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1. Introduction
This guide gives detailed functionality description offered by 
proRM Fast Start for CRM in Microsoft Dynamics 365.

The Product is initiated and developed by proMX GmbH, 
Germany - in order to reach us, please visit our contact page. 

1.1 What is proRM Fast Start?
proRM Fast Start provides an essential add-on to CRM in 
Microsoft Dynamics 365 Online in project management area.  
Create new Projects based on Quotes, Orders, and Opportunities, 
assign Employees based on Skills to individual Tasks. 

proRM Fast Start includes HTML applications offering Time 
Entry and Expense Tracking functionality for every Employee 
in the company, and a Project Gantt application to plan and 
structure the Project processes. 

Based on above mentioned  entries project managers, team 
leaders, and CEO’s are able to use reporting from Microsoft 
Power BI.

1.2 proRM Fast Start Installation
The proRM Fast Start extension will be available via Microsoft 
AppSource or on proRM Business Solutions website.  

For further information, please visit our contact page.

http://prorm.net/en/contact-us/
https://powerbi.microsoft.com/de-de/?WT.srch=1&WT.mc_id=AID529583_SEM_
https://powerbi.microsoft.com/de-de/?WT.srch=1&WT.mc_id=AID529583_SEM_
https://appsource.microsoft.com/de-de/marketplace?page=1
http://prorm.net/en/prorm-fast-start-project-management-solution/
http://prorm.net/en/contact-us/
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1.3 proRM Fast Start Navigation
Once proRM Fast Start is installed to CRM in Microsoft Dynamics 
365 Environment an additional area called ‘proRM’ will be 
added to the existing Sitemap:

The proRM Fast Start navigation area is divided into five Groups:
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The proRM Fast Start navigation area is dividedsplit into five the different Groups:  

 

 
 
 
The My Work gGroup displays related CRM entities, 
similar as forto all My Work Groups in default CRM.  
 

 

 
 
The The Time Recording gGroup grants access to two 
different HTML aApplications: Tracking and Approval 
Manager.  
Additionally, it is possible to get an overview of Time 
Entries, Expenses and Time Stamps in the sSystem. 
 

 

 
 
The Project Management gGroup allows access to 
Projectour 3rd Application called Gantt.  
Additionally, Projects, Project Tasks and Project Task 
Assignment Entities are available in the system.listed. 
 

 
 

 
The Resources gGroup is the last main gGroupps in our 
proRM Area.  
You can Ffind here theIt features overview of  the 
Bookable Resources in the CRM sSystem and the 
related Working Hours.  
It Also it is also possible to have a look at theThe group 
provides an overview of Bookable Resource Categories 
and Characteristics.  

 

 

 
The Settings Group is used to list the user-defined 
Configurations for the HTML aApplications and gives 
access to the Rating Models in the Dynamics CRM 
Environment. 

Отформатировано: английский
(США)

The My Work group displays related 
CRM entities, similar to all My Work 
Groups in default CRM. 
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The Time Recording group grants access 
to two different HTML applications: 
Tracking and Approval Manager. 

Additionally, it is possible to get an 
overview of Time Entries, Expenses and 
Time Stamps in the system.
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The Project Management group allows 
access to Project Gantt. 

Additionally, Projects, Project Tasks and 
Project Task Assignment Entities are 
available in the system..
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The Resources group is the last main group in 
proRM Area. 
You can find features overview of Bookable 
Resources in the CRM system and related 
Working Hours. 
The group also provides an overview 
of Bookable Resource Categories and 
Characteristics. 

The Settings Group is used to list user-defined 
Configurations for the HTML applications 
and gives access to the Rating Models in the 
Dynamics CRM Environment.

1.4 Key Features
The use of the ISV solution proRM Fast Start for CRM in Microsoft 
Dynamics 365 CRM will extend the default CRM functionality by 
Project Management based entities and additional functionality.

All related Entities (Project, Project Task, Project Task Assignment, 
Time Entry, Expense, Time Stamp, Project Template and Working 
Hour) are stored in the new navigation area called ‘proRM’.

Those Entities are used and required for following use in the 
HTML Applications: Tracking, Approval Manager and Project 
Gantt.

Besides to this, proRM Fast Start also uses default Microsoft 
Dynamics 365 CRM entities like Bookable Resource, Bookable 
Resource Category, Characteristic, Rating Model, Account, as 
well as the main sales entities: Lead, Contact, Opportunity, 
Quote and Order.

Tracking Application
proRM Fast Start will provide three different applications 
in order to extend the possibilities of the CRM functionality. 
All applications are developed in HTML and supported by 
Microsoft Dynamics CRM. 

The Tracking Application allows employees to track their efforts 
on assigned Project Tasks by using form of Time Entries and 
Expenses. For these purposes we provide a calendar view for 
a simple tracking. The employee also receives direct feedback 
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regarding owns working time in the current time period with 
the help of a Working Time overview and support of charts 
directly in the application. 

Besides Expenses and Time Entries, the employee is also able to 
create own Time Stamps to prove his/her presence in the office. 

Project Gantt Application
proRM Fast Start will provide three different applications 
in order to extend the possibilities of the CRM functionality. 
All applications are developed in HTML and supported by 
Microsoft Dynamics CRM. 

The key idea behind the Project Gantt application is to provide 
a tool for every project manager where it is possible to enable 
project managers to create, plan, and also control the project 
structures he/she is responsible for. 

With the help of the graphical Gantt Chart the project manager 
is able to plan and monitor the ongoing and upcoming project 
and dependencies between related project tasks.

Approval Manager Application
proRM Fast Start will provide three different applications 
in order to extend the possibilities of the CRM functionality. 
All applications are developed in HTML and supported by 
Microsoft Dynamics CRM. 

The Approval Manager application finalizes the project 
management process in proRM Fast Start with approving the 
created Expenses and Time Entries for the invoicing process. 
By default the project manager of each project checks and 
approves the records at the end of the reporting period month. 
Nevertheless, it surely can vary for each business process.  

If values in the records are not correct, it is possible to deny the 
approval and assign it back to the employee or directly edit the 
related record in the application. 

With the help of different filters and charts, the project manager 
will also receive an additional control of the project module 
besides the Project Gantt application.

Sales Process
proRM Fast Start will also assist the sales team with a new 
business process flow, which guides the employee through 
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the sales process into the project management. 

It will also be possible to create new projects based on sales 
orders and their assigned products. 

With the help of these processes, every employee receives a 
guide line on how to set up the best conditions for the project 
manager in their daily work.

Background processes for calculation and 
validation
Background process for calculation and validation ensures full 
integrity of data in the system and up to date values for every 
proRM Fast Start related record. 

With the implemented background process for calculation and 
validation,  we provide a full integrity of data in the system as 
well as up-to-date values for every proRM Fast Start related 
record.

The calculations are done in real time without affecting any end 
users work behavior.   
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2. proRM Fast Start Set Up
To use full functionality of proRM Fast Start basic configuration 
is required.

2.1 Security Concept and 
Security Roles Explained
proRM Fast Start provides security concept for preventing  
unauthorised employees from accessing certain data. The 
implication of the concept, is the difference of access rights 
between project manager and an employee.

3 Security Roles have been implemented that can be assigned 
to the related System User:

Employee
The Security Role called Employee is essential for accessing any 
functionality of proRM Fast Start. It provides permissions to 
create own Time Entries, Expenses and Time Stamps. 

Furthermore, the User with Employee permission is able to read 
Project, Project Task and Assignments in the system. 
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Project Manager
A Project Manager has more rights in the proRM Area than an 
Employee and is able to create new Projects, Project Tasks and 
Assignments. 

Administration
The Administration role grants full access to all related proRM 
data – it is similar to the System Administrator Role in CRM. 

Every System User who has to work with proRM Fast Start needs 
to have the Employee Security Role at least. 

Security Roles also affect the permissions in CRM directly. 

2.2 proRM Fast Start Entities 
Configuration
To start using proRM Fast start it is required to set up basic 
entities. 

2.2.1 Creating Bookable Resources
Bookable Resources display resources and employees of the 
company. Without a Bookable Resource it is impossible to work 
on a Project Task or create Time Entries in the system. 

Step 1: Open Bookable Resource Overview
Navigate to the proRM Area and select Bookable Resource in 
the Resource Management Group: 

For questions regarding 
assigning a Security Role 
in Microsoft Dynamics 
CRM, please visit the 
Microsoft Dynamics CRM 
Help & Training

Please Note: The Project 
Manager Role is based on 
the Employee Role and 
so the Employee Security 
Role has to be assigned 
to every Project Manager, 
too. 

https://www.microsoft.com/en-us/dynamics/crm-customer-center/assign-a-security-role-to-a-user.aspx
https://www.microsoft.com/en-us/dynamics/crm-customer-center/assign-a-security-role-to-a-user.aspx
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Step 2: Create a New Bookable Resource
To create a new Bookable Resource click on the NEW button in 
the CRM task bar: 

Step 3: Enter the Required Data
Now fill in all the required data directly in the form:

Select the related System User in the Lookup “User”.

Step 4: Save the Record
After filling in all required data (marked with a red *) save the 
record with the SAVE button in the CRM Task bar:

2.2.2 Creating and Configuring Working 
Hours
Working Hours define the default value of hours an employee 
has to work per week. It is possible to create different working 
models and assign the related model to the Bookable Resources. 

Please Note: For 
employees who work 
with proRM Fast Start a 
system user is needed and 
a Bookable Resource with 
Resource Type: User.
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Step 1: Open Working Hours Overview
Navigate to the proRM Area and select Working Hours in the 
Resource Management Group: 

Step 2: Create a New Working Hour
To create a new Working Hour click on the NEW button in the 
CRM task bar: 

Step 3: Enter the Required Data
Now fill in all the required data direct on the form:
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Step 4: Save the Record
After filling in all required data (marked with a red *) save the 
record with the SAVE button in the CRM Task bar:

Step 5: Assign Working Hours to a Bookable 
Resource
To assign Working Hours to Bookable Resources open the 
desired Working Hours record. Open navigation menu of the 
entry and select Bookable Resources: 

Use ADD EXISTING BOOKABLE RESOURCE button to add 
Bookable Resources to the Working Hours: 

2.2.3 Bookable Resource Categories
Categories describe the job of each Bookable Resource in 
the company. It is possible to assign multiple categories to a 
Bookable Resource.
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Step 1: Open Bookable Resource 
Categories Overview
Navigate to the proRM Area and select Bookable Resource 
Category in the Resource Management Group: 

Step 2: Create a New Bookable Resource 
Category
To create a new Bookable Resource Category click on the NEW 
button in the CRM task bar: 

Step 3: Fill out form
Now fill in all the required data:
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Step 4: Save the Record
After filling in all required data (marked with a red *) save the 
record with the SAVE button in the CRM Task bar:

Step 5: Assign Bookable Resource Category 
to a Bookable Resource
To assign Bookable Resource Categories to a Bookable Resource 
open the desired Bookable Resource. Via the inline grid 
called “Resource Categories” add existing Bookable Resource 
Categories from the system: 

2.2.4 Creating and Configuring 
Characteristics 
Characteristics are used to assign skills to each employee. Based 
on a rating value the experience characteristics can be defined 
individually for each skill per employee. It is possible to assign 



16
pageF a s t  S t a r t

an unlimited number of skills to a resource. 

Every characteristic has a Characteristic Type, which is defined 
as Skill or Certification.

Step 1: Open Characteristics Overview
Navigate to the proRM Area and select Characteristics in the 
Resource Management Group: 

Step 2: Create a New Characteristic
To create a new Characteristic click on the NEW button in the 
CRM task bar: 

Step 3: Enter the Required Data
Fill in all the required data:

Step 4: Save the Record
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After filling in all required data (marked with a red *) save the 
record with the SAVE button in the CRM Task bar:

Step 5: Assign Characteristics to a Bookable 
Resource
To assign Characteristics to a Bookable Resource open the 
desired Bookable Resource. Via the inline grid called “Resource 
Characteristics”  add existing Characteristics from the system: 
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In the new tab set the Characteristic and the experience based on 
the Rating Model. Save data record to confirm the assignment:
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3. proRM Fast Start Functionality 
This chapter is an introduction of the best ways of operating 
proRM Fast Start and working with the given, supported options 
in the system.

Following functionality headlines are explained in this guide:

•	 Creating and editing of Projects 

•	 Creating and editing of Project Tasks

•	 Adding of Assignments to a Project Task

•	 Creating and updating of Time Entries

•	 Creating and updating of Expenses 

•	 Creating a new Time Stamp

•	 Approving Time Entries

•	 Approving Expenses

•	 Defining reporting tools
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3.1 Project Structure 
Implementation
Projects are essential for using proRM Fast Start. The product 
is following a strict hierarchy, which is topped by a customer- 
Account or Contact from CRM. 

Each Project has to be listed under a Customer. Every Project 
can have several Project Tasks under it but no Resource directly 
assigned to it. 

The Resources will be only assigned at the Project Tasks; this is 
called Project Task Assignment. 

This is the graphical overview of hierarchy:

Customer

                              Project

                                            Project Task

                                                              Project Task Assignment

It is possible to have more Projects under one Customer or 
several Project Tasks under Projects. 

New projects can be created using CRM form or with the help 
of Project Gantt application

3.1.1 Project Gantt Application Overview 

Step 1: Open the Application
Navigate to the proRM Area and select Project Gantt in the 
Project Management Group: 
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Step 2: Select a Customer 
Select a related Customer through the Lookup called “Filter”:  

It is also possible to keep the filter empty to load all the data in 
the system. 

Step 3: Click Refresh to Load Data
After choosing the desired filter, click on REFRESH to load data 
into the application.

On the left, there is Project Tree with the hierarchy. Related to 

Please note: Loading 
all available data in the 
system decreases the 
performance of the 
application. 
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the Project Tree there is a graphical overview on the right hand 
side of the application. 

Step 4: Create a New Project
To create a new Project, choose the desired Customer it should 
be created for. Select the Customer with left mouse button click 
and open the context menu by using the right mouse button. 
Select ADD NEW PROJECT in the context menu.
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Step 5: Enter all Required Data
After clicking on ADD NEW PROJECT a new dialog pops out 
where it is possible to fill in the required data for the new Project: 

If all fields are filled in, confirm with OK button and the Project 
will be created.

3.1.2 Creating New Project via Quick Create

Step 1: Open Quick Create Form
Navigate to the + Icon in the CRM Navigation to select Project 
in the Records group:

Step 2: Enter the Desired Data to Create the 
Record
After clicking on Project, the form to enter the required data is 
shown: 

Fill in required fields in order to create the new data record click 
on the button SAVE. 

For a more 
general overview 
about the 
functionality and 
content of the 
Quick Create 
Feature, please 
visit the Microsoft 
Dynamics CRM 
Help & Training.

https://www.microsoft.com/en-US/dynamics/crm-customer-center/quick-create-enter-new-contacts-or-other-data-fast.aspx
https://www.microsoft.com/en-US/dynamics/crm-customer-center/quick-create-enter-new-contacts-or-other-data-fast.aspx
https://www.microsoft.com/en-US/dynamics/crm-customer-center/quick-create-enter-new-contacts-or-other-data-fast.aspx
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3.1.3 Creating New Project via CRM Form

Step 1: Open Project Overview in CRM
Navigate to the proRM Area and select Projects in the Project 
Management Group: 

Step 2: Create a New Project
Click the NEW button of CRM Task bar to open a new blank 
form for the Project Entity: 

Step 3: Enter the Required Data
There are two options to fill in the data. One is to fill in the 
required data directly to the form:

For more information 
about the business 
process flow feature 
please visit the related 
Microsoft TechNet 
website.

https://technet.microsoft.com/en-us/library/dn531164.aspx
https://technet.microsoft.com/en-us/library/dn531164.aspx
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The second possibility is to use the proRM Business Process 
Flow on the top of the page, which guides the project manager 
through the different states of the Project: 

Step 4: Save the Record
After filling in all required data (marked with a red *), save the 
record with the SAVE button in the CRM Task bar:

Or choose the SAVE button in the bottom right corner of the 
screen:
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3.1.4 Project Template Explained
Repetative Project Structures with high incidence can be saved 
as Project Templates. 

In order to save time for creating Project Tasks, giving 
estimations for assignments or planning the project structure it 
is possible to import those templates for different customers or 
head projects via the Project Gantt application.

3.2 Project Task Creation 

Projects are followed by Project Tasks. It is possible to add more 
Project Tasks to one Project or different Project Tasks under 
each other to create a deeper hierarchy. 

Project manager is able to add Assignments always to the 
lowest Project Task in the related project structure.

There are different options to create new tasks. Either out of 
CRM or with the help of the Project Gantt Application - both 
ways are supported.

3.2.1 Creating Project Task in Project Gantt 

Step 1: Open the Application
Navigate to the proRM Area and select Project Gantt in the 
Project Management Group: 
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Step 2: Select a Customer 
Select a related Customer through the Lookup called “Filter”:

It is also possible to keep the filter empty to load all the data in 
the system. 

Step 3: Click Refresh to Load the Data
After choosing the desired filter, click on REFRESH to load the 
data into the application.

On the left hand side, there is the Project Tree with the hierarchy. 

Please note: Loading 
all available data in the 
system decreases the 
performance of the 
application.
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Related to the Project Tree there is a graphical overview on the 
right hand side of the application. 

Step 4: Create a New Project Task
To create a new Project Task, choose the desired Project or 
already existing Project Task it should be created for. Select the 
line with left mouse button click and open the context menu by 
using the right mouse button. Select ADD CHILD TASK in the 
context menu. 
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When creating a Project Task under an existing Project Task, the 
add child task functionality will be hidden in a submenu called 
“Task”.

Step 5: Enter all Required Data
After clicking on ADD CHILD [TASK ]a new dialog pops out 
where it is possible to fill in required data for the new Project. 
If all fields are filled in confirm with OK button and the Project 
Task will be created.
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3.2.2 Creating Project Task via Quick Create

Step 1: Open Quick Create Form
Navigate to the + Icon in the CRM Navigation to select Project 
Task in the Records Group:

Step 2: Enter the Desired Data to Create the 
Record
After clicking on Project Task the form, where it is able to enter 
the required data, is shown: 

Please fill in all required fields, in order to create the new data 
record click on the button SAVE. 

3.2.3 Creating Projects Task via CRM Form

Step 1: Open the Project Task Overview in 
CRM
Navigate to the proRM Area and select Project Tasks in the 
Project Management Group: 

For a more general 
overview about the 
functionality and 
content of the Quick 
Create Feature, please 
visit the Microsoft 
Dynamics CRM Help & 
Training. 

https://www.microsoft.com/en-US/dynamics/crm-customer-center/quick-create-enter-new-contacts-or-other-data-fast.aspx
https://www.microsoft.com/en-US/dynamics/crm-customer-center/quick-create-enter-new-contacts-or-other-data-fast.aspx
https://www.microsoft.com/en-US/dynamics/crm-customer-center/quick-create-enter-new-contacts-or-other-data-fast.aspx
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Step 2: Create a New Project Task
Click the NEW button of CRM Task bar to open a new blank 
form for the Project Task entity: 

Step 3: Enter the required data
Now fill in all required data directly to the form:

Step 4: Save the Record
After filling in all required data (marked with a red *) it is 
possibleyou to save the record with the SAVE button in the 
CRM Task bar:
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Or choose the SAVE button on the bottom right corner of the 
screen:

3.3 Project Task Resource  
Assignment
The Project Task Assignment connects the Project Task with the 
Bookable Resource entity and stores customer as also employee 
specific values. Only after this Assignment is made, it is possible 
for the employee to create Time Entries and Expenses for. 

There are different options how to create new Project Task 
Assignments. Either out of CRM or with the help of the Project 
Gantt Application - both ways are supported.

3.3.1 Creating Assignment via Project Gantt 
Application Project 

Step 1: Open the Application
Navigate to the proRM Area and select Project Gantt in the 
Project Management Group: 
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Step 2: Select a Customer 
Select a related Customer through the Lookup called Filter: 

 

It is also possible to keep the filter empty to load all the data in 
the system. 

Step 3: Click Refresh to Lload the Ddata
After choosing the desired filter, click on REFRESH to load the 
data into the application.  

On the left hand side, there will be the Project Tree with the 
hierarchy. Related to the project tree there is a graphical 
overview on the right hand side of the application. 

Please note: Loading 
all available data 
in the system will 
decreases the 
performance of the 
aApplication.
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Step 4: Create a New Project Task Assignment
To create a new Project Task Assignment, choose the desired 
Project Task it should be created for. Select the line with left mouse 
button click and open the context menu by using the right mouse 
button. Select “ASSIGNMENTS …” option in the context menu. 

Step 5: Enter all required Data
After clicking on the menu option ASSIGNMENTS a new dialog 
will pops out where it iswill be possible to edit, remove and 
delete existing and new Project Task Assignments. To create a 
new assignment please select the NEW button in the bottom 
left corner:  
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If all fields are filled in, confirm with OK button and the Project 
Task Assignment will be created.

3.3.2 Creating Assignment via Quick Create 
Form

Step 1: Open Quick Create Form
Navigate to the + Icon in the CRM Navigation to select Project 
Task Assignment in the Records Group:

Step 2: Enter the desired data to create the 
record
After clicking on Project Task Assignment, the form, where it is 
possible to enter the required data, is shown: 
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Fill in all required fields, in order to create the new data record 
click on the button SAVE. 

3.3.3 Creating Assignment via CRM Form

Step 1: Open the Project Task Assignment 
Overview in CRM
Navigate to the proRM Area and select Project Task Assignments 
in the Project Management Group: 

Step 2: Create a New Project Task 
Assignment
Click the NEW button of CRM Task bar to open a new blank 
form for the Project Task Assignment entity: 

For a more general 
overview about the 
functionality and 
content of the Quick 
Create Feature, please 
visit the Microsoft 
Dynamics CRM Help & 
Training. 

https://www.microsoft.com/en-US/dynamics/crm-customer-center/quick-create-enter-new-contacts-or-other-data-fast.aspx
https://www.microsoft.com/en-US/dynamics/crm-customer-center/quick-create-enter-new-contacts-or-other-data-fast.aspx
https://www.microsoft.com/en-US/dynamics/crm-customer-center/quick-create-enter-new-contacts-or-other-data-fast.aspx
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Step 3: Enter the Required Data
Now fill in all required data directly to the form:

Step 4: Save the Record
After filling in all required data (marked with a red *), save the 
record with the SAVE button in the CRM Task bar:

Or choose the SAVE button on the bottom right corner of the 
screen:
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3.4 Time Tracking
As soon as an employee is assigned to a specific Project Task it 
is possible for him/her to create new Time Entries for this Task. 
With those Time Entries the employee tracks the duration he/
she was working on the assigned Task. 

Based on the created time entries it is possible for the Project 
Manager to control the progress of his/her project. 

There are different options to create the proof of the work done 
in Time Entry form. Either out of CRM or with the help of the 
Tracking application - both ways are supported.

In addition, there are different types of Time Entries:

Time Entry Type: Work

The Work type is general and default type for the Time Entry. It 
is used for the normal daily work on Projects.

Time Entry Type: Absence

The Absence type can be used for days or time entries where 
the employee is not in the office, for example illness.

Time Entry Type: Holiday

A Time Entry can have the Holiday type. As the name already 
defines it, it is used to track holidays or public holidays of the 
resources.

3.4.1 Creating and Managing Tracking 
Entries 

Step 1: Open the Application
Navigate to the proRM Area and select Tracking in the Time 
Recording Group:
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Step 2: Decide which kind of Time Entry 
Should be Created
There are two kinds of Time Entries: 

•	 Full Day Time Entries

•	 Start and End Time Entries

Full Day Time Entries do not have an exact Start Time or End 
Time – just a duration the user is manually able to enter. On the 
other side, Time Entries with specific Start and End Time are 
supported as well. 

Which of those types are the correct or best one to create can 
be an individual choice, a decision by the management or 
based on the assigned project. 

Step 2.1: Create a Full Day Time Entry
Full Day Time Entries are only based on duration and the day 
the service was provided. So in order to create a new Time Entry 
without exact Start and End Time, select the column on the top 
of the desired day the Time Entry should be created.
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Select the option CREATE NEW TIME ENTRY with the help of 
the right click context menu.

This action opens the creation form for the Time Entry. The 
pop-up is separated in two parts, a Project Tree for selecting 
the desired Project Task Assignment on the left hand side and 
on the right hand side an area to enter all the necessary data 
regarding the Time Entry. 

Select the Project Task Assignment with a simple left click in the 
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Project Tree structure and fill in displayed fields:

Confirm with a click on the SAVE button the entered data and 
create a new Time Entry. 

Step 2.2: Create a Time Entry with Start and 
End Times
Time Entries are also supported with specific Start and End 
Times, the duration here is locked and cannot edited. The 
duration will be automatically calculated based on Start and 
End Time. 

In order to create a new Time Entry, select the desired time 
frame in the calendar by holding the left mouse button. Select 
now the option “CREATE NEW TIME ENTRY” by clicking right 
mouse button to show the context menu. 
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This action opens the creation form for the Time Entry. The 
pop-up is separated in two parts, a Project Tree for selecting 
the desired Project Task Assignment on the left hand side and 
on the right hand side an area to enter all the necessary data 
regarding the Time Entry. 

Select the Project Task Assignment with a simple left click in the 
Project Tree structure and fill in displayed fields.

Confirm with a click on the SAVE button the entered data and 
create a new Time Entry. 

3.4.2 Creating Tracking Entries via Quick 
Create Form 

Step 1: Open Quick Create Form
Navigate to the + Icon in the CRM Navigation to select Time 
Entry in the Records Group:
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Step 2: Enter the Desired Data to Create the 
Record
After clicking on Time Entry, the form to enter the required data 
is shown: 

Fill in all required fields, in order to create the new data record 
click on the button SAVE. 

3.4.3 Creating Tracking Entries via CRM 
Form 

Step 1: Open the Time Entry Overview in 
CRM
Navigate to the proRM Area and select Time Entries in the Time 
Recording Group: 

For a more general 
overview about the 
functionality and 
content of the Quick 
Create Feature, 
please visit the 
Microsoft Dynamics 
CRM Help & Training. 

https://www.microsoft.com/en-US/dynamics/crm-customer-center/quick-create-enter-new-contacts-or-other-data-fast.aspx
https://www.microsoft.com/en-US/dynamics/crm-customer-center/quick-create-enter-new-contacts-or-other-data-fast.aspx
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Step 2: Create a New Time Entry
Click the NEW button of CRM Task bar to open a new blank 
form for the Time Entry entity: 

Step 3: Enter the Required Data
There are two options how to fill in the data. One is to fill in the 
required data directly to the form:

The second option is to use the proRM Business Process Flow 
at the top of the page, which will guide the employee through 
the different stages of the Time Entry creation: 

For more information 
about the Business 
Process Flow feature 
please visit the 
related Microsoft 
TechNet website.

https://technet.microsoft.com/en-us/library/dn531164.aspx
https://technet.microsoft.com/en-us/library/dn531164.aspx
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Step 4: Save the Record
After filling in all required data (marked with a red *), save the 
record with the SAVE button in the CRM Task bar:

Or  choose the SAVE button in the 
bottom right corner of the screen:

3.4.4 Creating Tracking Entries via Microsoft 
Dynamics 365 Mobile Application 365

Introduction
The Microsoft Dynamics 365 Application is available for phones, 
tablets and additional also for Windows 8.1 or higher via the 
related App stores. It features the access to activities, accounts, 
contacts, leads, dashboards and custom entities so it is possible 
to track the progress of the daily work. 

Please find all related 
to app for phones and 
tablets information here.

For Windows PCs the 
application is available 
via the Microsoft Store.

https://www.microsoft.com/en-us/dynamics/crm-customer-center/install-crm-for-phones-and-tablets.aspx
https://www.microsoft.com/en-us/store/p/microsoft-dynamics-crm-fur-windows-81/9wzdncrfjbcm
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Step 1: Open Application
Open the Mobile Application on phone, tablet or PC:

Step 2: Select the Time Entry Entity
Navigate to the Menu Icon in the App Navigation to select Time 
Entry in the shown List:
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With opening the Entity there will be an overview about the 
current week including the already existing Time Entries:

Step 3: Open Creation Form
In order to create a new Time Entry right click or tab – if using 
a mobile - somewhere to open the context menu. ClickS the 
button NEW: 
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Step 4: Enter the required data
After clicking the NEW button, the form, where it is possible to 
enter the required data, is shown. To create the new Time Entry 
enter all required data and click on SAVE button:
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3.5 Expense Entry Creation for 
Tracking 
In addition to Time Entries proRM Fast Start also provides the 
option to track Expenses in the Microsoft Dynamics 365. So it is 
also possible to include additional costs of each employee like 
travel expencesexpenses during a project. 

There are different options to track expenses. Either by CRM, 
with the help of the HTML Tracking Application or the Microsoft 
Dynamics 365 Application - all those ways are supported.

For each Expense, the user is able to deposit one of the 
following types to describe the usage of the entry in more 
detail: Hotel, Car Rental, Meal, Airline, Public Transportation, 
Taxi and Miscellaneous. 

3.5.1 Adding Expenses via Tracking 
Application 

Step 1: Open the Application
Navigate to the proRM Area and select Tracking in the Time 
Recording Group:
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Step 2: Open Creation Form 
In order to create a new Expense, select a column with the 
left mouse button on the desired day the Expense should be 
created. Select the option CREATE NEW EXPENSE with the 
context menu by clicking right mouse button.

Step 3: Enter Required Data and Creating 
the New Expense
This action opens the creation form for the Expense. The pop 
up is separated in two parts: a Project Tree for selecting the 
desired Project Task Assignment is on the left hand side and 
on the right hand side is an area to enter all the necessary data 
regarding the new Expense. 
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Select the Project Task Assignment with a simple left mouse 
button click in the Project Tree structure and fill in all fields. To 
create a new Expense confirm the entered data with a click on 
the SAVE button. 

3.5.2 Creating Expenses with Quick Create 
Form 
Step 1: Open Quick Create form
Navigate to the + Icon in the CRM Navigation to select Expense 
in the Records Group:

Step 2: Enter the Desired Data to Create the 
Record
After clicking on Expense the form to enter the required data 
is shown: 
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Fill in all required fields, in order to create the new data record 
click on the SAVE button. 

3.5.3 Creating Expense via CRM Form 

Step 1: Open the Expense Overview in CRM
Navigate to the proRM Area and select Expenses in the Time 
Recording Group: 

Step 2: Create a New Expense
Click the NEW button of CRM Task bar to open a new blank 
form for the Expense entity: 

Step 3: Enter the Required Data
There are two options to fill in the data. One is to fill in the 
required data directly to the form:

For a more general 
overview about the 
functionality and 
content of the Quick 
Create Feature, 
please visit the 
Microsoft Dynamics 
CRM Help & Training.

https://www.microsoft.com/en-US/dynamics/crm-customer-center/quick-create-enter-new-contacts-or-other-data-fast.aspx
https://www.microsoft.com/en-US/dynamics/crm-customer-center/quick-create-enter-new-contacts-or-other-data-fast.aspx
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The Second option is to use the proRM Business Process Flow 
at the top of the page, which will guide the employee through 
the different stages of the Expense: 

Step 4: Save the Record
After filling in all required data (marked with a red *), save the 
record with the SAVE button in the CRM Task bar:

Or choose the SAVE button on the bottom right corner of the 
screen:

For more information 
about the Business 
Process Flow feature 
please visit the related 
Microsoft TechNet 
website.

https://technet.microsoft.com/en-us/library/dn531164.aspx
https://technet.microsoft.com/en-us/library/dn531164.aspx
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3.5.4 Creating Expense in Microsoft Dynamics 
365 Mobile Application

Introduction
The Microsoft Dynamics 365 Application is available for phones, 
tablets and additional also for Windows 8.1 or higher via the 
related App stores. It features the access to activities, accounts, 
contacts, leads, dashboards and custom entities so it is possible 
to track the progress of the daily work. 

Step 1: Open Application
Open the Mobile Application on phone, tablet or PC:

Please find all related 
to app for phones and 
tablets information 
here.

For Windows PCs the 
application is available 
via the Microsoft Store.

https://www.microsoft.com/en-us/dynamics/crm-customer-center/install-crm-for-phones-and-tablets.aspx
https://www.microsoft.com/en-us/store/p/microsoft-dynamics-crm-fur-windows-81/9wzdncrfjbcm
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Step 2: Select the Expense Entity
Navigate to the Menu Icon in the App Navigation to select 
Expenses in the shown List:

With opening, the entity there is an overview of the current 
week including already existing Expenses:



56
pageF a s t  S t a r t

Step 3: Open Creation Form
In order to create a new Expense right click or tab – if using a 
mobile - somewhere to open the context menu. Click the NEW 
button: 

Step 4: Enter the Required Data
After clicking the NEW button, the form where it is possible to 
enter the required data, is shown. Enter all required data and 
click on SAVE button to create the new Expense. 
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3.6 Time Stamps Creation 
With Time Stamps every employee is able to track his/her office 
time – parallel to the project tracking with his/her Time Entries. 
The office time describes the presence of the employee in the 
office regardless of the work he is doing, it is a definition for 
“came to office” “leave the office” times.

Idea behind this is that the employee creates one Time Stamp 
each day he/she arrives at the office and one before he/she 
leaves. 

There are different options to create own Time Stamps. byEither 
out of CRM or with the help of the Tracking application - both 
ways are supported.

3.6.1 Adding Time Stamp via Tracking 
Application 

Step 1: Open the Application
Navigate to the proRM Area and select Tracking in the Time 
Recording Group:

 

Step 2: Create the New Time Stamp
Related to the latest Time Stamp the User created he/she will 
have the option to create a Time Stamp as “Come” or “Go”. A 
new Time Stamp can be created by pressing the related button:
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3.6.2 Adding Time Stamp via Quick Create 
functionality 

Step 1: Open Quick Create Form
Navigate to the + Icon in the CRM Navigation to select Time 
Stamp in the Records Group:

Step 2: Enter the Desired Data to Create the 
Record
After clicking on Time Stamp the form, where it is possible to 
decide if it should be a “Come” or “Go” record, is will be shown: 

Select the option based on the latest Time Stamp. It should 
always be either “Come” or “Go”. In order to create the new 
data record click on the SAVE button. 

Please Note: The 
application changes 
the button regarding 
to the last Time 
Stamp the User 
created so it is always 
either of these two 
options.

For a more general 
overview about the 
functionality and content 
of the Quick Create 
Feature, please visit the 
Microsoft Dynamics CRM 
Help & Training.

https://www.microsoft.com/en-US/dynamics/crm-customer-center/quick-create-enter-new-contacts-or-other-data-fast.aspx
https://www.microsoft.com/en-US/dynamics/crm-customer-center/quick-create-enter-new-contacts-or-other-data-fast.aspx
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3.7 Tracking Entry Submission 
Time Entry creation starts in the draft phase and remain editable 
by the employee. To enable Time Entries for the invoicing 
process they have to be submitted by the employee. At this 
stage he/she has the possibility to check the accuracy of the 
booking, the details and if the project assignment is selected 
correctly. 

There are different options to submit own Time Entries. Either 
by CRM or with the help of the Tracking application – both ways 
are supported.

3.7.1 Submitting and Recalling Tracking 
Entry via Tracking Application 

Step 1: Open the Application
Navigate to the proRM Area and select Tracking in the Time 
Recording Group:

  

Step 2: Open Submit Dialog
Click on the SUBMIT button to open the dialog: 

Step 3: Select Time Entries to Submit
In the Submit dialog all  draft Time Entries for the current time 
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period are shown. Select the desired Time Entries that should 
be to submitted with left mouse button:

It is possible to select more Time Entries at once by holding the 
CTRL key. 

Step 4: Submit Time Entries 
With clicking on the SUBMIT button, all selected Time Entries 
are going to change from draft phase to submitted phase: 

In the submitted phase Time Entries are no longer editable for 
the employee.

Step 5: Recall Time Entries
In case Time Entry has not been submitted on purpose or 
something has to be changed afterwards it is possible to recall 
submitted Time Entries. 

Open the Recall dialog in Tracking Application: 
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Select the Time Entries that should be recalled and click the 
RECALL button: 

The submitted Time Entries will now go back into draft phase 
again and the desired changes can be made. 

3.7.2 Submitting Tracking Entry via CRM 
Form 

Step 1: Open the Time Entry Overview in 
CRM
Navigate to the proRM Area and select Time Entries in the Time 
Recording Group: 

Step 2: Open an Existing Time Entry
Select the desired Time Entry in the list of the Bookings and 
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open it via double click or with the help of the context menu: 
 

Step 3: Follow the Business Process Flow
Follow the proRM Fast Start Business Process Flow for Time 
Entries to the 2nd Step called “Submit Time Entry” by clicking 
the NEXT STAGE function button.
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Step 4: Submit Time Entry
Make sure everything is correct in Time Entry and submit by 
changing the option “Submit Time Entry?” to YES. 

Please Note: The submission will be done after saving the 
record.
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3.8 Expense Submission 

3.8.1 Submitting and Recalling Expense via 
Tracking Application 

Step 1: Open the Application
Navigate to the proRM Area and select Tracking in the Time 
Recording Group:

  

Step 2: Open Submit Dialog
Click now on the SUBMIT button to open the dialog window: 

Step 3: Select Expenses to Submit
In the Submit dialog window select the second tab called 
“Expenses”. There are all draft Expenses listed here for the 
current time period. Select the desired Expenses that should be 
submitted with the left mouse button:
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It is possible to select more Expenses at once by holding the 
CTRL key of the keyboard. 

Step 4: Submit Expenses 
When clicking on the SUBMIT button all selected Expenses are 
going to change from draft phase to submitted phase: 

In the submitted phase, Expenses are no longer editable for the 
employee.

Step 5: Recall Expenses
In case an Expense has not been submitted on purpose or 
something has to be changed afterwards it is possible to recall 
submitted Expenses. 

Open the Recall dialog in Tracking Application: 

Select the Expenses that should be recalled and click the RECALL 
button: 

The submitted Expenses will now go back to the draft phase 
again and the desired changes can be made. 
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3.8.2 Submitting Tracking Entry via CRM 
Form 

Step 1: Open the Expense overview in CRM
Navigate to the proRM Area and select Expenses in the Time 
Recording Group: 

Step 2: Open an existing Expense
Select the desired Time Entry in the list of the Bookings and 
open it via double click or with the help of the context menu: 
 

Step 3: Follow the Business Process Flow
Follow the proRM Fast Start Business Process Flow for Expenses 
to the 2nd Step called “Submit Expense” by clicking the NEXT 
STAGE function button.
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Step 4: Submit Expense
Make sure everything is correct with the Expense Entry and 
submit by changing the option “Submit Expense?” to YES. 

Please Note: 
The submissiont 
will be done 
after saving the 
record.
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3.9 Time Entries and Expenses Approval 
Approving a Time Entry or an Expense gives the project manager 
also the option to check if everything is correct with the created 
records. 
Approved Time Entries and Expenses are free for invoicing and 
should be already corrected if there were any problems, failures 
or incorrect data. The records are, in most of the cases, part of 
the task of the project manager who is approving the items on 
his projects. 

3.9.1 Approving and Unapproving Time 
Entries 

Step 1: Open the Application 

Navigate to the proRM Area and select Approval Manager in 
the Time Recording Group:

Step 2: Select a Customer 
Select a related Customer or Project through the Lookup called 
Filter:  
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It is also possible to keep the filter empty to load all the data in 
the system. 

Step 3: Click Refresh to Load the Data
After choosing the desired filter, click on Refresh to load the 
data into the application.  

The main panel in the center of the application is used to display 
data records based on the selected view, selected date range 
and filter. 

Please note: Loading 
all available data in the 
system will decrease 
the performance of the 
Application and will let 
the Project Tree empty. 
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Step 4: Filter Loaded Time Entries
Project manager is able to filter the displayed Time Entries by a 
specific Employee or Project. This is possible with the collapsed 
Project Tree on the left hand side. 

Expand the Project Tree and select an option from the structure 
to filter the records. 

Please note: this 
feature is not 
available until 
Filter in Step 2 is 
selected.
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Step 5: Edit Time Entries
If the project manager still wants to edit the time entries, it 
can be done directly by inline edit. Double click in the column, 
which should be changed and key in the new value. 

Afterwards click on SAVE to confirm the changes. 

Step 6: Approve Time Entries
To approve Time Entries tick the check column of the desired 
records. It is possible to select multiple records at once. As soon 
as the selection of records is finished, click the APPROVE button 
in order to approve the Time Entries.
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Step 7: Unapprove Time Entries
In case a Time Entry has notn’t been approved on purpose or 
some changes have to be done afterwards it is still possible 
to unapprove those records with the help of the UNAPPROVE 
button.

3.9.2 Approving and Unapproving Expenses 

Step 1: Open the Application 
Navigate to the proRM Area and select Approval Manager in 
the Time Recording Group:

Please note: to 
display already 
approved items it is 
necessary to use a 
certain view with the 
related configuration.
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Step 2: Select a Customer 
Select a related Customer or Project through the Lookup called 
“Filter”:  

It is also possible to keep the filter empty to load all the data in 
the system. 

Step 3: Click Refresh to Load the Data
After choosing the desired filter, click on REFRESH to load the 
data into the application. In order to display the Expenses select 
the second Tab called “Expenses”.

The main panel in the center of the application is used to display 

Please note: Loading 
all available data in 
the system decreases 
the performance of 
application and lets 
the Project Tree empty. 
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data records based on the selected view, selected date range 
and filter. 

Step 4: Filter Loaded Expenses
Project manager can filter the displayed Expenses by a specific 
Employee or Project. This is possible with the collapsed Project 
Tree on the left hand side. 

Expand the Project Tree and select an option from the structure 
to filter the records.

Step 5: Edit Expenses
If the project manager still wants to edit the Expenses, it can be 
done directly by inline edit. Double click in the column, which 
should be changed and key in the new value. 

Afterwards click on SAVE to confirm the changes. 

Please note: 
This feature is 
not available 
until Filter 
in Step 2 is 
selected. 
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Step 6: Approve Expenses
To approve Expenses tick the check column of the desired 
records. It is possible to select multiple records at once. As soon 
as the selection of records is finished, click the APPROVE button 
in order to approve the Expenses.

Step 7: Unapprove Expenses
In case an Expense has not been approved on purpose or 
some changes have to be done afterwards it is still possible 
to unapprove those records with the help of the UNAPPROVE 
button.

Please note: To 
display already 
approved items 
it is necessary 
to use a certain 
view with 
the related 
configuration.
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3.10 Reporting
Using proRM Fast Start also allows evaluating created data 
of employees and project managers. For that, some of the 
following default features in the CRM are supported.

3.10.1 Dashboards
proRM Fast Start Dashboards are available in every Microsoft 
Dynamics 365 Dashboard selection in Sales, Service, Marketing 
and the new proRM area. Any Dashboard can be set as default.  

3.10.1.1 Financial Management
The financial Dashboards provides an overview of the actual 
and planned costs and over the actual and estimated efforts 
based on the project manager’s projects.  

3.8.1.2 Project and Resource Management
The Project and Resource Management additionally supports 
the display of submitted records and gives an overview of the 
amount and chargeable amount of the submitted expenses.

For more 
information 
about CRM 
Dashboards 
please visit 
Microsoft 
Dynamics CRM 
Help & Training 
Dashboard 
section.

https://www.microsoft.com/en-us/dynamics/crm-customer-center/work-with-create-or-customize-dashboards.aspx
https://www.microsoft.com/en-us/dynamics/crm-customer-center/work-with-create-or-customize-dashboards.aspx
https://www.microsoft.com/en-us/dynamics/crm-customer-center/work-with-create-or-customize-dashboards.aspx
https://www.microsoft.com/en-us/dynamics/crm-customer-center/work-with-create-or-customize-dashboards.aspx
https://www.microsoft.com/en-us/dynamics/crm-customer-center/work-with-create-or-customize-dashboards.aspx
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Dashboard based on the needs of a project manager can be 
created. 

3.10.1.3 Project Task Assignment
Every employee is able to have an overview about his/her 
Project Tasks, durations and billing values in the Project Task 
Assignment Dashboard. With the help of a small Gantt Chart 
assigned Project Tasks are graphically displayed based on Start 
and End date. 
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3.10.2 Charts
Every proRM Fast Start entity provides CRM charts by default. 
The CRM chart section can be reached via the entity overview 
on the right side.

Step 1: Open the Entity Overview: 
Navigate to the proRM Area and select the desired entity 
(used here: Time Entries): 

Step 2: Open Chart Section
Open the CRM Chart section at the right border of the window. 
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Step 3: Choose the desired Chart
Select via the dropdown menu the chart that should be 
displayed:

Step 4: Change Data for Filtering
Charts show their evaluation based on the records in the related 
list overview. By changing the view or filter the columns it is 
possible to filter the Charts.

Also it is possible to select certain areas of the Charts and the 
filtered data records will be shown (here we selected the red 
colored bar is selected in order to observe the Vacation type 
Time Entries):

Own Views can be created in CRM. Please visit the Microsoft 
TechNet article for more advises. 

https://technet.microsoft.com/en-us/library/dn509578.aspx
https://technet.microsoft.com/en-us/library/dn509578.aspx
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3.10.3 Power BI
Based on proRM Fast Start entities it is possible to create 
evaluations in Microsoft Power BI. Please find more information 
about this feature on the official website.

https://powerbi.microsoft.com/en-us/
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4. Uninstall proRM Fast Start

Step 1: Open CRM
Open Microsoft Dynamics 365 and navigate to Settings -> 
Solutions.

Please Note: 
Uninstalling 
proRM Fast Start 
will remove all 
created data for 
Projects, Project 
Tasks, Project Task 
Assignments, 
Expenses, 
Time Entries, 
Configurations, 
Time Stamps and 
Working Hours 
from the Microsoft 
Dynamics 365 
Environment. 
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Step 2: Locate proRM Fast Start Solution
Under the menu option Solutions there is an overview of all 
installed solutions in the system in a list view. Select here the 
proRM Fast Start. 

Step 3: Delete Solution
After that click on DELETE button in the menu bar.

For more 
information, 
how to delete a 
managed solution 
in the Microsoft 
Dynamics CRM 
Organization, 
please visit the 
related Microsoft 
Developer 
Network. 

https://msdn.microsoft.com/de-de/library/gg327822(v=crm.6).aspx
https://msdn.microsoft.com/de-de/library/gg327822(v=crm.6).aspx
https://msdn.microsoft.com/de-de/library/gg327822(v=crm.6).aspx
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5. Contact
For sales and licensing questions, please contact
sales@proMX.net.

For further questions, wishes or any feedback please contact 
support@proMX.net or the corresponding contact information 
below. 

 
 
proMX GmbH 
Nordring 100  
90409 Nuremberg  
Germany  
 
Mail: contact@promx.net  
Phone: +49 (911) 239804-0  
Fax: +49 (911) 239804-20   
 
proMX.net 
proRM Business Solutions 

mailto:sales%40proMX.net?subject=
mailto:support%40proMX.net?subject=
http://promx.net/en
http://prorm.net/en/

