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KENDO ADMINISTRATION

1. Creation a user
Creation a user in the application is performed using the Admin profile.

1.1. Login the application using the Admin profile

2 HENDO

L » Mmanager

User login
Username
admin

Password

Forgot password?

1.2. Click on Administrator-Administration-Users at the right side.

— HfND@ Project™ Reportis™  lessages h ¥ . Administrator ¥

Eeu Manager

Tasks Risks Issues Changes Mo
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0 soon 5 | 0 soon 5 0 soon 3 0 soon
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1.3. Fill the data into the form for Creation a user and select Project Management system role.
Project Manager is the basic redefined system role that is delivered to the user. Click the button Save.
Forward respecting user data to the user. System does not automatically send these information .

User administration

Full name Username Avatar upload
Ronda Wolf ronda
Email Password System Role
ronda@example_com senaw I Project Manager E




2. Roles and permissions

Roles and permissions are used for defining of user's permissions in the application.

2.1. Log in the application with own Admin Profile. Click on Administrator-Administration-Role and

permission
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0 TopAY =] 0 TopaY =5 0 ToDAY
0 soon | 0 soon 3 0 soon
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2.2. After clicking on Role and permission, the following section will be open-Administration role where
you can create a new role and also to group the permissions that defining the user's rights within the

application.

2.3. Redefined roles

In favour of easier operating , Kendo Manager has already created and adjusted basic project roles.
Permissions are adjusted according to Users' functions on projects

Role name

Super Admin A Edit
Project Manager &\ Edit
Team member &\ Edit
Project overview 0\ Edit
Software tester 0\ Edit
Team leader 0\ Edit

Image 1. Admin role example

H Permissions
English -

[¥] Tasks - Delete

Roles administration

Name

Super Admin| ‘ [#] Task documents - View

Project manager [¥] Task - Reorder

O [#] Task - Resources - Create
[¥] Task notes - View

Eﬁ [¥] Task - users - View

Administration - Code tables -Edit
Administration - Role - Delete
[#] Administration - Role - View
[¥] Administration of users - Create
Change notes - View
Milestone - Edit
Issue notes - Edit

Change project - Edit

[¥] Task documents - Delete

[@] Tasks - Edit

[¥] Task - Resources - Delete

[¥] Task - Resources - View

[#] Task - users - Delete

[¥] Tasks - View

Administration - Code tables - Create
Administration - Role - Edit
Administration of users - Delete
Administration of users - View
[¥] Calendar - View

[¥] Milestone - Create

[#]1ssue notes - View

Change project - Create

[ selectAl
[ Task documents - Create
[¥] Tasks - Create
[¥] Task - Resources - Edit
[¥] Task notes - Edit
[#] Task - users - Create
[¥] Administration - Code tables - Delete
Administration - Code tables - View
Administration - Role - Create
[#] Administration of users - Edit
Change notes - Edit
[@] Milestone - Delate
[@] Wilestone - View
Change in the project - Delete

Change project - View



Note:

Roles define the role of the user within the project. The roles are assigned to the user when creating
Project team responsible for project realization. (User guide 3.6.1. Creating Project team- defining of the
members and their roles/functions in project).

Image 1. Creating Project team

Project team

Choose team member Projectrole ) )
[Ronda Wolf x| Choose E | Add & |

Choose

Project Manager
* Mandatory field
andatory fie Team member

Project overview

Avatar Full name Software tester Email
Team leader = |
David Wolf Project Manager david@example.com ._&\ Edit x Delete
Jhon Team member John.d@nesto.com ._&\ Edit K Delete

Overview of redefined roles within the project:

* Project manager - has all the rights over the project and all the processes within. He is allowed to
create, to modify and erase al the processes at the project (tasks, resources, problems, changes,
risks, documents, costs and spent time, to post the comments...)

¢  Team member -the most frequently role delivered to the users. Member of the team is allowed

to check the contents on project, to add and erase his comments, to upload the documents at
project processes.

Public consultation workshops

Basic data Comments

Write a comment
Team members

Resources

Documents

Subactivities/Reordering

Choose

Notify Users ~

Note: User defined as team member is allowed to add and delete his comments and to upload
documents. He is allowed to check and other cards (basic data,members of a team and resources),
but he can't change or to delete the content posted by Project manager.

* Project preview —is delivered to the people who do not directly participate in project realization
(e.g. client, director, Mayor of the Municipality...) This person can see the content but he can't
modify or delete it.



* Team leader- has the same function as project manager, excluding the right to change the items
in project menu at the left side.
Team leader can create, modify and erase all the processes at the project (tasks, resources,
issues,changes,risks,documents,costs and to post the comments) .

Team leader is commonly used in greater projects and this function is given to the person who
performs the part of the tasks being within the domain of project manager or team leader is deputy
manager.

e Software tester —used at software projects. The role is aimed to the persons who test the
application accuracy within the software development process. Software tester has the same
rights as each team member and he can create an issue(bug) and deliver it to the person (the
most often to the programmer) in order to correct it.

fND@ = o :

== @ ?
— n n e RIS L EICroySaings profecy . LA
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+ B Dashboard [* Tasks ™ Milestones ¥ Costs | ¥ Issues | M\ Risks 26 Changes @ Time Use a Files & Project seftings
1/2017 - Energy Savings project

Dashboard Issues

Basic data I

Project team ) Export all data
@ ExportPDF | ExportExcel | ExportWord
Calendar

Project locations

2.4. Creation of a new role in Kendo manager

Login the application using own Admin profile. Click at Administrator-Administration-Role and
permission.

Enter the Role title and mark the permissions you want to give to the user in projects when you assign
to him the Role. Click at the button Save to save the new role.

Roles administration

thsh . Permissions

Nama [ Task documents - Delete [ Task documents - Create

Test rola [ Task documents - View [ Tasks - Edit [ Tasks - Create

Project manager [] Task- Reorder [7]Task - Resources - Delete [] Task - Resources - Edit

o [F] Task - Resources - Create [F] Task - Resources - View [F] Task notes - Edit
[£] Task notes - View [C]Task - users - Delete [C]Task - users - Create

Eﬁ [F] Task- users - View [F] Tasks - View [C] Administration - Code tables - Delete

[] Administration - Code tables -Edit [C] Administration - Code tables - Create [C] Administration - Code tables - View
[C] Administration - Role - Delete [C]Administration - Rale - Edit [C] Administration - Role - Create
[C] Administration - Rale - View [T Administration of users - Delete [C] Administration of users - Edit
[C] Administration of users - Create [C] Administration of users - View [[1change notes - Edit



3.Code Table

The purpose of the Codebooks is to predefine the specific item often used within the application(e.g.
company title). Data is entered for the first time. The data are saved for further use.

3.1. Login Kendo manager using own Admin profile. Click Administrator-Administration-Codebooks.

A Risks 2 Changes @ Time Use il Files # Project settings

% Users
Issues Changes
g © Roles and perm
0 TODAY na 0 TODAY P® Code tables
0 soon gt 0 soon
() DEADLINE EXP. (4] () DEADLINE EXP. © () DEADLINE EXP.
() FinISHED ¥ 4 () FinISHED LY 4 () FINISHED

3.2 Code tables overview in application

Following code tables in Kendo manager:

3.2.1 Project priority

P8 Energy Savings project . Administrator

Pro

£ Administration

” Language

® Lo gout

If you wish to add the new priority, fill the form for priority creation and click the button Save.

Note : Project dashboard shows only high, medium, low priority

¥ Project priority
Project status Id Code Name
Project category 0 ‘ |
Institution/Organization E ﬁ
Currencies
CoLype ‘ Id Code Name ‘
Re-olicel/pe N 1 High & it ¥ Delete
Institution type 2 2 Low & Edit 3§ Delete
Project locations 3 3 Normal # Edit 3 Delete

3.2.2. Project status

If you would like to add new project status, fill the form for creation new status and click the button

Save.
i Sl
Project status: L i Code Name
Project category 0
Institution/Qrganization ﬁ ﬁ
Currencies
Cost
Hpe d Code Name ‘
Resource type =
1 1 On hold & et $ Delete
ATk 2 2 Open 0\ Edit $§ Delete
Project locations 2 3 Closed & Edit § Delete
Project in accordance with 4 4 In progress 0\ Edit $§ Delete




3.2.3. Project category

To add the new project category, fill the form for creation of new cathegory and click the button Save.

Project category

Project priority

|Enghsh v|

Project status ia Code Mame
0 | |
Institution/Organization E ﬁ
Currencies
Cost
pe id Code Name
Resource type
1 1 Sodial projects f Edit x Delete
e 2 2 Economic projects O) Edit $§ Delete
Project locations 3 3 Commerdial projects "\ Edit * Delete
Project in accordance with 4 4 Marketing Projects __'\ Edit x Delete
Project applied 5 5 Software projects ,'\ Edit ¢ Delete
-3
Project target users 6 6 Public projects O Edit $§ Delete
i 7 Sodial projects "‘ Edit x Delete
8 8 Other projects # Edit $ Delete

3.2.4. Institution/organization- Define the institution,company or organization funded by the

project.

If you wish to add the new company, fill the form for creation of new institution/organization and click

the button Save.

Project priority Institution/Organization

Project status

Ia Code Name
Project category o
Institution/Organzation Type
Choose -
Currencies
Address Cantact person Phene Email
Cost type
e o =n
Institution type
Project locations
Id Code Name Type Address Contact person Phone Email
Project in accordance with
3 1 Soft info Company David 1234556 }f‘ Edit R Delete
Project applied =
4 2 Spider Soft Company a a 1 soft@spider.com & edit 3 Delete
Hgsi s s 3 UN Government )_O\ Edit $§ Delete

3.2.5. Currencies

Adjusting of the basic currency used in Kendo manager is performed in section Currencies.

Project priority Currencies

Ridiettsialis I Code Name Rate Symbol Afternative cods

Project category 0 ‘ |

Institution/Organization ﬁ ﬁ

Currencies

Gostiype Id Code Name Symbol Alternative code Rate Default ‘

St 1 KM Convertible Mark KM BAM 1.00 No & Edit @ Default  $§ Delete

HIHHIOn os 2 EUR Euro € EUR 051 No & Bt @ Detaut 3§ Delete

Project locations 3 usD Dollar $ usD 100 Yes & Edit ¥ Delete

Project in accordance with 4 GBP British Pound & GBP 042 No ,0\ Edit x Delete

Project applied 5 RSD Serbian dinar RSD RsD 59.71 No Q\ Edit !\ Default J§ Delete
6 HRK Croatian kuna kn HRK 392 No & Edit @ Defauit $§ Delete

Project target users

Click the option default currency and this will be set as the basic currency for managing projects in

application.



Note:

In case of additional change of basic currency(symbol) in application, this will change just the
currency symbol at all the projectsin application but not the monetary amounts of specific itemsin
proj ects.

Osnovni podaci

4 Id Broj projekta haziv Valuta Ukupna vrednost
b 5004 1 Test finalne verzije Konvertibilna marka 10.000,00
Kategorija Prioritet Projekat u skladu sa Status
Ekonomski projekti - Visok - Strategijom razvoja - Otvoren -

Pocetak Kraj Gt
28.12.2016. 28.3.2017. a

3.2.6 Defining of Currency rate

Currency rates define converted value compared with the main application currency. The currency value
can be changed depending on needs.

Project priority Currencies
Project status Id Code Name Rate Symbol Alternative code

Project category 4 GEF| ‘ British Pound 0.42 £ GBP

Institution/Organization @
gesttips id Code Name Symbol Alternative code Rate Default ‘
AR 1 KM Convertible Mark KM BAM 100 No # Edit @ Defaut 3§ Delete
IEriis s 2 EUR Furo € EUR 051 No & Edit & Default 3 Delete
Project locations 3 usD Dollar $ usD 100 Yes & Edi ¥ Delete
Project in accordance with 0:42 " Delete
Project applied 5 RSD Serbian dinar RSD RSD 59.71 No & Edit @ Detault 9§ Delete

; S B
Project target users 6 HRK Croatian kuna kn HRK 392 No & Edit @ Default 3§ Delete

Note:

Converted currency value is used in option the costs if is necessary to express the costs in some other
currency (example: machine imported from abroad). The costs in other currency can be found at the form
the costs . In order to use this option, fill the auxiliary form (the cost in other currency). Based on the
inserted parameters, the form will automatically convert the value.

Type Description
Travel and accommodation -

Cuosts in diferent currency

Alternative cost

Currency Price per unit Tax Amount
[ British Pound [=] 2,38095 23810
Amount without tax Amount

4,761.90 5,000.00

Notify Users +




3.2.7 .Type of the costs-define the categories of costs in project

If you wish to enter the new type of the cost , fill the form for creation of new type of the costs and click

the button Save.

Code Name

MName

Project priority Cost type

Project status a

Project category 0

Institution/Organization

Currencies

—

Resource type i 3

Institution type: 5 2

Project locations 3 3

Project in accordance with 4 4

Project applied 5 K

Project farget users 5 9
7 7
8 8
9 9

Personnel expenses

Travel and accommodation
Overhead costs
Consultants

Meetings and events
Promotion costs.
Equipment

Financial expenses

Other expenses

& Edit 3 Delete
& Edit 3 Delete
& Edit 3 Delete
& Edit 3 Delete
& Edit 3 Delete
& Edit 3 Delete
& Edit 3§ Delete
& Edit 3 Delete
& Edit 3 Delete

3.2.8. Resource type

If you want to add the Resource type, fill the form for creation of new type of the cost and click the

button Save.

Project priority Resource type

Project status

1d Code Name

Project category 0
Institution/Organization ﬁ m
Currencies
Cost

type ‘ d Code Name
Resource type
[psitulion 1ype 2 2 Human resource & Edit % Delete

3.2.8. Institution type - define the organization/company type

Pty IRENDRE
nglish -
Project status d B N
Project category o
Institution/Qrganization E m
Currencies
Cost
pEe ‘ Id Code Name ‘
Resource
L5 1 1 Municipality & et ¥ Delete
[z 7] 2 NGO & et 3 Delete
KiUjetiotatole 3 3 Government & Edit 3 Delete
Project in accordance with 4 4 Company _’) Edit 8 Delete
>
Project applied s 5 Agency & Edt 3 Delete
Imagel.
e ey Institution/Organization
Project status d Code Name
Project category 0
Institution/Organization Type
Choose -
Currencies
Address Contact person Phone v ity
unicipali
Cost type NGO
Government
Resource
e Company
Institution type Agency

10



3.2.9. Project location

Codebook is used to define the geographic location for project implementation.

Project priority

Project status.

Project locations

Id Code Name
Project category 0 ‘ |
Institution/Organization E ﬁ
currencies
o5 hpe ‘ Id Code Name ‘
Resource type 1 1 Europe & Edit 3 Delete
Inst\:u-lw-untype 5 2 USA & Edit $§ Delete
Project locations K |4 4 Afica A Edit 3§ Delete
3.2.10. Project in accordance with
This option serves to redefine the business strategies or organizations.
Eropect pronty Project in accordance with
Project status Id Code Name

Project category 0

Institution/Organization

Name

Currencies
Cost

type ‘ o
Resource type |
Institution type z
Project locations 3

Development Strategy
Marketing strategy

Business Strategy

19\' Edit $§ Delete
& et $ Delete
f Edit $§ Delete

3.2.11. Project Applied

Define the project owner i.e. who started the project (company title,organization title, department
title...). Fill the data and click the button Save.

Project applied

Project priority
Project status - Nt Tipe
Project category (1] Izaberi ~
Institution/Organization Address Contact person Phone Email
Currencies
Resource type
Institution type: ‘ Id Code Name Type Address Contact person Phone Email ‘
Project locations 1 Test Municipality Test Test test@nesto.com "‘ Edit 3§ Delete
Project in accordance with 2 Spajder doo Company n n 1 spider@nesto.com & Edit ¥ Delete

3 Climate Change Department Government Ministry of Environment John D. f“ Edit * Delete

Praject applied

The data are imported for the first time. The data are saved for further use.

3.2.12. Project target users —Define the users of project funds

Codebook is used to define the end-users of project i.e. which target group will benefit from the project.
(Example: Assistance to Roma people through promotion of energy efficiency in Roma settlements). Fill
the data and click the button Save.

11



Project target users are imported for the first time. The data are saved for further use.

R B
Project status i e fia
Project category 0
Institution/Organization E m
Currencies
Cost

s ‘ Id Code Name ‘
Resource type

b ‘ 1 1 Gypsies & edit ¥ Delete ‘

Institution type
Project locations

Project in accordance with

Project applied

4. Multiple languages

Kendo manager currently supports English language and Serbian (Latin alphabet) language . During the
installation of application , it is given the selection of basic language with the data shown in it.

If we want to add for some item in the Codebook and Serbian (secondary) title, the procedure is as
follows:

* Choose the item in Codebook being imported previously and click on button Change.

‘ Id Code Name ‘

‘ 1 1 Gypsies I _’\ [d\il * Delete |

e Choose English language and change the titles into the English language in the form. Click Save in
order to save the data in English.

Project target users

Srpski(lat)
Id Code Name Englich
1 1 Gypsies
d Code Name

Gypsies

Note :

Unless the data are not imported in second language, in Kendo manager is shown the basic language. We
are allowed to change the language in Kendo manager from the application in case we want to show or
print report in Serbian language,for example.

= ﬁaanEa? Project™  Reports™  Messages Search N Encrgy Savings project .Adminismmv
[T a

+ B Dashboard [ Tasks ™ Milestones EZ Costs ‘™ lssues A Risks 32 Changes @ TimeUse @l Files %F Project settings

Project status: | <Choose> (e Project category: | =Chooss=> - | &l

Date from: ] Date to: I ] A
Applied: <Choose> - @Al
e © K < 0 from—- » 9| |Choose exportformat  ~| Expot & & & g
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5.APPENDIX : Basic steps for Kendo manager operation

In order to enable the users to operate with Kendo manager, Administrator has to adjust the following
options:

1. Defining of Basic valute of the application (Codebooks - Currencies)
2. Creating of users

Note : Basic options in Kendo Manager are already adjusted for the work on projects according
to the recommendations and project methodology.
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