
 
 
Ops Portal User Manual 
 
Introduction 
The Ops Portal is a platform designed for processing operational information at Lean 
Tech. It provides access to different modules that allow managing employees, 
accounts, assignments, exceptions, and human resources. 
 
Accessing the Ops Portal 
To access the Ops Portal, follow these steps: 
 

1.​ Open your web browser and navigate to the Ops Portal URL. 
​ https://opsleantech.retool.com/ 

2.​ Enter your login credentials provided by Lean Tech (Gmail SSO) 
3.​ Click the login button to access the portal. 

 
Employees module 
Upon accessing the portal, you will be redirected to the "Employees" page, which 
contains a table with detailed information about each employee. This table displays 
the following data: 
 

●​ General Information: Name, email, assigned account, role, seniority, start date, 
technical skills, start date on the account, contract type, and other relevant 
details. 

 
●​ Financial Information: Salary, cost based on each assigned account, margin, 

and profit related to billing. 
 

●​ Human Resources: Hiring date, place of residence, contact details, and other 
personal data. 

 
Filters in Employees module 
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The "Employees" module features a set of filters that allow you to customize the 
displayed information. You can apply filters based on account type, start date, 
employee type, role, contract type, and employee status. 
 
Employees Details 
  
In the first option presented under "Specific Information," which is "General," we can 
view in the last column an option labeled "Details," where we can find more 
information about the selected employee. 
 

 
By clicking the "Assignation History" button, you can view the account to which the 
employee belongs, the account type, role, and other related details. 
 
Beneath this section, you'll find a section named "Actions Items," which corresponds 
to the recording of actions assigned to the previously selected employee for viewing 
their detailed information. Each action is linked to a specific status, and each entered 
record can be edited or deleted as needed by the user. 
 

 
 
  



 
 

 
 

The section labeled "Comments & Status" allows users to record comments 
regarding the selected employee from the list and the employee whose detailed 
information is being edited 
 

 
 

 
 
  



 
 
 
 
Accounts module 
 
In the "Accounts" module, you will find a list of all companies or organizations with 
which Lean Tech has a commercial link or contractual agreement. The data included 
in this table are: 
 

●​ Account Name. 
●​ Current Status. 
●​ Assigned Manager. 
●​ Number of assigned and billable resources. 
●​ Contractual linking date with Lean Tech. 

 
Filters in "Accounts" Module 
The Accounts module offers filters to classify accounts based on managers, account 
types, and billing periods. 
 
Accounts Details 
 

 
 

 
 
  



 
 
At the outset, information pertaining to the selected account is displayed, including 
Account Type, Creation Date on the platform, Status, Mgr (Manager), and Billing 
Cycle.​
​
Subsequently, the total number of assigned resources, billable resources, their cost, 
margin, and profit are shown. 
 
The following list presents employees assigned to the selected account. Displayed 
data includes Name / Role / Seniority / Salary / Cost / and Monthly Sales Price. 

 
 

 
Following this, Exceptions and Transitions are displayed, separated into tabs, which 
have been recorded for the selected account. These records have an impact on the 
Billing processes for the selected account's billing cycle, as applicable. 
 

 
 
  



 
 

 
 
Next is the summary of accumulated profits from January 2023 to the present date 
for each of the invoices issued to the selected account, along with the value to be 
invoiced in the upcoming cycle. Below this, the details of invoices issued in the last 7 
months are provided, with all relevant values displayed in each column at the time of 
issuance. 
 
Lastly, there are the sections for Actions and Comments, which are the only 
user-interactive processes on this page. All other sections are for reading only. 
Account data editing is carried out through the "Edit" button displayed at the 
beginning of the page. 
 
 
 
 
 
 
  



 
 
Assignations module 
 
The "Assignations" module serves as a pivotal hub for managing employee 
allocations within Lean Tech's operational landscape. It provides a comprehensive 
history of employee assignments, showcasing the dynamic nature of roles 
undertaken by individuals across various projects and accounts. 
 
This module offers a user-friendly interface that empowers you to create, edit, and 
update assignments with ease. Whether aligning resources with account-specific 
needs or tailoring assignments to individual skills, this module ensures seamless 
synchronization between human resources and project demands. 
 
The "Assignation History" feature provides a clear trajectory of each employee's 
journey, enhancing decision-making by offering a transparent view of their 
contributions. 
 
Filters enable precise searches, aiding in refined assignment customization based on 
criteria such as account type, start date, employee role, and contract type. 
 
In essence, the "Assignations" module optimizes resource allocation, fosters 
collaboration between individuals and projects. 
 

 
 
  



 
 

 
 

Exceptions module 
 
The "Exceptions" module provides comprehensive management for exceptions 
associated with employees assigned to accounts within the operations portal. You 
can efficiently load and list exceptions by their type, observing their approval status 
in this initial session. All employees linked to their respective accounts are displayed, 
alongside a historical record of registered exceptions. 
 
Moreover, the module presents the approval status of each exception, determined by 
the leader and back-office approval. 
 
In this same interface, you also possess the capability to generate these exceptions. 
These exceptions seamlessly integrate into the billing process, aligning with the 
billing cycle specific to the account. 
 
Furthermore, you can conveniently establish payroll novelties directly from this 
portal. Beneath this section, you can access historical records of payroll novelties 
registered for each employee within this interface. 
 
 
  



 
 

 
 

 
 

Resource Release Module 
 
The "Resource Release" module streamlines payroll novelties for efficient financial 
operations. It provides a clear platform to manage compensation adjustments, 
simplifying processes and ensuring accuracy. This module showcases historical 
records of novelties, offering insights into compensation changes and related actions 
for each employee. 
 
With user-friendly controls, you can effortlessly initiate payroll novelties to align 
remuneration with performance and role adjustments. By bridging human resources 
and financial operations, this module ensures precise compensation management, 
legal compliance, and organizational transparency. 
 
Viewing Available Resources and Modifying Collaborator Records 
 

 
 
  



 
 
In the Backoffice portal, on the "Resource Release" page, you'll find a list of 
resources available for release under the "Assignation" tab. With the "Resource 
Release" view, modifying collaborator records is simple: 
 

1.​ Select the new record and click on the "Save" option to save the changes. 
2.​ Upon selecting a collaborator's record, a panel will appear displaying the 

collaborator's data and any attached notes if they exist. 
3.​ Additionally, another panel will automatically appear at the bottom of the 

page, adjusting based on the selected record type, such as "offboarding." 
Here, you can set the "end date," which corresponds to the previous 
assignment of the individual. This information will be updated directly in the 
assignment section. 

 
In the following example, we can see that the collaborator Cristhian Delgado had a 
record of "pending update." 

 
 

When changing his record to "offboarding," we automatically see a section where we 
can edit the "end date" and attach notes if deemed necessary. 

 
 
  



 
 

 
Manager's Role in the 'Resource Release' Process 
 
Within the "Resource Release" feature, Account Managers play a pivotal role: 
 

1.​ Managers log into the portal and can add individuals to the system. If adding 
several individuals, they can conveniently use the "add to list" option to 
streamline the process. 

2.​ Managers have the flexibility to modify individual information as needed. 
3.​ After making updates, Managers proceed to the "confirm release" stage. Here, 

they can include specific notes for each person and view automatically 
generated email addresses for notifications. 

4.​ If further information or additional notes are required, Managers can easily 
add them or copy and paste previously entered notes. 

 
Backoffice's Role 
 

 
 
  



 
 
After the Manager's release, Backoffice takes over: 
 

1.​ Backoffice accesses the "Resource Release" portal to review all the notes 
added by Managers. 

2.​ This valuable information allows Backoffice to make informed decisions and 
updates for each individual, including actions like assigning someone to a new 
account or adjusting start and end dates to ensure accurate record-keeping 
and operational efficiency. 
 

 
Billing module 
 
The “Billing” module is where the entire billing process takes place. It displays general 
insights into all existing accounts in the operations platform, with preliminary data for 
projection. You can filter insights based on account type, manager, or billing cycles. 
 
Billing Process 
To initiate the billing process: 
 

1.​ Click the "Start Billing" button. 
2.​ Select the desired billing cycle. 
3.​ Review the employees and values to be included in the invoice for the 

selected cycle. 
 

 
 
  



 
 

 
 
 

 

 
 
  



 
 
Conclusion 
 
The Lean Tech Ops Portal offers an intuitive and comprehensive interface for 
operations management. Use the various modules and filters to obtain specific 
information about employees, accounts, assignments, exceptions, and billing 
processes. 
 
We hope this manual helps you make the most of Ops Portal's functionalities. If you 
have any questions or issues, feel free to contact Lean Tech's technical support 
team. 
 
Thank you for using Ops Portal and contributing to the success of Lean Tech! 
 

 
 
 

 
 
  


