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Sign Up At PGOLD 

Step I. Go to the portal https://parascaddgold.com/ and click on Sign Up. 

 

Step II. Select Date of Birth from calendar & click on Continue. 

 

Step III. Choose Account type accordingly, enter email ID & give license Terms approval in 

check box. 

 

https://parascaddgold.com/
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Step IV. Click on Sign Up 

 

Step V. Activation link will be sent on your email ID, Click on Activate Account
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Step VI. Enter details of First name, Last name, Username, Password, confirm password, Check 

Privacy Policy and terms & Click on Ok 

 

Step VII. After Sign Up you will directly redirect on Sign in Screen, Enter Username & 

password & click on Sign in 

 

Step VIII. Proceed in PGOLD Admin for primary Masters, Organisation, Associates & Project 

Definition. 
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Master 

To proceed in master, Click on PGOLD Admin & click on Master tab from Master Menu 

1. Entry Mode- Key In 

 

Step I.   Unlock the screen by clicking Edit Lock 

 

Step II. Click on Add (+) button for add new row 
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Step III. Enter data according as per requirement in newly added Rows & click on Save button. 

 

Step IV. To Delete records, select record by check box & click on Delete button. (Deleted records will 

be removed permanently) 

 

Step V. Repeat Step I to III for add data in all masters i.e OBS Type, Agency Type, Location, 

Expertise, Designation, leave Type. 
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2. Entry Mode- Excel Upload 

Step I. Click in Edit lock to unlock screen & click on Download icon, then select Template 

to download Empty Template. 

 

Step II. Open Downloaded Excel & enter data  

 

Step III. Choose Excel file which to be upload. 

 

Attachments/PGOLD%20Sample%20Data_Final.xlsx
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Step IV. Select Worksheet on which data is prepared & check in for Auto Map Columns (if 

Column names of Excel & Software is similar) 

 

Step V. If Column names in Excel & Software is not same, then Select columns from Excel 

Columns Drop-down selection. 

 

Step VI. After completion of above steps click on Proceed 

Step VII. Repeat Step I to VI for add data in all masters i.e OBS Type, Agency Type, 

Location, Expertise, Designation, leave Type. 
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Organogram 

1. OBS  

Select Organogram → OBS from Master Menu to proceed in OBS 

Entry Mode: Key in 

Step I. To define Organisation name, click on Rename button, enter new name & Check Availability 

& Save. 

 

Step II. Unlock the screen by clicking Edit Lock 

Step III. Click on Add (+) button for add new row 

 

Step IV. Enter OBS, OBS Type & Code according to knowledge & requirements in newly added 

Rows & click on Save button. 
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Step V. Click in Expertise against OBS, select expertise (Added in Expertise Mater) & click on Add. 

 

Step VI. To Delete records, select record by check box & click on Delete button. (Deleted records will 

be removed permanently). 

 

Step VII. To add hierarchy, click on Add (+) button from Action Column against OBS 
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Entry Mode: Excel Upload 

Step I. Click in Edit lock to unlock screen & click on Download icon, then select Template to 

download Empty Template. 

 

Step II. Open Downloaded Excel & enter data 

 

Step III. Choose Excel file which to be upload. 

 

 

Attachments/PGOLD%20Sample%20Data_Final.xlsx
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Step IV. Select Worksheet on which data is prepared & check in for Auto Map Columns (if Column 

names of Excel & Software is similar) 

 

Step V. If Column names in Excel & Software is not same, then Select columns from Excel Columns 

Drop-down selection. 

 

Step VI. After completion of above steps click on Proceed 
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2. Employee 

To proceed in Employees, follow path Organogram → Employees  

Step I. Click on Add Employees  

 

Step II. Fill Mandatory (*) & Optional information of user From Basic to Finish node. 
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Step III. Review Added information & Click on Finish button 

 

(Note:  Upload Excel provision is also available for Employee Creation same as described in previous 

modules by downloading the sample Template) 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Attachments/PGOLD%20Sample%20Data_Final.xlsx
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Projects 
1. Project  

To proceed in project, follow path Projects → Project 

Step I. To create project, Click on Create Project Tab and Key in date in Project Name & Code as 

Mandatory fields (*), Also Non mandatory fields i.e Local, Project Description, Project Brief & 

Remarks. 

 

Step II.  Already added projects are listed in Project List Tab & can be edit by clicking on project. 
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Step III. Already Created project can be assigned to multiple persons from Assign Project tab, to 

assign project Select Project from drop-down & make True Check Box against employees. 

 

 

2. Project Activities 

To proceed in Project Activities, follow path → Project  

Step I. Select Project from Drop Down and click on Edit lock to unlock screen. 

 

Step II. Click on Add (+) button & Enter Key in WBS / Activity ID & WBS / Activity Name 
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Step III. To add hierarchy, click on Add (+) button from Action column & key in details of WBS / 

Activity ID & WBS / Activity Name. 

 

Step IV. Scroll to the right side & select WBS / Activities against product to WBS / Activities in 

particular modules i.e PGOLD, EPMO, EPCPROMA, LAPMA, WHAM, MFA, EPCPROMA, TNT, 

PROAPPS & COCOSYS. 
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Time Sheet 

Select time sheet module to proceed. 

1. Filing: 

Step I. For filing time sheet select tab Daily Timesheet. 

 

Step II. Select Date, Check-In Time, Check-Out Time & click on Add (+) button. 

 

Step III. Select Start & End Time. 
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Step IV. Select Project from Drop-down. 

 

Step V. Click on WBS / Activity ID Column & choose any WBS or activity by double 

clicking (Remaining WBS Details will be automatically filled). 

 

Step VI. Enter necessary details in column Long Description, Highlights of the day & click 

on Save button. 

 



  Document Title Version No. Page No. 

PGOLD- Help Manual 0 20 - 26  
 

Step VII. Repeat all previous steps for adding more rows in daily time sheet. 

Step VIII. To View All weekly & monthly records of time sheet can be view form Weekly 

Timesheet & Monthly Timesheet Tabs. 
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2. Approval: 

Step I. Select Approval tab from Master Menu. 

Step II. Select Month & year and click on Ok 

 

Step III. Click on Completed or Disapproved weekly timesheet against Employee Name 

 

Step IV. Review the Timesheet and mention Remark if any, then click on Approve or 

Disapprove  
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Step V. Approved Timesheets will be highlighted with Green colour 
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3. View Attendance: 

Step I.   To proceed in Attendance View form, Choose Attendance tab from Master Menu 

 

Step II. Select Week, Month, Year & Employee to get attendance record. 

 


