected settings are correct if the test is completed correctly.

Configuring e-mail settings

easyjob Menu e Tools S>e Settings
S>e Freelancer tab

Modify the settings

S>e Start to test the settings

A =

16



Freelancer Communication Pack - Master Data

Master Data

The communication settings for the freelancers are configured in the address master data. You
can set a different e-mail address for communication. If you insert no e-mail address, the
address from the Main Data will be used automatically when you assign the license.

1®11000141.00 Bill Burridge

(== =]
MainDats Contacts Activiies Advanced AddressTypes Communication Invoicing Jobs SalesTrends ltem HResowce CustomFields
DigiFleet TimeCard Time Ratings 1 biz Skills Blocking Indicatr Purchase Invoices CRM

Addresses can be categorized under multiple Address Types.

Resource Information

Freelancer
Resource Type Froelancer v EMail Address |b@abe.com |
Always display in Resource Plan O Driver Card Number | ‘
lanore availability check License Release
Employee Assignment valid to C type |E-Mail t interface ~

Permit acceptance/cancellation via\web

Delete Save Cancel

Creator: sys admin (19.01.2013 16:22) Last Edited: Brad Casagni (25.05.2020 13:42)

@

In order to communicate with a freelancer, you must assign a license.

Activating resources for communication

1. easyjob Menu <« Master Data <o Addresses
2. Select an address

3. <. Resource tab

® 1000141.00 Bill Burridge

[=[E =]
MainData Contacls Activifies Advanced

Address Types Communicalion Invoicing Jobs SalesTrends ltem Hesowce CustomFields
Attachmenis DigiFlest TimeCard TimeRecording

Ratings rentalmarketbiz Skills Blocking Indicator Purchase Invoices  CRM
Manage Resource information here,

Resource Information Freelancer

Resource Type Freelancer Q E-Mail Address |bb@abe.com |
Always display in Resource Plan O Driver Card Number

Ignore availability check 0 License | Assion

Employee Assignment valid to

Communicationtype  E-Mail appointmert interface 3
Permit acceptance/cancellation via \Web
Delete Save 0K Cancel
Creator: sys admin (19.01.2012 16:22) Last Edited: Brad Casagni (25.05.2020 13.42) (D

4. Assign the Resource Type Freelancer @
5. Se Assign license @

6. For freelancers, set the type of communication <>« E-Mail appointment interface 3

When you work together with a temporary employment agency, which provides an easyjob re-
source interface you can alternatively select this communication type.

17
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Freelancer Communication Pack - Communication status

Communication status

In addition to the resource status, also the communication status is recorded for freelancers.
This can be used, for example, to see if a request was already sent but has not yet been
answered.

The communication status is displayed in the assignment in the resource plan and depends on
the resource status.

Resource Assignments

Alvarez, Akim ~
Andersen, Alan |2 Summer Revival Festival - AV Engineer
Burridge, Bill
Casagni, Brad
Crane, Carl
DOLLINGER, Dan | Summer Revival Festival - AV Engineer
4Rest period b
Drigas, Dan
Eshel, David | & Summer Revival Festival - AV Engineer

Fisher, Susan Loki

Gent, Exeter (& Summer Revival Festival - AV Engineer
George, Finn |

Godwin, Fredrik

|Lopez, Larry | £ Summer Revival Festival - Light Engineer
Miller, Hank & Summer Revival Festival - AV Engineer
My Faf Technik

Patel, Patrick

Slava Prag, Milan

Smith, John S Siimimer Hevival Fastival 1V Brginesr
EUROCARGO 35E

EUROCARGO 75E

< >

The following table shows the possible status types.

In the case of a standard e-mail scheduling request, not all status types are technically possible.

Name and Icon E-mail easyjob resource | Description
scheduling interface
interface
Tentative X X The person is tentative
f ) X X The person should be requested
)
Request

The request was sent

IQ
>
>

y

Requested

The freelancer has confirmed, the
reconfirmation has not been sent

o

Confirm

The reconfirmation has been sent

B

Confirmed

The cancellation must still be sent

P

Cancel

= ! X X The cancellation has been sent

Canceled

18



Freelancer Communication Pack - Communication status

Name and Icon E-mail easyjob resource | Description
scheduling interface
interface
= f X X The person has confirmed
Freelancer
confirmation
= ! X X The person has canceled
Freelancer
cancellation
i ) X X It is possible to move the time
7 frame using the easyjob resource
Move the time interface. The Internet scheduling
frame standard does not support this
method. In this case, the system will
Update sent .
send a cancellation message for the
old appointment and generate a
new request message for the new
appointment.
f ) X X The appointment was moved and
7 the update must still be sent.
Move the time
frame
Update not yet sent

19




Freelancer Communication Pack - Controlling and monitoring the flow of messages

Controlling and monitoring the flow of messages
Various filters are available in the resource plan for monitoring and control based on the
current communication status.

80, Reanurce Flan = ol )
Default  Own Stoff | ihicles
[ Sonntag . Aol 2018 | [Donnerstag, 1 November 2018 | [ | 8] [ [5€] [Stockholm, Prague, Brighton -
Foxreek v | Resource Baokings Resource_Fisld 2
Qualification g1 i Do, 05042078 (8 [10 [12 [12 116 [16 [0 22 [F A Resource Field 1
— 4[] 17-0013.01 Summer Revival Festival b
I 111 A Engineer B Resource Assignment
Minimum Rsting i 112 AV Engineer e ;
111 AV Engineer e
&
s . L 110 AV Engineer Status Preferred
o B et uedig I 11D 8 Enginesr Resourcessignme
* 110 AV Engineer 5 .
! il esourcetissignme
[ without Qualification i iy 1/2 AV Engineer
Vehicle -
Force Display I Betual costs 250,008
[] Aways Display : Address
(L] e S - v P paid e
[] Freelancer 2488 maggio circle
Temporary Staffing Agency Resourcs Assignments 19801 Saint-Jacques sur Dametal
porary 'g A ¥
[] Ovwn Vehicles Alvarez. Akim 5 ) T (935) 321 9170
Al & Summer Revival Festival - AV Engineer Mabile Phone (935) 321 1488
lork Type |
. Cassars Brd eMai cpfeiF@eiplayground com
Resource Assignments cf?::j e | Web: hittp://www m biz
HEsoure Sl DOLLINGER, Dan | @, Summer Revival Festival - AV Engineer
Activities (Appointments/Tasks) f |4 Rest peried b
Driggs, Dan 1 Address Custom Fields
Assignment Status Eshel. David | & Summer Revival Festival - AV Engineer Address_Field_1
0 [ Preferred Fisher, Susan Loki | . X . . Address_Field_2
Heipiosts Gent, Excler |2, Summer Revival Festival - AV Engineer

Address_Field_3

Confirmed
Address_Field 4 0,00

Canceled | K
| Summer Revival Festival - AV Engineer AddressRietd.s - 0.00
Freelancer Status by Faf Technik | )
e Paid, Patrick Freslancer Communication
— Siava Prag, Milan | Freelencer Stetus  Confirmed
s | Summer Revival Festva - A Engneer T
Confirm [EUROCARGO 75E | History Status Date
Confirmed |Mercedes Bus 1 | Preferred  17.04.2018 1418
Decline Eauiltd | Confirmed  17.042018 1419
Canceled : v
Ll B < >

If there are any messages that still must be sent, they can be sent using the Communication
function from the resource plan.

With the Freelancer Communication Center you can see the responses from your resources as
well as view and also edit the messages still to be sent.

The In-box shows all possible answer messages for automatic processing for the e-mail
account. You can view all the messages in the In-box (complete).

The messages still to be sent can be seen in the In-box.

12} Freelancer Communication Center E] & |3
Inbox  Outbox  Inbox (all items)
i cpfeilFi@ejplayground.com  So 10:00, easyjob Request to work as Light Engineer on 01.07.2018 10:00

Light Engineer 10} cofeiFi@ejplayground.com
=J cpfeilFi@ejplayground.com Mo 00:00

Light Engineer 10
= cpfeilFI@ejplayground.com Di 08:00

AV Engineer 10

=1 cpfeilFi@ejplayground.com Di 10:00
Tour Manager 10

Attachments

Light Engineer
to 01.07.10:00 to 01.07.18:00

Delete Send All Send

Finish

=) 20 90 =34 @ Offine

20



Freelancer Communication Pack - Controlling and monitoring the flow of messages

Processing incoming resource messages

1. easyjob menu Se View <o Freelancer Communication Center
2. Select a message
3. S Edit

To avoid having to manually search for possible messages in the Freelancer Communication
Center, you can set a reminder for incoming and outgoing messages.

Setting a reminder for incoming and outgoing messages

1. easyjob Menu e Tools S>e User Settings
2. e Reminder tab

@ User settings X
Gl Aktivitéiten zur Erinnerung
All overdue Activities Reminders
e Overdue Check-Out
Confirmed Jobs with an unplanned Check-Out delay
'Outstanding Freelancer T
Print Displays not forwarded Freelancer requests

Synchronization

Time Card

Tapi

=

OK Cancel

3. Set the desired reminder for incoming and outgoihg messageé

21



Freelancer Communication Pack - Messages

Messages

Messages are sent and processed via a Wizard. With the Wizard, in addition to processing the
message also the current Freelancer status is set. The Freelancer status can be changed
manually at any time in the resource plan.

Request message

© Resources to be requested = a X
Resources to be requested
Which Resources should be requested?
Resource Type Name New State
Susan Loki Fisher °
Light Engineere Summer Revival Festival & - |5 Update Sent v

# Details| Terms vCards
from 01.07.2018 10:00

to 01.07.2018 18:00

Next > Cancel

You can process multiple resources at the same time. To do so, select the checkbox in order to
process all assignments (2. The details about the request can be viewed in the tabs ®. If you
want to add the resource address information in vCard format to the request, select the
respective address.

Details Terms | vCards!

[ Send my vCard
[] Send venue vCard

View the current status and set the new status. The new status is preset and should not be
changed under normal circumstances.

The message text can be predefined in the master data and customized for every request.

O E-Mail - O 'S

E-Mail
Enter a subject and the email text.

Subject Summer Revial Festival |
EmailTed [) & @B % 320
Arial - By EEE EE A-ER

Hello Susan,

find attached a request for Job 18-2023.

< Back Next > Elize Cancel

22



Freelancer Communication Pack - Messages

In order to provide the resource with more information about the project, you can add a project
related report as a PDF attachment.

© Report - O 'S
Report
Ajob or a project report can be selacted that can be sttached to the email as a pdf.
[] Attach Report

Report
Carnet

Job Delivery Note

Job Packing Mote by Location
Job Packing Note

Job Sub-hire Reguest

Project Order Confirmation
Project Proposal

Requesting a resource

1. Select the Request status

Resource

Alvarez, Akim

Andersen, Alan &, Summer Revival Festival - AV Engineer

Lopez, Larry & Summer Revival Festival - Light Engineer

Willer, Hank G Summer Revival Festival - AV Engineer

My Faf Technik

Patel, Patrick

Slava Prag, Milan

Smith, John &Smmer Revival Festival - AV Engineer

EUROCARGO 35E Edit Resource

EUROCARGO 75E Edit Job Resource

Mercedes Bus 1 u

e E— nassign
Edit Address
Resource Status v |[V] Preferred
Change Freelancer Status Request
Communicate Freelancer Confirmed
Display Job Resource Plan Canceled

B calculate route 3
Purchase Order 3
®  Communication »
< 1N ’
2. Confirm the updating of the request status
Change Resource Status
0 Do you want to send the Freelancer Request now?

3. Follow the steps in the Wizard and finish with Finalize.
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Incoming message
Incoming messages are displayed in the Freelancer Communication Center.

Next to the e-mail text, you can see the status confirmed by the freelancer in the preview
(acceptance or cancellation).

Posteingang [Freslancer) Pustausgangl Posteingang [Komplett] |

1 ] Li iker 0 beispielj
. Accepted:| beispie i MyFreelancer@deme.easyjob.com
(6] MyFreelancer@demo sazjotxe So 20:26

Accepted: AY-TechnikerOAbend Ga 1@

Anhange
11
& Lichttechniker Ve
won 07.02.11:00 bis 08.02.2230
Schlislen
=l a0 530 = Letzter Emptang: 09.02.2014 21:2407 @ Online E

You can use the message processing Wizard to manually change the new status.

@ Resources to be requested - O 'S
Resources to be requested
Which Resources should be requested?
Resource Type Name New State

[ Susan Loki Fisher

EA  Light Engineer Summer Revival Festival & =»

Details Terms  vCards i

7, Update Sent
from 01.07.2018 10:00 ldly Cancsled
|3, Requested
© 010720181800

=BGk Next > | Ensliz= Cancel

You can see in the Resource Plan tab if the assignment changes and if there is still a shortfall.

Resource

Smith, John & summer Revival Festival - AV Engineer
EUROCARGO 35E
EUROCARGO 75E
Mercedes Bus 1

Sprinter 001

Processed messages are indicated in the in-box with a green checkmark on the e-mail symbol
as well as on the Processed button.
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(Freelancer) | f | Posteingang (Komplelt)
AV- 0 Abend Gala

I h AV-Techniker o Verarbeiten, 9
von 08.02.00:00 bis 09.02.00:00

42 0 90 i= Letzter Empfang: 09.02.2014 21:23:07 @ Online

i

Processing an incoming message

1. easyjob menu e View <o Freelancer Communication Center
2. Select a message

3. S Process

4. Follow the Wizard's instructions
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