Welcome

Projetex 3D is a Project Management Software for Translation Agencies.

It tremendously simplifies the task of corporate and freelance workflow management, data and file sharing within a company and
provides multiple benefits for each team member.

You can either browse the help topics to learn about Projetex in a consecutive way or invoke context-sensitive topics of the Help
System from any location within Projetex by pressing the F1 key.

If you have any questions, our Projetex support team members are ready to assist you.

Contact us at support@projetex.com



Disclaimer

Although every precaution has been taken in the preparation of this document, the publisher and the author assume no
responsibility for errors or omissions, or for damages resulting from the use of information contained in this document or from
the use of programs and source code that may accompany it. In no event shall the publisher and the author be liable for any loss
of profit or any other commercial damage caused or alleged to have been caused directly or indirectly by this document.

Projetex, AnyCount and CATCount are registered trademarks of Advanced International Translations, Itd.



System Requirements

Hardware and Requirements/Supported

Software

Operating Windows 7

System Windows 8
Windows 8.1
Windows 10
Windows server 2008,
Windows Server 2012

CPU 1200Mhz or higher

Memory 2 GB or more

Hard Disk Space 2,5GB

for Setup

Hard Disk Space 3GB
for Operation

Other A LAN, VPN, or Internet connection to connect to your Projetex Server
remotely.

To install Projetex 3D Server the computer must be MS SQL SERVER
EXPRESS 2014 - ready.

You may want to review the system requirements for MS SQL SERVER
EXPRESS here.

IMPORTANT: Projetex 3D Server should not be installed onto domain
controllers. Such a configuration is strictly not recommended due to
security precautions.

OBote: It is important to have enough free disk hard drive space for the database (at least 300-400 MB at any given moment) so that it can grow
naturally without any problems and errors due to insufficient hard drive space.



Projetex Setup

1.Download the Projetex setup file using the following link:

http://translationmanagementsoftware.com/Downloads/Projetex3DSetup.exe

2.Run the downloaded setup file and follow the instructions given by the Setup Wizard.

During the installation procedure Projetex setup will prompt you to select components to install.

OBote: To quickly select only Projetex Server or Projetex Workstation components, use the drop-down list and select the Server Installation option or
the Workstation Installation option correspondingly.

2.1.Projetex Workstation — the desktop application used to access and update data on the Projetex Server. Select this check
box if you need to set up access to the Projetex database from the current PC.

2.2.Projetex Server — a set of program components designed to host your centralized database. Select this check box if you
need to host your centralized database on the current PC.

Setup can install one of the two available databases, or not install a database at all.

» Demo database. Select this option if you are installing Projetex for evaluation. This database contains some sample
records, imitating the workflow data of a translation agency.

o Empty database. Select this option to install a clean database before you begin entering your actual workflow data into
Projetex.

o Do not install database. Select this option if you are just updating your System Administrator software, and you already
have your database up and running and there is no need to install another one.

\.j‘Note: As a security measure, Projetex Server Setup will not overwrite an existing database under any circumstances. If you would like to install a new
database, please remove or delete the existing database manually before running Projetex Setup.

Microsoft SQL Server 2014 Express

Projetex Server requires an installation of Microsoft SQL server in order to operate. In case you already have MS SQL installed,
setup will reinstall it to make sure that your database engine is compatible with Projetex. It is recommended to leave this check
box selected.

Projetex Database Upgrade Utility.

The Projetex Database Upgrade Utility is an application which allows to upgrade a database from Projetex 10 to operate with
Projetex 3D.

JNote: It is also possible to import the database from earlier versions of Projetex and Translation Office 3000.
Projetex Mail Automation Service.

Projetex Mail Automation Service is an application which can send e-mails on noteworthy events in Projetex to your managers,
freelancers and clients. For more information please refer to the corresponding manual.

Projetex Auto Backup Service.
This utility allows you to schedule automatic database backups and to choose the backup location.

SNote: Only the database is backed up with this utility and with the manual backup function of the Projetex 3D Server
Administrator application. If you might want to backup other content related to Projetex such as document templates, CAT
schemes and project and client files manually.

3. Register your Projetex Server and Workstation (registration can be done at any time later).

Your Projetex license will not limit the number of workstations installed. Only the number of Projetex Workstations, which can
connect to Projetex Server simultaneously, is limited by the number of users (workstations) in your license.

Note: Before registering your Projetex Workstations you need to register your Projetex Server.

See also:

Upgrade to Projetex 3D



Registration/Upgrade
Trial period

You are welcome to use Projetex free of charge during the 30-day evaluation period.
During the evaluation period Projetex is fully functional, with the following limitations:

Number of clients can not exceed 40;

Number of projects can not exceed 50;

Number of freelancers can not exceed 20;

Number of corporate experts can not exceed 30.

Trial limitations also apply to the embedded AnyCount engine.

Purchase information

After purchasing the Projetex Server and Workstation applications, you will receive an e-mail message containing your serial
numbers for Projetex Server and Projetex Workstations.
Before registering your Projetex Workstations you need to register your Projetex Server.

‘J‘Note: If you are a user of earlier Projetex versions, be sure to order the special Projetex 3D Upgrade License. The cost of such a license is much lower
than that of a new Projetex 3D License

‘jNote: Registration implies entering the serial numbers to the activation windows of Projetex applications (thus switching off the evaluation mode and
removing evaluation period limitations).

M) Note: As your business grows you may need to register more Projetex Workstations. To do so, order a License Upgrade and re-register your Projetex
Server Administrator with the new serial number.

You can order the License Upgrade from the following web page: http://www.projetex.com/order

Projetex Licenses differ by type and by the number of Workstations implied.

The Maximum number of Workstations determines how many Workstations can connect to the Projetex Server at any given
moment. The number of Workstations in your Projetex license does not limit the number of Workstations that can be installed.

The Maximum number of Active users determines how many Users can have active accounts in Projetex at any given
moment. The maximum number of users is equal to three times the maximum number of Workstations

Projetex Licenses can be of one of the following types:

License type Description

Upgrade to The license to upgrade from an earlier version of Projetex to Projetex 3D must be purchased by any users of
Projetex 3D earlier versions, who wish to transfer to Projetex 3D.

License The price of the license to upgrade to Projetex 3D is much lower than the price of a new Projetex 3D License.

Be sure to order this license for the same total number of Workstations as in your original Projetex license.

Base Projetex  The Projetex 3D Base License determines the number of workstations which can concurrently connect to
License Projetex Server.

License When project management needs within your organization grow, you can purchase a License Upgrade to
Upgrade enable concurrent access for a greater number of additional workstations within your company to the
Projetex database.

After your order is processed you will receive new Projetex Server and Projetex Workstation serial numbers.

Registering/Upgrading the Projetex Server Administrator

To register/upgrade the Server Administrator, you will need to switch the database to Offline mode first.
1. Switch to the Database tab of the Administrator and click the Go Offline button.

2. Register the Projetex Server Administrator by clicking the Register/Upgrade button on the Database Server tab of the
Projetex Server Administrator or by clicking the Help > Register menu.

3. Paste your Projetex Server serial number, as received by e-mail, into the Activation window of the Projetex Server
Administrator and click Unlock.



Registering Workstation software

1. Run the Projetex Workstation.

2.Click the Help > Register (or Upgrade) command from the Help menu of each installed Projetex Workstation.

3. Paste your Projetex Workstation serial number, as received by e-mail, into the Activation window of the Projetex Workstation
and click Unlock.

3 Note: Al Projetex Workstations from a single license use the same serial number.

See also:
Upgrade to Projetex 3D



Upgrade to Projetex 3D

To upgrade from Translation Office 3000 or from a previous version of Projetex to Projetex 3D, delete AnyLexic 2.0 Server and all
the previous versions of Projetex, instal the new Projetex 3D, and convert your database from a previous version of TO3000 or
Projetex.

Uninstalling the previous version of Projetex

Copy the existing Projetex or TO3000 database to some folder on your computer. The default locations of the database are listed
below:

Projetex 8: ..\Program Files\AIT\Projetex 8\Projetex Server\Database\Projetex.fdb

Projetex 7.0: .\Program Files\AIT\Projetex 7.0\Projetex Server\Database\Projetex.fdb

Projetex 2006: ..\Projetex 2006 Server\Database\Projetex.fdb

Projetex 9: ..\Program Files\AIT\Projetex 9\Projetex Server\Database\Projetex.fdb

Projetex 10: ..\Program Files\AIT\Projetex 10\Projetex Server\Database\Projetex.fdb

Translation Office 3000 V11: C:\Users\Public\Documents\AIT\TO3000, Version 11\db\TO3000.fdb
Translation Office 3000 V10: C:A\UsOrs\Public\Documents\AbT\TO3000, Version 10\db\TO3000.fdb
Translation Office 3000 V9: ..\Program Files\AIT\Translation Office 3000 Version 9.0\db\TO3000.fdb
Translation Office 3000 V8: ..\Program Files\Translation Office 3000 V8\db\TO3000.fdb

Uninstall AnyLexic 2.0 Server or Projetex. For this run the unins000.exe file, which is located in the root of the program's folder.
Opt to uninstall Microsoft SQL Server when you will receive the corresponding message during the uninstallation process.

If the Firebird Server is not uninstalled along with AnyLexic 2.0 Server or Projetex, uninstall it manually. To do this, go to Start >
Control Panel > Programs > Uninstall a program, in the window that opens find Firebird, right-click on the program name, select
Uninstall command and proceed through the uninstallation process.

Installing and registering Projetex

Install Projetex 3D Server and select Do not to install database option during the process:

e Run Projetex 3D setup file Projetex3DSetup.exe
o Follow the instructions in the Projetex Setup Wizard.

e Selectthe Do not install database option during the installation process.

% Note: To use previously created RTF Templates, CAT schemes, Local Custom Filter settings and work files, move them from the folders listed below
into the corresponding Projetex 3D target folder:

RTF Templates.

TO3000: ..\Translation Office 3000 Version 9.0\Templates\

Projetex 2006: ..\Program Files\Projetex 2006 Workstation\Templates\
Projetex 7.0: ..\Program Files\AIT\Projetex 7.0\Projetex Workstation\Templates\
Projetex 8: ..\BusinessServer\Templates\

Projetex 9: ..\BusinessSesver\Templates\

Projetex 10: ..\BusinessServer\Templates\

Projetex 3D (target folder): ..\BusinessServer\Templates\

CAT schemes.

TO3000: ..\Translation Office 3000 Version 9.0\System\Schemes\

Projetex 2006: ..\Projetex 2006 Workstation\System\Schemes\

Projetex 7.0: ..\Projetex 7.0\Projetex Workstation\System\Schemes\

Projetex 8: C\Documtnts and Settings\All Users\Application Data\AIT\Projetex 8\Projetex Workstation\System\Schemes\



Projetex 9: C\Documents and Settings\All Users\Application Data\AIT\Projetex 9\Projetex Workstation\System\Schemes\
Projetex 10: C\Documents and Settings\All Users\Application Data\AIT\Projetex 10\Projetex Workstation\System\Schemes\
Projetex 3D (target folder): C:\Users\Public\Documents\AIT\Projetex 3D\Projetex Workstation\CATCount 4

Local Custom Filter settings.

TO3000: ..\Translation Office 3000 Version 9.0\Filters\

Projetex 2006: ..\Projetex 2006 Workstation\Filters\

Projetex 7.0: ..\Projetex 7.0\Projetex Workstation\Filters\

Projetex 8: C\Documents and Settings\All Users\Application Data\AIT\Projetex 8\Filters\

Projetex 9: C:\Documents and Settings\All Users\Application Data\AIT\Projetex 9\Filters\

Projetex 10: C\Documents and Settings\All Users\Application Data\AIT\Projetex 10\Filters\

Projetex 3D (target folder): None. You can create a new folder to act as default storage for filet settings.

Business folder.

TO3000: ..\Business\

Projetex 2006: ..\Business\
Projetex 7.0: ..\Business\
Projetex 8: ..\BusinessServer\
Projetex 9: ..\BusinessServer\
Projetex 10: ..\BusinessServer\

Projetex 3D (target folder): ..\BusinessServer\

Running the Projetex 3D Database Converter

The Projetex 3D Database Converter is an application supplied in the standard Projetex 3D setup file. It allows to continue use of a
database from Projetex 10 (or earlier). Running the Projetex 3D Database Converter is a convenient way to upgrade a database
from Projetex 10 to operate with Projetex 3D.

1. Run the converter from either the startup menu or by double-clicking the Projetex3DConverter.exe file (the default location is
\Program Files\AIT\Projetex 3D\Projetex Server\DBConverter\).

2. The Projetex 3D Database Converter will start with a list of requirements for it's successful operation. Make sure that the
database of your previous installation of Projetex 10 is present on the computer and that the MS SQL server is set up and
configured. Then click the Next button.



|} Projetex 30 Database Converter | Version 15.0.2117

Welcome
Welcome to database converter

This tool is used to convert Projetex database from version 10 to version 3D.

Requirements:

1) The Projetex 10 database file. This file is usually called Projetex.FDB and is usually located
in a folder:

a) for the 32-bit version of Windows:

C:\Program Files\AIT\Projetex 10\Projetex Server\Database\
b) for the 64-bit version of Windows:

C:\Program Files (x86)\AIT\Projetex 10\Projetex Server\Databasel
Data Transfer

2) Installed and configured the database server MS SQL Server
Finish

Click Mext to continue

www.projetex.com

Cancel

3. Navigate to the directory where your Projetex 10 database is installed. The database file should appear in the lower field. Select
it and click Next.

| Projetex 3D Database Converter | Wersion 15.0.2117

Select Source DB File
Specify a file named Projetex FDB

JC\Program Files (x86)\AIT\Projetex 10\Projetex Server\Database

> - 3dm_game_files =
>~ 1. 24 CTU Display 3 (Widescreen)
> 10 Adobe
> -1 AIDAB4 Business
a- AT
> - AnyCount 3D =
a Projetex 10
Coa . Projetex Server
| Administrator
. Backups
w1 Database
o~ |, Senices
5 |1 Translation Office 3000 Version 11 7

Data Transfer

Finish

Im'A Poamip | Tun enementa | [laTa 3MiHEHHA
|| Projetex fdb 750 MB @aiin FDB 24.03.2017 1...

Selected DB File: C:\Program Files (x86\AIT\Projetex 10\Projetex Server\Database\Projetex fdb

www.projetex.com

Back Mext Cancel

4. Click the name of the MS SQL server that is available on your computer and click Next.



\J Projetex 3D Database Converter Version15.0.2117

Select MS SQL Server
Projetex 30 database will be created on this server.

rce DB File

Select MS SQL Server

Available SQL Servers

1 SemverName: WINTPC

Data Transfer

Finish

WWW.projetex.com

5. The Converter will connect to the server. If you installed Projetex 3D with the demo or empty database, the converter will ask
you to confirm that you wish to overwrite the existing database. Make a backup copy of it if you do not wish to lose it. When you

— | [—

are ready to proceed, check the box "Overwrite existing Projetex 3D database.” and click Start.

I Projetex 30 Database Converter | Version150.2.117

Ready to process

Wealearme
Welcome

Sele rce DB File

Ready to process

Data Transfer

Finish

Source database file:

Target SAL Server:

Everything is ready to start transferring data

C:\Program Files (x86)\AIT\Projetex 10\Projetex Server\Database\Proje
WINTPC

Connect to SQL Server: Ok
Warning! Database "Projetex3D" found on this server.

Overwrite existing Projetex3D database.g
Existing data will be lost. :

www.projetex.com

Press Start button to begin Data Transfer proccess

Back Start H Cancel




6. The Data transfer will proceed automatically. Then it is finished, click Finish to close the converter.

Running Projetex 10 Database Converter

If you are using versions of Projetex older than 10, or if you want to convert your Translation Office 3000 databases, the Projetex
10 Database Converter is supplied in the standard Projetex 3D setup as well. It allows to convert a database from Translation
Office 3000 (Versions 7, 8,9, 10 and 11) and Projetex (Versions 2006, 7.0, 8 and 9) into a Projetex 10 database. You will then be
able to use the Projetex 3D Database Converter to convert the new Projetex 10 database for use in Projetex 3D.

1. Run the converter from either startup menu or by double-clicking ProjetexDBConverter.exe file (the default location is \Program
Files\AIT\Projetex 3D\Projetex Server\DBConverter10\).

2. Select which kind of database you would like to convert and click Next.

Projetex | TO3000 - Database E=arE =)

Select your current version of TO3000 or Projetex

@ TO3000 (version 8, 9, 10, 11), Projetex (version 2006, 7, 8, 9)

) TO3000 (version 7)

[ Mext = ] l Cancel l

3. Select "Created Projetex 10 database”, click the Browse button, manually specify a path to the source database file (which has
been previously copied) and click the Next button.

i — 1
@ Projetex | TO3000 - Database o = S

@ Create Projetex 10 Database

() Create TO3000 11 Database

Path to Source Projetex or TO3000 Database:

Browse

Projetex | TO3000 Database was not found.
Please find any Projetex (v2006, v7, v8, v@) or TO3000 (v8, v9, v10) Database manually.

MNote: Make sure that you convert a database under the same Language for non-Unicode programs as on your work
computer. For example, if you have worked with French characters in a previous version of Projetex or TO3000, tis

required to have French as Language for non-Unicode programs in Region and Language options of the computer, in which
you perform converting of the Projetex database.

[ < Back ] [ Mext > ] ’ Cancel

3. Specify a directory into which the database file should be outputted and click the Next button.
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Qutput Directory:
C:\Users\Public\Documents\AIT\Projetex 10\Database Converter),

Create Directory

< Back ] [ MNext = ] l Cancel

4. Click the Start button to convert the database for Projetex 10.
5. Start up the Projetex 3D Database Converter to convert the newly created database for use with Projetex 3D.

a4 Important Note: Make sure that you convert a database under the same Language for non-Unicode programs as on your work computer. For example,
if you have worked with French characters in a previous version of Projetex or TO3000, it is required to have French as your Langaage for non-Unicode
programs in the Region and Language options of the computer, in which you perform the Projetex database conversion.

View the System Locale settings for Windows

1. Click Start, then Control Panel, and Clock, Language and Region

2. Windows 10, Windows 8: Click Region
Windows 7: Click Region and Language
Windows XP: Click Regional and Language Options

3. Inthe Region and Language options dialog, click the Administrative tab. On Windows XP, click the Advanced tab. If there
is no Advanced tab, then you are not logged in with administrative privileges.

4. Under the Language for non-Unicode programs section, click Change system locale and select the desired language.
5. Click OK and restart the computer to apply the change.

See also:
Projetex Setup



User Login to a Projetex Workstation

To begin working with Projetex, run the Projetex Workstation, enter the login and password and click OK.
Important:
Default login: Admin
Default password: admin
\.j‘Note: "admin" is the default administrator's account, with maximum access rights and privileges. Administrator users are advised to change the

password of this account, and delete any demo user accounts before entering any sensitive information into Projetex. User settings can be changed in the
Backstage view of the Administrators' Projetex Workstation.

To edit or change the Projetex Server connection settings, click the Server button in the Login window. The currently selected
Projetex Server is shown to the right of the Server button.

Projetex 3D Workstation X

Server: WIN7PC

o Login: (I
Password: [+

v Remember me

Default login: Admin, password: admin

0K Cancel

See also:
LAN Connection to Projetex Server

Internet connection to the Projetex Server



LAN Connection to the Projetex Server

In order to connect to the Projetex Workstation through a Local Area Network (LAN) connection, the following conditions must be
met:

e Both the Projetex Server and Projetex Workstations must be installed on computers within the same LAN.

e The firewall on the Projetex server computer must allow incoming connections from Projetex Workstations. TCP ports 211 and
47110 must be added to the list of firewall exclusions on the Projetex Server computer.

To connect to the Projetex Server through LAN, please do the following:

1. Before installing Projetex Workstations, install the Projetex Server on a computer in your Local Area Network. The Projetex
Server can be installed on any computer in the network, no additional configuration is needed.

2. Run the Projetex Server Administrator, click the Database Server tab and make sure that the database server is ON. Switch to
the Database tab and make sure that the Projetex database status is Online for Workstations. Close the Projetex Server
Administrator (there is no need to keep it open, the server will be running even after you close the Projetex Server
Administrator window).

3. Install and run Projetex Workstation on a computer in the same Local Area Network.
4.1In the Login window click the Server button. In the Network Location of Projetex Server window click the LAN PC button.

5. Enter the network name of the computer, on which the Projetex Server had been installed, then click the Test Connection
button.

Location of Projetex 3D Server X

LAN PC: m
-- m v Browse
§ i _ Test
Connection
-
b 4

QK Cancel

6. If the connection is successful, click the OK button, and attempt to log into Projetex (the default login is Admin and the default
password is admin).

See also:

User Login to Projetex Workstation



Internet connection to the Projetex Server

In order to connect to the Projetex Server through via Internet connection, the following conditions must be met:

o The computer, on which the Projetex Server is installed must have a static external IP address.
e Both the Projetex Server and the Projetex Workstation computers must have a stable Internet connection.

e The firewall on the Projetex Server computer must allow incoming connections from Projetex Workstations. TCP ports 211 and
47110 must be added to the list of firewall exclusions on the Projetex Server computer

To connect to the Projetex Server through the Internet do the following:

1. Instal the Projetex Server on a computer with a static external IP address and stable a Internet connection. The Projetex Server
can be installed on any computer, no additional configuration is needed.

2. Run the Projetex Server Administrator, click the Database Server tab and make sure that the database server status is ON.
Click the Database tab and make sure that the Projetex database status is Online for Workstations. Close the Projetex Server
Administrator, (there is no need to keep it open, the server will be running even after you close the Projetex Server
Administrator window).

3.Install and run a Projetex Workstation on a computer with a stable Internet connection.

4. Click the Server button in the Login window, then click the Internet button. Enter a static external IP address of the remote
Projetex Server computer, then click the Test Connection button.

Location of Projetex 30 Server X

l.-

(4

Test
Internet: Connection

| - Port 212

T1IE
@ 3

OK Cancel

5.1f the connection is successful, click the OK button, and attempt to log into Projetex ( the default login is Admin and the default
password is admin).

See also:

User Login to Projetex Workstation



Project manager basic working procedures

Most of the functions necessary for project manager users are included in the Projects section of Projetex. Since the primary
purpose of Projetex is project management— most of the program's aspects are geared towards project managers. The
procedures below point out only some of the program functions.

In general, Project Managementin Projetex consists of the following primary steps:

Step 7- Creating a project. This includes entering project data into the Projetex database, setting deadlines, and managing
project files.

Creating a project
Project profile

Project Files

Step 2 - Splitting the Project into a number of billable client jobs, each of which can have a certain volume and price.
Creating client jobs
Prices to clients

Step 3 - Assigning different portions of client jobs to translators (or "Experts"). This involves splitting client jobs into smaller one-
man assignments: creating corporate jobs and freelance jobs, each of which can be assigned to an in-house translator (or
"corporate expert') or to a freelancer.

Creating corporate jobs
Creating freelance jobs

Selecting experts

Step 4 - Submitting jobs to corporate experts. This step involves issuing printable job assignments as well as providing necessary
project files to corporate experts.

Creating job assignments

Corporate expert files

Step 5 — Subcontracting some portions of project work. This involves issuing printable purchase orders (or POs) to freelance
experts. Each purchase order has a number of freelance jobs, with their volumes and prices.

Creating Purchase Orders

Step 6 - Tracking project and job progress with the help of Calendars and reports.
Using calendars

Step 7 - Closing completed jobs and projects, issuing and approving printable invoices to the client, based on agreed payment
terms.

Invoices to clients

Balances of projects

See also:
Accountant basic working procedures

Corporate expert basic working procedures



Accountant basic working procedures

Accounting information in Projetex can generally be found in the following areas of the Workspace: Clients and Freelancers.

Clients section

The Client window can be used to enter and edit client profiles. These include billing contact information (like VAT codes), the
postal address, payment terms, and the invoicing policy.

The following tabs may also be of interest to accounting staff:

. Contacts list

. Prices for clients

. Client Jobs

. Invoices to client (this is where invoices to client can be created)

. Payments from client (this is where payments from client can be registered)
. Payments to client

. Client Accounts

Additional windows in the Clients section also provide accounting information:

The Clients: Quotes window is basically identical to the Quotes tab of the Client window; though
unlike the latter, it contains quotes for all clients.

Quotes
Q With the help of the Clients: Prices window you can manage a list of prices for different client jobs.
Prices
. The Client Jobs window contains information on client jobs of all clients. The layout of this window is
Client Jobs similar to the Clients Jobs tab of the Client window.

The Clients: Invoices window is identical to the Invoices tab of tab Client window; though unlike the
. latter, the Invoices to Clients window contains invoices for all clients. This window also contains the
Invoices Mass Invoicing button.

i

]

( The Clients: Credit notes window is identical to the Credit notes tab of tab Client window, but the

. Credit notes to Clients window contains credit notes for all clients.
Credit notes

1)|

The Clients: Payments window contains information on payments from all clients. The layout of this
window is similar to the Payments tab of the Client window. This window also contains the Mass
Payments Payments button.

51% The Clients: Refunds window contains information on refunds to all clients. The layout of this window
is similar to the Refunds tab of the Client window.
Refunds
'I The Client Accounts window provides a basic balance sheet of your client accounts: total payments,
total invoices and general balances of all clients, similarly to the Accounts tab of the Client window.
Client
Accounts
The Calendar of Projects window graphically displays all projects for a selected period, with color
| o ;
distinction for current/due today/overdue Projects and so on.
Calendar of
Projects

Freelancers section

The Freelancers window can be used to enter and edit freelancer profiles. These include billing contact information (like VAT
codes), the postal address and payment terms.

The following tabs may also be of interest to accounting staff:
Prices of freelancer



Quotes from freelancer

Freelance Jobs

Purchase orders to freelancer

Payments to freelancer

Additional windows in the Freelancers section also provide accounting information:

o

b 4

e

Prices

Quotes

-}

Freelance
Jobs

Payments

Freelancer
Accounts

o ‘m
=

Calendar of
Freelance
Jobs

With the help of the Freelancers: Prices window you can manage a list of general prices for different freelance
jobs.

In the Freelancers: Quotes window all Quotes from the database can be viewed and edited.

In the Freelance Jobs window all freelance jobs of all freelancers can be opened and edited.

In the Freelancers: POs window all purchase orders of all freelancers can be viewed and edited.

In the Freelancers: Payments window all payments to all freelancers can be viewed and edited.

The Freelancer Accounts window can be used to review the total Payments, POs and account balances of all
freelancers.

In the Calendar of Freelance Jobs window all freelance jobs for the selected period are displayed in a
graphical view with color distinction for current/due/overdue jobs, allowing one to take in the situation with one
glance.

See also:

Project manager basic working procedures

Corporate expert basic working procedures



Corporate expert basic working procedures

Corporate expertuser accounts can access only certain areas of Projetex. These are:
The Main tab — displaying the expert's profile information.

The Corporate Jobs tab — displaying all jobs of the expert. This can be used to obtain information on any of the jobs currently
assigned. See Corporate Jobs tab (for Expert) for details.

The JAs tab — contains the list of all job assignments, issued for this expert. Check this tab to see which of the assigned jobs to
begin work with. See JAs tab (for Expert) for details.

The Payments tab — contains the list of all payments, given to this expert. See Payments tab (for Expert) for details.
The Prices tab — contains the list of the given expert's individual prices. See Prices tab (for Expert) for details.
The Account tab — displays a brief summary of selected corporate expert's accounts. See Account of corporate expert for details.

The Files tab — provides secure access to this expert's personal folder in the Business folder. This folder can contain job files,
saved JAs, and any additional data. See Files tab (for Expert) for details.

The Info tab — can be used to enter any optional additional information relevant to the selected corporate expert. See Info tab of
corporate expert for details.

The Calendar tab — shows the calendars of all corporate jobs of the corporate expert. See Calendar of corporate expert for
details.

The Team and Experts Knowledgebase tabs — contain internal guides, manuals and other documentation available to the
entire team and to corporate experts specifically.

See also:
Project manager basic working procedures

Accountant basic working procedures



Corporate Jobs tab (for Expert)

The Corporate Jobs tab displays all corporate jobs assigned to the currently logged-in corporate expert. Double-click any of the
jobs in the list to edit it.

When you finish your job, double-click it in the list, change the status to Completed, insert the completion date and indicate the
time spent on this job. To open it select the necessary job and double-click it or click the Edit button. See Editing Corporate Jobs
(for Expert) for details.

Ronald Holton: Corporate Jobs|~

Main | Corporatelobs | JAs | Payments | Prices | Account | Files | Info | Calendar

Edit Status: | "AI* hd JA Issued: | "AIF -
Enter text to search... - Find Clear
#* Code Narme Assigned Deadline
QIRHOOL  JEngineschemeeR3d2al L 0005201000 | 24050151800
J-RHD002 Engine scheme ER-34221 20,04.2015 0:00 14.05.2015 18:44
J-RHD005 VPN connection 18.05.2015 12:50 22.05.2015 12:50

Job status colors

The color of jobs in the list is determined by their completion status.
Black — the job is completed
Green — the job is not completed yet, deadline in the future
Blue — the job is due today
Red — the job is overdue
<3 Note: You can change the colors on the Colors: Status tab of the User Settings.
Also, if a job has any status other than Normal, it will be highlighted in a different background color:
Orangeibackgrolind — On Hold status
Green background — Heads-Up status
Grey background — Canceled status
3 Note: You can change the status of any job with the help of the Status drop-down list in the Edit Job window.

Just as any other table you can find in Projetex, the Corporate Jobs list can be sorted by each column value by clicking the
corresponding column's caption.

Click on the asterisk symbol (*') in the upper right corner of any table to select which columns to display.

Filtering the corporate jobs list

Using the Status drop-down list you can filter the jobs by their status, such as completed, due today, overdue, and so
on.

You can also use the JA Issued drop-down list to filter the jobs which are included or not included in job assignments (JAs).

See also:
Editing Corporate Jobs (for Expert)

JAs tab (for Expert)
Payments tab (for Expert)
Prices tab (for Expert)



Editing Corporate Jobs (for Expert)

Code — the unique code of a corporate job is created automatically along with the job itself.

Name — this name does not need to include the language pair or service name, since that data is being added separately. By
default this is the name of parent client job. Corporate job names can be 100 characters long maximum. Cannot be edited by
expert.

Group — the group of services. All services in Projetex are broken down into groups. Cannot be edited by expert.
Service — each group of services contains a separate list of services. Cannot be changed by corporate expert.

Volume — the job's volume can be indicated in a number of units (characters, words, lines, hours and so on). Cannot be edited
by expert.

Price — The job's price can be indicated as either a flat fee, per-unit fee, or free. Cannot be edited by expert.
Time spent — enter the time spent on this job to have its cost automatically calculated according to your AHC.

JA Folder — the job assignment folder contains all files an expert would need to begin working on the job. The folder can be
accessed by clicking the button on the right side of the address field.

Timeline — the timeline of a corporate job in Projetex includes the assigned and deadline dates and the date when the
corporate job has been actually completed. Experts can only edit the Completed date. Experts cannot edit the Assigned or
Deadline date.

Special Status — these are used when a corporate job needs to be put on hold when you create a heads-up (or potential) job,
or when you nee

t be set as completed, since the status assumes that the job was abandoned. Cannot be
edited by expert.
Job Quality — the job quality field allows the quality of a job performed by a corporate expert to be evaluated. It is represented
by a number between 1 and 100. A value of 0 means the job has not been rated. Cannot be edited by expert.

Instructions — any instructions or comments of the project manager regarding a corporate job can be viewed here. Cannot be
edited by expert.

Work Notes — work notes made by the corporate expert can be viewed and edited here.

Custom Fields — corporate job information can be customized by adding custom fields for additional information not foreseen
by default settings.

Fe ) Note: Only users with access to the Projetex Server Administrator can add or remove custom fields. See the Custom Fields topic for details.

Audit — this tab keeps track of when and by whom the job was modified.

Alerts — this tab keeps track of messages received from the Projetex 3D Automation Engine.

You can save the corporate job data in a printable file, print it, or E-mail it with the help of RTF templates.

The templates for printing corporate job data can be edited with the help of the User Settings menu in the Backstage. Click the
Templates section to quickly access all template folders. Templates for printing corporate jobs are saved in the
D:\BusinessServer\Templates\EXPERTS\CORPORATE\Jobs folder.

The screenshot below marks all the areas of the Edit Job window a corporate expert and edit or interact with in a way other than
simply viewing.



Edit Corporate Job (Protected mode, 07:00 left) x

Corporate Expert: Ronald Holton
Code: J-RHO00&

J Details | Instructions | Work Motes | Custom Fields* | Audit | Alerts ‘

Mame: Analog deviation part 3 proofread

Group: |Translation ] Included in JA JA-RHO003
Sarvice: |Eng|ish — spanish _| Mot Approved. Editing Possible,
Volume: 15000 |h0ur5 v| | <= AnyCount | | <= CATCount Currency: EUR
Price: 360,00 |f|at fee v| | <= Prices | | =3 |
Total: 360,00

Time Spent: <! hours minutes (15 hours)

Productivity: 1000,00 hours

Ja Folder:  D:\Business\Experts\Corporate\RH\0003 Create JA
Timeline: =MNow =hAssigned ‘ =Deadline | | =Now
Assigned: Deadline: W completed:
08/12/2016 12:54 [ [)’ 21/12/2016 18:00 B~ [> 21/12/2016 18:00 B
(85 days aga) (72 days ago) (72 days ago)

Special Status: |None |

Job Quality (0 - not rated, 1 - Extremely Poor, 100 - Excellent):

RTF Templates: |Corporate Job - Template - English.rtf - ‘ [ | (B2 | = | = ‘

| oK | | Cancel |

See also:

Corporate Jobs tab (for Expert)
JAs tab (for Expert)

Files tab (for Expert)

Payments tab (for Expert)
Prices tab (for Expert)




JAs tab (for Expert)

The JAs tab of the Project window contains the list of job assignments (JA). Double-click a job assignment to view it.

Use the Approved drop-down list to view only the job assignments which have or have not been approved by project
managers.

The information on this tab can be edited only by projects managers.

Ronald Holton: JAs|~

Main | Corporatelobs | JAs | Payments | Prices | Account | Files | Info | Calendar

View Approved: |*A|* -
# Code Assigned JA Total Total Paid Balance
JA-RHO002 18.01.2015 337,20 0,00 3372
JA-RHO003 30.10.2014 360,00 0,00 360

See also:

Corporate Jobs tab (for Expert)
Editing corporate jobs (for Expert)
Files tab (for Expert)

Payments tab (for Expert)

Prices tab (for Expert)



Payments tab (for Expert)

The Payments tab contains the list of payments to this corporate expert. Double-click a payment to view it.

Use the Status drop-down list to display only payments which are still to be linked with JAs, or only those, that have already
been fully linked.

The information on this tab can be edited only by project managers.

Ronald Holton: Payments| ~

Main | Corporatelobs | JAs | Payments | Prices | Account | Files | Info | Calendar

View Status: | *All* v
Enter text to search... - Find Clear
# Expert Name Code Payment Date Total Paid
(3 Fonald Holton P-RH0001 02062017 | 560,00] |

Ronald Holton P-RHO0002 02.06.2017 337,20

See also:

Corporate Jobs tab (for Expert)
Editing corporate jobs (for Expert)
Files tab (for Expert)

Prices tab (for Expert)



Prices tab (for Expert)

The Prices tab of contains the list of individual prices for the corporate expert. Double-click a price to view it.
Prices can be quickly copied from general price-list to individual price-list with the help of Copy from General button.
Information on this tab can be edited only by projects managers.

Ronald Holton: Prices|~

Main | CorporateJobs | JAs | Payments | Prices | Account | Files | Info | Calendar

View Copy from General
Enter text to search... - Find Clear
#* Group of Services Service Unit Currency
3 English = > Finnish characters (wit... I

Consulting Cultural Assessment hours EUR

See also:

Corporate Jobs tab (for Expert)
Editing corporate jobs (for Expert)
Payments tab (for Expert)

Files tab (for Expert)



Files page (for Expert)

You can explore your Projetex folder with the help of the Files tab of your Workspace window.

On the Files tab you can browse your Job folders. You can also open the files in Windows Explorer by clicking the Explore
button.

The Files tab contains two horizontal panes. The upper pane shows the folder tree for the selected expert folder and the content
of the currently selected sub-folder. The pane below allows to use shortcuts.

Clicking any of the Shortcuts options will create a second file view field to the right, and open the appropriate folder there. This
allows you to simultaneously work with two opened folders in the same window.

Expert FTP — access the FTP browser and connect to your expert FTP folders.
Shortcuts — browse through folders on your PC
JA folders — quickly open any of your job assignment folders.

Ronald Holton: Files|~

Main | Corporatelobs | JAs | Payments | Prices | Account | Files | Info | Calendar

Explore D:\Business\Experts\Corporate\RH\0001

| @ X0 DX 4+ 8|8 |

. Experts\Corporate\RH Name Size | Datetime
7 l s Incoming
-~ L Outgoing
> -0 0003
IEIJJJ’-‘\-F‘\H(]U(]I.rt:F 116 KB 08.12.2010 16:25
1
(G} Refresh All ¥ Copy
Shortcuts Explore D:\Business\Experts\ Corporate\RH\0001
i) Expert FTP — = ’ ) My
& @IXOTDB R|* 8|8 o
|3 Local Folders
|3 Public Folder Marme Size Datetime
[ JA Folders —
-!.!' i @JA—RHUUUIJ‘H 116 KB 08122010 16:25
i . JA-RHO003

See also:

Corporate Jobs tab (for Expert)

Edit Corporate Job window (for Expert)
Payments tab (for Expert)

JAs tab (for Expert)

Prices tab (for Expert)



Sorting records

The majority of data in Projetex is stored in various tables. Each of these tables can be customized to a certain extent, in order to
adapt to each user's preferences.

Just like in most tables in other software applications, you can sort the rows of the table by any column.

o If you want to sort your table by a certain column, left-click the caption of the column.
e The sorting order (ascending or descending) is shown as a triangle arrow near the column caption.

o If you click the same column caption one more time, the order of sorting will be reversed.

Code + 7 Global Code Sent
I-INTSECD002 ACME-IDO18/200  11.05.2016
[-INTSECO001 ACME-IOO17,/200  24.07.2016
[-INTIO0DZ2 ACME-I0030/200  06.10.2016

See also:
Grouping records
Moving columns



Grouping records

In addition to traditional sorting, records in Projetex tables can also be grouped.
This is especially useful if you want to look at records that have specific values in specific fields.

To group a table by a certain column, drag that column's header into the Group Box.

Group of Seryices

o L3

# Code Job Name Project o Group of Services 7
J-MASARC Consistency check AG/PG Airplane Editing
J-MASARC AG/PG Airplane - translat AG/PG Airplane Translation

The table will be displayed as a list of Groups (values of the column). You can click a Group to expand or collapse it.

Group of Services

# Code Job Mame

»i+ Group of Services : Translation

~ Group of Services : Testing
JILLDESOC User hints translation v
J-WIREADC Winlexic localization testi W

J-WIREAD( Winlexic localization testii W

You can drag multiple headers into the Group Box to create a hierarchy of groups.

Group of Services - ;
— Service «
— Completed -~
* Code Job Name

¥~ Group of Services : Translation

*

[

ervice : English = = Finnish

-

LA

ervice : English = Spanish
+ Completed : 14.12.2016 18:00
J-METCOMN Analog deviation part 3 Analo

When you drag a header out of the Group Box, it will snap back into its previous position in the table.

See also:
Sorting records
Moving columns



Columns Customization

You can easily choose columns displayed in a table. To choose displayed columns:
1. Click the Asterisk symbol in the upper-right corner of a table to display a list of columns, available for that table.

2. Choose columns which should be displayed by selecting the appropriate check boxes.

|*T| Code Job Name
[Cliclient ‘] Price (EUR)
¥ Code ¥ Rate
¥ Job Name ¥ Job Total
Project Code ¥ Job Total (EUR)
¥ Project ¥ currency
Client Ref. Client PO
| Assigned ! Invoice Global Code
| Deadline Invoice Code
¥ Completed ! Job Paid Status
¥ Group of Services ¥ Project Manager
¥ service & Client Product Line
W Pricing W Client PM
W Price Priarity
¥ Units Specialization
¥ volume Additional PO ref.
Vaolume (words) Status

See also:
Moving columns

Tables with Pages



Moving columns

You can easily change the order of the columns displayed. To change column order:

1. Click the column caption and hold the mouse button.

2. Drag your cursor without releasing the mouse button, to the desired column.

3. Release mouse button. The column will be moved to the place indicated by the green arrows.

Ao
Currency Exchanae Ra | Invoice Total Paid i
ELR Paic 2 250,00 2 250,00
EUR 1,00 175,00 175,00
EUR 1,00 1 660,50 1 660,50

OBote: Optionally you can click and drag entries in the Customize Columns window described above to change the order of the columns.

#* Client

Global Code

] Client
¥ Global Code

¥l iCode |

¥ sent
Currency
A Exc ge Rate
Jobsotal
Jobs Total (EUR)
Met Jobs Total
Met Jobs Total (EUR)
] Invoice Total
Invoice Total (EUR)
! Paid
Paid (EUR)
¥ Date Due
W status
¥ Adjustments

To open the Customize Columns window, click the Asterisk symbol #!in the upper-right corner of a table.

See also:

Columns Customization

Discount/Markup
D/M (%)

D/M Value
Discount/Markup 2
D/M 2 (%)

D/M Value 2

Tax

Tax (%)

Tax Value

Tax2

Tax2 (%)

Tax2 Value

D/M Value (EUR)
D/M Value 2 (EUR)
Tax2 Value (EUR)
Tax2 Value (EUR)




Tables with Pages

Some tables in Projetex can contain a lot of records. For example, the Projects or Invoices table can contain thousands and tens
thousands of records. Projetex breaks such tables into pages. A "Page" is all the records visible in the program window at any

given time.

J-LIGRAOOL Amplitude Cohesion specs Thermal Displacerr
J-LIGRAQOI Thermal Displacement Guide - Thermal Displacer
J-LIGRAQOI Secondary Flow Analysis Thermal Displacerr

KK 93 of 132 X ‘

Dashboard Calendar

The page navigation buttons are as follows:
4 - switch to the previous record
P - switch to the next record

4 - jump to the first record on the current page or switch to the previous page if already there

P _ jump to the last record on the current page or switch to the next page if already there

) - jump to the first record
W _ jump to the last record

See also:
Find Panel



Find Panel

All Tables in Projetex 3D can be searched for specific strings of characters with the Find Panel local search function.

m - Find Clear
# Code MName Client
1§ O-DFCO001  |Power Redirection System Guidel |Bigial First Concierge .

Q-IUCo002 mgl Library Program Guide Internet Unified Corp.
Q-DNEDOO1 Document Search Tools Localizatic MEI Metwork Entertaiment

Q-DMNEO002 The Avalon Project MEI MNetwork Entertaiment
Q-GCU0002  Security mgl Library Global Concepts Universal
Q-DFCO002 MNCAA sports rulebooks MQI First Concierge

Enter the string to search for into the field and click Find.
The table will now display only the records which contain that string, and highlight the string in question.
Click Clear, and the table will display all records again.

See also:
Tables with Pages



Hotkeys

Hotkeys are special combinations of keys that allow users to quickly navigate the program and open the necessary windows.
The main kind of hotkey available in Projetex is the Alt + <underlined character> hotkey.

Total Paradigm Unlimited, Inc: Invoices|~

Main | Contacts | Marketing | Prices | Quotes | Projects | ClientJobs | Invoices

New Edit Delete Void Status: | *All*

When ever you see a button with an underlined character in it's name, press Alt + the underlined character to open the
corresponding window without clicking the button.



Client Product Lines

Projetex features a product line-based project management system. A single product line project manager can be assigned not to
a client, but to a client's product line. This implies the following:

e multiple product lines can be created for a client
o multiple product line project managers can be assigned to a product line

o each project can only belong to one product line

In terms of organization and project hierarchy product lines group an number of projects, while product lines themselves are
being grouped by clients.

Each new client has a single default product line (Main) and the user who added the client to the database is automatically
assigned as the product line project manager of this product line. So, unless any new product lines are created, a single product
line project manager is assigned to a client, in other words one client equals one product line. Thus in this case the term product
line implies a certain client and all projects of this client. The only difference is that in Projetex multiple project managers can be
assigned to a client product line.

However, if the project flow of a client is strong, it might be reasonable to split the client's projects into a number of product lines,
each of which can be assigned to a different product line project manager (or a number of managers). This should help optimize
the workload balance between line project managers.

Product lines and their managers can be viewed on the client's Profile.

Profile | Custom Fields | Audit | Alerts

Code: RELNET
MName: Reliable Network, Inc
Postal Address: Wergelandsveien 5

Oslo
1=

Now: 28.03.2017 11:39

Project Managers: Main: William McSun
test: William McS5un, Bartholomeo Rodriges

See also:
Creating Product Lines
Product Line Project Managers



Creating Product Lines

Product lines can be created for any of the existing clients by any user with Advanced access rights (must be set in Projetex Server
Administrator).

To create a new client product line for one of the clients:

1. Open the Main tab of the Client window.

2. Click the Project Managers button

3. Click the New button and enter the name of the new Product Line. You will be automatically assigned as its product line project
manager.

Profile | Custom Fields | Audit | Alerts |

. - l Project Managers: Main: William McSun

~|| Find Clear test: William McSun, Bartholomeo Rodriges
x
Product Lines: Access:
mMain | [] Bartholomeo Redriges
test [¥ William McSun
Mew Product Line x
MName
0K Cancel
[ New Edit Delete
Close
See also:

Client Product Lines
Product Line Project Managers




Product Line Project Managers

Any number of product line project managers can be assigned to any client product line at any time. When assigning line project
managers, it should be taken into account that users with Normal (product line project manager) access rights:

e Will be able to view all projects, which belong to their product lines.
e Will be able to view only those clients, with whom they are assigned as project manager of at least one product line.
e Will be able to view any projects, to which they have been assigned as project managers.
o Will be able to create projects only within product lines which they have been assigned.
3 Note: Access rights for each user can be setin the Users and Access section of the Projetex Workstation Administrator

tab in the Backstage view. Existing product lines with currently assigned product line project managers are displayed on the Client
Profile tab.

Assigning and removing product line project managers

To assign or remove a product line project manager, you need to have Advanced access rights.
Click "Project managers" on the client profile.

Select the product line you wish to alter access right for, and check or uncheck the employees you wish to assign or remove as
product line project managers for it

Profile | Custom Fields | Audit | Alerts

- Code: RELNET
Name: Reliable Network, Inc
Postal Address: Wergelandsveien 5
Oslo
LEDIT MNow: 2803.2017 13:16
B Project Managers: Main: Bartholomeo Rodriges
test: William Mc5un, Bartholomeo Rodriges
Project Managers and Access Rights X
Product Lines: Access:
Main 4 Bartholomeo Rodriges
test William McSun
See also:

Client Product Lines

Creating Product Lines



Currencies Management

In Projetex, you can assign an individual client currency to each client or prospect, and an expert currency to each freelancer,
applicant or corporate expert, and still be able to see ‘the whole picture’ through your base currency. This chapter will help you
understand how currencies are handled in Projetex.

First of all, let us give the definitions for the terms used in this chapter:

o The Base currency is the currency in which your company makes all internal accounting records, i.e. project balance, taxes,
the salaries of your corporate experts, corporate expenses and so on. In most cases, it is the currency of your country.

o The Client currencyis the currency in which you produce invoices for your client and receive payments from your client.

e The Expert currency is the currency in which you produce purchase orders and job assignments and make payments to your
experts and vendors.

Example:

If your company is in the UK, your client is from USA and your freelance expert is from Japan, your base currency will
be the Pound Sterling, the client currency will be the US Dollar, and the expert currency will be the Japanese Yen.

In Projetex, you can easily produce invoices, link them with payments from clients and record them in client currencies. Projetex
will automatically make parallel records in the base currency of your company.

You may issue POs and JAs, and make payments to experts in any currency, and Projetex will automatically record your POs, JAs
and payments in experts' currencies.

These parallel records in your base currency enable all your internal company accounting to be done in your base currency, while
still keeping the records in other currencies.

To make these parallel records possible, you only have to enter the currency rates for the currencies of your clients and experts.
You may also easily change the currency rates for each recorded client job or for all future jobs.

See also:
Base Currency

Client/Expert Currencies



Base Currency

The Base currency represents your local currency, in which your company conducts accounting.
The base currency can be changed on the Administrator tab of Projetex Administrator Workstation.

To change our base currency, do the following:

Log into your Projetex Workstation as an Administrator.

Click the Backstage view button.

Switch to the Administrator tab and click General.

Click the Base Currency button and select the necessary currency in the Edit Base Currency window:
Make sure that the base currency is set correctly before starting your work in Projetex.

l@ General

Users and Access
=) Access Roles
S Connected Users Codes

14> Salutations

8 Log Out

E‘\;l Template variables
d CATCount
. Stats

User Settings
|5 Broadcasts

Corporate Settings

Administrator

Help

Exit

See

also:

Currencies Management

Company Logo
Base Currency: EUR
Base Unit: words

Edit Base Currency

=s]

Currency: oo

| Euro

Cancel

of the range can be deleted

Client Invoice copies
-

Mark new JAs as approved
Mark new POs as approved

/] Use lock records

X ys (from PO issue date)



Adding Currencies and Exchange Rates

Adding new currencies

Since the currencies of your experts and freelancers may be different from yours, you will need to add new currencies to your
Projetex database and to define their exchange rates relating to your base currency.

To define currency settings:

P

2 Log Out

& Cconnected Users

User Settings

Corporate Settings

Administrator

Help

) Groups of Services
Ll Services
Ranks
2 Volume Units
e : -
e Unit Ratios

S Currencies
£ Exchange Rates

[ Taxes

[ Discounts/Markups
& Countries

ﬁ Categories

|2 Payment Methods
Templates

1. Open the Projetex Workstation and select Corporate Settings in the Backstage view.

2.1In the Corporate Settings window, click Currencies.

3.1f some of the currencies that you need are not included into the list, you may add them by clicking the New button. You can

also edit or delete existing currencies.

) Groups of Services
Ll Services

Ranks
L&) volume Units
2E Unit Ratios
S Currencies
£ Exchange Rates
|1 Taxes
[ Discounts/Markups
& countries
@ categories
=5 Payment Methods
Templates
EE] Email Templates

Setting exchange rates

You can set the exchange rates between your base currency and any of the other currencies. Exchange rates of currencies are used
for parallel record-keeping in both the base currency and the expert/expert currencies relating to your base currency.

New

Edit Delete

#*

¥

Currency

Description

Click here to define a filter

I Australian Dollar

Edit Currency x

3-letter Abbreviation:
Descriptive Name:

Australian Daollar

oK Cancel

To enter an exchange rate, click the Exchange Rates section in the Corporate Settings window.

To add a new currency exchange rate, click the New button.

Select a currency from the drop-down list, enter its rate relating to your base currency and click OK.



&) Groups of Services
| Services

Ranks
(&) volume Units
25 Unit Ratios
S Currencies
=7 Exchange Rates
L Taxes
[ piscounts/Markups
& countries
@ categories
Payment Methods
Templates
FE| Email Templates

See also:

Currencies Management

| MNew Edit | Delete
#* Currency =EUR Description
¥ Click here to define a filter
I Australian Dollar

CAD 0,6721 Canadian Dollar

CHF 0,92 Swiss Franc

GEBP 1,1338 British Pounds

Py 0,0081 Japanese Yen

SEK 0,1024 Swedish Krona

uso 0,8954 US Dollars

Edit Exchange Rate x

1 = EUR 0,67 57| -
QK Cancel

L | 1of7 (N

+/| Automatically download exchange rates

every (1 ~ | days

Last updated on 22.06.2017



Client/Expert Currencies

When you add a new client (prospect) or expert (corporate, freelance or applicant) to your database, you have to define the
currency of this client or expert

All the prices, quotes, invoices and payments related to the client/expert will be recorded in the currency you defined. That is why it
is important to define the client/expert currency before entering any financial records.

M) Note: If you encounter a rare case when your transactions with a particular client/expert involve more than one currency, you can create two separate
client/expert records (for instance, if client's/expert's name is Alpha, you can create an Alpha-USD record with client/expert currency: USD and an Alpha-
EUR record with client/expert currency: EUR). This way this client/expert will have two separate accounts in your database, one for each currency.

On the Main tab of the Prospects/Clients/Corporate Team/Applicants/Freelancers window, you may change the currency
of your client/expert by clicking the (Expert) Currency button.

It is best to modify the client/expert currency only before the first financial record for this client/experthas been recorded (price,
guote, job, invoice or payment). However, if you find that you have been entering the data with an incorrectly chosen currency, you
can still change the currency to the right one, after answering Yes to program warning.

Profile | Custom Fields | Audit | Alerts

Project Managers: Main: William McSun
test: William McSun, Bartholomeo
Change Client Currency o
brefiable-network.no
Currency:
CUI— -
network.no
ys (from Invoice date)
oK Cancel |
Clients\RELMET
Currency: EUR
I Inveicing Policy: Immediately

3 Note: If you change currency after some financial record for this client/expert has been recorded (price, quote, job, invoice or payment), all these
financial records will NOT be recalculated.

See also:

Currencies Management



Currencies in Prices

In Projetex you can specify an individual currency for each client's and freelancer's financial records. It can differ from your base

currency.

When you enter the prices for your clientor freelancer, the currency is displayed in the bottom left part of the New/Edit Price

window.

When you create or edit a client/freelancer job, the job cost (7otal) is displayed in the client/freelancer currency. The
client/freelancer currency is indicated by a green font to the right of the total.

If the client/freelancer currency differs from your base currency, the Currency Exchange Rate button will be available. By
clicking this button, you can change the currency exchange rate used in this job. Note that this button does not change the general
exchange rate stored in your Projetex database. To change the exchange rate for all future jobs go to Exchange Rates tab of the

Corporate Settings area in the Backstage view.

Mame: Amplitude Cohesion specs
Group: |Editing
Service: |Proofreading

Volume: Edit Exchange Rate

Price:
_‘“.I'l

Total: 7,00 | Y54
‘older: D:A\Business\Pr

Timeline:

x

Valid for Current Financial Record:

1USD=EUR (B -

0K Cancel

3 Note: If the job is already added to the invoice, the button with the exchange rate will be disabled.

In the Project Accounts window, all records are displayed in your base currency.

See also:

Currencies Management

Zount

Client Currency: USD

1 USD = 0,77 EUR

Create Invoice



AnyCount in Projetex

Introduction

AnyCount is a text count engine, which automatically calculates text volumes contained in a file (or files). Counting can be done in
different volume units (words, characters with spaces, characters without spaces, lines, tabs, custom units). AnyCount works with
most common file formats.

Projetex has a built-in version of AnyCount 3D Enterprise to make job creation and expense calculation for each job quicker and
easier.

AnyCount 3D currently counts the following formats: DOC, DOCX, RTF, XLS, XSLX, PPT, PPS, PPTX, PPSX, PUB, VSD, VSDX, ODT,
SXW, SDW, ODS, SXC, SDC, ODP, SXI, SDD, TXT, CSV, GIF, PNG, BMP, JPG, PDF, HTML, XML, HLP, CHM, WPD, SLP, MIF, ZIP, RAR.
In Projetex, AnyCount is used to quickly calculate the volumes of new jobs and quotes. AnyCount options can be found in the
following windows: New/Edit Draft Client Job, New Client Job (Edit Client Job), New Corporate Job (Edit Corporate
Job) and New Freelance Job (Edit Freelance Job).

Counting files

In Projetex, AnyCount is used in the following way:

When creating a job or a quote, click the <=AnyCount button to run AnyCount. It will automatically count the required units in
the target file(s) and enter the result into the Volume field.

To use AnyCount in Projetex, do the following:

1. Select the volume units from the corresponding drop-down list and click the <=AnyCount button.

2. Select the file to be counted in the Open window and either double click it or click the Open button:

3. The AnyCount Engine will count the text in the selected file(s) and enter the count results are to the Volume field of the
New/Edit Job window.

4. An expanded count report will be added to the Notes tab which appears after AnyCount is used.

If you see that the volume units should be changed to other ones, you can select the volume units from the
corresponding drop-down list. The count results and the AnyCount Notes will be changed automatically.

£} Note: If the units selected where not specified as "Used by AnyCount" you will not be able to perform the count. This option is available in the

AnyCount section of User Settings in the Backstage view. It was implemented to distinguish volume units, that cannot be used as text volume units (e.g.
"hours").

Edit Freelance Job (Protected mode, 15:00 |eft)

Project: 0050, Proofread www.enigmaservertech.com

¥ Client Account: Main

Freelancer: Hilda Herald Mane

Details | Instructions | Work Notes | Motes* | Custom Fields | Audit | Alerts

Mame: Proofread www.enigmaservertech.com (image captions translation)

[ Group: |Editing v

: Service: |Proofreading M

[

! Volume: 29084 |words - | <= AnyCount <= CATCount
: Price: 0,02 |per unit M <= Prices ==

] Total: 599,68

Creating a client job based on counted file(s)

Click the More... button on the Tree tab of the Project window and select AnyCount. Select the volume unit to count with in and
click OK button. Select file(s) to count. Once the count process is completed, Projetex will create a new client job with the name of
the counted file, and the appropriate volume and volume units. If you chose to count multiple files, the program will ask you if you
want to create a single job for all selected files or a separate job for each file.



I Project: 0023, VPN connection tlouhlshooting|'|

‘ Main ‘ Tree ‘ Client Jobs | Corporate Jobs | Freelance Jobs | Freelance Team

| New || Edit || Delete

= v| Status: | “AlI"

I} VPN connection troubleshooting
(@ Project proofread
a1 VPN connection

See also:
AnyCount settings
CATCount in Projetex

il

AnyCount

Clone

.



CATCount in Projetex

Introduction

CATCount is a tool for calculating Computer Assisted Translation (CAT) costs. In Projetex, CATCount is used for computer assisted
translation job accounting. The primary functions of CATCount are:

e Translating complex CAT Schemes (different rates and counts for different types of text) into a single text count number, i.e.
the CAT count.

e Importing CAT counts from Trados Translator's Workbench and Logoport logs.

e Printing CAT Schemes together with original word counts.

CATCount options can be found in the following Projetex windows: New/Edit Draft Client Job, New Client Job (Edit Client
Job), New Client Job (Edit Client Job) and New Freelance Job (Edit Freelance Job).

Interface

In Projetex, CATCount is used in the following way.
When you open a New Job window you specify the job name, group and service at first.

CATCount comes in handy when you want to specify the volume of the job and calculate its cost using a CAT Scheme. The result
will be automatically entered into the Volume field.

When you create a job or a quote and click the <=CATCount button, you will open the CATCount window. With the help of this
window you can enter word counts for different match types, and their respective rates. CATCount automatically calculates an
equivalent CAT count and enters the resulting number into the Volume field.

Edit Client Job (Protected mode, 13:00 |eft)

Client: Total Paradigm Unlimited, Inc Code: J-T
Project: 0057, AccountPro localization testing Client Ref.:
Client Account: Main
Client PM: John Stevenson SR
Details | Instructions | Work Motes | Custom Fields | Project Folder | Audit | Alerts
Mame: AccountPro localization testing
Group: |Testing v
Service: |Testing of Localized Software M
Volume: 60900 \words v <= AnyCount <= CATCount

Creating CAT counts
1. Click the <=CATCount button in the New/Edit Job window.

2. Enter the number of words with different match levels (100% match, "fuzzy" match and so on), and the percentages of full rate
payment for each level, i.e. the CAT Scheme.



CATCount - exampleZ.cat
Scheme Log Output

| N S | N U S N W S N— L W— L S S N L —

Percentage | yiountio be

I Match types: Words: pa:,;lz.nrznrta?:_full paid at full word
) rate:
[ Perfect Match 0 05|% 0
[ Context Match 0 05|% 0
[ XTranslated 0 0% 0
[ Repetitions 0 0% 0
[ Cross-file Repetitions 0 0% 0
[ 100% Matches 0 0% 0
[ 95% - 99% 0 05|% 0
[ 85% - 04% 0 30 5% 0
[ 75% - B4% 0 0% 0
[ 50% - 74% 30 %% 3000
[ Internal Fuzzies 95% - 99% 0 50 2 % 0
[ Internal Fuzzies 85% - 94% 0 50 5 % 0
[ Internal Fuzzies 75% - 84% 10000 50 5 % 5000
[ Internal Fuzzies 50% - 74% 10000 60 7 % 6000
[ Mo Match 10000 100 S % 10000
Total wordcount: Total CATCount:
40000 24000
¥ OK & Cancel

e To save a scheme click the Save in the Scheme menu.

e Toload a scheme click Load in the Scheme menu.

3 Note: To load word count analysis logs from Trados Translator's Workbench click the Load command in the Log menu .

3. Click OK to enter the Total CATCount number into the Volume field.

An expanded count report is added to the CATCount Notes tab which appears after CATCount is used.

See also:
CatCount settings
AnyCount in Projetex




Mail Sender

Use the Projetex Mail Sender to quickly create template-based documents and send them to your clients and experts without
using an outside e-mail client.

The Mail Sender is accessed via the Send Mail button near the bottom right corner of the price lists and the New/Edit windows
of Quotes, Projects, Jobs, Payments and other documentation.

RTF Templates: |MultiQuote to Client - Template - English.rif M [E+= l.él

The Mail Sender opens with the template-based document already attached, the subject line containing the name of the table and

attached file, the appropriate mail template applied to the body of the message, and addressed to the client/expert associated with
the document.

You can select a new e-mail template or edit the body of the letter manually, change the address and subject, add CC addresses,
attach more files and set the letter's priority.

If you have not set up you Email parameters yet, you can do so right here by clicking SMTP Settings.
Click Send to send the e-mail to all the selected addresses.

[ # Send Mail — |l o | x
i i To: |Hilda Herald <hilda@aithelp.com=> v
e
Subject: |Freelance Jobs (Attached File: J-HHOQO3.RTF)
Template: Freelance job M
Attachments Font: Font Size:
J-HHO003.RTF v - B T|Y] A =E =S EE |
Dear Hilda Herald,
Please review the attached document with a summary of terms and conditions for job #J-HH0003.
Should you have any questions or need clarification on the job, please feel free to contact me.
Kind Regards,
William McSun
System Administrator
AIT
@ nttach a file ish SMTP settings Priority: |Normal -
Send Cancel

See also:
Mail Settings

Email Templates



Navigation Bar

The Navigation Bar is located near the bottom of the Projetex Workstation window. It allows the user to switch between the five
main sections of the Projetex Workstation: the Dashboard, Workspace, Calendar, Reports and Knowledgebase. The active
section has its name highlighted in blue.

Dashboard Calendar Reports Knowledgebase

Dashboard

The Dashboard allows the user to see basic information on client jobs, invoices, POs and Projects in the form of special widgets,
which can be used to quickly navigate to relevant tables.

Workspace

The Workspace is where Prospects, Clients, Projects, Corporate Experts, Freelancers and Applicants are managed.

Calendar

The Calendar is where the time constraints, as well as the status of projects and jobs can be viewed and edited in an easy to read
graphical format.

Reports

The Reports section is used to gather, filter and sort data into static and dynamic reports.

Knowledgebase

The Knowledgebase acts as the central repository of internal manuals and guides for Project Managers, Experts, Sales Executives,
HR Managers and Accountants.

See also:
Ribbon



Ribbon

The Ribbon is a part of the Projetex user interface designed to make navigating the program more intuitive.

In each of the five sections on the Navigation Bar, the Ribbon contains a unique set of icons, grouped into tabs, for accessing
various related windows or performing other functions.

You can collapse (minimize) the Ribbon either by right-clicking one of the tabs and clicking "Minimize the Ribbon", or by clicking
the "Collapse the Ribbon" button in the lower-right corner of the Ribbon.

To pin the Ribbon, so that it is always displayed, do the above actions again.

Q, search...
Due Date This Week
Due Date Mext Week

Total Overdue

- off | ¥ | & - & %

Open Due Date In MNext 2 Weeks

Due Date Today Due Date This Month

Due Date This Week_ Due Date In Mewt 30 Davs
Minimize the Ribbon

- : =ty

Collapse the Ribbon

While collapsed, the Ribbon's icons will only be displayed when you click on a tab, and will be hidden when you click outside the

Ribbon.

See also:
Dashboard Icons
Workspace Icons
Calendar Icons
Reports Icons

Knowledgebase Icons



Dashboard Icons

The Dashboard ribbon has only one tab, also called Dashboard.

The icons on the dashboard Ribbon represent all the available Dashboard widgets. A click on an icon opens the corresponding
widget in the main window.

The icons are separated into four groups, according to the subject matter of the widgets.

Client Job Widgets
Q& @ Qs & Q. Q@ Q. Q.

Open Mot Invoiced  Wolume Volume Due Date Due Date In Due Date Due Date In
Total Last Month  This Month  This Week Mext 2 Weeks This Month  Next 30 Days

The Client Job widgets display the number and total volume of the corresponding client jobs, Except for "Not Invoiced Total",
which displays the total value in the Base Currency rather that volume.

Invoice Widgets

Due Date Due Date Total
This Week Mext Week Overdue

The Invoice widgets display the number of corresponding invoices. "Total Overdue" also displays the total value in the Base
Currency.

PO Widgets

il
i

Due Date Due Date Total
This Week MNext Week Overdue

The PO widgets display the number of corresponding POs. "Total Overdue" also displays the total value in the Base Currency.

Due Date In Next 2 Weeks

Open  Due Date Due Date
Today  This Week Due Date In Mext 30 Days

Due Date This Month

Project widgets display the number of corresponding projects. The "Open" widget additionally displays the total number of
projects in any status.

See also:
Ribbon
Dashboard



Workspace Icons

The icons on the Workspace Ribbon link to all the main tables used to view and manage clients, projects, experts and all related
documentation.

For ease of navigation, the Ribbon is divided into six tabs: Prospects, Clients, Projects, Corporate Team, Freelancers,
Freelancers.

The Prospects tab

The Prospect window displays a list of prospective clients and all the information about the selected prospective

[ client. Prospect data is broken into the following tabs: Main, Contacts, Marketing, Prices, Quotes, Prospect Jobs,
' Invoices, Credit Notes, Payments, Refunds, Files, Info. Note that you can not manage Projects, convert quotes
Prospect | into projects, create jobs, invoices, payments, etc, for Prospects. The purpose of these tables in the Prospects tab is to
keep track of past transactions with a temporarily or permanently inactive client.

The Prospects: Prices window provides access to a general price list: each price representing a rate in a chosen
currency for a certain service (language pairs, translation, proofreading, etc.). This list also appears in the Clients:
Prices | Prices window.

U The Prospects: Quotes window provides access to all quotes created for prospective clients. This window can be
Quotes used to add/edit/delete draft jobs for existing prospect quotes.
=]
Prospect The Prospect Jobs window displays the list of all client jobs undertaken for former or inactive clients.
Jobs

The Prospects: Invoices window provides access to all invoices issued to all temporarily or permanently inactive

. lients.
Invoices Clients

&

Credit The Prospects: Credit Notes window lists all credit notes given to all temporarily or permanently inactive Clients.

Notes

-
-

=
The Prospects: Payments window lists all payments received from all temporarily or permanently inactive Clients.

Payments

&
The Prospects: Refunds window lists all refunds given to all temporarily or permanently inactive Clients.
Refunds

The Clients tab

@ The Client window displays a list of clients and all the information about the selected client. Client data is broken
into the following tabs: Main, Contacts, Marketing, Prices, Quotes, Projects, Client Jobs, Invoices, Credit
Client Notes, Payments, Refunds, Account, Files, Info, Calendar.

The Clients: Prices window provides access to a general price list: each price representing a rate in the chosen
currency for a certain service (language pairs, translation, proofreading, etc.). This list also appears in the Prospects:
Prices window.

The Clients: Quotes window provides access to all client quotes ever issued. This window can be used to create a
new project based on a quote and add/edit/delete draft jobs for existing quotes.

The Client Jobs window displays the list of all client jobs stored in database. With the help of this window you can

Client have a quick overview of all client job statuses, calculate client job totals, as well as edit existing client jobs.
Jobs




&

The Clients: Invoices window provides access to all currently issued invoices. Use this window to calculate invoice
totals, view and edit invoices, print any of these invoices, and perform Mass Invoicing.

Invoices
@ The Clients: Credit Notes window lists the credit notes given to all Clients. Use this window to calculate due totals,
Credit link credit notes with invoices and refunds and edit credit notes.
Notes
| = The Clients: Payments window lists the payments received from all Clients. Use this window to calculate payment
Payments totals, link payments with invoices, edit payments and perform Mass Payments.

The Clients: Refunds window lists the refunds given to all Clients. Use this window to calculate refund totals, link
refunds with credit notes and edit refunds.

Client
Accounts

The Client Accounts window displays a simplified balance sheet broken into entries for each client and based on
payments from clients and invoices to clients. Accounting staff can use this window to identify which of the clients'
accounts require attention. Can be viewed in the Base Currency or Client Currencies.

The Projects tab

Project

The Project window displays a list of projects and all information about the selected project. Project data is broken
into the following tabs: Main, Tree, Client Jobs, Corporate Jobs, Freelance Jobs, Freelance Team, JAs, POs,
Account, Files, Info, Calendar.

:\@

The Projects: Client Jobs window displays a list of all client jobs stored in the database. With the help of this
window you can have a quick overview of all client job statuses, calculate client job totals and edit existing client

Client ;

Jobs jobs.

..:a The Projects: Corporate Jobs window displays a list of all jobs created for in-house experts. With the help of this
Corporate window you can have a quick overview of all corporate job statuses, calculate corporate job totals and edit existing

Jobs corporate jobs.

_EJ The Projects: Freelance Jobs window displays a list of all jobs created for freelance experts. With the help of this
Freelance window you can have a quick overview of all freelance job statuses, calculate freelance job totals and edit existing

Jobs freelance jobs.

Project
Accounts

The Project Accounts window displays the profitability of specific projects as well as Gross Profitability analysis.
Can be viewed only in the Base Currency.

The Corporate Team tab

L

The Corporate Expert window displays a list of employed in-house experts and consolidated information about
the selected in-house expert. Corporate expert data is broken into the following tabs: Main, Corporate Jobs,

Corporate ; i
Expert JAs, Payments, Prices, Account, Files, Info, Calendar.
a The Corporate Experts: Prices window provides access to a general list of tariffs for corporate expert services.
Prices Here you can define a specific price in a specific currency for each service.
:a The Corporate Jobs window displays a list of all jobs created for in-house experts. With the help of this window
Corporate you can have a quick overview of all corporate job statuses, calculate corporate job totals and edit existing
Jobs corporate jobs.

&=l




iR
Job

Assignments

The Corporate Experts: Job Assignments window displays a list of all currently issued job assignments for
corporate jobs. Here you can edit existing JAs.

Em

The Corporate Experts: Payments window lists all of the payments sent to all corporate experts. Use this
window to calculate payment totals, link payments with job assignments, and edit existing payments.

Payments

I The Corporate Accounts window displays a simplified balance sheet broken into entries for each corporate
Corporate expert and based on job assignments and payments to corporate experts. Accounting staff can use this window to
Accounts identify which accounts require attention. Can be viewed in the Base Currency or Expert Currencies.

[[E

= The Corporate Expenses window can be used to make and view entries about any expenses that are not

Corporate connected to paying in-house and freelance experts.
Expenses

The Applicants tab

The Applicant window displays a list of applicants for the position of freelance expert and consolidated information
about the selected applicant. Applicant data is broken into the following tabs: Main, Application, Prices, Quotes,
Applicant Jobs, POs, Payments, Files, Info. Note that you can not assign Jobs, create POs or Payments for

Applicant | applicants. The purpose of those tables in this tab is to store the documentation of temporarily or permanently
inactive freelancers.
) The Applicants: Prices window provides access to a general list of tariffs for prospective freelance expert services.
- Here you can define a specific price in a specific currency for each service. This list also appears in the Freelancers:
Prices Prices window.
Eﬁ The Applicants: Quotes window displays a list of all quotes from applicants stored in the database.
Quotes
&
Ll
Applicant The Applicant Jobs window displays a list of all jobs created for temporarily or permanently inactive freelancers.
Jobs

=

The Applicants: POs window displays a list of all purchase orders issued for temporarily or permanently inactive
freelancers.

POs
(oD The Applicants: Payments window displays a list of all payments sent to temporarily or permanently inactive
Payments freelancers.

The Freelancers tab

-] The Freelancer window displays a list of freelance experts and consolidated information about the selected
- freelancer. Freelance expert data is broken into the following tabs: Main, Application, Prices, Quotes, Freelance
Freelancer | Jobs, POs, Payments, Account, Files, Info, Calendar.
n The Freelancers: Prices window provides access to a general list of tariffs for freelance expert services. Here you
— can define a specific price in a specific currency for each service. This list also appears in the Applicants:
Prices Prices window.

Quotes

The Freelancers: Quotes window displays a list of all quotes from freelance experts stored in the database.

_ C]
"]

Freelance

The Freelance Jobs window displays a list of all jobs created for freelance experts. With the help of this window
you can have a quick overview of all freelance job statuses, calculate freelance job totals and edit existing freelance




Jobs.

Jobs

=i

=5p The Freelancers: POs window displays all currently issued purchase orders for freelance jobs. Here you can edit

POs existing POs and use the Mass PO function.

(<D The Freelancers: Payments window lists the payments sent to all freelancers. Use this window to calculate
Payments payment totals, link payments with purchase orders and edit existing payments.

I The Freelancer Accounts window displays a simplified balance sheet broken into entries for each freelancer and
Freelancer based on purchase orders and payments to freelancers. Accounting staff can use this window to identify which
Accounts | accounts require attention. Can be viewed in Base Currency or Expert Currencies.

See also:

Ribbon




Calendar lcons

The Calendar Ribbon has only one tab at first, called Calendars. The icons on the tab allow you to open one of the four main

calendars in Projetex.

When you open a calendar, your ribbon automatically switches to the Options tab. If you want to open another calendar, click the
Calendar tab and click the corresponding icon.

The Calendars tab

=
—{&
Calendar of
Projects

|
D?—‘

Calendar of
Client Jobs

G

ir

Calendar of
Corporate
Jobs

B

Calendar of
Freelance Jobs

Each of the four main calendars in Projetex displays it's content (Projects, Client Jobs, Corporate Jobs or
Freelance Jobs) in the form of colored blocks on a calendar, displaying the time constraints and current status
of each project or job across the viewed time period.

The Options tab

@ @

Backward/Forward

The Backward and Forward icons switch the view to the previous or the next "page" of the calendar.

Go to Today

The Go to Today icon displays the page containing the current date.

Zoom In/Zoom Out

The Zoom In and Zoom Out icons change the interval that each row represents in Day View and Work
Week View, and the interval that each column represents in Timeline View.

D

In the Day View, each page of the calendar covers one day, and is broken into rows representing intervals
of time between 5 minutes and 1 hour each (depending on the Zoom level).

Day View
E In the Work Week View, each page of the calendar covers five days and is broken into columns
representing days and rows representing intervals of time between 5 minutes and 1 hour each (depending
Work Week View on the Zoom level).
' In the Week View, each page of the calendar covers one week and is broken into cells representing days.
Week View

=

Month View

In the Month View, each page of the calendar covers five weeks and is broken into cells representing
days.




In the Year View, each page of the calendar can cover a quarter, a half-year, or a full year, and is broken
into rows representing months and columns representing days.

Year View
TR
L The Timeline View is used to track a large number of concurrent projects/jobs. it is broken into columns
representing half-hours or days (depending on the Zoom level).
Timeline View
v
31 The Group by None icon enables the default layout for all views. It displays all ongoing projects\jobs in

Group by None

the selected period, without splitting them across experts.

=
i
Group by Date

The Group by Date icon changes the layout to display which projects/jobs belong to which clients or
experts, with precedence given to division by viewed interval.

o

Group by
Clients/Experts

The Group by Clients/Experts icon changes the layout to display which projects/jobs belong to which
clients or experts, with precedence given to division by client/expert.

il
Compress
Weekend

The Compress Weekend icon is only active in Month View and clicking on it will toggle the display of
weekends as a single column.

.

[
=

Working Hours

The Working Hours icon is only active in Day View and Work Week View, and clicking on it will toggle
the display of off hours in the calendar.

See also:
Ribbon
The Calendar




Reports lcons

The Reports Ribbon is separated into several tabs for different kinds of reports, and each icon represents a specific report

template.

The Clients tab

Contains Static Reports showing the total funds invoiced by clients.

Clients Client Jobs Invoices Payments Pz Corporate Team

-
i {1 I i
Ny N\rs

All Top Top Top Top Top Taop

z 10 25 > 10 25

The All report adds up invoices within the period specified by the Global Date Filter.

The Top 5/10/25 reports each come in two versions: This year and All time. They show the indicated number of clients with the
greatest total invoices over either the current year or across the entire database. They also show the overall percentage of the
displayed clients' invoices in your gross revenue.

The Jobs tab

Contains static reports relating to Job productivity, Incomes and expenses, and service distribution. All reports on the tab
except Sales History and Sales by service are affected by the Global date filter.

—ull A bar diagram showing the monthly total volume of jobs created for a specific client
Jobs Chart
E]| Similar to Jobs Chart, but presented as a table.
Jobs Table

Volume of Completed Jobs

A table showing the total volumes of completed jobs, with columns representing months and rows
representing volume units.

Total Sales by Clients

A table showing total sales for each month in the selected period.
Sales Table
| | | .
A bar diagram showing the total monthly sales over the selected period.
Sales chart
# ) Contains separate tables for each client, with the total volume and value of each

"Group/service/unit" combination sold to each client.

Sales History chart

A bar diagram showing the total monthly sales over the entire history of the database. Not affected
by the Global Date Filter.

X

®

Sales History Report by
Clients

Shows the total volume and value of each unit type sold to each client over the entire history of the
database. Not affected by the Global Date Filter.

«

Sales by Service

A pie diagram showing the percentage of specific services in the total sales volume. Not affected
by the Global Date Filter.

2

Sales by units

A table showing the total volume and sum value of each kind of unit sold to all clients




e Reports showing monthly incomes and expenses, and totalling them to arrive at the overall
Income and Expense balance. The two reports differ mainly in layout.
Report Table and List

The Invoices tab

Contains reports

on performance and service distribution in terms of invoices.

=
] Contains tables showing basic information on all invoices issued to each client (Date issued, Date due, number,
Invoice total, paid amount, currency).
Register
A table showing the total payments received from each client, further added up to totals in each currency and
Customer the grand total in the base currency.
ledger
Lllh_ A bar diagram showing the total monthly sales (based on invoices) over the selected period.
Sales chart
Lh A bar diagram showing the total monthly sales (based on invoices) over the entire history of the database. Not
- affected by the Global Date Filter.
Sales History
chart

The Payments tab

Contains reports

on profits and service distribution in terms of payments.

1}

Sales History
chart

A bar diagram showing the total monthly sales (based on payments) over the entire history of the database.
Not affected by the Global Date Filter.

a

Sales chart

A bar diagram showing the total monthly sales (based on payments) over the selected period.

Sales List

A chronological list showing the linked invoice numbers, Client job names and numbers, and the amounts
paid for each payment over the selected period.

Shows the totals of expected payments from each client. Is not affected by the Global Date filter.

Account
Receivable
A table showing the total payments received from each client, further added up to totals in each currency and
Customer the grand total in the base currency.
ledger

Income Report
#1

Shows a list of all payments issued over the selected period, with issue date and total in both client's currency
and base currency.

Income Report
#2

A table of monthly payment totals from all clients, in the base currency.

Cash Flow Table

Reports showing monthly payments from client and to experts, and totalling them to arrive at the overall
balance. The two reports differ mainly in layout.




and List

The PMs tab

Contains reports on Project Manager productivity.

=

- The total volume of client jobs completed in the selected period by each PM, separated by year, month and
Completed unit.
Client Jobs

i

POs Register

A list of all POs given to each freelancer over the selected period, with totals for each currency and a grand
total.

X

Efficiency

A Productivity review for a specific PM over the selected period (projects completed, total payments received
and given, total income for the company)

The Corporate Team tab

Contains reports on Corporate Expert performance and productivity.

_Hﬂ Shows the Top 5 experts by the total value produced and their percentage of total gross production by all
Top5 Corporate Experts over the selected period
!__'_a-:..
Jobs Shows details of Jobs completed by a specific expert in a specific month and their total value for that month.
Completed
by Expert
—m Shows the total cost of all Corporate jobs completed by each expert over the selected period.
Cost of Jobs
Breakdown | A pie diagram showing the percentage of specific services provided by corporate experts. Not affected by the
of Services Global Date Filter.
Provided
—
Volume of | The total volume of corporate jobs completed in the selected period by each Expert, separated by year, month and
Completed unit
Jobs
Average Shows the total Volume produced and time spent by each expert, separated by service provided.
Output by
Expert
Shows the details of jobs (Code, Name, Service, Volume, Time Spent, Timeline and Productivity (Volume/Time).
Personal You can select a specific Expert and\or volume unit to display, and determine whether to include only Completed
Output jobs. Not affected by the Global Date Filter.
Average Shows the total Volume, Time spent and Productivity for each service performed by the company, separated by
Output by Expert.
Service




The Freelancers tab

Contains reports on Freelancer performance and financial relationships.

Volume of
Completed Jobs

The total volume of freelance jobs completed in the selected period, separated by year, month and unit,
with grand totals for each unit type.

e

A bar diagram showing the monthly total value of jobs completed by a specific expert over the selected

Jobs Chart by period.
Expert
Shows the payments terms, totals of jobs completed in the selected period, taxes withheld, the funds to
Orders transfer and the currency for each freelancer
Distribution
Average Output by Shows the total Volume produced and each freelance expert, separated by year, month, and unit type.
Expert
'::'D A list of all POs given to each freelancer over the selected period, with totals for each currency and a grand

POs Register

total.

Payments Made

Shows a chronological list of all payments made to freelancers over the selected period, with totals for each
currency and a grand total.

Outstanding POs

Shows a list of unpaid or partially paid POs over the selected period, with totals for each currency and a
grand total.

Future Payments

Shows the total amount of expected freelancer payments in two lists, one separated by freelancers, the
other separated by date.

The Custom tab

The Custom tab contains any additional reports added to the database via the Load function in the Advanced Settings>Reports
window if the Backstage view.

The 3D tab

! 3 Clients
3D 3D
0
Corporate  Freelance
Jobs Jobs

Corporate Experts Freelancers  Accounting PIVI Custom 3D
3Dy 3 3 3 3D 3D 3D 3D 3D
E A B B B B R &
Client Projects:  Projects: Corporate Freelance  Client  Corporate  Freelance Client
Jobs  Active PMs Al PMs JAs POs Invoices  Payments Payments Payments

The 3D tab contains Dynamic Reports: presets for the Pivot Grid, which can be customized, sorted and filtered to display only the
relevant information before being exported to any compatible format. Each of the reports available has a unique set of fields which
can be placed into the Pivot Grid.

Form left to right, the reports create summaries on the following:

e Corporate, Freelance and Client Jobs

e Projects headed by PMs with currently active Projetex user accounts, or by all PMs regardless of account status

o Job Assignments, Purchase Orders and Invoices

o Payments given to corporate or freelance experts, or received from clients.




See also:
Ribbon
Static Reports

Dynamic Reports



Knowledgebase Icons

The Knowledgebase Ribbon has only one tab, also named Knowledgebase. The icons there will open one of six knowledgebases
included in Projetex 3D, and allow users to view and edit topics and articles for different parts of the corporate team.

ful

Team

The Team knowledgebase will be visible to your entire corporate team.

[

Project Managers

The Project Managers knowledgebase will be visible to your PMs.

=

The Experts knowledgebase will be visible to your corporate experts.

Experts
[
The Sales knowledgebase will be visible to your sales staff.
Sales
The HR knowledgebase will be visible to your human resources managers.
HR
The Accountant knowledgebase will be visible to your entire accounting staff.
Accountant
See also:
Ribbon

Knowledgebase Info Tab

Knowledgebase Files Tab



Multi-window Interface

Every time you click an icon on the Ribbon to open a table, report, calendar, dashboard, or knowledgebase, it opens in a new
window inside the program.

¥ | Prospects Clients Projects Corporate Team Freelancers

& & =T

Corporate Expert  Prices  Corporate Jobs Job Assignments  Payments

iy a

Corporate Experts: Job Assignments | Allyson Laven| Corporate Experts: Prices | Ronald Holton [Corporate Experts: Corporate Jobs -

3
7
2
e
[ 3
* N
£
.| Edit
» Enter text to
4/ K3
#* Code
*
»
1-JS0001
J-LPO001
J-ALO0O3
S| -sHoco1
Al J-JKooo1
o J-VACANT
|| FVACANT
A
M| advanced..
LR

# Corporate Bxperts: Corporate Jobs

Status: *All"

search...

Name

LS Drive - 1305m - English > Swedish
LS Drive - 1305m - English > Swedish
LS Drive - 1305m - English > Swedish
LS Drive - 1305m - English > Swedish
LS Drive - 1305m - English > Swedish
LS Drive - 1305m - English > Swedish
IS Prive - 1305m - Fnalish > Swedish

<Filter is Empty>
10f 83 LN

g

Applicants

Corporate Accounts

M JA Issued: [*all®

- Find Clear

Expert

Jennie Schofield

Latoya Pittman

Allyson Laven
Sheryl Hirsch
Javier Kuster

Corporate Expenses

Project Manager: | *All"

Assigned

01.08.2016 00:00
13.08.2016 00:00
13.08.2016 00:00
13.08.2016 00:00
13.08.2016 00:00
13.08.2016 00:00
01.08.2016 00:00

Deadline

01.08.2016 18:00
25.08.2016 18:00
25.08.2016 18:00
25.08.2016 18:00
25.08.2016 18:00
25.08.2016 18:00
01.08.2016 18:00

These windows can be manipulated just like the window of the program itself: moved, resized, maximized, minimized and closed.

The control buttons for a maximized window are found directly under the control buttons for the program itself.

System for Translation Agencies

Q

Search... -

off | ¥

w®

Windows

Minimized windows are lined up right above the Navigation Bar and can be moved around as well.

0

Eox | @ Enx | @

& 0/x #POstoFre.. @/Ol[x |

Jump tabs

Every open window creates a new Jump tab just below the Ribbon.

Clicking a jump tab will immediately bring the corresponding window to the front. Clicking the arrow on the right side of an active

¥ | Prospects Clients

Projects Corporate Team

Dashboard Workspace Calendar Reports Knowledgebase

Freelancers

Clients: Prices | Clients: Quotes | Clients: Client Jobs | Clients: Invm(esa Clients: Credit Notes

Mass Invoicing Edit

% Close

% CloseAll

Close all except this

tab will bring down a menu that will allow you to close the active window, all windows in the current section, or all windows

exceptthe active one.

Quick Window Modes

The "Windows" drop down menu near the top right corner of the main window offers a number of quick options for the layout of

currently open windows:

off | ¥ | &

Cascade

Tile Vertically
Tile Horizontally
Minimize All
Maximize All

Cloge All Windows

- & x
Ctrl+F3
Ctrl+F8

Ctrl+F7

« Cascade - line up the windows behind each other so that the header and left edge of each is visible.

« Tile Vertically - move and re-size the windows so that all are fully visible, with priority given to lining them up side-by-side.
« Tile Horizontally - similar to Tile Vertically, but gives priority to stacking windows on top of each other.

« Minimize All / Maximize All - minimize/maximize all currently open windows.

e Close all Windows - immediately closes all windows.

See also:
Ribbon

Q search..

Completed

01.08.2016 18:00
15.08.2016 18:00
On Hold
-No -
15.08.2016 18:00
15.08.2016 18:00
Heads-lIn

Group of Services

Translation
Translation
Translation
Translation
Translation
Translation

Translation

Service

Localization, Eng-Dutch
English => Swedish
English => Swedish
English => Swedish
English => Swedish
English => Swedish

ILacalization Fno-Dutch

off | ¥

Units

words
words
words
words
words
words

words

Windows ~



Contextual Menu

The contextual menu can be opened by right-clicking any table in the Projetex Workstation. The commands it contains depend on
the table in question.

Context jumps

Right click an entry in tables such as Jobs, Payments, or Quotes and you will be able to quickly jump to connected entries on other
tables.

After clicking the Open Client option you will jump to the Client window, the exact tab depends on the window opened and the
entry you right-clicked.

Example:

Unlimited Concepts Unified: Quotes

Edit =~ Status: |*all* -

#* Code MName Client
@O UNLICONC
Q-INTIOO0L  Libr
Q-INTIOO0Z  Biot Ly
Q-TDES0001 | Chir
Q-TDES0002 Che Grid Settings »
Q-RELNETOO( ACN

T Translation Designs

Translation Designs
Reliable Netwark, Inc

Export
Q-RELMETOO! Hun Print psc Reliable Metwork, Inc
Q-GIR0001  ECOtrevwerweory Global Interactive Resources

If the Quotes to Clients window is opened and you right-clicked a certain entry, then clicked Open Client, Projetex will switch
to the Quotes tab of the Client window, displaying all the quotes of the corresponding client.

The Open Project and Open Expert options work similarly.

Clicking Open Project switches to the corresponding tab of the Project window, displaying data associated with the
corresponding project.

Open Expert switches to the corresponding tab of the Expert window, displaying data associated with the corresponding expert.

Grid Settings

This set of options toggles the presence of several additional interface elements in any Workspace table.
Hover your mouse over "Grid Settings" and the following options will appear:

1. Show Find Panel toggles the Find Panel local search interface.

2. Show Group Box toggles the Group Box layout control interface. Note that hiding the Group Box does NOT reset the
appearance of an already grouped table.

Show Filter Box toggles the additional interface for the Local Custom Filter.

Show Footer toggles the footer showing the grand total of fields like "Total paid (Base Currency)" for all entries currently
shown. Note that disabling this does NOT remove the subtotals shown for each group in a grouped table.

5. Show Navigator Filter Button toggles the button for Filter Builder access next to the page navigation buttons.

The following screenshot shows all five options enabled and numbered in accordance with the above list:



Clients: Payments|~

Mass Payments Edit Status: |*all* -

Enter text to search... - Find Clear

#* Client de Date Received Currency Total Paid Total Paid (EUR) Linked Linked (EUR]}  Exchange Rate

3 : 09.03.2015
The Tlustrative EEZ: ;l_:r:ct P-ILLDESO005 11012015 EUR 1 500,00 1 500,00 1 500,00 1 500,00 1,00
Digital First Ci B P-DFCO004 07.01.2015 UsD 600,00 462,00 600,00 462,00 0,77
Massive Archy P-MASARC0005 07.04.2015 GBP 214578 306847 214578 306847 1,43
Wireless Adej Grid Settings » | ¥ Show Find Panel 15 CAD 300,00 3 956,40 300,00 3 956,40 0,63
Wireless Adej e ¥ | Show Group Box 15 CAD 102500 643,70 102500 643,70 0,63
Future Unifieg Print V' | Show Filter Box 15 EUR 5 844,00 5 844,00 5 844,00 5 844,00 1,00
Future Unified Resourges—=== v  Show Footer 15 EUR 1.004,34 1004,34 100434 1004,34 1,00
Cyber Computation Technologies, Inc | ¥ Show Navigator Filter Button 15 EUR 1 400,00 1 400,00 1 400,00 1 400,00 1,00
Intelligent Interworks P-INTIDO02 22.07.2015 EUR 1 203,00 1 203,00 1 203,00 1 203,00 1,00
Intelligent Interworks P-INTIDO03 22.07.2015 EUR 1 660,50 1 660,50 1 660,50 1 660,50 1,00
Digital Network Entertaiment P-DNE00OS 26.01.2015 EUR 700,00 700,00 700,00 700,0 1,00

106 942,94 93 796,71

Advanced...| <Filter is Empty= i 5
o« 4 74 of 91 »»»ie

Flags

The Main tab of all Workspace tables includes a Flag field. Flags are a handy visual way of indicating any special statuses for
clients, experts or projects.

To change the Flag for a table entry, just right-click the entry and select one of seven flag colors or the "No flag" status.

0018, Engine scheme ER-34221 |~
Main | Tree | Client Jobs | Corporate Jobs | Freelance Jobs | Freelance

Mew Project Delete Clone

#* Deadline Completed Project Manager

> IR . ==

050020141800 20112014 1800 |y peg

17.05.2015 18:00 - No - B o i
14.05.2015 18:00 Heads-up o :Ir;:enta o
190320151800 16062015 1155 | [ Orange .
03.06.2015 18:00 - No - 5 Vellow fu
200420151800 01052015 1800 | [y Geen Pﬂ
19.11.2014 18:00 - No - B Blue fu
18.08.2015 18:00 - No -

08.06.2015 18:00 on hold Open Client [
20.02.2015 18:00 - No - Open Project
06.09.2015 18:00 - No - Open Expert
10.05.2015 18:00 19.05.2015 18:35 Grid Settings  » | [0

See also:

Ribbon

Grouping records
Local Custom Filter
Find Panel



Local Custom Filter

The Local Custom Filteris an essential tool that is used to search for specific data in large tables.

In Projetex 3D, the Local Custom Filter consists of three main parts: the Filter Builder, the Filter Box and the Column filters.

See also:

Global Date Filter
Global Search
Find Panel



Filter Builder

The filter builder can be accessed directly via the "Advanced..." button in the Filter box or the additional button in the Page
navigation panel.

Main | Tree | Client Jobs | Corporate Jobs | Freelance Jobs | Freelance Team | JAs | POs | Account | Files | Info

MNew Project Delete Clone

Enter text to search... - Find Clear

e Pl oS [l oA | [ PP | e PPy e | Dot A A

{é) Filter builder - [untitled.flt] 4

Filter | AMND <root>

Client contains Metwork

OR applies to the following conditions

Add Condition

-E-I-
= Add Group !
¥ Remove Row =
- d a new condition
QOpen.. Save As.. oK Cancel Apply

Advanced... || ¥ (Client contains Network) and ((Flag is blank) or (Completed is past))
KK 40f5 » » w2 [l ‘

The Open... button browses for previously saved FLT files.
The Save as... button saves the current settings of the Local Custom Filter as an FLT file.

The Filter button and the "..." buttons next to conditions and condition groups are used the add and remove conditions and
groups.

When setting up a filter condition you select the column to be filtered, the operator and enter the comparison value(s), if needed.

Standard Operators

equals
does not equal
is less than Mathematical operators are used primarily on fields with numerical values. They can also be used

on text strings. Equals/Does not equal can also be used on fields with a predetermined set of

is less than or equal to .
possible values.

is greater than

WoN A A Y

is greater than or equal to

¢ contains Contains/Does Not Contain take strings of text as values and either display or exclude all entries

b does not contain where the indicated field contains that string.

B begins with Begins With/Ends With are similar to Contain, but are satisfied only if the target string is found at

Bl ends with the beginning or end of a filed's contents.
© s blank Is Blank/Is Not Blank take no values. They simply display or exclude entries, where the indicated
@ is not blank field is blank.
- between Between/Not Between take two values that define an interval and either display or exclude all
3£ not between entries where the indicated field's value is within the interval.
- in In/Not In can take any number of values and display or exclude all entries where the indicated
, field's value matches any value in the set.
@ not in

New values can be added to the set with the '+' button to the left of the last entered value.




Condition Groups

Conditions can be assembled into groups. Groups can also contain other groups. In Filter builder, all conditions and groups are
considered to be part of the <root> condition group.

How conditions in a group are processed depends on the group's logical operator:

e AND - entries must satisfy al/l conditions in a group

e OR - entries must satisfy at least one condition in a group

e NOT AND - entries must violate at least one condition in a group
e NOT OR - entries must violate all conditions in a group

Removing a condition group will also remove any conditions or groups within it.
To clear the current filter altogether, click "Filter>>Clear All".

See also:
Filter Box
Column Filters



Filter Box

The Filter Box, located just above the Page Navigation panel, displays the filter currently in effect.

The check-box to the left of the filter expression will enable/disable the filter, while the X symbol will clear it.
Clicking the description will bring up a menu of the last eleven previously used filter expressions

The Advanced... button opens the Filter Builder.

Advanced...| % b/ (Name contains UCU)
MM A 1of2 P '

Dashboard Calendar

See also:
Filter Builder

Column Filters



Column Filters

Hovering the cursor over a column header reveals a small Filter symbol in the upper-right corner of the header.

Clicking the symbol opens a drop-down menu containing a checklist of all the currently displayed values in that field, and two
special options: (All) and (Custom...).

Currency ; - T E-Mail
EUR E?u)stom...] info@netcommunity-tech.com
EUR & China hr@illustrative-design.com
EUR |/ Finland info@internet-security.fi
I France general@dn-entertaiment.com
¥ Germany
Italy
Japan

Checking one or more of the values in one column automatically creates a filter that displays only entries containing the checked
values.

Checking values in several columns will only display entries that satisfy the conditions in ALL columns.
Clicking (All) will remove the filter conditions for that column.

Clicking (Custom...) will open a special window where you can specify up to two conditions for that column, with any operator,
and choose an AND or OR relationship for the two conditions.

Custom Filter x

Show rows where:

E-tail

contains - | |info

) AND @ or

isblank I

Use % to represent any series of characters

Use _to represent any single character

QK Cancel

If three or more values are already checked, clicking (Custom...) will open the Filter Builder instead.

See also:
Filter Builder
Filter Box



Local Export

Any table in the Projetex Workstation can be exported to a number of formats, by clicking the Export button in the top-left corner
of the program window.

» |al= -

'3 Prospects Clients Projects Corporate Team Freelancers

Export X % | T

t Motes Payments
Export to: ‘lients  from Clients

PDF -

Pi The Illustrative Designs ~

| | Embed fonts Client Jobs | Invoices

Lo Cancel Find Clear

This will open the Export dialog box with several options.
The Export to drop-down list can be used to select format of the output file.
The Open after export check-box automatically opens exported file.

The Embed fonts check-box, only visible when exporting to PDF, creates a .pdf file with all used fonts embedded (using this
option you can be sure that you text will look the same on any computer, even if the fonts used are not installed there).

Alternatively, you can export the table directly to the printer: Click the Print button next to the Export button.

This will open the Print Preview window and allow you to adjust the appearance of the table (e.g. alter the margins, page
parameters, etc.) before printing it.

|2 NewReport - Print Preview =) =]
Lo S0 E P T T Preview
7% B &8 9% EE] I—L‘H‘ I_} - dy - D D D v | Zoom ¥ | |> Mavigation = | [B] [C] @@ =+ | Close Print Preview

Margins Left: 127 mm Top: 12,7 mm Right: 12,7 mm Bottom: 127 mm, Header 51 mm| Footer 5.1 mm

........................................................................................................................................

________________________________________________________________________________________________________________________________________

i Code Job Name Project o Assigned o Deadline ;
iJ—UNLICOI‘ UCU booklet translation Booklet about Unlimited Concept:  09.02.2015 9:00  15.03.2015 18:00 '
1J-UNLICOT UCU booklet proofread  Booklet about Unlimited Concept:  09.02.20159:00  08.03.2015 18:00
iJ-NETCON FAQ file DTP Localization of web-site FAQ page 09022015900  15.06.2015 18:00

See also:

Columns Customization



Wizards

Wizards are special modules that allow users to quickly create new records in the database.
Wizards can be accessed via the drop-down menu in the upper-left corner of the main window.

Client

=
2
B B

Product Line

Client Prices

Contact

P

Service

#

Quote
Job

-

Invoice

PO

r.

B g g

Please follow the links below to see information on individual wizards

See also:

Client Wizard
Product Line Wizard
Contact Wizard
Service Wizard
Quote Wizard

Job Wizard

Invoice Wizard

PO Wizard



Global Date Filter

The global date filter can be set to display only the records that fall within a certain time interval. For example, you can set the
global date filter to display only records for a certain year, quarter, month or to specify a custom time interval.

= (= x

Q, Search... - off | ¥ | & | % Windows ¥ — | & | x

The three buttons on the filter display are, left to right: Edit (opens the filter's dialog window), Off (clears the current filter), and
Recent (restores the most recent previously used filter).

The global date filter's effect is not limited to the currently open window. Once applied, it works in all date-relevant records.

Filter Options

1. *All Dates*/Off - the default setting. the filter is not active.

2. Preset period - select a specific year, quarter, or month to view.

Edit Global Date Filter X

*All Dates* Vear 2017 .
Preset Period 2016 Apr-Jun

Custom Period Month 2015 Jul-5ep
2014 Oct-Dec
2013
2012
2011
2010
2009
2008
2007
2006
2005
2004
2003

T ]

0K Cancel

3. Custom period - manually select the start and/or end of the interval

Edit Global Date Filter x
*“All Dates*
Preset Period W start: 22.05.2016 E~
Custom Period o
Finish: 3103208 E~

Affected areas

The following windows and tabs are affected by the global date filter:

In the Prospects Workspace tab:

¢ The Prospect window tabs: Marketing, Quotes, Prospect Jobs, Invoices, Credit Notes, Payments, Payments and
Accounts.



The Quotes window.

The Prospect Jobs window.
The Invoices window.

The Credit Notes window.
The Payments window.

The Refunds window.

In the Clients Workspace tab:

¢ The Client window tabs: Marketing, Quotes, Projects, Client Jobs, Invoices, Credit Notes, Payments, Payments
and Accounts.

The Quotes window.

The Client Jobs window.

The Invoices window.

The Credit Notes window.

The Payments window.

The Refunds window.

The Client Accounts window.

In the Projects Workspace tab:

The Project window tabs: Main, Tree, Client Jobs, Corporate Jobs, Freelance Jobs, JAs, POs, and Accounts.
The Client Jobs window.

The Corporate Jobs window.

The Freelance Jobs window.

The Project Accounts window.

In the Corporate Team Workspace tab:

The Corporate Expert window tabs: Corporate Jobs, JAs, Payments, Payments and Account.
The Corporate Jobs window.

The Job Assignments window.

The Payments window.

The Corporate Accounts window.

The Corporate Expenses window.

In the Applicants Workspace tab:

The Applicant window tabs: Application, Quotes, Applicant Jobs, POs, Payments
The Quotes window.

The Applicant Jobs window.

The POs window.

The Payments window.

In the Freelancers Workspace tab:

The Freelancer window tabs: Application, Quotes, Freelance Jobs, POs, Payments, Account.
The Quotes window.

The Freelance Jobs window.

The POs window.

The Payments window.

The Freelancer Accounts window.

All Static Reports, which display data within a time interval, are also affected by the filter.

BNote: The global date filter affects the whole database. If you change it in one tab or window, it will be changed globally throughout your Projetex
workstation.

BNote: The global date filter setting is saved when you close the program and will be used next time you run Projetex.

See also:
Local Custom Filter
Find Panel






Global Search

Use the Global Search field near the Global Date Filter to search for a specific string of text across the entire database.
Once the search is complete, a Search Results windows will open, Where you can review and refine them.

Translation Agencies - = X

&, [translation - off | W | & | B Windows ¥ — & X

Result tables

Search Results are displayed in table form in two separate tabs: Objects and People.

e The Objects table contains Projects, Jobs, Invoices, Payments, POs, and other documentation. It is divided into four columns:
Context (i.e. the table, where the object is found), Code, Name, and Assigned (date).

e The People table contains Clients, Contacts and Experts. It is divided into four columns: Context, Name, E-mail, and Phone.

Both tables are initially sorted by Context. Double-clicking a result will take you to the table where it originates from.

Objects [85] | People [10]

# Context Code MName Assigned
Client Invoice I-MASARCOD [Included Job]: AG/PG Airplane - translation (blueprints) 2016-10-21
Client Invoice I-METCOMOO [Included Job]: FAQ file translation 2014-12-08
Client Invoice T-UNLICOMO [ncluded Job]: UCU booklet translation 2014-08-09
Client Invoice I-WIREADOO [Included Job]: Content translation 2016-05-24
Corporate JA JA-SHOO02 [Included Job]: H-210 instruction translation (2) 2014-03-27
Freelancer PO PO-CADDO3 [Included Job]: Graphic translation 2015-11-11

Refining search results

The left-hand side of the Search Results window consists of a dialog box used to alter the search parameters and refine the results.

The Search Area window displays all the tables to be searched. You can check and uncheck any of them to define the exact scope
of the search.

You can also determine whether the search is case sensitive, define the maximum number of results displayed from each context,
and set the maximum age of entries to appear in the results (only affects Objects).

After making the desired alterations to the parameters, click Search to apply them.



See also:

Global Date Filter
Local Custom Filter
Find Panel

Search for:

translation
Search area:

W Projects
il Prospects
W Profiles
W Clients
! Profiles
W Contacts
| Quotes
W Jobs
M Invoices
il Corporate Experts
W Profiles
W Jobs
M Jas
& Freelancers
! Profiles
W Quotes
W Jobs
W pos

WM Annlicants

[[] case sensitive
Limit search results to: |20

Search only: All time

-

Search

entries per context

-



Backstage View

Most settings for Projetex are available via the Backstage view.
To open the Backstage view, click the Backstage view button near the upper-left corner of the window.

a3 ¥

'3 Prospects

You will see the following options on the left-hand side:

o The Back button in the upper left corner will take you back to the main screen of Projetex.
« The Log In option is available in offine mode and can be used to connect to the Projetex Server without the need to restart
the Projetex Workstation.

« The Log Out option is available in online mode and can be used to terminate the connection to the Projetex Server (for
example, when you need to log in under a different user account).

« The Server command is available in offline mode and opens the Network Location window where you can select a
computer with the Projetex Server installed to connect to.

« The Connected Users command can be used to view other workstations currently connected to the Projetex Server.

o The User settings option gives access to settings specific to the particular Projetex user account, such as the general
appearance and E-mail settings.

« The Corporate settings option gives access to settings that affect the server side and spread across all accounts, such as
the list of services offered or template storage locations.

« The Administrator option gives access to settings that affect the Projetex system itself, such as user access rights or
documentation codes.

» The Help option allows you to check for updates and download new builds of Projetex, enter your license code when you
Register or Upgrade your installation of Projetex, or view current the version and build information of your Projetex
Workstation.

« The Exit command ends your work session with Projetex Workstation.

&
Product Information
2 Log Out
8 Comected ysers PROJETEX 3D
= Check for Updates
& p
User Settings
Check for updates
Corporate Settings Registered to: Vitaliy Gutyk (2 users)
Administrator Upgrade
Submit support ticket
Help 9
Support
@ exit
Help

®

Help

About Projetex 3D Workstation

Learn more about Projetex 3D Workstation, Support, Product ID and Copyright
About Projetex information.

@

See also:



User settings
Corporate settings
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Dashboard

The Dashboard displays basic information about the state of Client Jobs, Invoices, POs and Projects in the form of a series of
widgets.

| 3 | osshooar |
@ @ @ @ @ @ @ @

Open Mot Invoiced Volume Volume Due Date Due Date In Due Date Due Date In
Total Last Month ~ This Month  This Week Mext 2 Weeks This Month  Mext 30 Days
Client Jobs

Client Jobs: Client Jobs:
Open - Volume Last Month

Count: 53 Count: 0
Volume: 5264141 Volume: 0

Client Jobs: Client Jobs:
Not Invoiced Total ' Due Date In Next 30 Days

Count: 14 Count: 0
Total: EUR 22127.28 Volume: 0

To open a widget, click the corresponding icon in the Dashboard Ribbon. If that widget is already open, it will be highlighted
instead.

Left-clicking a widget will transport you to the corresponding table and automatically apply the required filters.
To close a widget or group of widgets, right-click each widget you want to close and click "Remove Widget".

Total Overdue

Caunt- N

Q)

Remove Widget

Moving and Grouping widgets

Click and drag a widget to move it relative to other widgets. A "shadow" will indicate where the widget will go when dropped.

Invoices:
Due Date This W--!-

Count: 1  Projects:
Due Date This Week

Count: 2 L

POs: UL SO,

Total Overdue A Due Date This Month
Count: 0 Count: 3
Total: Volume: 68500

To move several widgets at once, right-click each, then click and drag one of the selected widgets.

To create a new group of widgets, drag a widget towards the right side of the screen or in between existing groups. A thin vertical
"shadow" indicates that the widget will create a new group when dropped.



Invoices:
Total Overdue

Count: 5 .
Total: EUR 12238.36 ey  Client Jobs:

Due Date Khis Month

Count: 3
Volume: 63500

Groups are separated by a wider gutter than widgets within a group. To move a group as a whole, click and drag the gutter
between its widgets.

Projects:
Due Date This Week

Count: 2

L3
E’E POs:

Total Overdue

Count: 0
Total:

If the number of groups exceeds the width of the screen, you can scroll the screen by clicking the arrows that appear when you
move your mouse to the left or right edge of the window, or by clicking and dragging the gutter between groups.

POs:
Due Date This Week

Count: 0

POs:
Due Date Next Week

Count: 0

Naming groups

Every time you create a new group of Widgets, you can edit the names of both the new group and all groups that currently exist.

group 1 X group2 x| X

'_% Invoices:
g Due Date Next Week

ﬁ Client Jobs: 3 Invoices:
Mot Invoiced Total Total Overdue

Count: 1

Count: 14 Count: 6
Total: EUR 22127.28 Total: EUR 15010.36

You can also rename groups at any time, by right-clicking anywhere in the dashboard and clicking the Rename Group button at
the bottom of the window.



©

Remove Widget Rename Group

Dashboard Workspace

See also:
Dashboard Icons



Client Window

The Client window can be used to view, edit and enter new information about your clients, as well as manage their client jobs,
Projects and marketing / financial information, like prices, quotes and invoices.

Client Window talbs

Different tabs of the Client window represent different aspects and elements of your client database. Client data is broken into the
following tabs:

'3 Prospects Projects Corporate Team Freelancers Applicants
; = = = =
Q Q =

Client Prices  Quotes Client Jobs Invoices Credit Notes Payments Refunds Client Accounts

Unlimited Concepts Unified |~

Contacts | Marketing | Prices | Quotes | Projects | Client Jobs | Invoices | Credit Motes | Payments | Refunds | Account | Files | Info

Calendar

e The Main tab — contains the profiles of your clients and basic information on them.

e The Contacts tab — lists the contacts of the selected client. New client's contacts can be added here.

e The Marketing tab — contains the marketing information added by your sales representatives or marketing staff.

e The Prices tab— holds the individual price list of the selected client. Here this client's prices can be created and edited.
e The Quotes tab — is used for issuing and managing quotes offered to the selected client.

¢ The Projects and Client Jobs tabs — these tabs contain the projects and client jobs of the selected client.

e TheInvoices and Payments tabs — these tabs hold all invoices issued to and payments made by the selected client. Here
invoices are created, and linked with payments.

e The Credit Notes and Refunds tabs — these tabs contain all credit notes received from and refunds issued to the selected
client. Credit notes and refunds can also be linked together here.

e The Account tab — provides a basic overview of the financial account of the selected client.
e The Files tab — this tab is used for accessing the selected client's files and folders.
e The Info tab — is used for adding various client-related notes.

e The Calendar tab — graphically displays the timelines and statuses of the selected client's projects.

See also:

Workspace Icons



Client Window Main Tab

The Main tab of the Client window can be used to manage your client database. It contains the list of all clients and their profiles.

The Client list

You can search for specific clients using the Find panel. Enter a few characters from the client's name, or any other column
displayed in the table, and the table will show only the entries that contain the entered characters.

Click on any client in the list to view and edit the client's profile to the right.
Once a new client has been added, their data can be edited in this profile.

You can create a new client record based on the data (profile, marketing, contact or pricing) of one of the existing clients by
cloning this client. To do so, select a client to clone, click the More... button next to the Delete button, and select "Clone"

If you no longer actively work with a particular client, you can change them into a Prospect. Click the More... button and select
"Move to prospects”.

You can delete a client and all data related to this client (quotes, projects, jobs, invoices, etc.). To do so, select a client to delete, and
click the Delete button.

Unlimited Concepts Unified|~

Contacts | Marketing | Prices | Quotes | Projects | Client Jobs | Invoices | Credit Notes | Payments | Refunds | Account | Files | Info | Calendar

New Client Delete == Profile | Custom Fields | Audit | Alerts
. Yo | 2 Code: UNLICON
Enter text to search... Clear
Move to Prospects Name: Unlimited Concepts Unified
i Name *  Currency Country Postal Address: Carrer De Ribes, 35
Cyber Computation Technologies, Inc EUR United Kingdom mail@cyber- Barcelona [— |
—_ - - Spain f
Definition Designs usp Korea, South translations( |
Digital First Concierge uso Russia info@digital Now: 08.06.2017 13:24
Digital Network Entertaiment EUR China general@dn Project Managers: Pty [reee
Enigma Server Technologies, Inc EUR France mail@enigm
Future Unified Resources EUR  TIaly anocther@un
Global Comcep.ts Universal JPY Japan Japan@g\ob Contact Info: E-mail: translati [P pts.cs
Global Interactive Resources EUR  Sweden Jjobs@iresol || | Fax: +34 500 6793455
Intelligent Interworks EUR France support@int || || = -
2 R X e R Web: wwiwv.unlimited-concepts.es inl_f]
Internet Security Technologies EUR Finland info@interne — .
Internet Unified Corp. EUR United States info@interne el WA nhinildaval(tontinvoiceldate)
Key Outsourcing Studios EUR  Sweden trans@key-c VAT Number:
Massive Archway, Inc GBP United Kingdom info@massi Client Folder:  D:\Business\Clients\UNLICON
Network Community Technologies EUR Germany info@netcor
Currency: usp
Reliable Network, Inc EUR Norway info@reliabl . R So00
. . . = ici icy: tota
The Tllustrative Designs EUR Finland hr@illustrati Mg o ) ertotal o
The Lightning Graphics USD  United States mail@lightni FTP connections Next Codes Locale Format
Total Paradigm Unlimited, Inc EUR United States info@total-p -
General Information:
Advanced..| <Filter is Empty> - Headquartering in the US, revenue in US — 40.000&, 15 employees, 1 office. private ownership Develop
"] 20 of 21 s 1 » concepts for many well-known computer and phone corporation. Produce both virtual and real 3D models

Each client entry can have a flag assigned to it. The client's flag can be changed by right-clicking their entry and selecting a flag.
Clients are listed in the form of a table. You can change the columns displayed in the table by using the Customize Columns
option.

3 Note: Due to user access restrictions, some filter operations (like the local custom filter and the global date filter) or page settings, you may not be
able to see all the clients in the database.

The client's profile

On the right side of the Main client tab, you have four tabs: Client Profile, Custom Fields, Audit, and Alerts, which allow you
to review and modify the client’s information. Click on the appropriate button to add or edit the client's profile information.

e Client code — click on this button to enter or change the client’s code (15 characters maximum) and, optionally, add the
client's logo. This is the same code which had been assigned, manually or automatically, when creating a new client record.
This code is also used for naming client folders as well as in codes for invoices, quotes and other documentation.

e Name — click this button to edit this client's name. This name can be up to 150 characters long.

* Project Managers — this field lists the client's product lines and the product line project managers assigned to them. Click
the Project Managers button to assign or remove product line project managers for the client's product lines, or to create,
edit and delete product lines. All new clients are created with a default Main product line and the user who created the client
is automatically assigned as the product line project manager for it. & Note: Only users with advanced access rights can
assign project managers.

e Postal Address — click this button to add or change the postal address of the client. See the Postal address of client topic
for more details.

e Contact Info — allows you to add or change the contact information of the client. See the General contact information topic
for more details.

e Web — opens the Edit Web Links dialog box, providing fields to enter your client's web site address (URL), as well as their
LinkedIn, Facebook, and Twitter accounts. Click the address or the social media icons to open the corresponding links in your
Internet browser.

e Payment Terms — allows you to specify payment terms for each client, and their minimum fees. According to this
information Projetex will determine if your invoices to the client are outstanding, overdue or will be due soon. See the
Payment terms of client topic for more details.

e VAT Number — enter the client's legal tax number to have it automatically displayed and printed on invoices.

e Client Folder — this part of the client's profile can be used to quickly access the client's files. The location of the client



folder will depend on the location of the centralized Business folder, assigned with the help of the Projetex Server
Administrator. Click the folder button on the right side of the field to open the client's folder (and create it if it does not exist
yet) in the Projetex 3D Explorer window.

e Client Currency — this currency will be used to issue quotes and invoices to this client, and to record payments from this
client. All the financial records for this client are kept in both your base currency and the client currency, converted according
to exchange rates which you set.

e Next Codes — click this button to edit the automatic counters for client-specific codes of quotes, client jobs, invoices and
payments. Projetex will use theses codes for the next quote, client job, invoice and payment you create. You can not set the
code value any lower that the highest value on existing documentation. See the Next client codes topic for more details.

e Locale Format — different clients usually have different requirements for displaying dates, numbers and monetary values.
The locale format settings are used to configure this format individually for each client. These formats will then be applied to
any printable documentation. See the Locale format of client topic for more details.

® Invoicing Policy — by adjusting the invoicing policy you determine conditions upon which Projetex will prompt you to
invoice client jobs. See the Invoicing policy of client topic for more details.

e FTP connections — here you can set parameters for access to the client's FTP folders. Shortcuts to these folders will be
automatically added to the Files tab of this client's window. See the Client FTP connections topic for more details.

e General Information — any additional information which did not fit into any of the other sections can be entered here.

The clients' custom data

The client database can be customized by adding custom fields. Any custom fields which have been added to the client database,
can be accessed by clicking the Custom Fields tab, next to the Client Profile tab.

3 Note: Only users with access to the Projetex Server Administrator can add or remove custom fields.

Audit and Alerts

The Audit tab keeps track of when and by whom a client profile was created or modified.

The Alerts tab keeps track of messages received from the Projetex 3D Automation Engine that concern this particular client.

See also:
Adding/Editing Client/Prospect Profile



Postal address of client

The client's postal address determines this client's business location, and is automatically added to invoices and quotes sent to this
client. The following postal address data can be added:

Street Address — two separate addresses can be added. Each address entry can be 50 characters maximum. When editing
invoice and quote templates you can choose, which of the two addresses is to be added to the invoice or quote.

City — maximum 40 characters long.
State — maximum 40 characters long

Country — you can add additional countries to the list of countries available in the Postal Address of Client window. See the
Countries topic for details.

ZIP Code — maximum 10 characters long.

Time Zone — The client's time zone is set automatically when you select their country, but you can change the time zone
manually as well.

MNew Client Delete ==~ Profile | Custom Fields | Audit | Alerts |
. -

Enter text & N T q . | Postal Address: l Carrer De Ribes, 35

nter text to search... - in ear ey

x r
m Spain E

Cy| Street Address: Carrer De Ribes, 35 Time Zone Settings x | 324
De
Di . Set the Time Zone:
bi City: Barcelona

i
= State: Time Zone: l}
Fui 2P Code: C+01:00) Brussel openhagen, Madrid, P,
Gl Country: |spain - £ HE]
Gl !
Int i Current date and time:
Int] Local Time: 0806.2017 13:33 08.06.2017 13:34
Int]
v Time Zone: (UTC+01:00) Brussels, Copenhagen, Madrid, Paris

e
M
Mg oK Cancel oK Cancel
Re

See also:

Main Tab of Client Window
General contact information



General contact information

Clients in Projetex have two types of contact information: general contact information (usually of a company rather than a person)
and the contact information of the client's contact persons (Contacts Tab of Client Window). General contact information of a client
can contain the following data:

E-mail (up to 2) — maximum 250 characters. The Send button becomes active only if valid e-mail address is entered.
Phone (up to 4) and Fax numbers — maximum 250 characters each.

Notes — a plain text note, not limited by a number of characters.

The general contact information of a client can also be added to templates with the help of the Client Template Variables.

Profile | Custom Fields | Audit | Alerts

Contact Info: E-mail: info@internet-unified.com
Fax: +1 3345 553335

Edit Contact Info X

Internet Unified Corp.

E-mail: Send
E-mail 2:
Phone:
Phone 2:
Phone 3:
Phone 4:
Fax: +1 3345 553335

MNotes:

0K Cancel

FIILITE 5,

See also:
Main Tab of Client Window

Postal address of client



Payment terms of client

According to a client's payment terms, Projetex will keep track of unpaid invoices and the update status of outstanding invoices:
overdue, due today, due tomorrow, and so on.

With the help of the Edit Payment Terms dialog you can configure the payment conditions of a selected client, including:

The Minimum Fee — this is the minimum sum invoices must accumulate, before they can be paid. Type 0 in this field to disable
the minimum fee condition.

You can also indicate if an invoice should be paid within a certain time (30, 45, 60, or 90 days) from the day it was sent (invoice
issue date) or on a certain day of a certain month.

Select Unknown/Other to disable automatic payment terms control.
Additional Notes — a plain text notewith no maximum length.

Profile | Custom Fields | Audit | Alerts

Payment Terms: On day 1 of the month following next (from Invoice date)

[ Edit Payment Terms X

Between: Vitaliv Gutyk
and: Internet Unified Corp.

Minimum Fee: 3 = (0 - No Minimum Fee)

() Within 30 ~| days

() Onday 10 of the same month

O Onday 10 of the next month

© Onday 1 of the month following next
() Unknown/Other

Additional Motes:

I

QK Cancel

See also:
Main Tab of Client Window

Invoicing policy of client



Locale format of client

Clients from different countries are very likely who have different locale formats. There is no need to change your own locale
format each time you print an invoice for a client with a locale format different from yours.

To have invoices to clients printed according to their own Regional and Language options (normally defined in the Windows
Control Panel), Projetex can use a separate locale format for each of your clients.

Profile | Custom Fields | Audit | Alerts

Currency: usp “
Invoicing Policy: After total of USD500

FTP connections Mext Codes Locale Format

Locale of Unlimited Concepts Unified X

Generation of RTF files: | Customn Values hd
Default Locale

Custom Values

Megative Currency Format: -1.1 - Samples:
Decimal Symbol: |, - Positive Mumber: 123 456 789,00
- Megative Mumber: -123 456 789,00
Mo. of digits after Decimal: 2 - g
o _ Short Date: 08.06.2017
Digit Grouping Symbal: -
Long Date: 8 wepeHa 2017 p.
Date Separator: |, -
Short Date Format: | dd/MM/yyyy -
Long Date Format: | d MMMM yyyy' p.' -

oK Cancel

The following locale settings can be configured:

Negative Currency Format — these settings determine how negative amounts of money are displayed. For example, in
some countries a negative amount is indicated with a "minus" put before number: -100.00. In other countries a negative
amount must be written in brackets: (100.00).

Decimal Symbol — this is the character which separates decimals from the rest of the number. You can type the required
character directly into the drop-down list. Any character you type will be added to the list for later use.

No. of digits after Decimal — Projetex will round up all numbers in documents to a number of decimals specified here.
Set this parameter to 0 if the currency of a client does not have decimal units. Most commonly the number of digits after a
decimal is 2.

Digit Grouping Symbol — this is the symbol which will be inserted between each three digits in a number, for example in
the number 7 000 000 the digit grouping symbol is a whitespace.

Date Separator — enter the character to separate the day, month and year in a date when it is displayed in the short

format. For example in the date 3,31,2008 the date separator character is a comma. Settings in the Date Separator field will
be automatically applied to the Short Date Format field.

Short Date Format — this format is for the short date display (like 3,31,2008). Enter a required date format into this field
or select one of the available formats using the drop-down list. Use d to indicate the day, m — for the month, and y — for the
year. The date separator characters can be entered manually in this field as well. Otherwise the settings from Date
Separator field will be applied.

Long Date Format — these settings configure the long format date (like Monday, March 31, 2008). Use four d characters
to use the day mane, four m characters — for the month name and four y for the year.

3 Note: To use an abbreviated day or month name ("Mon" instead of "Monday" or "Mar" instead of "March") enter 3 d or 3 m characters instead of four.

3 Note: Full day or month names can be displayed in the short date format by typing 3 or 4 characters in the Short Date Format field.



To configure locale settings for a certain client, click the Locale Format button in this client’s profile and choose Custom Values
from the Generation of RTF files drop-down list.

See also:
Main Tab of Client Window



Next client codes

The codes of quotes, client jobs, payments and client-specific invoice codes are generated automatically each time a new quote,
client job, payment or invoice is entered into the database. The prefix of these codes depends on client's name. The digits after
represent the counter code.

Although this code cannot be edited, you can advance the counter forward by specifying the next code in the Next Codes for
Client window.

The maximum value of the next code which can be entered into the Next Codes for Client window is 999999. There is no
technical limit to the maximum value that the counter can reach.

To open the Next Codes for Client window, click the Next Codes button in this client’s profile.

Profile | Custom Fields | Audit | Alerts

FTP connections Mext Codes
MNext Codes for Client X
Client Job: J-DEFDES |4 -
Invoice: I-DEFDES |5 .
Payment: P-DEFDES |7 .
Quate: Q-DEFDES (A -
OK Cancel

See also:
Main Tab of Client Window

Global code settings



Invoicing policy of client

The invoicing policy settings determine when Projetex alerts the user to invoice a client job. According to these settings, Projetex
will assign one of the following statuses to uninvoiced client jobs: Not ready for invoicing or Ready for invoicing, followed
by a comment determined by the current invoicing policy settings, for example, "Total reached".

These statuses can be viewed on the Client Jobs tab of the Project window, the Client Jobs tab of the Client window and the
Client Jobs window.

Unlimited Concepts Unified: Client Jobs =~

Main | Contacts | Marketing | Prices | Quotes | Projects

Edit Status: |*All*
Enter text to search... -
# Code Job Name Project
@) UNLICOIUCU web-site localizatior|UCU web-site localizatig
J-UNLICOrN UCU web-site DTP UCU web-site localizatic

J-UNLICO! UCU web-site images loc UCU web-site localizatic
J-UNLICON UCU booklet translation  Booklet about Unlimitec
J-UNLICOr UCU booklet DTP Booklet about Unlimitec
J-UNLICO! UCU booklet proofread Booklet about Unlimitec

Advanced...| <Filter is Empty>

LA 1of6 s 1
[ Not Ready for invoicing: USD500 left |

By default, the invoicing policy for all the clients states that client jobs must be invoiced immediately after completion.
The invoicing policy can prompt you to invoice client jobs once their total has reached a certain amount.

Select the Wait for accrual check box, to enable a time limit within which an invoice must be created, whether the required total
has been reached or not. This will make all client jobs display as "ready for invoicing” if the specified amount of time has passed
since their completion.

To configure your invoicing policy for a certain client, click the Invoicing Policy button in this client's profile.



Profile | Custom Fields | Audit | Alerts |

! Invoicing Policy: | After total of EURG00: 5 days maximum

Edit Invoicing Policy X

Between: Vitaliy Gutyk
and: Digital Network Entertaiment

Invoice Client Jobs

() Immediately after completing job

@ iOnly after total of invoiced jobs reaches

600,00

/] Wait accrual na longer than

5 days

Client Currency: EUR

0K | | Cancel

3 Note: If the invoicing policy is set to Immediately after completing job, then Not ready for invoicing or Ready for invoicing messages will not be
displayed.

See also:
Main Tab of Client Window
Payment terms of client



Client FTP connections

FTP (File Transfer Protocol) is a common method of sharing and exchanging work files. Each client profile in Projetex can have a
number of FTP connections (addresses of shared folders) associated with the client. These folders can then quickly be accessed by
any user working with the Files tab of this Client.

Profile | Custom Fields | Audit | Alerts

Currency: EUR

Invoicing Policy: After total of EUR3 000: 20 days maximum

FTP connections Mext Codes Locale Format

x

Available FTP connections: Ce,

Internet Unified Corp. New

Edit FTP Connection x

Edit
Connection Name:

[Internet Unified Corp.

FTP Server: Port:

Delete

clients.projetex.com 21

User Mame:

internet_unified

Password:

Use passive transfer
FTP over S5L/TLS

Keep connection alive

Close

QK Cancel

The FTP Connection interface in Projetex allows for quick access to a specified FTP folder, without having to re-type the login and
password each time you connect. The following details can be specified when creating a connection:

Connection Name — this name has no syntax requirements and can be no longer than 50 characters.

FTP Server — the address of the FTP server (for example ftp.server.com). Can be no longer than 50 characters. You can also
specify which Port to use.

User Name — the login, normally issued by the FTP server administrator. This login will be used when Projetex attempts to
connect to the FTP folder. Can be no longer than 50 characters.

Password — this password will be used when Projetex attempts to connect to the FTP folder. Can be no longer than 50
characters.

The Passive file transfer option allows you to enable passive mode for this connection. Consult your FTP server administrator
regarding the type of file transfer you should use. If you are unsure, you can leave the Passive file transfer check box empty.

Enable FTP over SSL/TLS if the connection supports encryption. Consult your FTP server administrator as to whether you should
use this option.

The Keep connection alive option sets whether Projetex should continue trying to connect to a non-responding FTP address. If
this option is enabled, you can also set the interval between connection attempts.

To add, edit or delete FTP connections of a certain client, click the FTP Connections button in the client’s profile.




See also:
Main Tab of Client Window
Files Tab of Client Window



Client Window Contacts Tab

A Client's Contacts are persons on the client side which your managers work with regarding this client's projects.

Contacts can be associated with projects (by putting one of the client's contacts into the Client PM field).

Contacts of the client can also be a added to the Attention field in invoices.

The New button opens the New Contact window, where the details of a new contact person can be added.

The Edit button opens the Edit Contact window, where the details of the currently selected contact person can be edited.

The Delete button deletes the currently selected contact.

The Clone button creates a complete copy of the currently selected contact and adds it to the list of this client's contacts. The

cloned contact will have the (Cloned contact) text in front of the contact name.

Unlimited Concepts Unified: Contacts|~

Main | Contacts | Marketing | Prices | Quotes | Projects

Mew Edit Delete Clone
#* Position Salutation MName
Marketing M. Bernardo Fernandez
g :countant IMrs._Graciela Fiores
PR Mrs. Benita Ortega
See also:
Client Window

General contact information
Adding/Editing Contacts of Client/Prospect



Client Window Marketing Tab

The Marketing tab of the Client window stores marketing information about the selected client. This includes a general note,
Marketing links (URL and e-mail) and a log of timed marketing records (Marketing Tracker).

The Lightning Graphics: Marketing ~ The Lightning Graphics: Marketing -
Main | Contacts | Marketing | Prices | Quotes | Projects | Client Jobs Main | Contacts | Marketing | Prices | Quotes
Motes | Links | Tracker Motes | Links | Tracker

. Marketing Notes: | Marketing Link: | wwustranslation.com

Powerful software development company which develop software for drawing. mr@stranslation.com

of IT and building industries. Provide free of charge copies of their software to

The Marketing Tracker can contain any number of records, each having a Date, Subject (250 characters maximum) and a
Description (a plain text note with no length limitation). The Date and Subject fields of a record cannot be empty. Records in the
Marketing Tracker can be sorted by Date or by Subject.

The Lightning Graphics: Marketing| =

Main | Contacts | Marketing | Prices | Quotes | Projects | Client Jobs | Invoices | Credit Notes | Payments

Motes | Links | Tracker

\.[MNewRecord ;| Edt Delete
#* Date Subject
L 06.01.2015 Soon they will release Chinese version of their software. Possible Chinese projects.
19.10.2014 COMPUTEX, Taipei, Taiwan

See also:
Client Window



Client Window Prices Tab

Each client in Projetex can have a set of prices individual to them. These prices can be assigned on the Prices tab of the Client
window.

Only one price per group of services, service and unit combination can exist in an individual price-list.

The Lightning Graphics: Prices =

Main | Contacts | Marketing | Prices | Quotes | Projects | Client Jobs | Invoices | Credit Notes

Mew Edit Delete Copy from General Client Currency: USD
* Group of Services Service Units
§ Translation English == Swedish I
Editing DTP check words

The New button opens the New Price window, where the details of a new price can be added.
The Edit button opens the Edit Price window, where the details of the currently selected price can be edited.
The Delete button deletes the currently selected price.

The Copy from General button opens the Copy from General Prices to Clients window which can be used to copy prices
from the general price-list for clients to the client-specific price-list.

UL T ==l Company Profile with Prices - Template - English.rif - B | & | =

You can print a client's price list or save it in a text file by selecting the template and clicking the Save, Save & Open or Print
button at the bottom of the window.

You can also click the Send Mail button to open the Projetex Mail Sender and send it to the Client's E-mail address as an
attachment.

See also:
Client Window
Client Prices window

Managing price lists



Client Window Quotes Tab

The Quotes tab of the Client window is designed to create and manage quotes for each client in the database. A quote can
contain a number of draft client jobs, each job representing a service and its price being quoted. Like most workflow documents in
Projetex, quotes can be saved to a printable file, printed, or sent via E-mail.

Client Quote Controls

Quote management buttons are located on the left side of the Quotes tab of the Client window.

The New Quote button opens the New Client Quote window, where the details of a new client quote can be added.
The Edit button opens the Edit Client Quote window, where the details of the currently selected quote can be edited.
The Delete button deletes the currently selected quote.

The More... button opens into a drop-down menu with the Clone and Create Project Based on Quote options.
Clone will create a full copy of the selected quote, which can be used if you want to create a similar quote.

Create Project Based on Quote will create a new project for the current client, based on data from the currently selected quote.
If a quote folder contains any files, Projetex will query whether these files must be copied to the project folder of the newly-created
project.

The Status filter drop-down list can be used to display only quotes with a certain status.

The Lightning Graphics: Quotes| =

Main | Contacts | Marketing | Prices | Quotes | Projects | Client Jobs | Invoices | Credit Motes | Payments | Refunds | Account | Files | Info | Calendar

New Quote Edit Delete =~ Status: |[*all* v | Client Currency: USD
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Draft Client Job Buttons

The buttons for management of draft client jobs are located on the right side of the Quotes tab.
The New button opens the New Draft Client Job window, where the details of a new draft client job can be added.
The Edit button opens the Edit Draft Client Job window, where the details of the currently selected draft client job can be edited.

The Delete button deletes the currently selected draft client job.

Client Quote Status

A quote can have one of the five statuses: Unknown, Accepted, Rejected, Received, and Corrected. Depending on its current status,
the quote will be marked with a different color in the quotes list:

e Blue for unknown quote status

e Green for accepted quote status

o Red for rejected quote status

e Purple for received or corrected quote status

3 Note: You can change these colors on the Colors: Status tab of the User Settings menu in the Backstage view.

See also:

Client Window

Client Quotes window
Creating Quotes



Client Window Projects Tab

All projects of the currently selected client are listed on the Projects tab of the Client window. This window can be used for
creating and editing projects, much like on the Main tab of the Project window. The difference is that the Projects tab of the
Client window displays only the projects belonging to a certain client.

The Lightning Graphics: Projects =

Main | Contacts | Marketing | Prices | Quotes | Projects | Client Jobs | Invoices | Credit Notes | Payments | Refunds | Account | Files | Info | Calendar

Mew Edit Delete Status: |*all* - Project Manager: *All* -
#  Project Code Project Mame Assigned Deadline Completed Corporate PM Client PM
0019 Marketing booklet 22052014 00:00 05.09.2014 18:00 20.11.2014 18:00 William McSun Lane Ellis Annan

@ 002 lmermalDisplacementude 240820140000 1230520131800 | No.  [Bartholomeo Rodriges  Jiane Elis annan |

Filters

The Status filter drop-down list can be set to display only projects with a particular status.
The Project Manager filter drop-down list can be set to display only projects led by certain project manager.

Project Statuses

Projects in the list are shown in different colors. These are determined by the current status of each project:
Green — the project is not completedyet, but its deadline is in the future.

Blue — the project is not completed and due today.

Red — the project is not completed and overdue (its deadline is in the past).

Black — the project is completed.

See also:
Client Window
Project Window

Creating a project



Client Window Client Jobs Tab

Client Jobs belonging to all projects of the currently selected client can be viewed and edited in the Client Jobs tab of the Client

window.

Use the Status filter drop-down list to display only client jobs with a specific status.

With the help of the Invoiced filter drop-down list you can view only those client jobs which have or have not been invoiced.

If you have set an invoicing policy for this client in this client's profile on the Main tab of the Client window, Projetex will advise

you whether the jobs are ready for invoicing or not.

The Lightning Graphics: Client Jobs ~

Main | Contacts | Marketing | Prices | Quotes | Projects | Client Jabs | Invoices | Credit Motes | Payments | Refunds

Account | Files

Edit Status: |*all* - Invoiced: |*a|* = | Client Currency: USD
#  Code lob Name Project Assigned Deadline Completed Group of
J-LIGRAQOL Graphic translation Marketing booklet 2208.2014 0000  18.11.2014 18:00 18.11.2014 18:00 Translation
J-LIGRAQOI Content translation Marketing booklet 2207.2014 00:00  27.07.2014 1800 27.07.2014 18:00 Translation

Client Job Statuses

Jobs in the list are shown in different colors. These are determined by the current status of each client job:

Green — the job is not completedyet, but its deadline is in the future.

Blue — the job is not completed and due today.

Red — the job is not completed and overdue (its deadline is in the past).

Black — the job is completed.

% Note: You can change the colors on the Colors: Status tab of the User Settings menu in the Backstage view.

Also, if a job has any status other than Normal, it will be highlighted in a different background color:
_ — On Hold status

Green background — Heads-Up status

Grey background — Canceled status
3 Note: You can change the status of any job with the help of the Status drop-down list in the Edit Job window.

3 Note: To configure the status colors, in the Backstage view click Current user, then click Colors: Status.

See also:
Client Window
Client Jobs window

Creating client jobs



Client Window Invoices Tab

Invoices in Projetex are issued for client jobs. One invoice can contain a number of client jobs from different projects. A client job
which has been added to an approved invoice cannot be edited.

The Invoices tab of the Client window is used to issue and keep track of invoices to the currently selected client. All invoices
issued to this client are displayed in the table.

The New button opens the New Invoice window, where a new invoice can be created.

The Edit button opens the Edit Invoice window, where the details of the currently selected invoice can be edited.
The Delete button deletes the currently selected invoice.

The Void button voids the currently selected invoice without deleting it.

The Lightning Graphics: Invoices|~

Main | Contacts | Marketing | Prices | Quotes | Projects | Client Jobs | Invoices | Credit Motes | Payments | Refunds | Account | Files | Info

Mew Edit Delete Void Status: |*all* - Approved: |*All* -

#* Client Code Global Code Sent Currency Exchange Ra Invoice Total Paid Date Due
The Lightning Graphics I-LIGRAOOO1 ACME-ID012/201.  15.07.2014 UsD 0,76 4 445,76 444576 25.07.2014
The Lightning Graphics I-LIGRADOO2 ACME-ID042/201. 18.022014 uUsD 0,77 1 680,00 168000 27.03.2014

Filters

You can choose to view only invoices with a specific status. To display only the invoices with a particular status, click the Status
filter drop-down list.

You can also set Projetex to display only those invoices which have or have not been approved by the project manager by
applying the Approved filter.

Invoice Statuses

Invoices in the list are shown in different colors. These are determined by the current status of each invoice:
Green — the invoice is outstanding and is expected to be paid soon.

Blue — the invoice is outstanding and is expected to be paid today.

Red — the invoice is outstanding and its payment is overdue.

Black — the invoice has been sett/ed (paid) or voided.

5 Note: You can change the colors on the Colors: Status tab of the User Settings menu in the Backstage view.

See also:
Client Window
Client Invoices Window

Creating Invoices

Calendar
Client Currency: USD

Status
Settled: 4 days
Settled: 21 days



Client Window Credit Notes Tab

Credit Notes tab of the Client window displays Credit notes for the currently selected client.

New button opens the New Credit Note window, where a new credit note can be created. Credit notes must be linked with an
invoice when created.

Edit button opens the Edit Credit Note window, where the details of the currently selected credit note can be edited.
Delete button deletes the currently selected credit note.

Refunds can later be linked to Credit notes to fully or partially settle them.

Credit notes linked to a Paid invoice or to at least one refund can not be edited.

The Lightning Graphics: Credit Motes|=

Main | Contacts | Marketing | Prices | Quotes | Projects | Client Jobs | Invoices | Credit Notes | Payments | Refunds
New Edit Delete Status: [=all* ~ | Client Currency: USD

# Code Client Sent Value Total Status

L CMN-LIGRADOOL 08.06.2017 300,00 360,00 Fully paid .

The Lightning Graphics

Credit Note Statuses

Credit notes can have one of four statuses:

e Closed - the credit note is linked to an invoice with enough unlinked value to cover it completely.
e Awaiting payment - the credit note has due balance and has not been linked to a refund.

e Partially paid - the credit note has been linked to a refund but still has due balance.

e Fully paid - The credit note is linked to an invoice and it's value is fully covered.

Use the Status filter drop-down list to display only credit notes with a specific status (Closed, Awaiting Payment, Partially Paid, or
Fully Paid).

See also:

Client Window

Client Credit Notes window
Creating Credit Notes



Client Window Payments Tab

The Payments tab of the Client window displays payment records of the currently selected client.

The Lightning Graphics: Payments ~

Main | Contacts | Marketing | Prices | Quotes | Projects | Client Jobs | Invoices | Credit Motes | Payments

MNew Edit Delete Status: [*all* - | Client Currency: USD
# Client Code Date Received Total Paid
The Lightning Graphics P-LIGRADOO1 23.09.2013 500,00
The Lightning Graphics P-LIGRADOO2 03.05.2013 600,00

The New button opens the New Client Payment window, where a new payment can be created.
The Edit button opens the Edit Client Payment window, where the details of the currently selected client payment can be edited.
The Delete button deletes the currently selected client payment.

Payments can be fully or partially linked with invoices to settle them. Payments are also added to the company profit analysis on
balance tabs.

Use the Status filter drop-down list to display only payments which are still to be linked with invoices, or only those, which have
been fully linked.

See also:
Client Window
Client Payments window

Creating Payments



Client Window Refunds Tab

The Refunds tab of the Client window displays refund records of the currently selected client.

The New button opens the New Refund window, where a new refund can be created.

The Edit button opens the Edit Refund window, where the details of the currently selected refund can be edited.
The Delete button deletes the currently selected refund.

Refunds can be fully or partially linked with credit notes to settle them. Linked refunds can not be edited. Refund are also added to
company profits analysis on balance tabs.

Use Status filter drop-down list to display only refunds which are still to be linked with a credit note, or only those, which have
been fully linked.

The Lightning Graphics: Refunds =

Main | Contacts | Marketing | Prices | Quotes | Projects | Client Jobs | Invoices | Credit Motes | Payments | Refunds
Mew Edit Delete Status: |[*all v | Client Currency: USD

# Code Client Date Sent Total Paid Linked Currency

& F-LIGRA0001 08.06.2017 360,00 36000] UsD | |

The Lightning Graphics

See also:

Client Window

Client Refunds window
Creating Refunds



Client Window Account Tab

The Account tab of the Client window provides you with a simplified balance of this client's financial accounts:

e Totals of payments, invoices, credit notes, refunds and the account balance as calculated from the previous figures;
e A pie chart showing the share of this client in your Gross Revenues.

The Lightning Graphics: Account ~

Main | Contacts | Marketing | Prices | Quotes | Projects | Client Jobs | Invoices | Credit Notes | Payments | Refunds | Account | Files | Info | Calendar

Total Invoices: 14 608,76
— B 9,3%% Thelightning Graphics
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See also:
Client Window

Client Accounts



Client Window Files Tab

The Files tab of the Client window is used to manage the files and folders related to a particular client.
A client's files consist of invoices and quotes, as well as jobs, prices, etc.

The main file manager window consists of two horizontal panes. The upper pane shows the folder tree for the selected client
folder and the content of the currently selected sub-folder. The lower pane gives access to shortcuts. Clicking any of the shortcut
options will create a second file view field to the right, and open the appropriate folder there. This allows to simultaneously work
with two opened folders in the same window.

The Lightning Graphics: Files|»

Main | Contacts | Marketing | Prices | Quotes | Projects | Client Jobs | Invoices | Credit Notes | Payments | Refunds | Account | Files | Info
Explore D:\Business\Clients\LIGRA\Jobs
| @ OB %|® 88 o

J Clients\LIGRA Mame Size Datetime Status

. Invoices 8] - LIGRADOO3.rtf 20 KB 08.06.2017 15:57 Team
-1 Marketing
Ll Prices
>~ 0 Quotes
1
Gy Refresh all L\\)
Shortcuts Explore D:\Business\Projects\0019 William McSun Marketing booklet
= Cllet FTP @ o B x|t e e
I Local Folders
I3 Public Folder Name Size Datetime Status
I Client Projects M Incoming Team

Marketing booklet M Outgoing Team

& MNorby workshop Wark
- Thermal Displacement Guide @_|10019‘rtf 19 KB 08.06.2017 15:56 Team

Files can be exchanged between the client folder and existing Shortcuts using the two Copy buttons.

#CPY s ysed to copy files from the path currently opened in the Shortcuts pane to the client folder.

¥ Copy | s used to copy files from the client folder to the path currently opened in the Shortcuts pane.

The context menu contains the following specific file operations:
The Open command opens the file in appropriate application

The Upload command uploads the file from the local Business folder to the BusinessServer folder on the Projetex Server
Administrator PC.

The Download command downloads the file from the BusinessServerfolder on the Projetex Server Administrator PC to the
Business folder on the Workstation PC.

The Download version opens window that contains information about all versions of particular files.

Each file can have one of the following statuses:

Team - the files stored in the BusinessServerfolder on the server and in local storage are identical.

Team - Changed on Workstation - the local copy of the file has been modified, the file on the server has not been updated.
Team - Changed on Server - the file on the server has been modified, the local copy has not been updated.

Team - Missing - the file exists on the server, but has not been downloaded to the local PC yet (or has been deleted locally).
Local - the file exists locally, but has not been uploaded to the server yet (or has been deleted on the server).

See also:
Client Window
Working with files in Projetex

Calendar

- Missing
- Missing

Versions
1

¥ Copy

Versions

Author
Unknown

Author

William McSun



Client Window Info Tab

The Info tab of the Client window can be used to enter any optional additional information regarding the selected client in plain
text format. These notes will be available to all project manager users.

Each note record consists of the following elements:

e Subject — maximum 100 characters long.

Category — new note categories can be added with the help of the Corporate Settings >> Categories menu in the
Backstage view.

e Information — a plain text note with no maximum length.

Notes can be filtered by the Subject or Category columns.

The Lightning Graphics: Info ~

Main | Contacts | Marketing | Prices | Quotes | Projects | Client Jobs | Invoices | Credit Notes | Payments | Refunds | Account | Files | Info | Calendar
MNew Edit Delete

Often discusses projects by phone, confirm all arrangements by e-mail.
Subject

3 Often discusses projects by phone, confirm al..

Category

.|Sales Person Note

See also:
Client Window

Categories



Client Window Calendar Tab

The Calendar tab of the Client window displays the time constraints and status of this client's projects. Each project block
stretches across the calendar from assignment until completion, or until deadline if the project has not been completed jet.

Double-click any block to open the Edit Project window for this project.

The Lightning Graphics: Calendar =

Main | Contacts | Marketing

4 Tpaeens 2015p. P
necacdynacH
27282930 1 2 3
4 5 6 7 & 910
11 12 13 14 15 16 17
18 19 20 21 22 23 24
25 26 27 25 29 30 31
12 3 4 5 6 7

Project Status:
Al -
Project Managers:

Al -

10 Ha

Prices | Quotes | Projects | Client Jobs

TpaeeHb 11, 2015 - TpaeeHs 17, 2015
11N+ |12Br (13Cp (1447 (1501

00:00 18:00 Thermal Displacement Guide

Settings for the Calendar view

The following settings for the calendar page are available:

Invoices

16 CB

Credit Motes

17 Ha

Payments | Refunds | Account | Files | Info | Calendar
TpaeeHb 18, 2015 - TpaeeHs 24, 2015 TpaeeHb
18MH [19BT (20Cp (214t |22 (23CO (24Ha |[251H

Viewed period - the Ribbon displays icons for selecting the time interval to be viewed and moving backward and forward

interval by interval.

Mini-calendar - the mini-calendar on the left displays the month and date currently viewed. Click a date to switch to it. To move
to a different month, click the greyed-out dates, the Back and Forwards buttons in the month header, or the header itself. Click a
day and drag to view all the days you drag across.

Project calendar colors

Like the projects they represent, the project calendar bars can have different colors, depending on the statuses of the

corresponding projects:

- — the project is not completedyet, but its deadline is in the future.

- — the project is not completed and due today.

- — the project is not completed and overdue (its deadline is in the past).

- — the project is canceled.
Pale Pink — the project is completed.

Pale green — the project is Heads-Up.

Pale Orange — the project is On Hold.

Filtering Project Calendars

Use the Project Status filter to display only projects with a certain Status.

Use the Project Manager filter to display only the projects led by a specific Project Manager.

See also:
Client Window
The Calendar



Client Prices window

The Client Prices window displays your general price-list. These prices can be used when creating quotes, jobs and invoices for
any client in your database.

¥ Note: Any prices added to this list will also appear on the Prospect Price List, and vice versa.

'y Prospects Clients Projects Corporate Team Freelancers Applicants

Q|le Qd @ d% ) |% i

Client | Prices | Quotes Client Jobs Invoices Credit Notes Payments Refunds Client Accounts

Clients: Prices

New Edit Delete

#* Group of Services Service Units Currency

Translation French == English words EUR

(& Translation

The New button opens New Price window, where the details of a new price can be added.

The Edit button opens Edit Price window, where the details of the currently selected price can be edited.
The Delete button deletes the currently selected price.

Double-click any price record in the table to edit that price.

DTP Tasks DTP in Adobe FrameMaker hours EUR 35,00
Testing Testing of Localized Software hours EUR 35,00
LI 10 of 24 P
RTF Templates: |Company Profile with Prices - Template - English.rtf - | B | B

The Save button saves the current price listin an R7F, DOC or PDF document.

The Save & Open button saves the current price list in RTF, DOC or PDF format, and then opens this document.

The Print button opens the printer settings, which can be used to print the document.

The Send Mail button opens the Mail Sender, with the Subject automatically filled in and the created document attached.

To configure the price list templates, in the Backstage view click Corporate Settings and then click Templates. Price list
templates are stored in the D:\BusinessServer\Templates\CLIENTS\Prices\ folder.

See also:
Prices Tab of Client Window
Managing price lists



Client Quotes window

The Quotes window provides an overview of all quotes, issued to all clients. The options available for this window are the same as
those for the Quotes tab of Client window. The major differences are:

e The Quotes window displays all quotes for all clients.
e New quotes cannot be created using this window.

e Existing quotes cannot be deleted using this window.

To create a new quote to a client, open the Main tab of the Client window, select that client, then switch to the Quotes tab of
the Client window and create your quote from there.

To quickly create a project based on a quote, select it and click the Create project Based on Quote button. This will create a
project with the same timeline and client jobs as in the quote on which this project is based. If the quote folder contains any files,
Projetex will query whether these files must be copied to the project folder of the new project.

3 Note: After a project based on a quote has been created, information about the quote related to this project will be available in the Edit Project
window and in the Project profile of the Project window.

¥ | Prospects Clients Projects Corporate Team Freelancers Applicants Q, search..

@ [ ¢ ¢ & B B

Client Prices | Quotes | Client Jobs Invoices Credit Notes Payments Refunds Client Accounts

Clients: Quotes|~

Edit = - | Status: *al -
Cl ; - .
*  Code e Client Draft Client Jobs for Q-DEFDES0001
Q-NETCOMo|  Create Project Based on Quote Community Technolo ,
Q-INTSECO0C Mulla quam. Internet Security Technologies
Q-INTSECOOC Suspendisse posuere Internet Security Technologies
Q-LIGRAODO1 Cras eget mi. The Lightning Graphics * Name Group of Services
Q-DEFDESO0( www.translation3000.com Definition Designs dlPellentesque at ante Translation

Quote Status

A quote can have one of the five statuses: Unknown, Accepted, Rejected, Received, and Corrected. Depending on its current status,
the quote will be marked with a different color in the quotes list:

e Blue for unknown quote status

e Green for accepted quote status

e Red for rejected quote status

e Purple for received or corrected quote status

£3 Note: You can change these colors in the Colors: Status tab of the User Settings menu in the Backstage view.

See also:
Quotes Tab of Client Window



Client Jobs window

All client jobs stored in the database are listed in the Clients Jobs window. The options available for this window are the same as
those for the Client Jobs tab of the Client or Project windows. The major differences are:

e The Client Jobs window displays all client jobs of all clients/projects.
e New clientjobs cannot be created using this window.

e  Existing client jobs cannot be deleted using this window.

¥, Prospects Clients Projects Corporate Team Freelancers Applicants Q, search.. v
A Ak -
il Project | Client Jobs | Corporate Jobs Freelance Jobs  Project Accounts
Projects: Client Jobs|~
Edit Status: *All* - Invoiced: |*All* ~| Project Manager: *all* -

#* Code Job Name Project Assigned Deadline Completed Group of Services
[ /-LIGRADO!| Graphic translation Marketing booklet 2208.2014 00:00 | 18.11.2014 18:00 | 18.11.2014 18:00 |Translation

J-LIGRAQO( Content translation Marketing booklet 2207.2014 0000 27072014 18:00 27.07.2014 18:00 Translation E

13.05.2015 18:00 Heads-up Translation E

J-DFC0001 H-210 smartphone 1st pe HIGHTECHPRO H-210 smartphone 16.03.2015 00:00

¥ | Prospects Clients Projects Corporate Team Freelancers Applicants Q, search.. v

@ (o o |l &d & B B 5

Client Prices  Quotes |Client Jobs| Invoices Credit Notes Payments Refunds Client Accounts

Clients: Client Jobs|~

Edit Status: |*All* - Invoiced: *All* * | Project Manager: |*All* -
#  Code Job Mame Project Assigned Deadline Completed Group of Services
J-WIREAD( Content translation Traffic Impedance Description 20012015 00:00 05.03.2015 1800 18.03.2015 1800 Translation

J-MASARC AG/PG Airplane - translat AG/PG Airplane 24062015 00:00  08.07.2015 1800 08.07.2015 18:00 Translation

Filters

Use the Status filter drop-down list to display only client jobs with a specific status.

Use the Invoiced filter drop-down list to display only those client jobs which have or have not been invoiced.

The Project Manager filter drop-down list allows you to view only jobs managed by a particular Project Manager.

If you have set an invoicing policy for this client in the client's profile on the Main tab of the Client window, Projetex will advise
you whether the jobs are ready for invoicing or not.

Client Job statuses

Jobs in the list are shown in different colors. These are determined by the current status of each client job:

e Green — the client job is not completedyet, but its deadline is in the future.
e Blue — the clientjob is not completed and due today.
¢ Red — the clientjob is not completed and overdue (its deadline is in the past).

e Black — theclientjob is completed.

% Note: You can change the colors on the Colors: Status tab of the User Settings menu in the Backstage view.

Also, if a job has any status other than Normal, it will be highlighted in a different background color:

. _ — On Hold status

o Green background — Heads-Up status
¢ Grey background — Canceled status

\.5 Note: You can change the status of any job with the help of the Special Status drop-down list in the Edit Job window.



See also:
Client Jobs Tab of Client Window
Client Jobs Tab of Project Window



Client Invoices window

The Invoices window displays a general overview of all invoices, issued to all clients in the database. It can be used to identify
currently unpaid invoices, obtain a total of balance due according to all invoices issued, as well as to quickly issue a large amount
of invoices.

The options available for this window are the same as those for Invoices tab of Client window. The major differences are:

e Thelnvoices to Clients window displays all invoices for all clients.
o New invoices cannot be created using this window.

o Existing invoices cannot be deleted or voided using this window.

The Mass Invoicing button can be used to quickly create multiple invoices for multiple different clients with a few clicks.

! j‘ Prospects Clients Projects Corporate Team Freelancers Applicants Q search.. e

@ o o ldl & B B B

Client  Prices Quotes Client Jobs | Invoices | Credit Motes Payments Refunds Client Accounts

Clients: Invoices =

Mass Invoicing Edit Status: |*=all* - Approved: |*all* -
# Client Code Global Code Sent Currency Exchange Ra Invoice Total Paid Date Due
The Ilustrative Designs FILLDESDOOZ ACME-IDD57/201.  15.09.2014 EUR 1,00 170,00 170,00 15102014
Massive Archway, Inc I-MASARCO001  ACME-IDOSE/201  21.01.2015 GEP 143 1 320,00 132000 31012015

Filters

Use the Status filter drop-down list to display only invoices with a specific status.

Use the Approved filter drop-down list you can select to display only those invoices which have or have not been approved by
the project manager.

Invoice Status

Currently issued invoices can marked in one of the four colors, depending on the status of the invoice:
Green — the invoice is Outstanding and is expected to be paid soon.

Blue — the invoice is Outstanding and is expected to be paid today.

Red — the invoice is Outstanding and its payment is overdue.

Black — the invoice has been Settled (paid) or Voided.

3 Note: You can change these colors in the Colors: Status tab of the User Settings menu in the Backstage view.

Projetex automatically assigns statuses to Invoices depending on the Payment Terms set for each client.

See also:
Invoices Tab of Client Window



Client Credit Notes window

The options available for this window are the same as those in the Credit Notes tab of the Client window. The major differences
are:

e The Credit Notes window displays all credit notes issued to all clients.
o New credit notes cannot be created using this window.

o Existing credit notes cannot be deleted using this window.

Credit notes linked to a Paid invoice or to at least one refund can not be edited.

¥ | Prospects Clients Projects Corporate Team Freelancers Applicants

Client Prices Quotes Client Jobs Invoices | Credit Notes| Payments Refunds Client Accounts

Clients: Credit Motes -

Edit Status: |*al* M

# Code Client Sent Value Total

@ CM-LIGRADOOL 08.06.2017 300,00 360,00 .

The Lightning Graphics

Credit Note Statuses

Credit notes can have one of four statuses:

e Closed - the credit note is linked to an invoice with enough unlinked value to cover it completely.
e Awaiting payment - the credit note has due balance and has not been linked to a refund.

e Partially paid - the credit note has been linked to a refund but still has due balance.

e Fully paid - The credit note is linked to an invoice and it's value is fully covered

Use the Status filter drop-down list to display only credit notes with a specific status (Closed, Awaiting Payment, Partially Paid, or
Fully Paid).

See also:
Credit Notes Tab of Client Window



Client Payments window

The Payments window displays all payments from all clients in one table. This window can be used to obtain total values of
money transfers received from clients, as well as to register multiple payments in one session.

New payments cannot be created and existing payments cannot be deleted using this window.

The Mass Payments button can be used to quickly create multiple payments to multiple different clients with a few clicks.

¥ -~ B - i
j Prospects Clients Projects Corporate Team Freelancers Applicants

@ lo d ¢ &« B

Client Prices Quotes Client Jobs Invoices Credit Notes |Payments] Refunds Client Accounts

Clients: Payments|~

Mass Payments Edit Status: |*all* -
#* Client Code Date Received Currency =~ Total Paid
Digital First Concierge P-DFC0004 07.01.2015 uso 600,00
Massive Archway, Inc P-MASARCO00S 07.04.2015 GEP 214578

Use the Status filter drop-down list to display only payments which are still need to be linked with invoices, or only those which
have been fully linked with invoices.

See also:

Payments Tab of Client Window



Client Refunds window

The options available for this window are the same as those in the Refunds tab of the Client window. The major differences are:

e TheRefunds Notes to Clients window displays all credit notes to all clients.
e New credit notes cannot be created using this window.
e Existing refunds cannot be deleted using this window.

Refunds can be fully or partially linked with credit notes to settle them. Linked refunds can not be edited. Refunds are also added
to company profits analysis on balance tabs.

¥ | Prospects Clients Projects Corporate Team Freelancers Applicants

d & & B |B| &£

Client Prices Quotes Client Jobs Invoices Credit Notes Payments |Refunds| Client Accounts

Clients: Refunds|~

Edit Status: | *al* v

# Code Client Date Sent Total Paid Linked

@ R-LIGRADDOL The Lightning Graphics 08.06.2017 360,00 360,00

Use the Status filter drop-down list to display only Refunds which are still to be linked with a credit note, or only those which
have been fully linked with a credit note.

See also:
Refunds Tab of Client Window



Client Accounts window

The Client Accounts window presents a simplified balance of your clients' accounts, based on their payments and invoices. It has
the following figures:

e Total Invoices (All Clients) — the sum of all invoice totals of all clients.

o Total Payments (All Clients) — the sum of all payments from all clients.

e Total Credit Notes (All Clients) — the sum of all credit notes from all clients.

« Total Refunds (All Clients) — the sum of all refunds to all clients.

e Accounts Receivable — the margin calculated as "Total Invoices - Total Payments - Total Credit Notes + Total Refunds”

'3 Prospects Clients Projects Corporate Team Freelancers Applicants

@ lo d & & B B| P

Client  Prices Quotes Client Jobs Invoices Credit MNotes Payments Refunds |Client Accounts

Client Accounts

Total Invoices (All Clients): 110 812.61
Total Payments (All Clients): 106 942 94
Total Credit Notes (All Clients): 277.20

=+
Total Refunds (All Clients): 277.20
Accounts Receivable: 3 869.67

Base Currency: EUR

View: |Base Currency: EUR -
# Client Currency Invoices(EUR) Credit Notes (EUR Payments{ELUR)
Key Qutsourcing Studios EUR 6 990,00 0,00 5830,00
Internet Unified Corp. EUR 6713,01 0,00 6713,01

This balance can be viewed separately for each client in the table below.

Accounts can be viewed both in the client currency and your base currency: use the View drop-down list to select in which
currency do you wish to view records. Alternatively you can use the Customize columns option to add columns to the view. The
columns containing a currency abbreviation in their header display records in your base currency.

3 Note: To view the global balance, select the Base Currency option in the View drop-down list.

See also:
Account Tab of Client Window



Prospect Window

The Prospect window can be used to view, edit and enter new information about your prospective clients, as well as to manage
marketing and financial information, like prices and quotes of your prospects.

When the deal is struck a prospect can be quickly converted into a full client.

It can also be used to store information and documentation of former or temporarily unavailable clients.

s Prospects Clients Projects Corporate Team Freelancers Applicants & search..
2 p I} P PP

|00 B & & B 8

Prospect | Prices Quotes Prospect Jobs Invoices Credit Notes Payments Refunds

Internet Security Technologies ~

Main | Contacts | Marketing | Prices | Quotes | Prospect Jobs | Invoices | Credit Motes | Payments | Refunds | Files | Info

Prospect Window tabs

Different tabs of the Prospect window represent different aspects and elements of your prospective client database. Prospect data
is broken into the following Prospect window tabs:

e The Main tab — contains the profiles of your prospects and basic information on them.
o The Contacts tab — lists the contacts of the selected prospect. New prospect contacts can be added here.
e The Marketing tab — contains marketing information added by your sales representatives or marketing staff.

e The Prices tab — holds the individual price list of the selected prospect. Here this prospects's prices can be created and
edited.

e The Quotes tab — is used for issuing and managing quotes offered to the selected prospect.
o TheProspect Jobs tab — this tab contains the client jobs of the selected former or inactive client.

» Thelnvoices and Payments tabs — these tabs hold all invoices issued to and payments made by the selected former or
inactive client.

e TheCredit Notes and Refunds tabs — these tabs contain all credit notes received from and refunds issued to the selected
former or inactive client.

o TheFiles tab — this tab is used for accessing the selected prospect's files and folders.

e Thelnfo tab — is used for adding various prospect-related notes.

See also:

Workspace Icons



Prospect Window Main Tab

The Main tab of the Prospect window can be used to manage your database of prospective clients. It contains the list of all
prospects and their profiles.

Prospect list

You can search the prospects list using the Find panel. Enter a few characters from the prospect's name, or any other column
displayed in the table, and the table will show only those entries that contain the characters.

e Click any prospect in the list to view and edit the profile of this prospect to the right.

e Once a new prospect has been added, their data can be edited in this profile.

« You can create a new prospect record based on data (profile, marketing, contact or pricing) of one of the existing prospects
by cloning this record. To do so, select a prospect to clone, click the More... button next to the Delete button, and select
"Clone"

« Once an agreement with a prospective client is reached, and they become an active client, click the More... button and select
"Move to clients".

« You can delete a prospect and all data related to this prospect (quotes, projects, jobs, invoices, etc.). To do so, select a
prospect to delete, and click the Delete button.

Intemet Security Technologies|~

Main | Contacts | Marketing | Prices | Quotes | Prospect Jobs | Invoices | Credit Notes | Payments | Refunds | Files | Info

New Prospect Delete = - Profile | Custom Fields | Audit
. @3 ﬁ ‘ Code: INTSEC
Enter text to search... Clear
possjciChents Name: Internet Security Technologies
* MName Currency Country E-Mail Postal Address: Kauppatori 4
[ internet Security Technologies info@internet-security.fi Oulu
90100
Finland
Contact Info: E-mail: i i ity fi,
Phone: +358-254-518956
Web: www.internet-security fi
Payment Terms: On day 10 of the next month (from Invoice date)
VAT Number: FI12345678

Prospect Folder: D:\Business\Prospects\INTSEC
Currency: EUR
Invoicing Policy: After total of EURL 000: 10 days maximum

FTP connections

General Information:

o Each prospect can have a flag assigned to it. A prospect flag can be changed by right-clicking the entry and selecting a flag.

Prospects are listed in the form of a table. You can change the columns displayed in the table by using the Customize Columns
option.

&3 Note: Due to user access restrictions, some filter operations (like the local custom filter and the global date filter) or page settings, you may not be
able to see all the prospects in the database

The Prospect's profile

On the right side of the Main client tab, you have three tabs: Prospect Profile, Custom Fields and Audit which allow you to
review and modify the prospect’s information. Click the appropriate buttons to add or edit client profile information.

« Prospect code — click this button to enter or change the prospect’s code (15 characters maximum) and, optionally, add the
prospect's logo. This is the same code, which had been assigned, manually or automatically, when creating the new prospect
record. This code is also used for naming prospect folders as well as in codes for Invoices and Quotes.

« Name — click this button to edit this prospect's name. This name can be up to 150 characters long.

e Postal Address — click this button to add or change the postal address of the prospect. See the Postal address of prospect
topic for more details.

« Contact Info — allows you to add or change the contact information of the prospect. See the General contact information
topic for more details.

« Web — opens the Edit Web Links dialog box, providing fields for the web site address (URL), LinkedIn, Facebook, and
Twitter accounts of your client. Click the address or the social media icons to open the corresponding links in your Internet
browser.

e Payment Terms — allows you to specify the payment terms for each prospect, and their minimum fees. When the prospect
is converted into a client, Projetex will use these settings to determine if your invoices to the new client are outstanding,
overdue or will be due soon.

e VAT Number — enter the prospect's legal tax number to have it automatically displayed and printed on invoices when the
prospect is converted into a client.

« Prospect Folder — this part of the prospect's profile can be used to quickly access the prospect's files. The location of the
prospect folder will depend on the location of the centralized Business folder, assigned with the help of the Projetex
Server Administrator. Click the folder button on the right side of the field to open the prospect's folder (and create it if it
does not exist yet) in the Projetex 3D Explorer window.

e Prospect Currency — this currency will be used to issue quotes to this prospect. All the financial records for this prospect
are kept in both your base currency and the prospect currency, converted according to exchange rates which you set.

« Invoicing Policy — by adjusting the invoicing policy you determine the conditions upon which Projetex will prompt you to
invoice jobs if the prospect becomes a full client.

e FTP connections — here you can set the parameters for access to the FTP folders of this prospect. Shortcuts to these
folders will be automatically added to the Files tab of this prospect's window. See the Prospect FTP connections topic for
more details.

« General Information — any additional information which did not fit into any of the other sections can be entered here.

Prospect custom data

The prospect database can be customized by adding custom fields. Any custom fields which have been added to the client
database are also added to the prospect database, and can be accessed by clicking the Custom Fields tab, next to the Prospect
Profile tab.

3 Note: Only users with access to the Projetex Server Administrator can add or remove custom fields

Audit

The Audit tab keeps track of when and by whom a prospect profile was created or modified.

ity fi

+

Now: 08.06.2017 16:55



See also:
Adding/Editing Client/Prospect Profile



Postal address of prospect

The prospect's postal address determines this prospect's business location, and is automatically added to the invoices and quotes
sent to this prospect. The following postal address data can be added:

Street Address — two separate addresses can be added. Each address entry can be 50 characters maximum. When editing
invoice and quote templates you can choose which of the two addresses are contained in the invoice or quote.

City — maximum 40 characters long.
State — maximum 40 characters long.

Country — you can add additional countries to the list of countries in the Postal Address of Prospect window. See the
Countries topic for details.

ZIP Code — maximum 10 characters long.

Time Zone — The prospect's time zone is set automatically when you select their country, but you can change the time zone
manually as well.

New Prospect Delete =~ ‘ Profile | Custom Fields | Audit |
H Postal Address: IKauppatori 4
x Qulu
|
oo 1=
Finland

Street Address:  Kauppatori 4

Time Zone Settings

City:  Qulu Set the Time Zone:

State:

Time Zone:
ZIP Code: 90100

(UTC+02:00) Hels

Country: |Finland -

Current date and time:

08.06.2017 17:13

Local Time: 08.06.2017 17:13

Time Zone: (UTC+02:00) Helsinki, Kyiv, Riga, Sofia, Tallinn, Vilnius

oK Cancel

See also:

Main Tab of Prospect Window

OK Cancel




General contact information

Prospects in Projetex have two types of contact information: general contact information (usually of a company rather than a
person) and the contact information of the contact information of prospect's contact persons (Contacts Tab of Prospect Window).
General contact information of a prospect can contain the following data:

E-mail (up to 2) — maximum 250 characters. The Send button becomes active only if a valid e-mail address is entered.
Phone (up to 4) and Fax numbers — maximum 250 characters each.
Notes — a plain text note, not limited by a number of characters.

General contact information of a prospect can also be added to templates with the help of Client Template Variables

Profile | Custom Fields | Audit

THOWY, OO00.201

Contact Info: E-mail: info@internet-security.fi, translations@internet-security.fi
Phone: +358-254-518956

Edit Contact Info X

Internet Security Technologies

=T Rllinfo @internet-security.fi Send
E-mail 2: translations@internet-security.fi Send

Phone: +358-254-518956

Phone 2:

Phone 3:

Phone 4:

Faux:

Motes:

QK Cancel

See also:
Main Tab of Prospect Window



Payment terms of prospect

According to the payment terms of a prospect, Projetex will keep track of unpaid invoices and update the status of outstanding
invoices once the prospect is converted into a full client: overdue, due today, due tomorrow, and so on. This section also server to
store the payment terms of a former or inactive client.

See Payment terms of client for more information

Profile | Custom Fields | Audit

Payment Terms: On day 10 of the next month (from Invoice date)

Edit Payment Terms X

Between: Vitaliy Gutyk

and: Internet Security Technologies

-

Minimum Fee; 3 0 - Mo Minimum Feg)

() Within 30 - | days
) Onday 10 of the same month

© Onday 10 of the next month

() Onday 10 of the month following next

) Unknown/Other

Additional Motes:

OK Cancel

See also:

Main Tab of Prospect Window



Invoicing policy of prospect

The invoicing policy settings determine when Projetex alerts the user to invoice a client job. In the Prospects database, this section

serves to store invoicing policies in preparation for the conversion of the prospect to a full client, or to store the policy of a former,
inactive client.

See Invoicing policy of client for more information

Profile | Custom Fields | Audit

= =

Invoicing Policy: After total of EURL 000: 10 days maximum

Edit Invoicing Policy

Between: Vitaliy Gutyk
and: Internet Security Technologies

Invoice Client Jobs

() Immediately after completing job

@ Only after total of invoiced jobs reaches

1000,00

&/ Wait accrual no longer than

10 days

Client Currency: EUR

oK Cancel

See also:

Main Tab of Prospect Window



Prospect FTP connections

FTP (File Transfer Protocol) is a common method of sharing and exchanging work files. Each prospect profile in Projetex can have
a number of FTP connections (addresses of shared folders) associated with this prospect. These folders can then quickly be
accessed by any user working with the Files tab of this Prospect.

The FTP Connection interface in Projetex allows for quick access to the specified FTP folder without having to re-type the login and
password each time you connect. The following details can be specified when creating a connection:

Connection Name — this name has no syntax requirements and can be no longer than 50 characters.

FTP Server — the address of the FTP server (for example ftp.server.com). Can be no longer than 50 characters. You can also
specify which Port to use.

User Name — the login, normally issued by the FTP server administrator. This login will be used when Projetex attempts to
connect to the FTP folder. Can be no longer than 50 characters.

Password — this password will be used when Projetex attempts to connect to the FTP folder. Can be no longer than 50
characters.

The Passive file transfer option allows you to enable passive mode for this connection. Consult your FTP server administrator
regarding the type of file transfer you should use. If you are unsure, you can leave the Passive file transfer check box empty.

Enable FTP over SSL/TLS if the connection supports encryption. Consult your FTP server administrator as to whether you should
use this option.

The Keep connection alive option sets whether Projetex should continue trying to connect to a non-responding FTP address. If
this option is enabled, you can also set the interval between connection attempts.

To add, edit or delete the FTP connections of a certain prospect, click the FTP Connections button in this prospect’s profile.

Profile | Custom Fields | Audit

a7 =

FTP connections

Available FTP connections:

Internet Security Technologies ‘ MNew

Edit FTP Connection x ‘

Edit
Connection Name: ‘

Internet Security Technologies

FTP Server: Port:

Delete

clients.projetex.com 21

User Name:

internet_security

Password:

Use passive transfer
FTP over S5L/TLS
Keep connection alive

Close

0K Cancel

See also:
Main Tab of Prospect Window



Files Tab of Prospect Window



Prospect Window Contacts Tab

A prospect's Contacts are persons on the client side which your managers work with regarding this prospect's potential projects.
The New button opens the New Contact window, where the details of a new contact person can be added.

The Edit button opens the Edit Contact window, where the details of the currently selected contact person can be edited.
The Delete button deletes the currently selected contact.

The Clone button creates a complete copy of the currently selected contact and adds it to the list of this prospect's contacts. The
cloned contact will have the (Cloned contact) text in front of the contact name.

Internet Security Technologies: Contacts|~

Main | Contacts | Marketing | Prices | Quotes | Prospect Jobs | Invoices
New Edit Delete Clone

# Position Salutation Mame E-mail

Charlotta Rintala charlotta@inte... I

Project Manager Mrs. Tania Orsborn projects@inter...

(@ Project Manager

See also:
Prospect window
General contact information



Prospect Window Marketing Tab

The Marketing tab of the Prospect window stores marketing information about the selected prospect. This includes a general
note, Marketing links (URL and e-mail) and a log of timed marketing records (Marketing Tracker).

Internet Security Technologies: Marketing =

Internet Security Technologies: Marketing ~
Main | Contacts | Marketing | Prices | Quotes

Main | Contacts | Marketing | Prices | Quotes | Praspect Jobs
Motes | Links | Tracker

Motes | Links | Tracker
Marketing Motes:

Marketing Link: www.internet-security.fi

PRERH I IR RR e IR s IRISBEIGN & Adin 1A B
SRR S BURR R AR R RO R

marketing@internet-security.fi

The Marketing Tracker can contain any number of records, each having a Date, Subject (250 characters maximum) and
Description (plain text note with no length limitation).

The Date and Subject fields of a record cannot be empty. Records in the Marketing Tracker can be sorted by Date or by
Subject.

Internet Security Technologies: Marketing =

Main | Contacts | Marketing | Prices | Quotes | Prospect Jobs | Invoices | Credit Notes

Motes | Links | Tracker

Mew Record Edit Delete
#* Date Subject
4 04.12.2013 eComXpo, virtual tradeshow
16.04.2014 Internet security conference, possible Finnish translation projects

See also:

Main Tab of Prospect Window



Prospect Window Prices Tab

Each prospect in Projetex can have a set of prices individual to them. These prices can be assigned on the Prices tab of the
Prospect window.

Only one price per group of services, service and unit combination can exist in an individual price-list.

Internet Security Technologies: Prices =

Main | Contacts | Marketing | Prices | Quotes | Prospect Jobs
New Edit Delete

# Group of Services Service

8 Translation English => Swedish

Translation Swedish => English

The New button opens the New Price window, where the details of a new price can be added.
The Edit button opens the Edit Price window, where the details of the currently selected price can be edited.
The Delete button deletes the currently selected price.

AN Ll olk 1 Prices for Single Prospect - Template - English.rif - | (& +E‘ I.E.I =

You can print a prospect's price list or save it in a text file by selecting the template and clicking the Save, Save & Open or Print
button at the bottom of the window.

You can also click the Send Mail button to open the Projetex Mail Sender and send it to the Prospect's E-mail address as an
attachment.

See also:
Main Tab of Prospect Window
Prospect Prices window

Managing price lists



Prospect Window Quotes Tab

The Quotes tab of the Prospect window is designed to create and manage quotes for each prospect in the database. A quote can
contain a number of draft prospect jobs, each job representing a service and its price being quoted. Like most workflow
documents in Projetex, quotes can be saved to a printable file, printed, or sent via E-mail.

Prospect Quote Buttons

Quote management buttons are located on the left side of the Quotes tab of the Prospect window.
The New Quote button opens the New Prospect Quote window, where the details of a new prospect quote can be added.

The Edit button opens Edit Prospect Quote window, where the details of the currently selected quote can be edited.
The Delete button deletes the currently selected quote.
Clone will create a full copy of the selected quote, which can be used if you want to create a similar quote.

The Status filter drop-down list can be used to display only the quotes with certain status.

Internet Security Technologies: Quotes =

Main | Contacts | Marketing | Prices | Quotes | Prospect Jobs | Invoices | Credit Notes | Payments | Refunds | Files | Info

MNew Quote Edit Delete = - Status: [*all* M
Enter text to search.. . Find Clear Draft Prospect Jobs for Q-INTSEC0002
MNew Edit Delete
#* Code Mame Client
Q-INTSECOOC Mulla quam. Internet Security Technologies
gl 0-1sEcooclsuspendisse posuere ___[internet Security Technologies|
. # MName Group of Services !

Suspendisse posuere DTP Tasks

Draft Prospect Job Buttons

The buttons for management of draft prospect jobs are located on the right side of the Quotes tab of the Prospect window.
The New button opens the New Draft Prospect Job window, where the details of a new draft prospect job can be added.

The Edit button opens the Edit Draft Prospect Job window, where the details of the currently selected draft prospect job can be
edited.

The Delete button deletes the currently selected draft prospect job.

Prospect Quote Status

A guote can have one of the five statuses: Unknown, Accepted, Rejected, Received, and Corrected. Depending on its current status,
the quote will be marked with a different color in the quotes list:

e Blue for unknown quote status

e Green for accepted quote status

e Red for rejected quote status

e Purple for received or corrected quote status

3 Note: You can change these colors on the Colors: Status tab of the User Settings menu in the Backstage view.

See also:
Main Tab of Prospect Window
Prospect Quotes window

Creating/Editing Client/Prospect Quotes



Prospect Window Prospect Jobs Tab

Prospect Jobs belonging to all projects of the currently selected former or inactive client can be viewed on the Prospect Jobs
tab of the Prospect window.

Jobs can not be created, deleted, or edited here. This tab serves only to store previously created jobs.
Use the Status filter drop-down list to display only prospect jobs with a specific status.
With the help of the Invoiced filter drop-down list you can view only the prospect jobs which have or have not been invoiced.

Internet Security Technelogies: Prospect Jobs|~

Main | Contacts | Marketing | Prices | Quotes | Prospect Jobs | Invoices | Credit Notes | Payments | Refunds | Files | Info

View Status: |*all* - Invoiced: |*all* -
# Code Job Name Project Assigned Deadline Completed
J-INTSECO SSH technology SSH technology 05.05.2015 0:00 17.05.2015 18:00 15.05.2015 18:00 |
J-INTSECO! Training Schedule Training Schedule 28.0420150:00  20.05.2015 18:00 Heads-up I

Prospect Job Statuses

Jobs in the list are shown in different colors. These are determined by the current status of each job:
Green — the job is not completedyet, but its deadline is in the future.

Blue — the job is not completed and due today.

Red — the job is not completed and overdue (its deadline is in the past).

Black — the job is completed.

o Note: You can change the colors on the Colors: Status tab of the User Settings menu in the Backstage view.

Also, if a job has any status other than Normal, it will be highlighted in a different background color:
_ — On Hold status

Green background — Head's-Up status

Grey background — Canceled status
£3 Note: You can change the status of any job with the help of the Status drop-down list in the Edit Job window.

See also:
Main Tab of Prospect Window
Prospect Jobs window



Prospect Window Invoices Tab

The Invoices tab of the Prospect window is used to keep record of invoices issued to currently selected former or inactive client.
Invoices can not be created, deleted, or edited here. This tab serves only to store previously issued invoices.

Internet Security Technologies: Invoices =

Main | Contacts | Marketing | Prices | Quotes | Prospect Jobs | Invoices | Credit Motes | Payments

View Status: |*all* - Approved: *all* -

# Client Code Global Code Sent Currency Exchange Ra
B internet Security Technolog|IINTSECO001  |ACME-I0017/201| 09012015 | EUR | 100]]
Internet Security Technolog IMINTSEC0002 ACME-10018/201  27.10.2014 EUR 1,00
Internet Security Technolog IFINTSECO003 ACME-10020/201  20.10.2014 EUR 1,00

Filters

You can choose to view only invoices with a specific status. To display only the invoices with a particular status, click the Status
filter drop-down list.

You can also set Projetex to display only those invoices which have or have not been approved by the project manager by
applying the Approved filter.

Invoice Statuses

Invoices in the list are shown in different colors. These are determined by the current status of each invoice:
Green — the invoice is outstanding and is expected to be paid soon.

Blue — the invoice is outstanding and is expected to be paid today.

Red — the invoice is outstanding and its payment is overdue.

Black — the invoice has been settled (paid) or voided.

£3 Note: You can change the colors on the Colors: Status tab of the User Settings menu in the Backstage view.

See also:
Main Tab of Prospect Window

Prospect Invoices window



Prospect Window Credit Notes Tab

The Credit Notes tab of the Prospect window displays Credit notes for the currently selected former or inactive client.
Credit Notes can not be created, deleted, or edited here. This tab serves only to store previously issued credit notes.

Use the Status filter drop-down list to display only credit notes with a specific status (Closed, Awaiting Payment, Partially Paid, or
Fully Paid).

Internet Security Technologies: Credit Motes ~

Main | Contacts | Marketing | Prices | Quotes | Prospect Jobs | Invoices | Credit Notes | Payments
View Status: |*all* M

# Code Client Sent Value Total

L@ CN-INTSECO001 09.06.2017 300,00 300,00

Internet Security Technologies

Credit Note Statuses

Credit notes can have one of four statuses:

e Closed - the credit note is linked to an invoice with enough unlinked value to cover it completely.
e Awaiting payment - the credit note has due balance and has not been linked to a refund.
e Partially paid - the credit note has been linked to a refund but still has due balance.

e Fully paid - the credit note is linked to an invoice and it's value is fully covered.

See also:
Main Tab of Prospect Window

Prospect Credit Notes window



Prospect Window Payments Tab

The Payments tab of the Prospect window displays the payment records of the currently selected former or inactive client.
Payments can not be created, deleted, or edited here. This tab serves only to store previously received payments.

Use the Status filter drop-down list to display only the payments which are still to be linked with invoices, or only the fully linked
ones.

Internet Security Technologies: Payments ~

Main | Contacts | Marketing | Prices | Quotes | Prospect Jobs | Invoices | Credit Motes | Payments

View Status: |*all v

* Client Code Date Received Total Paid
P-INTSECO001 20.11.2014 2 250,00 I
Internet Security Technologies P-INTSECO002 20.11.2014 2 448,00

@ Internet Security Technologies

See also:
Main Tab of Prospect Window
Prospect Payments window



Prospect Window Refunds Tab

The Refunds tab of the Prospect window displays the refund records of the currently selected former or inactive client.
Refunds can not be created, deleted, or edited here. This tab serves only to store previously issued refunds.

Use the Status filter drop-down list to display only the Refunds which are still to be linked with a credit note, or only the fully
linked ones.

Internet Security Technologies: Refunds =

Main | Contacts | Marketing | Prices | Quotes | Prospect Jobs | Invoices | Credit Motes | Payments | Refunds | Files
View Status: |*all* v

# Code Client Date Sent Total Paid Linked Currency

B R-INTSECD001 09.06.2017 300,00 30000, EUR ||

Internet Security Technolo

See also:
Main Tab of Prospect Window

Prospect Refunds window



Prospect Window Files Tab

The Files tab of the Prospect window is used to manage the files and folders related to a particular prospect.
A prospect's files consist mainly of quotes, and other marketing-related information.

The main file manager window consists of two horizontal panes. The upper pane shows the folder tree for the selected Prospect
folder and the content of the currently selected sub-folder. The pane underneath gives access to shortcuts. Clicking any of the
shortcut options will create a second file view field to the right, and open the appropriate folder there. This allows to
simultaneously work with two opened folders in the same window.

Internet Security Technologies: Files +
Main | Contacts | Marketing | Prices | Quotes | Prospect Jobs | Invoices | Credit Notes | Payments | Refunds | Files | Info

Explore D:\Business\Prospects\INTSEC\Quotes\Q-INTSECO002
|l@|® OB R 4+ &8 &|

. ProspectshINTSEC Mare Size Datetime Status
- Invoices T Q-INTSEC0002.pdf 80 KE 08122010 15:13 Team - Missing
- Marketing
; Quiput

- | Client_Prices
Ll Payments
4- | Quotes
- |1 Q-INTSEC0001
w11 Q-INTSECO002 .

FE

Gy Refresh all
Shartcuts Explore D:Business\Public

) Client FTP ,\g}|'§g 0 B N|t@|
|2 Local Folders

i Public Folder Mame Size Datetime Status

EQ-INTSECOGGl.pdf 82 KE 09.06.2017 1221 Local

[ 1]

Files can be exchanged between the prospect folder and existing Shortcuts using the two Copy buttons.

* Copy is used to copy files from the path currently opened in the Shortcuts pane to the prospect folder.

¥ Copy | s used to copy files from the prospect folder to the path currently opened in the Shortcuts pane.

The context menu contains the following specific file operations:

The Open command opens the file in appropriate application

The Upload command uploads the file from the local Business folder to the BusinessServer folder on the Projetex Server
Administrator PC.

The Download command downloads the file from the BusinessServer folder on the Projetex Server Administrator PC to the
Business folder on the Workstation PC.

The Download version opens window that contains information about all versions of particular files.

Each file can have one of the following statuses:

Team - the files stored in the BusinessServer folder on the server and in local storage are identical.

Team - Changed on Workstation - the local copy of the file has been modified, the file on the server has not been updated.
Team - Changed on Server - the file on the server has been modified, the local copy has not been updated.

Team - Missing - the file exists on the server, but has not been downloaded to the local PC yet (or has been deleted locally).

Local - the file exists locally, but has not been uploaded to the server yet (or has been deleted on the server).

See also:
Main Tab of Prospect Window

Working with files in Projetex



Prospect Window Info Tab

The Info tab of the Prospect window can be used to enter any optional additional information regarding the selected prospect in
plain text format. These notes will be available to all project manager users.

Each note record consists of the following elements:

e Subject — maximum 100 characters long.

e Category — new note categories can be added with the help of the Corporate Settings >> Categories menu in the
Backstage view.

e Information — a plain text note with no maximum length.

Notes can be filtered by the Subject or Category columns.

Internet Security Technologies: Info =

Main | Contacts | Marketing | Prices | Quotes | Prospect Jobs | Invoices | Credit Notes | Payments | Refunds | Files | Info
MNew Edit Delete Payments are usually delayed, common explanation is

# Subject

(B EBad payment history - always request invoice receipt... |Accountant Note

See also:
Main Tab of Prospect Window
Categories



Prospect Prices window

The Prospect Prices window displays your general price-list. These prices can be used when creating quotes for any prospect in
your database.

5 Note: Any prices added to this list will also appear on the Client Price List, and vice versa.

, "-3 Prospects Clients Projects Corporate Team Freelancers Applicants

1551 [ ) e = E B

Prospect | Prices| Quotes ProspectlJobs Invoices Credit Notes Payments Refunds

Prospects: Prices|~

Mew Edit Delete
# Group of Services Service Units
Translation English => German words
Translation French == English words

The New button opens New Price window, where the details of a new price can be added.

The Edit button opens Edit Price window, where the details of the currently selected price can be edited.
The Delete button deletes the currently selected price.

Double-click any price record in the table to edit that price.

DTP Tasks DTP in Adobe FrameMaker hours EUR 35,00
Testing Testing of Localized Software hours EUR 35,00
M« 4 11 of 24 P

RTF Templates: |General Prices for Prospects - Template - Eng ~ (B EEHE“ LE,I |

The Save button saves the current price listin an RTF, DOC or PDF document.

The Save & Open button saves the current price list in R7F, DOC or PDF format, and then opens this document.

The Print button opens the printer settings, which can be used to print the document.

The Send Mail button opens the Mail Sender, with the Subject automatically filled in and the created document attached.

To configure the price list templates, in the Backstage view click Corporate Settings and then click Templates. Price list
templates are stored in the D:\BusinessServer\Templates\PROSPECT\Prices| folder.

See also:
Prospect Window
Prices Tab of Prospect Window

Managing price lists



Prospect Quotes window

The Quotes window provides an overview of all quotes, issued to all prospects. The options available for this window are the
same as those for the Quotes tab of Prospect window. The major differences are:

e The Prospects: Quotes window displays all quotes for all prospects.
e New quotes cannot be created using this window.

e Existing quotes cannot be deleted using this window.

To create a new quote to a prospect, open the Main tab of the Prospect window, select that prospect, then switch to the Quotes
tab of the Prospect window and create your quote from there.

'S Prospects Clients Projects Corporate Team Freelancers Applicants & Search

IS ] 8 E & B B

Prospect  Prices | Quotes | Prospect Jobs Invoices Credit Notes Payments Refunds

Prospects: Quotes|~

Edit ==~ Status: | *all* -
*  Code Mame Client Draft Prospect Jobs for Q-INTSEC0001
@0 INTSECooclNulla quam.,  Jinternet Security Technologies|
) " ) ) I New Edit Delete
Q-INTSECOOC Suspendisse posuere Internet Security Technologies

# Name Group of Services

[@lMulla quam. DTP Tasks

Quote Status

A quote can have one of the five statuses: Unknown, Accepted, Rejected, Received, and Corrected. Depending on its current status,
the quote will be marked with a different color in the quotes list:

e Blue for unknown quote status

e Green for accepted quote status

e Red for rejected quote status

e Purple for received or corrected quote status

Fe ) Note: You can change these colors in the Colors: Status tab of the User Settings menu in the Backstage view.

See also:

Prospect Window

Quotes Tab of Prospect Window
Creating/Editing Client/Prospect Quotes



Prospect Jobs window

All jobs for former or inactive prospects stored in the database are listed in the Prospect Jobs window. The options available for
this window are the same as those for the Prospect Jobs tab of the Prospect window. The major difference is that the Prospect
Jobs window displays all prospect jobs of all former or inactive prospects.

'y Prospects Clients Projects Corporate Team Freelancers Applicants Q search.. -

o O O[B|® & B &

Prospect Prices Quotes | Prospect Jobs| Invoices Credit Notes Payments Refunds

Prospects: Prospect Jobs| -

Wiew Status: |*all* - Invoiced: |*All* | Project Manager: |*All* -
# Code Job Name Project Assigned Deadline Completed Group of Services
J-INTSECON S5H technology S5SH technology 0505.2015 00:00  17.05.2015 1800 15.05.2015 18:00 Editing
J-INTSECO! Training Schedule Training Schedule 2804.201500:00  20.05.2015 18:00 Heads-up Editing

Filters

Use the Status filter drop-down list to display only prospect jobs with a specific status.

Use the Invoiced filter drop-down list to display only those prospect jobs which have or have not been invoiced.
The Project Manager filter drop-down list allows you to view only jobs managed by a particular Project Manager.

If you have set an invoicing policy for this prospect in the prospect's profile on the Main tab of the Prospect window, Projetex will
advise you whether the jobs are ready for invoicing or not.

Prospect Job statuses

Jobs in the list are shown in different colors. These are determined by the current status of each prospect job:

o Green —the job is not completedyet, but its deadline is in the future.

e Blue —the job is not completed and due today.

e Red — thejob is not completed and overdue (its deadline is in the past).
e Black — thejob is completed.

% Note: You can change the colors on the Colors: Status tab of the User Settings menu in the Backstage view.

Also, if a job has any status other than Normal, it will be highlighted in a different background color:

. _ — On Hold status

o Green background — Heads-Up status
o Grey background — Canceled status

% Note: You can change the status of any job with the help of the Special Status drop-down list in the Edit Job window.

See also:
Prospect Window
Prospect Jobs Tab of Prospect Window



Prospect Invoices window

The Invoices to Prospects window displays a general overview of all invoices, issued to all former or inactive clients in the
database. It can be used to identify currently unpaid invoices and obtain a total of balance due according to all invoices issued.

The options available for this window are the same as those for the Invoices tab of the Prospect window. The major difference is

that the Invoices to Prospects window displays all invoices for all former or inactive clients.

'q Prospects Clients Projects Corporate Team Freelancers Applicants

o 00 B |9 & B B

Prospect Prices Quotes Prospect Jobs |Invoices| Credit Motes Payments Refunds

Prospects: Invaices|~

Wiew Status: |*All* v Approved: |*All* v
# Client Code Global Code Sent Currency Exchange Rate
& internet Security Technolog|-INTSECO001 | ACME-0017/201] 09012015
Internet Security Technolog FINTSECO002 ~ ACME-ID018/201.  27.10.2014  EUR 100

Filters

Use the Status filter drop-down list to display only invoices a specific status.

Use the Approved filter drop-down list you can select to display only those invoices which have or have not been approved by

the project manager.

Invoice Status

Currently issued invoices can marked in one of the four colors, depending on the status of the invoice:

e Green — the invoice is Outstanding and is expected to be paid soon.
e Blue — the invoice is Outstanding and is expected to be paid today.
e Red — theinvoice is Outstanding and its payment is overdue.

e Black — the invoice has been Settled (paid).

£3 Note: You can change the colors on the Colors: Status tab of the User Settings menu in the Backstage view.

See also:
Prospect Window

Invoices Tab of Prospect Window



Prospect Credit Notes window

The options available for this window are the same as those Credit Notes tab of Prospect window.
The major difference is that Credit Notes to Prospects window displays all credit notes to all former or inactive clients.

Use Status filter drop-down list to display only credit notes with a specific status (Closed, Awaiting Payment, Partially Paid, or
Fully Paid).

'3 Prospects Clients Projects Corporate Team Freelancers Applicants

Prospect Prices Quotes Prospect Jobs Invoices |Credit Motes| Payments Refunds

Prospects: Credit Notes ~
View Status: | *all* v

# Code Client Sent Value Total

L CMN-IMNTSECO001 09.06.2017 300,00 300,00 I

Internet Security Technologies

See also:
Prospect Window
Credit Notes Tab of Prospect Window



Prospect Payments window

The Prospects: Payments window displays all payments from all former or inactive clients in one table. This window can be
used to obtain total values of money transfers received from former or inactive clients.

Use the Status filter drop-down list to display only payments which are still need to be linked with invoices, or only the fully
linked ones.

:! Prospects Clients Projects Corporate Team Freelancers Applicants
15 - n &g | 5|8
3 E =N

Prospect Prices Quotes Prospect Jobs Invoices Credit Notes | Payments | Refunds

Prospects: Payments|~

View Status: | *Allx -
#* Client Code Date Received Currency
@ internet Security Technologies P-INTSEC0001 20.11.2014
Internet Security Technologies P-INTSECO002 20.11.2014 EUR

See also:
Prospect Window
Payments Tab of Prospect Window



Prospect Refunds window

The options available for this window are the same as those in the Refunds tab of the Prospect window.
The major difference is that the Prospects: Refunds window displays all refunds to all former or inactive clients.
Use the Status filter drop-down list to display only refunds which are still to be linked with a credit note, or only the fully linked

ones.
. .'13 Prospects Clients Projects Corporate Team Freelancers Applicants
: = =] = =l =l
& 8 2 = |
Prospect Prices Quotes Prospect Jobs Invoices Credit Motes Payments | Refunds
Prospects: Refunds|~
View Status: |*All* M
#* Code Client Date Sent Total Paid Linked
[ R -INTSECO001 Internet Security Technolo 09.06.2017 300,00 300,00
See also:

Prospect Window
Refunds Tab of Prospect Window



Project Window

The Project window can be used to view, edit and enter new information about your projects, as well as to create and manage
client and expertjobs, purchase orders, job assignments and project files.

'3 Prospects Clients Corporate Team Freelancers Applicants Q search..
=) A |
Q —iih oA

Project | Client Jobs Corporate Jobs Freelance Jobs  Project Accounts

0018, Engine scheme ER-34221 -

Main | Tree | Client Jobs | Corporate Jobs | Freelance Jobs | Freelance Team | JAs | POs | Account | Files | Info | Calendar

Project Window tabs

Different tabs of the Project window represent different aspects and elements of the projects stored in the Projetex database.
Project data is broken into the following Project window tabs:

e The Main tab — provides the most basic overview of your projects. Projects are created and marked as completed here. This
tab also contains project profiles.

e TheTree tab — provides schematic view of project jobs and expert assignments structure. Here client and exert jobs can be
created and experts can be assigned.

e TheClient Jobs tab — gives an overview of client jobs of a project. Client jobs can be edited here as well.

e The Corporate Jobs tab — gives an overview of jobs assigned to corporate experts. Corporate jobs can be edited and
experts can be assigned to these jobs here.

e TheFreelance Jobs tab — gives an overview of jobs assigned to freelancers. Freelance jobs can be edited and freelancers
can be assigned to these jobs here.

e TheFreelance Team tab — provides freelancer search options. With the help of this tab the required freelancers can be and
grouped for the selected project.

e TheJAs tab — used for issuing and managing job assignments (JAs) for corporate experts.
e The POs tab — used for issuing and managing purchase orders (POs) for freelancers.
e The Account tab — provides a basic overview of the financial account of a selected project.

e TheFiles tab — provides quick access to the project folder of a selected project, as well as to other files related to this
project.

e Thelnfo tab — this tab is used for creating various project-related notes.

e The Calendar tab — a schematic overview of project jobs, presented in the form of a calendar.

See also:

Workspace Icons



Project Window Main Tab

The Main tab of the Project window contains a list of projects and project profiles. Use this tab to create new projects, change
project parameters and close projects as they get completed.

When deleting a project, you will be prompted to enter the project's number to confirm your deletion request.

To create a project based on the data of an existing project, use the Clone button.

0034, Morby workshop =

Main | Tree | Client Jobs | Corporate Jobs | Freelance Jobs | Freelance Team | JAs | POs | Account | Files | Info | Calendar

MNew Project Delete Clone Project Profile | Custom Fields | Audit
- Name: Norb: ksh
Enter text to search... - Find Clear e
Client: The Lightning Graphics
* Code Name Client Client Product Line: Main: Bartholomeo Rodriges
0029  AG/PG Airplane Massive Archway, Inc
0030  Madrid City Guide Key Outsourcing Studios Client PM: Lane Ellis Annan
0031 Virtual Reduction Engine Global Concepts Universal
. . . - . Corporate PM: Fernando Lucena
0032  Thermal Displacement Guide The Lightning Graphics
0033  ADS - User Guide Key Outsourcing Studios Timeline: Assigned: Deadline: Completed:
1 Narby workshop The Lightning Graphics . H 17.11.2014 00:00 | 03.12.2014 18:00 |~ 03.12.2014 18:00
0035  SSH technology Internet Security Technologies (935 days ago) (919 days ago) (919 days ago)
0036  Training Schedule Internet Security Technologies Project Folder: D:\Business\Projects\0034 Fernando Lucena Norby workshop

0037  Server-client technology spe... Enigma Server Technologies...
0038  Analog deviation description Metwork Community Techna...

Based on Quote:

General Information:

0038  Remote Desktop Manual Future Unified Resources
0040 | ncalization wwew fuunre.com_ Future Lnified Resaurces
Advanced...| <Filter is Empty> =
LR 17 of 43 LA 1 ¢
Status: |*All* - Project Manager: *All*

Project List

To search for a project by its name, or any other data visible in the table, type the string being searched for into the Find Panel
over the main list.

To sort the project list by a specific column, click the column's header. Clicking the Code column will sort projects by their codes
(or chronologically), clicking the Project name column will sort projects by their names (or alphabetically).

Information displayed in the project list can be configured. Use the Customize columns option to add or remove columns
(Deadline, PM and so on).

Projects in the list can be filtered by project status (completed, planned and so on) or by their project manager.

Each project can have a flag assigned to it. A project's flag can be changed by right-clicking it and selecting a flag.

5 Note: Due to user access restrictions, some filter operations (like the local custom filter and the global date filter) or page settings, you may not be
able to see all the clients in the database.

Project Status

Records in project list are marked by color according to the project's status:
Green — the project is not completed, deadline in the future.

Blue — the project is not completed and due today.

Red — the project is not completed and overdue.

Black — the project is completed.

_ — On Hold status

Green background — Heads-Up status

Grey background — Canceled status

¥ Note: You can change the status colors on the Colors: Status tab of the User Settings.

Project Profile

A Project Code is automatically assigned to each project in Projetex. All project codes are unique and cannot be edited.

Name — a project's name can be up to 150 characters long.

Client Product Line — this button can be used to assign a project to a different product line of the client. The current product
line name and the list of responsible product line project managers is displayed next to the Client Product Line button.

Client PM — one of the client's contacts, responsible for this project on the client side. The person selected here will be set as the
default client's PM for all new client jobs of this project.

Corporate PM — one of the company's project managers, responsible for this project on the corporate side. The person selected
here will be set as the default corporate PM for all new client jobs of this project.

Timeline — the timeline of a project in Projetex includes the assignment date, the deadline, and the date when the project has
been actually completed.

Special Status — these are used when a project needs to be put on hold, canceled or when you create a heads-up (or potential)
project. Projects with on hold status have their deadlines undetermined, thus on hold projects cannot become overdue. Projects
with the head’s-up status cannot be set as completed, since the head’s-up status assumes that work has not yet started. Canceled
projects also can not be set as completed, since the status assumes that the project was abandoned.

Based on Quote — projects created from quotes will have the quote code displayed here.

General Information — a project's profile can contain any general information relevant to this project, as a plain text note.



Custom Fields

The project database can be customized by adding custom fields. Any custom fields which have been added to the project
database, can be accessed by clicking Custom Fields tab next to the Project Profile tab.

Audit

The Audit tab keeps track of who edited the project profile and when.

See also:
Project Window

Creating a project



Project Window Tree Tab

The Tree tab manages the job structure of projects and consists of the following parts:

o The tree scheme of the current project (in the left part of the tab), which represents the structure of the project;

e The job tables, which are displayed to the right.
0024, Norby workshop: Tree

Main | Tree | Client Jobs | Corporate Jobs | Freelance Jobs | Freelance Team | JAs | POs | Account | Files | Info | Calendar

New Edit Delete = - Status: | *All* - Invoiced: [*All* v
Norby workshop AnyCount |
4 - Morby workshop - DTP Clone

:
MNew Edit Delete Clone

. L. & Morbyworkshop-DTP
)--;; Morby workshop - translation
L. Morby workshop - translation (1)
® Morby workshop - translation (2)

Corporate (1) | @ Freelance (2)

Enter text to search... - Find Clear
# Expert Job Code Job Mame Assigned Deadline Completed
[l | avier Kuster J-JKD005 Morby workshop -[18.11.2014 12:42|103.12 2014 18:00{03.12.2014 18:00

The Tree Scheme

Projects in Projetex can contain three types of jobs:
e W Client jobs — jobs which your company has to do for the client. These are the jobs which has been quoted to client and
which the client has purchased. These jobs can be included into your invoices to client.
o & Corporate jobs — jobs being done by corporate (in-house) experts, employed by your agency.

» ® Freelance jobs — jobs, subcontracted to freelance experts (or any other vendors). These jobs will be included into your
purchase orders to freelancers.

Corporate and freelance jobs icons with question marks (. ) indicate that no expert has yet been assigned to these jobs.

A project is broken down into client jobs, which in turn can be split into a number of corporate jobs and freelance jobs. All these
jobs can be created, edited and deleted in one window, using the Client Jobs and Expert Jobs tabs to the right of Tree view field.

Clicking any of the jobs in the project tree view will highlight its data in the tables to the right.

Client Job Buttons

The New Client Job button can be used to add another client job to the current project.
The Edit button will open the currently selected client job for editing.

The Delete button will delete the currently selected client job.

The Clone button will create a copy of the selected client job (without any expert jobs in it).

The AnyCount button will run the AnyCount text count engine which will count the files you choose, and create a new client job
based on the count results.

Expert Job Tab Buttons

The New button can be used to add another corporate job (if the Corporate tab is open) or freelance job (if the Freelance tab is
open) to the current project.

The Edit button will open the currently selected corporate or freelance job for editing.
The Delete button will delete the currently selected corporate or freelance job.

The Clone button will create a copy of the selected corporate or freelance job. The cloned expert job will have no expert assigned
toit.

See also:



Project Window
Creating client jobs
Creating corporate jobs

Creating freelance jobs



Project Window Client Jobs Tab

The Client Jobs tab lists all the client jobs within the currently selected project. Client jobs can be created, edited and deleted here.

0034, Morby workshop: Client Jobs -

Main | Tree | Client Jobs | Corporate Jobs | Freelance Jobs | Freelance Team | JAs | POs | Account | Files | Info | Calendar
Mew Edit Delete Status: |*All* - Invoiced: |*all* -

# Code Job Mame Project Assigned Deadline Completed Group of Services

8 -L1GR400 | Norby workshop - transli| Norby workshop 17.11.2014 00:00 2014 1800 | 03.12.2014 18:00

J-LIGRANOD: Morby workshop - DTP - Morby workshop 17.11.2014 00:00  03.12.2014 18:00 03.12.2014 18:00 Translation

Filters

Use the Status filter drop-down list to display only jobs with a specific status (completed, not completed, overdue, etc.).

Using the Invoiced filter drop-down list you can select to display only those client jobs which have or have not been invoiced.

Client Job Statuses

Jobs in the list are shown in different colors. These are determined by the current status of each client job:

e Green— the client job is not completedyet, but its deadlline is in the future.

e Blue — the clientjob is not completed and due today.

e Red— the clientjob is not completed and overdue (its deadline is in the past).
e Black — the client job is completed.

£3 Note: You can change colors on the Colors: Status tab of the User Settings menu in the Backstage view.

Also, if a job has any status other than Normai, it will be highlighted in a different background color:

. (Orangelbackground — On Hold status

e Green background — Heads-Up status
o Grey background — Canceled status

% Note: You can change status of any job with the help of the Special Status drop-down list in the Edit Job window.

See also:

Project Window
Client Jobs window
Creating client jobs



Project Window Corporate Jobs Tab

The Corporate Jobs tab of the Project window lists all corporate jobs of the currently selected project.

Corporate jobs can be created, edited and deleted here. When creating a new corporate job, you will be prompted to select a Client
job within the project to assign it to.

0034, Morby workshop: Corporate Jobs| -

Main | Tree | Client Jobs | Corporate Jobs | Freelance Jobs | Freelance Team | JAs | POs | Account | Files | Info | Calendar
Mew Edit Delete Status: *All* - JA Issued: |*All* -

#* Code MName Expert Assigned Deadline
18.11.2014 12:42 03.12.2014 18:00

& |- /K0005 Morby workshop - DTP Javier Kuster

Filters

Use the Status filter drop-down list to display only jobs with a specific status (completed, not completed, overdue, etc.).
Using the JA Issued filter drop-down list you can select to display only corporate jobs with or without an issued Job Assignment.

Corporate Job Statuses

Jobs in the list are shown in different colors. These are determined by the current status of each corporate job:

e Green— the corporate job is not completedyet, but its deadline is in the future.
e Blue — the corporate job is not completed and due today.
e Red— the corporate job is not completed and overdue (its deadline is in the past).

o Black — the corporate job is completed.

3 Note: You can change colors on the Colors: Status tab of the User Settings menu in the Backstage view.

Also, if a job has any status other than Normal, it will be highlighted in a different background color:

. Orangelbackgrotnd — on Hold status

o Green background — Heads-Up status
e Grey background — Canceled status

b ) Note: You can change status of any job with the help of the Special Status drop-down list in the Edit Job window.

See also:

Project Window
Corporate Jobs Window
Creating corporate jobs



Project Window Freelance Jobs Tab

The Freelance Jobs tab of the Project window lists all freelance jobs of the currently selected project.

Freelance jobs can be created, edited and deleted here. When creating a new freelance job, you will be prompted to select a Client
job within the project to assign it to.

0034, Morby workshop: Freelance Jobs =

Main | Tree | Client Jobs | Corporate Jobs | Freelance Jobs | Freelance Team | JAs | POs | Account | Files | Info | Calendar

New Edit Delete Status: |*all* hd PO Issued: [*All* -
# Expert Job Code Job MName Assigned Deadline Completed
Jose Fernandez J-JFO005 Morby workshop - translation (1) 18.11.2014 12:43  03.12.2014 18:00 03.12.2014 18:00

(¥ l0se Fernandez J-JFO009 Morby workshop - translation (2) 18.11.2014 12:43 03.12.2014 18:00 03.12.2014 18:00

Filters

Use the Status filter drop-down list to display only jobs with a specific status (completed, not completed, overdue, etc.).

Using the PO Issued filter drop-down list you can select to display only corporate jobs with or without an issued Purchase Order.

Freelance Job Statuses

Jobs in the list are shown in different colors. These are determined by the current status of each freelance job:

e Green — the freelance job is not completedyet, but its deadline is in the future.
e Blue — the freelance job is not completed and due today.
e Red — the freelance job is not completed and overdue (its deadline is in the past).

e Black — the freelance job is completed.

£3 Note: You can change colors on the Colors: Status tab of the User Settings menu in the Backstage view.

Also, if a job has any status other than Normai, it will be highlighted in a different background color:

. Orangebackgrotnd — on Hold status

o Green background — Heads-Up status

o Grey background — Canceled status

£3 Note: You can change status of any job with the help of the Special Status drop-down list in the Edit Job window.

See also:

Project Window
Freelance Jobs Window
Freelance Team Tab

Creating freelance jobs



Project Window Freelance Team Tab

A freelance team is a group of freelancers with skills and prices acceptable for a certain project. The purpose of creating a freelance
team tab is to help project managers save time on searching the entire database each time they assign an expert. With the help of
the Freelance Team tab, suitable freelancer candidates can be selected and defined for each project. You can select a freelance
expert for a job either from the general list or from the freelance team list set for the project (if the project has a freelance team).

The Freelance Team tab of the Project window displays all the freelancers selected for the current project.

0034, Norby workshop: Freelance Team |~
Main | Tree | Client Jobs | Corporate Jobs | Freelance Jobs | Freelance Team | JAs

Add Edit Remove Search

#* Freelancer Motes

& |0se Fernandez

Selected manually.

Freelance Team Buttons

The Add button will open the Freelancer Chooser window, displaying all the freelance experts in the database.

The Edit button can be used to add or edit notes for any member of the current freelance team.
The Remove button will remove the currently selected freelancer from the freelance team.

The Search button allows to search for a freelance expert by his or her language pairs (translation services), prices or completed
jobs (see Searching for freelancers for more details).

See also:
Project Window



Project Window JAs Tab

The JAs tab of the Project window contains the list of job assignments (JA) to in-house experts within the currently selected
project. Assigning an expert to a corporate job does not automatically a create job assignment. Using this tab, project managers
can create job assignments to corporate (in-house) experts. A job assignment is a request for the expert to begin working on a
certain job or jobs.

0024, Norby workshop: JAs ~

Main | Tree | Client Jobs | Corporate Jobs | Freelance Jobs | Freelance Team | JAs | POs

L New || Edi Delete Approved: Al ~

#* Code Project Code Expert Assigned JA Total

&) Jk0003 Javier Kuster 09.06.2017 1080,00| |

The New button will open the New JA window, which can be used to add a job assignment to any unassigned corporate job
within the current project.

The Edit button will open the currently selected JA for editing.
The Delete button will delete the currently selected job assignment.

Use the Approved drop-down list to filter out only those JAs which have or have not been approved by project managers.

See also:
Project Window

Creating Job Assignments



Project Window POs Tab

The POs tab of the Project window is the only area where purchase orders (PO) to your freelancers can be created or deleted. A
purchase order (or a PO) is a printable document, which includes a number of freelance jobs with their respective prices,
discounts, markups and taxes. A purchase order to freelancer can include only jobs assigned to this freelancer.

0034, Morby workshop: POs| -
Main | Tree | Client Jobs | Corporate Jobs | Freelance Jobs | Freelance Team | JAs | POs | Account | Files | Info | Calendar
MNew Edit Delete Status: [*All* M Approved: |*All* -

# PO Code Global PO Code Date Sent Expert Name Project Code Project Name

Br0-F0005 | ACME-0053/2014 | 04122014 |Jose Fernandez  |0034  |Norby workshop

Purchase Order Filters

Use the Status drop-down list to filter out only those purchase orders which have the selected status.
Use the Approved drop-down list to filter out those POs which have or have not been approved by project managers.

Purchase Order Statuses

Purchase order statuses change depending on your payment terms to freelancers and the linking of the payments to the purchase
orders. POs in the list are shown in different colors. These are determined by the current status of each purchase order:

e Green — the purchase order is outstanding and is expected to be paid soon.
e Blue — the purchase order is outstanding and is expected to be paid today.
e Red — the purchase order is outstanding and its payment is overdue.

. — the purchase order is not invoiced.

e Black — the purchase order has been sett/ed (paid).

£3 Note: You can change colors on the Colors: Status tab of the User Settings menu in the Backstage view.

Projetex automatically assigns and updates statuses of POs depending on the Payment Terms of the Freelancer.

See also:
Project Window

Creating Purchase Orders



Project Window Account Tab

Aggregated financial totals, as well as the most basic performance measurement and analysis, can be viewed on the Balance tab
of the Project window.

The following information is available:

e Client Jobs — the total value of a project's expert jobs (accounts receivable).
e Freelance Jobs — the total value of project's freelance jobs (accounts payable).

e Corporate Jobs — the total cost of project's corporate jobs based on average hourly cost (AHC) of in-house experts and
total time spent per job (accounts payable).

e Gross Project Profit — the total value of expert jobs of the currently selected project, minus the total value of the project's
freelance jobs and corporate jobs.

e The Gross Profitability Analysis diagram displays a pie chart, comparing the volumes of the project's corporate jobs,
freelance jobs and gross profit.

0034, Norby workshop: Account -

Main | Tree | Client Jobs | Corporate Jobs | Freelance Jobs | Freelance Team | JAs | POs | Account | Files | Info | Calendar

Client Jobs: 5 405,40
1] W 1998% Corporate Joks
] 5% Freelance Jobs
Freelance Jobs: 270,00 @ 7503% Gross Profit
Corporate Jobs: 1 080,00
Gross Project Profit: 4 055,40

Gross Profitability Analysis*

Base Currency: EUR *pased on Jobs

See also:
Project Window

Project Accounts Window



Project Window Files Tab

The Files tab of the Project window manages the files and folders related to this project.

This particular Files tab covers the following areas:

o The Project folder.

e The JA folders of the current project. If any job assignments have been created within this project, they will be displayed in
the field to the right.

e The PO folders of the current project. If any purchase orders have been created within this project, they will be displayed in
the field to the right.

o The Client folder of this project's client.

e The FTP connections of this project's client.

0034, Morby workshop: Files =
Main | Tree | Client Jobs | Corporate Jobs | Freelance Jobs | Freelance Team | JAs | POs | Account | Files | Info | Calendar

Explore | D:\Business\Projects\0034 Fernando Lucena Morby workshop\Work

@ T % % &8 o

| Projects\0034 Fernando Lucena Norby warkshe|| Name Size Datetime Status Versions
; . Incoming

li Outgoing
4 vl 4

(G Refresh all

Shortcuts Explore D:\Business\Public

=2 Clent P12 el omn %[t 8|8

[ Local Folders

i Public Folder Mame Size Datetime Status Versions

3 Ja Folders . Q-INTSEC0001.pdf 82KB 00.06.2017 12:21 Team 1
& JA-JK0003

2 PO Folders
L..7 PO-JFO005

|5 Client Folder

The main file manager window consists of two horizontal panes. The upper pane shows the project folder and the content of the
currently selected sub-folder. The lower pane allows to open shortcuts. Clicking any of the Shortcuts options will create a second
file view field to the right, and open the appropriate folder there. This allows to simultaneously work with two opened folders in
the same window.

Files can be exchanged between the project folder and existing Shortcuts using the two Copy buttons.

* 0Py s used to copy files from the path currently opened in the Shortcuts pane to the project folder.

¥ Copy | s used to copy files from the project folder to the path currently opened in the Shortcuts pane.

The context menu contains the following specific file operations:
The Open command opens the file in appropriate application

The Upload command uploads the file from the local Business folder to the BusinessServer folder on the Projetex Server
Administrator PC.

The Download command downloads the file from the BusinessServer folder on the Projetex Server Administrator PC to the
Business folder on the Workstation PC.

The Download version opens window that contains information about all versions of particular files.

Each file can have one of the following statuses:

Team - the files stored in the BusinessServer folder on the server and in local storage are identical.

Team - Changed on Workstation - the local copy of the file has been modified, the file on the server has not been updated.
Team - Changed on Server - the file on the server has been modified, the local copy has not been updated.

Team - Missing - the file exists on the server, but has not been downloaded to the local PC yet (or has been deleted locally).

Local - the file exists locally, but has not been uploaded to the server yet (or has been deleted on the server).

See also:
Project Window
Working with files in Projetex

Author

4 Copy

Author
William McSun



Project Window Info Tab

The Info tab of the Project window can be used to enter any optional additional information regarding the selected project in
plain text format. These notes will be available to all project manager users.

Each note consists of the following elements:

e Subject — maximum 100 characters long.

o Category — new note categories can be added with the help of the Corporate Settings >> Categories menu in the

Backstage view.

o Information — a plain text note with no maximum length.

Notes can be filtered by the Subject or Category columns.

0034, Norby workshop: Info|~

Main | Tree | Client Jobs | Corporate Jobs | Freelance Jobs | Freelance Team | JAs | POs | Account | Files | Info | Calendar

Edit Delete Lorem ipsum dolor sit amet, consectetuer adipiscin

commodo quis, semper quis, arcu. Aenean magna

# Subject Category euismod ante. Aenean eleifend justo nec mauris. P
" H.ead First sodales, diam massa tempor lectus, in blandit mas

tincidunt ligula, nec porttitor metus massa ac quam

See also:
Project Window

Categories



Project Window Calendar Tab

The Calendar tab of the Project window displays the duration of the selected project's client jobs.

Each job block stretches across the calendar from assignment until completion, or until the deadline if the job has not been
completed jet.

Double-click any block to open the Edit Client Job window for that job.

0024, Norby workshop: Calendar|~

Main | Tree | Client Jobs | Corporate Jobs | Freelance Jobs | Freelance Team | JAs | POs | Account | Files | Info | Calendar

4 JNwcronap 2014 p. B 21 nuctonaga 22 nucTonaga 23 nucronaga
Mm e c4ynocH
2728293031 1 2
3 4 5 6 7 8 9
10 11 12 13 14 15 16
17 18 19 20 21 22 23
24 25 26 27 28 29 30
123 4567

Morby workshop - translation

Marby workshop - DTP

Job Status:
*A”* -
Project Managers:

*A”* -

Settings for the Calendar view

The following settings for the calendar page are available:

Viewed period - the Ribbon displays icons for selecting the time interval to be viewed and moving backward and forward
interval by interval.

Mini-calendar - the mini-calendar on the left displays the month and date currently viewed. Click a date to switch to it. To move
to a different month, click the greyed-out dates, the Back and Forwards buttons in the month header, or the header itself. Click a
day and drag to view all the days you drag across.

Calendar colors

Like the jobs they represent, the client job calendar bars can have different colors, depending on the statuses of the corresponding
jobs:

- —the job is not completedyet, but its deadline is in the future.
- — the job is not completed and due today.

- — the job is not completed and overdue (its deadline is in the past).
- —the job is canceled.

Pale Pink — the job is completed.

Pale green — the job is Heads-Up.

Pale Orange — the job is On Hold.

Filtering the Calendar

Use the Job Status filter to display only jobs with a certain Status.
Use the Project Manager filter to display only the jobs belonging to a project led by a specific Project Manager.

See also:
Project Window
The Calendar



Corporate Jobs Window

All corporate jobs stored in the database are listed in the Corporate Jobs window. The options available for this window are the
same as those for the Corporate Jobs tab of the Corporate Team or Project window. The major differences are:

o The Corporate Jobs window displays all corporate jobs of all projects/corporate experts.
o New corporate jobs cannot be created using this window.

o Existing corporate jobs cannot be deleted using this window.

! "-3 Prospects Clients Projects Corporate Team Freelancers Applicants Q search.. e

Q@ & a I

Project Client Jobs | Corporate Jobs | Freelance Jobs Project Accounts

Projects: Corporate Jobs|~

Edit Status: |*All* - JA Issued: |*All* ~|  Project Manager: |*All* -
#* Code Mame Expert Assigned Deadline
@-110005___[Conference report (proofreading) @) [Timo Turunen | 01032015 11:56 ] 120320151156 |
J-SHO0OS Interface corrections Sheryl Hirsch 19.02.2015 11:57 12.03.2015 11:57 I
'3 Prospects Clients Projects Corporate Team Freelancers Applicants Q Search.. -

& a2 | & T & =

Corporate Expert  Prices | Corporate Jobs | Job Assignments Payments (Corporate Accounts Corporate Expenses

Corporate Experts: Corporate Jobs|~

Edit Status: |*All* - JA Issued: |*All* |  Project Manager: |*All* -
#* Code Mame Expert Assigned Deadline
J-TTO001 Engine scheme ER-34221 Timo Turunen 20,04,2015 DC:00 24,05.2015 18:00
1-150001 LS Drive - 1305m - English > Swedish Jennie Schofield 19.11.2014 00:00 19.11.2014 18:00

Filters

The Status drop-down list allows you to select for view only jobs with a particular status: completed, not completed, overdue and
so on.

The JA Issued filter drop-down list you can select to display only those corporate jobs which have or have not been included into
job assignments to in-house experts.

The Project Manager filter drop-down list allows you to select to view only the jobs managed by a particular Project Manager.

Corporate Job Statuses

The color of the corporate jobs in the list is determined by their status. By default these are:

e Green — the corporate job is not completedyet, deadline in the future.
e Blue — the corporate job is not completed and due today.
o Red — the corporate job is not completed and overdue.

o Black — the corporate job is completed.

£3 Note: You can change colors on the Colors: Status tab of the User Settings menu in the Backstage view.

Also, if a job has any status other than Normal, it will be highlighted in a different background color:

- [Brangebackgrolnd — on Hold'status

o Green background — Heads-Up status



e Grey background — Canceled status

£3 Note: You can change the status of any job with the help of the Special Status drop-down list in the Edit Job window.

See also:
Corporate Jobs Tab of Project Window
Corporate Jobs Tab of Corporate Expert Window



Freelance Jobs Window

All freelance jobs stored in the database are listed in the Freelance Jobs window. The options available for this window are the

same as those for the Freelance Jobs tab of the Project or Freelancer windows. The major differences are:

e The Freelance Jobs window displays all Freelance jobs of all projects/freelancers.
* New freelance jobs cannot be created using this window.

e Existing freelance jobs cannot be deleted using this window.

! 3 Prospects Clients Projects Corporate Team Freelancers Applicants Q search..
= @ & | E3
=
Project Client Jobs Corporate Jobs | Freelance Jobs | Project Accounts
Projects: Freelance Jobs|~
Edit Status: |*All* v PO Issued: [*Al* hd Project Manager: | *All*

#* Expert Job Code Job Name Assigned Deadline Completed
Charlotta Adamssen  J-CADOD1 Engine scheme ER-34221 06.05.2015 00:00 14,05.2015 20:43 - No -
Ernest Fredrickson J-EFO001 Engine scheme ER-34221 06052015 00:00 | 14.05.2015 12:42 - No -

! 3 Prospects Clients Projects Corporate Team Freelancers Applicants & search.,
. 2 a = )
Freelancer  Prices Quotes |Freelance Jobs POs Payments Freelancer Accounts
Freelancers: Freelance Jobs|~
Edit Status: |*All* - PO Issued: *All* |  Project Manager: | *All*

* Expert Job Code Job Mame Assigned Deadline Completed
Charlotta Adamssen  J-CAD0D1 Engine scheme ER-34221 06.05.2015 00:00 14052015 20:43 - Mo -
Ernest Fredrickson J-EFO0D1 Engine scheme ER-34221 06.05.2015 0000 | 14052015 12:42 - No -

Filters

Use the Status filter drop-down list to display only completed, not completed, or overdue freelance jobs.

-

Group of Services
Translation
Editing

-

Group of Services
Translation
Editing

Using the Invoiced filter drop-down list you can select to display only those freelance jobs which have or have not been invoiced.

The Project Manager filter drop-down list allows you to select to view only jobs managed by a particular Project Manager.

Freelance Job Statuses

Jobs in the list are shown in different colors. These are determined by the current status of each freelance job:

e Green — the freelance job is not completedyet, but its deadline is in the future.
o Blue — the freelance job is not completed and due today.
e Red— the freelance job is not completed and overdue (its deadline is in the past).
o Black — the freelance job is completed.
<5 Note: You can change colors on the Colors: Status tab of the User Settings menu in the Backstage view.

Also, if a job has any status other than Normal, it will be highlighted in a different background color:

. (Orangelbackground — On Hold status

o Green background — Heads-Up status
o Grey background — Canceled status

3 Note: You can change status of any job with the help of the Special Status drop-down list in the Edit Job window.

See also:
Freelance Jobs Tab of Project Window



Freelance Jobs Tab of Freelancer Window



Project Accounts Window

The Project Accounts window provides a profitability overview of all the projects in database.

Gross Profit is calculated by deducting corporate jobs totals (based on average hourly costs and time spent) and freelance jobs
totals from client jobs totals. Operating profit is calculated by deducting corporate expenses from gross profit. For each individual
project, its balance and gross profit percentage is calculated instead. This does not include discounts and markups from invoices
and POs, allowing to determine the abstract project profitability.

The Comparative Gross Profitability Analysis diagram displays how profitable each project is in comparison with the rest of
the projects.

Using the Project Manager drop-down list you can select to view only the projects of a certain project manager, giving you a
quick overview of this manager's performance.

3 Prospects Clients Projects Corporate Team Freelancers Applicants Q search.. e off | ¥ | % | &

Project Client Jobs Corporate Jobs Freelance Jobs | Project Accounts

Project Accounts|=

Client Jobs: 212 576,37 50 g
— o 83,74% Current Project
Freelance Jobs: 41 314 54 B 73,99% All Projects
&0
Corporate Jobs: 13 984,63 e
— Eh)
Gross Profit: 157 277,20 1
- 20
Corporate Expenses: 6 546,16
— 10
Operating Profit: 150 731,04 o - : =
Gurrent Project All Projects
Comparative Gross Profitability Analysis*
Base Currency: EUR *hased on Jobs
Project Manager: |*all* -
# Client Name Project Code Project Name Assigned Completed Client Jobs Freelance Jobs Corporate Job Project Balance
Definition Designs oo1g Engine scheme ER-34221 02.04.2015 -Mo- 4 641,75 149257 6 860,00 -3710,82

40

|& The Lightning Graphics

m Marketing booklet 14 2014 f 600,00 m

See also:
Account Tab of Project Window



Corporate Expert Window

The Corporate Expert window can be used to view, edit and enter new information about your in-house (corporate) experts, as
well as to manage corporate jobs, job assignments and the files of corporate experts.

To open the Corporate Expert window click the Corporate Expert icon from the Corporate Team tab of the Ribbon.

'3 Prospects Clients Projects Corporate Team Freelancers Applicants
a =Bl =
a =2 & - =

Corporate Expert| Prices  Corporate Jobs Job Assignments Payments Corporate Accounts Corporate Expenses

Renald Holton ~

Main | Corporate Jobs | JAs | Payments | Prices | Account | Files | Info | Calendar

Corporate Expert Window tabs

Different tabs of the corporate expert window represent different data, relevant to specific corporate experts. Corporate expert
data is broken into the following tabs:

The Main tab — contains the list of your corporate experts and their profiles.

The Corporate Jobs tab — gives an overview of corporate jobs assigned to the selected corporate expert.

The JAs tab — is used for managing job assignments (JAs) for the selected corporate expert.

The Payments tab — holds information on payments made to the currently selected corporate expert.

The Prices tab — is used to create, edit and check the personal price list of the currently selected corporate expert.

The Account tab — provides a basic overview of the selected expert's financial account.

The Files tab — provides quick access to the selected corporate expert's folder, as well as to other files related to this expert.
The Info tab — this tab is used for various notes related to the selected corporate expert.

The Calendar tab — gives a schematic overview of the corporate jobs assigned to the current corporate expert.

See also:
Workspace Icons



Corporate Expert Window Main Tab

Profiles of all corporate experts in the database can be viewed and managed through the Main tab of the Corporate Expert
window.

Browsing corporate experts

You can search for specific experts using the Enter a few characters from the expert's name, or any other column
displayed in the table, and the table will show only the entries that contain the characters.

Select any expert in the list to view the expert's profile to the right.

Once a new expert has been added, their data can be edited in the expert profile.

Each expert can have a flag assigned to him/her. An expert's flag can be changed by right-clicking the entry and choosing the flag.

Experts are listed in table form. You can change the columns displayed in the table by using the Customize Columns option.

Ronald Holton|~

Main | Corporate Jobs | JAs | Payments | Prices | Account | Files | Info | Calendar

MNew Corporate Expert Delete Expert Profile | Custom Fields | Audit
RH
Enter text to search... - Find Clear
Name Ronald Holton
o Name Currency AHC E-Mail Phone Contact Info: E-mail: Ronald@projetex.com,
Allyson Laven EUR 15,00 Allyson@projetex.com Ronald@catcount.com
Javier Kuster EUR 18,00 Javier@projetex.com +32 278 9809123 Bhancla2lZIE S IRYIRS )
Bryon Ortolano EUR 23,00 Bryon@projetex.com +32 227 8799233 Mext Codes: i
Alvaro Wigren EUR 25,00 Alvaro@projetex.com +32 245 4879789 AHC: 24,00
' R j 9789789
Jennie Schofield EUR 22,00 Jennie@projetex.com +32 270 3234566 [ | XpertCurrenay: | EUR
Latoya Pittman EUR 19,00 Latoya@projetex.com +32 243 5890435 Expert Folder:  D:\Business\Experts\Corporate\RH
Time Turunen EUR 16,00 Timo@projetex.com FTP connections
Sheryl Hirsch EUR 20,00 Sheryl@projetex.com +32 243 2543807
Shelia Watts EUR 25,00 watts@projetex.com +32 278 9234234 General Information | Stats | Levels
Edit

Expert profile

Expert Code — this code is used in the corporate job codes and job assignments codes of this expert. A corporate expert's code
can be 15 characters long maximum.

Name — the corporate expert's name appears in expert chooser dialogs. This name can be a maximum of 150 characters long.

Contact Info — in addition to general contact details, an expert's photo can be added here. See the Corporate Expert Contact Info
topic for more details.

Next codes — click this button to advance the automatic counters for expert-specific codes of corporate jobs and job
assignments. Projetex will use these codes for the next corporate job and job assignment you create. You can only increase the
next code value. See the Assign Next Expert Codes topic for more details.

Click the AHC button to enter/change the Average Hourly Cost of the selected expert. AHC will be used to calculate the Total cost
of the corporate jobs performed by this expert.

Expert currency — select the currency of this particular expert. The expert's currency will be used in all documentation for this
expert. The totals of jobs will also be indicated in the expert currency. General accounting data on experts will be presented in your
base currency, according to the defined exchange rates.

Expert Folder — this part of the expert profile is automatically created when with a new expert profile. The location of the expert
folder will depend on the location of the Business folder. Clicking the button on the right side of the field will open the folder
in the Projetex 3D Explorer. Corporate experts will be able to access only this folder (provided proper folder access options have
been set up).

FTP Connections — you can set parameters for access to the expert's FTP folders. Shortcuts to these folders will be automatically
added to the Files tab of this expert's window. See the Expert FTP connections topic for more details.

General Information — the expert profile may contain any general information about the expert in the form of a plain text note.
Stats — this tab shows the corporate expert's total experience in terms of the total volume in base units (words by default) of all
the expert's completed jobs. Small or large stars can be displayed, each star representing a specific number of base units, giving a
graphical representation of the expert's experience.

Levels — in this tab, the Project manager can assign special ranks/levels to a corporate expert. The tab is a table, with each rank in
it showing its assignment date, its name, and the assigning Project Manager.

Custom fields of Corporate Experts

Use the Custom Fields tab, next to the Expert Profile tab to access the controls for any Custom Fields of Corporate Experts,
created with the help of the Projetex Server Administrator.

Audit

The Audit tab keeps track of when and by whom the selected expert's profile was created or modified.

See also:
Adding/Editing Experts and Applicants



Corporate Expert Contact Info

The General contact information of a corporate expert contains the following fields:

® Photo — an image file with a maximum of 70x70 pixels. Click the frame to either Load a photo from a file or click Assign
from Camera to take a picture with a camera connected to your machine. The following formats can be used: .JPG, .JPEG,

BMP (bitmap), .GIF (Graphics Interchange Format).

e E-mail (up to 2) — maximum 250 characters. The Send button becomes active only if a valid e-mail address is entered.

e Phone (up to 4) and Fax numbers — maximum 250 characters each.

Expert Profile | Custom Fields | Audit

Contact Info: E-mail: Ronald@projetex.com,
Ronald@catcount.com
Phone: +32 278 9789789

Mavt Cadac:
Edit Corporate Expert Contact Info

Copy
Paste

=

Delete

b

Load... Ronald Holton

© [

Assign From Camera...

-—

4 Save As...

E-mail: Ronald@projetex.com
E-mail 2: Ronald@catcount.com
Phone: +32 278 9789789
Phone 2:
Phone 3:
Phaone 4:

Fax:

See also:
Main Tab of Corporate Expert Window

Send

Send

QK Cancel



Assign Next Expert Codes

Codes for corporate jobs and job assignments are generated automatically each time a new corporate job or job assignment is
entered into the database. The prefix of these codes depends on the name of the expert. The digits after represent the counter
value.

Although this code cannot be edited, you can advance the counter forward by specifying the next code in the Next Codes for
Corporate Expert window.

The maximum value of the next code that can be entered into the Next Codes for Corporate Expert window is 999999. There is
no technical limit to the maximum value the counter can reach.

To open the Next Codes for Corporate Expert window, click the Next Codes button in this expert's profile.

Expert Profile | Custom Fields | Audit

Mext Codes:

Mext Codes for Corporate Expert X

Corporate Job:

JRH 3 .
Job Assignment (JA):

JA-RH |4 -

oK Cancel

See also:
Main Tab of Corporate Expert Window
Global Next codes



Expert FTP connections

FTP (File Transfer Protocol) is a common method of sharing and exchanging work files. Each expert profile in Projetex can have a
number of FTP connections (addresses of shared folders) associated with the expert. These folders can then quickly be accessed by
any user working with the Files tab of this Expert.

The FTP Connection interface in Projetex allows for quick access to a specified FTP folder, without having to re-type the login and
password each time you connect. The following details can be specified when creating a connection:

Connection Name — this name has no syntax requirements and can be no longer than 50 characters.

FTP Server — the address of the FTP server (for example ftp.server.com). Can be no longer than 50 characters. You can also
specify which Port to use.

User Name — the login, normally issued by the FTP server administrator. This login will be used when Projetex attempts to
connect to the FTP folder. Can be no longer than 50 characters.

Password — this password will be used when Projetex attempts to connect to the FTP folder. Can be no longer than 50
characters.

The Passive file transfer option allows you to enable passive mode for this connection. Consult your FTP server administrator
regarding the type of file transfer you should use. If you are unsure, you can leave the Passive file transfer check box empty.

Enable FTP over SSL/TLS if the connection supports encryption. Consult your FTP server administrator as to whether you should
use this option.

The Keep connection alive option sets whether Projetex should continue trying to connect to a non-responding FTP address. If
this option is enabled, you can also set the interval between connection attempts.

To add, edit or delete FTP connections of a certain expert, click the FTP Connections button in the expert’s profile.

Expert Profile | Custom Fields | Audit

l FTP connections |

Available FTP connections:

Ronald Haltan Mew

Edit FTP Connection x

Edit

Connection Mame: Delete

Ronald Holton

FTP Server: Port:

experts.projetex.com 21

User Name:

ronald_holton

Password:

Use passive transfer
FTP over S5L/TLS

Keep connection alive

Close

0K Cancel

See also:
Main Tab of Corporate Expert Window



Files Tab of Corporate Expert Window



Corporate Expert Window Corporate Jobs Tab

On the Corporate Jobs tab you can view and edit all corporate jobs which have been assigned to the currently selected corporate
expert.

Renald Holton: Corporate Jobs ~

Main | Corporate Jobs | JAs | Payments | Prices | Account | Files | Info | Calendar

Edit Status: |*All* - JA Issued: |*All* |  Project Manager: |*All* -
#* Code Mame Expert Assigned Deadline
@ -RHooo1 _ Jengine schemeER34221 ____________[RonaldHokon | 06052015000 | 240520151500 |
J-RHO002 Engine scheme ER-34221 Ronald Holton 20.04.2015 0:00 14.05.2015 18:44

Filtering corporate jobs

Use the Status filter drop-down list to display only completed, not completed, overdue, etc. corporate jobs.

Use the JA Issued filter drop-down list you can select to display only those corporate jobs which have or have not been included
into job assignments to in-house experts.

The Project Manager filter drop-down list allows you to select to view only jobs managed by a particular Project Manager.

Corporate Job statuses

Just like on the Corporate Jobs tab of the Project window, in the Corporate Expert window corporate jobs are marked with
color:

e Green — the job is not completed yet, deadline in the future.
e Blue —thejob is not completed and due today.

e Red —the job is not completed and overdue.
e Black — the job is completed.

3 Note: You can change the colors on the Colors: Status tab of the User Settings in the Backstage view.

Also, if a job has any status other than Normal, it will be highlighted in a different background color:

. Orangelbackground — on Hold status

o Green background — Heads-Up status

o Grey background — Canceled status

Fe ) Note: you can change the status of any job with the help of the Status drop-down list in the Edit Job window.
To edit the Job record, select it from the list and click the Edit button, or double-click this job in the list.

See also:
Corporate Expert Window
Corporate Jobs Window

Creating corporate jobs



Corporate Expert Window JAs Tab

The JAs tab of the Corporate Expert window contains the list of job assignments (JAs), issued to the currently selected corporate
expert.

JAs can be later linked with payments, after which the JA is locked and can no longer be edited.
Use the Approved drop-down list to filter only approved or not approved JAs.

The Project Manager filter drop-down list allows you to select to view only JAs for a job managed by a particular Project
Manager.

£3 Note: JAs can be created and deleted on the JAs tab of the Project window.

Ronald Holton: JAs ~

Main | Corporate Jobs | JAs | Payments | Prices | Account | Files | Info | Calendar

Edit Approved: |*all v Project Manager: *All* v
#* Code Project Code Expert Assigned JA Total Total Paid
& 1A-RHDO01 Ronald Holton 30.12.2014 560,00 55!3_,!3!3
JA-RHO002 0043 Ronald Holton 18.01.2015 337,20 337,20
JA-RHO003 0038 Ronald Holton 30.10.2014 360,00 0,00

See also:
Corporate Expert Window
Job Assignments Window

Creating Job Assignments



Corporate Expert Window Payments Tab

The Payments tab of the Corporate Expert window displays records of payments to the currently selected expert.
The New button opens the New Corporate Expert Payment window, where a new payment can be created.

The Edit button opens the Edit Corporate Expert Payment window, where the details of the currently selected corporate expert
payment can be edited.

The Delete button deletes the currently selected corporate expert payment.
Use the Status drop-down list to display only payments which are still to be linked with JAs, or only the fully linked ones.

Payments to corporate experts can be linked to job assignments, fully or partially. If the sum of the linked payment values matches
the JA total, this Job Assignment is considered "settled". Payments are also added to the company expenses on the Account tabs.

By default, payment values are displayed in the expert's currency. Use the Customize columns option to configure which
payment data must be displayed.

Ronald Holton: Payments|

Main | Corporate Jobs | JAs | Payments | Prices | Account | Files | Info | Calendar

MNew Edit Delete Status: |*all* v
#* Expert Name Code Payment Date Total Paid Linked
Ronald Holton P-RHOCO1 02.06.2017 560,00 560,00

L@ Ronald Holton P-RHO002 02.06.2017 337,20 337,20

See also:

Corporate Expert Window
Corporate Expert Payments Window
Creating Payments



Corporate Expert Window Prices Tab

In addition to their AHC, each Corporate expert in Projetex can have a set of individual prices for particular jobs. These prices can
be assigned on the Prices tab of the Corporate Expert window. An individual expert's price list is maintained in the expert's
currency. Only one price per group of services, service and unit combination can exist in the individual price-list.

Ronald Helton: Prices ~

Main | Corporate Jobs | JAs | Payments | Prices | Account | Files | Info | Calendar
Mew Edit Delete Copy from General

#* Group of Services Service Unit Currency

Seon |

Consulting Cultural Assessment hours EUR

(@ Translation characters (wi...

English = > Finnish

The New button opens the New Price window, where the details of a new price can be added.
The Edit button opens the Edit Price window, where the details of the currently selected price can be edited.

The Delete button deletes the currently selected price.

Calamndyilel= 11l Prices of Single Corporate Expert - Template - English.rif =T T =

You can print the expert's price list or save it in a text file by selecting the template and clicking the Save, Save & Open or Print
buttons at the bottom of the Prices tab.

You can also click the Send Mail button to open the Projetex Mail Sender and send it to the expert's E-mail address as an
attachment.

To configure price list templates in the Backstage view, click Corporate Settings, then click Templates. Templates for prices
are stored in the D:\BusinessServer\Templates\EXPERTS\CORPORATE\Prices| folder.

Prices can be quickly copied from the general price-list to the individual price-list with the help of the Copy from General
button.

See also:
Corporate Expert Window
Corporate Expert Prices Window

Managing price lists



Corporate Expert Window Account Tab

The Account tab of the Corporate Expert window displays a brief summary of the selected corporate expert's accounts.

This balance includes the total of job assignments issued to this expert, the total of payments paid to this expert, and the account
balance (total JAs minus total payments).

The pie diagram represents the share of this corporate expert in the overall number of job assignments issued to all corporate
experts.

Ronald Holton: Account ~

Main | Corporate Jobs | JAs | Payments | Prices | Account | Files | Info | Calendar

Total JAs: 1 257,20
B 17,52% Ronald Holton
— [0 82,48% Other Corporate Expers
Total Payments: 897,20
—
Balance: 360,00
Importance of Corporate Expert (% of Gross Corporate Expert Production)*
Expert Currency: EUR 5 g E b - E )
*based an JAs
See also:

Corporate Expert Window

Corporate Accounts Window



Corporate Expert Window Files Tab

The Files tab of the Corporate Expert window can be used to create and access the expert folder of the selected corporate
expert, and work with this expert's files. Use this tab to create, view and search the work files and folders related to the selected
expert (for example, you can quickly locate and access the files of a certain job assignment).

Ronald Holton: Files|~
Main | Corporate Jobs | JAs | Payments | Prices | Account | Files | Info | Calendar

Explore D\Business\Experts\Corporate\RH\0001

| @0 D x|+ 8|68 |

| Experts\Corporate\RH Name Size Datetime Status Wersions Author
JIncoming
4~ 0002 ] A Outgoing Team - Missing
Incoming ] )A-RHOOOL.rtf 116 KB 09.06.2017 17:24  Team 1 Unknown
Qutgoing
>~ 0003
q
Gy Refresh All ¥ Copy
Shortcuts Explore Di\Business\Experts\Corporate\RH\0002

2 Expert 712 @¥omx|te|ad
I Local Folders

Public Folder MName Size Datetime Status Versions Author
[ ]
D JA Folders . Incoming

A JA-RHOOO1 . Outgaing

|A-RHO002
& Ja-RHO003

The main file manager window consists of two horizontal panes. The upper pane shows the expert folder and the content of the
currently selected sub-folder. The lower pane allows to open shortcuts. Clicking any of the Shortcuts options will create a second
file view field to the right, and open the appropriate folder there. This allows to simultaneously work with two opened folders in
the same window.

Files can be exchanged between the expert folder and existing Shortcuts using the two Copy buttons.

ARACCRN is used to copy files from the path currently opened in the Shortcuts pane to the expert folder.

¥ copy | is used to copy files from the expert folder to the path currently opened in the Shortcuts pane.

The context menu contains the following specific file operations:

The Open command opens the file in appropriate application

The Upload command uploads the file from the local Business folder to the BusinessServer folder on the Projetex Server
Administrator PC.

The Download command downloads the file from the BusinessServer folder on the Projetex Server Administrator PC to the
Business folder on the Workstation PC.

The Download version opens window that contains information about all versions of particular files.

Each file can have one of the following statuses:

Team - the files stored in the BusinessServer folder on the server and in local storage are identical.

Team - Changed on Workstation - the local copy of the file has been modified, the file on the server has not been updated.
Team - Changed on Server - the file on the server has been modified, the local copy has not been updated.

Team - Missing - the file exists on the server, but has not been downloaded to the local PC yet (or has been deleted locally).
Local - the file exists locally, but has not been uploaded to the server yet (or has been deleted on the server).

See also:
Corporate Expert Window
Working with files in Projetex



Corporate Expert Window Info Tab

The Info tab of the Corporate Expert window can be used to enter any additional information relevant to the selected corporate
expert in a plain text format. These notes will be available to all project managers.

Each note can have the following attributes:

Subject — can be maximum 100 characters long.

Category — to add new note categories, in the Backstage view, click Current user command and then click Categories.
Information — a plain text note with no maximum length.

Notes can be filtered by the Subject or Category columns.

Renald Holton: Info -

Main | Corporate Jobs | JAs | Payments | Prices | Account | Files | Info | Calendar
Mew Edit Delete Download and read

# Subject Category
Read First

[& General Instructions

See also:
Corporate Expert Window

Categories



Corporate Expert Window Calendar Tab

This tab provides a project manager with a visual representation of job processes of a certain corporate expert in the form of a
calendar. Each job block stretches across the calendar from assignment until completion, or until deadline if the job has not been
completed jet.

Double-click any corporate job in the calendar to open this job for editing.

Ronald Holten: Calendar =

Main | Corporate Jobs | JAs | Payments | Prices | Account | Files | Info | Calendar

4  Keiteno2015p. P | Q22015 MW Br |Cp Y7 Mt C6 Ha Mu Br Cp Y7 Mt C6 Ha
MEBECYNCH 1 2 3| & 8 g 3 g e 1] nu| 12
30311 2 3 4 5
& 7 B 9101112
13 14 15 16 17 18 19
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Job Status:
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Engine scheme ER-34221
Project Managers: : : "

i\l v
TpaeeHb

Settings for the Calendar view

The following settings for the calendar page are available:

Viewed period - the Ribbon displays icons for selecting the time interval to be viewed and moving backward and forward
interval by interval.

Mini-calendar - the mini-calendar on the left displays the month and date currently viewed. Click a date to switch to it. To move
to a different month, click the greyed-out dates, the Back and Forwards buttons in the month header, or the header itself. Click a
day and drag to view all the days you drag across.

Calendar colors

Like the jobs they represent, the expert job calendar bars can have different colors, depending on the statuses of the
corresponding jobs:

- —the job is not completedyet, but its deadline is in the future.
- — the job is not completed and due today.

- — the job is not completed and overdue (its deadline is in the past).
- —the job is canceled.

Pale Pink — the job is completed.

Pale green — the job is Heads-Up.

Pale Orange — the job is On Hold.

Filtering the Calendar

Use the Job Status filter to display only jobs with a certain Status.
Use the Project Manager filter to display only the jobs belonging to a project led by a specific Project Manager.

See also:

Corporate Expert Window



The Calendar



Corporate Expert Prices Window

In addition to their AHC, corporate experts in Projetex can have a set of separate prices for particular jobs. A general list of these

prices can be created in the Prices for Corporate Experts window. Prices in the general list can be maintained in any currency.
Only one price per group of services, service and unit combination can exist in the price-list.

The New button opens the New Price window, where the details of a new price can be added.

The Edit button opens the Edit Price window, where the details of the currently selected price can be edited.

The Delete button deletes the currently selected price.

'3 Prospects

ks

Corporate Expert

a

Prices

Corporate Experts: Prices =

New Edit
#* Group of Services
@ Translation

Consulting

Clients Projects

Corporate Jobs

Delete

Corporate Team

o

Job Assignments

Service

English = > Finnish

Cultural Assessment

Freelancers Applicants

@m

Payments

Unit

characters {wi...

hours

Corporate Accounts

Currency Price

EUR 200,00

You can print the price list, save it in a text file, or send it via E-mail by selecting the template and clicking the Save, Save &
Open, Print, or Send Mail buttons at the bottom of the Prices for Corporate Experts window.

AN I+ Gl General Prices for Corporate Experts - Template - English.rif -

=)

To configure price list templates in the Backstage view, click Corporate Settings, then click Templates. Templates for prices
are stored in the D:\BusinessServer\Templates\EXPERTS\CORPORATE\Prices\ folder.

See also:

Prices Tab of Corporate Expert Window

Managing price lists

-



Job Assignments Window

The Job Assignments window lists all job assignments issued to all of the corporate experts.
New JAs can not be created and existing JAs can not be deleted in this window.

Click the Approved drop-down list to view only JAs which were approved or not approved by project managers.

The Project Manager filter drop-down list allows you to select to view only JAs managed by a particular Project Manager.
3 Note: JAs can be created and deleted on the JAs tab of Project window.

'3 Prospects Clients Projects Corporate Team Freelancers Applicants

W 2 = a |@ B

Corporate Expert  Prices  Corporate Jobs |Job Assignments | Payments

Corporate Accounts  Corporate Expenses

Corporate Experts: Job Assignments ~

Edit Approved: |*All* - Project Manager: |*all* -
# Code Project Code Expert Assigned JA Total Total Paid Balance
g /210001 13122014 se000l 000l 560l
JA-RHOO001 0018 Ronald Holton 30.12.2014 560,00 560,00 0

See also:

JAs Tab of Corporate Expert Window



Corporate Expert Payments Window

The Corporate Experts: Payments window displays the records of payments to all corporate experts.
New payments can not be created and existing payments can not be deleted in this window.

Payments to corporate experts can be linked to job assignments, fully or partially. If the sum of the linked payment values matches
the JA total, this Job Assignment is considered "settled". Payments are also added to company expenses on the Account tabs.

By default, payment values are displayed in the expert's currency. Use the Customize columns option to configure which
payment data must be displayed.

Use the Status drop-down list to display only payments which are still to be linked with JAs, or only the fully linked ones.

, ‘! Prospects Clients Projects Corporate Team Freelancers Applicants

& 2 = & || T E

Corporate Expert  Prices  Corporate Jobs Job Assignments |Payments| Corporate Accounts Corporate Expenses

Corporate Experts: Payments ~

Edit Status: | *=All* M
* Expert Name Code Payment Date Total Paid Linked Currency  Exchange Ra
[&F.onald Holton P-RHO001 02.06.2017 560,00 560,00 I

Ronald Holton P-RHO00Z2 02.06.2017 337,20 337,20 EUR 1,00

See also:

Payments Tab of Corporate Expert Window



Corporate Accounts Window

The Corporate Accounts window presents a simplified balance sheet of your corporate experts, based on the payments made to
them and the issued job assignments. Accounting staff can use this window to identify expert accounts which require attention.

Accounts can be viewed both in experts' currencies and your base currency: use the View drop-down list to select a currency in

which the records should be displayed.

Alternatively, you can use the Customize columns option to add expert currency columns to the view.

3 Note: To view the global balance, select the Base Currency option in the View drop-down list.

! .-'3‘ Prospects Clients Projects Corporate Team Freelancers Applicants

o &8 F[ T

4 &a

Corporate Expert  Prices  Corporate Jobs Job Assignments Payments | Corporate Accounts
Corporate Accounts|=
Total JAs: 7176,63
Total Payments: 897,20
Accounts Payable: 6 2?9,4_3
Base Currency: EUR
Base Currency: EUR -

* Corporate Expert
[EAllyson Laven

Cur JAs (EUR]) Payments (ELR) Balance (EUR)

EUF 1080,00 0,00 1080,00

Javier Kuster

See also:
Account Tab of Corporate Expert Window

Corporate Expenses



Corporate Expenses Window

Any expenses, other than payments to freelancers and corporate experts and the total cost of corporate jobs, can be entered into
the database through the Corporate Expenses window. These expenses are used when calculating the balance of projects.

To open the Corporate Expenses window click on the Corporate Expenses icon in the Corporate Team section of the
Ribbon.

Corporate expense records contain the following default fields:
Date - the date when the expense was handled
Value - value of the corporate expense

Description - any additional information about the expense

¥, | Prospects Clients Projects Corporate Team Freelancers Applicants

+

& 2 3 & 2 & =

Corporate Expert  Prices  Corporate Jobs Job Assignments Payments Corporate Accounts |Corporate Expenses

Corporate Expenses|~

MNew Edit Delete
#* Date Value Description
07.08.2014 2 300,00 SOL Trados Studio 2009 Professional
16.09.2014 10,70 MDA mailing

See also:

Creating Corporate Expenses



Freelancer Window

The Freelancer window can be used to effectively keep track of your freelancers and their activities, update and search through
your freelancer database, as well as to manage freelance jobs, purchase orders and the files of freelance experts.

To open the Freelancer window, click the Freelancer icon from the Freelancers tab of the Ribbon.

"'-3 Prospects Clients Projects Corporate Team Applicants

[«] A imn| I

Freelancer| Prices Quotes Freelance Jobs POs Payments Freelancer Accounts

Takumi Mizushima| -

Maln Application | Prices | Quotes | Freelance Jobs | POs | Payments | Account | Files | Info | Calendar

Freelancer Window talbs

Different tabs of the Freelancer window represent different data, relevant to specific freelancers in your database. All freelancer
data is broken into the following tabs:

The Main tab — contains the list of your freelancers and their profiles. Here, new freelancers can be entered into database.
The Application tab — contains the selected freelancer's application information, added by HR staff.

The Prices tab — is used to enter, edit and check the prices of the currently selected freelancer.

The Quotes tab — contains the quotes received from the currently selected freelancer.

The Freelance Jobs tab — gives an overview of the freelance jobs assigned to the selected freelancer.

The POs tab — is used to manage the purchase orders (POs) given to the selected freelancer.

The Payments tab — holds information on the payments made to the currently selected freelancer.

The Account tab — provides basic overview of the selected freelancer's financial account.

The Files tab — provides quick access to the selected freelancer's folder, as well as to other files related to this freelancer.
The Info tab — this tab is used to create various notes related to the selected freelance expert.

The Calendar tab — gives a schematic overview of the selected freelancer's jobs, presented in the form of a calendar.

See also:

Workspace Icons



Freelancer Window Main Tab

The Main tab of the Freelancer window contains information on your freelance experts. You can add new freelancer records
here, or edit existing ones. The two primary areas of the Main tab the freelancers listand the freelancer profile.

Hilda Herald ~

Main | Application | Prices | Quotes | Freelance Jobs | POs | Payments | Account | Files | Info | Calendar

New Freelancer search Delete Move to Applicants Expert Profile | Custom Fields | Audit
* Name Currency Country City ETE HH

Ernest Fredrickson EUR Sweden Gothenburg Erl Postal Address: 321 Collins Avenue, Miami Beach
Theresa Suarez EUR Spain Madrid su Mia'_“i Beach
Emma Woodward GBP United Kingdom Liverpool :I;;r;:a
Kirsi Nurmi EUR Finland Turku Kir
Pamela Lafontaine EUR France Bordeaux Pa Contact Info: E-mail: hilda@aithelp.com
Thomas Geelen EUR Netherlands Amsterdam Th Phone: +1 305 700234
Peter Pendleton GBP United Kingdom Glasgow pe
Stanley Crayton EUR United Kingdom London Sti
Koen Haanrath EUR Netherlands Hague ko, Web: www .aithelp.com
Vesa Kopitello EUR Finland Tampere ve| Payment Terms: Within 90 days (from PO issue date)
Charlotta Adamssen EUR Sweden Uppsala Ch VAT Number:
Takumi Mizushima JPY Japan Kyoto tal

K X X Expert Currency: usD
Mavid Shahriar Javaid usD Iran Tehran na
Jose Fernandez usD Mexico Chihuahua Jo ETET AEIS ctive
Melissa Beaumant EUR France Marseille M1 Freelancer Folder: D:\Business\Experts\Freelance\HH

FTP connections Next Codes Locale Format

General Information:

Browsing Freelancers

You can search for specific freelancers by using the Find panel. Enter a few characters from the freelancer's name, or any other
column displayed in the table, and the table will show only the entries that contain the characters.

To search for freelancers by price, service country, or completed jobs, click the Search button.

Click on any freelancer in the list to view their profile to the right.

Once a new freelancer has been added to the database, his or her profile can be edited at any time.

If you no longer actively work with a particular freelancer, you can change them into an applicant by clicking "Move to
applicants”.

Each freelancer can have a flag assigned to him/her. A freelancer's flag can be changed by right-clicking the entry and choosing
the flag.

Freelancers are listed in the form of a table. You can change the columns displayed in the table by using the Customize Columns
option.

Freelancer profile

The profile of the currently selected freelancer can be viewed to the right.

Expert code — This code will be used in document (purchase order, quote) codes of this freelancer. The expert code will also be
used as the folder name of this freelancer's folder.

Name — Use this option to enter or edit the name of the currently selected freelancer. A freelancer's name can be no longer than
150 characters.

Postal Address — Here the postal address of the currently selected freelancer is stored. This information will be automatically
inserted into the text of this freelancer's documents. See the Postal address of freelancer topic for more information.

Contact info — Click this button to enter the freelancer's contact information. See the General Contact Information of
freelancer topic for more information.

Web — opens the Edit Web Links dialog box, providing fields for entering a web site address (URL), as well as the LinkedIn,
Facebook, and Twitter accounts of the freelancer. Click the address or the social media icons to open the corresponding links in
your Internet browser.

Payment Terms — You can set specific payment terms for each of your freelancers. The payment terms settings will determine
when the purchase orders of this freelancer become outstanding and overdue. See the Payment Terms of Freelancer topic for
more information.

VAT number — Regulations in some countries may require you to indicate VAT codes (or numbers) in financial documents. A
freelancer's VAT number, entered in the freelancer's profile can be automatically displayed in this freelancer's printable
documents.

Expert currency — Select the currency of this particular expert. Expert's currency will be used in all documents of this freelancer.
The totals of jobs will also be indicated in the expert currency. General accounting data on experts will be presented in your base
currency, according to the defined exchange rates.

Expert Status — Set the freelancer's availability status as Active, Inactive, or Potential.

Next codes — You can advance the code counters of the next freelancer quote, freelance job, purchase order, and payment. See
the Next Codes for Freelancers topic for more information.

Locale format — Adjust these settings to make all documents printed for the selected freelancer use an individual locale format,
specific to this freelancer. See the Locale Format of Freelancer topic for more information.

Expert folder — a freelancer's folder contains exported jobs, purchase orders, payments, prices and quotes of the freelancer as
well as any other related files. Projetex automatically creates, updates and maintains links between freelance experts in database
and their folders. A freelancer's expert code is used as the folder name. The folder is created automatically and its location in the
Business folder is displayed in the Expert folder field. Click the folder button on the right side of the field to open this folder in
the Projetex 3D explorer.

Now: 12.06.2017

8q7



FTP Connections — here you can set the parameters for access to this freelancer's FTP folders. Shortcuts to these folders will be
automatically added to the Files tab of this expert's window. See the Freelancer FTP connections topic for more information.

General Information — freelancer's profile can contain any general information relevant to this freelancer in the form of a plain
text note.

Custom Fields

The database can be customized by adding custom fields. Any custom fields that have been added to the freelancer database can
be accessed by clicking the Custom Fields tab next to the Expert Profile tab.

3 Note: Only users with access to the Projetex Server Administrator can add or remove custom fields.

Audit

The Audit tab keeps track of when and by whom a freelancer profile was created or modified.

See also:
Adding/Editing Experts and Applicants



Postal address of freelancer

The freelancer's postal address determines this freelancer's country of residence, and is automatically added to the purchase
orders and quotes of this freelancer. The following postal address data can be added:

Street Address — two separate addresses can be added. Each address entry can be 50 characters maximum. When editing
invoice and quote templates you can choose which of the two addresses the invoice or quote should contain.

City — can be maximum 40 characters long.
State — maximum 40 characters long.

Country — you can add additional countries to the list of countries in the Edit Postal Address window. See the Countries topic
for details.

ZIP Code — maximum 10 characters long.

Time Zone — the Freelancer's time zone is set automatically when you select their country, but you can change the time zone
manually as well.

MNew Freelancer Search Delete Move to Applicants Expert Profile | Custom Fields | Audit
. H Postal Address: 321 Collins Avenue, Miami Beach =
* Name Currency Country City Miami Beach
[lHilda Herald Miami Beach Florida
Ernest Fredrickson EUR Sweden Gathenburg Erl 33139 - e
Theresa Suarez EUR Spain Madrid sul
Emma Woodward GBP United Kingdom Liverpool CoriEE G
Kirsi Murmi T 2o s = Street Address: 321 Collins Avenue, Miami Beach

Pamela Lafontai

Thomas Geelen

Set the Time Zone: - P—
City:  Miami Beach
Peter Pendleton &S

Stanley Crayton Time Zone: State: Florida

Koen Haanrath _ ZIP Code:
5:00) Eastern Time (US & Canada) - ode: 33139

Vesa Kopitello i
p Country: | United States
Charlotta Adam

Takumi Mizushit|  Current date and time:
Navid Shahriar |
Jose Fernandez

12.06.2017 8:23 Local Time: 12062017 8323

Melissa Beaumad Time Zone: (UTC-05:00) Eastern Time (US _Canada)

oK Cancel OK Cancel

See also:

Main Tab of Freelancer Window



General Contact Information of freelancer

Photo — an image file with a maximum of 70x70 pixels. Click the frame to either Load a photo from a file or click Assign from
Camera to take a picture with a camera connected to your machine. The following formats can be used: JPG, JPEG, BMP
(bitmap), .GIF (Graphics Interchange Format).

E-mail (up to 2) — maximum 250 characters. The Send button becomes active only if a valid e-mail address is entered.
Phone (up to 4) and Fax numbers — maximum 250 characters each.

Expert Profile | Custom Fields | Audit

Contact Infa: E-mail: hilda@aithelp.com &
Phone: +1 305 790234 '

Edit Freelancer Contact Info x

Copy
Paste

5

Delete

&

Hilda Herald
Load...

B I

Assign From Camera...

Save Ac...

—
==

E-mail: hilda@aithelp.com Send
E-mail 2:

Phone: +1 305 790234
Phone 2:
Phone 3:

Phone 4:

d Faux:

Server

0K Cancel

See also:

Main Tab of Freelancer Window



Payment Terms of Freelancer

According to the payment terms of a freelancer, Projetex will keep track of unpaid POs and update the status of outstanding
purchase orders, making them overdue, due today, due tomorrow, and so on.

Through the Edit Payment Terms dialog you can configure the payment conditions of the selected freelancer, including:

The Minimum Fee — this is the minimum sum the POs must accumulate, before they can be paid. Type 0 in this field to disable

the Minimum Fee condition.

You can also indicate if a PO should be paid within a certain time (30, 45, 60, or 90 days) from the day it was sent (PO issue date)
or completed (PO completion date), within a certain time of the day the linked job was invoiced (From invoice date), or on a certain

day of a certain month.

Select Unknown/Other to disable automatic payment terms control.

Additional Notes — a plain text note with no maximum length.

Expert Profile

Custom Fields | Audit

Payment Terms:

Within 90 days (from PO issue date)

Edit Payment Terms

Between:

Vitaliy Gutvk

and: Hilda Herald

Minimum Fee: 3 -

From PO issue Date

@ Within 90

() Onday 10
() Onday 10
) Onday 10
() Unknown/Other

Additional Notes:

See also:

Main Tab of Freelancer Window

0 - Mo Minimum Fee)

+ | days
of the same month
of the next month

of the month following next

QK Cancel



L ocale Format of Freelancer

Freelancers from different countries are very likely who have different locale formats. There is no need to change your own locale
format each time you print a purchase order for a freelancer with a locale format different from yours.

To have freelancer documentation printed according to their own Regional and Language options (normally defined in the
Windows Control Panel), Projetex can use a separate locale format for each of your freelancers.

The following locale settings can be configured:

Negative Currency Format — these settings determine how negative amounts of money are displayed. For example, in some
countries a negative amount is indicated with a "minus" put before number: -100.00. In other countries a negative amount must
be written in brackets: (100.00).

Decimal Symbol — this is the character which separates decimals from the rest of the number. You can type the required
character directly into the drop-down list. Any character you type will be added to the list for later use.

No. of digits after Decimal — Projetex will round up all numbers in documents to a number of decimals specified here. Set this
parameter to 0 if the currency of a client does not have decimal units. Most commonly the number of digits after a decimal is 2.

Digit Grouping Symbol — this is the symbol which will be inserted between each three digits in a number, for example in the
number 7 000 000 the digit grouping symbol is a whitespace.

Date Separator — enter the character to separate the day, month and year in a date when it is displayed in the short format. For

example in the date 3,31,2008 the date separator character is a comma. Settings in the Date Separator field will be automatically
applied to the Short Date Format field.

Short Date Format — this format is for the short date display (like 3,31,2008). Enter a required date format into this field or
select one of the available formats using the drop-down list. Use d to indicate the day, m — for the month, and y — for the year. The
date separator characters can be entered manually in this field as well. Otherwise the settings from Date Separator field will be
applied.

Long Date Format — these settings configure the long format date (like Monday, March 31, 2008). Use four d characters to use
the day mane, four m characters - for the month name and four y for the year.

\.5 Note: To use an abbreviated day or month name ("Mon" instead of "Monday" or "Mar" instead of "March") enter 3 d or 3 m characters instead of four.
3 Note: Full day or month names can be displayed in the short date format by typing 3 or 4 characters in the Short Date Format field.

To configure locale settings for a certain client, click the Locale Format button in this freelancer’s profile and choose Custom
Values from the Generation of RTF files drop-down list.

io Applicants Expert Profile | Custom Fields* | Audit
- FTP connections Mext Codes Locale Format
Clear
Locale of Emma Woodward X

Generation of RTF files: -

Megative Currency Format: |-1,1 - Samples:

Decimal Symbol: - Positive Mumber: 123 456 789,00

Megative Number: -123 456 789,00

ik

Mo. of digits after Decimal: 2

Short Date: 12.06.2017

Digit Grouping Symbol: -
Long Date: 12 yepsHa 2017 p.
Date Separator: | -
Short Date Format: | dd/MMfyyyy -
Long Date Format: | d MMMM yyyy' p.' hd

QK Cancel




See also:

Main Tab of Freelancer Window



Next Codes for Freelancers

Codes of freelancer quotes, freelance jobs, purchase orders and payments are generated automatically each time a new quote,
freelance job, payment or PO is entered into the database. The prefix of these codes depends on the freelancer's name. The digits
represent the counter code.

Although this code cannot be edited, you can advance the counter forward by specifying the next code in the Next Codes for
Freelancer window.

The maximum value of the next code that can be entered in Next Codes for Freelancer window is 999999. There is no technical
limit to the maximum value the counter can reach.

To open Next Codes for Freelancer window click Next Codes button in this freelancer's profile.

Expert Profile | Custom Fields* | Audit

FTP connections | Mext Codes

Mext Codes for Freelancer x
Quote:

Qtw .
Job:

J-EW & .
PO

PO-EW 6 -
Payment:

P-EW |3 -

oK Cancel

See also:
Main Tab of Freelancer Window



Freelancer FTP connections

FTP (File Transfer Protocol) is a common method of sharing and exchanging work files. Each freelancer profile in Projetex can have
a number of FTP connections (addresses of shared folders) associated with this freelancer. These folders can then quickly be
accessed by any user working with the Files tab of this freelancer.

The FTP Connection in Projetex allows quick access to specified FTP folder without having to re-type login and password each time
you connect. The following details can be specified when creating a connection:

Connection Name — this name has no syntax requirements and can be no longer than 50 characters.

FTP Server — address of FTP server (for example ftp.server.com). Can be no longer than 50 characters. You can also specify
which Port to use.

User Name — login, normally issued by FTP server administrator. This login will be used when Projetex attempts to
connect to FTP. Can be no longer than 50 characters.

Password — this password will be used when Projetex attempts to connect to FTP. Can be no longer than 50 characters.

Passive file transfer option allows to enable passive mode for this connection. Consult FTP server administrator regarding
the type of file transfer you should use. If you are unsure, you can leave Passive file transfer check box empty.

FTP over SSL/TLS to set if the connection supports encryption. Consult FTP server administrator as to whether you should
use this option.

Keep connection alive sets whether Projetex should continue trying to connect to a non-responding FTP address. If this
option is enabled, you can also set the interval between connection attempts.

To add edit or delete FTP connections of certain freelancer, click FTP Connections button in this freelancer’s profile.

Expert Profile | Custom Fields* | Audit

Freelancer Folder: D:\Business\Experts\Freelance\EW

FTP connections ‘ Mext Codes Locale Format

x

Available FTP connections:

Emma Woodward MNew

Edit FTP Connection x

Edit

Connection MName: Delete

Emma Woodward|

FTP Server: Port:

freelancers.projetex.com 21

User Mame:

emma_woodward

Password:

Use passive transfer

FTP over S5L/TLS

Keep connection alive

Close

QK Cancel

See also:



Main Tab of Freelancer Window

Files Tab of Freelancer Window



Freelancer Window Application Tab

The Application tab of the Freelancer window can be used to enter the selected freelancer's recruiting information, employment
history and other HR data. Project managers can also check this tab to view any additional information on the freelancer before
assigning him or her to a freelance job.

Click the Application Notes button to enter general notes about the selected freelancer's application.

The Application Tracker can be used to enter records about certain events (i.e. interviews, and so on.) which occurred on a
certain date. The application tracker can contain any number of records, each having a Date, Subject (250 characters maximum)
and Description (a plain text note with no length limitation). The Date and Subject fields of a record cannot be empty.

Records in the application tracker can be sorted by Date or by Subject.

Hilda Herald: Application ~

Main | Application | Prices | Quotes | Freelance Jobs | POs | Payments | Account | Files | Info | Calendar

Application Motes:

Application Tracker

MNew Record Edit Delete
#* Date Subject
|2 08.12.2006 Sent a cv
04.12.2006 Was sent a test
14122012 Completed the test

See also:
Freelancer Window



Freelancer Window Prices Tab

Each freelancer in Projetex can have a set of prices individual to this particular freelancer. These prices can be assigned on the
Prices tab of the Freelancer window. An individual freelancer's price list is maintained in the freelancer's currency. Only one
price per group of services, service and unit combination can exist in the individual price-list.

Hilda Herald: Prices =

Main | Application | Prices | Quotes | Freelance Jobs | POs | Payments | Account | Files | Info | Calendar

Mew Edit Delete Copy from General Freelancer Currency: USD
#* Group of Services Service Unit Currency Price
Translation English => German words usD 0,025

MRS ——

Use the New/Edit/Delete buttons to manage the prices for the selected freelancer.
Prices can be quickly copied from the general price-list to the individual price-list with the help of the Copy from General button

You can print a freelancer's price list or save it in a text file by selecting the template and clicking the Save, Save & Open or
Print buttons at the bottom of the Prices tab of the Freelancer window.

German => English

Cultural Assessment hours EUR 25,00
Multilingual Copywriting hours EUR 27,00
13 of 24 (N s

A=l - =-Hll Prices of Single Freelancer - Template - English.rijfig +E_‘- kEJ |

You can also click the Send Mail button to open the Projetex Mail Sender and send it to the freelancer's E-mail address as an
attachment.

To configure price list templates in the Backstage view click Corporate Settings, then click Templates. Templates for prices are
stored in the D:\BusinessServer\Templates\EXPERTS\FREELANCE\Prices\ folder.

See also:
Freelancer Window
Freelancer Prices window

Managing price lists



Freelancer Window Quotes Tab

The Quotes tab of the Freelancer window can be used to record the quotes of this freelancer. To view the list of freelancer's
quotes, open the Freelancer window and switch to the Quotes tab.

Hilda Herald: Quotes =

Main | Application | Prices | Quotes | Freelance Jobs | POs | Payments | Account | Files | Info | Calendar

MNew Edit Delete Status: | *all* v | Freelancer Currency: USD
* Code Mame Expert Start Completion
@o-HH000L [Rules of Acquisition ___ [Hilda Herald | 28062015900 | 2607.20151800 [ |
Q-HHO002 Imprinting procedures Hilda Herald 28.10.2012 9:00 01.11.2012 9:00

Freelancer Quote Controls

The quote management buttons are located on the left side of the Quotes tab of the Freelancer window.

The New Quote button opens the New Freelance Quote window, where details of a new freelancer quote can be added.
The Edit button opens the Edit Freelancer Quote window, where details of currently selected quote can be edited.

The Delete button deletes currently selected quote.

The Status drop-down list can be used to display only the quotes with a certain status.

Freelancer Quote Status

A guote can have one of the five statuses: Unknown, Accepted, Rejected, Received, and Corrected. Depending on its current status,
the quote will be marked with different color in the quotes list:

s Blue for unknown status

o Green for accepted status

e Red for rejected status

e Purple for received or corrected status

£3 Note: You can change the colors on the Colors: Status tab of the User Settings.

See also:

Freelancer Window

Freelancer Quotes Window

Creating/Editing Freelancer/Applicant quotes



Freelancer Window Freelance Jobs Tab

The Freelance Jobs tab displays all jobs of the currently selected freelancer.
Jobs can not be created, deleted, or edited here. This tab serves only to store previously created jobs.

Hilda Herald: Freelance Jobs ~

Main | Application | Prices | Quotes | Freelance Jobs | POs | Payments | Account | Files | Info | Calendar

Edit Status: *all* - PO Issued: *All* ~ | Freelancer Currency: USD
* Expert lob Code Job Name Assigned Deadline
glvilda Herald ____[)-HH0001 __|'New challenges in virtual world" artide | 16022015000 ] 070320151800 | |
Hilda Herald J-HHOOO3 Proofread www.enigmaservertech.com (im| 27.05.2015 14:.28 02.06.2015 18:00

Filtering Freelance Jobs

Using the Status drop-down list you can choose to filter only jobs with a particular status, like vacant not completed, due today
and so on.

Using the PO Issued drop-down list you can set Projetex to display only jobs for which a purchase order has been or has not bee
issued, or free jobs.

The Project Manager filter drop-down list allows you to view only jobs managed by a particular Project Manager.

Freelance Jobs statuses

Freelance jobs are displayed in different colors, depending on their completion status:
Black — the freelance job is
Green — the freelance job is
Blue — the freelance job i
Red — the freelance job is
Note: You can change colors on the Colors: Status tab of the User Settings.
Also, if a job has any status other than normal, it will be highlighted in a different background color:
_ — On Hold status
Green background — Head’s-Up status
Grey background — Canceled status
b ) Note: You can change status of any job with the help of the Status drop-down list in the Edit Job window.

See also:
Freelancer Window
Freelance Jobs Window

Creating freelance jobs



Freelancer Window POs Tab

Use the Purchase Orders tab to view purchase orders issued to the currently selected freelancer. New purchase orders cannot be
created from this tab, however, existing ones can be edited.

Hilda Herald: POs|~

Main | Application | Prices | Quotes | Freelance Jobs | POs | Payments | Account | Files | Info | Calendar

Edit Status: *All* ~ | Approved: *alF  ~ | PN |[*Al ~ | Freelancer Currency: USD
# PO Code Global PO Code Date Sent Expert Name Project Code Project Name Project Manager Date Due Status
3 PO-HHO001 ACME-ID0L 4 10.10.2014  |Hilda Herald "Mew challenges in virtual world" article William McSun 08.01.2015 Settled: 61 days earlier

PO-HHOO02 ACME-10034/2015 27012015  Hilda Herald 0058 Translation software market review William McSun 27.04.2015 Settled: 86 days later

PO Statuses

Purchase order statuses change depending on your payment terms to freelancers and any payments linked to purchase orders.
Green — the purchase order is outstanding and is expected to be paid soon.
Blue — the purchase order is outstanding and is expected to be paid today.
Red — the purchase order is outstanding and its payment is overdue.
— the purchase order is not invoiced.
the purchase order has been sett/ed (paid).
£3 Note: You can change colors on the Colors: Status tab of the User Settings.

Projetex automatically assigns statuses to POs depending on each freelancer's payment terms.

Filtering POs

Use Status drop-down list to filter out only those Purchase Orders which have selected status.
Use Approved drop-down list to filter out those POs which have or have not been approved by project managers.
<3 Note: POs can be created and deleted in POs tab of Project window.

See also:

Freelancer Window
Freelancer POs Window
Creating Purchase Orders



Freelancer Window Payments Tab

The Payments tab of the Freelancer window displays records of payments to the currently selected freelancer. Payments can be
created, edited and deleted here.

Payments to freelancers can be linked to purchase orders, fully or partially. If the sum of the linked payment values matches the
PO total, this purchase order is considered "settled". Payments are also added to company expenses on Balance tabs.

By default payment values are displayed in the freelancer's currency. Use the Customize columns option to configure which
payment data must be displayed.

Use the Status drop-down list to display only payments which are still to be linked with POs, or only the fully linked ones.

Hilda Herald: Payments ~

Main | Application | Prices | Quotes | Freelance Jobs | POs | Payments | Account | Files | Info | Calendar

New Edit Delete Status: |[*=all* - | Freelancer Currency: USD
# Expert Name Code Payment Date Total Paid Linked Currency
Hilda Herald P-HHOOO01 2901.2015 500,00 500,00 usD
Hilda Herald P-HHO002 29.01.2015 1 000,00 100000 USD

See also:
Freelancer Window
Freelancer Payments Window

Creating Payments



Freelancer Window Account Tab

The Account tab of the Freelancer window displays a brief summary of the selected freelancer's accounts.

This balance includes the total of purchase orders, issued to this freelancer, the total of payments, paid to this freelancer, and the
account balance (total POs minus total payments).

The pie diagram represents the share of this freelancer in the overall purchase orders issued to all freelancers.

Hilda Herald: Account ~

Main | Application | Prices | Quotes | Freelance Jobs | POs | Payments | Account | Files | Info | Calendar

Total POs: 2 078,50
B 538% HildaHerald
— O 94,62% Other Freelancers
Total Payments: 207850
Balance: 0,00

Importance of Freelancer (% of Gross Freelance Production)®

Expert Currency: USD
P o *based on POs

See also:
Freelancer Window

Freelancer Accounts Window



Freelancer Window Files Tab

The Files tab of the Freelance Expert window can be used to create, view and search for files and folders related to this expert.
This tab can also be used to access remote FTP folders.

Hilda Herald: Files ~

Main | Application | Prices | Quotes | Freelance Jobs | POs | Payments | Account | Files | Info | Calendar
Explore Di\Business\Experts\Freelance\HH\Payments

@k TB% | 8|8 |

| Experts\Freelance\HH MName Size Datetime Status Versions
b~ 0001 £ P-HHO001.pdf 58 KB 08.12.2010 1705 Team - Missing 1
> - s 0002 #p-HHooOL.MtF 35KB 17.032017 15:40 Team 1
OV EP-HHOOOZ.pdf 58 KB 08122010 17:06 Team - Missing 1
s Jobs @P*HHOUUZ.FH: 25 KB 20.03.2017 1525 Team - Changed.. 2
. Prices
. Quotes
Tests 4
Gy Refresh All ¥ Copy
Shortcuts Explore D:\Business\Experts\Freelance\HH\0002
&) Freelancer FTP @| ¥R ® | + 3 | 8 ﬁ"“
|2 Local Folders
I3 Public Folder MName Size Datetime Status Wersions
|22 PO Folders .Incoming
@ PO-HHOOO1 Outgoing
& i PO-HH000Z | W) po-HHO00Z.rtf 953 KB 20032017 15:24 Team 1

The window contains two horizontal panes. The upper pane shows the folder tree for the selected freelancer's folder and the
content of the currently selected sub-folder. The pane underneath allows to open shortcuts. Clicking any of the Shortcuts will
create a second file view field to the right, and open the appropriate folder there. This allows to simultaneously work with two
opened folders in the same window.

Files between the freelancer folder and external resources (local folders, FTP) can be exchanged through Copy buttons.

* 0Py s used to copy files from the path currently opened in the Shortcuts pane to the freelancer folder .

¥ Copy | s usedto copy files from the freelancer folder to the path currently opened in the Shortcuts pane.

The context menu contains the following specific file operations:
The Open command opens the file in the appropriate application
The Upload command uploads the file from the local Business folder to the BusinessServer folder on the Server.

Download can be used to download the file in the BusinessServer folder on the Server to the Business folder on the Workstation
PC.

Download version opens a window that contains information about all versions of a particular file.

Each file can have one of the following statuses:

Team - the files stored in the BusinessServer folder on the server and in local storage are identical.

Team - Changed on Workstation - the local copy of the file has been modified, the file on the server has not been updated.
Team - Changed on Server - the file on the server has been modified, the local copy has not been updated.

Team - Missing - the file exists on the server, but has not been downloaded to the local PC yet (or has been deleted locally).
Local - the file exists locally, but has not been uploaded to server yet (or has been deleted on the server).

See also:
Freelancer Window

Working with files in Projetex

Authaor
Unknown
Unknown
Unknown
William McSun

Author

William McSun



Freelancer Window Info Tab

The Info tab of the Freelancer window can be used to enter any additional information regarding the selected freelance expert in
plain text format. These notes will be available for all project managers.

Each note has the following attributes:

Subject — can be up to 100 characters long.

Category — to add more categories of notes, in the Backstage view, click User Settings, then click Categories.
Information — plain text note, any umber of characters long.

Notes can be filtered by Subject or by Category columns.

Hilda Herald: Info -

Main | Application | Prices | Quotes | Freelance Jobs | POs | Payments | Account | Files | Info | Calendar

New | Edt | Delete Download and read the general

#* Subject Category

(8l General guidelines Read First

See also:
Freelancer Window

Categories



Freelancer Window Calendar Tab

The Calendar tab of the Freelancer window displays the time constraints and status of this expert's freelance jobs. Each job
block stretches across the calendar from assignment until completion, or until the deadline if the job has not been completed jet.

Double-click any block to open the corresponding job for editing.

Hilda Herald: Calendar »

Main | Application | Prices | Quotes | Freelance Jobs | POs | Payments | Account | Files | Info | Calendar

4 TroTwii 2015 p. » NOoHeaINoK EIETOPOK cepega
nmecdyncH Neouii, 16 17 18
26 27 2B 293031 1
2 3 4 5 6 7 8
910 11 12 13 14 15
16 17 18 19 20 21 22

"Mew challenges in virtual world" article

23 24 25 26 27 28 1 23 24 25

2 345 6/ 7 8 "Mew challenges in virtual world" article
Job Status:
Al - 2 3 4

i "Mew challenges in virtual world" article
Project Managers:

*alr -

Settings of the Calendar view

The following settings for the calendar page are available:

Viewed period - the Ribbon displays icons for selecting the time interval to be viewed and moving backward and forward
interval by interval.

Mini-calendar - the mini-calendar on the left displays the month and date currently viewed. Click a date to switch to it. To move
to a different month, click the greyed-out dates, the Back and Forwards buttons in the month header, or the header itself. Click and
drag across the mini-calendar to display a number of sequential days.

Job calendars colors

Just like the jobs they represent, job calendar bars can have different colors, depending on the statuses of respective jobs:
- — the job is not completedyet, but its deadline is in the future.

- — the job is not completed and due today.

- — the job is not completed and overdue (its deadline is in the past).

- —the job is canceled.

Pale Pink — the job is completed.

Pale green — the job is Heads-Up.

Pale Orange — the job is On Hold.

£3 Note: To customize status colors in the Backstage view select the User Settings section, then click Colors: Statuses.

Filtering

Use the Job Status filter to display jobs only with a certain status, such as vacant (no expert assigned), overdue completed and so
on.

Use the Project Manager filter to display jobs only led by certain project managers.

See also:
Freelancer Window
The Calendar



Freelancer Prices window

The Freelancer Prices window contains your general price listfor services offered by your freelancers. These prices can be used
when creating freelance quotes, freelance jobs and POs for any freelancer in your database.

+! Prospects Clients Projects Corporate Team Freelancers Applicants
o) ) 5] D] I

Freelancer | Prices| Quotes Freelance Jobs  POs Payments Freelancer Accounts

Freelancers: Prices|~

MNew Edit Delete

# Group of Services Service Unit Currency Price

*

Translation English => German words EUR 0,08

Testing of Localized Software

Use the New/Edit/Delete buttons to manage the prices here.
3 Note: Any prices added to this list will also appear on the Applicant Price List, and vice versa.

Prices from this window can be copied to any individual freelancer's price list.

Implementing corrections hours EUR 22,00
Additional work hours EUR 22,00
1 of 24 (N s
RTF Templates: |General Prices for Freelancers - Template - English.rtf - +|f’1 @J =

You can printyour general freelance services price list, save it in a text file or send it via e-mail by selecting the template and
clicking the Save, Save & Open, Print, or Send Mail buttons at the bottom of the window.

To configure the price list templates, in the Backstage view click Corporate Settings, then click the Templates section.
Templates for prices are stored in the D:\BusinessServer\Templates\EXPERTS\FREELANCE\Prices folder.

See also:
Prices Tab of Freelancer Window

Managing price lists



Freelancer Quotes Window

The Freelancer Quotes window provides an overview of all freelancer quotes. The options available for this window are the
same as those for the Quotes tab of the Freelancer window. The major differences are:

e The Freelancer Quotes window displays all quotes from freelancers.
¢ New freelancer quotes cannot be created using this window.

o Existing freelancer quotes cannot be deleted using this window.

! j Prospects Clients Projects Corporate Team Freelancers Applican

Freelancer  Prices |Quotes | Freelance Jobs  POs Payments Freelancer Accounts

Freelancers: Quotes| =

Edit Status: |*a|l* -
#* Code Mame Expert Start
Q-5C0001 Munc porta semper lectus. Stanley Crayton 7.06.2015 0:0

The Status filter drop-down list can be used to display only quotes with a certain status.
A quote can have one of the five statuses: Unknown, Accepted, Rejected, Received, and Corrected. Depending on its current status,
the quote will be marked with different color in the quotes list:

e Blue for unknown quote status

e Green for accepted quote status

o Red for rejected quote status

e Purple for received or corrected quote status

3 Note: You can change colors on the Colors: Status tab of the User Settings.

See also:

Quotes Tab of Freelancer Window



Freelancer POs Window

The Freelancer POs window provides a general list of all purchase orders issued to all freelancers in the database. Use this
window to identify currently unpaid POs, obtain a total of balance due according to all purchase orders issued, as well as to quickly

issue a large amount of POs.

The options available for this window are the same as those for the POs tab of the Freelancer window. The major differences are:
e The Freelancer POs window displays all POs for all freelancers.
« New POs cannot be created using this window.

e Existing POs cannot be deleted using this window.

To create a new purchase order, open the Main tab of the Projects window, select the required project, and click the POs tab.

To quickly create a large number of purchase orders, click the Mass POs button.

'3 Prospects Clients Projects Corporate Team Freelancers Applicants Q& sea
[5) A L 5, I
[ - ]
Freelancer  Prices Quotes Freelance Jobs POs Payments Freelancer Accounts
Freelancers: POs|~
Mass POs Edit Status: |*All* v Approved: |*All* |  PM: |*all* -
# PO Code Global PO Code Date Sent Expert Name Project Code Project Name Project Manager Date Due

William McSun

Winlexic localization testing

¥-0-MBEO003 | ACME-IDO 15012015 |Melissa Beaumont 0054 | No invoice |

PO-KHO002 ACME-ID031/2012 11.12.2012 Koen Haanrath 0045 Booklet about Unlimited Concepts Unified William McSun Mo invoice

PO Statuses

Purchase order statuses change depending on your payment terms to freelancers and payments linked to purchase orders.
Green — the purchase order is outstanding and is expected to be paid soon.
Blue — the purchase order is outstanding and is expected to be paid today.
Red — the purchase order is outstanding and its payment is overdue.
— the purchase order is not invoiced.
Black — the purchase order has been settled (paid).

3 Note: You can change colors on the Colors: Status tab of the User Settings.

Projetex automatically assigns statuses to POs depending on each freelancer's payment terms.

Filtering POs

Use the Status drop-down list to filter out only Purchase Orders with the selected status.
Use the Approved drop-down list to filter out POs which have or have not been approved by project managers.
The Project Manager filter drop-down list allows you to view only POs managed by a particular Project Manager.

See also:
POs Tab of Freelancer Window



Freelancer Payments Window

The Freelancer Payments window displays all payments received from all freelancers. This window can be used to edit
payments, create Mass payments to freelancers and calculate the totals of all Payments to Freelancers in the base currency.

Use the Status filter drop-down list to display only payments with a particular status. Use this filter to view either the payments
which are still to be linked with invoices, or only the fully linked ones..

'3 Prospects Clients Projects Corporate Team Freelancers Applicants
2 ) L (5] [ I

Freelancer  Prices  Quotes Freelance Jobs POs Payments| Freelancer Accounts

Freelancers: Payments =

Mass Payments Edit Status: [*all* M
# Expert Name Code Payment Date Total Paid Linked
v P-TGOOOL 20.01.2015 30000 30000|

Emma Woodward P-EW0001 31.12.2014 500,00 73,99

See also:

Payments Tab of Freelancer Window



Freelancer Accounts Window

he Freelancer Accounts window presents a simplified balance sheet of your freelancers based on your purchase orders and
payments to freelancers. Accounting staff can use this window to identify freelancer accounts which require attention.

Accounts can be viewed both in freelancers' currencies and your base currency: use the View drop-down list to select a currency
in which records should be displayed.
Alternatively you can use the Customize columns option to add freelancer currency columns to view.

3 Note: To view the global balance, select the Base Currency option in the View drop-down list.

See also:
Account Tab of Freelancer Window



Applicant Window

The Applicant window can be used to effectively keep track of freelance applicants and their activities, and update and search
through your applicant database and convert the applicants into freelancers if they satisfy your requirements. The documentation
of former or inactive freelancers can also be stored here.

To open the Applicant window click the Applicant icon from the Applicants tab of the Ribbon.

! j Prospects Clients Projects Corporate Team Freelancers Applicants

A Lﬂj Gl
& &

Applicant | Prices Quotes Applicant Jobs PQOs Payments

Hilda Herald

Main | Application | Prices | Quotes | Applicant Jobs | POs | Payments | Files | Info

Applicant Window tabs

Different tabs of the Applicant window represent different data, relevant to certain applicants in your database. All applicant data
is broken into the following tabs:

e The Main tab — contains the /ist of your applicants and their profiles. New applicants can be entered into database here.
o The Application tab — contains application information of the selected applicant, added by HR staff.

e The Prices tab — is used to enter, edit and check the prices of the currently selected applicant.

e The Quotes tab — contains all quotes received from the currently selected applicant.

e The Applicant Jobs tab — gives an overview of jobs assigned to the selected former or inactive freelancer.

e The POs tab —is used for storage of purchase orders (POs) for the selected former or inactive freelancer.

e The Payments tab — holds information on payments made to the currently selected former or inactive freelancer.

e The Files tab — provides quick access to the selected applicant's folder, as well as to other files related to this applicant.

e The Info tab — this tab is used for various notes related to the selected applicant.

See also:

Workspace Icons



Main Tab

The Main tab of the Applicant window contains information of your prospective freelance experts. You can add new applicant
records here or edit existing ones. The two primary areas of the Main tab of the Applicants window are the /ist of applicants and

the applicant profile.

Hilda Herald
Main | Application | Prices | Quotes
New Applicant Delete
Enter text to search...
#* Name

[@ Hilda Herald

Applicant Jobs | POs | Payments | Files | Info
Move to Freelancers Expert Profile
Expert Code:
- Find Clear Name:
Currency Country City Postal Address:

Miami Beach

usD United States

Contact Info:

Web:

Payment Terms:

VAT Number:

Expert Currency:

Expert Status:

Custom Fields | Audit

HH
Hilda Herald

321 Collins Avenue, Miami Beach =
Miami Beach

Florida

33139 Now: 13.06.2017 4:26

E-mail: hilda@aithelp.com
Phone: +1 305 790234

www.aithelp.com il f |
Within 90 days (from PO issue date)

usD
Active

Applicant Folder:  Di\Business\Experts\Applicant\HH

FTP connections

General Information:

Browsing Applicants

You can search for specific applicants by using the Find panel. Enter a few characters from the applicant's name, or any other
column displayed in the table, and the table will show only those entries that contain the characters.

Click any applicant in the list to view the profile of this applicant to the right.

Once a new applicant has been added to database, his or her profile can be edited at any time.

If the applicant satisfies your requirements and you come to an agreement, you can change them into a freelancer by clicking
"Move to Freelancers".

Each applicant can have a flag assigned to him/her. Applicant flags can be changed by right-clicking the entry and choosing the
flag.

Applicants are listed in the form of a table. You can change the columns displayed in the table by using the Customize Columns
option.

Applicant profile

The profile of the currently selected applicant can be viewed to the right.

Expert code — This code will be used in document codes for this applicant. The expert code will also be used as the name of this
applicant's folder.

Name — Use this field to enter or edit the name of the currently selected applicant. An applicant's name can be no longer than
150 characters.

Postal Address — Enter the postal address of the currently selected applicant. This information will be automatically inserted
into the applicant's documents. See the Postal address of applicant topic for more details.

Contact info — Click this button to enter additional contact information on this applicant. See the General Contact Information of
applicant topic for more details.

Web — opens the Edit Web Links dialog box, providing field for entering a web site address (URL), LinkedIn, Facebook, and
Twitter accounts of the applicant. Click the address or the social media icons to open the corresponding links in your Internet
browser.

Payment Terms — You can set specific payment terms to each of your applicants. Payment terms settings will determine when
the purchase orders of this applicant become outstanding and overdue once the applicant becomes a full freelancer. See the
Payment Terms of Applicant topic for more details.

VAT number — Regulations in some countries may require you to indicate VAT codes (or numbers) in financial documents. The
applicant's VAT number, entered in applicant's profile can be automatically displayed in this applicant's printable documents.
Expert currency — Select the currency of this particular applicant. The expert currency will be used in all documents of this
applicant.

Expert Status — Set the applicant's availability status as Active, Inactive, or Potential.

Expert folder — The applicant's folder contain prices, quotes and other information relevant to the applicant. Projetex
automatically creates, updates and maintains links between applicants in the database and their folders. The expert code of this
applicant is used as the folder's name. The folder is created automatically and its location in the Business folder is displayed in
the Expert folder field. Click the folder button on the right side of the field to open this folder in the Projetex 3D explorer.

FTP Connections — you can set parameters for access to the applicant's FTP folders. Shortcuts to these folders will be
automatically added to the Files tab of this expert's window. See the Applicant FTP connections topic for more details.

General Information — the applicant's profile can contain any general information, relevant to this applicant in a form of a plain
text note.



Custom data of Applicant

Client database can be customized by adding custom fields. Any custom fields that have been added to clients database can be
accessed by clicking Custom Fields tab next to the Client Profile tab.

3 Note: Only users with access to Projetex Server Administrator can add or remove custom fields.

Audit

The Audit tab keeps track of when and by whom the applicant profile was created or modified.

See also:
Adding/Editing Experts and Applicants



Postal address of applicant

The postal address of an applicant determines the applicant's country of residence, and is automatically added to quotes of this
applicant. The following postal address data can be added:

Street Address — two separate addresses can be added. Each address entry can be 50 characters maximum. When editing quote
templates you can choose which of the two addresses a quote should contain.

City — can be maximum 40 characters long.
State — maximum 40 characters long.

Country — you can add additional countries to the list of countries in the Edit Postal Address window. See the Countries topic
for details.

ZIP Code — maximum 10 characters long.

Time Zone — The applicant's time zone is set automatically when you select their country, but you can change the time zone
manually as well.

Delete Move to Freelancers | Expert Profile | Custom Fields | Audit |
“ Postal Address: l 321 Collins Avenue, Miami Beach = -
Miami Beach
* | Florida
33139 Mow: 13.06.2017 4:26

Street Address: 321 Collins Avenue, Miami Beach

Time Zone Settings

City:  Miami Beach Set the Time Zone:

State: Florida

Time Zone:

7IP Code: 33139

Country:  United States M

Current date and time:

Local Time: 13.062017 445 13.06.2017 445

Time Zone: (UTC-05:00) Eastern Time (US _Canada)

oK Cancel oK Cancel

See also:
Main Tab of Applicant Window



General Contact Information of applicant

Photo — an image file can be a maximum of 70x70 pixels. Click the frame to either Load a photo from a file or click Assign
from Camera to take a picture with a camera connected to the machine. The following formats can be used: JPG, JPEG, .BMP

(bitmap), .GIF (Graphics Interchange Format).

E-mail (up to 2) — maximum 250 characters. The Send button becomes active only if a valid e-mail address is entered.

Phone (up to 4) and Fax numbers — maximum 250 characters each.
Notes — a plain text note with no maximum length.

Expert Profile | Custom Fields | Audit

Contact Infa: E-mail: hilda@aithelp.com
Phone: +1 305 790234

Edit Freelancer Contact Info

Copy
Paste

=

Delete

b

Hilda Herald
Load...

B [

Assign From Camnera...

Save As...

—
=l

E-mail: hilda@aithelp.com
E-mail 2:

Phone: +1 305 790234
Phone 2:
Phone 3:

Phone 4:

d Fax:

See also:
Main Tab of Applicant Window

Send

Server:

oK Cancel



Payment Terms of Applicant

According to the payment terms of an applicant, Projetex will keep track of unpaid POs and update status of outstanding purchase
orders once the applicant is converted into a freelancer, making them overdue, due today, due tomorrow, and so on.

With the help of the Edit Payment Terms dialog you can configure payment conditions of the selected applicant, including:

The Minimum Fee — this is the minimum sum the POs must accumulate, before they can be paid. Type 0 in this field to disable
the Minimum Fee condition.

You can also indicate if a PO should be paid within a certain time (30, 45, 60, or 90 days) from the day it was sent (PO issue date)
or completed (PO completion date), within a certain time from the day the job was invoiced (From invoice date), or on a certain
day of a certain month.

Select Unknown/Other to disable automatic payment terms control.

Additional Notes — a plain text note with no maximum length.

Expert Profile | Custom Fields | Audit

Payment Terms: Within 90 days (from PO issue date)

Edit Payment Terms x

Between: Vitaliv Guivk
and: Hilda Herald

Minimum Fee; ﬂ ~ | 0 - No Minimum Feeg)

From PO issue Date v
9 Within a0 v | days
Onday 10 of the same maonth
Onday 10 of the next month

Onday 10 of the month following next

Unknown/Other

Additional Notes:

oK Cancel

See also:
Main Tab of Applicant Window



Applicant FTP connections

FTP (File Transfer Protocol) is a common method of sharing and exchanging work files. Each applicant profile in Projetex can have
a number of FTP connections (addresses of shared folders) associated with this applicant. These folders can then quickly be
accessed by any user working with the Files tab of this applicant.

An FTP Connection in Projetex allows for quick access to the specified FTP folder without having to re-type the login and password
each time you connect. The following details can be specified when creating a connection:

Connection Name — this name has no syntax requirements and can be no longer than 50 characters.

FTP Server — the address of FTP server (for example ftp.server.com). Can be no longer than 50 characters. You can also specify
which Port to use.

User Name — a login, normally issued by the FTP server administrator. This login will be used when Projetex attempts to connect
to FTP. Can be no longer than 50 characters.

Password — this password will be used when Projetex attempts to connect to FTP. Can be no longer than 50 characters.

The Passive file transfer option allows yo to enable passive mode for this connection. Consult the FTP server administrator
regarding the type of file transfer you should use. If you are unsure, you can leave the Passive file transfer check box empty.

Toggle FTP over SSL/TLS to set if the connection supports encryption. Consult the FTP server administrator as to whether you
should use this option.

Keep connection alive sets whether Projetex should continue trying to connect to a non-responding FTP address. If this option
is enabled, you can also set the interval between connection attempts.

To add edit or delete FTP connections of a certain applicant, click the FTP Connections button in this applicant’s profile.

Expert Profile | Custom Fields | Audit

Applicant Folder: D:\Business\Experts\Applicant\HH

FTP connections

Available FTP connections:

Hilda Herald Mew

Edit FTP Connection X

Edit
Connection Name:

Hilda Herald|

FTP Server: Port:

Delete

freelancers@to3000.com 21

User Mame:

hilda_herald

Password:

Use passive transfer
FTP over S5L/TLS

Keep connection alive

Close

oK Cancel

See also:
Main Tab of Applicant Window
Files Tab of Applicant Window






Applicant Window Application Tab

The Application tab of the Applicant window can be used to enter recruiting information of this applicant, employment history
and other HR data. Project managers can also check this tab to view any additional information on the applicant before deciding
whether to convert them into a full freelancer.

Click the Application Notes button to enter general notes about this applicant's application.

The Application Tracker can be used to enter records about certain events (i.e. interviews, and so on.) which occurred on a
certain date. The Application tracker can contain any number of records, each having a Date, Subject (250 characters maximum)
and Description (plain text note with no length limitation). The Date and Subject fields of a record cannot be empty.

Records in the application tracker can be sorted by Date or by Subject.

Hilda Herald: Application =

Main | Application | Prices | Quotes | Applicant Jobs | POs | Payments | Files | Info

Application Motes:

Application Tracker

Mew Record Edit Delete
#* Date Subject
r 08.12.2006 Sent a cv
04122006 Was sent a test
14122012 Completed the test

See also:
Applicant Window



Applicant Window Prices Tab

Each applicant in Projetex can have a set of prices individual to them. These prices can be assigned on the Prices tab of the
Applicant window. An individual applicant's price list is maintained in the applicant's currency. Only one price per group of
services, service and unit combination can exist in an individual price-list.

Hilda Herald: Prices ~

Main | Application | Prices | Quotes | Applicant Jobs | POs | Payments | Files | Info
Mew Edit Delete Freelancer Currency: USD

#* Group of Services Service Unit Currency

L ords L s

Translation German => English words UsD

& Translation English => German

Use the New/Edit/Delete buttons to manage the prices for the selected freelancer.
You can print an applicant's price list or save it in a text file by selecting the template and clicking the Save, Save & Open or
Print buttons at the bottom of the Prices tab of the Applicant window.

RTF Templates: |Prices of Single Applicant - Template - English.rtf v = L'E‘,l |

You can also click the Send Mail button to open the Projetex Mail Sender and send it to the applicant's E-mail address as an
attachment.

To configure the price list templates, in the Backstage view click Corporate Settings, then click Templates. Templates for prices
are stored in the D:\BusinessServer\Templates\EXPERTS\APPLICANT\Prices| folder.

See also:
Applicant Window
Applicant Prices Window

Managing price lists



Applicant Window Quotes Tab

The Quotes tab of the Applicant window can be used to manage the quotes of this applicant. To view the list of the applicant's
quotes, open the Applicant window and switch to the Quotes tab.

Hilda Herald: Quotes =

Main | Application | Prices | Quotes | Applicant Jobs | POs | Payments | Files | Info

MNew Edit Delete Status: [=all* v | Freelancer Currency: USD
#* Code MName Expert Start Completion
Qo-HH0001  [Rules of Acquisition ___ [Hilda Herald | 28062015900 | 260720151800 |
Q-HHO002 Imprinting procedures Hilda Herald 28.10.2012 9:00 01.11.2012 9:00

Applicant Quote Controls

Quote management buttons are located on the left side of the Quotes tab.

The New Quote button opens the New Freelance Quote window, where the details of a new applicant quote can be added.
The Edit button opens the Edit Applicant Quote window, where the details of the currently selected quote can be edited.
The Delete button deletes the currently selected quote.

The Status drop-down list can be used to display only quotes with a certain status.

Applicant Quote Status

A quote can have one of the five statuses: Unknown, Accepted, Rejected, Received, and Corrected. Depending on its current status,
the quote will be marked with a different color in the quotes list:

e Blue for unknown quote status

e Green for accepted quote status

o Red for rejected quote status

e Purple for received or corrected quote status

Fe ) Note: You can change colors on the Colors: Status tab of the User Settings.

See also:

Applicant Window

Applicant Quotes Window

Creating/Editing Freelancer/Applicant quotes



Applicant Window Applicant Jobs Tab

The Applicant Jobs tab displays all jobs of the currently selected former or inactive freelancer.
Jobs can not be created, deleted, or edited here. This tab serves only to store previously created jobs.

Hilda Herald: Applicant Jobs| =

Main | Application | Prices | Quotes | Applicant Jobs | POs | Payments | Files | Info

Wiew Status: |*all* - PO Issued: [*all* - | Freelancer Currency: USD
Expert Job Code Job Name Assigned Deadline
Hilda Herald J-HHOOO3 yofread www.enigmaservertech.com (im 27.05.2015 14:28 02.06.2015 18:00

Filtering Applicant Jobs

Using the Status drop-down list you can display only jobs with a particular status, like vacant, not completed, due today and so
on.
Using PO Issued drop-down list you can display only jobs for which purchase order has been or has not been issued, or free jobs.

Applicant Jobs statuses

Applicant jobs are displayed in different colors, depending on their completion status:

e Black — the job is completed.
e Green — the job is not completedyet, deadline in the future.
e Blue —thejob is not completed and due today.

e Red —thejob is not completed and overdue.

3 Note: You can change colors on the Colors: Status tab of the User Settings.

Also, if a job has any status other than normal, it will be highlighted in a different background color:

Orangelbackgrotind — On Hold status

e Green background — Heads-Up status
o Grey background — Canceled status

See also:
Applicant Window
Applicant Jobs Window



Applicant Window POs Tab

Use the Purchase Orders tab to view purchase orders issued to currently selected former or inactive freelancer.
POs can not be created, deleted, or edited here. This tab serves only to store previously created POs.

Hilda Herald: POs -

Main | Application | Prices | Quotes | Applicant Jobs | POs | Payments | Files | Info

View Status: |*all* v Approved: [*all*  ~| Freelancer Currency: USD
# PO Code Global PO Code Date Sent Expert Name Project Code Project Name
BPO-HHO001 | ACME-ID012/2014 | 10102014 |Hilda Herald 0020 |"New challenges in virtual world” article
PO-HHOO02 ACME-I0034,/2015 27.01.2015 Hilda Herald 0058 Translation software market review

PO Statuses

Purchase order statuses change depending on your payment terms to former or inactive freelancers and your payment to former
or inactive freelancers linked to purchase orders.

Green — purchase order is outstanding and is expected to be paid soon.
Blue — purchase order is outstanding and is expected to be paid today.
Red — purchase order is outstanding and its payment is overdue.

Black — purchase order has been settled (paid).

3 Note: You can change colors on the Colors: Status tab of the User Settings.

Projetex automatically assigns statuses to POs depending on each former or inactive freelancer's payment terms.

Filtering POs

Use Status drop-down list to filter out only those Purchase Orders which have selected status.
Use Approved drop-down list to filter out those POs which have or have not been approved by project managers.
3 Note: POs can be created and deleted in POs tab of Project window.

See also:
Applicant Window
Applicant POs Window



Applicant Window Payments Tab

The Payments tab of the Applicant window displays records of payments to the currently selected former or inactive freelancer.
Payments can not be created, deleted, or edited here. This tab serves only to store previously created payments.

Hilda Herald: Payments ~

Main | Application | Prices | Quotes | Applicant Jobs | POs | Payments | Files | Info

View Status: | *All* ~ | Freelancer Currency: USD
#* Expert Name Code Payment Date Total Paid
L@ Hilda Herald P-HHOOO1 29.01.2015 500,00 .

Hilda Herald P-HHO002 29.01.2015 1 000,00

By default, payment values are displayed in the expert currency. Use the Customize columns option to configure which payment
data must be displayed.
Use the Status drop-down list to display only payments which are still to be linked with POs, or only the fully linked ones.

See also:
Applicant Window
Applicant Payments Window



Applicant Window Files Tab

The Files tab of the Applicant window can be used to create, view and search for files and folders related to this applicant. This
tab can also be used to access remote FTP folders.

Hilda Herald: Files|~

Main | Application | Prices | Quotes | Applicant Jobs | POs | Payments | Files | Info

Explore D:\Business\Experts\Applicant\HH\Payments
@¥XO®BX|® 8|8 &

| Experts\Applicant\HH Name Size Datetime Status Versions
»+11 0001 . p-HHO001.pdf 58 KB 08.12.2010 17:05 Team - Missing 1
0002 5 p-HHO0O1.rtf 25KB 17.03.2017 1540 Team 1
v . p-HHO002.pdf 58 KB 08.12.2010 17:06 Team - Missing 1
Jabs ) p-HHo002.rtf 25KB 2003.2017 1525 Team - Changed... 2
Payments
Prices
Quotes
Tests 4
\G) Refresh All
Shortcuts Explore D:\Business\Public
@) Applicant FTP @|% 3 -EEIW“.‘ 3’|¢.d“|

[ Local Folders

fi=i, Public Folder Name Size Datetime Status Versions

EQ-INTSECOOOl.pdf 82 KB 0906.2017 12:21 Team 1

The window contains two horizontal panes. The upper pane shows the folder tree for the selected applicant's folder and the
content of the currently selected sub-folder. The pane underneath allows you to open shortcuts. Clicking any of the Shortcuts will
create a second field to the right, and open the appropriate folder there. This allows you to simultaneously work with two opened
folders in the same window.

Files can be exchanged between the applicant folder and external resources (local folders, FTP) via the two Copy buttons.

*Copy | is used to copy files from the path currently open in the Shortcuts pane to the applicant folder .

¥ Cory | s used to copy files from the applicant folder to the path currently open in the Shortcuts pane.

The context menu contains the following specific file operations:
The Open command opens the file in the appropriate application
The Upload command uploads the file from the local Business folder to the BusinessServer folder on the Server.

Download can be used to download the file in the BusinessServer folder on the Server to the Business folder on the Workstation
PC.

Download version opens a window that contains information about all versions of a particular file.

Each file can have one of the following statuses:

Team - the files stored in the BusinessServerfolder on the server and in local storage are identical.

Team - Changed on Workstation - the local copy of the file has been modified, the file on the server has not been updated.
Team - Changed on Server - the file on the server has been modified, the local copy has not been updated.

Team - Missing - the file exists on the server, but has not been downloaded to the local PC yet (or has been deleted locally).
Local - the file exists locally, but has not been uploaded to the server yet (or has been deleted on the server).

Author
Unknown
Unknown
Unknown
William McSun

Author
William McSun



Applicant Window Info Tab

The Info tab of the Applicant window can be used to enter any additional information regarding the selected applicant in a plain
text format. These notes will be available for all project managers.

Each note has the following attributes:
Subject — can be maximum 100 characters long.
Category — to add more categories of notes, in the Backstage view click the Current user command, then click Categories.

Information — a plain text note with no maximum length.
Notes can be filtered by the Subject or Category columns.

Hilda Herald: Info ~

Main | Application | Prices | Quotes | Applicant Jobs | POs | Payments | Files | Info
New Edit Delete Download and read

* Subject Category

(& General guidelines Read First



Applicant Prices Window

The Applicant Prices window contains your general price listfor services offered by your applicants. These prices can be used
when creating quotes any applicant in your database.

Prospects Clients Projects Corporate Team Freelancers Applicants

| .21
sl N )

Aol s

n|

Applicant  |Prices| Quotes Applicant Jobs POs Payments

Applicants: Prices|~

New Edit Delete
#* Group of Services Service Unit Currency Price
Testing Testing of Localized Software hours EUR 20,00
Translation English => German words EUR 0,08

Use the New/Edit/Delete buttons to manage the prices here.

3 Note: Any prices added to this list will also appear on the Freelance Price List, and vice versa.

DTP in Quark XPress hours EUR 22,00
DTP in Adobe PageMaker hours EUR 22,00
11 of 24 (N s
RTF Templates: |General Prices for Applicants - Template - English.rtf - |__|j:.n] +E‘- EJ =

You can printyour general freelance services price list, save it in a text file or send it via e-mail by selecting the template and
clicking the Save, Save & Open, Print, or Send Mail buttons at the bottom of the window.

To configure the price list templates, in the Backstage view click Corporate Settings, then click the Templates section.
Templates for prices are stored in the D:\BusinessServer\Templates\EXPERTS\APPLICANT\Prices folder.

See also:
Prices Tab of Applicant Window
Managing price lists



Applicant Quotes Window

The Applicant Quotes window provides an overview of all applicant quotes. The options available for this window are the same
as those for the Quotes tab of the Applicant window. The major differences are:

» The Applicant Quotes window displays all quotes from applicants.
o New quotes cannot be created using this window.

o Existing quotes cannot be deleted using this window.

The Status filter drop-down list can be used to display only quotes with a certain status.

'y Prospects Clients Projects Corporate Team Freelancers Applicants

o |l ) = @
2 &

Applicant  Prices | Quotes | Applicant Jobs POs Payments

Applicants: Quotes|~

Edit Status: |*al* -
#* Code MName Expert Start
Q-HHO0D1 Rules of Acquisition Hilda Herald 28.06.2015 9:00

@ 0-+i-0002 limprinting procedures __luilda erald | 28.1020129:00 | |

A quote can have one of the five statuses: Unknown, Accepted, Rejected, Received, and Corrected. Depending on its current status,
the quote will be marked with different color in the quotes list:

e Blue for unknown quote status

e Green for accepted quote status

e Red for rejected quote status

o Purple for received or corrected quote status

3 Note: You can change colors on the Colors: Status tab of the User Settings.

See also:
Quotes Tab of Applicant Window



Applicant Jobs Window

All jobs of former or inactive freelancers stored in the database are listed in the Applicant Jobs window. The options available for

this window are the same as those for the Applicant Jobs tab of the Applicant window. The major difference is that the
Applicant Jobs window displays all jobs of all former of inactive freelancers.

‘3 Prospects Clients Projects Corporate Team Freelancers Applicants

- - = -
2 Eﬁ LEJ [E@=)
Applicant  Prices  Quotes |Applicant Jobs POs Payments

Applicants: Applicant Jobs ~

WView Status: |*all* - PO Issued: *All* v Project Manager: | *All* -
#* Expert Job Code Job Mame Assigned Deadline Completed Group of Services
Hilda Herald J-HHOOD1 "Mew challenges in virtual world" article 16.02.2015 0:00 07.03.2015 18:00 -MNo - Translation
Hilda Herald J-HHODO3 Proofread www.enigmaservertech.com (im 27.05.2015 14:28  02.06.2015 18:00 - Mo - Editing

Applicant Jobs Filters

Using the Status drop-down list you can view only jobs with a particular status: vacant not completed, due today and so on.

Using the PO Issued drop-down list you can view only the jobs for which a purchase order was issued, jobs with no PO, or free

jobs.

Applicant Jobs statuses

The color of applicant jobs in the list is determined by their status. By default these are:

o Green — the job is not completedyet, deadline in the future.
e Blue — the job is not completed and due today.

e Red — thejobis not completed and overdue.

e Black — the job is completed.

3 Note: You can change colors on the Colors: Status tab of the User Settings.
Also, if a job has any status other than Normal, it will be highlighted in a different background color:

. Orangelbackground — On Hold'status

o Green background — Heads-Up status
o Grey background — Canceled status

J Note: You can change the status of any job with the help of the Special Status drop-down list in the Edit Job window.

See also:
Applicant Jobs Tab of Applicant Window



Applicant POs Window

The Applicant POs window provides a general list of all purchase orders issued to all former or inactive freelancers in the
database.

The options available for this window are the same as those for the POs tab of the Applicant window. The major difference is that
the POs to Applicants window displays all POs for all freelancers.

'y Prospects Clients Projects Corporate Team Freelancers Applicants

nLj ]

Applicant  Prices  Quotes Applicant Jobs POs Payments

Applicants: POs =

View Status: [*all* v Approved: |*all* |  PM: [*all* M

# PO Code Global PO Code Date Sent Expert Name Project Code Project Name

§°0-HHO001 | ACME-ID012/2014 | 10.10.2014 |Hilda Herald

PC-HHOO002 ACME-ID034,/2015 27.01.2015 Hilda Herald 0058 Translation software market review

"Mew challenges in virtual world" article

PO Statuses

Purchase order statuses change depending on your payment terms to former of inactive freelancers and payments to freelancers
linked to purchase orders.

Green — the purchase order is outstanding and is expected to be paid soon.
Blue — the purchase order is outstanding and is expected to be paid today.
Red — the purchase order is outstanding and its payment is overdue.

Black — the purchase order has been settled (paid).

3 Note: You can change colors on the Colors: Status tab of the User Settings.

Projetex automatically assigns statuses to POs depending on each freelancer's payment terms.

Filtering POs

Use the Status drop-down list to filter out only Purchase Orders with the selected status.
Use the Approved drop-down list to filter out POs which have or have not been approved by project managers.

See also:
POs Tab of Applicant Window



Applicant Payments Window

The Applicant Payments window displays all payments received from all former or inactive freelancers. This window can be
used to calculate totals of all Payments to former or inactive freelancers in the base currency.

Use the Status filter drop-down list to display only payments with a particular status. Use this filter to view either the payments
which are still to be linked with invoices or only the fully linked ones.

1 Prospects Clients Projects Corporate Team Freelancers Applicants

nLﬁ A

Applicant  Prices  Quotes Applicant Jobs POs Payments

Applicants: Payments ~

View Status: |*all* M
# Expert Name Code Payment Date Total Paid Linked
' 20012015 | 50000 _50000]]
Hilda Herald P-HHOD002 29.01.2015 1000,00 100000
Hilda Herald P-HHO003 08.11.2014 38,50 38,50
Hilda Herald P-HHDOO4 22072015 540,00 540,00

See also:
Payments Tab of Applicant Window



The Calendar

The Calendar section displays all projects and jobs in the visual format of calendar blocks. Each block stretches across the
calendar from assignment until completion, or until the deadline if the job/project has not been completed jet.

The section has four different calendars in it, accessible from the Ribbon: Calendar of Projects, Calendar of Client Jobs,
Calendar of Corporate Jobs, Calendar of Freelance Jobs.

Each calendar displays the corresponding Jobs or projects for all clients. Double-clicking a calendar block opens the Edit window
for the corresponding job or project.

'3 Calendars Options
B & 2 &

Calendar of Calendar of Calendar of Calendar
Client Jobs  Corporate Jobs Freelance Jobs  of Projects

Settings for the Calendar view

The following settings for the calendar page are available after opening a calendar:

Basic navigation - the Ribbon displays icons for moving backward and forward in the calendar by a single interval, and quick
navigation to Today.

Viewed period - the Ribbon displays icons for selecting the time interval to be viewed (day, work week, week, month, year), as
well as the special Timeline View.

ONote: In Day View and Work Week View, jobs shorter than one day are displayed across the rows representing hours, while longer jobs are displayed
above the hour-rows.

Grouping and special options - the Ribbon displays icons for changing the layout of the viewed interval (Group by None,
Group by Date, Group by Clients/Experts), and special options for Weekend or Off hours display.

Mini-calendar - the mini-calendar on the left displays the month and date currently viewed. Click a date to switch to it. To move
to a different month, click the greyed-out dates, the Back and Forwards buttons in the month header, or the header itself. Click a
day and drag to view all days selected this way.

¥ | Calendars Options Q search...
oy =y f f f f f f Y = 1
'\@ '\@ Bi 1 5 7 31 365 | @ 31| 316, _?'ﬁ
Backward Forward Goto Day Work Week  Month | Year | Timeline Group Group | Group by
Today View  Week View  View View View View by Mone | by Date | Clients

Calendar of Client Jobs| =

4 Cepnews2017p. W || H22017 W Br Cp Yr Mr C6 Hy Mw Br Cp Y7 Mr C6 Hg Mw BT Cp Y1 Mr C6 Hg N BT  Cp

mMEBCYN CH 1| H| 3| 4| 5| €| 7| g 5| w  u] o1z 1 1 15 1] 19 ] 13
31 123 4656 Market review - DTP
7 8 910111213 Jlunexe GlobalSYS manual (consulting only)

14 15 16 17 18 19 20
21 22 23 24 25 26 27
28293031 1 2 3
4 567 8 910

o o o o o o o o o o - o ~iC-Asy-ml-alze-mnF-p) | -
1 : 3 4 | | 7| g I D . S T D T O D D D S

Consistency check

G Creative Engineering - additional materials
Job Status:
Al - 1 | 3 4 5 €| 7 0] [ | T O T s T T
: Creative Engineering - additional materials
Project Managers: . . . . . : : : s s : s s : : s s s
EEEEREHE DTP check

Al -

- = - ICreati\fe Enlgineerwlng I 0| | |

Job/Project block colors

As well as the jobs/projects they represent, job/project calendar bars can have different colors, depending on the statuses of
respective jobs/project:

- — the job/project is not completedyet, but its deadline is in the future.
- — the job/project is not completed and due today.

- — the job/project is not completed and overdue (its deadline is in the past).
- — the job/project is canceled.

Pale Pink —the job/project is completed.

Pale green — the job/project is Head’s-Up.

Pale Orange — the job/project is On Hold.

<3 Note: To customize status colors, in the Backstage view select the User Settings section, then click Colors: Status.

Filtering Calendars



Use the Job Status filter to display only projects/jobs with a certain status: vacant, completed, not completed, due today, overdue,
and so on.

Use the Project Manager filter to display only jobs/projects led by certain Project Managers.

See also:
Calendar Icons



Static Reports

Static report templates are found in all tabs of the Reports section, except the 3D tab.
Each icon opens a specific template and automatically loads the required information into it before displaying it on screen.

Many reports require you to Select Conditions - choose the specific information to be entered into the template (e.g. a specific
client, expert, or time interval).

Static reports are displayed in a "ready to print" page-by-page view and the controls just above the displayed report allow you to
navigate the pages more easily and adjust their dimensions.

Payments-Profits-Accounts Receivable|~

M@ 100% - @|K<d 1011 B BS
]

=

Print - sends the report as it is shown to the printer.

Page settings - allows you to adjust the dimensions, orientation and margins of the pages of the displayed report. Applying the
changes often requires re-selecting display conditions.

Thumbnails - toggles a sidebar that displays thumbnails of all the pages in the displayed report.
Zoom Controls - set the portion of the reports visible on screen at a time.
Page navigation - Quickly switch between adjacent pages, or jump to the start or end of the report.

Refresh - generate the report again to choose different conditions or keep the report up to date with the database.

New custom report templates will appear in the Custom tab.

See also:

Reports Icons
Report Settings
Dynamic Reports



Dynamic Reports

The 3D tab gives access to a number of dynamic reports: sets of fields that can be dragged and dropped onto a special "Pivot
Grid" to quickly create an exportable report table.

Client Payments|~

<Prefilter is Empty>

Linked (EUR) Mot Linked (EUR) Month Quarter Year & Month

Payi| = | Total | Year =

2015 2014
Client “ 17 payments Total (EUR) Payments Total (EUR)
Cyber Computa... 6400,00
Definition Desi.. 4158,00 4 2952,18

Prefilter

Use the prefilter to decide which information to include in the report to begin with. Click the Prefilter button to bring up the Filter
Builder.

Pivot Grid

The pivot grid is the framework into which the fields can be dragged to customize the table.
Click the down arrow button in a field to select the entries which will factor into the report by the values of that field.

ayl - | Total Year ~ |:|

Bl (Show All)

v 2014
2015

¥ 2016
2017

oK Cancel

The grid consists of five areas:

e The Field List contains the fields that are not displayed in the main window. Right-click a field and select Hide to send it
to the Field List. Display the Field list by right-clicking just above the table and selecting "Show Field List".

e Fields in the Filter Area (red box) do not appear in the table. but can be used for quick filtering.

e Fields in the Data Area (blue box) display their values in the cells of the table. If there is more than one field in the Data
Area, they appear as sub-columns of the field in the Column Area.

e Fields in the Column Area (green box) split the data into columns according to their values. If there is more than one
field in the Column Area, the columns are grouped with a left-to-right hierarchy and can be expanded or collapsed by
clicking the arrow next to the left field's value.

e Fields in the Row Area, (yellow box) split the data into rows according to their values. If there is more than one field in
the Row Area, the rows are grouped with a left-to-right hierarchy and can be expanded or collapsed by clicking the
arrow next to the left field's value.

Project Manager Service Currency Volume (words)

Jobs Total (EUR] IVear = [+ Quarter ~

~ 2016

4 3 2
Client - Jobs Total (EUR) Jobs Total (EUR) Job:
Cyber Computation T... 1 750,00

Definition Designs



Sorting

By default, the table is sorted by the fields in the Row and Column Areas. Click the fields to switch between ascending and

descending sorting.
You can also sort the table by the value of a specific row or column by right-clicking the column's header and selecting Sort... by

This Row/Column.
Select Remove All Sorting to return to the default sorting method.

Jobs Total (EUR)

Grand Total
Client h Jobs Total (EUR) =
The Illustrative Designs 6 18 865,00:
The Lightning Graphics 6 11 102,63 Remove All Sorting
Metwork Community Tech... 3 7 513,00

See also:
Reports Icons
Report Settings
Static Reports



The Knowledgebase

The Knowledgebase acts as a repository for internal guides, manuals, and other reference documentation.
Projetex comes with six built-in knowledgebases: Team, Project Managers, Experts, Sales, HR, and Accountants.

The Team knowledgebase is meant to be visible to all users, while the others are meant to be visible only to users in
corresponding roles and to administrators.

'3 Knowledgebase

=1 =

Team Project Experts  Sales HR Accountant
Managers

Each knowledgebase is separated into two tabs: Info, which gives access to reference topics and articles, and Files, which gives
access to the file storage folder of the knowledgebase.

See also:

Knowledgebase Icons
Knowledgebase Info Tab
Knowledgebase Files Tab



Knowledgebase Info Tab

The Info tab of the Knowledgebase consists of two panes.

The left pane displays all the topics and articles in the knowledgebase, and the right pane displays the contents of the currently
selected topic or article.

New Topic creates a new topic in the knowledgebase.

New Article creates a new child article in the selected topic.

Edit allows the user to change the Subject and Information in the selected topic or article. Note that the information can also be
edited directly in the right pane.

Delete removes the currently selected topic or article. note that a topic can not be deleted if it has at least one article inside it.

Knowledgebase: Tearmn |~

Info | Files
MNew topic New article Edit Delete
- ﬂ]iTopicl Font:
S — Move Up
L) article 1 ) Verdana -
(%) article 2 | ¥ MoveDown
[E topic 2 @ Mew topic test 1
L@ Mew article
4 Edit
6 Delete

Click the arrow next to the topic symbol to display or hide the articles inside the topic.

To move a topic up or down in the knowledgebase, or to move an article inside it's topic, right-click and select Move Up or Move
Down.

You can also apply basic formatting to the contents of a topic or article (font, size, style, color, etc.) and paste images into it.

See also:
Knowledgebase Icons

Knowledgebase Files Tab



Knowledgebase Files Tab

Every knowledgebase has a dedicated folder where all useful reference files can be stored.
By default, the knowledgebase folders are found in C:\BusinessServer\KB for the server and C:\Business\KB for the workstations.

The Files tab allows for easy management of such files. The tab shows the folder tree for the selected knowledgebase and the
content of the currently selected sub-folder.

New subfolders can be created by right-clicking any existing folder in the tree view and selecting "New folder".

Knowledgebase: Team|~

Info | Files
DEELEII T
. KB\Team Name
a-losub1 New Folder sub 1
sub 2 Rename ByvmM.rdp
Delete @ reply templates.rtf
v Ascending
Descending

The context menu contains the following specific file operations:
The Open command opens the file in the appropriate application
The Upload command uploads the file from the local Business folder to the BusinessServer folder on the Server.

Download can be used to download the file in the BusinessServer folder on the Server to the Business folder on the Workstation
PC.

Download version opens a window that contains information about all versions of a particular file.

Each file can have one of the following statuses:

Team - the files stored in the BusinessServer folder on the server and in local storage are identical.

Team - Changed on Workstation - the local copy of the file has been modified, the file on the server has not been updated.
Team - Changed on Server - the file on the server has been modified, the local copy has not been updated.

Team - Missing - the file exists on the server, but has not been downloaded to the local PC yet (or has been deleted locally).

Local - the file exists locally, but has not been uploaded to the server yet (or has been deleted on the server).

See also:
Knowledgebase Icons
Knowledgebase Info Tab



Database Server Tab

The Database Server tab of the Projetex Server Administrator provides general information on the Microsoft SQL server used by
Projetex, as well as some basic server options.

Database Server | Database | Corporate Settings

Status:
ON

Location:
WINT7PC [10.10.0.100]

\ Wersion:

Microsoft SQL Server 2014 - 12.0.2000.8 (Intel X86)

Feb 20 2014 19:20:46

Copyright (c) Microsoft Corporation

Express Edition on Windows NT 6.1 <X64> (Build 7601: ) (WOW64)

2 Advanced International Translations, 1999-2016. All Rights Reserved.

4™ Upgrade Version: 15.0.2 Build 58

Status: By default the status of the Microsoft SQL server is ON immediately after installation. Each time you boot (or reboot)
Windows®, the Microsoft SQL Database Server starts automatically.

Ta) Note: The Projetex Server Administrator is only a management tool, which can be used to control and monitor the Microsoft SQL Database Server. The
Projetex Server Administrator is not the server itself. This means that the Projetex Server Administrator application can be closed, and it will not influence
the status of the Server itself, unless you explicitly stop or start it.

Location: In Projetex, the server's location is always localhost, which means that the Microsoft SQL Database Server is running
on the same PC, on which the Projetex Server Administrator is installed.

Version: The version of the Microsoft SQL Database Server, installed together with the Projetex Server Administrator.

It is not recommended to install newer versions of the Microsoft SQL Database Server unless there is an explicit recommendation
to do this from Projetex Support. We will thoroughly test all future versions of Microsoft SQL, their proper functioning with
Projetex Server and Workstation software, and will consider all pros and cons before recommending an upgrade. Voluntary
upgrades may cause unstable operation of Projetex.

Register/Upgrade: You can register Projetex or upgrade your Projetex license clicking the Register/Upgrade button. Also,
current version of Projetex Serveris displayed in this field.

See also:
Starting and Stopping the Database Server
Database Tab

Server Corporate Settings



Database Tab

| Projetex 3D Server Administrator
File Settings Help
Database Server | Database | Corporate Settings

Status:
G Online for Workstations

Projetex Database:

Go Offline C:\Program Files (x86)\Microsoft SQL Server\MS5QL12.P3D\MSSQL\DATA\Projetex3D.mdf
Database Version:
15.186.0
Disk Space Left:
17,5 GB

Active Connections:

0 List
Regular Operations: Offline Operations: Maintenance:
=i Backup § Run Update Script ik Check Database
(2 Autobackup Service [5¢' Restore i2% Rebuild Indexes
{2 Autorestart Service {5 Clear Record Locks i2# Update Statistics

The Projetex database can be in one of the following states:
e Online for Workstations — Workstations can connect to the Projetex Server and work with the database. This is the status
for regular operation.

o Offline for Workstations — access to the database for Projetex Workstations is restricted, and the database can only be
accessed with the Projetex Server Administrator application. This status must be set before any database maintenance
operations, (such as Clear Locks, or Run Update Script) and changing the settings on the Corporate Settings tab of the
Server Administrator (such as creating custom fields, custom reports, changing folder structure, etc.).

The Current database status is displayed in the Status string. Click Go Online or Go Offline to switch the database status.

The Active Connections string displays the number of current Projetex Workstation connections to this database.

The Projetex Database string displays the full path to the Projetex database file, which is normally located at C:\Program Files
(x86)\Microsoft SQL Server\MSSQL12.P3D\MSSQL\DATA\Projetex3D.mdf

The Database Version string displays the version of the currently used database.

The Disk Space Left string shows the amount of free space left on the hard drive, on which the Projetex database is located.

See also:

Database Server Tab
Server Corporate Settings
Switching the database offline or online
Backup

Auto-backup Service
Autorestart Service
Restore

Run Update Script

Clear Record Locks
Maintenance Operations

View Online Users



Server Corporate Settings

The following Corporate Settings are available in the Projetex Server Administrator:

o Folders — Settings for folder creation automation.
e Fields — Creation and modification of company-wide custom database fields for clients, prospects, projects, corporate
experts, freelancers, applicants and corporate expenses.

e Queries — Create custom queries to retrieve necessary data out of the database.
e Reports — Create custom reports to fit your reporting needs and requirements.
e ODBC — Set the password for access to the database via ODBC

Database Ser'.fer] Database Corporate Settings

-3 Folders Name
- ';IEIdS- Client Jobs
ueries
® Reports Client Jobs (with Model)
[ oDBC e e

Clients - Invoices

See also:
Database Server Tab
Database Tab



Adding/Editing Client/Prospect Profile

To create a new Client or Prospect record in Projetex:
1. Click the New Client/New Prospect button above the Client/Prospect list on the Main tab of the Client/Prospect
window.

2. Fill the following fields:

o Enter the client's name in the Name text field.

o Enter a code for the client record in the Code text field (12 symbols maximum) or wait for the program to generate the code
automatically (it will usually contain the first letters of the Name in this case).

o Select the Client Currency using the corresponding drop-down list.
¢ Click OK to confirm or Cancel to discard the entered information.

Main | Contacts | Marketing | Prices | Quotes | Projects | Client Jobs | Invoices

Mew Client Delete =~

Mew Client »

Mame:
Wayfarer Tourism i
Code:

WAYTOU i
Client Currency:

EUR M

QK Cancel i

3. Click the appropriate buttons in the client or prospect profile to enter the Postal Address, Project Managers (Client only),
Contact Info, Web links, Payment terms, VAT number, Invoicing policy, Next Codes (Client only), FTP connections and
General Information.

See also:
Converting Between Prospect and Client
Cloning a Client/Prospect



Converting Between Prospect and Client

When a deal with a prospective client is struck, convert their Prospect profile into a Client profile.
Select the profile in the Main tab of the Prospect window, click More... and select Move to Clients.

The profile and all accompanying table entries will be transferred into the Clients database, and all files will be moved into
appropriate folders automatically.

MNew Prospect Delete =~
Clone
Enter text to search... Move to Clients Clear

If you no longer actively work with a client, you can convert their Client profile into a Prospect profile in the same manner from the
Main tab of the Client window.

All the former client's Invoices, Jobs and other documentation will be safely stored in the Prospects database for reference
purposes.

Mew Client Delete = - %
Clone
Enter text to search... Move to Prospects Clear

See also:
Adding/Editing Client/Prospect Profile
Cloning a Client/Prospect



Cloning a Client/Prospect

In case the client or prospect you are about to create, has the same or similar data as one of the existing clients or prospects, the
client/prospect cloning option can be used to copy selected data from an existing client/prospect to a new one.

To clone a client:

1. Open the Main tab of the Client/Prospect window.
2. Select a client/prospect to clone.

3. Click the More... button and select Clone.

Clone Client X
}I:I Clone non-Job parts
== of Unlimited Concepts Unified:

| Contacts
| Marketing
/] Prices

QK Cancel

The following data can be copied:

Profile — although it is unlikely that two different clients or prospects will have a same profile information (like address or
contact details), some information such as payment terms, the invoicing policy and locale settings may be common.

Contacts — cloning contacts (the Contacts tab of the Client window) data may save time when creating a client/prospect for a
new department or subsidiary of an existing client/prospect.

Marketing — marketing information (the Marketing tab of the Client/Prospect window) can also be cloned.

Prices — if a new client has the same or similar prices (the Prices tab of the Client/Prospect window) as one of the existing
clients or prospects, this data can also be cloned.

3 Note: To disable cloning of some information mentioned above, deselect the appropriate checkboxes after you pressed the Clone button.

See also:
Adding/Editing Client/Prospect Profile

Converting Between Prospect and Client



Adding/Editing Contacts of Client/Prospect

A client can have a number of contacts. Each contact has their own contact details, and can be assigned as a "client PM" to this
client's projects. The contacts of a client can be also put into the attention field of the client's invoices.

To add or edit a contact person to a client's profile, click the New/Edit button on the Contacts tab of the Client or Prospect

window.

Reliable Metwork, Inc: Contacts ~

Main | Contacts

Marketing | Prices | Quotes | Projects | Client Jobs | Invoices

New

Edit

Delete Clone

Edit Contact

Salutation: |Mr.
Mame: Tallak Carstensen

Position: Project Manager

[} Copy
Paste
# Delete
= Load..
© Assign From Camera...
B saveAs..
E-Mail:
E-Mail 2:
Phone:
Phone 2:
Phone 3:
Phone 4:
Fax:
MNotes:

projects@reliable-network.no Send

(553) 234-45-66

OK Cancel

The following data can be added to a contact profile:

Photo — up to 110x120 pixels. Click the frame to either Load a photo from a file or click Assign from Camera to take a picture
with a camera connected to the machine. The following formats can be used: JPG, JPEG, .BMP (bitmap), .GIF (Graphics Interchange

Format).

Credit Notes | Payments

*x e Phone 2

7

-

gebase

Salutation — select one of the salutations, which can be managed in the Administrator > Salutations window in the
Backstage view. This salutation can then be automatically displayed on all printable documents next to this contact's name.

Name — maximum 80 characters.

Position — maximum 40 characters. Like the salutation, the position will also be automatically displayed on printable documents.

E-mail (up to 2) — maximum 150 characters. The Send button becomes active only if a valid e-mail address is entered.

Phone (up to 4) and Fax numbers — maximum 150 characters each.

Notes — a plain text note with no maximum length.

See also:
Contacts Tab of Client Window



Contacts Tab of Prospect Window



Assigning Product Line Project Managers

To assign or remove a product line project manager, you need to have production manager access rights.
Click "Project managers" on the client profile.

Select the product line you wish to alter access rights for, and check of uncheck the employees you wish to assign or remove as
product line project managers for it.

Project Managers and Access Rights

Product Lines: Access:

Main ¥il Bartholomeo Rodriges
¥ william McSun

See also:
Client Product Lines

Product Line Project Managers



Adding/Editing Experts and Applicants

Adding corporate experts

1. Click the New Corporate Expert button on the Main tab of the Corporate Experts window.
2. Fill the following fields in the New Corporate Expert dialog:

e Enter a name of the corporate expert in the Name text field.

e Enter the code for the expert record in the Code text field (12 symbols maximum) or wait for the program to generate the
code automatically (it will usually contain the first letters of the Name in this case).

s Click OK to confirm or Cancel to discard the entered information.

3. Click the appropriate buttons in corporate expert profile to enter the Contact Info, Next Codes, AHC (average hourly cost)
FTP connections, and General Information.

Main | Corporate Jobs | JAs | Payments | Prices | Account | Files | Info | Calendar

Mew Corporate Expert Delete Expert Profile | Custom F

MNew Corporate Expert X

MName:

John| Doe

Code:

D

QK Cancel

Adding freelancers

1. Click the New Freelancer button on the Main tab of the Freelancers window.

2. Fill the following fields in the New Freelance Expert dialog:

o Enter a name of a freelancer in the Name text field.

e Enter the code for the freelancer record in the Code text field (12 symbols maximum) or wait for the program to generate
the code automatically (it will usually contain the first letters of the Name in this case).

o Select the Expert Currency using the corresponding drop-down list.
e Click OK to confirm or Cancel to discard the entered information.

3. Click the appropriate buttons in the freelancer profile to enter the Postal Address, Contact Info, Web links, Payment
Terms, VAT number, Expert Status, Next Codes, Locale Format, FTP connections, and General Information.



Main | Application | Prices | Quotes | Freelance Jobs | POs | Payments | Accot

Mew Freelancer Search Delete Move to Applicant

MNew Freelance Expert x

Mame:

John Doe|

Code:

D

Expert Currency:

EUR -

QK Cancel

Adding applicants

1. Click the New Applicant button the Main tab of the Applicants window.
2. Fill the following fields in the New Applicant dialog:

e Enter the applicant's name in the Name text field.

o Enter the code for the record in the Code text field (12 symbols maximum) or wait for the program to generate the code
automatically (it will usually contain the first letters of the Name in this case).

o Select the Expert Currency using the corresponding drop-down list.
o Click OK to confirm or Cancel to discard the entered information.

3. Click the appropriate buttons in the applicant profile to enter the Postal Address, Contact Info, Web links, Payment Terms,
VAT number, Expert Status, FTP connections, and General Information.

Main | Application | Prices | Quotes | Applicant Jobs | POs | Payments | Files

MNew Applicant Delete Move to Freelancer

MNew Applicant x
Mame:
John Dce|

Code:

D

Expert Currency:

EUR e

oK Cancel

See also:
Converting Between Applicant and Freelancer



Converting Between Applicant and Freelancer

When a deal with an applicant for freelance work is struck, convert their Applicant profile into a Freelancer profile.
Select the profile in the Main tab of the Applicant window, and click Move to Freelancers.

The profile and all accompanying table entries will be transferred into the Freelancers database, and all files will be move into
appropriate folders automatically.

Main | Application | Prices | Quotes | Applicant Jobs | POs | Payments | Files | Info

Mew Applicant Delete Move to Freelancers

If you no longer actively work with a freelancer, you can convert their Freelancer profile into an Applicant profile in the same
manner from the Main tab of the Freelancer window.

All the former freelancer's POs, Jobs and other documentation will be safely stored in the Applicants database for reference
purposes.

Maln Application | Prices | Quotes | Freelance Jobs | POs | Payments | Account | Files

Mew Freelancer Search Delete Move to Applicants

See also:

Adding/Editing Experts and Applicants



Searching for freelancers

When selecting a freelancer or freelancer team for a job, you can use the freelancer database's Search function to quickly find
freelancers with appropriate skills and/or prices.

Freelance search in Projetex can be done either by services included in freelancer price lists or by jobs types completed by
freelancers. This includes /anguages, since services can employ language pairs. Since prices are tied to services, searching by price
employs both search by language pairs and by rates.

The following search options are available:

The Basic search, which can be conducted on the Main tab of the Freelancer window. Click the Search button over the list of
the freelancers. This search is intended for quick browsing through long lists of freelancers.

Main | Application | Prices | Quotes | Freelance Jobs | POs | Payments | Account | Files

Mew Freelancer §earch Delete Move to Applicants

The Freelance team search — when creating a group of freelancers for a specific project. To search freelancers for a freelance
team, open the Project window, select the required project and click the Freelance Team tab. Click the Search button to begin
searching for freelancers to include in this team.

Main | Tree | Client Jobs | Corporate Jobs | Freelance Jobs | Freelance Team | JAs | POs | Account | Fil

Add Edit Remove Search

'-f:_-j By:

_—

Completed Jobs v
Service:
Translation - French =» English v
I,\} WVacant Only
Units:
characters (with spaces) v

Upper price limit:

Country:

Unknown v

Search Close

The main difference between the basic search and freelance team search functions is that experts found via freelance team search
can be added to the freelance team, while basic search simply allows quick browsing of the found freelancer data with an option to
jump to any expert's profile.

Controls for the Search Freelance Experts window are identical in both cases.

By — selects the type of search. Selecting Prices will make Projetex search for freelance expert by the prices entered their
individual price lists. Selecting Completed Jobs will make Projetex search for freelancers by the freelance jobs they completed.
See the Freelancer Window Prices tab and Freelance jobs tab topics for details.

Service — items in this drop-down list represent combinations of service groups and services present in the database.



Selecting the Vacant Only check box (available for freelance team search only) will filter the services in the list leaving only those
corresponding to vacant freelance jobs in the currently selected project.

Units — if the search is conducted by completed jobs, this parameter is optional.

Upper price limit — entering the upper price limitwill limit the search to those freelancers whose price lists, or prices set in
freelance jobs for the selected service are lower or equal than the upper price limit.

Country — this field adds a search criteria by the country in the Postal address of freelancer.

The search result window provides the following information about freelance translators, which matched the search criteria:
Freelancer name, prices, general information, quotes and job history.

Search Result

Freelancer: Emma Woodward Add to Team

Team Member: No

Enter text to search... - Find Clear Main | Prices | Quotes | Jobs

General Information:
Application Motes: English=French
English>German

# Mame Job Count AVG Quality | Services: Translation, Procfreading, DTP check

Main areas of expertise are Software

Telecommunications

(& Emma Woodward

Stanley Crayton 1 0
Charlotta Adamssen 2 0 Payment Terms: Within 30 days (from PO issue date)
Mavid Shahriar Javaid 1 0 STEEN Culrrfenq,r: S
. Expert Minimum Fee: 24,00
Melissa Beaumaont 2 0 Addrass:
893-931 Mount Pleasant
Liverpoal
L3 5TB

United Kingdom
Phone: +44 151 4459898
Available on Saturdays: False
Available on Sundays: True
List of software:
Area of expertise: Marketing
Available: True

Advanced...| <Filter is Empty>
M4 4 10f5 P B

Itis possible to introduce additional search parameters using the Local Custom Filter at the bottom of the Freelance search
window.

See also:
Main Tab of Freelancer Window

Freelance Team Tab of Project Window



Creating Corporate Expenses

All corporate expenses information can be added or changed in the Edit Corporate Expense window.
To add a corporate expense:

1. Click the Corporate Team tab of the Ribbon.
2. Click the Corporate Expenses icon.
3. Click the New button.

Corporate Expenses|~

MNew Edit Delete

New Corporate Expense X

Main | Custom Fields

Date:
07/03/2017 E-
i
Value:
500,00
Description:

Transportation expenses on ProZ conference|

Corporate expense records contain the following data:
Date — this date is used by the global date filter. See the Global Date Filter topic for details.

Value — the amount of corporate expenses entered in the base currency. See the Base Currency topic for details on changing
your base currency.

Description — a plain text note any number of characters long.

Custom fields — use the Custom Fields tab to fill any Custom Fields of the Corporate Expenses table, created in the
Projetex Server Administrator. See the Custom Fields topic for details.

See also:

Corporate Expenses Window



Managing price lists

Price lists in Projetex 3d can be either general or individual.

The general price lists of clients and experts can be found in the Clients/Prospects/Corporate
Experts/Applicants/Freelancers: Prices windows.

Clients: Prices

New Edit Delete

Individual prices can be accessed on the Prices tab of the Client/Prospect/Corporate Expert/Freelancer/Applicant window.

Massive Archway, Inc: Prices =

Main | Contacts | Marketing | Prices | Quotes | Projects | Client Jobs | Invoices | Credit Notes

New Edit Delete Copy from General Client Currency: GBP

% Note: clients and prospects share the same general price list, as do freelancers and applicants.

Use the New/Edit/Delete buttons to create, modify or delete prices
Use the Save/Save&Open/Print/Send Mail buttons to save, print, or e-mail a price list.
RTF Templates: | Company Profile with Prices - Template - English.rtf M *[f‘ @.I

\’ Note: To configure price list templates, in the Backstage view click Corporate Settings, then click Templates. Templates for prices are stored in the
following folders: D:\BusinessServer\\Templates\CLIENTS\Prices\, ..\PROSPECTS\Prices\, ..\EXPERTS\FREELANCE\Prices, ..\EXPERTS\CORPORATE\Prices,
.\EXPERTS\APPLICANT\Prices.

See also:
Creating/Editing Prices
Copying Individual Prices to General Price List



Creating/Editing Prices

To add or edit a price, click the New/Edit button on the Prices tab of the Client/Prospect/Corporate
Expert/Freelancer/Applicant windows to create/edit an individual price, or in the Prices for Clients/Prospects/Corporate
Experts/Applicants/Freelancers windows to create/edit a general price.

Clients: Prices

Mew Edit Delete

Edit Price for Clients *

Group: -

Service: |English =» German -
Units: |words T
Price: 0,12 (per unit)
Currency: EUR -
OK Cancel

Prices in Projetex 3D have the following parameters:

Group - you can select any of the groups of services available. To add or edit a group of services please open Corporate
Settings in the Backstage view, and select the Groups of Services section.

Service - each group of services contains a separate list of services. Before selecting a service, select the group of services first.
To add or edit a service please open Corporate Settings in the Backstage view, and select the Services section.

Units - prices in TO3000 3D are quoted per certain units. A price can only be applied to a Client Job with its volume in the same
units. To add custom units please open Corporate Settings in the Backstage view, and select the Volume Units section.

Price (per unit) - Enter the default fee per selected unit.

Currency - Select the currency. This option is locked to the Client's currency when creating/editing an individual price. To add
currencies to the list please open Corporate Settings in the Backstage view, and select the Currencies section. To configure the
exchange rate between your base currency and other currencies open Corporate Settings in the Backstage view, and select
the Exchange Rates section.

See also:
Copying Individual Prices to General Price List
Managing Services

Managing Volume Units



Copying Individual Prices from General Price
List

Client, corporate expert and freelancer prices can be quickly copied from the general client/corporate expert/freelancer price list to
an individual price list. To copy prices from the general price list to an individual price list:

1. Open the Client, Corporate Expert or Freelancer window.

2. Click the Prices tab, then click the Copy from General button.

3. Select a price in the General Prices for Clients/Corporate Experts/Freelancers area.

4. Click the Copy Price button to copy the selected price. To copy all prices, click the Copy All Prices button.

Global Interactive Resources: Prices|~

Main | Contacts | Marketing | Prices | Quotes | Projects | Client Jobs | Invoices | Credit Notes | Payments | Refunds

MNew Edit Delete || Copy from General

! # Copy from General Prices for Clients - || B | x

Prices of Global Interactive Resources

# Group of Services Service Units Price

¥ [Translation English == French words 0,075

MM 4 1cf1 P B MW

4 Copy Price 4% Copy All Prices

General Prices for Clients

#* Group of Services Service Units Price

* [Translation English == German words 0,12
Translation French == English words 0,11
Translation English => French words 011
Translation Localization, Eng-Dutch words 0,20
Translation German == English words 012 ~

MM 4 10f24 b W MW

Note: Only prices quoted in Client Currency are displayed.

0K

See also:
Managing price lists
Creating/Editing Prices



Managing Services

Services represent types of work being performed in client jobs, corporate jobs and freelance jobs. Most services are translations
of certain language pairs. There is no limitation on the number of service types and names. Each service must belong to a group of
services.

To add or edit a group of services:

1.In the Backstage view, click Corporate Settings.

2.1In the Corporate Settings window click Groups of Services.

3. Click the New button to add a new group of services, or click the Edit button to open the currently selected group for editing.
4. Enter or change the name of the service group in the New Service Group (Edit Service Group) window.

|-|-|_, Groups of Services

New Edit Delete
& Log Out [ Services
Ranks # Group
4 Cconnected Users {2 volume Units ¥ Click here to defimi
T - -
w’; Unit Rat.los - None -
= Currencies .
i Consulting
=] Exchange Rates -
User Settings ] Taxes DT.P-Tas
[ Discounts/Markups Editing
. te Setti @ Countries Other
orporate Settings = . _
—oTporee ernge @ Categories Testing

To add or edit a service:

1.In the Backstage view, click Corporate Settings.

2.In the Corporate Settings window click Services.

3. Click the New button to add a new service, or click the Edit button to open the currently selected service for editing.
4. Add or change the service information in the New Service (Edit Service) window.

&) Groups of Services

& Log Out [ services New Edit Delete
Ranks * Group of Services
& Connected Users (&) volume Units . o
3?;‘ Unit Rat.ios - Nome -
3—. Currencies Other
5] Exchange Rates :
User Settings [ Taxes CU.HISU“IHQ
[ Discounts/Markups Editing
Corporate Settings @ Countrie.s DTP Tasks
- = @ Categories DTP Tasks

See also:
Creating/Editing Prices



Managing Volume Units

Jobs in Projetex can be measured in various volume units (words, characters, hours, and so on). There is a number of default
volume units, but new volume units can be added.

To add or edit a volume unit:

1.In the Backstage view, click Corporate Settings.

2.1In the Corporate Settings window click Volume Units.

3. Click the New button to add a new volume unit, or click the Edit button to open currently selected unit for editing.

4. Add or change volume unit settings in the New Volume Unit (Edit Volume Unit) window.

) Groups of Services

New Edit Delete
3 Log Qut [ services
Ranks * Mame
S Connected Users L2) Volume Units ? Click here to define a filter
) :
& Unit Ratios _ None -

S Currencies

characters (with spaces
£ exchange Rates : paces)

characters (without spaces)

User Settings ] Taxes
[z] Discounts/Markups hours
i & countries lines (55 characters)
M @ categories pages (1800 characters)
=2 Payment Methods words

See also:

Creating/Editing Prices



Creating/Editing Client/Prospect Quotes

A quote to a client or prospect can be created or edited on the Quotes tab of the Client/Prospect window. To create/edit a
quote, follow the steps below:

1. Open the Main tab of the Client/Prospect window and select the client or prospect.
2. Click the Quotes tab.
3. Click New Quote or select and existing quote and click Edit.

Definition Designs: Quotes

Main | Contacts | Marketing | Prices | Quotes | Projects | Client Jobs | Invoices | Credit Notes | Payments | Refunds | Account | Files | Info

MNew Quote Edit Delete = - Status: | *all* ~ | Client Currency: USD
Edit Client Quote (Protected mode, 15:00 left) X
Client: Definition Designs Date Sent: 12/06,2013 E-
Client PM: Dong Min Code: Q-DEFDES0002
Corporate PM: Bartholomeo Rodriges Status: |Accepted -
Draft Project: franslation3000.com

Client Jobs | Request for Quote | Answer | Custom Fields | Audit | Alerts

MNew Edit Delete
# Name Group of Service Service Unit Volume Price Pricing |Total
¥ lwww.translation3C Consulting Multilingual € hours 32 34,00 per unit 1088,00

MM 4 10f1 P B W
Discount/Markup: |- Mone - (0,00%]) ~| 0,00 Tax: |- None - (0,00%) - 0,00
Discount/Markup 2: |- None - (0,00%]) ~| 0,00 Tax 2: |- Mone - (0,00%) - 0,00
Met Jobs Total: 1088,00

Quote Folder: D:\Business\Clients\DEFDES\Quotes\Q-DEFDES0002

Draft Timeline: =Assigned
Assigned: Deadline: Quote Total: 1088,00
06,/10,/2013 00:00 E- = 21/10/2013 00:00 [~ Client Currency USD
(1349 days ago) (1334 days ago) 1 UsSD = 0,77 EUR
RTF Templates: |MultiQuote to Client - Template - English.rtf - E‘-EHE" LE‘J B4

Client/prospect quotes can contain the following data:

Client/Prospect — the company name of the client or prospect. Can not be edited manually.

Client/prospect PM — select one of the client's contacts as the project manager or contact for this draft project (on the client's
side).

Corporate PM — select one of your staff members to be the project manager for this draft project (on your side).

Date sent — aside from reference purposes, this date will also be used by the Global Date filter.

Code — the quote code is generated automatically. In this code, the "@Q" character means that this is a quote, the letters
afterwards represent the code of the client and the number is the value of the quote counter for this client. Each client has an
independent code counter for quotes.

3 Note: Although the quote code cannot be edited directly, the quote counter can be advanced forward by assigning a higher next code value in the
client's profile.

Status — settings in this drop-down list determine the color in which the quote will be shown in the list on the Quotes tab of the
Client/Prospect window or on the Clients/Prospects: Quotes window.

Draft Project — the name of the quote. This will also become the name of the project based on this quote. A draft project name
may contain up to 100 characters.



Client Jobs — lists the draft client jobs of this quote. Use the Customize columns option to configure which data should be
displayed.

Request for Quote, Answer — enter a plain text note here.

Custom Fields — quotes can also contain custom data (for example custom statuses, dates or notes) added in the form of
custom fields. If you have any custom fields in quotes to clients, their controls can be found on the Custom Fields tab.

Audit — this tab tracks when and by whom the quote was created or modified.

Discounts/Markups — each quote can have up to two discounts/markups placed on it. Discounts and markups can be managed
in the Discounts/Markups tab of the Corporate Settings menu.

Taxes — each quote can have up to two taxes placed on it. Discounts and markups can be managed in the Taxes tab of the
Corporate Settings menu.

Quote folder — quote folders are created in the Quotes folder located inside each client folder. The quote code is used in naming
the quote folder.

Draft Timeline — like a regular project, a quote has assigned and deadline dates.

If the client's currency differs from your base currency, the Currency Exchange Rate button will be available. By clicking this
button, you may change the currency exchange rate used in this quote. Note that this button does not change the general
exchange rate stored in your Projetex database. To change the exchange rate for all future quotes, go to the Exchange Rates tab
of the Corporate Settings menu.

See also:

Creating/Editing Draft Client/Prospect Jobs
Creating/Editing Freelancer/Applicant quotes
Saving, Printing and E-Mailing Quotes



Creating Draft Client/Prospect Jobs

Draft client jobs can be created and edited either in the New/Edit Quote window while creating or editing a quote, or by
selecting the quote and managing its draft client jobs in the table to the right.

To add a draft client job from within the New/Edit Quote window:
1.Click New Quote or open a quote by double-clicking it in the list.
2. Click the New button on the Client/Prospect Jobs tab of the Edit Quote window.

Edit Client Quote (Protected mode, 15:00 |eft)
Client: Massive Archway, Inc
Client PM: - Mone -

Corporate PM: William McSun
=0 @ TwllR e search in Archetypal Symbalism|

Client Jobs | Request for Quote | Answer | Custom Fields | Audit | Alerts

MNew Edit Delete
# Name Group of Service Service Unit WVolume
* |Research in Arche Translation English => Fr¢ words 32230

Alternatively, draft client jobs can be added without the need to open a quote.
1. Select a quote in the list of quotes on the Quotes tab of the Client window.
2. With the quote selected, click the New button on the panel to the right.

Main | Contacts | Marketing | Prices | Quotes | Projects | Client Jobs | Invoices | Credit Note

MNew Quote Edit Delete = = Status: |*all* -
Enter text to searc - Find AT Draft Client Jobs for Q-RELMETO001
MNew Edit Delete
# Code Mame
(¥ O-RELNETOO(|ACM Portal localization
Q-RELNETOO( Human-Computer Interaction R .
#* MName Group of Service !

ACM Portal interface localizatic Translation |

8l ~.Ch Portal content translation|Translation

See also:
New/Edit Draft Client/Prospect Job Window



New/Edit Draft Client/Prospect Job Window

The New/Edit draft job Window includes the following elements:
Name — maximum 100 characters long.

Group of services — you can select any group of services available. To add or edit a new group of services, in the Backstage
view click Corporate Settings, and select the Groups of Services section.

Service — each group of services contains a separate list of services. Before selecting a service, select group of services first. To
add or edit a service, in the Backstage view click Corporate Settings, and select the Services section.

Volume — when entering the volume being quoted, you can either use the volumes specified by client, or count the client's file
with the built-in AnyCount module. CAT analysis can also be used to determine the draft job volume. To count a file, click the
<=AnyCount button. To enter a CAT analysis or load a Trados or Logoport log, click the <=CATCount button.

3 Note: Make sure that correct volume units have been set before using AnyCount or CATCount options. Jobs in such volume units as, for example,
hours cannot be used with AnyCount.

Price — the price value can be either entered manually or copied from the individual price-list of the client. Click the <=Prices
button to copy price from the client's price list. Click the => button to add this price to client's price-list.

Count Notes — displays the results of AnyCount processing
Audit — tracks who and when created or modified the draft job.

Edit Draft Client Job x

Details | Count Motes | Audit

Mame: Economic History Manual

Group: |Translation M
Service: |Spanish == English M
Volume: 39800 words - <= AnyCount <= CATCount
Price: 0,08 |per unit \ <= Prices —

Total:

L.Apply

Currency: EUR

QK Cancel

See also:
Creating/Editing Draft Client/Prospect Jobs



Creating/Editing Freelancer/Applicant quotes

A quote to a freelancer or applicant can be created or edited on the Quotes tab of the Freelancer/Applicant window. To
create/edit a quote, follow the steps below:

1. Open the Main tab of the Freelancer/Applicant window and select the client or prospect.
2. Click the Quotes tab.
3. Click New or select and existing quote and click Edit.

Peter Pendleton: Quotes|~

Main | Application | Prices | Quotes | Freelance Jobs | POs | Payments | Account | Files | Info | Calendar

New Edit Delete Status: |*all* = | Freelancer Currency: GBP
Edit Freelance Quote (Protected mode, 15:00 left) x
Date Sent: 25/06,/2013 @~
Freelancer: Peter Pendleton Code: Q-PPOOO1
Status: |Unknown -

Details | Request for Quote | Answer | Notes* | Custom Fields | Audit
Possible Job: Possible job for Alter Ego

Group: -

Currency: GEP

Service: |French =» English v 1 GBP = 143 EUR
Volume: 4319 words - <= AnyCount == CATCount
Price: 0,05 | per unit - <= Prices =>
Total: 215,95
=5tart
Start: Completion:
19/10/2013 09:00 B~ 03/11/2013 09:00 B~

{1336 days agao)

{1321 days aga)

| B | & | =

RTF Templates: |Freelancer Quote - Template - English.rtf -

QK Cancel

Freelancer/applicant quotes can contain the following data:
Freelancer/Applicant — the name of the freelancer or applicant. Can not be edited manually.

Date sent — aside from reference purposes, this date will also be used by the Global Date filter.

Code — the quote code is generated automatically. In this code, the "Q" character means that this is a quote, the letters
afterwards represent the code of the client and the number is the value of the quote counter for this client. Each client has an
independent code counter for quotes.

M) Note: Although the quote code cannot be edited directly, the quote counter can be advanced forward by assigning a higher next code value in the
client's profile.

Status — settings in this drop-down list determine the color in which the quote will be shown in the list on the Quotes tab of the
Freelancer/Applicant window or on the Clients/Prospects: Quotes window.

Possible Job — the name of the quote.
Request for Quote, Answer — enter a plain text note here.

Custom Fields — quotes can also contain custom data (for example custom statuses, dates or notes) added in the form of
custom fields. If you have any custom fields in quotes to clients, their controls can be found on the Custom Fields tab.

Audit — this tab tracks when and by whom the quote was created or modified.
Draft Timeline — expert quotes have a Startand Completion date, but no Deadline.

If the expert's currency differs from your base currency, the Currency Exchange Rate button will be available. By clicking this



button, you may change the currency exchange rate used in this quote. Note that this button does not change the general
exchange rate stored in your Projetex database. To change the exchange rate for all future quotes, go to the Exchange Rates tab
of the Corporate Settings menu.

See also:
Creating/Editing Client/Prospect Quotes
Saving, Printing and E-Mailing Quotes



Saving, Printing and E-Mailing Quotes

To print, save, or e-mail a Client Quote as an RTF document, use the RTF template controls near the bottom of the New/Edit
window.

RTF Templates: |MultiQuote to Client - Template - English.rtf ~| | [ b

0K

Use the RTF Templates drop-down list to select the template which must be used for printing, saving or e-mailing this client
quote in an RTF file. Click the Save, Save & Open, Print, or Send Mail button to save, print or e-mail this client quote.

£3 Note: You can choose to save the output file in RTF, DOC or PDF format by selecting this format in the Save As window via the Save as type drop-
down list.

To edit templates for quotes, in Backstage view click Corporate Settings and select Templates. Templates for client quotes
are located in the D:\BusinessServer\Templates\CLIENTS\Quotes\ folder.



Creating a project

Projects can be created from two areas of Projetex:
A: On the Main tab of the Project window by clicking the New Project button. If you use this option you are prompted to select
a client or create a new one first.

0035, 55H technology|~

Tree | Client Jobs | Corporate Jobs | Freelance Jobs

Mew Project Delete Clone

B: On the Projects tab of the Client window by clicking the New button.

Definition Designs: Projects =

Main | Contacts | Marketing | Prices | Quotes [

Mew Edit Delete Status: | *all*

See also:

New/Edit Project window
Creating client jobs
Creating Corporate Jobs

Creating Freelance Jobs



New/Edit Project window

The New/Edit Project window contains the following data:

Code — a unique project code is created automatically along with the project itself. It is a simple numerical counter.

Client — the client which this project is assigned to (cannot be changed after creation of the project).

Product Line — this button can be used to assign a project to a different product line of the client. The current product line's

name and the list of responsible product line project managers are displayed next to the Product Line button. See the Client
Product Lines topic for details.

Client PM — one of the client's contacts responsible for this project on the client side. The person selected here will be set as the
default client's PMfor all new client jobs of this project. See the Contacts List topic for details on adding and editing contacts.
Project Name — the project name can be 150 characters long.

Corporate PM — the Project Manager responsible for this project on your side.

Information — a plain text note for additional information.

Project Folder — the project's folder is created automatically when you click OK and create a new project. Once the folder has
been created, its contents can quickly be accessed via the button on the right side of the Project Folder field.

Timeline — the timeline of a project in Projetex includes the assigned and deadline dates, as well as the date when the project has
been actually completed.

You can use the buttons above the corresponding date fields to quickly set the assignment date to the current date, the deadline to
the assignment date, or the completion date to the deadline or the current date.

To mark a project as completed, click the Timeline button and select the Completed check box.

Special Status — these are used when a project needs to be put on hold, canceled or when you create heads-up (or potential)
projects. Projects with the on hold status have their deadlines undetermined, thus on hold projects cannot become overdue.
Projects with the heads-up status cannot be set as completed, since the status assumes that work has not yet started. Canceled
projects also can not be set as completed, since the status assumes that the project was abandoned.

3 Note: Al project data except project the code and client can be edited at any time later. See the Project Window Main Tab topic for details.

M) Note: Job data, like volumes, pricing and so on is added to an existing project in the form of client jobs and expert jobs. See the Creating Client Jobs,
Creating Corporate Jobs and Creating Freelance Jobs topics for details.

Custom Fields — project information can be customized by adding custom fields for additional information not foreseen by the
default controls.

3 Note: Only users with access to the Projetex Server Administrator can add or remove custom fields. See the Custom Fields topic for details.
Audit — keeps track of when and by whom the project was modified.

Alerts — keeps track of messages received from the Projetex 3D Automation Engine.

You can save project data in a printable file, print it, or e-mail it with the help of RTF templates.

Templates for printing project data can be edited via Corporate Settings in the Backstage view. Click the Templates section to
quickly access all template folders. Templates for printing projects are saved in the D:\BusinessServer\Templates\PROJECTS)|
folder.



Edit Project X

Client: The Lightning Graphics Code: 0034

Client PM: Lane Ellis Annan

| Product Line: | Main

J Details | Custom Fields | Audit | Alerts ‘

Project Mame: |[Ql]qsTs1g 4 0]

‘ Corporate PM: ‘ Fernando Lucena

Information: -

Project Folder: D:\Business\Projects\0034 Fernando Lucena MNorby workshop

Assigned: Deadline: Wl Completed:
12/06/2016 00:00 B~ > | 28/06/2016 18:00 B~ [> | =28/06/2016 18:00 B~
(268 days ago) (252 days ago) (252 days ago)
Special Status: |N0ﬂe '|
RTF Templates: |project - Simple Template.rif v| ‘ | [E = | & | i~ |
| oK | | Cancel |

See also:
Creating a project
Saving Printing and E-Mailing Projects and Jobs



Creating client jobs

Client jobs can be created in the following areas of Projetex:
A: The Tree tab of the Project window.

- by right-clicking the tree view and selecting New Client Job
- by clicking the New button at the top of the tree view.

0035, 55H technology: Tree =

Main || Tree| | Client Jobs | Corporate Jobs

Mew E

| MNew CIientJobl

New Corporate Job

New Freelance Job
~oH TECTTTOTOgY
. L. SSHtechnology
4-(J S5Htechnology DTP
i.. @ SSHtechnology DTP

B: The Client Jobs tab of the Project window by clicking the New button.

0035, 55H technology: Client Jobs ~

Main | Tree | Client Jobs | Corporate Jobs

Mew Edit Delete

See also:
New/Edit Client Job window



New/Edit Client Job window

The New/Edit Client Job window contains the following data:

Code — a unique client job code is created automatically along with the job itself. The first character "/" indicates that this is a job
code, the letters afterwards are the client code, and the number is the value of the client job counter for this client. Each client has
an independent counter for this code.

Client Ref. — the client reference can be maximum 20 characters long.
Client PO — the number of the client's purchase order, can be maximum 40 characters long.

Client PM — one of the client's contacts, responsible for this job on the client side. The Client PM's name can be automatically
included in the invoice containing this job. By default, this is the Client PM selected for the entire project. Client jobs of the same
project can have different client PMs. See the Contacts List topic for details on adding and editing options for the Client PM field.

Name — the name of client job appears in invoices where this job is included (usually this is the name of the document being
worked with). This name does not need to include the language pair or service name, since this data is being added separately.
Also this will be the default name for any corporate job or freelance job added to this client job. The client job name can be 100
characters long maximum.

Group — the group of services. All services in Projetex are broken down into groups. You can select any of the groups of services
available. To add or edit a group of services, open Corporate Settings in the Backstage view, and select the Groups of Services
section.

Service — each group of services contains a separate list of services. Before selecting a service, select the group of services first.
To add or edit a service, open Corporate Settings in the Backstage view, and select the Services section.

Volume — the job volume can be indicated in a number of units (characters, words, lines, hours and so on). To add custom units,
open Corporate Settings in the Backstage view, and select the Volume Units section. All expert jobs of this client job will have
their default volumes the same as this volume.

You can also use the built-in AnyCount or CATCount tools to quickly count the volume of the job file, or calculate the CAT text
volumes (100% match, fuzzy match, and so on). You can import Trados and Logoport logs as well with the help of the CATCount
tool to quickly enter the required volume. See the AnyCount in Projetex and CATCount in Projetex topics for details.

Price — the price can be entered manually or copied from the client's individual price-list.

To copy a price from price-list click the <=Price button. The price for matching service, group of services and unit combination
will be copied.

Click the => button to copy the price to this client's price list.

You can set a fixed price for the client job (which will not be multiplied by job volume) by selecting the flat fee option in the drop-
down list next to the price field. Select the free option in the same drop-down list to set the job total to zero. The price and volume
in a free job must not necessarily be zero.

If the client currency differs from your base currency, the Currency Exchange Rate button will be available. By clicking this
button, you may change the currency exchange rate used in this job. Note that this button does not change the general exchange
rate stored in your Projetex database. To change the exchange rate for all future jobs go to the Exchange Rates tab of the
Corporate Settings.

Project Folder — when creating client jobs it is often necessary to work with project files (for example you may need to count a
project file for it's exact volume). Once the folder has been created, its content can quickly be accessed on the Project Folder tab
of the New/Edit Client Job window.

Create Invoice — allows for quick invoicing of a job. You will be prompted to add this job either to a newly created or an existing
invoice.

Timeline — the timeline of a client job in Projetex includes the assigned and deadline dates, as well as the date when the client
job has been actually completed. The Deadline and Completed values are taken into account when the program determines
status of client jobs (like due today, overdue and so on).

You can use the buttons above the corresponding date fields to quickly set the assignment date to the current date, the deadline to
the assignment date, or the completion date to the deadline or the current date.

To mark a job as completed, click the Timeline button and select the Completed check box.

Special Status — these are used when a job needs to be put on hold, when you create heads-up (or potential) jobs, or when you
need to cancel a job. Jobs with the on hold status have their deadlines undetermined, thus on hold jobs cannot become overdue.
Jobs with the heads-up status cannot be set as completed, since the status assumes that work has not yet started. Canceled jobs
also can not be set as completed, since the status assumes that the job was abandoned.

Instructions — any instructions or client comments regarding a client job can be entered here in the form of a plain text note.
Work Notes — staff notes can be entered here. It is recommended to enter client notes and staff notes separately.

Custom Fields — client job information can be customized by adding custom fields for additional information not foreseen by
the default controls.

3 Note: Only users with access to the Projetex Server Administrator can add or remove custom fields. See the Custom Fields topic for details.



Audit — keeps track of when and by whom the job was modified.
Alerts — keeps track of messages received from the Projetex 3D Automation Engine.

You can save client job data in a printable file, print it, or e-mail it with the help of RTF templates.

Templates for printing project data can be edited via the Corporate Settings in the Backstage view. Click the Templates

section to quickly access all template folders. Templates for printing client jobs are saved in the
D:\BusinessServer\Templates\CLIENTS\Jobs folder.

Edit Client Job (Protected mode, 15:00 |eft)

Client: The Ilustrative Designs Code: J-ILLDESO005
Project: 0059, Creative Engineerin .
) ! 9 9 Client Ref.:
Client Account: Main
Client PM: Jens Jacobson Client PO:
Details | Instructions | Work Notes | Custom Fields | Project Folder | Audit | Alerts
IWEIG Il Creative Engineering - additional materials)
Group: |Translation M
Service: |English => Dutch M
Valume: 5900 |wards - == AnyCount <= CATCount
Price: 0,12 |per unit - <= Prices => Client Currency: EUR
Total: 708,00
Project Folder: D:\Business\Projects\0059 William McSun Creative Engineering', Create Invoice
Timeline: =MNow =Assigned =Dead =
Assigned: Deadline: Completec
05,/02/2017 09:00 B~ L.) 03/05/2017 18:00 E~ L.)
(30 days ago) {in 57 days)

Special Status: |Heads-Up
RTF Templates: |client Job - Template - English.rtf - (B

QK

See also:

AnyCount in Projetex

CATCount in Projetex

Client Job Template Variables

Saving Printing and E-Mailing Projects and Jobs

& | =

Cancel



Creating corporate jobs

Corporate jobs can be created in the following areas of Projetex:

A: The Tree tab of the Project window.

- by right-clicking a client job in the tree view and selecting New Corporate Job

- by clicking the Expert Jobs tab, then clicking the Corporate Jobs tab and then clicking the New button.

0035, 55H technology: Tree|

Main | Tree | Client Jobs | Corporate Jobs | Freelance Jobs | Freelance Team | JAs | POs | Account | Files | Info

New Edit Delete = - Status: [*All* - Invoiced:

1 SSHtechnalogy Client Jobs | Expert Jobs {
AJ 58H technology

® SSHtechnology

* 5SH technology Mew Edit Delete Clone

AJ S5H technology
 .[§ SSHtachnoinan | Corporate (2) { ® Freelance (2)

4@ 58l NewClientJob

- Mew Corporate Job Enter text to search... - Find

Leslbeslanctob # Expert Job Code Job Mame Assigned

Edit 3 58H technology 1002201512
Delete Javier Kuster J-JKDDOD3 35H technology DTP 18.02.201512-
Clone

B: The Corporate Jobs tab of the Project window by clicking New button.

(0035, 55H technology: Corporate Jobs |+

Main | Tree | Client Jobs | Corporate Jobs

Mew Edit Delete

See also:
New/Edit Corporate Job window




New/Edit Corporate Job window

The New/Edit Corporate Job window contains the following data:

Code — the unique job code is created automatically along with the job itself. The first character "J" indicates that this is a job
code, the letters afterwards can be either VACANT (meaning that no expert has been assigned to the job) or show the assigned
expert's code. The number is the value of the corporate job counter for the assigned expert. Each expert has an independent
counter for this code. If corporate jobs are reassigned to a different expert, their codes (both the letters and the counter) change
accordingly.

Corporate Expert — experts can be assigned and reassigned at will as long as this corporate job is not included in a job
assignment. Corporate jobs must be removed from a job assignment before expert reassignment.

Name — this name does not need to include the language pair or service name, since that data is added separately. By default this
is the name of the parent client job. A corporate job name can be 100 characters long maximum.

Group — the group of services. All services in Projetex are broken into groups. You can select any of the groups of services
available. To add or edit a group of services, open Corporate Settings in the Backstage view, and select the Groups of Services
section.

Service — each group of services contains a separate list of services. Before selecting a service, select the group of services first.
To add or edit a service, open Corporate Settings in the Backstage view, and select the Services section.

Volume — the job volume can be indicated in a number of units (characters, words, lines, hours and so on). To add custom units,
open Corporate Settings in the Backstage view, and select the Volume Units section.

You can also use the built-in AnyCount or CATCount tools to quickly count the job file, or calculate CAT text volumes (100% match,
fuzzy match, and so on). You can also import Trados and Logoport logs with the help of the CATCount tool to quickly enter the
required volume. See the AnyCount in Projetex and CATCount in Projetex topics for details.

Price — the price can be entered manually or copied from the client's individual price-list.

To copy a price from the price-list click the < =Price button. The price for matching service, group of services and unit
combination will be copied.

Click the => button to copy the price to this client's price list.

You can set a fixed price for the corporate job (which will not be multiplied by the job volume) by selecting the flat fee option in
the drop-down list next to the price field. Select the free option in the same drop-down list to set the job total to zero. The price
and volume in a free job must not necessarily be zero.

If the client currency differs from your base currency, the Currency Exchange Rate button will be available. By clicking this
button, you may change the currency exchange rate used in this job. Note that this button does not change the general exchange
rate stored in your Projetex database. To change the exchange rate for all future jobs go to the Exchange Rates tab of the
Corporate Settings.

Time spent — unlike with client and freelancer jobs, the cost of corporate jobs can also be determined by multiplying the time
spent on the job by the average hourly cost (AHC) of the corporate expert who completed it. Results are displayed in the Total
Cost string. Projetex will also calculate the productivity (Volume units per hour) of the corporate job by taking into account the
volume, time spent and AHC.

JA Folder — job assignment folders contain all files an expert would need to begin working on the job. When creating or editing
corporate jobs it is often necessary to work with job files (for example you may need to copy a name of the file or count a job file
for it's exact volume).

Before creating a JA folder, create the job assignment itself by clicking the Create JA button. This will create a job assignment
containing this corporate job, or add this job to an existing JA, if there are any. See Creating job assignments for more details on
JAs.

Once a job assignment has been created, the JA Folder tab becomes available. This tab can be used to access the JA folder
without opening any additional windows. Also, the JA Folder tab can be used to quickly find and access a number of folders
related to this job, like the project folder, client folder and FTP folders of the client.

Timeline — the timeline of a corporate job in Projetex includes the assigned and deadline dates, as well as the date when the
corporate job has been actually completed. The Deadline and Completed values are taken into account when Projetex
determines the status of corporate jobs (like due today, overdue and so on).

You can use the buttons above the corresponding date fields to quickly set the assignment date to the current date, the deadline to
the assignment date, or the completion date to the deadline or the current date.

To mark a job as completed, click the Timeline button and select the Completed check box.

Job Quality — the job quality parameter allows you to evaluate the quality of a job performed by a corporate expert. The rating
ranges between 1 and 100. Unrated jobs have a rating of 0.

Special Status — these are used when a corporate job needs to be put on hold, when you create heads-up (or potential) jobs, or
when you need to cancel a job. Jobs with on hold status have their deadlines undetermined, thus on hold jobs cannot become
overdue. Jobs with heads-up status cannot be set as completed, since the status assumes that work has not yet started. Canceled
jobs also can not be set as completed, since the status assumes that the job was abandoned.



Instructions — any Project Manager instructions or comments regarding a corporate job can be entered here in the form of a
plain text note.

Work Notes — corporate expert notes can be entered here. It is recommended to enter PM notes and expert notes separately.

Custom Fields — corporate job information can be customized by adding custom fields for additional information not foreseen
by the default controls.

Fe ) Note: Only users with access to the Projetex Server Administrator can add or remove custom fields. See the Custom Fields topic for details.
Audit — keeps track of when and by whom the job was modified.

Alerts — keeps track of messages received from the Projetex 3D Automation Engine.

You can save corporate job data in a printable file, print it, or e-mail it with the help of RTF templates.

Templates for printing corporate job data can be edited via the Corporate Settings in the Backstage view. Click the Templates
section to quickly access all template folders. Templates for printing corporate jobs are saved in the
D:\BusinessServer\Templates\EXPERTS\CORPORATE\Jobs folder.

Edit Corporate Job (Protected mode, 15:00 left) X

Project: 0022, Translation conference report

Client Account: Main

Corporate Expert: Bryon Ortolano MNone Code: J-BO0004

Details | Instructions | Work Notes | Custom Fields | Audit | Alerts

WEINE Conference report (proofreading) (1)

Group: |Editing -
Service: |Proofreading -
Volume: 23000 |words - == AnyCount <= CATCount Currency: EUR
Price: 0,00 |per unit - <= Prices ==
Total: 0,00
Time Spent: |0 > hours 0 2| minutes {0 hours) AHC 23,00
Productivity: 0,00 wards/hour Total Cost: 0,00
Create JA
Timeline: =Mow =Assigned =Deadline =MNow
Assigned: Deadline: v Completed:
27/09/2016 11:55 [Elhs | 09/10/2016 11:55 [Elhg | 09/10/2016 11:55 @
(161 days ago) (149 days aga) (149 days ago)
Special Status: |Mone -

Job Quality (0 - not rated, 1 - Extremely Poor, 100 - Excellent): |0

RTF Templates: |Corporate Job - Template - English.rtf - B | & | =

OK Cancel

See also:

AnyCount in Projetex

CATCount in Projetex

Corporate Job Template Variables

Saving Printing and E-Mailing Projects and Jobs



Creating freelance jobs

Freelance jobs can be created in the following areas of Projetex:

A: The Tree tab of the Project window.

- by right-clicking a client job in the tree view and selecting New Freelance Job

- by clicking the Expert Jobs tab, then clicking the Freelance Jobs tab and then clicking the New button.

0035, 55H technology: Tree =

Main | Tree | Client Jobs | Corporate Jobs | Freelance Jobs | Freelance Team | JAs | POs | Account | Files | Info

New Edit Delete = - Status: | =All* - Invoiced:

35H technology

- Client Jobs || Expert Jobs
4-|g S5H technology

-: New Client Job New Edit Delete Clone
A'J' g Mew Corporate Job
P | Corporate (2) | |® Freelance (2)
. o
‘ J; Edit Enter text to search... - Find
Delete
Clane #* Expert Job Code Job Name
(@ Takumi Mizushima J-TMO0G2 H tachnology
Vesa Kopitello J-WKD002 55H technology

B: The Freelance Jobs tab of The Project window by clicking The New button.

0035, 55H technology: Freelance Jobs -

Main | Tree | Client Jobs | Corporate Jobs | Freelance Jobs | Freelance Team

Edit Delete Status: |*all*

See also:
New/Edit Freelance Job window



New/Edit Freelance Job window

The New/Edit Freelance Job window contains the following data:

Code — the unique job code is created automatically along with the job itself. The first character "/ indicates that this is a job
code, the letters afterwards can be either VACANT (meaning that no expert has been assigned to the job) or represent the assigned
freelancer code. The number is the value of the job counter for the assigned freelancer. Each freelancer has an independent
counter for this code. If freelance jobs are reassigned to a different freelancer, their codes (both the letters and the counter) change
accordingly.

Freelancer — freelance experts can be assigned and reassigned at will as long as this freelance job is not included in a purchase
order. Freelance jobs must be removed from purchase orders before freelancer reassignment.

Name — this name does not need to include the language pair or service name, since that data is being added separately. By
default, this is the name of the parent client job. A freelance job's name can be 100 characters long maximum.

Group — the group of services. All services in Projetex are broken into groups. You can select any of the groups of services
available. To add or edit a group of services, open Corporate Settings in the Backstage view, and select the Groups of Services
section.

Service — each group of services contains a separate list of services. Before selecting a service, select the group of services first.
To add or edit a service, open Corporate Settings in the Backstage view, and select the Services section.

Volume — the job volume can be indicated in a number of units (characters, words, lines, hours and so on). To add custom units,
open Corporate Settings in the Backstage view, and select the Volume Units section.

You can also use the built-in AnyCount or CATCount tools to quickly count the job file, or calculate CAT text volumes (100% match,
fuzzy match, and so on). You can also import Trados and Logoport logs with the help of the CATCount tool to quickly enter the
required volume. See the AnyCount in Projetex and CATCount in Projetex topics for details.

Price — the price can be entered manually or copied from the freelancer's individual price-list. To copy a price from the price-list
click the <=Price button. The price for a matching service, group of services and unit combination will be copied. Click the = >
button to copy the price to this freelancer's price list. You can set a fixed price for the freelance job (which will not be multiplied by
job volume) by selecting the flat fee option in the drop-down list next to the price field. Select the free option in the same drop-
down list to set the job total to zero. The price and volume in free job must not necessarily be zero.

If the freelance currency differs from your base currency, the Currency Exchange Rate button will be available. By clicking this
button, you may change the currency exchange rate used in this job. Note that this button does not change the general exchange
rate stored in your Projetex database. To change the exchange rate for all future jobs go to the Exchange Rates tab of the
Corporate Settings.

PO Folder — purchase order folders contain all files the freelancer would need to begin working on the job. When creating or
editing freelance jobs it is often necessary to work with job files (for example, you may need to copy the name of the file or count a
job file for it's exact volume).

Before creating a PO folder, create a purchase order itself by clicking the Create PO button. This will create a purchase order
containing this freelance job, or add this job to an existing PO, if there are any. See Creating Purchase Orders for more details on
POs.

Once a purchase order has been created, the PO Folder tab becomes available. This tab can be used to access the PO folder
without opening any additional windows. Also, the PO Folder tab can be used to quickly find and access a number of folders
related to this job, like the project folder, the client's FTP folder and the JA folders of other JAs in this project.

Timeline — the timeline of a freelance job in Projetex includes the assigned and deadline dates, as well as the date when the
freelance job has been actually completed. The Deadline and Completed values are taken into account when the program
determines the status of freelance jobs (like due today, overdue and so on).

You can use the buttons above the corresponding date fields to quickly set the assignment date to the current date, the deadline to
the assignment date, or the completion date to the deadline or the current date.

To mark a job as completed, click the Timeline button and select the Completed check box.

Job Quality — the job quality rating allows you to evaluate the quality of freelance jobs. It may contain any ratings from 1 to 100.

Job Quality can be displayed when you search for freelancers using the Search function. The Search button is located on the
Main tab of the Freelancer window and on the Freelance Team Tab of the Project Window.

Special Status — these are used when a job needs to be put on hold, when you create heads-up (or potential) jobs, or when you
need to cancel a job. Jobs with the on hold status have their deadlines undetermined, thus on holdjobs cannot become overdue.
Jobs with the heads-up status cannot be set as completed, since the status assumes that work has not yet started. Canceled jobs
also can not be set as completed, since the status assumes that the job was abandoned.

Instructions — any instructions (like terminology to use) regarding a freelance job can be entered here in the form of a plain text
note.

Work Notes — staff notes can be entered here.

Custom Fields — freelance job information can be customized by adding custom fields for additional information not foreseen
by the default controls.



3 Note: Only users with access to the Projetex Server Administrator can add or remove custom fields. See the Custom Fields topic for details.

Audit — keeps track of when and by whom the job was modified.
Alerts — keeps track of messages received from the Projetex 3D Automation Engine.

You can save freelance job data in a printable file, print it, or E-mail it with the help of RTF templates.

Templates for printing freelance jobs can be edited via the Corporate Settings in the Backstage view. Click the Templates
section to quickly access all template folders. Templates for printing freelance jobs are saved in the

\..\Business\Templates\EXPERTS\FREELANCE\/obs folder.

Edit Freelance Job (Protected mode, 15:00 left)
Project: 0019, Marketing booklet
Client Account: Main
Freelancer: Emma Woodward Mane Code: J-EWO0003
J Details | Instructions | Work Motes | Custom Fields | PO Folder | Audit | Alerts ‘
IWEILCHMC ontent translation|
Group: |Translation v Included in PO PO-EV/0005
Service: |English => Japanese . Mot Approved. Editing Possible,
Volume: 9540 |words - <= AnyCount <= CATCount
Price: 0,00 |per unit - <= Prices == Currency: GBP
Total: 0,00 1 GBP = 1,00 EUR
PO Folder:  D:\Business\Experts\Freelance\EW\0005 Create PO
Timeline: =Now =Assigned =Deadline =MNow
Assigned: Deadline: ! completed:
16/02/2016 11:36 B~ > 19/02/2016 11:36 B > 19/02/2016 11:36 [Eihg
(385 days agao) (382 days ago) (382 days ago)
Special Status: | pone -
Job Quality (O - not rated, 1 - Extremely Poor, 100 - Excellent): 0 -
RTF Templates: |Freelance Job - Template - English.rtf - B | & | =
QK Cancel

See also:

AnyCount in Projetex

CATCount in Projetex

Freelance Job Template Variables

Saving Printing and E-Mailing Projects and Jobs




Saving Printing and E-Mailing Projects and
Jobs

To print, save or e-mail a Project/Job as an RTF document, use the RTF template controls near the bottom of the corresponding
New/Edit window.

RTF Templates:  project - Simple Template.rtf - EmeE | & | &

oK Cancel

Use the RTF Templates drop-down list to select the template which must be used for printing, saving or e-mailing the project/job
as an RTF file. Click the Save, Save & Open, Print, or Send Mail button to save, print, or e-mail the Project/Job.

£3 Note: You can choose to save the output file in RTF, DOC or PDF format by selecting this format in the Save As window via the Save as type drop-
down list.

To edit templates for projects, in the Backstage view click Corporate Settings and select Templates. Templates for Projects
are located in the D:\BusinessServer\Templates\Projects| folder. Templates for jobs are located in the folders
D:\BusinessServer\Templates\CLIENTS\Jobs, D:\BusinessServer\Templates\EXPERTS\CORPORATE\Jobs, and
D:\BusinessServer\Templates\EXPERTS\FREELANCE\Jobs.

See also:
Template Basics



Creating Invoices

Invoices can be created on the Invoices tab of the Client window.
To create an invoice to a client,

1. Open the Main tab of the Client window and select a client.
2. Switch to the Invoices tab and click the New button.

Definition Designs: Invoices =

Main | Contacts | Marketing | Prices | Quotes | Projects | Client Jobs In\'OiCES|CreditN0tes

MNew Edit Delete Void Status: [*all*

Invoices can also be created via the Mass Invoicing function of the Clients: Invoices window.

Clients: Invoices|~

Mass Invoicing ‘ Edit Status: [*all*

# Client Code Global Code

¥ Definition Designs I-DEFDES0001 }"«'.CI‘-.-'1E-IDlel,.-"EDl-
Definition Designs I-DEFDES0002  ACME-I0015/201

Invoices can also be created directly from the Edit Client Job window. To create an invoice this way:

1. Open any client job, which has not yet been added to an invoice. Client jobs can be found on the Client Jobs tab of the Project
window.

2.In the Edit Client Job window click the Create Invoice button.

3. Aclientjob can be added to existing Invoice, or to a new one. Click the Add this Job to New Invoice string to create a new
invoice.

Edit Client Job (Protected mode, 15:00 left) x

Client: Global Concepts Universal Code: J-GCUO0O3
Project: 0027, Tax policy in EU Client Ref.:
Client Account: Main Client PO:
Client PM: Aki Nakasawa

Details | Instructions | Work Notes | Motes* | Custom Fields | Project Folder | Audit | Alerts

IWEIGEEMTax policy in EU proofread|

Group: |Editing -
Service: |Proofreading M
Volume: 5400 |words - <= AnyCount <= CATCount
Price: 025 |per unit - <= Prices == Client Currency: JPY
Total: 1 350,00 1 JPY = 00,0075 EUR
Project Folder: D:\Business\Projects\0027 William McSun Tax policy in EUY Create Invoice
Timeline:

See also:
New/Edit Invoice Window

Mass invoicing



New/Edit Invoice Window

The New/Edit Invoice window contains the following data:

Approved — once an invoice has been approved by the project manager, its jobs become locked and cannot be edited unless this
checkbox is cleared.

Date Sent — this date is considered the invoice issue date (no matter when the invoice has actually been created). A client's
payment terms client may refer to this date when determining the paid status of the invoice.

Code — also called the "client-specific" code, generated automatically. The "I" character means that this is an invoice, the letters
afterwards represent the client code and the number is the value of the invoice counter for this client. Each client has an
independent counter for this code.

Global Code — the global code is generated automatically. The global invoice code layout can be configured in the Codes
section the Administrator settings. The non-configurable portion of the code (digits) represents the global invoice counter.

Attention — select one of the client's contact persons in this field. The name of the selected contact person will be displayed in
the resulting invoice document.

Client Jobs — lists the client jobs ("items") of this invoice. Only uninvoiced Jobs without a Special Status can be added to an
invoice. Use the Customize columns option to configure which data should be displayed.

Discount/Markup — invoices can have up to 2 discounts and markups. These are applied as positive (markup) or negative
(discount) percentages to the invoice subtotal. To configure discounts and markups, in the Backstage view click Corporate
Settings and select the Discounts/Markups section.

Tax — each invoice can have up to 2 taxes. Taxes are applied as percentages to invoice subtotals plus discounts/markups. To
configure taxes, in the Backstage view click Corporate Settings and select the Taxes section.

3 Note: After a discount/markup or tax has been selected for an invoice of a client, this discount/markup or tax will be remembered and applied as the
default for the client. All subsequent invoices will include this discount/markup or tax. The default discount/markup or tax can be changed in any time, by
choosing another value during invoice creation.

If the client currency differs from your base currency, the Currency Exchange Rate button will be available. By clicking this
button, you may change the currency exchange rate used in this invoice. Note that this button does not change the general
exchange rate stored in your Projetex database. To change the exchange rate for all future invoices, go to the Exchange Rates tab
of the Corporate Settings.

Adjustments — adjustments added to invoice totals. Discounts and taxes are not applied to adjustments.

Payment Method — you can add payment details (banking, credit card number, PayPal account and so on) to your invoice via
the Payment Method tab. To configure available payment methods, in the Backstage view click Corporate Settings and select
the Payment Methods section.

3 Note: After a payment method has been selected for an invoice of a client, this payment method will be remembered and applied as the default for
the client. All next invoices will include this payment method. The default payment method can be changed in any time, by choosing another value during
invoice creation.

Linked with Payments — unless the full amount of the invoice is linked with payments, the status of this invoice will remain
outstanding. On this tab you can check whether this invoice has been linked with payments. Payments can be linked to invoices
from the Edit Payment window only.

Also, phantom payments can be created on the Linked with Payments tab. Phantom payments are not added to the actual
balance, yet they can make an "outstanding" invoice "settled".

Example:

The invoice total is T000EUR, and the invoice is linked with a payment of 997EUR (suppose your client did not account for banking
fees). When you click Add Phantom Payment you will be prompted to create a phantom payment of 3EUR. After the payment
has been created, the invoice will be automatically labeled as "settled".

Linked Credit Note — displays the credit notes linked to this invoice.

Notes — any additional notes which your invoice must include, can be added on this tab. These notes can be automatically added
to the printed invoice.

Custom Fields - custom information can be entered or selected in proper custom fields on this tab. Custom database fields can
be added in the Projetex Server Administrator.

Audit — keeps track of when and by whom the invoice was modified.

Alerts — keeps track of messages received from the Projetex 3D Automation Engine.



Edit Client Invoice (Protected mode, 15:00 left) x

Date Sent: 12/02/2017 kg
Code; I-NETCOMOO03

From: Vitaliy Gutyk
To: Network Community Technologies
| approved (Jobs Locked)

Global Code: ACME-I0071/2017

Attention: |Me|isa Lederer v|

J Client Jobs ‘ Adjustments | Payment Method | Linked with Payments | Linked Credit Note | MNotes | Custom Fields | Audit | Alerts ‘

‘ [#| Add Job to Invoice | ‘ Edit Job | | [=| Remove Job from Invoice ‘
#* Completed Job Code Job Name Client PM Group of Services Service
25.12.2016 18:00:00 J-NETCOMO Analog deviation part 3 Melisa Lederer Translation English = Spanish
¥ 14.01.2015 18:00:00 J-NETCOMD FAQ file Proofreading Melisa Lederer Editing DTP check
MM 4 20f2 F W 1 v
Discount/Markup: |— None - (0,00%) v| 0,00 Client Currency: EUR
Discount/Markup 2: |- None - (0,00%) v| 0,00 Invaice Total: 2050 00
Paid: 0,00

Met Jobs Total:  2050,00
Balance Due: 2050,00

Tax: - None - (0,00%) -/ 0,00
Tax2: - None - (0,00%) -/ 0,00 ‘ Mark as Paid |
RTF Templates: |Invoice to Client - LandScape Template - English.rtf v| ‘ [ | B+ | = | [ ‘
| OK | | Cancel |

See also:
Saving, Printing and E-Mailing Invoices



Saving, Printing and E-Mailing Invoices
To print, save or e-mail an Invoice as an RTF document, use the RTF template controls near the bottom of the New/Edit window.

RTF Templates: |Invoice to Client - LandScape Template - English.rif B R s =

QK Cancel

Use the RTF Templates drop-down list to select the template which must be used for printing, saving or e-mailing this invoice as
an RTF file. Click the Save, Save & Open, Print, or Send Mail button to save, print, or e-mail the Invoice.

£3 Note: You can choose to save the output file in RTF, DOC or PDF format by selecting this format in Save As window via the Save as type drop-down
list.

To edit templates for invoices, in the Backstage view click the Corporate Settings command and select Templates. Templates
for invoices are located in the C:\BusinessServer\CLIENTS\Invoices\ folder.

See also:
Creating Invoices

Template Basics



Void Invoices

By voiding an invoice, you do not delete it from your invoices list. However once voided, an invoice cannot be printed or edited,
and the jobs added to this invoice revert to Uninvoiced status.

To void invoice, open the Invoices Tab of the Client Window, select an invoice and click the Void button.
When voiding an invoice you can enter a reason for voiding, and specify a date (will be used by the Global Date Filter).

The details of the void invoice are kept in the database as a plain text note for future reference. The following data will be
preserved in a void invoice:

- Client Jobs: Code, Client Ref,, PO Number, Name, Assigned, Deadline, Completed, Price, Volume, Exchange Rate: Total
- Discounts: name, percentage, and volume
- Taxes: name, percentage, and volume

An invoice cannot be voided if it has linked payments. Void invoices are displayed in all invoice lists.

View Voided Invoice X
Sent: Date Marked Void:
04.12.2016 07,/03/2017 [ERg
From: Code:

Vitaliy Gutyk I-ENISERVD003

Ta: Global Code:
Enigma Server Technologies, Inc ACME-IDDET /2016
Reason:

Details:

--- Client Jobs ---- =
Code: J-ENISERVO005

Client Ref.:

PO Number:

Name: Serv-client tech. - DTP
Assigned: 14.09.2016

Deadline: 01.12.2016 18:00:00
Status: 03.12.2016 18:00:00
Completed: 03.12.2016 18:00:00
Price: 5,00

Volume: 230

Pricing: per unit

OK Cancel

See also:
Creating Invoices
Mass invoicing



Mass invoicing

Mass invoicing can be done from the Invoices to Clients window. It allows to quickly invoice all or certain client jobs stored in
the database.

1. To begin the invoicing procedure, open the Clients: Invoices window and click Mass Invoicing (shortcut Alt+M).
2. This will open the Mass Invoicing window.

Clients: Invoices =

Mass Invoicing Edit Status: [=a)*
Mass Invoicing 7T X
Select All Clear All
# Includ Client's name Invoices added *

Internet Security Technologies
Unlimited Concepts Unified
¥ Translation Designs
Enigma Server Technologies, Inc
| Reliable Network, Inc
Global Interactive Resources
»: & The Lightning Graphics
Global Concepts Universal
The lllustrative Designs
i Digital First Concierge
Metwork Community Technologies
Massive Archway, Inc
Wireless Adept .

MM 4 7of24 b B MW

(@ One Invoice per Client
) One Project per Invoice

) One Client Job per Invoice

Include completed jobs only

Include completed projects only

Generate Cancel

Select the clients whose jobs you wish to invoice by double-clicking the check box next to the client.
Select one of the invoicing methods:

-one Invoice per Client (all uninvoiced client jobs of each client will be included into one invoice);
-one Project per Invoice (all uninvoiced client jobs of each project will be included into one invoice);
-one Client Job per Invoice.

3.You may check Include completed jobs only to limit invoicing to completed jobs or Include completed projects only to
limit invoicing to jobs from completed projects.

4. After selecting the required clients and setting up Mass Invoicing options, click the Generate button. The program will start
creating invoices, which will be indicated by a progress bar.

5. Once all specified invoices have been generated, the Mass Invoicing window will display the number of invoices generated
opposite each client.

3 Note: Once the invoices have been generated, they can be opened and edited in the Invoices to Clients window or on the Invoices tab of the Client
window.

See also:

Creating Invoices



Managing Global Codes

Global codes of invoices and purchase orders can be managed in the Codes area on the Administrator tab of the Backstage
view.

L:f) General MNext Codes: MNext Project Code: 61
& Log Out & Users and Access Next Global Invoice Code: 73
2 Access Roles Next Global PO Code: 62
S Connected Users Codes
B calutations
L Template variables
d CaTCount Global Invoice Codes:
User Settings £ Stats
[ Broadcasts Prefix: Suffix
ACME e.q. AT POYY e.g. /YYYY

Corporate Settings
Available variables: YYYY. YY: Year. MM: Month. DD: Date
Administrator
Enable annual numbering resets:

Help

Exit

Codes in naming of .RTF files
% Invoices for Clients: POs for Experts:
Client-Specific - Expert-Specific

Setting Next Codes

Click the Next Codes button to set the global code which will be assigned to the:

e next Project,
e next Invoiceissued to a client;
e next POissued to a freelancer.

\5 Note: The next code cannot be less than last code of this type in the database. Thus if you already have a project with code 10, the next project code
cannot be set to 10 or less (even if some projects with codes 1-9 have been deleted).

Editing Global Invoice Code display format

Also, you can customize the prefix and suffix of global invoice and purchase order codes, and enable annual numbering resets.
Regulations in some countries may require you to reset invoice counters each year.

3 Note: This procedure is irreversible. After Enable annual numbering resets is selected, these resets cannot be rolled back.

Codes in naming RTF files

Codes in naming of .RTF files options determine what code will be used when automatically generating file names for POs and
invoices (it can be Client/Expert-Specific or Global).

See also:
Codes



Creating Purchase Orders

Purchase orders (or POs) in Projetex are formal orders to a freelance expert requesting them to perform a certain freelance jobs
for a certain fee.

To create a purchase order:

1. Open the Main tab of the Project window and click the required project.

2. Click the POs tab.

3. Click the New button. You will be prompted to choose a freelancer among those assigned to the project's jobs before being
taken to the New PO window.

0035, 55H technology: POs|~

Main | Tree | Client Jobs | Corporate Jobs | Freelance Jobs | Freelance Team | Jas || POs

Mew Edit Delete Status: |*all*

Invoices can also be created via the Mass POs function of the Freelancers: POs window.

Freelancers: POs -

Mass POs Edit Status:

Date Sent
29,12.2014
29,12.2014

Global PO Code
ACME-ID007 /2014
ACME-ID00E,2014

# PO Code
(¥ P O-CA0001

PO-EFO001

Purchase orders can also be created directly from the Edit Freelance Job window. To create purchase order this way:

1. Open any freelance job, which has a freelancer assigned, but has not yet been added to a purchase order. Freelance jobs can be
found on the Freelance Jobs tab of the Project window.

2.In the Edit Freelance Job window click the Create PO button.

3. Afreelance job can be added to an existing purchase order, or to a new one. Click the Add this Job to New PO string to create
a new purchase order.

Edit Freelance Job (Protected mode, 15:00 left)

Project: 0025, LS Drive - 1305m

Client Account: Main

Freelancer: Ernest Fredrickson Mone Code: J-EFO004
Details | Instructions | Work Notes | Custom Fields | Audit | Alerts
IWELGLEEI S Drive - 1305m French > English|
Group: |Translation
! Service: |French == English
Volume: 20000 |words - <= AnyCount <= CATCount
Price: 0,02 |per unit - <= Prices == Currency: EUR

Total: 400,00

Freelance Jobs can be accessed in the following locations:

e The Tree tab of the Project window;
e TheFreelance Jobs tab of the Project window;
e The Freelance Jobs tab of the Freelancer window;

Create PO




o The Calendar tab of the Project window (double-click a calendar block to edit that job);

¢ The Calendar tab of the Freelancer window (double-click a calendar block to edit that job);
e The Freelance Jobs window;

3 Note: Alternatively, purchase orders can be created by using the Mass POs function of the POs to Freelancers window.

See also:
New/Edit PO Window

Mass purchase orders



New/Edit PO Window

The New/Edit PO window contains the following data:
Date Sent — the date when purchase order has been sent to freelancer. Payment terms of freelancer may refer to this date when
determining the paid status of the PO.

Code — also called the "Freelancer-specific' code, generated automatically. The "PO" characters indicate that this is a purchase
order code, the letters afterwards represent the code of the freelancer, and the number is the value of the expert's PO counter.
Each freelancer has an independent counter for this code.

Global Code — the global code is generated automatically. The global PO code layout can be configured in the Codes section of
the Backstage View Administrator tab. The non-configurable portion of the code (digits) represents the global PO counter value.

Approved — once a PO assignment has been approved by the project manager, its freelance jobs become locked and cannot be
edited unless this checkbox is cleared.

Freelance Jobs — the list of freelance jobs added to this PO. Use the Customize columns option to configure displayed data.

Discount/Markup — POs can have up to 2 discounts and markups. These are applied as positive (markup) or negative (discount)
percentages to the PO subtotal. To configure discounts and markups, in Backstage view click Corporate Settings and select the
Discounts/Markups section.

Tax — each PO can have up to 2 taxes. Taxes are applied as percentages to PO subtotals plus discounts/markups. To configure
taxes, in Backstage view click Corporate Settings and select the Taxes section.

3 Note: After a discount/markup or tax has been selected for a PO of a freelancer, this discount/markup or tax will be remembered and applied as the
default for the freelancer. All next POs will include this discount/markup or tax. The default discount/markup or tax can be changed in any time, by
choosing another value during PO creation.

If the freelancer's currency differs from your base currency, the Currency Exchange Rate button will be available. By clicking this
button, you may change the currency exchange rate used in this PO. Note that this button does not change the general exchange
rate stored in your Projetex database. To change the exchange rate for all future POs, go to the Exchange Rates tab of the
Corporate Settings.

Expert Invoice — you can enter the freelancer's invoice data for future reference. POs can be filtered by their invoiced status.
Adjustment — adjustments added to PO totals. Discounts and taxes are not applied to adjustments.

Linked with Payments — to settle a PO, link it with your payments to freelancers. A PO can also be settled by creating a
"phantom payment'. By adding a phantom payment you link the entire unlinked sum of this PO to a virtual payment (will not be
shown on the Payments tab of the Freelancer window).

Notes — any additional notes which your PO must include can be added on this tab.

Custom Fields - custom information can be entered or selected in proper custom fields on this tab. Custom database fields can
be added in the Projetex Server Administrator.

Audit — keeps track of when and by whom the PO was modified.
Alerts — keeps track of messages received from the Projetex 3D Automation Engine.



Edit PO (Protected mode, 15:00 |eft)

From: Vitaliy Gutyk Date Sent: 16/12/2016 B~
To: Takumi Mizushima Code: PO-TMOOD4
Project: 0052, GlobalSYS manual (consulting only)
Global Code: ACME-I0049/2016
Project Manager: William McSun
Approved (Jobs Locked)
Freelance Jobs | Adjustment | Linked with Payments | Notes | Custom Fields | Audit | Alerts
add Job to PO [ Edit Job Remove Job from PO
#  Completed Project Code Job Code Job Name Group of Services Service Units
»116,12.2016 18:0( 0052 J-TMO00S GlobalSYS manual (consul Consulting Multilingual Copywrit words
MW 4 10f1 K W 4
Discount/Markup 1: |- None - (0,00%) - 0,00 Currency: JPY
. 1 JPY = 0,0075 EUR
Discount/Markup 2: - Mone - (0,00%) ~ 0,00 <
Met Jobs Total: 1000,00 PO Total: 1000,00
Paid: 0,00
e None - 0,00%) | 0.00 Balance Due: 1000,00
Tax 2: - Mone - (0,00%) - | 0,00 . )
Expert Invoice received
Mark as Paid Invoice Code:
Invoice Date: - MNone -
RTF Templates: purchase Qrder to Freelancer - Template - English.rtf - BE | & | =
oK Cancel

See also:

Saving, Printing and E-Mailing Purchase Orders



Mass purchase orders

Use the Mass POs feature to quickly issue purchase orders for a number of freelance jobs.
1. Open the Freelancers: POs window and click the Mass POs button (shortcut Alt+M).

2. This will open the Mass POs window:

Freelancers: POs|~

Mass POs Edit Status: |*All*
Mass POs x
Select All Clear All
# Include  Expert Name POs added .
Hilda Herald

Ernest Fredrickson
i Theresa Suarez
Emma Woodward
Kirsi Murmi
Pamela Lafontaine
Thomas Geelen
Peter Pendleton
Stanley Crayton
Koen Haanrath
Vesa Kopitello
Charlotta Adamssen
! TakumiMizushima

Navid Shahriar Javaid

Jose Fernandez

Malicca Raanmnnt

M4 4 50f1c F B B

HE

AN &

@ One Project per PO

() One Freelance Job per PO

Include completed jobs only

Generate Cancel

Select the freelance experts for which POs should be created by double-clicking the check boxes in front of each expert
Select PO issuing options:

- One Project per PO (one PO for all freelance jobs in each project);

- One Freelance Job per PO (create a separate PO for each freelance job).

3.You may check Include completed jobs only to limit PO generation to completed jobs.

4. After selecting the required freelancers and setting up mass PO options, click the Generate button. The program will start
creating purchase orders, which will be indicated by a progress bar.

5. Once all specified POs have been generated, the Mass PO window will display the number of generated purchase orders
opposite to each freelancer.

£} Note: Once the POs have been generated, they can be opened and edited in the POs to Freelancers window or on the POs tab of the Freelancer
window.

See also:

Creating Purchase Orders



Saving, Printing and E-Mailing Purchase
Orders

To print, save or e-mail a Purchase Order as a text document, use the RTF template controls near the bottom of the New/Edit
window.

RTF Templates: purchase Qrder to Freelancer - Template - English.rtf M B | & (223

QK Cancel

Use the RTF Templates drop-down list to select the template which must be used for printing, saving or e-mailing this PO as an
RTF file. Click the Save, Save & Open, Print, or Send Mail button to save, print, or e-mail the PO.
£3 Note: You can save the output file in RTF, DOC or PDF format by selecting this format in the Save As window via the Save as type drop-down list.

To edit templates for purchase orders, in the Backstage view click Corporate Settings and then click Templates. Templates
for purchase orders are located in the D:\BusinessServer\Templates\EXPERTS\FREELANCE\POs folder.

See also:
New/Edit PO Window
Template Basics



Creating Job Assignments

Job assignments (or "JAs") are printable requests which project managers send to in-house experts. Job assignments contain a
number of corporate jobs and optionally — some instructions. Also, a folder can be automatically created for each /4, allowing
project managers to copy workflow files for the specific expert to access.

To create a job assignment to translator:
1. Open the Main tab of the Project window and click the required project.
2. Click the JAs tab.

3. Click the New button. You will be prompted to choose a corporate expert among those assigned to the project's jobs before
being taken to the New JA window.

0035, 55H technology: JAs ~

Main | Tree | Client Jobs | Corporate Jobs | Freelance Jobs | Freelance Team l POs
MNew Edit Delete Approved: |*all* -

#* Code Project Code Expert Assigned JA Total

g /500001 02102014 | 000]

JA-JK0001 0035 Javier Kuster 13.10.2014 0,00

Eryon Ortolano

Job assignments can also be created directly from the Edit Corporate Job window. To create a job assignment this way:

1. Open any corporate job, which has an expert assigned, but has not yet been added to a job assignment. Corporate jobs can be
opened on the Corporate Jobs tab of the Project window.

2.1In the Edit Corporate Job window click the Create JA button.

Edit Corporate Job (Protected mode, 15:00 left)

Project: 0029, AG/PG Airplane

Client Account: Main

Corporate Expert: Allyson Laven Mone Code: J-ALO004

Details | Instructions | Work Notes | Custom Fields | Audit | Alerts

Name:

Group: |Editing -

Service: |Implementing corrections M

Volume: 34000 |'wards - <= AnyCount <= CATCount Currency: EUR
Price: 0,00 |per unit - <= Prices =3
Total: 0,00

Time Spent: |0 2| hours 0 | minutes 0 hours) AHC: 15,00
Productivity: 0,00 words/hour Total Cost: 0,00
| | Create JA
Timeline:

See also:
New/Edit JA Window



New/Edit JA Window

The New/Edit JA window contains the following data:
Date Assigned — the job assignment date can be edited no matter when the JA has actually been created.
Code — a unique JA code is created automatically along with the job assignment itself. The first characters "JA" indicate that this

is a job assignment code, the letters afterwards represent the assigned expert's code. The number is the value of the JA counter for
the assigned expert. Each expert has an independent counter for the job assignment code.

Approved — once a job assignment has been approved by the project manager, its corporate jobs become locked and cannot be
edited unless this check box is cleared.

Expert Jobs — the list of corporate jobs added to the JA. Only Jobs without a JA can be added.

Linked with Payments — to settle a JA, link it with your payments to the corporate expert. A JA can also be settled by creating
"phantom payments". By adding a phantom payment you link the entire unlinked sum of this JA to a virtual payment (will not be
shown on the Payments tab of the Corporate Expert window).

Instructions — any additional instructions which your JA must include, can be added on this tab

Notes — any additional notes which your JA must include, can be added on this tab.

Custom Fields - custom information can be entered or selected in proper custom fields on this tab. Custom database fields can
be added in the Projetex Server Administrator.

Audit — keeps track of when and by whom the JA was modified.

If the expert's currency differs from your base currency, the Currency Exchange Rate button will be available. By clicking this
button, you may change the currency exchange rate used in this JA. Note that this button does not change the general exchange

rate stored in your Projetex database. To change the exchange rate for all future JAs, go to the Exchange Rates tab of the Corporate
Settings.

Edit JA (Protected mode, 15:00 left) »
Corporate Expert: Sheryl Hirsch Date Assigned: 27/03/2014 B~
Project: 0026, Localization of H-210 instruction Code: JA-SHO002

Approved (Jobs Locked)

Expert Jobs | Linked with Payments | Instructions | Custom Fields | Audit

[A Edit Job [=] Remave Job from Ja
# Assigned | Job Code Job Name Group of Serv Service Volume  Units Price Pricing To
»i 02112016 J-SHOOO3 H-210 instruction t Translation English => Sw 4000  words 280,67 flat fee 280,
M4 4 10f1 » WM 4 >

Currency: EUR

JA Total: 280,67
Mark as Paid Paid: 0,00
Balance Due: 280,67

RTF Templates: | Job Assignment - Template - English.rtf ~ B | = | 4

OK Cancel

See also:

Saving, Printing and E-Mailing Job Assignments



Saving, Printing and E-Mailing Job
Assignments

To print, save or E-mail a job assignment as a file with the help of RTF templates, use the RTF template controls near the bottom of
the New/Edit window.

RTF Templates: |job Assignment - Template - English.rtf v EE | & |

OK Cancel

Use the RTF Templates drop-down list to select the template which must be used for printing, saving or e-mailing this JA as an
RTF file. Click the Save, Save & Open, Print, or Send Mail button to save, print, or e-mail this JA.

£3 Note: You can choose to save the output file in RTF, DOC or PDF format by selecting this format in the Save As window via the Save as type drop-
down list.

To edit templates for printing job assignments, in the Backstage view click Corporate Settings. Click the Templates section to
quickly access all template folders. Templates for printing client jobs are stored in the
D:\BusinessServer\Templates\EXPERTS\CORPORATE\JAs folder.

See also:
Creating Job Assignments
Template Basics



Creating Payments

Payments are records of the funds received from clients and given to experts for their services, and are used to settle Invoices,
Purchase orders, and Job Assignments.

To create a payment:

1. Open the Main tab of the Client/Corporate Expert/Freelancer window.
2. Click required record and switch to the Payments tab.

3. Click New button.

(Screenshot shows the Payment tab of the Corporate Expert window)

Ronald Holton: Payments

Main | Corporate Jobs | JAs Paj,fments||3rices Account

New Edit Delete Status: | *all*
* Expert Name Code Payment Date
& F.onald Holton P-RHO001 02.06.2017

Ronald Holton P-RHO002 02.06.2017

Invoices can also be created via the Mass Payments function of the Clients: Payments and Freelancers: Payments
windows.

Freelancers: Payments | Clients: Payments ~

Mass Payments Edit Status: |[*all* -
#* Client Code Date Received
& The Illustrative Designs P-ILLDESO001 08.08.20156
The Illustrative Designs P-ILLDESD002 24.05.2014

Payments can also be created and linked automatically from the Edit Invoice/PO/JA window. To create a payment this way:
1. Open any invoice, PO, or JA that has not been paid yet.

2.In the Edit Invoice/PO/JA window, click the Mark As Paid button.

This will automatically create a payment that completely covers the invoice/PO/JA and link it to the invoice/PO/JA in question.



Edit JA (Protected mode, 15:00 left) x
Corporate Expert: Latoya Pittman Date Assigned: 26/07/2014 @~
Project: 0025, LS Drive - 1305m Code: JA-LPOOOZ2
[ Approved (Jobs Locked)
J Expert Jobs | Linked with Payments | Instructions | Custom Fields | Audit ‘
Add Job to JA | Edit Job | | [=|] Remove Job from JA
# Assigned = Job Code Job Mame Group of Serv Service Volume  Units Price Pricing To
» 01122014  J-LPOOOL1 LS Drive - 1305m - Translation English == Sw 25000 words 234,00 flat fee 234
MM 4 10f1 b B W 1 v
Currency: EUR
JA Total: 234,00
~ Markas Paid paid: 0,00
Balance Due: 234,00
RTF Templates: |Job Assignment - Template - English.rif v| ‘ [z | [Ba+E | = | = ‘
| oK | | Cancel |

See also:

New/Edit Payment Window
Mass Payments from Clients
Mass Payments to Freelancers




New/Edit Payment Window

The New/Edit Payment window contains the following data:
Date Received — except for accountant's reference, this date will also be used by Global Date filter.

Code — the payment code is generated automatically. In this code, the "P" character means that this is a payment, the letters
afterwards represent the code of the client (or expert), and the number is the value of the payment counter for the client/expert.
Each client and expert has an independent code counter for payments.

Value — the total amount of payment in client's or expert's currency. Projetex will calculate your revenues in your base currency
according to the exchange rates.

If a client's or expert's currency differs from your base currency, the Currency Exchange Rate button will be available. By
clicking this button, you may change the currency exchange rate used in this payment Note that this button does not change the
general exchange rate stored in your Projetex database. To change the exchange rate for all future payments, go to the Exchange
Rates tab of the Corporate Settings.

Notes — any additional notes by accounting or other staff. For example if this is an advance payment for a future project.

Linked with Invoices/POs/JAs — a payment's value can be linked with invoices, purchase orders, or job assignments — fully or
partially. The table on the Linked with Invoices/POs/JAs tab indicates which amount is linked to which invoice/purchase
order/job assignment.

3 Note: The target in the Linked with... tab depends on whether the payment was created in the Payments tab of the Client, Corporate Expert, or
Freelancer windows.

Phantom invoices/POs/JAs mean to make the payment linked, without settling any of the actual invoices, job assignments, or
purchase orders. Phantom invoices/POs/JAs can be used for ensuring account consistency in case the payment for some reason
should not be used to cover invoices, job assignments, or purchase orders.

Audit — keeps track of when and by whom the payment was modified.

Edit Freelance Payment (Protected mode, 15:00 left) x
5
From: WVitaliy Gutyk Date Received: 08/08/2016 [Elkg
To: Jose Fernandez Code: P-JFO0O1
Payment Audit
_H_]J Add Phantom PO
1| |# PO Code PO Date PO Total Linked with this Payme Invoice Code|Invoice Date Date Due
b |PO-JFOOO 03.06.2016 600,00 600,00 - Mone - Mo Invoice

M4 1cf1 F B W

Edit Delete
Linked: 600,00 Currency: USD
Mot Linked: 900,00 1 USD =077 EUR
RTF Templates: |payment to Freelancer - Template - English.rtf - B | & | =
oK Cancel

See also:
Linking Payments with Invoices, POs or JAs

Saving, Printing and E-Mailing Payments



Linking Payments with Invoices, POs or JAS

Any invoice, PO or JA in Projetex will be always shown as outstanding unless it is linked with proper payment, that completely
covers this invoice, PO, or JA amount.

To create a link between a payment and an invoice/PO/JA:
1. Open the required Payment record and switch to the Linked with... tab

<3 Note: The target in the Linked with... tab depends on whether the payment was created in the Payments tab of the Client, Corporate Expert, or
Freelancer windows.

2. Click the New link button and select the invoice/PO/JA to create a link with
3. Click OK twice to complete linking

x
i From: Translation Designs Date Received: 17/11,/2014 B~
: To: Vitaliy Gutyk Code: P-TDES0004
Payment | Linked with Invoices { Audit
%JJ Add Phantom Invoice
#* Invoice Code Invoice Date Invoice Total Linked with this Payment Balance Date
Select Invoice I} x
Link Value: 500,00
Approved Unsettled Invoices:
M4 4 ocl* Code Invoice Date Invoice Total Total Paid (Other Payments) Balance Date Due

- 4 | I-TDESQ004 16.06.2017 800,00 0,00 800,00 16.07.2017

MM 4 101 P W

Mote: Press and hold Ctrl to select multiple Invoices oK Cancel

<5 Note: A new link will automatically cover as much of the invoice/PO/JA amount as possible. To change the linked amount select the link and click Edit.

Payment | Linked with Invoices | Audit

Eigump,

#* Invoice Code Invoice Date Invoice Total
i)l-TDES0004 16.06.2017
Edit Link with Invoice x
Link Walue:
500,00] (Max: 500,00)
OK Cancel

See also:
New/Edit Payment Window



Mass Payments from Clients

Multiple payments from clients can be created according to existing invoices and linked with them.
1. To open the Mass Payments window, open the Clients: Payments window and then click the Mass Payments button
(shortcut Alt+M).

Clients: Payments| =

Mass Payments Edit Status: [*=all* -
Mass Payments o
Select All Clear All

# Include Client’s name Payments adde *
ki v Internet Security Technologies H
Unlimited Concepts Unified
/|  Translation Designs
Enigma Server Technologies, Inc
Reliable Network, Inc
¥ Global Interactive Resources
The Lightning Graphics

Global Concepts Universal

! The lllustrative Designs
Digital First Concierge

vy Metwoark Community Technologies
Massive Archway, Inc
Wireless Adept

|  Future Unified Resources
Definition Designs

P T S T, S S - i

MM 4 1of21 P M

(@ One Payment per Client
() One Payment per Invoice

() Phantom Payments

Generate Cancel

2. This will open the Mass Payments window:

Select the clients, whose invoices you wish to mark as paid, by double-clicking the check box in front of each.

Select one of the available payment generation methods:

- One Payment per Client (one payment from each Client, covering the whole due amount of outstanding invoices);
- One Payment per Invoice (separate payments, covering the due amount of each outstanding invoice).

- Phantom Payments (phantom payments will be created to cover the unpaid balance of invoices).

3. After selecting the required clients and setting up mass payment options, click the Generate button. The program will start
creating payments, which will be indicated by a progress bar.

4. Once all specified payments have been generated, the Mass Payments window will display the number of new payments
created for each client.

3 Note: Once the payments have been generated, they can be opened and edited in the Payments from Clients window or the Payments tab of the
Client window.

See also:
Mass Payments to Freelancers

Creating Payments



Mass Payments to Freelancers

Multiple payments to freelancers can be created in the same way as multiple payments from clients.
1. To open the Mass Payments window, open the Payments to Freelancers window first, and then click the Mass Payments
button (shortcut Alt+M).

Freelancers: Payments =

Mass Payments Edit Status: [*all v
1 Mass Payments x
Select all Clear All !
# Select | Expert Mame Payments added *
b Hilda Herald

Ernest Fredrickson
Theresa Suarez
Emma Woodward
Kirsi Murmi

Pamela Lafontaine
Thomas Geelen
Peter Pendleton
Stanley Crayton
Koen Haanrath
Wesa Kopitello
Charlotta Adamssen
Takumi Mizushima
Mavid Shahriar Javaid

lnmn Moo A

M # 4 10f1s » B W

(@ One Payment per Freelancer
) One Payment per Project
) One Payment per PO

) Phantom Payments

Cancel

2. This will open the Mass Payments window:

Select the experts whose POs need to be paid by double-clicking the check boxes in front of each.

Select one of the available payment options:

- One Payment per Freelancer (one payment to each Freelancer, covering the whole due amount of outstanding POs);
- One Payment per Project (separate payments, covering the total amount of POs in each Project).

- One Payment per PO (separate payments, covering the total amount each PO).

- Phantom Payments (generate phantom payments for the total unpaid amount of each PO).

3. After selecting the required freelancers and setting up mass payment options, click the Generate button. The program will start
creating payments, which will be indicated by a progress bar.

4. Once all specified payments have been generated, the Mass Payments window will display the number of generated
payments for each freelancer.

3 Note: Once the payments have been generated, they can be opened and edited in the Payments to Freelancers window or the Payments tab of the
Freelancer window.

See also:
Mass Payments from Clients

Creating Payments



Saving, Printing and E-Mailing Payments
To print, save or E-mail a Payment as a text document, use the RTF template controls near the bottom of the New/Edit window.

RTF Templates: |payment to Freelancer - Template - English.rtf - B | & | =

QK Cancel

Use the RTF Templates drop-down list to select the template which should be used for printing, saving or e-mailing a payment
as an RTF file. Click the Save, Save & Open, Print, or Send Mail button to save, print, or e-mail the payment.

Ta) Note: You can choose to save the output file in RTF, DOC or PDF format by selecting this format in the Save As window via the Save as type drop-
down list.

To edit templates for payments, in the Backstage view click Corporate Settings and select Templates. Templates for
payments are located in the following folders:

e D:\BusinessServer\Templates\CLIENTS\Payments\ folder for client payments.

o D:\BusinessServer\Templates\EXPERTS\FREELANCE\Payments| folder for payments to freelancers.

o D:\BusinessServer\Templates\EXPERTS\CORPORATE\Payments| folder for payments to corporate experts.

See also:
New/Edit Payment Window

Template Basics



Creating Credit Notes

Credit notes can be created on the Credit Notes tab of the Client window.
To create a credit note to a client,

1. Open the Main tab of the Client window and select a client

2. Switch to the Credit Notes tab.

3. Click the New button. You will be prompted to select the invoice that the credit note will be linked with before being taken to
the New Credit Note window.

The Lightning Graphics: Credit Motes

Main | Contacts | Marketing | Prices | Quotes | Projects | Client Jobs | Invoices | Credit Notes | Payments

Mew Edit Delete Status: [*all* +| Client Currency: USD

See also:
New/Edit Credit Note Window



New/Edit Credit Note Window

The New/Edit Credit Note window contains the following data:

Date Sent — this date is considered the credit note's issue date (no matter when the credit note has actually been created).
Credit Note Code — a credit note ID number, generated automatically. The "CN" characters mean that this is a credit note, the
letters afterwards represent the client code and the number is the value of the credit note counter for this client. Each client has an
independent counter for this code.

Linked Invoice Code — the code of the invoice linked to this credit note during creation.

Value — the total value of the credit note in the client's currency. Projetex will calculate the equivalent in your base currency
according to the exchange rates.

Notes — any additional notes which your credit note must include, can be added on this field. These notes can be automatically
added to the printed credit note.

Tax — each credit note can have up to 2 taxes. Taxes are applied as percentages to credit note subtotals. To configure taxes, in the
Backstage view click Corporate Settings and select the Taxes section.

M) Note: After a tax has been selected for a client's credit note, this tax will be remembered and applied as the default for the client. All next credit notes
will include this tax. The default tax can be changed in any time, choosing another value during credit note creation.

If the client currency differs from your base currency, the Currency Exchange Rate button will be available. By clicking this
button, you may change the currency exchange rate used in this credit note. Note that this button does not change the general
exchange rate stored in your Projetex database. To change the exchange rate for all future credit notes, go to the Exchange Rates
tab of the Corporate Settings.

Linked Invoice — displays the basic information of the invoice linked to this credit note.

Linked Refunds — on this tab you can check whether this credit note has been linked with any refunds. Refunds can be linked to
credit notes from the Edit Refund window only.

Audit — keeps track of when and by whom the credit note was modified.

Edit Credit Mote (Protected mode, 15:00 |eft) »

. Date Sent: 01,/03/2017
From: Vitaliy Gutyk

Credit Mote Code: CMN-ILLDESO001
To: The Illustrative Designs

Linked Invoice Code: I-ILLDES0002

Detail | Linked Invoice | Linked Refunds | Audit

Value: 300,00 Client Currency: EUR
AEVAll - Mone - (0,00%) - | 0,00
Tax 2: |- Nane - (0,00%) v| 0,00 Refunds started.

Credit Note is Locked.
Credit Mote Total: 300,00

Credits Used: 0,00
Paid: 150,00
Balance Due: 150,00
Status: Partially Paid

MNotes:

RTF Templates: |Credit Note to Client - Template - English.rtf -l e8|

QK Cancel

See also:
Saving, Printing and E-Mailing Credit Notes






Saving, Printing and E-Mailing Credit Notes

To print, save or e-mail a Credit Note as an RTF document, use the RTF template controls near the bottom of the New/Edit
window.

RTF Templates: |Credit Note to Client - Template - English.rtf IR R = =

QK Cancel

Use the RTF Templates drop-down list to select the template which must be used for printing, saving or e-mailing this credit
note as an RTF file. Click the Save, Save & Open, Print, or Send Mail button to save, print, or e-mail the Credit Note.

3 Note: You can choose to save the output file in RTF, DOC or PDF format by selecting this format in the Save As window via the Save as type drop-
down list.

To edit templates for credit notes, in the Backstage view click Corporate Settings command and select Templates. Templates
for credit notes are located in the C:\BusinessServer\Templates\CLIENTS\Credit Notes| folder.

See also:
New/Edit Credit Note Window



Creating Refunds

Refunds are records of the funds returned to clients, and are used to settle Credit notes
To create a Refund:

1. Open the Main tab of the Client window and select a project.

2. Switch to the Refunds tab and click the New button.

The Lightning Graphics: Refunds|~

Main | Contacts | Marketing | Prices | Quotes | Projects | Client Jobs | Invoices | Credit Notes | Payments

Mew Edit Delete Status: |*all* ~ | Client Currency: USD

Refunds can also be created and linked automatically from the Edit Credit Note window. To create a refund this way:

1. Open any credit note that has not been paid yet.
2.In the Edit Credit Note window click the Mark As Paid button.
This will automatically create a Refund that completely covers the credit note and link it to the credit note in question.

+ Edit Credit Note (Protected mode, 15:00 left)

Date Sent: 08,/06/2017
From: Vitaliy Gutyk
Credit Note Code: CN-LIGRADQO1
To: The Lightning Graphics
Linked Invoice Code: I-LIGRAQOO1

Detail | Linked Invoice | Linked Refunds | Audit

Value: [Eily Client Currency: USD
Tax: |VAT (20,00%) ~| 60,00
Tax 2: |- Neone - (0,00%) v 0,00 Linked Invoice is Paid.

Credit Note is Locked.
Credit Mote Total: 360,00

Credits Used: 0,00 Mark as Paid
Paid: 0,00

Balance Due: 360,00

Status: Awaiting payment

See also:
New/Edit Refund Window



New/Edit Refund Window

The New/Edit Refund window contains the following data:

Date Received — apart from accountant's reference, this date will also be used by the Global Date filter.

Code — the refund code is generated automatically. In this code, the "R" character means that this is a refund, the letters
afterwards represent the client (or freelancer) code, and the number is the value of the refund counter for this client/freelancer.
Each client and freelancer has an independent code counter for refunds.

Value — the total amount of the refund in the client's currency. Projetex will calculate the equivalent in your base currency
according to the exchange rates.

If the client or freelance currency differs from your base currency, the Currency Exchange Rate button will be available. By
clicking this button, you may change the currency exchange rate used in this refund. Note that this button does not change the
general exchange rate stored in your Projetex database. To change the exchange rate for all future refunds, go to the Exchange
Rates tab of the Corporate Settings.

Notes — any additional notes by accounting or other staff.

Linked with Credit Notes — the refund value can be linked with credit notes — fully or partially. The table on the Linked with
Credit Notes tab indicates which amount is linked to which credit note

Audit — keeps track of when and by whom the refund was modified.

Edit Refund (Protected mode, 15:00 left) x
To: The Lightning Graphics Date Sent: 08/06/2017 [Elhg
From: Vitaliy Gutyk Code: R-LIGRADOO1

Refund | Linked with Credit Motes | Audit

Value:

Linked with Credit Motes. Value of Refund is Locked.

Motes:

Linked: 260,00 Client Currency: USD
Mot Linked: 100,00 1 USD =0,77 EUR

RTF Templates: |Refund to Client - Template - English.rtf - EE | & | =
oK Cancel

See also:
Linking Refunds with Credit Notes
Saving, Printing and E-Mailing Refunds



Linking Refunds with Credit Notes

Any credit note in Projetex will not be shown as paid unless it is linked with a proper refund, that completely covers this credit

note.
To create a link between a refund and a credit note:

o Open the required Refund record for editing and switch to the Linked with... tab

o Click the New link button and select the credit note to link with
o Click OK twice to complete the link

To: The Lightning Graphics
From: Vitaliy Gutyk

Refund | Linked with Credit Motes | Audit

%JJ Select Credit Note

Date Sent: 08/06/2017 E~-

Code: R-LIGRAOOO1

#  Credit Note Link Value: 360,00
#* Code Credit MNote Date  Credit Note Total Total Paid (Other Refunds) Balance
b CN-LIGRAQCO1 08.06.2017 360,00 0,00 360,00
M M 4 oof0
Mew Link
i @€ € 102 » 2
Mote: Press and hold Ctrl to select multiple Credit Motes oK Cancel

SR TEEmT

3 Note: A new link will automatically cover as much of the credit note amount as possible. To change the linked amount select the link and click Edit.

Refund | Linked with Credit Notes | Audit

D, )

#  Credit Note Code Credit Mote Date

Edit Link with Credit Note

Link Walue:
1200 (Max: 300,00)
0K
Mew Link Edit Delete

See also:

Credit Mote
X

Cancel



New/Edit Refund Window



Saving, Printing and E-Mailing Refunds
To print, save or E-mail a Refund as a text document, use the RTF template controls near the bottom of the New/Edit window.

RTF Templates: |Refund to Client - Template - English.rtf B8 | =

QK Cancel

Use the RTF Templates drop-down list to select the template which should be used for printing, saving or e-mailing this refund
as an RTF file. Click the Save, Save & Open, Print, or Send Mail button to save, print, or e-mail the Refund.

£3 Note: You can choose to save the output file in RTF, DOC or PDF format by selecting this format in the Save As window via the Save as type drop-
down list.

To edit templates for refunds, in the Backstage view click Corporate Settings and select Templates. Templates for refunds
are located in the D:\BusinessServer\Templates\CLIENTS\Refunds)\.

See also:
New/Edit Refund Window

Template Basics



Data Import Utility

The Projetex 3D Data import Utility is used to import information about Clients and Freelancers from outside sources without the
need to manually enter it.

The utility can import data from the following file types: XLS and XLSX (Microsoft Excel), TXT, CSV, DBF (dBase 3, 4 and 5), XML
(Data Packet 2.0)

Import settings can also be saved in special scenario files, allowing you to import data from the same source regularly, without
having to fiddle with the settings every time.

NOTE: It is highly recommended to backup your database before using the Data Import utility. This will allow you to quickly roll back unintended or
undesired changes.

The next topics will cover the process of importing data from the different file formats.

See also:
Selecting the mode and file
Importing Custom Queries

Importing Custom Reports



Selecting the mode and file

The first step when using the Data import utility is choosing whether you are importing Clients or Freelancers. Once the import is
complete the data will be added to the corresponding table in Projetex.

#® Projetex 3D Import Utility (15.0.0.1)

Projetex 3D

Import Data Into:

@® client Records

Freelancer Records

Load Scenario Save Scenario Start Import

Next, you choose the format of the source file. This is the step at which you can load a scenario file.

 Projetex 3D Import Utility (15.0.0.1) it

Projetex 3D _ "

Import from
® XLS (MS Excel)

KLSH (MS Excel 2007)

.DBF (dBASE 5, dBASE I, dBASE IV)
TXT (Text)

LSV (Comma Separated Values)

XML (Data Packet V.2.0)

Import
Utility

[ Load Scenario I[ Save Scenario | | < Back | | Mext > | Start Import | Exit |




Finally, you select the actual source file. If you loaded a scenario beforehand, the file path to the source file will likely be pre-
entered.

® Projetex 3D Import Utility (15.0.0.1) - Import from Clients.xml

Projetex 3D 5"

Source File Mame:

C\Users\Public\Documents\AIT\Projetex 3D\Projetex Import\Sources\Clients.xm|

Load Scenario | Save Scenaric | | < Back | [ MNext = Start Import | Exit [

The next screen is the Range Editor. Its appearance will vary depending on the chosen format.
See the topics for each format for more details: XLS, XLSX, DBF, TXT, CSV, XML.

See also:

Import Scenarios



XLS Range Editor

Used for pre-2007 Microsoft Excel files.

 Projetex 3D Import Utility (15.0.0.1) - Import from Clients.xls

Step 1 of 3
[ﬁ Use the Range Editor to add/edit ranges or dick individual cells with Shift or Ctrl pressed. Press Enter to apply selection or Escape to mncel.}
Target Fields in Projetex . s | Source XLS file (short sample) Skip title rows: |0
B Name Skip title columns: |0
EfCode Clients
Efstreet1 B | C [ -
E'(:: Street2 CLIENT MAME CLIEMT STREETL CLIENT STREET2Z |l |
E:E;Ci‘t_‘,' 2 JAlter Ego Solutions Kauppatori 4 Fi
3 JChameleon Decorations Corp. 2207 N. Buckeye Avenue Lh
EZ7IP Code =l oe 5 : Y
4 JE-Mania Pharmacy 450 Powell Street h
’ i add ] — | “E‘ Clear] 5 |Electric Dream Design 9, rue Got-le-Coeur Fr
- . & [Forever Reflections Publishing ‘Wergelandsveien 5 M
Import Range for selecte... 7 IMythology Development Company Vasaplan 7, Box 884 S
EE&[CLIENTS]A-COLFINISH; g _|JParallel Dimensions Travel Ltd. 55 Hampton Park Blvd, Lh
9 JRainbow Chasers Community Jr Kyoto Eki-Mae, Shiokaoji-Dori la
10 §Snowmaker Corporation Gallen-Kallelankatu 7 Fi
11 PWishmaster Guild Entertainment |1 Balchug street R
12 JAstral Dust Records Messedamm 10 G
13 fWilderness Protection Company |64 Queensbaorough Terrace h
14 §Ccean World University 7655 Decarie Blvd [
15 JAnother Way Software Via Galvani 19 Ite
16 [Winged Motors Corporation 12 Dongkwangdong-2ga Ke ™
4| 3
Load Scenaric |  Save Scenario | | < Back | | Mext = Start Import | Exit [

The two main elements are the Target Field List in the upper-left, and the file contents on the right side of the screen.

To designate a range of cells to be imported into a field of the Client (or Freelancer) table in Projetex, select the target field and
click Add.

This will bring up the New/Edit Range dialog:

Range Type
Col = Col |A
Start Finish
(® Where data started ® Where data finished
Start Row Finish Row
Direction
@ Down Up
Sheet
Default Sheet
@ Custom Sheet
Sheet Number =

® Shect Name

1k

[ 0K | | Cancel |

Here you can determine the range's type (row or column or single cell), it's location and boundaries, as well as the direction in
which the data in it should read.

A single target field can have multiple ranges. An existing range can be edited or removed.

Alternatively, you can hold Ctrl or Shift and click the rows/columns/cells you want to add to a particular range. Press Enter to



confirm your selection or Escape to cancel it.

If the table has a number of title rows and/or columns, they can be skipped by inputting their number into the Skip title
rows/columns filed in the upper-right corner of the main editor.

See also:

Selecting the mode and file
Formatting Options
Import Options



XLSX Range Editor

Used for Microsoft Excel 2007 and newer files.

2 Projetex 3D Import Utility (15.0.0.1) - Import from Clients.xlsx

Step Lof 3
[ﬂ Select field name from the list box, then dick at the column to import this field to.]
Fields Col =& Skip row(s) D
B Name [Clients]a Clients |
B Code A B | T | -
Bl street1 CLIENT MAME CLIEMT STREET1 CLIENT STREETZ |¢_|
B Street? Alter Ego Solutions Kauppatori 4 f
ﬁCi‘t},f 3 Chameleon Decorations Corp. 2207 N. Buckeye Avenue |
E-Mania Pharmacy 450 Powell Street |
#47IP Code Electric Dream Design 9, rue Got-le-Coeur F
B state Forever Reflections Publishin Wergelandsveien 5 f
9 q
B General Info Mythology Development Comparj e E Al giien ¢
ﬁ:Country L. Parallel Dimensions Travel Lid. Ly SEr s et 4 A L
B Currency Rainbow Chasers Community Ir Kyoto Eki-Mae, Shickoji-Dori ]
5 i Snowmaker Corporation Gallen-Kallelankatu 7 f
E%E-Mﬂﬂl Wishmaster Guild Entertainment ji:E|la M= f
E-Mail2 Astral Dust Records Messedamm 10 t
B Phonel WIEE GG ST e LELTE 64 Queensborough Terrace |
% Phone2 Ocean World University 7655 Decarie Bhvd [
%3 phone3 Another Way Software Via Galvani 19 I
ane Winged Motors Corporation 12 Dongkwangdong-2ga i
Bl Phoned Skywatcher Optics Ltd. 75, Waterloo Road b=
Bl Fax = 1K 3
Load Scenario [ Save Scenario J [ < Back J Q Start Import ' Exit '

Select a Projetex database field from the left-hand list and click the corresponding column in the table to the left to assign that
column to the field.

The Auto-assign > putton will automatically assign columns to fields based on their order and Cancel @ will clear all
selections.

Use the Skip Row(s) field to exclude title rows from the import.

See also:

Selecting the mode and file
Formatting Options

Import Options



DBF Range Editor

Used for dBase 3, dBase 4 and dBase 5 files.

#® Projetex 3D Import Utility (15.0.0.1) - Import from Clients.dbf

Step 1 of 3
[ﬁ Click the "Add” button to set the accordance between the imported column and the table field or dick the "Remove” button to remove one. ]

Target Fields in Projetex Database = Clients.dbf =
Efzcode B v

B General Info EGVAT

B Contact Notes B CURRENCY

Ef: Marketing Info B GrROUP

% Marketing Link B LANGUAGE

B Minimum Fee B UNITS

E%: PRICE Group - EGpRICE

q ) =
Import Map:

DataSet DBE 5 Add

Ef: Name = NAME | = |
B Streetl = STREETL

Bl Street? = STREET2 | Clear |
EG71P Code = P

Efg state = STATE

G City =y

% Country = COUNTRY -

Load Scenario | save Scenaric | | < Back | MNext = Start Import | Exit |

Select the target and source fields in the top half off the screen and click Add to set up a link between them.

Click Remove or Clear to cancel a particular link or all links, respectively.

One peculiar feature of dBase is that deleted records are not immediately removed from the database, instead they are just given
the "deleted" status, emulating a "recycling bin" kind of functionality.

You can choose to either skip these rows or import them with the Skip Deleted Rows checkbox.

See also:

Selecting the mode and file
Formatting Options
Import Options



TXT Range Editor

Used for whitespace-separated TXT databases.

 Projetex 3D Import Utility (15.0.0.1) - Import from Clients.bct

Step 1 of
[ﬁ Double dick to add or remove column separators. Click at the area between separators to define the imported column.}
get Fields P < ~ | Source .TXT file (short sample) Skip lines |1
ST [X] Clear all
COde IIII|III|IIII|IIII|IIII|IIII|IIIIIII||
Streetl 34 24 CLIENT STREET1 CLIENT
Street2 &0 17 Fauppatori 4
. 2207 B
City 96 15 Corp. 220 . Buc
450 Powell Street
ZIP Code 113 10 3, rue rot—1e
State 125 12 flergelandsveien 5
General Info Jasaplan 7, Box &8
Country 80 14 55 Hampton Park Elvd.
. 139 g I Jr KEyoto Eki-Mae, Fhiokc
I
Urrelnq’ T Fallen-Kallelankatu 7
E-Maill er Guild Ente inment 1l Balchug strest
E-Mail2 st Records Messedamm 10
Phonel i 64 Queensborough Terrace|
Phone? [f655 Decarie Blvd
; Software fia Galwvani 19
Phone3
Phone.ﬂ. - |||||||||||||||||||||||||||||||||||||||||||||||||||||||||||
4 b L] 3
Save Scenario < Back MNext > Exit

Important Note: The spaces between the columns in the file must be filled with whitespace characters, not tab characters.
To import data from a TXT file, you must first define the columns by placing separator lines.

Double click to place and remove separators, click and drag to move them. The space between two separators should completely
cover the longest entry in that column.

Once all separators are placed, select fields from the list to the right and click the required columns in the table. The import utility
will record the starting point and width of the column for each field.

Use the Skip Lines field to skip title lines.

Clicking Clear all will remove the mapping between the columns and database fields, but not the separators.

See also:

Selecting the mode and file
Formatting Options
Import Options



CSV Range Editor

Used for Comma Separated Values files.

Before going to the range editor itself, you can adjust the "comma" and "quote" symbols that the utility will be looking for while
reading the file, since some files can use symbols different from the standard.

CSV options:
() Auto EEITE ?uote
Comma Quote

The interface of the CSV Range Editor proper is quite similar to that of the XLSX range editor.

# Projetex 3D Import Utility (15.0.0.1) - Import from Clients.csv

Step lof 3
ﬂ' Select field name from the list box, then dick at the column to import this field to. ]
rget Database ... & @ Source .CSV file (short sample) Source column number |1 -
s Mame 1 Skip line(s)
:Code
Streetl 5 Column_1 Column_1 Column_2 Column_2 Colu -
15tree = : =
i CLIENT MAME CLIEMT STREET1 CLIEE-
#Street2 EM B 2lter Ego Solutions Kauopatori 4
3 City 5 Chameleon Decorations Corp. 2207 N. Buckeve Avenue
3 7IP Code 6 E-Mania Pharmacy 450 Powell Street
Electric Dream Design 9 rue Got-le-Coeur
1 State 7 - o !
B §] Forever Reflections Publishing Weraelandsveien 5
: General Info Mythology Development Company Vasaplan 7. Box 884
s Country 4 Parallel Dimensions Travel Ltd. 55 Hamoton Park Bhd.
s Currency 17 Rainbow Chasers Community Jr Kvoto Eki-Mae. Shiokoii-Daori
.\ E-Maill 8 snowmaker Corporation Gallen-Kallelankatu 7
i Wishmaster Guild Entertainment 1 Balchua street
+E-Mail2 9 Astral Dust Records Messedamm 10
:Phaonel 10 Wilderness Protection Company 64 Queensborouah Terrace
:Phone2 12 Ocean World University 7655 Decarie Blvd
:Phane3 13 Another Way Software Via Galvani 19
e Winged Motors Corporation 12 Donakwanadona-2aa =
3ﬂ10n94 - - c) T TE Ahlatarlan Doad — -
i 1 | v | L 3
Load Scenario [ Sawve Scenario ] [ < Back ] [;] Start Import ' Exit

Select a database field and click a Column in the file display to link it to that field. Click the X' button to clear all links.

Use the Skip lines field to exclude title lines.

See also:

Selecting the mode and file
Formatting Options
Import Options



XML Range Editor

Used for Data Packet V 2.0 files.

# Projetex 3D Import Utility (15.0.0.1) - Import from Clients.xml

Step 1 of 3
ﬁ' Click the "Add" button to set the accordance between the imported column and the table field or dick the "Remove” button to remove ane.
Target Fields in Projetex Database e Clients.xml 3
B% Code B NAME
g Street1 & STREET1
% Street2 % STREET2
g ity B crmy
EG7IP Code -| EGsSTATE
L] 3 E:EBZ[P -
Import Map:
Dataset XML | Add |
B Name = NAME
[ Remove |
| Clear |
Load Scenaric |  Save Scenaric | | < Back || Mext > Start Import | Exit [

Select the target and source fields in the top half off the screen and click Add to set up a link between them.

Click Remove or Clear to cancel a particular link or all links, respectively.

See also:

Selecting the mode and file
Formatting Options
Import Options



Formatting Options

The next step after the Range editor involves setting the options for parsing some of the formatting in the source file. These
options are separated between two tabs.

Base Formats

Step 2of 3
Base Formats | Data Formats

Date & Time Formats Separators

Short date |sfa%I%K

| Decimal D
Long date |d MMM yyyy 'y | Thousand
Short time |h:mm | pate | |
| Time D
.~ BooleanTrue  Booleanfalse  Nullvalues

True & False L= Nl E

Long time |h:mm:ss

2 2 (-]

Load Scenario [ Save Scenario J [ < Back JQ Start Import ' Exit

Here you can tell the utility how the source file records dates and time, what separators are used for decimals, thousands (by
default set to #160: non-breaking space), date and time, as well as enumerate the values used to represent the boolean states and
the null state.

Data Formats



Base Formats | Data Formats

Mame “ | | Field Tuning
Code

Streetl
Street? Constant value

Generator value |0 Generator step |0

City Mull value Default value
7P Code
State
General Info

Left quote Right quote
Quote actior| As Is =

Country Char case As Is =
Currency
E-Maill
E-Mail2
Phaonel
Phone2
Phone3
Phoned
Fax

Char sel As Is :
Replacements

Text to find Replace with Ignore c...

Contact Blotoc
4 1]

Load Scenaric |  save scenarioc | | < Back | Next = Start Import [ Exit |

On this tab you can customize the format of each imported field in case when additional formatting is required. Select the field in
the 'Field Name' list and set its format in the proper edit fields. The available options are as follows:

Generator Value - use this edit field to set the initial value of the auto-increment field.

Generator Step - set the step of the auto-increment field. If it is 0 then the value of the generator will be ignored.
Constant Value - use this edit field to set the constant value of the field.

Null Value - set the value, which will be understood as NULL to set the default value.

Default Value - set the default value of the NULL field.

Left quotation - set a character or a number of characters, which denote quoting in the imported string.

Right quotation - set a character or a number of characters, which denote unquoting in the imported string.

Quotation action - you can select 'Add' to add quotation marks to the imported string, 'Remove' to remove all the quotation
marks from the imported string or 'As is' to save the original quotation marks.

Char case - set the case of the imported string. 'As is' saves the original string, 'Upper" sets the whole string to upper case,
'Lower' sets the whole string to lower case, 'UpperFirst’ sets the first letter of the string to upper case, '‘UpperFirstWord' sets the
first letter of each word to upper case.

Char set - set the char set of the imported string to ANSI or OEM. 'As is' saves the original string char set.

Replacements

Here you can set the replacement list for the selected field.

PETTETa W -

Replacements

Text to find Replace with Ignore case
United States of America  USA Yes

Replacement

0 [E]€

Text ta find

of America

Fieplace with
Us5a

lgrore case

| 0K | | Cancel |

Every time the utility finds cell in that field, with a value matching one in the list, it will be automatically replaced. The Ignore Case
option allows you to treat strings with different capitalizations as the same string and replace them all with a single alterative



string.

See also:
Selecting the mode and file

Import Options



Import Options

Here you can select the import mode and set the extent of the import.

Step 3 of 3
Import Mode
Insert All Insert New Update @® Update or Insert
AvailableColumns Selected Columns
E& code E @ Bl Name
Bl General Info E] B street1
B E-Mail1 KB B Street2
B E-Mail2 4 B city
B Phonel EGzp Code
B Phone2 Ef state
EG phone3 %Countr}v
E% Phoned E& currengy
Bl Fax
E’&Contact Motes E Key Columns
B Web-site B Name
E VAT Number
& Marketing Info
® 1mport all records Mumber of first records to be imported 0
d Scenaric |  Save Scenarioc | | < Back | Next = | startimport | | Exit [

Four Import modes are available:

Insert All - Inserts all the records from the source file to the target object

Insert New - Inserts records which are not in the target object yet, others are skipped
Update - Updates those records which already exist in the target object, others are skipped
Update or Insert - Updates existing records and inserts new records

To choose which columns to import data into, select them in the "Available/Selected Columns" lists and use the four buttons
between the lists to move the columns back and forth.

When using any Import mode other than Insert All, you will be required to designate one or more Key Columns. If a particular
record's Key Column values match those of a record already in the database, the matching record will be updated. Otherwise, the
data will be placed into a new record. Choose Key columns by using the "up/down" buttons next to the "Selected Columns" list.

At the bottom of the window you can choose whether you want to import all the records in the file or only a certain number
(starting from the top).

Once you are satisfied with the settings, click Start Import.

NOTE: If you want to save an import scenario for later use, it is recommended to do so at this step, immediately before or immediately after performing
the actual import.

See also:
Selecting the mode and file
Formatting Options

Import Scenarios



Import Scenarios

Import scenarios are special files that store the configuration of import sessions.

They are very useful for those who regularly import files from the same source, as using them allow to avoid having the configure
the import session by hand.

To manage import scenarios, use the Save Scenario and Load Scenario buttons in the bottom-left corner of the window.

f Projetex 3D Import Utility (15.0.0.1) - Import from Clients.csv

Projetex 3D

Import from
LS (MS Excel)

KLSH (MS Excel 2007)
.DEF (dBASE 5, dBASE I, dBASE IV)
TXT (Text)

® .csv (Comma Separated Values)

XML (Data Packet V.2.0)

[ Load Scenaric | | Save Scenario | | < Back | | Next = Start Import |

A scenario can be saved at any point during the configuration process, but it is recommended to save scenarios immediately
before or immediately after performing the actual import.

A scenario can be loaded only during the "select format" step.

See also:

Selecting the mode and file



Importing Custom Queries

You can import custom queries into your database from pxq files.

3 Note: Custom queries which are displayed in the Queries section of the Projetex Server Administrator are the ones currently integrated into the
Projetex database. PXQ files are used solely for export-import purposes, simply copying a new PXQ file into \AIT\Projetex 3D\Projetex Server\Queries\ will
not import the new query to the database.

To import a custom query, do the following.

1. Save PXQfile being imported into the \AIT\Projetex 3D\Projetex Server\Queries) folder.
2.In the Queries section of the Server Administrator, click the Load button.

3. Locate PXQfile to be imported, select it and click the Open button.

R e e R . [ —_—

I Projetex 3D Server Administrator - || x
File Settings Help

Database Server | Database | Corporate Settings

E?lliers MName - New
- ields -
__ Queries CI!ent Jobs : Edit
5_____m Client Jobs (with Model)
Clients - Contacts Delete
Clients - Invoices
Clients - Invoices (with Model) Export Data
Clients - Payments Print Data
Clients - Prices
Clients with custom fields (with Model) e
Corporate Experts - JAs e
Corporate Experts - Jobs Save
See also:

Query settings
Custom Queries



Importing Custom Reports

You can import custom reports into your database from PX75 files.

3 Note: Custom reports which are displayed in the Custom Reports section of the Projetex Server Administrator are the ones currently integrated into

the Projetex database. PX75 files are used solely for export-import purposes, simply copying a new PX75 file into \AIT\Projetex 3D\Projetex Server\Reports\
will not import the new report into the database.

To import a custom report, do the following:

1. Save PX75 file being imported to \AIT\Projetex 3D\Projetex Server\Reports| folder.
2.In the Reports section of the Server Administrator, click the Load button.

3. Locate the PX75 file to be imported, select it and click the Open button.

| Projetex 3D Server Administrator
File Settings Help

Database Server | Database | Corporate Settings

Fplders Name ~ New
FIEldS_ All Sales Chart-Client Jobs i
& Queries - Edit
[ Reports All Sales Chart-Invoices
: S — All Sales Chart-Invoices 2 Delete
All Sales Chart-Monthly (Client Jobs) Edit Details
All Sales Chart-Maonthly (Client Jobs) 2
All Sales Chart-Payments
All Sales Chart-Payments 2
All Sales Table Monthly Preview
Cash Flow Report-List Load
Cash Flow Report-Tables
Clients-Expected Payments Save
Clients-Income Report .
See also:

Report Settings

Managing custom reports



Exporting from Projetex Workstation

To export any table from the Projetex Workstation:
1. Open this table and apply filters until it displays the required data.

2. Click the Export button near the top-left corner of the Projetex Workstation window.

2 |ale -

's Prospects Clients Projects Corporate Team Freelancers

&

Export x % |%’

t Motes Payments

Export to: Clients  from Clients
PDF M

Pi The Illustrative Designs|~

I | Embed fonts Client Jobs | Invoices

e Cancel Find Clear

3. Select the export format and any additional options, and click the OK button.

Alternatively, you can export the table directly to the printer: Click the Print button next to the Export button.

This will open the Print Preview window and allow you to adjust the appearance of the table (e.g. alter the margins, page
parameters, etc.) before printing it.

2 A& -
|2 MewReport - Print Preview = o
Lo = 0 & EE] ¥ Preview
& B &0 99 | L4~ I B | - Zoom ~ | [ Mavigation + | I3l [C] @@ =+ | Close Print Preview
Margins Left: 127 mm Top: 12,7 mm Right: 12,7 mm Bottom: 127 mm, Header 51 mm| Footer 5.1 mm
i Code Job Name Project o Assigned o Deadline :

1J-UNLICO! UCU booklet translation  Booklet about Unlimited Concept: 09.02.20159:00  15.03.2015 18:00
1J-UNLICON UCU booklet proofread  Booklet about Unlimited Concept:  09.02.20159:00  08.03.2015 18:00
1J-NETCOMN FAQ file DTP Localization of web-site FAQ page 09022015900 15062015 18:00

You can disable the export and print options for a user in the Users and Access section of the Administrator settings.
1. Go into the Backstage view and switch to the Administrator tab.
2. Click the Users and Access section, select the required user in the list and click the Edit button.

3.1In the Edit User window select or clear the Local Report> >Export and Local Report> >Print options to enable or disable
access to corresponding functions.

See also:

Local Export



Exporting from Projetex Server

Any data stored in the Projetex Server can be exported directly the from database using custom queries
To export data directly from database:

1. Run the Projetex Server Administrator and click the Go Offline button in the Database tab.
2.Go to Corporate Settings > Queries and select the required query.
3. Click the Export Data button, select the export format and click OK.

| Projetex 30 Server Administrator

File Settings Help

Database Server | Database | Corporate Settings

{0 Folders Name
i Field .
Qle 5 Client Jobs
ueries
E"'"m Client Jobs (with Model)

Clients - Contacts
Clients - Invoices

Clients - Invoices (with Model)

See also:
Query settings

Custom Queries

Mew

Edit

Delete




Client Wizard

The New Client Wizard guides you through the user creation process in 8 steps. After entering the required information

1. Enter the Client's name.

A New Client Wizard (step 1 of 8) “

Enter new client's name.

You will be able to change client's name later if needed. /

MName:

Test Client

2.The client's code is generated from the name. You can confirm or Edit it.

# New Client Wizard (step 2 of 8)

Enter new Client’s code.

This code will be used in Client's folder name, as well as in some invoice
codes. You will be able to change this code later if needed.

Client Code:

TESCL]

(maximum 15 characters)

3. Enter the client's Postal address data (street address, city, country, zip code). This and all subsequent steps are optional and can
be skipped.

4. Enter the contact details (e-mails, phones, fax, Web-site).

5. Adjust the financial details (client's currency, VAT number, payment and invoicing terms)



Enter new Client’s financial details.

{optional)

Currency: EUR |v

Payment Terms: From Invoice Date

® Within |30 |V days

() On day of the same month

) On day 10 of the next month

() On day 10 of the month following next
) Unknown/Cther

Vat Mumber: (maximum 20 characters)

Invoicing policy: -~ Invoice Client Jobs
® Immediately after completing job
() Only after total of invoiced jobs reaches

Wait accrual no longer then 0| days

Cancel

6. Confirm or adjust the client's locale settings.

Clients local settings A
You can specfy client's local settings if they are different than your own. These /
settings will be used in document templates.

Generation of RTF files: |Custom Values | v
Default Locale

Custom Values

Megative Currency Format: -1,1 - Samples:
Decimal Symbol: | - Positive Number: 123 456 789,00
No. of digits after Decimal: 2 % Megative Number: -123 456 789,00
Short Date:  06.06.2018
Digit Grouping Symbual: -
Long Date: & yepeHAa 2018 p.
Date Separator: -
Short Date Format:  dd/MM/yyyy -
Long Date Format:  d MMMM yyyy' p.' A

7. Enter any General information about the client.

8. Enter data into the client's custom fields (if any). Click Finish to create the new client.

See also:
Wizards



Product Line Wizard

This Wizard allows you to quickly add new Product Lines to existing clients. The process consists of two steps:

1. Select the client for which you want to create a product line.

J New Product Line Wizard (step 1 of 2) E3
Select a client.
Select a client to whom the new Product Line must be added. /
a]
Enter text to search... ¥ Find Clear
Client

Digital First Concierge
Digital Metwork Entertaiment

Future Unified Resources

Global Concepts Universal

Global Interactive Resources

Intelligent Interworks

Internet Unified Corp.

Key Outsourcing Studios

Massive Archway, Inc

Metwork Community Technologies

The Lightning Graphics

Translation Designs v
M4 1 of 14 LAl

Mew Client Wizard

ack MNext Cancel

[=x]
[

You can open the New Client Wizard from this window as well.

2. Enter the name of the new product line, select the Client PM and one or more Managers for it.




¥ New Product Line Wizard (step 2 of 2)

Enter New Product Line data.
Specify new Product Line details. /

Client: Key Outsourcing Studios

Product Line name: | |

ciient piv: NS

Managers:

Assigned Staff

Available Staff
Bartholomeo Rodriges

Fernando Lucena

William McSun

i | o]

See also:
Wizards



Contact Wizard

This wizard can quickly add new contact person records to Clients. The process has 2 steps:

1. Select the client for which you want to create a new contact person record.

# New Contact Wizard (step 1 of 2)

Select a client.
Mew contact will be added to the Client which you select.

Enter text to search... v Find Clear

Client

Digital First Concierge
Digital Metwork Entertaiment
Future Unified Resources
Global Concepts Universal
Global Interactive Resources

Intelligent Interworks

Internet Unified Corp.

Key Qutsourcing Studios

Massive Archway, Inc

Metwoark Community Technologies
The Lightning Graphics
Translation Designs

M4 g of 14 L3 3L IFs

MNew Client Wizard

Cancel

You can open the New Client Wizard from this window as well.

2. Enter the personal and contact data of the contact. You can also add a photo.



¥ New Contact Wizard (step 2 of 2) E3

Enter contact information \

Enter contact information and photo of your new contact. Name field cannot /
be empty.

Client: Intelligent Interworks

Salutation: -

Mame:

Title:

E-Mail:

E-Mail 2:

Phone:

1| Copy Phane 2:

[ Paste Phone 3:

% | Dee Phone 4:

= Load.. .
Assign From Camera...

H saveas. Motes:

oo [ Em ]

See also:
Wizards



Service Wizard

This wizard can quickly create new services and add their base prices to the price lists. the process consists of 3 steps:

1. Create a new Service group or select an existing group.

& New Service Wizard (step 1 of 3)

Select group for this service

Enter or select a group for this service. /

® MNew Group of Services

Group Mame:

Existing Groups of Services

Consulting
DTP Tasks
Editing
Other
Testing
Translation

Cancel

2. Enter the name of the new service. Check against the list of existing services to avoid duplicates.



T New Service Wizard (step 2 of 3) E3

Enter service name

It is possible that group-service combination which you wish to enter already /
exists in Projetex database. Use Existing Services list to check if this is so.

Service Group:

Consulting

MNew service:

Existing services:

Cultural Assessment

Multilingual Copywritin

o | men ]

3. Set the General price of the service for the Client and Freelancer lists, selecting the currency, unit, and per-unit price for each.

3 New Service Wizard (step 3 of 3) E3
Enter service data '
You can add price list (client and freelance) for the selected service. /

Service Group: Consulting

Mew service: test

[v| Add general price record for Clients

Units:  words -
Price: 0,00 v | (per unit)
Currency: EUR A

[v| Add general price record for Freelancers

Units:  words hd
Price: 0,00 v | (per unit)
Currency: EUR -
v | [

See also:
Wizards



Quote Wizard

This wizard can quickly create new quotes. The process has 3 steps:

1. Select the client for which you want to create a new quote.

¥ New Quote Wizard (step 1 of 3)

Select a client.

Select a client to whom this Quote will be sent.

Client

Enter text to search... ¥

Find

Clear

‘Cyber Computation Technologies, Inc

Definition Designs

Digital First Concierge

Digital Network Entertaiment
Enigma Server Technologies, Inc
Future Unified Resources
Global Concepts Universal
Global Interactive Resources
Intelligent Interworks

Internet Security Technologies
Internet Unified Corp

LIGIR] 1of21 LAl

New Client Wizard

You can open the New Client Wizard from this window as well.

2. Enter the basic quote data (name, client PM, and timeline)

Cancel

¥ New Quote Wizard (step 2 of 3)

Enter draft project data

enter name of the Project and specify draft timeline.

Select Client's contact person for this draft Project (Client PM),

Client PM: - Not Selected -
Draft Project: \
Draft Timeline:
Assigned:

06/06/2018 16:37

(when)

Client: Cyber Computation Technologies, Inc

Back

>

=Assigned
Deadline:
06/06/2018 18:00 @~
(when)
Next Cancel

3. Create the quote's Draft Jobs (see New/Edit Draft Client/Prospect Job Window for details). Select the Discounts, markups and

taxes, if any.

P New Quote Wizard (step 3 of 3)

Add draft job(s)

Add draft client jobs and quote their volumes and prices.

Edit Del
Group of Ser|Service Unit Vaolume Price Pricing| Total New Draft Client Job
0 0,00 peruni 0,00
Details | Count Notes
MName:
Group:
Service:
Volume:
(44 1of L[ b |0
Price:
Discount/Markup: - None - (0,00%) ~ 0,00 Tax: |- None - (0,00%) ~ 0,00
Discount/Markup 2: |- None - (0,00%) ~ 0,00 Tax 2: |- None - (0,00%) ~ 0,00
MNet Jobs Total: 0,00 Quote Total: 0,00
Back Einish Cancel

See also:
Wizards

z EH
Audit
-None- v
-None- v
0 |-None- v < AnyCount <] caTCount
000 |per unit v < Prices =3
Total: 0,00
Currency: EUR




Job Wizard

This wizard can quickly create new Client Jobs. The process has 2 steps:

1. Select the client for which you want to create a new Job.

T3 New Job Wizard (step 1 of 2) E3
Select a Client.
Mew Job will be added to the Client which you select. /
]
Enter text to search... v Find Clear
Client

|C].rber Computation Technologies, Inc

Definition Designs

Digital First Concierge

Digital Metwork Entertaiment
Enigma Senver Technologies, Inc
Future Unified Resources
Global Concepts Universal
Global Interactive Resources
Intelligent Interworks

Internet Security Technologies
Internet Unified Corp.

Key Qutsourcing Studios

Blmpeipn Arabossms lome

Wl 44| 4 1of21 L3 3L

MNew Client Wizard

Back

Cancel

You can open the New Client Wizard from this window as well.

2. Select one of the client's existing projects.

J New Job Wizard (step 2 of 2) “

Select Project.
Mew Job will be added to the Project which you select. /

Client: Cyber Computation Technologies, Inc

Available Client Projects

0058, Translation software market review
0020, "MNew challenges in virtual world" article

Once you click Finish, the New Client Job window will open and you will be able to enter the other details of the job.

See also:
Wizards



Invoice Wizard

This wizard can quickly create new Invoices. The process has 2 steps:

1. Select the client for which you want to create a new Invoice.

¥ New Invoice Wizard (step 1 of 2) E3
Select a client.
Select a client to whom this invoice will be sent. /
]
Enter text to search... v Find Clear
Client

Cyber Computation Technologies, Inc
Definition Designs

Digital First Concierge

Digital Metwork Entertaiment

Enigma Server Technologies, Inc

Future Unified Resources

Global Concepts Universal

Global Interactive Resources

Intelligent Interworks

Internet Security Technologies

Internet Unified Corp. W

4 & of 20 LA s

Mew Client Wizard

Back Cancel

You can open the New Client Wizard from this window as well.

2. Select whether you want to add uninvoiced Jobs from all of the Client's projects, or from a specific project.

I3 New Invoice Wizard (step 2 of 2) E3
Select Projects.
You can limit the scope of client jobs to those contained within certain /
project.

Client: Digital First Concierge

Invoice Client Jobs from different Projects

® Invoice Client Jobs from certain Project

0026, Localization of H-210 instruction
0021, HIGHTECHPRO H-210 smartphone specification

Once you click Finish, the New Invoice Window will open, with all uninvoiced jobs added, and you will be able to enter the other

details of the Invoice.

See also:
Wizards



PO Wizard

This wizard can quickly create new Purchase Orders. The process has 2 steps:

1. Select the Freelancer for which you want to create a new PO.

3 New PO Wizard (step 1 of 2) E3
Select a Freelancer.
Select a freelance expert to whom this purchase order(PO) will be sent. /
Enter text to search... v Find Clear

Freelancer name

Ernest Fredrickson
Hilda Herald

Jose Fernandez

Kirsi Murmi

Koen Haanrath
Melissa Beaumont
Mavid Shahriar Javaid
Pamela Lafontaine
Peter Pendleton
Takumi Mizushima
Theresa Suarez
Thomas Geelen

Vesa Kopitello

LR 1of13 ALl
Back Cancel
2. Select one project, with Freelancer Jobs assigned to the selected freelancer.
T# New PO Wizard (step 2 of 2) E3
Select Project.
Select a project which freelance jobs you wish to add to purchase order /
(PQ).

Freelancer: Ernest Fredrickson

Mew PO will contain freelance jobs from selected project

0050, Proofread www.enigmaservertech.com

0025, LS Drive - 1305m

Once you click Finish, the New PO Window will open, with all jobs that are assigned to the selected freelancer, but not yet sent in
a previous Po, added. Then you will be able to enter the other details of the Invoice.

See also:
Wizards



Projetex Automation Engine

The Projetex 3D Automation Engine is a server-level utility that automatically sends out internal Projetex alerts and E-mail
notifications to project managers, clients, and experts, informing them of alert statuses of jobs, projects, and other documentation.

j Projetex 3D Automation Engine

File Seftings Help

Main :

— 3 4‘ Status: OFF
"‘or’ﬁt' Rules run every: 5 “| minutes
¢

Mail Templates

. p hd
? 4
Send -
-
Log
Start

The automation engine's interface consists of several tabs:

The Main tab allows you to start and stop the engine, as well set the interval between checking for alert statuses.
In the Alerts tab you set up the actual alert checks and their recipients.
The Mail Templates tab contains all the engines e-mail templates and allows you to quickly edit them.

The Send tab contains the connection settings for the SMTP server, the From line of the generated e-mails, and a Test
Connection feature.

e Thelog tab records every alert sent by the engine.

In addition to being sent as an e-mail, each alert will also be visible in the Alerts tab of the record that triggered it.

See also:

Alerts Tab

Mail Templates Tab
Send Tab



Alerts Tab

The Alerts tab of the automation engine displays all alerts running on it.
Alerts are displayed as a table, showing the alert's type, subtype, and whether it is currently active.

Use the New/Edit/Delete buttons to manage the alerts.

Main Configured Mail Alerts:
Alerts Alert type Alert subtype Active
- [Client Quotes Accepted v
Edit Alert N »

Send
Log V! Active

Alert type: Alert Subtype:

Client Quotes v Accepted T

Default notification recipients:

| Project Manager
! Client

Motification recipients by subscription:

Subscribers name Subcribers email o Add
William McSun wms@translation3000.com | P ———
.98 Remove .
0K Cancel
2P New @ Edit 3 Delete

Adding/editing alerts

When adding or editing alerts, you can set the following parameters:

Active - check to engage engine monitoring on this alert.

Alert Type - the database record type, which the alert monitors.

Alert Subtype - the status of the record type, which triggers the alert.

Default notification recipients - the persons to receive the notification. The choices available depend on the alert type and
subtype.

Notification Recipients by Subscription - additional persons to receive the alerts. Click Add to select new ones from the user
list or enter their name and e-mail directly.



Choose subscriber

7

Select subscribers from registered user list:
Subscribers name Subscriber position Subcribers email Alerts Enabled
EBar‘thoIomeo Rodriges Production Manager
Roland Holton Corporate Expert
William McSun System Administrator wms@translation3000.com v
Or enter custom subscriber data:
Subscriber name: Subscriber email:

oK Cancel

See also:

Projetex Automation Engine
Mail Templates Tab
Send Tab

x

tive

=k Add

3 Remove

Cancel



Mail Templates Tab

The Mail Templates tab contains the notification templates.
Every alert type/recipient combination has a unique template.

Each tab represents an alert type. Recipient types can be selected via a drop-down menu.

You can edit the templates directly in their tabs. Right-click to bring up a list of Automation Engine variables and select one to

insert it into the text.

Click Restore Default Template to undo all changes made to the template.

Main

Alerts

Template "Invoices” for "Project Manager”

Mail Templates

‘ Projects | Clients | Client Quotes | Client Jobs | Corporate Jobs | Freelance Jobs | Invaoices ‘ POs ‘

Send Select recipient type:

Project Manager -
Log

Message Subject:

[Projetex] #ALERTSTATUS as of #NOWDATE, #MNOWTIME]

Message Text:
Dear #TOMNAME,

Please be advised that the following Invoices for Client Jobs un
HITEMLIST

#FROMMAME
#FROMORG
#FROMMAIL

H#MNOWDATE #NOWTIME
This is an automatic notification, please do not reply.

#TOMAME (Recipient's Full Name)
#TOMAIL (Recipient's E-Mail Address)

#ALERTSTATUS (Alert Status)
#ITEMLIST (Project/Job/Invoice/PO List)

FFROMMNAME (Sender's Full Name)
EFFROMMAIL (Sender's E-Mail Address)
#FROMORG (Sender's Organization)

EFMOWDATE (Current Date)
EMOWTIME (Current Time)

quire your

Created by Projetex E-mail Alerter automated service

MNote: Right-click anywhere in the message text to insert variables

See also:

Projetex Automation Engine
Alerts Tab

Send Tab

Restore Default Template




Send Tab

The Send tab contains the settings of the Automation engine's e-mail connection.

Main Allow checking database and sending of e-mail notifications
1 SMTP Server
Mail Templates T
Send Connection: Regular -
Log Port: 25

Use Authentification

From

MName: |Projetex 3D Motification Service
Email Address:

Organization:

Message
priority: [NV ~

Connection Test

Here you can enable or disable the e-mail notification functionality, as well as enter the Address, connection type (regular, TLS or
STARTTLS) and the access credentials (if needed) for your SMTP server.

You can also specify the default 'From' line of the e-mail notifications by entering the sender name, e-mail and company name.

Select the default priority of the notifications and click Connection Test to check if the connection parameters were entered
correctly.

See also:

Projetex Automation Engine
Alerts Tab

Mail Templates Tab



User settings

To open the Projetex 3D User settings window, enter the Backstage view and click the User Settings command.

|z | Appearance
2 Log Out %" Confirmations
¥ Colors: Status
4 Connected Users A AnyCount
|z22| Position of Custom Fields
[~ Email
=5 Local File Store
User Settings

For details on each tab of Personal settings see:

. Appearance — set up the general appearance of the program.

. Confirmations — set the consistency checks in project and job timelines.

. Colors: Status — status colors settings for quotes, projects, jobs and invoices.

. AnyCount — settings of built-in AnyCount 3D engine for counting various file types.

. Position of Custom Fields — customization of custom fields's position.

. Email — the settings for the program's Email connection.

. Local file store — set the location on the folder containing the local copies of all work files.
See also:

Corporate settings

Administrator settings



Appearance

Here you can customize the general appearance of the Projetex Workstation.

Skins - choose between several skins for Projetex.

Color Scheme Accent is only active when No Skin is selected and determines the color of the header in the main window and
the sidebar in the Backstage view.

Interface Font and Interface Font Size - chose and size the font used for the Projetex interface and tables.
Use System Font instantly switches the used font to the one used by your system interface.

Rich-View Font and RichView font Size - Choose the default font for large test fields like the General Information fields or
Knowledgebase topics.

Use Default Font resets the RichView font to Times New Roman, size 12.
Touch-Friendly User Interface - check this to make interface buttons larger and easier to use with a touchscreen.

Collapse Ribbon (Main Menu) - check to hide the Ribbon whenever it is not in active use. This can also be set by right-clicking
the Ribbon itself.

Save Workspace state on logout - check to save the state of all windows open in the Workspace and re-open them
automatically when you launch the program next time.

Remember last open tab in Clients, Experts, Projects - check to open new Client/Project/Expert windows on the same tab
that the last window of the same type was closed on. Otherwise, new windows will open on the Main tab.

Clients: Invoices =

Mass Invoicing Edit Status: |=al*
Mass Invaicing 7 X
Select all Clear All
# Includ Client's name Invoices added *

Internet Security Technologies
Unlimited Concepts Unified
|  Translation Designs
Enigma Server Technologies, Inc
| Reliable Netwark, Inc
Global Interactive Resources
v: & The Lightning Graphics
Global Concepts Universal
The lllustrative Designs
il Digital First Concierge
Metwork Community Technologies
Massive Archway, Inc
Wireless Adept -

MM 4 7of24 P B MW

G One Invoice per Client
One Project per Invoice

One Client Job per Invoice

Include completed jobs only

Include completed projects only

Generate Cancel

See also:

User settings



Confirmations

Here you can select form a number of automatic consistency checks that will help identify disparities in job, project, and JA
parameters.

If the parameters violate a consistency check, a warning message will be displayed on screen when trying to enter these
parameters into the database.

Date Check - checks whether the timelines within jobs and the timelines between projects and their jobs do not contain disparities,
(e.g. ajob's deadline being earlier than it's assignment, or a job's completion being later than the completion of it's parent project).
There are three options for Date Check:

e Notify and Deny - an error message will appear and the new data will not be entered.

e Notify and Ignore (optional) - a warning message will appear, and ask the user whether they want to ignore the
disparity and enter he new data.

o No Check - Date Check is disabled completely.

Additional Expert Job Check options:

e Check Jobs Total - displays a warning message if the total cost of the Expert Job is greater then that of it's parent

Client Job.

e Check Jobs Volume - displays a warning message if the volume of the Expert Job is greater then that of it's parent
Client Job.

e Check Jobs Period - displays a warning message if the deadline of the Expert Job is later then that of it's parent Client
Job.

e Auto Job Price - searches through the expert's price list when the service or unit of a job is changed and fills in the
price if a match is found.

Approved JA can be 0 - allows for approval on JAs with a total of 0.

|=| Appearance

% Confirmations Dates check: Assigned, Deadline, Completed:
e Colors: Status

M AnyCount Natify and deny

2] Position of Custom Fields 9 Motify and Ignore (optional)

=1 Email Mo check

=5 Local File Store
Description:

Middle Level. In case of the dates’ disparity, the user will receive an
error message with two options: Ignore or Fix the disparity for
further processing.

Additional Expert Job Check options:

Check Jobs Total
Check Jobs Volume
Check Jobs Period
Auto Job Price

Additional JA Check options:

Approved JA can be 0

See also:

User settings



Colors: Status

Depending on their current status, quotes, projects, jobs, invoices and POs are highlighted with different colors in Projetex. The
Colors: Statuses section of the User Settings window can be used to change these colors.

Example:

Fragment of the client jobs table, as seen in the Projetex Workstation:
Marital contract translation 01.05.2017 18:00

AG/PG Airplane - Mo -

Marital contract translation - No -

Marital contract translation - No -

In this case, the job status colors are set as follows:
Black — completed.

Green — not completed, deadline in the future.
Blue — not completed and due today.

Red — not completed and overdue.

The following status colors can be changed:
Quote statuses:

e Accepted (default: green)

¢ In Process (default: blue)

o Rejected (default: red)

o Received (default: purple)

o Corrected (default: darker purple)

Current Projects and Jobs statuses:

o Deadline is in the future (default: green)
e Deadline is today (default: blue)
o Deadline is in the past (default: red)

Outstanding Invoices/POs statuses:

¢ Not Due Yet (default: green)

o Due Today (default: blue)

¢ Overdue (default: red)

¢ Notinvoiced (POs only) (default: orange)
Currently selected row in all tables: set the text and background color to indicate the currently selected table entry (default: white
text on a deep blue background).

Use the corresponding buttons to open the color panel and set the color for each status of quotes, current projects and jobs,
outstanding invoices/POs.

Reset all to Default restores the default colors of all statuses.



E Appearance

% Confirmations

Colors: Status

‘h. AnyCount

Position of Custom Fields
[ Email

[EL Local File Store

See also:

User settings

Current Projects and Jobs:

Ceadline is in the future:

Deadline is today:

Deadline is in the past:

Qutstanding Invoices,/POs:
Mot Due Yet:
Due today:

Overdue:

Mot Invoiced (POs only):

Reset All to Default

OEEN

["] Use warning color

: days and

s hours in advance

Quotes:
Accepted
In Process
Rejected
Received

Corrected

Currently selected row in all tables:

Text Color

Background



AnyCount

Projetex users can enjoy the built-in AnyCount 3D — a word, character and custom volume unit count tool. It counts single or
multiple files of all commonly used file formats: DOC, DOCX, RTF, XLS, XSLX, PPT, PPS, PPTX, PPSX, PUB, VSD, VSDX, ODT, SXW,
SDW, ODS, SXC, SDC, ODP, SXI, SDD, TXT, CSV, GIF, PNG, BMP, JPG, PDF, HTML, XML, HLP, CHM, WPD, SLP, MIF, ZIP, RAR.

You can specify AnyCount settings (general and specific for different files formats) on the AnyCount tab of the Current User
section in the Backstage view.

Appearance - : = ™
E Czﬁfirmations 9 Hp E’Q CHM = ODT, SXW, SDW in QDS, SXC, 5DC 2 ODP, 5X1, SDD % SLP Er pus 'j VSD, VSDX S .BMP, JPG, PNG, .GIF
& Colors: Status 3 common DOC, RTF, WPD, DOCX XLS, XLSX PET, PPS, PPTX & v csv T eoF TXT = XML ™ M
A AnyCount
osition of Custom Fields 51 Skip Numbers
= Email 1 show Full Path

T "
& Local Fle store W Mutti-Core Processing

Common Tab

When the Skip Numbers check box is selected, AnyCount does not include numbers when performing wordcounts.

If the Show Full Path checkbox is selected, then you will see the full path to the processed files in the AnyCount Notes field
(which appears after you use AnyCount when creating a Client/Expert Job ).

Enabling Multi-core Processing speeds up counting of large batches of files, but should only be enabled in the host machine is,
in fact, multi-core.

Format-specific Tabs

The rest of tabs can be used to set which elements will be included in count results, and which will not. The number of options is
determined by the type of file.

<3 Note: You can perform counts of .wpd files only if you can open them with Microsoft Word, i.e. you need special Microsoft Word .wpd processing
packages to be installed.

<3 Note: To count unrecognized PDF files, go to the PDF settings tab, enable the Enable PDF Graphic Recognition checkbox and select the PDF
hic R ition L from the drop-down list. To count a recognized PDF file, disable the Enable PDF Graphic Recognition checkbox

See also:
User settings
AnyCount in Projetex



Position of Custom Fields

On the Position of Custom Fields tab of the User Settings you can alter the view of custom field groups.

Check the Top option to place custom group tabs on the top of the tab main field. Check the Left option to place custom group
tabs on the left of the field.

[=] Appearance
% Confirmations Position of group tab : Example

8l Colors: Status
M AnyCount
22| Position of Custom Fields

) Top
Custom fields of group 1
@ Left
[~ Email
=} Local File Store

Group2 | Group3

Groupl

See also:
User settings
Custom fields



Email

Here you can set up an e-mail connection for the Workstation.

Enter the Address, connection type (regular, TLS or STARTTLS) and the access credentials (if needed) for your SMTP server.

|=] Appearance
% Confirmations

&4 Colors: Status

A AnyCount

[tz Position of Custom Fields
[=] Email Connection: | Regular -
|=; Local File Store

SMTP Server

Server:

Port: |25

Use Authentification

Save outgoing mail into

IMAP folder: Do not save mail Configure...

From

MName: |William McSun
Email Address: \wms@translation3000.com

Organization: |Vitaliy Gutyk
i=¥ Connection Test

Also you can set up an IMAP folder to store your outgoing mail:

1. Click Configure to open the Edit IMAP Sent Folder window.
2. Enter the Address, connection type, and access credentials to the IMAP server.
3. Import the server's folder list and choose the folder for your Sent mail.

Edit IMAP Sent Folder
IMAP Server
Server:

Connection: |Regular -

Port: 143
User Name:

Password:

Request IMAP Folder List

IMAP Sent Folder: |Do not save mail -

OK Cancel



You can also specify the default 'From' line of your Projetex-generated e-mails by entering your name, e-mail and company name.
Click Connection Test to check if the connection parameters were entered correctly.

See also:
User settings
Mail Sender



Local File Store

On this tab you can select the location of your local Business folder.

Ij Appearance

%" Confirmations

) Colors: Status

A AnyCount

Position of Custom Fields
[~ Email

=} Lacal File Store

o

Current path to local Business Folder:

DABusinessy,

Change...

Select Folder

AL_q, NokansHui guck (D2

> J) Adobe RoboHelp 2017
| AIT

| BOSS

| Business

| Clients

, Experts

. Projects

. Public

. Templates

| Business server to 3000
. BusinessServer

J drive

) flex

| Games

. Games sh

) Lingvo

, maybe

| memoQ-§

Current local Business folder:

0K

To set the location, click Change and navigate to the desired folder.

See also:

User settings

Cancel



Corporate settings

To open the Corporate Settings window, enter the Backstage view and click the Corporate Settings option.

) Groups of Services
2 Log Out |l services
Ranks
2 Volume Units
25 Unit Ratios
= Currencies
£ Exchange Rates
User Settings ] Taxes
[ Discounts/Markups
@ Countries
'fi Categories
|2 Payment Methods
Administrator Templates
HE| Email Templates

& Connected Users

Corporate Settings

Groups of Services — enter broad categories of the services you provide. This info is used in price, quote and job records.

Services — each group contains a separate list of services (most commonly these are language pairs). Also used in price, quote
and job records.

Ranks — enter special ranks to link corporate experts with groups of services, according to their specializations.
Volume Units — in addition to standard volume units you can add custom units to account prices, quotes and jobs in.

Unit Ratios — set up "exchange rates" between your base unit and other units. These rates will be used to calculate the total
volume of work over a specific periods.

Currencies — currencies can be added from here.

Exchange Rates — set up exchange rates between your base currency and other currencies. These rates will be used to keep
records in two currencies for your clients.

Taxes — taxes are used in invoices. You can add or edit taxes here.

Discounts/Markups — add or edit discounts and markups here. Once added, these can later be inserted into invoices.
Categories — add or edit categories which are used in the Info tab.

Countries — by default, the database contains a list of all countries (used in client profiles). This list can be edited here.
Payments Methods — payment methods and their descriptions can be added to invoices.

Templates — manage the RTF templates for all work documentation.

Email templates — manage the text templates for the Mail Sender.

See also:
User settings
Administrator settings



Groups of Services

The Groups of Services section of the Projetex Workstation Corporate Settings can be used to specify the kinds of services
(groups of services, in other words) you offer to your clients (e.g. translating, editing and so on.). When creating jobs or setting
prices in Projetex, you will have the select a group of services among those created here.

L) Groups of Services

Q Services New Edit Delete

- Ranks #* Group Corporate Expert Rank
gf.g ED{:':Et.U”itS ¥ Click here to define a filter

ik Unit Ratios Nome .

S Currencies

) Eechangs Rates | T [

L1 Taxes Edit Service Group X
[ Discounts/Markups
@ Countries Group of Services:

@ Categories
Payment Methods

Templates Mot Available for future choice
EE] Email Templates

Consulting

Corporate Expert Rank:

N || c--

oK Cancel

The New button opens the New Service Group window, where you can enter the name for a new group of services (50
characters maximum), select whether the group is available in drop-down menus when creating/editing a job, and, optionally, tie
the group to a Rank.

The Edit button opens the currently highlighted group of services for editing.
The Delete button deletes the currently highlighted group of services.

3 Note: A group of services cannot be deleted if it has any services in it.

See also:
Corporate settings

Services



Services

The Services section of the Corporate Settings window you can enter a list of services you offer to your clients; (e.g. translating
from English to French, Localization testing, etc.). While creating jobs or setting prices in Projetex you will need to select a service
from the list created here.

Each service belongs to a group of services.

I&d) Groups of Services

u - Mew Edit Delete

envices

Ranks #* Group of Services Service

(2 Volume Units ¢ Click here to define a filter
EE Unit Ratios
=)

5 Currencies - None - - None -
f,, Exchange Rates I8 Other Additional work
L] Taxes Edit Service x
|| Discounts/Markups
@ Countries Service:
-ﬁ Categories '
(=] Payment Methods Additional work

Templates

EF) Email Templates Mot Awvailable for future choice

Group:

Other hd

OK Cancel

The New button opens the New Service window which can be used to enter the name for a new service (50 characters
maximum), select a group of services, and select whether the service is available in drop-down menus when creating/editing a job.

The Edit button opens the currently highlighted service for editing.
The Delete button deletes the currently highlighted service.

£} Note: A service cannot be deleted if it is used in any price, quote or a job.

See also:
Corporate settings
Groups of Services



Ranks

In the Ranks section of Corporate Settings, you can enter a list of special ranks for your corporate experts.

% Groups of Services

New Edit Delete
] Services = = D
() Ranks . Rank
(9 Volume Units 7 Click here to define a filter
EE Unit Ratios
S Currencies Consultant
5 BchangeRates »

The New button opens the New Rank window, where you can enter the name for a new rank (50 characters maximum).
The Edit button opens the currently highlighted volume unit for editing.
The Delete button deletes the currently highlighted volume unit.

After a rank is created you can assign it to corporate experts in their Profiles, and to service groups in the Groups of Services
section.

General Information | Stats | Levels

MNew Edit Delete
# Date Rank
b 09.03.2017 Consultant
09.03.2017 Tester

After that, whenever you assign an expert to a corporate job, the Groups of Services that match the expert's Rank will be displayed
in the drop-down menu with a '@’ character before the name. This will make it easier to distribute jobs according to the your
experts' skill sets.

Edit Corporate Job (Protected mode, 15:00 left)

Project: 0052, GlobalSYS manual (consulting only)

Client Account: Main

Corporate Expert: Allyson Laven None

Details | Instructions | Work Motes | Custom Fields | Audit | Alerts

Mame: GlobalSYS manual (consulting only)

Group: -

See also:
Corporate settings

Groups of Services



Volume Units

On the Volume Units tab of the Corporate Settings window you can create and manage the a of custom volume units, used
for estimating volumes of jobs.

E‘ EFDL.IFIS of Services New Edit Delete
envices

Ranks * Name -
@ Volume Units
gﬁ Unit Ratios
5 Currencies
£ Exchange Rates I8l pages (1800 characters)
L Taxes Edit Volume Unit ~
|| Discounts/Markups
@ Countries Mame:
@) Categories
z Payment Methods pages (1800 characters)
Templates
FE] Email Templates

7 Click here to define a filter

W/ Used by AnyCount

VYolume Unit consists of:
1800 Unit Type
) Words
(@ Characters (with spaces)

() Characters (without spaces)

oK Cancel

The New button opens the New Volume Unit window, where you can enter the name for a new volume unit (50 characters
maximum) and specify it's properties.

The Edit button opens the currently highlighted volume unit for editing.
The Delete button deletes the currently highlighted volume unit.
If the unit you are creating consists of words/characters (with or without space) and you want to use it for text counting with the
built-in AnyCount module:
e selectthe Used by AnyCount option;
o specify if it consists of words/characters (with or without spaces) by selecting the correspondent option and the number of
words/characters in the new unit. (For example, volume unit "pages" can consist of 1800 characters with spaces).

If the unit does not refer to text volumes, e.g. "hours", leave the Used by AnyCount option unselected.

See also:
Corporate settings
Unit Ratios



Unit Ratios

On the Unit Ratios tab of the Corporate Settings window you can specify how many basic units (words by default) any Volume
Unit is equivalent to.

This is used when calculating job volumes as converted into basic units and when determining a corporate expert's total
experience (the total volume of all jobs completed by the expert, converted into basic units).

&) Groups of Services New Edit Delete
L Services

Ranks # Unit =words
L2 Volume Units ¥ Click here to define a filter

ZE Unit Ratios

S Currencies

{7 Exchange Rates
L Taxes

| Discounts/Markups 1 = E v | words
& countries

@ categories

=] Payment Methods
Templates

E[E] Email Templates

Edit Unit Ratio X

0K Cancel

The New button opens the New Unit Ratio window, where you can select a volume unit form a drop-down list and enter how
many basic units the unit is equivalent to.

The Edit button opens the currently highlighted unit ratio for editing.
The Delete button deletes the currently highlighted unit ratio.

See also:
Corporate settings
Volume Units



currencies

In the Currencies section of the Corporate Settings window you can create and manage a list of currencies, which you will be
able to use in all Projetex financial records.

= Grogps of Services New Edit Delete
] Services

Ranks # Currency Description
{2 Volume Units ] Click here to define a filter

B | o
as Unit Ratios I ﬂ.uztralian Dollar

S Currencies

£ Exchange Rates Edit Currency =
= 3-letter Abbreviati
i -letter Abbreviation:
[ Discounts/Markups
@ Countries m

@ categories

=5 Payment Methods

Templates Australian Daollar
EE Email Templates

Descriptive Name:

0K Cancel

The New button opens the New Currency window, where you can enter the 3-letter abbreviation for the new currency and the
description of the currency (i.e. the long name, 50 characters maximum) in the corresponding fields.

The Edit button opens the currently highlighted currency for editing.
The Delete button deletes the currently highlighted currency.

3 Note: A currency cannot be deleted if it is used in any field in the Database (price, quote, job, etc.).

See also:
Corporate settings
Exchange Rates

Currencies Management



Fxchange Rates

In Projetex, different currencies can be assigned to each client and expert. To maintain consistency of financial accounts, Projetex
uses exchange rates to re-calculate all the records from client/expert currencies to the base currency of your company.

3 Note: The base currency is set on the General section of the Administrator tab in the Backstage view.

The Exchange Rates tab of the Corporate Settings window can be used to edit the exchange rates between your base currency
and other currencies used by your clients and experts.

&) Groups of Services |
Ll Services

Ranks # Currency =EUR Description
2 Valume Units

MNew Edit | Delete

Click here to define a filter

Y
HE . H

S Currencies

e CAD 0,6721 Canadian Dollar
=] Exchange Rates .
CHF 0,92 Swiss Franc
L] Taxes =
7 Discounts/Markups GEP 1,1338 British Pounds
@ Countries IPY 0,0081 Japanese Yen
.ﬁ. Categories SEK 0,1024 Swedish Krona
== Payment Methods usb 0,8954 US Dollars
Templates Edit Exchange Rate x

Y] Email Templates

1 - EUR -

QK Cancel

M4 10f7 P
/| Automatically download exchange rates

every (1 ~ | days

Last updated on 22.06.2017

The New button opens the New Exchange Rate window, where you can select the required foreign currency from a drop-down
list and specify the rate.

The Edit button opens the currently highlighted exchange rate for editing.
The Delete button deletes the currently highlighted exchange rate.

Check Automatically download exchange rates and select or enter the desired frequency to periodically receive new
exchange rates from the Internet.

£3 Note: The currencies list consists of currencies added on the Currencies section of the Corporate Settings tab.

See also:
Corporate settings
Currencies

Currencies Management



Taxes

Any taxes used in invoices and purchase orders can be added on the Taxes section of the Corporate Settings window.

& Groups of Services
L Services
Ranks # MName Value

MNew Edit Delete

(2 volume Units 7 Click here to define a filter

P .
o5 Ratos T
S Currencies
a VAT 20,00
=) Exchange Rates =

Edit Tax x

[ Taxes

[ Discounts/Markups
& countries

@ categories m
[=| payment Methods
Templates

FE Email Templates -7,00

Tax Mame:

Tax Value (%)

QK Cancel

The New button opens the New Tax window, where you can enter the tax name (50 characters maximum) and value (rate) in the
appropriate fields. Note that the tax rate is entered as a percentage (but without the "%" sign). Tax returns can be entered as a
negative value.

The Edit button opens the currently highlighted tax rate for editing.
The Delete button deletes the currently highlighted tax rate.

See also:
Corporate settings
Discounts/Markups



Discounts/Markups

Projetex provides you with the ability to add discounts and markups when issuing invoices and POs.
You can specify discounts/markup names and rates on the Discounts/Markups tab of the Corporate Settings window.

The discount rate (value) should be negative; Markups are entered/edited in the same New Discount/Edit Discount window but
must have a positive value.

To create a discount or markup, click the New button, enter the discount/markup name and value (rate) in the appropriate fields.
Note that rate should be entered in percentage (but without the "%" sign).

Use the Edit/Delete buttons to edit or delete the currently highlighted discount/markup.

& Groups of Services

B MNew Edit Delete
Services

Ranks » MName Value
(&) volume Units ? Click here to define a fitter

25 Unit Ratios

S Currencies

-15,00

I8 Partnership discount

57 Exchange Rates LTERIETEILE 10,00

=

[ Taxes Edit Discount x
[ Discounts/Markups

'fs Countries Discount Mame:

@ categories

E payment Methods Partnership discount

Templates

) . Discount Value(%)
EE] Email Templates

-15,00

QK Cancel

See also:
Corporate settings
Taxes



Countries

When creating a new client or freelancer record in Projetex you can enter the postal address and specify the country by selecting it
from a drop-down list. On the Countries tab of the Corporate Settings window you can manage the list of countries. The

entries for each country contain it's name, flag (optionally), and time zone.

&) Groups of Services

B Mew Edit Delete
Services
Ranks * Name Time Zone
{2 velume Units 7 Click here to define a filter

HE Unit Ratios
= Currencies

@l 2fghanistan (UTC+04:30) Kabul

Time Zone Reristry Name

Afghanistan Standard Time
Alaskan Standard Time

W. Central Africa Standard Time

a Albania (UTC-09:00) Alaska

[5J Exchange Rates : -

[ Taxes Algeria (UTC+01:00) West Central Africa

= Discounts/Markups Andorra (UTC+01:00) Amsterdam, Berlin, B¢ W. Europe Standard Time
@ Countries Angola {UTC+01:00) West Central Africa

The New button opens the New Country window.
The Edit button opens the currently highlighted country for editing.
The Delete button deletes the currently highlighted country.

3 Note: By default, the Projetex database already contains an extensive list of countries.

W. Central Africa Standard Time

3 Note: A country cannot be deleted if it is used in any field in the database (for example, in a postal address for a client).

See also:

Corporate settings



Categories

The Categories setting can be used to add, edit and remove custom types of info notes, which are displayed in Info tabs of the
Client, Project, Corporate Expert and Freelancer windows. These categories can be then used to filter and sort the notes

L:I, Grogps of Services New Edit Delete
Services -

Ranks #* Category
u Volume Units ¥ Click here to define a filter

2E Unit Ratios
S Currencies
£ Exchange Rates

I8 ~ccountant Mote

For Experts' attention

[ Taxes Edit Info Category X
[=] Discounts/Markups
& countries Category:
@ categories
= Payment Methods
Templates
HE| Email Templates
oK Cancel

The New button opens the New Info Category window. Enter name for the new category (50 characters maximum) and click
OK.

The Edit button opens the currently highlighted category for editing.
The Delete button deletes the currently highlighted category.

See also:

Corporate settings



Payment Methods

The payment method is one of the many parameters that can be added to an invoice when it is issued in Projetex. In this context
Payment method means the details for performing the payment (bank details, for example).

&) Groups of Services

- MNew Edit Delete
] Services
Ranks * Payment Method
(& volume Units ? Click here to define a filter
=1 P :
aw Unit Ratios ilEank wire transfer

S Currencies

Edit Pay t Method x
£ Exchange Rates AR
] Taxes Payment Method:
[ Discounts/Markups e e e
& Countries
@ categories Description:
Payment Methods {Bank account details)
Templates
EEl Email Templates

oK Cancel

New button opens the New Payment Method window. Enter the name (150 characters maximum) and description of the
payment method in the corresponding fields.

Edit button opens the currently highlighted payment method for editing.
Delete button deletes the currently highlighted payment method.

See also:
Corporate settings



Templates

The Templates section of corporate settings can be used to view, manage, and edit document templates and their folder
structure.

Double-clicking a template will open it in the system's default RTF editor.
Clicking Explore will open the current folder in Windows Explorer.

The toolbar under the folder path contains buttons for the following commands: Refresh, Cut, Copy, Paste, Delete, Upload,
Download, Lock, Unlock.

Groups of Services - -
Li‘ P Explore D:\Business\Templates\CLIENTS\Prices

] Services

) Ranks |G¢|3§UJEM|‘.‘3’|¢.§W|

% EE::E:til::Its .. Templates Name Size Datetime

S Currencies 48 CLENTS W company Profile with Prices - Template - ... 40 KB 16.07.2010 09:02
£ Exchange Rates - Icr:odi'cte:mtes @ngeral Prices for Clents - Template - En.. 39KE 1607.2010 0902
[ Taxes ) Jobe @Pr?ces for Smgl.e.chent - Template - Englis... 39 KB 16.07.2010 09:02
[ Discounts/Markups payments ®prices for Specific Jobs (new) - Template -... 39 KB 16.07.2010 09:02
V:s Countrie.s I prices

@ categories | Quotes

I_I Payment Methods .. [} Refunds

Templates >~} EXPERTS

Template Folders

In Projetex all templates are stored in subfolders of the Templates folder in the centralized BusinessServer folder on the server.In
order to work with a template, you will need to download a local copy, or create a new local template which later can be uploaded
to the server. Each template can have one of the following statuses:

Team - the templates stored in the folder on the server and in local storage are identical.

Team - Changed on Workstation - the local copy of the template file has been modified, the file on the server has not been
updated.

Team - Changed on Server - the template file on the server has been modified, the local copy has not been updated.

Team - Missing - this template exists on the server, but has not been downloaded to the local PC yet (or has been deleted
locally).

Local - the template file exists locally, but has not been uploaded to the server yet (or has been deleted on the server).

The tree field displays the structure of the templates folders. This folder structure exists both in the BusinessServer folder, and in
your local Business folder. The templates folder contains of four subfolders: CLIENTS, EXPERTS, PROJECTS and PROSPECTS.

CLIENTS and EXPERTS contain more subfolders with correspondent .RTF templates. The templates for each document type are
stored in folders named after the document type.

See also:
Corporate settings
Template Basics

Status
Team
Team
Local
Local



Email Templates

Here you can create and edit Email templates - standard messages meant to accompany template based documents when sending
them to your clients via the Mail Sender.

Q, Grogps of Services || New Edit { Delete
[ services -
Ranks Clients * Template name Template subject
@ volume Units Prices ? Click here to define a filter
"B | :
uotes - " - L .
& Unit Ratios Q Wllprices for dlients Price list for \CONTACT_NAME\
5 Currencies Jobs — -
: Exchange Rates Invoices Edit Client Prices template x
] Taxes Payments
[&] Discounts/Markups credit Motes Name:
@ Countries Refunds Prices for clients
@ categories Pros
pects By
payment Methods prices Template subject:
Templates Quotes Price list for \CONTACT_NAME,
] Email Templates )
s Projects Template text:
Corporate Experts
K Dear \COMNTACT_MNAMEY, -
Prices
Jobs Thank you for contacting us regarding our services. I'm pleased to provide you with our rates, and I've
JAs attached a document with pricing for general translations.
Payments

If you have any questions or need more clarification, please do not hesitate to contact me.
Freelancers

Prices We are looking forward to doing business with you.
Quaotes
Jobs Kind Regards,
R2E \CURRENT_USER_NAME\
Payments YWCURRENT_USER_POSITIOMNY,
Applicants WCOMPANY_MNAMEY,
Prices .
Quotes

Mote: You can use variables from the corresponding RTF templates

oK Cancel

The left frame contains the list of RTF template-based documents, and the right frame contain a list of email templates for the
currently selected type.

Use the New, Edit and Delete buttons to manage the email templates of the currently selected type.
The New/Edit template window allows you to enter/edit the name, subject, and text of your mail templates.

The subject and text can include data variables, just like RTF document templates.

See also:
Corporate settings
Email

Mail Sender



Administrator settings

To access Administrator Settings enter the Backstage view and click the Administrator option.

Lz General

g Log Out 2, Users and Access
;j Access Roles

& Connected Users &P Codes
> Salutations
D\;, Template variables
d CATCount

User Settings =- Stats
5 Broadcasts

Corporate Settings

Administrator

The following Administrator Settings are available:

. General - selecting or changing the base currency, base volume unit and postal address display format.

. Users and Access - manage the user accounts of your employees and determine their access rights within the system
. Access Roles - manage special access right configurations for quicker creation and setup of new users.

. Codes - viewing and editing global Project and Invoice codes.

. Salutations- list of default salutations, which can be automatically added to contact names.

. Template Variables - used to create custom template variables, used for generation of .rtf files.

. CATCount - enabling and disabling CATCount feature and selecting CATCount units.

. Stats - option for visual representation of corporate expert experience
. Broadcasts - create system-wide information broadcasts to your employees
See also:

User settings
Corporate settings

Server Corporate Settings



General

On the General tab of the Administrator window you can set the company logo, base currency, payment terms for freelancers
and postal address format, as well as a few procedural options.

[& General

£ Users and Access

2 Access Roles Company Logo

¥ Codes

188> Salutations

L Template variables Base Currency: EUR

_.‘ CATCount Base Unit: wards

== Stats

|5 Broadcasts Freelance Payment Terms: Within 30 days (from PO issue date)

Postal Address Format: Street Address 1

Street Address 2
City
State
ZIP Code
Country

Invoices in the middle of the range can be deleted
Enable numbering of Client Invoice copies

Mark new JAs as approved

Mark new POs as approved

] Use lock records

The Company Logo button can be used to set your company logo as it will appear on the Backstage view button in the
Workstations.

The Base Currency button can be used to set or change the base currency of your company. After changing the base currency
the program will prompt you to re-define the currency exchange rates.

Base Unit defines the volume unit against which all other units are measured. Base units are used to calculate corporate job totals
and expert experience (total volume of all jobs completed by the expert, converted into base units). When you change the base
unit, you are automatically prompted to re-define the unit ratios for the other units.

The Freelancer Payment Terms button can be used to edit the default payment terms for freelancers. Click this button to open
the Edit Payment Terms for Freelancers window. There you can configure the payment conditions for freelancers, including:

e The Minimum Fee — the minimum sum POs must accumulate, before they can be paid. Type 0 in this field to disable the
Minimum Fee condition.

» You can also indicate if a PO should be paid within a certain time (30, 45, 60, or 90 days) from the day it was sent (PO issue
date), completed (PO completion date), the day the job was invoiced (Invoice date) or on a certain day of a certain month.

e SelectUnknown/Other to disable automatic payment terms control.

« Additional Notes — a plain text note, not limited by the number of characters.
3 Note: To set individual payment terms for specific freelancers, use the Payment Terms button in the freelancer's profile on the Main tab of the
Freelancer window.

The Postal Address Format button can be used to set the default display order of postal address elements (like country, city, ZIP
code and so on) in printed documents. Use the Move Up and Move Down buttons to change the order of postal address
elements. If you need to separate postal address elements using some special character (like a comma), you can type this delimiter
in the Address Fields Delimiter field.



Edit Postal Address Format x

Street Address 1

Street Address 2

City Move Down
State

ZIP Code

Country

Reset format

Address Fields Delimiter:

OK Cancel

The Invoices in the middle of range can be deleted check box deactivates default security system that does not allow
deletion of invoices, which are in the middle of range.

Check Enable numbering of Client Invoices copies to add the Number of copies field to the Edit Invoice window. The
number specified in that field can be added to printed invoices via the \INVOICE_COPY\ variable.

Mark new corporate jobs as approved - select this checkbox to have all new corporate jobs automatically marked as
approved.

Mark new freelance jobs as approved - select this checkbox to have all new freelance jobs automatically marked as approved.

Use Lock Records prohibits simultaneous editing of the same record from different workstations. Edit windows on any
workstations except the first to access the same record will be opened in read-only mode.

See also:
Administrator settings
Currencies

Volume Units



Users and Access

The Users and Access area can be used to browse existing user accounts, create new users and modify the access rights of

existing users.

L:f) General Mew Edit Delete
o= Users and Access

2 Access Roles * Mame

@ Codes 7

%> Salutations

EL Template variables
& FATE AR

[@lEarthalomeo Rodriges

Double-click any user in the list to edit their access rights.
Click the New button to add a new user account.
Click the Edit button to edit the currently selected user account.

Click the Delete button to delete the currently selected user account.

New/Edit User Window

In this window, the access rights of a user can be configured.

Edit User
Marme: Login:
Fernando Lucena pm
Position: Password:
Project Manager *
Role & Rights | Contact info
User Role

Advanced (user can view all clients and projects and can assign Account
Managers and Project Managers)

Mormal (user can view only assigned clients or projects and can assign Project
Managers )

Corporate Expert (Auto)

Options Local Reports
/| Show AHC data /| Export
View Corporate Settings /! Print

Alerter Administrator

Server Administrator

Copy from Access Role

Photo — an image file with a Max resolution of 70x70 pixels. Click the frame to either Load a photo from a file or click Assign

Login

Position

Click here to define a filter

Production Manager

Fernando Lucena pm

Project Manager

Access is blocked

Access Rights
Dashboard

-

Widgets
Client Jobs-Open
Client Jobs-Mot Invoiced Total
Client Jobs-Valume Last Month
Client Jobs-valume This Month
Client Jobs-Due Date This Week
Client Jobs-Due Date In Mext 2 Weeks
Client Jobs-Due Date This Month
Client Jobs-Due Date In Mext 30 Days
Invoices-Due Date This Week
Invoices-Due Date Mext Week
Invoices-Total Overdue
POs-Due Date This Week
POs-Due Date Mext Week
POs-Total Overdue
Projects-Open
Projects-Due Date Today
Projects-Due Date This Week

OK

Status

@ Enabled

& Disabled

Cancel

from The Camera to take a picture with a camera connected to the machine. The following formats can be used: JPG, JPEG, BMP

(bitmap), .GIF (Graphics Interchange Format).

The Name field is used to enter the actual full name of the user. This name will be used in Projetex to refer to this user. This is not

a login name.
The Login field stores the user name used to log in to Projetex.

The Password field stores this user's password. Passwords are case-sensitive.

The Position field contains the description of the user's position. Usually this is the name of the Access role preset. The position



field does not affect any actual access rights.

The Access is blocked check box can be used to disable this user's account.

Role & Rights tab

You can quickly assign pre-defined access rights to this user by clicking the Copy from Access Role button. This will copy
settings from one of the access roles you have previously defined in the Access Roles tab.

Each user can have one of three general access levels:

e Advanced is the highest access level possible. Users with advanced access can view all clients and projects in the database.
These users can also assign account managers and project managers, as well as create client product lines.

e Normal access level permits a user to view only assigned clients and projects. Thus, if a normal access level user is not a
project manager of a project, or not an product line project manager of the client's product line, he or she cannot view this
project. This access level is recommended for project managers.

e Corporate Expert (Auto). This access level is always associated with a particular expert profile, chosen via drop-down list.
This user will have access only to that particular expert profile and the records and files associated with it. The user will also
have access to the Team and Expert knowledgebases.

User Raole

-~ Advanced (user can view all clients and projects and can assign Account
~ Managers and Project Managers)

~, Normal (user can view only assigned clients or projects and can assign Project
~ Managers )

@ Corporate Expert (Auto) Allyson Laven -

Show AHC data - select his check box to permit the current user access to the average hourly costrates of in-house translators
experts.

The Export and Print options in the Local Reports block - toggle these to determine the user's access to local export and print
functions.

View Corporate Settings - check to enable access to Corporate Settings in the Backstage for the current user.
Alerter Administrator - if checked, the user can log into the Automation Engine.

Server Administrator - If checked, the user can log into the Server Administrator program and has access to the Administrator
tab in the Workstation Backstage.

Access Rights

This area is used to configure the user's access to various Projetex windows and tabs.

Select or clear check boxes to hierarchically grant or deny access to:

Sections of the Navigation Bar,

Ribbon tabs within the sections,

Icons within the Ribbon tabs,

and tabs within the Client, Prospect, Project, Corporate Expert, Freelancer, and Applicant tables.

Mo =

Access Rights
- Workspace -
b |8 Prospects
¥ Clients
» & Projects
~ |8 Corporate Team
i Corporate Expenses
~ |8 Corporate Expert
¥ Main
¥ Corporate Jobs
W Jas
¥ Payments
W Prices
Account
Files
W Info
Calendar
& Prices for Corporate Experts
¥ Carporate Jobs
¥ Job Assignments



Contact Info tab

This tab stores the basic contact info for each user account and contains the following fields:
E-mail (up to 2) — maximum 250 characters.

Enable Mail Alert — enable this check box to allow the user to receive alerts from the Automation Engine to the first e-mail
address.

Phone numbers (up to 4) — maximum 250 characters each.

The "Admin" Account

This is the default account that can not be deleted or disabled, has full access to all areas of Projetex and a reduced number of
options.

.L'.dr'r'|ir'| System Administrator |@ Enabled

Edit Administrator Account X

Login:
Admin

Password:

A

MName:

William McSun

Position:

Systemn Administrator

E-mail:

Enable Mail Alert

Administrator has access to all areas of Projetex.

Cancel

You can alter the account's photo, password, name, position designation, and add an e-mail with the option to send alerts to it.

See also:
Administrator settings

Access Roles



Access Roles

Access roles are presets of access configuration for a number of users with similar access to Projetex windows and tabs. These
presets can later be used to quickly assign access rights to new users or change access rights of existing users.

LE? General New Edit Delete
=, Users and Access
Eﬁ Access Roles #* Access Role
¥ Codes 2 Click here to define a filter
14> Salutations
B v s x
d CATCount Edit Access Role x
- Stats
[&] Broadcasts Position: Access Rights
Accountant ¥ Dashboard -

v Workspace
L Prospects
Options v ] Clients

Show AHC data * 8 Projects

. i ~ |E Corporate Team
View Corporate Settings

/| Corporate Expenses
- |8 Corporate Expert
| Main
Local Reports /| Corporate lobs

! Export M 18s
] Print ] Payments

Prices
] Account
W Files
¥ Info
/] Calendar
Prices
Corporate Jobs

lob Assignments

OK Cancel

Double-click any access role in the list to edit the access rights granted by that role.
Click the New button to add a new user access role.
Click the Edit button to edit the currently selected access role.

Click the Delete button to delete the currently selected access role.

New/Edit Access Role Window

In this window access roles can be configured.
The Position field contains the description of user's position. This is the name of Access role preset.

Show AHC data - select his check box to permit the current user access to the average hourly costrates of corporate experts.

The Export and Print options in the Local Reports block - toggle these to determine the user's access to local export and print
functions.

Access Rights

This area is used to configure the user's access to various Projetex windows and tabs.
Select or clear check boxes to hierarchically grant or deny access to:
1. sections of the Navigation Bar,

2. Ribbon tabs within the sections,
3. Icons within the Ribbon tabs,



4. and tabs within the Client, Prospect, Project, Corporate Expert, Freelancer, and Applicant tables.

See also:
Administrator settings

Users and Access



Codes

In Projetex, "global" codes are used to identify projects, clients, experts, invoices and POs. These codes are generated automatically
upon creation of the respective item and cannot be edited by users.

o)
L‘f General MNext Codes: Mext Project Code: 61
&= Users and Access Mext Global Invoice Code: 73
2 Access Roles Mext Global PO Code: 62
Codes
8% Salutations
L Template variables
d CATCount Global Invaice Codes:
. Stats
[&] Broadcasts Prefix: Suffix:
ACMWE-T e.q. AIT-I- YYYY e.g. /Yyvy

Available variables: YYYY. ¥¥: Year. MM: Month. DD: Date

Enable annual numbering resets:

Codes in naming of .RTF files

Invoices for Clients: POs for Experts:

Client-Specific - Expert-Specific -

The Next Codes button will open the Next Global Codes dialog, which can be used to assign next values of global project,
invoice and PO code counters.

The Prefix field is used to enter a custom prefix to Global Invoice Codes.

The Suffix field is used to enter a custom ending to Global Invoice Codes.

The Enable annual numbering resets checkbox can be used to perform a switch from sequential invoice numbering to one
which would start from invoice number 1 each new year. You can also set the exact date when the reset will happen.

\.5 Note: This procedure is irreversible. After annual resets are enabled, they can not be disabled again.

The Codes in naming of .RTF Files drop-down lists can be used to select the code (global or client-specific) to be used as the
default file name when saving invoices or POs for printing.

See also:
Administrator settings



Salutations

Use the Salutations tab of the Corporate Settings window to create new or edit existing salutations if needed.

L‘f) General || MNew Edit | Delete
&= Users and Access

%) Access Roles # Salutation Gender
Codes L] Click here to define a filter

.ﬁBI -
¥ Salutations g Val

% Template variables

‘ CATCount Edit Salutation x
= Stats Salutation:
|2l Broadcasts i

Gender:

Male hd

oK Cancel

Double-click any salutation in the list to edit it.
Use the New/Edit/Delete buttons to create, modify or delete custom salutations.
Every salutation is associated with a gender: Male, Female, or Undefined.

These are the options which appear in the Salutation drop-down list when creating or editing contacts.

Edit Contact x
Salutation: m -
M.
Marme:
Mrs,

position: RESNTTT

T ——

See also:
Administrator settings
Adding/Editing Contacts of Client/Prospect



Template Variables

Global custom variables can be created here. These variables can then be used in document templates.

l@ General .
2 Users and Access Hew £t Delete
—
'.E,j Access Roles # Variable Name
¥ Codes ? Click here to define a filter
B Salutations
3 AVMA Py
% Template variables B-AvMENTL
4 CATCount Edit Variable -
== Stats
|t Broadcasts Nare:
E e \
Content:

Please remit funds to Bank of New York,

this custom variable - \PAYMENTIY is global can be used in any .RTF-report throughout
Projetex

0K Cancel

W« A 1of2 L s

Please remit funds to Bank of Mew York,

this custom variable - \PAYMENTI is global can be used in any .RTF-report throughout Projetex

Double-click any custom variable in the list to edit it.
Use the New/Edit/Delete to create, modify or delete custom variables.

When you enter the name of a variable, bounded by backslashes, into a template, the content of the variable will be entered into
any document generated from the template.

Example:
If you enter EMAIL as the name of the variable and info@marsonlymars.com as the content, you will be able to use the |\EMAIL\
variable inside all your .rtf templates.

If later the e-mail of your company changes to info@venusforever.com you will not have to change it in all templates. You will
only need to change the contents of the variable in Template Variables settings.

When adding custom variables to templates, be sure to enclose variable the name between two "backslash" symbols.

See also:
Administrator settings

Template Basics



CATCount

This area contains a few controls for the CATCount tool used to calculate volumes of computer-assisted translation.

l@ General

£, Users and Access ! Enabled

@ Access Roles CATCount Unit:
iV Codes

B8} salutations words

L Template variables

d CATCount Change Unit »
= Stats
ol Broadcasts

# Units

> Ewords

M4 10f1 P B W

Only word-based units available.

Mote: Use Corporate settings to add custom volume units
here.

QK Cancel

Select the Enabled check box to enable CATCount in the Projetex Workstation.

Click the Change button and select word-count units in which CATCount must provide its counts. CATCount supports only word-
based units.

When this feature is enabled, the CATCount button appears in New Client Job (Edit Client Job), New Corporate Job (Edit
Corporate Job), New Freelance Job (Edit Freelance Job), New/Edit Client Quote, and New/Edit Freelance Quote
dialog windows of the Projetex Workstation.

£3 Note: The units displayed in this list can be edited in the Volume Units area of the Corporate Settings tab of Projetex Workstation.

See also:
Administrator settings
CATCount in Projetex



Stats

This area contains settings for the graphical representation of a corporate expert's experience value (total volume of all jobs
completed by the expert, converted into basic units).

liz General Corporate Expert Experience Image
£, Users and Access
) Access Roles

il Codes

[} salutations

L Template variables
d CaTCount

= Stats

Show big per each 100000 words

Show small 57 per each 10000 words
Reset

A corporate expert's experience is represented graphically by small and large stars. and you can enter the number of basic units
that each star represents.

Be sure that the large star has a higher value than the small star.

The default values are 10000 basic units (words by default) for a small star and 100000 for a large star.

An expert's experience can be viewed in the Stats tab of the expert's Profile.

General Information | Stats | Levels

Experience
Vaolume (words):

331650

See also:
Administrator settings



Broadcasts

The Broadcasts tab contains settings for sending short internal messages to all workstations.

General

Users and Access | Send broadcast:
Access Roles
Codes
Salutations test message
| Template variables
CATCount

Stats www.translation3000.com

|2l Broadcasts

Message (Idi1):

URL {optional):

P EELE o a

12032017 [~
! Enable update broadcasts

To send a broadcast, check Send Broadcast and enter the message. You may optionally add a URL link to the message (then
clicking the message will open the link in the default Internet browser) and set a date when the message will be turned off
automatically.

The broadcast message will be displayed in the bottom-right corner of the screen for all users and will be closed once the user
clicks either the URL link or the "close" button.

Broadcast: cepepa, Cepnens 9, 2017, 12:28 x
& New Company Bulletin

1229 O

[ A D
2O g 00m7

The message can be moved around and will be hidden automatically after 10 minutes, but will appear every time the user logs in
until explicitly closed.

Enable Update Broadcasts will allow you to receive broadcasts from AIT about updates to our products.

See also:

Administrator settings



Folders

The location of BusinessServer folder, as well as automatic folder creation options can be changed on the Folders tab of the
Corporate Settings tab in the Projetex Server Administrator.

Business folder location

The General tab of the Folders section can be used to change The location of the BusinessServer folder. Client, project and expert
folders are located inside the Business folder.

Database Server | Database | Corporate Settings

FF:Iders General | Client Folder | Project Folder | Corporate
Fields
&1 Queries Location of Projetex 30 server Business Folder:
T Reports
Change D:\BusinessServer\
Select Folder 7 x
'A--L_._, NokKansHWii guck (D) =

>} Adobe RoboHelp 2017

Sy

> BOSS

. Business

- 1. Business server to 3000
. BusinessServer
) flex

. Games

. Games sh

, Lingvo

. maybe

. mtd ptc

-1, odds and ends
. Projetex 10

>~ )i Reflexive

> 1\_REFI F¥I/Fsh

Path to BusinessServer folder:

Cancel

To change the default location, click the Change button and select new location on a local PC or in a network.

3 Note: This will NOT move the contents of the current folder to the new location. They will need to be transferred manually.

Folder settings

The other tabs of the Folders section represent different types of folders inside the BusinessServer folder.



Database Server | Database | Corporate Settings

F?Iders General | Client Folder | Project Folder | Corporate Folder | JA Folder | Freelance Folder | PO Folder
& Fields
=& Queries ! Automatic Folder Creation:
“{0) Reports
[LJ Incoming Add Folder
Add Subfolder
- Work
Edit
Delete

Project Folders names consist of:

Update Folders
¥ Name of Project Manager

! Project Name

Use the Add Folder and Add Subfolder buttons to add folders which will be automatically created inside of each new client,
project, expert, JA and PO folder.

The Project folder tab also allows to configure the names of project folders.

Automatic folder creation

With the help of the automatic folder creation feature, you can define a number of subfolders to be automatically created upon
creation of a folder for each main entry type in Projetex (Client, Project, Corporate Expert, Freelancer, PO, JA). To enable this feature
for a certain folder type, select the Automatic Folder Creation checkbox on the tab of required folder type.

Every time a Client, Project, Expert, JA or PO folder is created by the Projetex Workstation, any folders or subfolders added to
the respective tab of the Folders settings will be created in that folder automatically

To disable creation of customized folders clear Automatic Folder Creation on the corresponding tab.
All changes for these custom folders will not be implemented for already existing folders.

Project folder name

The way Project folders are named can also be customized to some extent. The name of each Project folder can consist of the
following components:

Project code (obligatory)

Project manager name

Project name

You can enable or disable the inclusion of manager and project names into the folder name.

Click the Update Folders button to apply the settings to the names of all Project folders, created before. This feature is available
only for project folder names and does not affect other folders.

See also:
Server Corporate Settings
Projetex Folder Structure



Fields

Custom fields and their groups can be created and edited in this area.

The Clients, Projects, Corporate Team and Freelancers tabs represent respective windows in the Projetex Workstation. The
tabs below them represent specific areas in these windows where custom fields can be added.

3 Note: Any custom fields added to Clients by default also appear in Prospects. Likewise, custom fields added to Freelancers appear in Applicants.
Groups of custom fields can be managed with the buttons on the left-hand side.
Custom fields of each of the groups can be managed with the buttons on the right-hand side.

Move Up and Move Down buttons can be used to change the order in which custom fields and field groups are displayed in
Projetex Workstation.

Database Server | Database | Corporate Settings

-~ Folders Clients/Prospects | Projects | Corporate Team | Freelancers/Applicants
Fields
&1 Queries Main | Quotes | Jobs | Invoices
-~ Reports gk | Group of fields Change Group Fix Sorting
Commaon
| |
h-4 Field Name Field type Displayed in gk
|First contact: Date Both|
Active Client Checkbox Both =
Specialization Text Line Both| 3¢
Referral Text Line Both
Special terms Text Line Both
+
¥

For detailed information regarding Custom Field processing see Database Customization.

See also:

Server Corporate Settings



Queries

Custom queries can be created here. Queries can be used to extract and export data directly from the Projetex database without
the use of a Projetex Workstation.

Database Server | Database | Corporate Settings

El Folders Mame L -
Field i

e 5 Client Jobs |

15 Queries by

Client Jobs (with Model)

& Reports Clients - Contacts Delete
Clients - Invoices
Clients - Invoices (with Model) Export Data
Clients - Payments Print Data
Clients - Prices
Clients with custom fields (with Model)  oad
Corporate Experts - JAs =
Corporate Experts - Jobs Save

Corporate Experts with custom fields (with Model)
Custom Queries (with Model)
Custom Rennrts fwith hndel

Description:

Client Jobs Query. Uses links with Invoices, Projects, Services, Units, Currencies, Clients, -
Project Managers tables.

Double-click any of the queries in the list to open this query in the Query Builder window.

Use New/Edit/Delete to create, modify or delete custom queries.

Click Export Data to run the selected query and save the results in a TXT, CSV, HTML, RTF, XLS or PDF file.
Click Print Data to run the selected query and send the results directly to the printer.

Click Load to import a custom query from a PXQ file.

Click Save to export the selected query to a PXQ file.

See also:
Server Corporate Settings

Custom Queries



Reports

This area is intended for custom reports administration.

Database Server | Database | Corporate Settings

-3 Folders Name - N
[ Fields . —
Queri All Sales Chart-Client Jobs Edit

ueries E
[ Reports All Sales Chart-Invoices
All sales Chart-Invoices 2 Delete
All Sales Chart-Monthly (Client Jobs) Edit Details

All Sales Chart-Monthly (Client Jobs) 2

All Sales Chart-Payments

All Sales Chart-Payments 2

All Sales Table Monthly Preview
Cash Flow Report-List
Cash Flow Report-Tables
Clients-Expected Payments Save

Clients-Income Report

Load

Description:

The report shows all sales from assigned client jobs in form of pie Chart grouped by
services.

The following options are available for custom reports:

Use New/Edit/Delete to create, modify or delete custom reports.

Click Edit Details to open the Edit Custom Report window where a reports name and description can be changed.
Click Preview to run the currently selected report and view its results in a separate window.

Click Load to import a custom report from a PX15 file.

Click Save to export the currently selected report to a PX15 file.

<3 Note: The custom reports displayed in the Custom Reports section of the Projetex Server Administrator are the ones currently integrated into the
Projetex database. PX75 files are used solely for export-import purposes, and deleting PX75 file from C:\Program Files\AIT\Projetex 3D\Projetex
Server\Reports\ will not delete the corresponding report in the database.

See also:
Server Corporate Settings

Managing custom reports



ODBC

The Projetex database can be accessed through ODBC.

The ODBC (Open Database Connectivity) of the Microsoft Corporation represents a general interface for access to SQL-compatible
databases. SQL is used as a standard mechanism for data access.

The interface ensures a high degree of interaction: one application can refer to different SQL-compatible DBMS (Data Base
Management Systems) by means of generic code. This allows a developer to create and distribute “client/server” applications
without taking into consideration the characteristics of a specific DBMS.

An ODBC driver is required to connect an application to any DBMS. Although ODBC is considered a good data transfer interface, it
still has a number of restrictions as a program interface.

Enabling ODBC access

To enable ODBC access, run Projetex Server Administrator and click the Corporate Settings tab. Then select ODBC.
Select ODBC Access check box and set preferred ODBC password in the dialog which appears:

Database Ser\rer] Database Corporate Settings

{3 Folders

: Fields [¥] ODBC Access (User: ODBC, Password; )
ueries

g seports Set Password for ODBC Access &lﬂ

[ opec
User:

0ODBC

Password:

Confirm password:

The ODBC login is “ODBC" and it is fixed.

Download the ODBC driver using the following URL: https://www.microsoft.com/en-US/download/details.aspx?id=36434
NOTE: downloading the ODBC driver is only required for Workstation machines. On server machines, the driver is included with the server installation.

After the ODBC driver is installed, go to Windows Control Panel > Administrative Tools > Data Sources (ODBC) to run the ODBC
Data Source Administrator.

Click the Add... button in ODBC Data Source Administrator window.



i ™y
5] ODBC Data Source Administratar ﬁ

User DSN |Systern DSN I File DSN I Drivers I Tracing I Cannection Pooling | About |

User Data Sources:

Name Diriver t Add... )

dBASE Files Microgoft Access dBASE Driver (*.dbf, *ndx _
Remave

Excel Files Microsoft Excel Driver (s, ~xd=x, ~xdsm, =

M5 Access Database Microsoft Access Driver ("mdb, ~.accdb)

] 1] | 3

An ODBC User data source stores information about how to connect to
1| the indicated data provider. A User data sounce is only visible to you,
—  and can only be used on the cument machine.

[ ok || Ccancel Apply Help

Select the newly downloaded driver for the Firebird.

Create Mew Data Source

Select a driver for which you want to set up a data source.

M ame I Y -
Firebird/InterB aze(r] driver z
Microzoft Access dBASE Driver [*.dbf, “.ndx, “md=] 1
Microzoft Access Diver [“.mdb, * accdb) 1

Microzoft Access Test Driver [F.tat, *.cav)

bicrosoft Excel Driver [ sls, " slzx, " slsm, * xlsh)
ODBC Driver 11 fi &
SOL Mative Client

SOL Server
A

-
TP R —L
g |

< Bach I Finizh I Cancel

Specify ODBC parameters in Create Data Source window:
Enter the Server address in this format: %server domain address or IP%\P3D, 212

o - — i
Microsoft SQL Server DSN Configuratio S

| This wizard will help you create an ODEC data source that you can use to connect to

5QL Server.
| }@3
ey What name do you want to use to refer to the data source?
SOL Server

Mame: ODEC3D

How do you want to describe the data source?

Description:

Which SOL Server do you want to connect to?

Server:  projetex.comP30, 212 -

Select "SQL Server authentication" and enter the Login and password set in the System Administrator.



Microsoft SQL Server DEN

How should SQL Server verfy the authenticity of the login 1D?

2=

i ) With Integrated Windows authentication.
SOLServer -
SPM [Optional):

@ With SQL Server authentication using a login |D and password entered by the
= user.

Login ID: ODBC

Password: sessssssssssens

Enter "Projetex3D" as the new default database name.

Microsoft SQL Server DSN

Change the default database to:

ﬁ Projetex3D -

&6 Server s

SPM for miror server (Optional):
[ Attach database filename:

Use ANSI quoted identifiers.
Use ANSI nulls, paddings and wamings.
Application intent:
| READWRITE -
[] Mutti-subnet failover.

Click Next, then Finish, and then Test Data Source. If the connection is configured correctly, you will see the message "TESTS
COMPLETED SUCCESSFULLY!" .

_ N
DDEBC Microsoft SQL Server Setup [

SQL Server ODBC Data Source T_ XN

Test Results

Anew ODBC data source will be created with the following configuration:

Microsoft ODBC Driver for SQL Server Version 12.00.2000 -
Microsoft ODBC Driver for SQL Server Version 12.00.2000 -

Running connectivity tests. ..
Data Source Name: ODBC3D

Data Source Description:

Server: | aitland.com\P30, 212

Use Integrated Securty: No

Database: Projetex3D

Language: (Default)

Data Encryption: No

Trust Server Certificate: No

Multiple Active Result Sets(MARS): No
Miror Server:

Translate Character Data: Yes

Log Long Running Queries: No

Log Drriver Statistice: No

Use Regional Settings: No

Uge ANS| Quoted Identfiers: Yes

Use AMSI Mull, Paddings and Wamings: Yes

Attempting connection
Connection established
Werfying option settings
Disconnecting from server

ESTS COMPLETED SUCCESSFULLY!

[ Test Data Source... || ok || cancsl

J Note: If database file has been replaced, run Projetex Server Administrator, the ODBC section, then clear and re-enable the ODBC Access check box. You
will need to re-enter the password.



Starting and Stopping the Database Server

Microsoft SQL Database Serveris a database engine which should be up and running in order for the Projetex database to
function. Though in some cases you may need to stop the Microsoft SQL Server temporarily.

You can start/stop the Microsoft SQL Database Server from the Database Server tab of the Projetex Server Administrator.

When Database Server is stopped, database operations are not accessible. No Projetex Workstations can connect to the database,
and the set of Projetex System Administrator features is limited to the Database Server tab.

I Projetex 3D Server Administrator
File Settings Help

Database Server | Database | Corporate Settings

Status:
ON

Location:
WINTPC [10.10.0.100]

Wersion:

Microsoft SQL Server 2014 - 12.0.2000.8 (Intel X86)

Feb 20 2014 19:20:46

Copyright (c) Microsoft Corporation

Express Edition on Windows NT 6.1 <X64> (Build 7601: ) (WOW64)

Stopping the Server

The following procedures may require stopping Microsoft SQL Server.

1. Manual backup. When the Microsoft SQL Database Server is stopped, it is safe to copy the projetex3D.mdf database file to
another location by means of Windows® Explorer. Resort to this kind of backup only in cases when regular the backup does
not work for some reason. In all other cases, the regular Backup command does its job well, without need to switch the
database into offline mode or stop the Database Server.

2. Manual restore. When the server is stopped, it is safe to place a projetex3D.mdf stopped-server backup file you have made
before into its original location (C:\Program Files (x86)\Microsoft SQL Server\MSSQL12.P3D\MSSQL\DATA).
3. Moving the current database away before running a regular restore.
4. Upgrading the Microsoft SQL Database Server software. You will be notified when this upgrade would be recommended.
J Note: Stopping the Microsoft SQL Database Server is a critical operation, which can result in data loss if some users are connected to the server.

Always switch the database into offline mode (it can be done from the Database tab of the Server Administrator) to ensure no Projetex Workstations are
connected to the Database Server before running the Stop Server command.

J Note: It is not recommended to install newer versions of the Microsoft SQL Database Server unless there is an explicit recommendation to do this
from Projetex Support. We will thoroughly test all future versions of Microsoft SQL, their proper functioning with Projetex Server and Workstation
software, and will consider all pros and cons before recommending upgrades. Voluntary upgrades may cause unstable operation of Projetex.

See also:
Database Server Tab



Switching the database offline or online

To change the status of the database click the Go Online or Go Offline button (depending on the current status) on the
Database tab of Projetex Server Administrator. Many server-level settings require the database to be in offline mode.

I Projetex 3D Server Administrator
File Settings Help
Database Server | Database | Corporate Settings

Status:
@ Offline for Workstations - Exclusive Access for Server Administrator

Projetex Database:

C:\Program Files (x86)\Microsoft SQL Server\MS5QL12.P3D\MSSQL\DATA\Projetex3D.mdf

| Go Online

Database Version:
15.167.0

Disk Space Left:
26,7 GB

Active Connections:

/]
Regular Operations: Offline Operations:
= Backup 4 Run Update Script
<) Autobackup Service 5g Restore

(52 Clear Record Locks

See also:
Database Tab



Backup

It is recommended to perform regular backups of Projetex 3D database. You can perform backup of the database at any time by

clicking Backup button on the Database tab of the Projetex 3D Server Administrator.
To perform a backup operation:

1. Click Backup button on the Database tab of Projetex Server Administrator.
2. Specify the location of backup file by clicking Select button.

3. Enter backup file name in the Backup File field.

4. Click OK button to begin backup operation.

Database Server | Database | Corporate Settings

@ Backup Database
Database:

C:\Program Files (x86)\Microsoft SQL Server\MSSQL12.P3D\MSSQL\DATA\Projetex3D.mdf

0K

Offline Operations:

4 Run Update Script
[5¢ Restore

{5 Clear Record Locks

Go Online

Backup Path:

C:\Program Files (x86)\Microsoft SQL Server\MSSQL12.P3D\MSSQL\Backup\
1
] Backup File:
.
i

Regular Operations:
(= Backup
(2) Autobackup Service

See also:
Database Tab
Restore

Auto-backup Service

Select

Cancel

3



Auto-backup Service

The Auto-backup engine allows you to configure Projetex to back up the database automatically, according to a specific schedule.

Autobackup Service Options ? || x

Main | Advanced

] Run automatic backup of the database:

o) After each interval (hh:mm) Week days

12:00 hd i Monday

/| Tuesday
\-"Wednesday
&/ Thursday
\-"'Friday

W/ saturday
/| sunday

By schedule

Backup Path:
CA\Program Files (x86)\Microsoft SQL Server\MSSQL12.P3D\MSSQL\Backup', Select

OK

The Main tab of Auto-backup Service Options window contains the following options:

e Run automatic backup of the database - check to activate the auto-backup service.
o After each interval (HH:MM) - configures the interval between successive backups. Shortest interval is 15 minutes.

» By schedule - allows you to set the backup for a specific time. Use the Add and Remove buttons to create new time rule
and delete the existing ones respectively.

o Week days block - select necessary days of the week for automatic backup. Disabled days override the interval and time
settings.

e The path to save auto-backup files to can be changed by clicking the Select button to the right of current path and browsing
for proper folder in the Select directory dialog.

The Advanced tab contains the following options:

o Cleanup old backups - to save on disk space, especially for very large databases, the system can periodically delete old
backup files. Select Enable cleanup to switch this option on. Enter the number of days after which backup files will be
considered outdated into the Cleanup backups which are older than field. Click Browse to open the current backup
folder.

» TheLog block contains setting for the auto-backup log, which records all automatic backup service operations. Select
Enable Log to activate the log function. Use the Keep logs for last N month drop-down list to specify log storage time.
Select 'always' to store logs indefinitely. Click the View Current Log... button to browse through the latest blog records.

o SelectBackup as ZIP archive to make the service archive auto-backup files to save on storage space.



Cleanup old backups
Enable cleanup

Cleanup backups which are older than

Browse...

Log
Enable Log
Keep logs for last N months

View Current Log...

Zip

Backup as ZIP archive

See also:
Database Tab
Restore




Autorestart Service

The Autorestart service allows you to schedule automatic daily restarts of Projetex’ SQL server and/or File server, to prevent or fix
certain errors.

AutoRestart Service Options T X

| Enable automatic Restarts!

.

Server restart window open from  |17:40 for 3 4 »| hours

/] Enable SQL server restart

W/ Wait until all users log out

] Enable File server restart

Restart now
oK
Regular Operations: Offline Operations:
= Backup § Run Update Script
L) autobackup Service =g Restore
() Autorestart Service & Clear Record Locks

The Autorestart window contains the following options:

o TheEnable Automatic restarts checkbox to enable/disable the service.
e The number fields to set up when the window to restart the servers will be open and how long it will remain open for.

e The checkboxes to individually enable/disable the SQL server and File Server restarts. By default, the restarts happen 1
minute after the restart window opens.

o The Wait until all users log out option postpones the SQL server restart until T minute after there are no workstation
connected to the server, as long as the restart window is open.

e TheRestart Now button will immediately restart the SQL and file servers.

See also:
Database Tab



Restore

The Restore function in meant to revert the database to the state saved in a backup file created earlier (by running the Backup
command).

Database Server | Database | Corporate Settings

Status:
[g Offline for Workstations - Exclusive Access for Server Administrator
Proietex Natahase:

. Restore Database 7 X
Go Online

Restore from:

CAProgram Files (x86)\Microsoft SQL Server\M5SQL12.P3D\MS5QL\Backupy,| Select

To Database:
C:\Program Files (x86)\Microsoft SQL Server\MSSQL12.P3D\MSSQL\DATA\Projetex3D.mdf

oK Cancel
Regular Operations: Offline Qperations:
(=i Backup 4 Run Update Script
{2 Autobackup Service [5¢ Restaore

(52 Clear Record Locks

To restore your database from a backup file:
1. Turn your database offline by clicking the Go offline button.

2. Optionally, open your database folder (its address is displayed in the Projetex Database information string) and rename (or
move to a different folder) your current Projetex3D.MDF file.

3. Click the Restore button on the Database tab of Projetex Server Administrator.

4. Click the Select button in the Restore Database dialog and locate required backup .bak file (by default these files are stored in
C\Program Files (x86)\Microsoft SQL Server\MSSQL 12.P3D\MSSQL\Backup) and click OK to begin the restore operation.

Note: Projetex 3D can also restore backups made in TO3000 3D, which is useful for upgrading from TO3000 to Projetex. After the restore, please switch
to the Corporate Settings tab, and the program will prompt you to select the BusinessServer folder location, since TO3000 databases do not use the
BusinessServer folder.

See also:

Database Tab
Backup
Auto-backup Service



Run Update Script

In some cases, when you update your Projetex Server Administrator or Projetex Workstation, the database needs be updated as
well. Usually the database version is automatically updated during Projetex Server setup, however there may be exceptions. In this
case, database can still be updated manually by running a database update script

Update scripts are always installed together with the Projetex Server Administrator and can be found in the C:\Program
Files\AIT\Projetex 3D\Projetex Server\DBUpdates\ folder in the form of .PTU iles.

Offline Operations:

f Run Update Script

=g Restore

{ae Clear Record Locks

To update the database using a database update script:

1. Turn your database offline by clicking the Go Offline button.

2. Click the Run Update Script button from the Database tab of the Projetex Server Administrator.

3. Locate the script which updates your current database version to the next version. The current database version is displayed in
the Database Version: string. Repeat the update operation until you have the most current database version.

Example:

The installed database version is 8.97.0 and the software update requires version 8.93.0.In this case you need to consecutively run
two updates (first dbx97t092 ptu and then dbx92t093.ptu). Update files are not necessarily updating from the one number to the
next.

j Note: The Projetex Server Administrator performs an automatic backup before each database update operation, for maximum security of data in case
anything goes wrong during the update.

See also:
Database Tab



Clear Record Locks

To preserve database integrity in cases when several users simultaneously try to access the same database record, Projetex locks
the record when it is being edited and unlocks it when the edit window is closed.

If some technical problems occur the unlocking of the record may fail and this will render the record unavailable for all users.
In this case you can use the Clear Record Locks procedure to unlock the record.

Offline Operations:

4 Run Update Script

=g Restore

& Clear Record Locks

To run the Clear Record Locks procedure:
1. Turn your database offline by clicking the Go Offline button.

2. Click the Clear Record Locks button from the Database tab of the Projetex Server Administrator.

b ) Note: Be sure to switch back to Online mode to make Projetex Server available for Projetex Workstations again.

See also:
Database Tab



Maintenance Operations

The Server Administrator utility can perform three maintenance operation on the SQL server.

Maintenance:

izt Check Database
2% Rebuild Indexes

{5} Update Statistics

e Check Database - checks the logical and physical integrity of all the objects in the database and reports if any errors are
found.

o Rebuild Indexes - fixes any fragmentation of the database internal index

o Update Statistics - updates the internal statistics of the database to help it build more efficient queries.

Whenever the overall performance of the server drops, it is recommended to perform all three operations in order.

See also:
Database Tab



View Online Users

Current Projetex Workstation connections can be viewed on the Database tab of Projetex Server Administrator. The total number
of current connections is displayed in the Active Connections: information string.

To view connection details, click the List button on the Database tab of the Projetex Server Administrator.

This will open the Connected users window listing all currently logged in users.

Database Server | Database ‘ Corporate Settings

Status:

@ Online for Workstations

Projetex Database:

Go Offline C:\Program Files (x86)\Microsoft SQL Server\MSSQL12.P3D\MSSQL\DATA\Projetex3D.mdf

Database Version:
15.176.0

Disk space Left:
22,4 GB

Active Connections:
1 List

Connected Users 7 x

Login Mame Connected since Last activity PC Name PC IP address

Admin William McSun 20.06.2017 11:48:24|  20.06.2017 11:48:27

See also:
Database Tab



Database Customization: Custom fields

Projetex supports database structure customization in the form of adding custom fields to certain tables in the database. Custom
fields can be added via the Fields section in the Server Administrator's Corporate Settings tab.

£3 Note: You can create custom groups of fields as well and variables for displaying custom fields values in your .rtf templates.

Database Server | Database | Corporate Settings

Clients/Prospects | Projects | Corporate Team | Freelancers/Applicants

Main | Quotes | Jobs | Invoices

=p |Group of fields Change Group Fix Sorting
E |Common |
b4 Field Name Field type Displayed in dh
|First contact: Date Both|
Active Client Checkbox Both
Specialization Text Line Both| 3€
Referral Text Line Both
Special terms Text Line Both
+
¥

When creating a new custom field, you will need to specify a group of fields to which the newly created field belongs. So if you
want it to be other than the default Common group, create a custom Group of fields first.

Custom fields can be added to the following tables:

1.Clients (and Prospects):

e The Main tab of the Client/Prospect window (client/prospect profile)
o Clients/Prospects: Quotes

e Client/Prospect Jobs

o Invoices

2.Projects (The Main tab of the Project window only).
3.Corporate Team:

e The Main tab of the Corporate Expert window (expert's profile)
o Corporate Jobs

o Corporate Expenses

e JAs

4.Freelancers (and Applicants):

e The Main tab of the Freelancer/Applicant window (freelancer's/applicant's profile)
o Freelancer/Applicant Quotes

e Freelance/Applicant Jobs

e POs

See also:
Creating Groups of Custom Fields
Creating Custom Fields

Accessing Custom Fields



Creating Groups of Custom Fields

Each group of custom fields represents a separate tab in Projetex Workstation.

Example:

! Edit Client Job (Protected mode, 15:00 |eft)

Client: The Illustrative Designs
Project: 0024, Virtual Interface Notes
Client Account: Main

Jens Jacobson

Details | Instructions | Work Notes Project Folder

Common | Details

To create or modify a group of custom fields:

1. Run the Projetex Server Administrator and switch the database into Offline mode on the Database tab.
2. Switch to Corporate Settings tab and click Fields.

3. Select the area to which a new custom field group must be added.

Clients/Prospects | Projects | Corporate Team | Freelancers/Applicants

Main | Quotes | Jobs | Invaoices

ap | Group of fields Change Group
Comman
_
Details
b 4 Edit Customn Groups of fields ?ox |
Group of fields
[
+ Details
¥
QK Cancel

4. Click the New Group button in the group of fields control buttons or double-click any group to edit its name.

3 Note: To delete a Group of fields, you need to delete all Custom Fields it contains, or move them to other groups first.

To change the order of Groups of fields, i.e. the order of tabs with the Custom Fields tabs, use the Move Up Group/Move
Down Group buttons.

See also:
Database Customization: Custom fields



Creating Custom Fields

Custom fields can be created on the Corporate Settings tab of the Projetex Server Administrator. To create or modify custom
fields:

1. Run the Projetex Server Administrator and switch the database into Offline mode on the Database tab.
2. Switch to Corporate Settings tab and click Fields.

3. Select the required area tab (e.g. Clients >> Main)

4. Select a group of fields and click the New Field button.

Clients/Prospects | Projects | Corporate Team | Freelancers/Applicants

Main | Quotes | Jobs | Invoices

=F |Group of fields Change Group Fix Sorting
B |Common |
¥ Field Name Field type Displayed in &
|First contact: Date Bothl
Active Client Checkbox Both Ei
Specialization Text Line Both| 3
Referral Text Line Both
Special terms Text Line Both
+
¥

5. Fill the fields of the New Custom Field window:

¢ Enter the name of the new custom field in Name field.
o Select the data type of the new custom field from Type drop-down list and any additional options (depending on the type
selected.

e Certain areas (such as the Main and Quotes tabs for Clients/prospects) have an additional drop-down menu, to choose
which of the two tables a field should be displayed in.

e (Optional) Enter the variable name for this custom field; you will be able to use this variable in .RTF templates.

o Click OK to add the specified custom field or click Cancel to discard.

Example:

To create a custom field that will look like a drop-down list, select Text line as the data type, and then check the Has fixed list of
values check box. Enter the options for that check box in the field that appears:



Mew Custom Field 7 »

Mame:

Drop-down list

Displayed in:
Both -
Type:
Text Line -
Wariable:

A .\

! has fixed list of values:
Option 1
Option 2
Option 3|

QK Cancel

To move the custom fields to another Group of fields, i.e. another tab, click the Change Group button, select the target group,
and click OK.

If the list displays incorrect results after moving fields or groups around, click Fix Sorting.
To change the order of custom fields, use the Move Up Field/Move Down Field buttons.

To confirm changes to custom field settings, click the Confirm Changes button.

Fe ) Note: If you leave the Custom Fields settings without clicking this button, Projetex will ask you whether the changes should be saved.

See also:
Database Customization: Custom fields



Accessing Custom Fields

Custom fields can be accessed on the Custom Fields tab within many areas in Projetex Workstation.
Fields created under the Clients/Prospects >> Main can be accessed on the Main tab of the Client/Prospect window.

Client: Enigma Server Technologies, Inc =

Contacts | Marketing | Prices | Quotes | Projects | Client Jobs | Invoices | Credit Motes | Payments

Mew Client Delete = Profile | Custom Fields | Audit | Alerts

Fields created under Clients/Prospects >> Quotes can be accessed in the Edit Client/Prospect Quote window.

Edit Client Quote (Protected mode, 15:00 left)
Client: Digital First Concierge
Client PM: Ivan Nikitin
Corporate PM: - None -

gl To illP ower Redirection System Guidel)]

Client Jobs | Request for Quate | Answer | Custom Fields | Audit | Alerts

Fields created under Clients/Prospects >> Jobs can be accessed in the Edit Client/Prospect Job window.

Edit Client Job (Protected mode, 15:00 left)

Client: Reliable Network, Inc
Project: 0023, VPN connection troubleshooting

Client Account: Main

Kathrine Spoto

Instructions | Work Notes | Custom Fields | Project Folder | Audit | Alerts

Fields created under Clients/Prospects >> Invoices can be accessed in the Edit Invoice window.

Edit Client Invoice (Protected mode, 15:00 left)

From: Vitaliy Gutyk Date Sent: 09/08/2016
To: Digital Network Entertaiment Code: [-DNEOOO1
| Global Code: ACME-I0044/2016
Attention:

Client Jobs | Adjustments | Payment Method | Linked with Payments | Linked Credit Note | Motes | Custom Fields | Audit | Alerts

——

Fields created under Projects can be accessed in the Main tab of the Project window.

Project: 0054, Winlexic localization testing ~

Main | Tree | Client Jobs | Corporate Jobs | Freelance Jobs | Freelance Team | JAs | POs

Mew Project Delete Clone Project Profile | Custom Fields | Audit

Fields created under Corporate Team >> Main can be accessed in the Main tab of the Corporate Expert window.



Corporate Expert: Timo Turunen =

Corporate Jobs | JAs | Payments | Prices | Account | Files | Info | Calendar

Mew Corporate Expert Delete Expert Profile | Custom Fields* | Audit

Fields created under Corporate Team >> Jobs can be accessed in the Edit Corporate Job window.

Edit Corporate Job (Protected mode, 15:00 left)

Project: 0022, Translation conference report

Client Account: Main

Corporate Expert: Timo Turunen MNone

Details | Instructions | Work Notes | Custom Fields | JA Folder | Audit | Alerts

Fields created under Corporate Team >> Corporate Expenses can be accessed in the Edit Corporate Expense window.

Edit Corporate Expense

i Custom Fields

Fields created under Corporate Team >> JAs can be accessed in the Edit JA window.

Edit JA (Protected mode, 15:00 left)

Corporate Expert: Alvaro Wigren
Project: 0025, LS Drive - 1305m

Approved (Jobs Locked)

Expert Jobs | Linked with Payments | Instructions | Custom Fields | Audit

Fields created under Freelancers/Applicants >> Mains can be accessed in the Main tab of the Freelancer/Applicant window.

Freelance Expert: Melissa Beaumont ~

Application | Prices | Quotes | Freelance Jobs | POs | Payments | Account | Files

Mew Freelancer Search Del | Expert Profile | Custom Fields | Audit

Fields created under Freelancers/Applicants >> Quotes can be accessed in the Edit Freelancer/Applicant Quote window.

Edit Freelance Quote (Protected mode, 15:00 left)

Freelancer: Stanley Crayton

Details | Request for Quote* | Answer® | Custom Fields | Audit

Fields created under Freelancers/Applicants >> Jobs can be accessed in the Edit Freelance/Applicant Job window.



Edit Freelance Job (Protected mode, 15:00 |eft)

Project: 0025, LS Drive - 1305m

Client Account: Main

Freelancer: Jose Fernandez Mane

J Details ‘ Instructions | Work Motes | Custom Fields | Audit | Alerts |

Fields created under Freelancers/Applicants >> PO can be accessed in the Edit PO window.

Edit PO (Protected mode, 15:00 |eft)
From: Vitaliy Gutyk
To: Jose Fernandez
Project: 0040, Localization www.fuunre.com

Project Manager: William McSun
Approved (Jobs Locked

J Freelance Jobs | Adjustment | Linked with Payments | MNotes | Custom Fields | Audit | Alerts |

See also:

Database Customization: Custom fields



Projetex Folder Structure

Projetex automatically creates and maintains a folder structure designed to streamline storage, linking and sharing your work files.
All workflow files (such as client-sent files and files to be sent to clients, as well as template-based documents like /nvoices, job
assignments, purchase orders and guotes) are stored in subfolders of the BusinessServer folder, a centralized, unified folder,
accessible by each team member within necessary limits, mirrored by the local Business folders on Workstation computers.

The main purpose of the BusinessServer folder is to be a central storage location for client, project, and expert folders (these folder
types are described below). By default it is created in the root of drive C:| of the Projetex Server host machine.

The location of BusinessServer folder can be changed on the Folders tab of the Server Administrator's Corporate Settings
window. Having changed the BusinessServer folder's location you must move the content from the old BusinessServer folder
manually.

Different folder types

The BusinessServer folder contains nine folders: Clients, Projects, Experts, Prospects, KB, Public, Output Templates and Versions.

The Experts folder consists of three subfolders: Corporate, Freelance and Applicant The Corporate folder stores corporate expert
files; the Freelance folder — freelance experts files; the Applicant folder — applicant and former expert files.

Clients folders (a separate folder for each client) are stored in the Business\Clients\ folder. Each folder is named with a unique
Client Code.

Prospect folders (a separate folder for each prospective or former client) are stored in Business\prospects\ folder. Each folder is
named with a unique Prospect Code.

Experts folders (a separate folder is created for each expert) are stored in Business\Experts\Corporate, Business\Experts\Freelance
and Business\Experts\Applicant folders.

Project folders (a separate folder is created for each project) are stored in the Business\Projectfolder. Each folder name contains a
unique project code. A project folder's name can also contain the project name and project manager name.

The KB folder contains the folders of the knowledgebases created in Projetex.

The Public folder contains files that are accessible to all users.

The Output folder contains exported general Price lists.

The Templates folder is the storage of templates used for issuing quotes, invoices, payments etc.
The Versions folder contains all versions of files, which have ever been modified on the Server.

These folders, as well as their subfolders are created automatically when a Projetex Workstation user clicks the Folder button in
the respective areas of the program (like the Main tab of Project window) or other wise activates the File manger interface.
Projetex can also automatically create such folders when needed (for example an Expertfolder is automatically created upon this
expert's login).

Example:

Sample structure of folders in Projetex



?_E‘ SYSTEM (C:h
S Fisin

=1 L) Clients
—=) ) CHAMELE
12 Marketing
—=1 () ocEAN
1) Marketing
=1 [} Experts

LA
D
I Freelance

|2 Tests
—=1 [T Projects

1) Incoming
1) Qutgoing
1) Work
=1 I 001a william McSun Engine shceme ER-34221
TTDnemng
1) Qutgoing
1) Work
—=] |7 0023 Bartholomeo Rodriges Spatial index
I Incoming
1) Qutgoing
1) Work

Client/Prospect Folders

A client/prospect folder is a storage location for all files relevant to a particular client. This folder is created through the Main and
Files tabs of the Client window. The following subfolders are created automatically in the Clientfolder, depending on the
document being saved: Prices, Jobs, Quotes, Invoices and Payments.

Each client folder can contain custom subfolders, which will be created automatically along with the client folder. These subfolders
can be specified on the Folders tab of the Server Administrator Corporate Settings.

Expert Folders (Corporate, Freelance, Applicant)

An Expert folder is a storage location for all files relevant to a particular expert. It can be created from the Main and Files tabs of
the Corporate Expert, Freelance Expert or Applicant windows. The following subfolders are created automatically in Expert
folders, depending on the document being saved:

In Corporate Expert's folder: JAs, Corporate Jobs.

In Freelance Expert's/Applicant’s folder: Quotes, Prices, POs, Payments.

M) Note: When a PO/JA is saved using an RTF template, the file is stored in a separate folder (it's name will contain the PO/JA Code) and the link to this
file is saved in the POs/JAs sub-folder of the expert's folder.

Each expert's folder can contain custom subfolders which will be created automatically along with an expert folder. These
subfolders can be specified on the Folders tab of the Server Administrator Corporate Settings.

Project Folders

A Projectfolder is a storage location for all files relevant to a particular Project. It can be created from the Main and Files tabs of
the Client window. It is created automatically when any project-related document is saved.

Each project's folder can contain custom subfolders which will be created automatically along with a project folder. These
subfolders can be specified on the Folders tab of Server Administrator Corporate Settings. By default, this includes three
folders: Incoming (files received from the client, e. g. text to be translated), Work (files currently being written or processed) and
Outgoing (completed work to be sent to the client).

For consistency purposes, the name of the project folder is the same as project's code (the default value) and cannot be modified
manually. Name of the project folder can also include additional elements.

See also:



File Sharing and Synchronization

Working with files in Projetex



File Sharing and Synchronization

Projetex uses it's own file sharing and synchronization system, which does not require configuring any additional folder sharing
settings on your server PC. All files stored in the BusinessServer folder can be downloaded, updated and uploaded between the
server and workstations.

Projetex Workstations automatically create local copies of files and folders stored in BusinessServer folder on the server machine.
All local files and folders are contained in the Business folder on the Workstation machine.

BNote: All users running a Projetex Workstation on the same PC have one common local repository folder and work with the same local files.

Main | Tree | Client Jobs | Corporate Jobs | Freelance Jobs | Freelance Team | JAs | POs | Account | Files | Info | Calendar

- - — — Upload/Download

Explore D:\Business\Projects\0054 William McSun Winlexic |beamamorrresmom

| @ 0D x| %88 |
J Projects\0054 William McSun Winlexic localizat||| Name Size Datetime Status Versions Author

@Document l.docx 13 KB 28022017 17:35 Team 1 William McSun

. Outgoing ] document 2.xlsx 9 KB 28022017 17:35 Local
) Work

Unlock

File statuses and operations with files

When a user opens a file, he or she in fact opens a downloaded copy of the file, stored in their Business folder. To update this file
on the server, the user will need to upload this file to the server by right-clicking the file and then clicking Upload on the drop-
down context menu, or clicking the Upload button on the toolbar above the files list.

Each file or folder can have one of the following statuses:

Team - the files stored in the Business folder on server and in local storage are identical.

Team - Changed on Workstation - the local copy of the file has been modified, the file on the server has not been updated.
Team - Changed on Server - the file on the server has been modified, the local copy has not been updated.

Team - Missing - the file exists on the server, but has not been downloaded to a local PC yet (or has been deleted locally).
Local - the file exists locally, but has not been uploaded to the server yet (or has been deleted on server).

Locking files

When a file exists on the server (i.e. it's status is Team, Team - Changed on Workstation, Team - Changed on Server or
Team - Missing), it can be locked with the Lock button. In this case only the user who locked the file will be able to alter it on the
server. Other users will be able to down/oad the locked file but not up/oad any new versions. Thus the user who is working with
this file can be sure that the file will not be replaced on the server by other users until the work is complete.

If a user forgets to unlock their locked files after working on them, but another user needs to work with the same files, he or she
can right-click on the locked file and select the Break Lock option. Then files will be unlocked and can now be locked by another
user. Break Lock does not affect files locked by the current user. Use the Unlock button to unlock such files.

These operations can be performed on the Files tabs of the Client, Prospect, Project, Corporate Expert, Applicant, and
Freelancer windows. The list of files these tabs display includes both the local files and the files existing on the server.

OBNote: It is advisable to lock file every time when you work with it, because in this case all users will be able to see that someone is working with the file.
Thus you will not get a situation when several users work with the same file and then upload changes on server. Only your changes will be accepted by
server.

3Note: Please use the Break Lock function only if you are sure that the file is not being worked on by another user.

Quick upload and unlock

In the upper-right corner of the window you will see a drop-down menu labelled "Team".

Locked by
William McSun



Clients: Invoices|~

I Mass Invoicing Edit Status: |=a*
Mass Invoicing ? X
Select All Clear All
# Includ Client's name Invoices added *

Internet Security Technologies
Unlimited Concepts Unified
W Translation Designs
Enigma Server Technologies, Inc
¥ Reliable Network, Inc
Global Interactive Resources
»: /| The Lightning Graphics
Global Concepts Universal
The lllustrative Designs
i~ Digital First Concierge
Metwaork Community Technologies
Massive Archway, Inc
Wireless Adept -

MM Tof22 P D

(@ One Invoice per Client
() One Project per Invoice

() One Client Job per Invoice

Include completed jobs only

Include completed projects only

Generate Cancel

Clicking it will reveal two options:

Upload Changes - any work files that are both locked by the current user and have the status Local or Team - Changed on
Workstation are immediately uploaded to the server.

Clear Locks - unlocks all files locked by the current user.

See also:
Projetex Folder Structure
Working with files in Projetex



Working with files in Projetex

Files of any particular client, project, or expert can be viewed in the Files tab, available in each Client, Project and Expert window
in Projetex.

Folders are opened in Projetex' built-in file manager. The interface of the Projetex file manager is very much like the interface of
Windows Explorer with some additional options to enhance the management of your workflow files. This includes related folders
and FTP access.

The Lightning Graphics: Files|~

Main | Contacts | Marketing | Prices | Quotes | Projects | Client Jobs | Invoices | Credit Naotes | Payments | Refunds | Account | Files | Info | Calendar
Explore D:\Business\Clients\LIGRA\ Jobs
| @0t % |+ 8 8 o
Clients\LIGRA Mame Size | Datetime Status Versions
. Invoices ¥ )-L1GRAODO3.rtf 29 KB 08.06.2017 1557 Team 1
.
Gy Refresh All I’\\s ¥ Copy
Shorteuts Explore D:\Business\Projects\0019 william McSun Marketing booklet
= Cllent FTP @k T ox|[t ¥ 6L
IE Local Folders
23 public Folder MName Size Datetime Status Wersions
[ Client Projects W Incoming Team - Missing
[ 7] narketing booklet i Outgoing Team - Missing
& Narby workshop Work
-l Thermal Displacement Guide ®op19.rtf 19 KB 08.06.2017 1556 Team 2

The Explore button: click this button to open the currently viewed folder in the Windows Explorer window.
The address bar displays the path to the currently opened folder.

Explore DA\Business\Clients\ENISERV\Quotes\Q-ENISERVO001

The Common file options buttons can be used to perform standard operations with selected files and folders: Refresh, Cut,
Copy, Paste, Delete, Upload, Download, Lock, Unlock.

@ ROBE%|* &8 o

The structure of the specified folder is displayed as a folder structure treeto the left. Click any of these folders to view its contents
in the field to the right.

| @k TOX|# &8 &

- Experts\Freelance\MB Name Size Datetime Status Versions Author
-l 0003 1 ) \MBOOOL.rHf 28 KB 08122010 16:37 Team - Missing 1 Unknown
;  Incoming W )-viBoo0z.rtf 28 KB 08122010 16:37 Team - Missing 1 Unknawn
& Outgoing 5 )-mB0003.ritf 28 KB 08122010 1637 Team - Missing 1 Unknown
- Jc:bs @J-MBOOOtl.rtf 28 KB 08.12.2010 16:37 Team - Missing 1 Unknown
1 Payments
|l Tests

Folder creation options in different Projetex windows

Edit windows for quotes, projects, experts, jobs and so on, have an option for quick folder access - a button to the right of the
folder address that opens the folder in the Projetex 3D explorer, and creates it if it does not exist yet.

Project Folder:  D\Business\Projects\0035 William McSun SSH technology, El

Also Edit Job windows have folder access tabs for quick access to job work files. These tabs are:

» Project Folder for client jobs
« JA Folder for corporate jobs

Author

Unknown

Authaor

William McSun



» PO Folder for freelance jobs

Details | Instructions | Work Motes | Custom Fields | Project Folder | Audit | Alerts

Folder: Related Folders:
D:\Business\Projects\0035 William McSun 5SH technology - N/A -
|l@|% 0B %|® 8|8 &
Name Size Datetime Status Version
JIncoming
l Outgoing Team - Missing
JWork

Each of these folder types has a set of related folders. Use the Related Folders drop-down list to quickly open any of them in the
field to the right. The following folders can be quickly accessed from Edit Job windows:

New Client Job (Edit Client Job) — the Progject folder of the host project. Related folders options:

o FTP client

« JA folders of corporate jobs belonging to the client job
o PO folders of freelance jobs belonging to the client job
e Client folder of the respective client.

New Freelance Job (Edit Freelance Job) — the PO folder of the job's purchase order. Related folders options:

e Project folder of the respective project

o FTP client

« JA folders of corporate jobs belonging to the same Client Job
o PO folders of other freelance jobs belonging to this Client Job

New Corporate Job (Edit Corporate Job) — JA folder of related job assignment. Related folders options:

» Project folder of the respective project

» FTP client

o PO folders of freelance jobs belonging to the same Client Job
« JA folders of other corporate jobs belonging to this Client Job

Two more related folder options are available in all Edit windows:

« Public folder containing files accessible to all Projetex users
o Local folders granting access to the host machine's entire file system

Contextual Menu

Open

System Menu

Upload

Upload and Unlock
& Download
@ Lock

Break Lock

Unlock

Download version...
Select All Chrl+A

Cut

Copy
Paste

MNew Folder
Rename

Delete

When a user right-clicks on files or folders in the Files tab, the Contextual Menu is called. It has the following options:
Open - open the file using the default application.

System Menu - calls the Windows Context Menu.

Upload - upload the selected files to the server.

Upload and Unlock - upload the selected files to the server and unlock them. Only available for locked files.
Download - download selected files to the /ocal machine.

Lock - lock selected files.

Break Locks - unlock selected files locked by another user. It does not affect files locked by the current user.
Unlock - unlock selected files locked by the current user.

Download versions - open the File versions window to load a previous version of the selected file.
Cut/Copy/Paste - cut, copy or paste files and/or folders.

New Folder - create a new folder in the selected location.

Rename - rename a file or folder.

Delete - delete selected files or folders.




See also:

File Sharing and Synchronization
Shortcuts

FTP folders access

File versions



Shortcuts

Shortcuts contain information relevant to the currently open folder. For example, a manager working with project files might also
need access to the purchase orders and job assignment folders. To quickly open folders of a particular project’'s POs and JAs, the
Shortcuts interface can be used.

Example:

I Projects\0022 Fernando Lucena Translation co
|} Incoming
, Qutgoing

Folders of project 22 |

, Work

Gk Refresh all

Shortcuts

(G client FT7 Sl FTP folder of the client

2 Local Folders who ordered Project 22
2 Public Folder
JA folders for jobs

2 14 Folders | ™ B it 22

L) 1A-TTO0O3 -
hﬁ PO Folders‘_...— POﬁ,”'F}dr'EEEZ?EJbe
... PO-KND0OZ

2 Client Folderee— Folder of the client wha
ordered Project 22

Shortcuts vary, depending on the context.

Client shortcuts: Projectfolders of this client's projects.

Project shortcuts: Job Assignment folders, Purchase Order folders, Client folder of the selected project.

Corporate expert shortcuts: Job Assignmentfolders of the selected expert.

Freelance expert shortcuts: Purchase Order folders of the selected expert.

The Shortcuts list can also be used to open any folder on the local PC, as well as to connect to and work with the FTP folder.
Select the Local Folders option to explore the local machine's file system.

Select Public Folder to open the shared folder available to all workstation users.

Select Client FTP, Expert FTP or Freelancer FTP to connect and work with FTP folders.

3 Note: Prospects and applicant have only FTP, Local Folders and the Public Folder as shortcuts.

M) Note: If you change the client code or expert name (it can be done from the Main tab of the Client or Expert windows respectively, Projetex will
attempt to rename the appropriate folder.

o Note: The location of the BusinessServer folder can be changed on the Folders tab of the Advanced Settings window.

See also:

Working with files in Projetex



FTP folders access

Projetex features a built-in FTP client, which can be used to quickly access FTP folders of clients and experts to upload or download
workflow files.

To access the FTP client:
1. Open the Files tab of any client, project or expert.
2.In Shortcuts field select the Client/Expert/Freelancer FTP option.

FTP access interface

The FTP indicator indicates the connection status. A red indicator means the FTP folder is disconnected. A green indicator means
the connection is open.

Click the Connect/Disconnect button to connect/disconnect the FTP server currently selected in the drop-down list.

Shortcuts FTP: @ Connect Melissa Beaumont
Gi Freelancer FTP MName Size D

I=) Local Folders

Click the Manage Connection button | to create a new FTP connection or edit/delete the currently selected FTP connection.

Creating a new FTP Connection

To connect to an FTP folder you will need to create an FTP Connection for this folder, which implies entering the FTP server
address and login information, which later will be used by Projetex to log into this FTP folder.

To create a new connection:

1. Click the Manage Connections button e
2.Select New connection ... in the menu:

3. Enter a name for the new connection, the FTP server address, the user name (FTP login) and password (Projetex will store your
password).

4. Click OK to create the FTP connection.

Connecting to FTP

Once an FTP connection has been created, it can quickly be activated via the FTP connections drop-down list.
1. Select the required FTP Connection in the drop-down list to connect to this FTP server.
2. Click the Connect button to display the contents of the FTP folder in the field below.

See also:
Working with files in Projetex



File versions

Any changes to the files stored on the server are tracked. When a file is altered, the previous version is saved as a separate file to
the Versions sub-folder within BusinessServer on Server machine.

It is possible to restore any version of the file in the Projetex 3D Explorer or any Files tab in the workstation.

To open the list for previous version of a file, right-click on it and select Download version.

File versions X

File: JA-TT0003.rtf

Version Datetime FileSize Authar
3 01.03.2017 10:54 130 KB (132922 bytes) William McSun
2 01.03.2017 10:54 130 KB (132702 bytes) William McSun
1 01.03.2017 10:51 148 KB (151436 bytes) William McSun
e 4 4 1of3 L
Selected Version: 3 " Download 3 cancel

See also:

Working with files in Projetex

Table of file versions shows the version number, modification date and time, file size and author.

Selecting a version and clicking the Download button will copy the file from the Versions archive and replace the current version
in the local Business folder with the archived version.



Template Basics

All documents issued in Projetex can be saved to an RTF, DOC or PDFfile, or sent directly to the printer. The layout of the resulting
file or printout will be determined by a template.

A template is an RTF ("Rich Text Format") file, the layout of which is used when saving Projetex documents. R7F files can be
opened using most text editors, including MS Word.
Document templates can be created and edited by the user. Each document can have a number of alternate templates.

The following documents can be saved as printable R7F, PDFand DOC files using their own templates:

Invoices to clients.

Credit notes from clients

Refunds to clients

Purchase orders to freelancers.

Payment summaries from clients.

Summaries of payments to freelancers and corporate experts.
Project, client job and expert job summaries.

Job assignments to corporate experts.

Quotes to clients and prospects.

Quotes to freelancers and applicants.

Prices for clients and prospects.

Prices for corporate experts, freelancers and applicants.

See also:
Saving and Printing Documents
Template Storage and Management

Locale Settings And Date Format



Saving and Printing Documents

Template-based documents can be created using the windows Edit Invoice, Edit PO, Edit Project and so on, as well as the
Prices tabs of the Client, Prospect, Freelancer, Corporate Expert, and Applicant windows, and the corresponding General
Prices windows.

Any window which has an RTF Templates area can be used to save its data in a printable document via the RTF template
controls:

RTF Templates: |Client Job - Template - English.rif - e | & | =

Use the RTF Templates drop-down list to select the template to be used to create a new RTF document.
Click Save to save the record with the selected template in the respective folder.

Click Save&Open to open this document in your default text editor immediately after saving it.

Click Print to quickly send this document to printer.

Click Send Mail to open the Projetex Mail Sender with the document already attached, the subject, message template and default
recipient entered. From there you can quickly send the document via E-mail.

3 Note: You can choose to save the output file in RTF, PDF or DOC format by selecting this format in the Save As window via the Save as type drop-
down list.

See also:
Template Basics

Template Storage and Management



Template Storage and Management

In Projetex all templates are stored in subfolders of the Templates folder in the centralized BusinessServer folder on the server. In
order to work with a template, you will need to download a local copy, or create a new local template which later can be uploaded
to the server.

To manage templates, click Corporate Settings > Templates in the Backstage view.

Templates are stored in different folders, each determining the type of document the template is meant for. Any RTF files located
in that folder will be recognized by Projetex as a template for the document that folder represents.

Example:

An RTF file anyname.rtf |ocated at D:\BusinessServer\Templates/CLIENTS/Invoices/will be recognized by as an invoice template. It
will appear in the RTF Templates drop-down list of the Edit Invoice window.

Only local template files, located in the local Business folder (by default D:\Business|) can be used to save documents. Templates
stored in the centralized BusinessServer folder are meant for sharing and updating templates on Projetex Workstations. Thus
when you open a template file for editing, you open your local copy of that template. Any changes you make will be valid for your
Projetex Workstation only, unless you choose to upload or update the template on the server.

Templates synchronization

After templates have been uploaded to the server, they will update on all local Business folders automatically. The new template
will be downloaded to the local Business folders after a user chooses this template from the RTF Templates drop-down list and
clicks Save, Save&Open, Print or Send Mail.

See also:
Template Basics
Saving and Printing Documents

Editing Templates



Editing Templates

Template files

Each document type (like invoices, purchase orders, quotes, and so on) uses templates stored in a specific folder, related to a
specific document type:

. Templates

4- || CLENTS

----- ) Credit Motes

----- ) Invoices

..... i Jobs

----- ., Payments

----- | Prices

----- . Quotes

----- . Refunds

4- | EXPERTS

4- || APPLICANT
|| Prices

. Quotes

a- | CORPORATE

..... i JAS

..... i JObS

----- , Payments

----- ) Prices

4- | FREELAMNCE

..... i JObS

..... i POS

----- . Payments

----- J Prices

----- . Quotes

----- , PROJECTS

4- | PROSPECTS

i )} Prices

, Quotes

By editing the template's layout and format, you edit layout and format of all the documents which will be saved with the help of
this template. A number of alternative templates can be created for one document type.

Opening Templates for Editing

Templates can be downloaded, created, edited and uploaded to the server in the Templates section of the Projetex Workstation
Corporate Settings window.

Groups of Services - -
E P Explore D:\Business\Templates\CLIENTS\Prices

] Services

Ranks @0 DB %|(* 8|6 ]
(& volume Units . :
:Ti Unit Ratios .« Templates Name Size Datetime
$ Currencies 4+ CLENTS 'E_Ikompan},r Profile with Prices - Template - ... 40 KB 16.07.2010 09:02
£ Exchange Rates ) Creclht Motes ||| @ General Prices for Clients - Template - En... 39 KB 16.07.2010 0902
[ Taxes + Invoices ®prices for Single Client - Template - Englis.. 39KE 16.07.2010 09:02
[ Discounts/Markups ! ;Z::nents ®prices for Specific Jobs (new) - Template -... 30 KB 16.07.2010 09:02
& countries —
- . J Prices
@ categories Ouotes
Pa},rmsl_'nt Methods | Refunds
Templates -}y EXPERTS

To open the Templates settings:

1.1In the Backstage view of Projetex Workstation click Corporate Settings > Templates.

2. Navigate template folders to locate required template and double-click to open template file in text editor (MS Word or any
other editor supporting RTF format).

3. After making all the necessary changes, save the Template in the same or a new RTF file of the same folder.

<% Note: When you open a template file for editing, you open your local copy of that template. Any changes you make will be valid for your Projetex
Workstation only, unless you choose to upload or update the template on the server. Be sure to regularly check the Statuses of your templates to see if
they need updating on the Workstation or n the server.

Status
Team
Team
Local
Local



Template Variables

A Variable is a certain symbol combination which is entered into template files. When a document is saved using a template,
Projetex recognizes the variables and inserts required data in the resulting document.

Variables are indicated with "\" (backslash) symbols at the beginning and end,

Example:
\CLIENT NAME\, \CLIENT STREET1\, \CLIENT PHONEI1\

Each variable represents a portion of data which will be inserted in its place when the document is saved.

3 Note: Templates can be edited without changing the variables' wording and layout (fonts and colors can still be changed).

See also:

Template Basics

Logic and Syntax of Templates
Advanced commands and functions
Locale Settings And Date Format



Logic and Syntax of Templates

Variables

All variables and commands can be identified by the | (backs/ash) symbol at the beginning and end. Variables display data
extracted from the Projetex database, and relevant to each particular saved document.
Example:

In the example below you can see the \CLIENT_NAME\, \CLIENT_STREET7\ and \CLIENT_PHONET\ variables, along with some
static text:

To: \CLIENT NAME\

Address: \CLIENT STREETI\

Phone: \CLIENT PHONEI\

When you use this template by clicking Save or Print in some dialog box, the \CLIENT_NAME\ variable will be replaced by the

name of the current c/ient valid to this particular document, \CLIENT_STREETT\— by the client’s street address and
\CLIENT_PHONET\ — by the client’s phone number. The final output will look like this:

To: XYZ Company
Address: Elm Street, 1
Phone: +1 212 898 11 31

Variables like \INVOICE_CODE\ will display the code of the currently saved invoice, variables like \INVOICE_DATE\ will display
the issue date of current invoice, and so on.

3 Note: Numerical values are sometimes surrounded by the fnum command. This command simply tells the parser to round up the value to the
specified number of digits after decimal point (2 digits in the example below).

Example:
Job Total: \fnum(dtLinkJobs:TOTAL, 2)\

Data Scan commands

Another feature of RTF templates are Data Scan commands. These are used to create tables in which the number of rows is
determined by the number of records in the database.

1. Begin by entering the \scan(dtLink/obs)\ command. This must not necessarily be dtLinkJobs, depending on the template, this
can be:

e \scan(dtLinkJobs)\ — in invoices, job assignmentand PO templates, to display the jobs included in an invoice, JA or PO.
e \scan(dtLinkInvoices)\ — in paymenttemplates to display the invoices linked to the payment.
e \scan(dtLinkPayments)\ — in invoice and PO templates to indicate linked sums.

2. Insert the table header between \scan(dtLinkJobs)\ and \scanentry\.

3.Insert one row of data-columns after \scanentry\. Every variable in the table must be preceded with the dit/ink command. For
instance, if the table begins with \scan(dtLinkJobs)\, each variable must have this link included: \dtLinkJobs:JOB_NAME\,
\dtLinkJobs:COMPLETED\, and so on.

4.Insert \endscan\ after data-columns.

£} Note: Use noeof to hide the table’s header and footer if the table body appears to be empty. For instance, if your invoice includes only jobs and no
expenses, the header and footer for expenses will not be saved/printed.

Example:

\scan:dt1inkJOBS\

PO No. Job Name

\scanentry\

\dtlinkJobs:PO\ \dtlinkJobs:JOB NAME\

\scanfooter\

Jobs Total: \JOBS_TOTAL\

\endscan\

The command \scan(dtLinkJobs)\ will make the parser scan through all selected data in the Jobs table (in this particular case all
Jobs included in the invoice) and output them to the file or printer.

The text between \scan(dtLinkJobs)\ and \scanentry\ is the table header.

The text between \scanfooter\ and \endscan\ is the table footer and will only be displayed once at the end of this table.



The text between \scanentry\ and \scanfooter\ is the table's "body". It includes variables from columns which must be listed in the
table. In the example above these are:

o \dtLinkJobs:PO\ — PO Number.

e \dtLinkJobs:COMPLETED\ - Date of job delivery.
e \dtLinkJobs:JOB_NAME\ — Name of the job.

o \dtLinkJobs:SERVICE\ — Service provided.

Condition checking

This allows the template to react to certain varying conditions and produce an output suitable to each of possible conditions. The
logic is the following \IF(condition )| Reaction \ENDIF\.

Example:

If Discount 1 is applied, display the discount name, discount value and subtotal. The code is as follows:

\IF(DISCOUNT1) \

\DISCOUNTINAME\: \DISCOUNT1VALUE\

Subtotal: \AFTERDISCOUNT1\\endif\

This will make the template check if discount 1 is applied, and if so — display the data between the \IF(..)\ and \ENDIF\ commands.

DISCOUNTT1 is a logical variable, i.e. it can have one of two values: either true or false. In this particular case, Projetex sets
DISCOUNTT to true if the first discount is present and to false, if there is no first discount.

When \IF(DISCOUNT1)\ is encountered in the template, the parser checks the DISCOUNT1 logical value, and if it is true, runs the
code below this command, until \endif\ is encountered, which instructs the parser to stop. If DISCOUNT1 is false, everything until
the \endif\ command is skipped.

In this particular case, without the \IF(DISCOUNT1)\ command, the parser would output the empty string with and empty
Subtotal in cases when there would not be discount. But with the \IF(DISCOUNT1)\ command, the above block is skipped entirely
if the condition is false.

Arithmetic calculations syntax

Arithmetic can be performed in templates with the following syntax:
\((JOBS_TOTAL+100-10)*10)/2\

The whole expression must be included in backslashes;

All arithmetic operations must be defined by the following symbols + -/ *;

The brackets inside backlashes must be positioned by the rules of arithmetic.

Logical operations syntax

Logical operations: && (and), || (or), ! (not), can be performed in templates with the following syntax:

\IF( (tablel:fieldl>b+1l) || (tablel:fieldl=0) )\

\ENDIF\

For more details on Variables for each document type, see the chapters of "Available Template Variables".

It is recommended to begin with the Common Template Variables topic.

See also:
Template Basics
Advanced commands and functions



Advanced commands and functions

Format of the JF-ELSIF-ELSE-ENDIF construction is:
\If(Conditionl)\

Reactionl

\elsif (Condition2)\

Reaction?2

\else\

Reaction3

\endif\

\5’ Note: \/\ and \endif\ are the mandatory commands in this construction, \elsif\ and \else\ are an optional commands. The condition must be a variable
with a boolean value. Such variables can have only two values: True or False.

Example:
Invoice template Explanation
\If(INV_IS PAID)\ If the invoice is paid (INV_IS_PAID=True), then
Invoice is paid "Invoice is paid" is displayed in the produced invoice,
\elsel if invoice is not paid (INV_IS_PAID=False), then
Invoice 1is not paid L e . . .

, "Invoice is not paid" is displayed in the produced invoice.
\endif\
or
Invoice template Explanation

\scan (dtLinkJobs) \
\scanentry\
\If(INV_IS PAID)\

Invoice is paid
\elsif (DTLINKJOBS:CJOB ISCOMPLETED=true)\ NVoiceis paid" is displayed in the produced invoice,

If the invoice is paid (INV_IS_PAID=True), then

Invoice is not paid if invoice is not paid (INV_IS_PAID=False), then, if

\else\ (DTLINKJOBS:CJOB_ISCOMPLETED=true),

Job is not completed then "Invoice is not paid” is displayed in the produced invoice,

\endif\ if invoice is not paid (INV_IS_PAID=False) and if
(DTLINKJOBS:CJOB_ISCOMPLETED=false), then

\scanfooter\ "Job is not completed"” is displayed in the produced invoice.

\endscan\

IIF function

FunctionIIF returns one of the two values depending on the value of a logical expression. The syntax is: [IF(Logical_expr, Value1,
Value2)

Invoice template Explanation

\scan (dtLinkJobs) \

\scanentry\

If the Client Job is completed
(DTLINKJOBS:CJOB_ISCOMPLETED=true)

then 100.00 is displayed in the produced invoice.

\IIF (DTLINKJOBS:CJOB ISCOMPLETED=true,100,0)\

\scanfooter\
If the Client Job is not completed

(DTLINKJOBS:CJOB_ISCOMPLETED=false),
then 0.00 is displayed in the produced invoice.

\endscan\



Numeric report functions.

ROUND - The Round function rounds a real-type value to an integer-type value. 0.5 is always processed to largest integer
number. This is not a banker's rounding.

Invoice template Explanation

\Round (JOBS_TOTAL) \ If Jobs Total is 504.49, then 504 is displayed in the produced invoice,
If Jobs Total is 504.50, then 505 is displayed in the produced invoice.

INT - The INT function returns the integer part of a real number.
Invoice template Explanation

\Int (JOBS_TOTAL)\ If Jobs Total is 504.49, then 504 is displayed in the produced invoice,
If Jobs Total is 504.51, then 504 is displayed in the produced invoice.

SUM function

Function SUM can be used after \scan(dtLink/obs)\, \scan(dtLinkinvoices)\ or \scan(dtLinkPayments)\ to give to some new custom
variable the value of the sum of the values in the defined field. The syntax is:

\scan (tablel)\

\endscan, sum(field of the tablel, wvariablel)\

Total: \variablel\

Invoice template Explanation

\scan (dtLinkJobs)\ Variable V1 is set to return the sum of client job totals anywhere in this invoice, just by
\endscan, entering \V1\ anywhere below in this invoice. If there are two client jobs in this invoice
Sum\(DTLINKJOBS :CJOB_TOTAL,  wijth totals of 345.00 and 678.00, then

V1)

Total: 1023.00 will be displayed in the produced invoice.
Total: \VI\

CTN function

Function CTN can be used after \scan(dtLinkJobs)\, \scan(dtLinkinvoices)\ or \scan(dfLinkPayments)\ to give to some new custom
variable the value of number of data field entries with values <> 0. The syntax is:

\scan (tablel) \

\endscan, ctn(field of the tablel, variablel)\

Total: \variablel\

Invoice template Explanation
\scan (dtLinkJobs)\ Variable V1 is set to return the number of client jobs with totals that are <> 0 anywhere in
\endscan, this invoice, just by entering \V1\ anywhere below in this invoice. If there are three client

Ctn\(DTLINKJOBS :CJOB_TOTAL, jobs in this invoice with totals of 345.00, 678.00 and 901.00, then
V1)

Number of Client Jobs:
\V1\

Number of Client Jobs: 3.00 will be displayed in the produced invoice.

NORESET option with SUM and CTN functions

NORESET option can be used with SUM and CTN functions to add the new values of the source field to the previous result of the
function. The syntax is:

\scan (tablel)\

\endscan, sum(field of the tablel, variablel)\

\scan (table2)\



\endscan, sum(field of the table2, variablel,noreset)\
All totals: \variablel\

Invoice template Explanation
\scan (dtLinkJobs) \ Variable V1 is set to return the sum of client job totals plus payment totals anywhere in
\endscan, this invoice, just by entering \V1\ anywhere below in this invoice. If there are two client

Sum\(DTLINKJOBS :CJOB_TOTAL, jobs in this invoice with totals of 345.00 and 678.00 and one payment with total of 77.00,
V1) then

\scan (DTLINKPAYMENTS) \

\endscan,
sum (DTLINKPAYMENTS :
CPAYM TOTAL, V1,noreset)\

Total: \V1\

Total: 1100.00 will be displayed in the produced invoice.

For more details on Variables for each document type, see the chapters of "Available Template Variables".

It is recommended to begin with the Common Template Variables topic.

See also:

Template Basics



Locale Settings And Date Format

The locale format determines the format of dates, decimal numbers, and currency volumes in the resulting document. If your
clients or freelancers work in different countries their locale format is very likely different from yours. To make templates display
the correct date and time format, correct digit grouping or decimal separator symbols, and so on, configure the locale settings and
set the desired format.

There are two ways of configuring the locale format:

1.In the Projetex Workstation (for each client and freelancer individually):

open the Client or Freelancer window and click the Main tab;
click the Locale Format button in client's profile;
select Custom Values in the drop-down list at the top;

configure the code in Short Date Format and/or Long Date Format to include 4-5 capital M letters (like
dd.MMMM.YYYY).

Locale of Unlimited Concepts Unified x

Generation of RTF files: |Custom Values A
Default Locale

Custom Values

Megative Currency Format: |-1,1 - Samples:

Decimal Symbol: - Positive Number: 123 456 789,00

Megative Number: -123 456 789,00

4k

Mo. of digits after Decimal: |2

Short Date: 08.06.2017

Digit Grouping Symbaol: -
Long Date: & uepeHa 2017 p.
Date Separator: |, -
Short Date Format: | dd/MMfyyyy -
Long Date Format: | d MMMM yyyy' p.' -

QK Cancel

J Note: The Long Date Format is used for "long” date variables: \DATE_ DUE_LONG\, \INVOICE_DATE_LONG), and so on. the settings in Short Date
Format will affect regular variables, like \DATE_DUE\, \INVOICE DATE\, and so on.

2.In the Windows Control Panel (these settings are used as default in Projetex):

open the Windows Control Panel and double-click Regional and Language Options
click the Customize button on the Regional Options tab and click the click the Date tab

configure the long (or short) date format options to include 4-5 capital M letters (like ddMMMM.YYYY). To remove the day
of the week from view, delete the extra "d" letters, so that no more than 2 "d-s" are present in the code string.

See also:

Template Basics



Common Template Variables

The following variables can be used in all of the Projetex templates.

User Information Variables

Code to paste to template Information to be displayed in the saved document

\COMPANY NAME\ The name of the registered company (i.e. your company name) taken from your
License Key. This name cannot be modified, however you can delete this variable
from the template and type your preferred name directly.

\COMPANY_ PAYMENT_TERMS\ Payment terms set for freelance experts. Can be changed in Administrator > >
General settings.

\COMPANY_ PAYMENT_ TERMS_NOTES\ Notes, entered for payment terms to freelance experts. Can be changed in
Administrator >> General settings.

\COMPANY_ CURRENCY\ Base currency of your company. Can be changed in Administrator >> General
settings.
\CURRENT USER NAME\ Name of the Projetex Workstation user, who saved (printed) document. Can be

changed in Administrator >> Users and Access settings.

\CURRENT_USER_POSITION\ Position of the Projetex Workstation user, who saved (printed) document. Can be
changed in Administrator >> Users and Access settings.

Date Variables

Code to paste to template Information to be displayed in the saved document

\DATE\ Date in short format.
Example:
10/4/2006

\DATE_LONG\ Date in long format.
Example:

Monday, October 04, 2006

See also:
Logic and Syntax of Templates

Advanced commands and functions



Date and Time Functions

In most cases the database stores the complete date and time. Certain commands can be used to customize the format of the
output date and time data (you may want to output only the day of the week or only the time etc)).

The following date and time functions can be used in all templates:

o fmdt
¢ wd

o date
e time

<3 NOTE: These functions return the value according to the Regional and Language Options settings in your system. These options can be changed wit the
help of your Windows Control Panel.

The same variable will be displayed in a different way depending on the function used.

FUNCTION: | VARIABLE VALUE: | FUNCTION APPLIED:

fmdt 9/20/06 6:00 PM Wednesday, September 20, 2006 6:00 PM
9/20/06 Wednesday, September 20, 2006

wd 9/20/06 6:00 PM Wednesday

9/20/06 Wednesday

date 9/20/06 6:00 PM 09/20/06
9/20/06 09/20/06

time 9/20/06 6:00 PM 6:00 PM
9/20/06 (empty row)

Date and time functions are accessible in all templates and can be applied to:

All variables from datasets which return date and time.
All variables from the following table:

VARIABLE: TYPE: DESCRIPTION:

\PROJECT_DATE_STARTED\ Project template variable Date when the projectwas started in the
following format: 9/20/2006.

\PROJECT_DATE_DEADLINE\ Project template variable Pragject deadline in the following format:
9/20/2006.

\PROJECT_DATE_COMPLETED\ Project template variable Date of the project completion in the
following format: 9/20/2006.

\ASSIGNED\ Client Jobs template variable | Date when the jobwas assigned in the
following format: 9/20/2006.

\DEADLINE\ Client Jobs template variable | Jobdeadline in the following format:
9/20/2006

\COMPLETED\ Client Jobs template variable | Completion date in the following format:
9/20/2006.

\DONE\ Client Jobs template variable | Completion date in the following format:
9/20/2006.

\START\ Quotes template variable Date assigned in the following format:

\ESTSTART\ 9/20/2006.

\COMPLETION\ Quotes template variable Deadline date in the following format:

\ESTCOMPLETION\ 9/20/2006.

Syntax

Date and time functions are added to the variable in the following way:



\function(VARIABLE)\

= Example
To add the wd function to the \ASSIGNED\ variable from the client jobs template, change the variable syntax in the following way:

\wd(ASSIGNED)\
The result will be the day of the week, when the jobwas assigned (e.g. Wednesday).

See also:
Logic and Syntax of Templates
Advanced commands and functions



Client Template Variables

Client variables refer to clients relevant to the document. For example, in an invoice template the \CLIENT_NAME\ variable will
return the name of client, to whom the invoice was issued.

Client Data Template Variables

Code to paste to template

\CLIENT NAME\
\CLIENT CODE\

\CLIENT CURRENCY\

\CLIENT PAYMENT TERMS\

\CLIENT MINFEE\

\CLIENT PAYMENT TERMS NOTES\

\CLIENT ADDRESS\

\CLIENT STREETI\

\CLIENT STREETI1 C\

\CLIENT STREET2\

\CLIENT STREET2 C\

\CLIENT CITY\
\CLIENT CITY C\
\CLIENT STATE\
\CLIENT STATE C\
\CLIENT COUNTRY\

\CLIENT COUNTRY C\

\CLIENT ZIP\

\CLIENT ZIP C\
\CLIENT EMAILI\
\CLIENT EMAIL2\
\CLIENT PHONEI\
\CLIENT PHONE2\
\CLIENT PHONE3\
\CLIENT PHONEA4\
\CLIENT FAX\

\CLIENT WEB\

\CLIENT MINFO\

\CLIENT MWEB\

\CLIENT INFO\

\CLIENT VATNUM\

Information to be displayed in the saved document
Name of client.

Client Code of client.

Client's currency.

Payment terms of client.

Example:
Within 30 days

Minimum fee set in payment terms of client.
Text, entered in the Additional Notes field of client's payment terms.

Complete address of client. Order of different elements can be changed in
Administrator >> General settings.

Street address of client (entered into the upper Street Address field).

Street address of client, followed by a comma (not displayed if Street Address field is
empty).

Alternate/second street address of client (entered into the lower Street Address field).

Alternate/second street address of client, followed by a comma (not displayed if Street
Address field is empty).

Client's city of residence.

Client's city name, followed by a comma (not displayed if City field is empty).
Client's state/province of residence.

Client's state/province, followed by a comma (not displayed if State field is empty).
Client's country of residence.

Client's country of residence, followed by a comma (not displayed if Country field is
empty).

Client's ZIP code.

Client's ZIP code, followed by a comma (not displayed if ZIP Code field is empty).
E-mail address of client.

Additional e-mail address of client.

Phone number of client.

Additional phone number of client.

Additional phone number of client.

Additional phone number of client.

Fax number of client.

Web site address of client.

Text, entered in the Marketing Notes section on the Marketing tab of Client
window.

Text, entered in the Marketing Link section on the Marketing tab of Client window.

Text, entered in the Additional Information section on the Main tab of Client
window.

VAT code of a client.



See also:
Logic and Syntax of Templates
Advanced commands and functions



Project Template Variables

Code to paste to template
\PROJECT NAME\
\PROJECT_ CODE\
\PROJECT CLIENT NAME\
\PROJECT CLIENT CODE\
\PROJECT INFO\
\CORPORATE PM NAME\
\CLIENT PM NAME\

\PROJECT DATE_STARTED\

\PROJECT DATE DEADLINE\

\PROJECT DATE COMPLETED\

\PROJECT DATE STARTED LONG\

\PROJECT DATE_ DEADLINE_ LONG\

\PROJECT DATE COMPLETED LONG\

See also:
Logic and Syntax of Templates
Advanced commands and functions

Information to be displayed in the saved document

Name of project.

Project code.

Client project created for.
Client reference number.
Information about the project.
Corporate project manager
Client project manager

Date when project was started, in the following format:
10/4/2006.

Project deadline, in the following format:
10/4/2006.

Date of project completion, in the following format:
10/4/2006.

Date when project was started, in the following format:
Monday, October 04, 2006.
Project deadline, in the following format:

Monday, October 04, 2006.

Date of project completion, in the following format:
Monday, October 04, 2006.



Contact Template Variables

Code to paste to template

\SALUTATION\

\TITLE\

\CONTACT NAME\
\PM NAME\
\ATTENTION\

\CONTACT EMAILI\
\CONTACT EMAIL2\
\CONTACT PHONEI\
\CONTACT PHONE2\
\CONTACT FAX\

\CONTACT NOTES\

Information to be displayed in the saved document

Salutation of contact.
Example:
Mr., Ms., Mrs.

Contact title.

Contact name.

Contact email address.

Contact email address 2 (if available).
Contact phone number.

Contact phone number 2 (if available).
Contact fax number.

Contact notes.

See also:

Logic and Syntax of Templates

Advanced commands and functions



Quote Template Variables

Common Quote Variables

Code to paste to template Information to be displayed in the saved document
\QUOTE_NAME\ Quote name.

\QUOTE_CODE\ Quote code.

\CODE\

\REQUEST\ Request for quote.

\ANSWER\ Answer to request for quote.

\DATE_SENT\ Date the quote was sent, in the following format:
\SENT\ 10/4/2006

\DATE_SENT LONG\ Date sent, in the following format:

\LONGSENT\ Monday, October 04, 2006

\START\ Date the quote was assigned, in the following format:
\ESTSTART\ 10/4/2006

\START_LONG\\LONGESTSTART\ Date the quote was assigned, in the following format:
Monday, October 04, 2006

\COMPLETION\ Deadline date, in the following format:

\ESTCOMPLETION\ 10/4/2006

\LONG_COMPLETION\ Deadline date, in the following format:
\LONGESTCOMPLETION\ Monday, October 04, 2006

\STATUS\ Status of quote (unknown, accepted, rejected, corrected, received)

Quote totals

Code to paste to template Information to be displayed in the saved document
\TOTAL\ Quote total in client's currency

\TOTAL BASE\ Quote total in base currency

\JOBS_ TOTAL\ Jobs total in client's currency

\JOBS_ TOTAL BASE\ Jobs total in base currency

\NET JOBS_ TOTAL\ Jobs total with discounts in client's currency
\NET_JOBS_TOTAL_BASE\ Jobs total with discounts in base currency

\VOLUME BASE\ Jobs total volume in base units

Taxes

Code to paste to Information to be displayed in the saved document
template

\TAX1\ Indicates if tax 1 has been added; used in algorithms (If tax 1 exists = True, if it doesn’'t = False)
\TAX1 NAME\ Tax 1 name

\TAX1 PERCENTS\ Tax 1 value in percents

\TAX1 VALUE\ Tax 1 value in client's currency

\TAX1_ VALUE_BASE\ Tax 1 value in base currency
\TAX2\ Used in algorithms (If tax 2 exists = True, if it doesn’t = False)
\TAX2 NAME\ Tax 2 name

\TAX2 PERCENTS\ Tax 2 value in percents



\TAX2 VALUE\ Tax 2 value in client's currency

\TAX2_VALUE_BASE\ Tax2 value in base currency

\TAXES\ Indicates whether the taxes in Tax fields are set; used in algorithms (If any tax is set = True, if it they are
not = False)
\AFTER TAXI1\ Total in client's currency after Tax 1 is applied

\AFTER_TAX1_BASE\ Totalin base currency after Tax 1 is applied

Discounts

Code to paste to template
\DISCOUNT1\

\DISCOUNT1 NAME\
\DISCOUNT1 PERCENTS\
\DISCOUNT1 VALUE\
\DISCOUNT1 VALUE BASE\

\DISCOUNT2\

\DISCOUNT2 NAME\
\DISCOUNT2 PERCENTS\
\DISCOUNT2 VALUE\
\DISCOUNT2 VALUE BASE\

\DISCOUNTS\

\AFTER DISCOUNTI1\

\AFTER DISCOUNT1 BASE\

Information to be displayed in the saved document

Indicates if discount/markup 1 is set; used in algorithms (If discount 1 exists = True, if it does not
= False)

Discount 1 name

Discount 1 value in percents
Discount 1 value in client's currency
Discount 1 value in base currency

Indicates if discount/markup 2 is set; used in algorithms (If discount 2 exists = True, if it does not
= False)

Discount 2 name

Discount 2 value in percents
Discount 2 value in client's currency
Discount 2 value in base currency

Indicates if discounts/markups are set; used in algorithms (If any discount is set = True, if there
are no = False)

Total in client's currency after Discount 1 is applied

Total in base currency after Discount 1 is applied

Draft Client Job variables for Quotes to Clients

The following variables refer to draft client jobs added to the client quote. These variables do not apply to freelancer quotes.

Code to paste to template

Information to be displayed in the saved document

\DTMULTIQUOTEITEMS:QI_ NAME\ Name of draft client job.

\DTMULTIQUOTEITEMS :GROUP_NAME\ Group of services of draft client job.
\DTMULTIQUOTEITEMS:SERV_NAME\ Service name of draft client job.
\DTMULTIQUOTEITEMS:UNIT_NAME\ Units in which draft client job volume is specified.
\DTMULTIQUOTEITEMS:QI_ PRICE\ Price of draft client job.

\DTMULTIQUOTEITEMS:QI VOLUME\ Volume of draft client job.

\DTMULTIQUOTEITEMS:QI FEE_KIND\ Type of price set for draft client job (can be per unit, flat fee, or free).
\DTMULTIQUOTEITEMS:QI TOTAL\ Draft client job total.

\DTMULTIQUOTEITEMS:QI COUNTNOTES\ CATCount/AnyCount notes of draft client job (if job volume had been entered

See also:
Logic and Syntax of Templates

via CATCount/Anycount).

Advanced commands and functions



Client Job Template Variables

Code to paste to template

\JOB_NAME\

\JOB_CODE\
\CODE\

\PO_CODE\
\ PO\

\CLIENT REF\
\SERVICE\
\INSTRUCTIONS\
\WORK_NOTES\
\VOLUME \
\TYPE\

\PRICE\
\UNITS\
\TOTAL\

\ASSIGNED\

\ASSIGNED LONG\
\LONGASSIGNED\

\DEADLINE\

\DEADLINE LONG\
\LONGDEADLINE\

\COMPLETED\
\DONE \

\COMPLETED LONG\
\LONGCOMPLETED\

\COUNT NOTES\

\INVOICE CODE\
\INVOICE\

\INVOICE GLOBAL CODE\

\INV_GLOBAL\

Information to be displayed in the saved document

Job name.
Job code.

Purchase order client issued for this job.

Reference number in client's accounting system.
Service name.

Job instructions.

Work notes.

Job volume.

Job type (for example: per unit, flat fee, free)

Job price.

Job units.

Job total.

Date when job was assigned, in the following format:
10/4/2006.

Date when job was assigned, in the following format:
Monday, October 04, 2006.

Job deadline, in the following format:
10/4/2006.

Job deadlineg, in the following format:
Monday, October 04, 2006.

Completion date, in the following format:
10/4/2006.

Completion date, in the following format:
Monday, October 04, 2006.

CATCount or AnyCount notes.

Invoice code.

Invoice global code.

See also:

Logic and Syntax of Templates

Advanced commands and functions



Corporate Job Template Variables

Code to paste to template  Information to be displayed in the saved document

\CEXPERT NAME\
\CEXPERT CODE\
\CEXPERT EMAILI\
\CEXPERT EMAIL2\
\CEXPERT PHONEI\
\CEXPERT PHONE2\
\CEXPERT FAX\
\CEXPERT AHC\
\CEXPERT INFO\
\JOB_NAME\
\JOB_CODE\
\CLIENT PO\
\CLIENT REF\

\JA CODE\
\SERVICE\
\INSTRUCTIONS\
\WORK_NOTES\
\VOLUME\

\TYPE\

\AHC\

\PRICE\

\UNITS\

\TOTAL\

\ASSIGNED\

\ASSIGNED LONG\

\DEADLINE\

\DEADLINE LONG\

\COMPLETED\

\COMPLETED LONG\

\TIME SPENT\
\HOURS_SPENT\
\MINUTES SPENT\
\COUNT_NOTES\
\INVOICE CODE\

\JOB_QUALITY\

Name of employee.

Code of employee.

Employee email 1.

Employee email 2.

Employee phone number 1.

Employee phone number 2.

Employee fax number.

Employee average hourly cost.
Employee information.

Job name.

Job code.

Purchase order client issued for this job.
Reference number in client's accounting system.
Job Assignment code.

Service name.

Job instructions.

Work notes.

Job volume.

Job type (for example: per unit, flat fee, free)

Average hourly cost of the expert the job is assigned to.

Job price.
Job units.
Job total.

Date job was assigned, in the following format:
10/4/2006.

Date job was assigned, in the following format:
Monday, October 04, 2006.

Job deadline, in the following format:
10/4/2006.

Job deadline, in the following format:
Monday, October 04, 2006.

Completion date, in the following format:
10/4/2006.

Completion date, in the following format:
Monday, October 04, 2006.

Time spent on job completion.
Hours spent on job completion.
Minutes spent on job completion.
CATCount or AnyCount notes.

Invoice code.

Quality of completed job (set by project manager).




See also:
Logic and Syntax of Templates
Advanced commands and functions



Freelance Job Template Variables

Code to paste to template

\FEXPERT NAME\
\FEXPERT CODE\
\FEXPERT CURRENCY\
\FEXPERT MINFEE\
\FEXPERT PAYMENT TERMS\
\FEXPERT PAYMENT TERMS NOTES\
\FEXPERT ADDRESS\
\FEXPERT STREET1\
\FEXPERT STREET2\
\FEXPERT CITY\
\FEXPERT STATE\
\FEXPERT COUNTRY\
\FEXPERT ZIP\
\FEXPERT EMAILI\
\FEXPERT EMAIL2\
\FEXPERT PHONEI\
\FEXPERT PHONE2\
\FEXPERT PHONE3\
\FEXPERT PHONE4\
\FEXPERT FAX\
\FEXPERT WEB\
\FEXPERT AINFO\
\FEXPERT INFO\
\FEXPERT VATNUM\
\JOB_NAME\
\JOB_CODE\
\PO_CODE\
\PO_GLOBAL CODE\
\CLIENT REF\
\SERVICE\
\INSTRUCTIONS\
\WORK_NOTES\
\VOLUME\

\TYPE\

\PRICE\

\PRICING\

\UNITS\

\TOTAL\

\ASSIGNED\

Information to be displayed in the saved document

Name of freelance expert.

Freelance expert code.

Freelance expert currency.

Freelance expert minimum fee.

Freelance expert payment terms.

Freelance expert payment terms additional notes.
Freelance expert address.

Freelance expert street 1.

Freelance expert street 2.

Freelance expert city.

Freelance expert state.

Freelance expert country.

Freelance expert zip code.

Freelance expert email address.

Freelance expert email address 2.

Freelance expert phone number 1.
Freelance expert phone number 2.
Freelance expert phone number 3.
Freelance expert phone number 4.
Freelance expert fax number 2.

Freelance expert Web site address.
Freelance expert application information.
Freelance expert general information.
Freelance expert VAT number.

Job name.

Job code.

Purchase order client issued for this job.
Purchase order client issued for this job global code.
Reference number in client's accounting system.
Service name.

Job instructions.

Work notes.

Job volume

Job type (for example: per unit, flat fee, free)
Job price.

Fee type.

Job units.

Job total.

Date job was assigned, in the following format:
10/4/2006.



\ASSIGNED LONG\ Date job was assigned, in the following format:

\LONGASSIGNED\ Monday, October 04, 2006.

\DEADLINE\ Job deadline, in the following format:
10/4/2006.

\DEADLINE LONG\ Job deadline, in the following format:

Monday, October 04, 2006.

\COMPLETED\ Completion date, in the following format:
10/4/2006.

\COMPLETED_LONG\ Completion date, in the following format:
Monday, October 04, 2006.

\COUNT_NOTES\ CATCount or AnyCount notes.

\JA CODE\ Job assignment code.

\JOB_QUALITY\ Quality of completed job (set by project manager).

See also:

Logic and Syntax of Templates
Advanced commands and functions



Invoice Template Variables

Date and code

Code to paste to template Information to be displayed in the saved document
\STATUS\ Invoice status
Example:

Expected within 30 days, Settled 5 days earlier

\DATE_DUE\ Date when invoice is due, in the following format:
\SETTLEMENT DATE\ 10/4/2006

\DATE_DUE_ LONG\
\SETTLEMENT LONGDATE\
\DUE DATELONG\

Date when invoice is due, in the following format:
Monday, October 04, 2006

\INVOICE DATE\ Date invoice was sent, in the following format:
\INV_DATE\ 10/4/2006

\INVOICE_DATE_LONG\ Date invoice was sent, in the following format:
\INV_LONGDATE\ Monday, October 04, 2006

\INVOICE CODE\

Invoice code
\INV_CODE\

\INVOICE GLOBAL_ CODE\
\INV_GLOBAL\ Invoice global code
\INV_GLOBALLONG\

\NOTES\

Invoice notes from the Notes tab of the Edit Invoice window
\INVOICE NOTES\

Invoice totals

Code to paste to template Information to be displayed in the saved document
\INVOICE_TOTAL\ Invoice total in client's currency

\INVOICE_TOTAL_BASE\ Invoice total in base currency

\JOBS_TOTAL\ Jobs total in client's currency
\JOBS_TOTAL_BASE\ Jobs total in base currency
\NET_JOBS_TOTAL\ Jobs total with discounts in client's currency

\NET_JOBS_TOTAL_BASE\ Jobs total with discounts in base currency

\VOLUME_BASE\ Jobs total volume in base units

Taxes

Code to paste to Information to be displayed in the saved document

template

\TAXI\ Indicates if tax 1 has been added; used in algorithms (If tax 1 exists = True, if it doesn’t = False)
\TAX1_ NAME\ Tax 1 name

\TAX1_ PERCENTS\ Tax 1 value in percents

\TAX1 VALUE\ Tax 1 value in client's currency

\TAX1 VALUE_BASE\ Tax 1 valuein base currency
\TAX2\ Used in algorithms (If tax 2 exists = True, if it doesn’t = False)

\TAX2_NAME\ Tax 2 name



\TAX2_ PERCENTS\ Tax 2 value in percents
\TAX2 VALUE\ Tax 2 value in client's currency

\TAX2_VALUE_BASE\ Tax 2 value in base currency

\TAXES\ Indicates whether the taxes in Tax fields are set; used in algorithms (If any tax is set = True, if it they are
not = False)
\AFTER TAX1\ Total in client's currency after Tax 1 is applied

\AFTER_TAX1 BASE\ Total in base currency after Tax 1 is applied

Discounts

Code to paste to template Information to be displayed in the saved document

\DISCOUNT1\ Indicates if discount/markup 1 is set; used in algorithms (If discount 1 exists = True, if it does
not = False)

\DISCOUNT1_NAME\ Discount 1 name

\DISCOUNT1_ PERCENTS\ Discount 1 value in percents

\DISCOUNT1_VALUE\ Discount 1 value in client's currency

\DISCOUNT1_VALUE_BASE\ Discount 1 value in base currency

\DISCOUNT2\ Indicates if discount/markup 2 is set; used in algorithms (If discount 2 exists = True, if it does not
= False)

\DISCOUNT2 NAME\ Discount 2 name

\DISCOUNT2 PERCENTS\ Discount 2 value in percents

\DISCOUNT2 VALUE\ Discount 2 value in client's currency

\DISCOUNT2_VALUE_BASE\ Discount 2 value in base currency

\DISCOUNTS\ Indicates if discounts/markups are set; used in algorithms (If any discount is set = True, if there
are no = False)

\AFTER_DISCOUNTI\ Total in client's currency after Discount 1 is applied

\AFTER_DISCOUNT1 BASE\ Total in base currency after Discount 1 is applied

Payment status variables

Code to paste to template Information to be displayed in the saved document
\INVOICE_DUE\ Balance due in client's currency

\INVOICE DUE_ BASE\ Balance due in base currency

\INVOICE_PAID\ Total payments linked to this invoice in client's currency
\INVOICE PAID BASE\ Total payments linked to this invoice in base currency
\INV_IS_PAID\ Used in algorithms (If the invoice is paid = True, if it's not = False)
\BEFORE_ADJUSTMENTS\ Invoice total in client's currency, excluding adjustments

\BEFORE_ADJUSTMENTS_BASE\ Invoice total in base currency, excluding adjustments

\ADJUSTMENTS_ VALUE\ Value of the adjustments in client's currency
\ADJUSTMENTS VALUE BASE\ Value of the adjustments in base currency
\ADJUSTMENTS_ DESCR\ Description of the adjustments

\INVOICE_ PAYMETHOD\ Invoice payment method.

\INVOICE_PAYMETHOD DESCR\ Payment method description.

Credit note status variables

Code to paste to template Information to be displayed in the saved document



\CN_TOTAL\ The total of credit notes linked to this invoice, in the clients currency

\CN_TOTAL_BASE\ The total of credit notes linked to this invoice, in the base currency

Client Job Variables in Invoice

Information to be displayed in the saved document

Client PO of the job

Code to paste to template
\DTLINKJOBS:CJOB PONUMB\

\DTLINKJOBS:
\DTLINKJOBS:
\DTLINKJOBS:
\DTLINKJOBS:
\DTLINKJOBS:
\DTLINKJOBS:
\DTLINKJOBS:
\DTLINKJOBS:
\DTLINKJOBS:
\DTLINKJOBS:
\DTLINKJOBS:
\DTLINKJOBS:
\DTLINKJOBS:
\DTLINKJOBS:
\DTLINKJOBS:
\DTLINKJOBS:
\DTLINKJOBS:
\DTLINKJOBS:
\DTLINKJOBS:
\DTLINKJOBS:

\DTLINKJOBS:

CJOB_NAME\
CJOB_ASSIGNED\
CJOB_DEADLINE\
CJOB_ISCOMPLETED\
CJOB_COMPLETED\
CJOB_PRICE\
CJOB_VOLUME\
CJOB_FEE_KIND\
CJOB_RATE\
CJOB_TOTAL\
CJOB_TOTAL BASE\
CJOB_INSTRUCTION\
CJOB_WORKNOTES\
CJOB_COUNTNOTES\
SERV_NAME\

UNIT NAME\

PROJ NAME\
PROJ_CODE\
CJOB_CODE\
CJOB_CLCODE\

CCON_NAME\

Client job name

Date the client job was assigned
Deadline of client job
Completed (Boolean: True/False)
Date the client job was completed
Price of client job

Client job volume

Pricing (per unit, flat fee)
Exchange rate

Job total in client's currency
Job total in base currency
Instructions of client job

Work notes of client job
CATCount notes of client job
Service name of client job
Volume units of client job
Project name

Project code of client job

Client job code

Client Ref. of the job

Client PM of the client job

Linked Payment Variables

Code to paste to template

\DTLINKPAYMENTS:
\DTLINKPAYMENTS:
\DTLINKPAYMENTS:

\DTLINKPAYMENTS:

CPAYM CODE\
CPAYM DATE\
CPAYM TOTAL\

LINK_ SUM\

Information to be displayed in the saved document
Linked payment's code

Linked payment's creation date

Linked payment's total value

Part of the payment's value linked to this invoice

Linked Credit Note Variables

Code to paste to template Information to be displayed in the saved document

\DTLINKCREDITNOTES:CN_ CODE\ Credit Note's code
\DTLINKCREDITNOTES:CN DATE\ Credit Note's creation date
\DTLINKCREDITNOTES:CN_ TOTAL\ Credit Note's total value
\DTLINKCREDITNOTES:CN_ASSIGN_TOTAL\ (Credit note's value covered by refunds
\DTLINKCREDITNOTES :BALANCE\ Credit note's value not covered by refunds



\DTLINKCREDITNOTES:CN STATUS\

See also:
Logic and Syntax of Templates
Advanced commands and functions

Credit Note's status. Has the following values:

0 - "Closed": the CN's total is subtracted from the invoice's balance.

1 - "Awaiting payment": the Invoice is paid and the CN requires a refund.
2 - "Partially paid": the CN is partially covered by a refund.

3 - "Fully paid": the CN is fully covered by a refund.



Payment Template Variables

Basic payments template variables

Code to paste to template

\PAYMENT CODE\
\CODE\
\PAYMENT DATE\
\PDATE\

\PAYMENT DATE LONG\

\PLONGDATE\

\PAYMENT NOTES\

\TOTAL PAID\
\TOTAL\

\TOTAL PAID BASE\

\PAYMENT RATE\
\NOT LINKED\
\LINKED\

\IS LINKED\

\PAYMENT NOTES\
\NOTES\

Information to be displayed in the saved document

Payment code.

Date payment was received, in the following format:
10/4/2006

Date payment was received, in the following format:
Monday, October 04, 2006

Notes about payment.
Total paid (in client's currency).

Total paid (in base currency).
Exchange rate.

Amount not linked with invoices.
Amount linked with invoices.

Used in algorithms (If payment is linked with invoice = True, if it's not = False).

Payment notes.

Linked invoice variables

Code to paste to template

\DTLINKINVOICES:
\DTLINKINVOICES:
\DTLINKINVOICES:
\DTLINKINVOICES:
\DTLINKINVOICES:
\DTLINKINVOICES:
\DTLINKINVOICES:
\DTLINKINVOICES:

\DTLINKINVOICES:

IDATE\
ICODE\
GNUMB\
TOTAL\

OTHER\

Information to be displayed in the saved document
Linked invoice date.

Linked invoice code.

Linked invoice global code.

Linked invoice total.

The part of the linked invoice total covered by other payments.

ADJUST\  The sum of the phantom payment of the linked invoice.

LINKED\  The part of the current payment total linked to the invoice.

BALANCE\ Balance Due of the linked invoice.

DATEDUEN Linked invoice due date.

See also:

Logic and Syntax of Templates

Advanced commands and functions



Credit Note Template Variables

Date and code

Code to paste to template Information to be displayed in the saved document

\CN_STATUS\

\CN_DATE\

\CN_ DATE LONG\

\CN_CODE\

Credit note status

Example:

Awaiting payment, Fully paid

Date credit note was sent, in the following format:
10/4/2006

Date credit note was sent, in the following format:

Monday, October 04, 2006

Credit note code

Credit note totals

Code to paste to template

\CN_TOTAL\
\CN_SUB TOTAL\
\CN_RATE\

\CN_ TOTAL BASE\

Taxes

Code to paste to
template

\TAX1\

\TAX1 NAME\

\TAX1 PERCENTS\
\TAX1 VALUE\
\TAX1 VALUE BASE\
\TAX2\

\TAX2 NAME\

\TAX2 PERCENTS\
\TAX2 VALUE\
\TAX2 VALUE BASE\

\TAXES\

Information to be displayed in the saved document
Credit note total in client's currency

Credit note total with taxes

Exchange rate into base currency

Credit note total in base currency

Information to be displayed in the saved document

Indicates if tax 1 has been added; used in algorithms (If tax 1 exists = True, if it doesn’t = False)

Tax 1 name
Tax 1 value in percents
Tax 1 value in client's currency

Tax 1 value in base currency

Used in algorithms (If tax 2 exists = True, if it doesn’t = False)

Tax 2 name
Tax 2 value in percents
Tax 2 value in client's currency

Tax 2 value in base currency

Indicates whether taxes are set; used in algorithms (If any tax is set = True, if it they are not =

False)

Refund status variables

Code to paste to template

\CN_DUE\
\CN_DUE_ BASE\
\CN_PAID\

\CN_PAID BASE\

Information to be displayed in the saved document
Balance due in client's currency

Balance due in base currency

Total refunds linked to this credit note in client's currency

Total refunds linked to this credit note in base currency



\CN_IS_PAID\ Used in algorithms (If the credit note is paid = True, if it's not = False)

Linked invoice variables

Code to paste to template Information to be displayed in the saved document

Date linked invoice was sent, in the following format:
\INV_ DATE\

10/4/2006
\INV_CODE\ Linked invoice code
\INV_TOTAL\ Linked invoice total in client's currency

Linked refund variables

Code to paste to template Information to be displayed in the saved document

\DTLINKREFUNDS:CREF_ CODE\ Linked refund's Code
\DTLINKREFUNDS:CREF DATE\ Linked refund's creation date
\DTLINKREFUNDS:CREF TOTAL\ Linked refund's total value

\DTLINKREFUNDS:LINK_SUM\ Part of the linked refund's value linked to this credit note

See also:
Logic and Syntax of Templates

Advanced commands and functions



Refund Template Variables

Code to paste to template Information to be displayed in the saved document

\REF_CODE\ Refund code.

\REF_DATE\ Date refund was received, in the following format:
10/4/2006

\REF_DATE_LONG\ Date refund was received, in the following format:
Monday, October 04, 2006

\REF_NOTES\ Notes about refund.

\TOTAL PAID\ Total paid (in client's currency).

\TOTAL_PAID BASE\ Total paid (in base currency).

\REF_RATE\ Exchange rate.

\NOT_ LINKED\ Amount not linked with credit notes.

\LINKED\ Amount linked with credit notes.

\IS_LINKED\ Used in algorithms (If refund is linked with credit note = True, if it's not = False).

\REF_NOTES\ Refund notes.

Linked Credit Note Variables

Code to paste to template Information to be displayed in the saved document

\dtLinkCNs:ICODE\ The credit note's code
\dtLinkCNs: IDATE\ The credit note's creation date
\dtLinkCNs:TOTAL\ The credit note's total value

\dtLinkCNs:LINKED\ The part of the credit note's total that is linked to this refund
\dtLinkCNs:OTHER\ The part of the credit note's total that is linked to other refunds

\dtLinkCNs:BALANCE\ The part of the credit note's total that is not linked to any refund

See also:
Logic and Syntax of Templates
Advanced commands and functions



PO Template Variables

Date and code

Code to paste to template

\STATUS\

\DATE DUE\
\DATE DUE LONG\

\PO_DATE\

\PO_DATE LONG\

\PO_CODE\

\PO_GLOBAL CODE\

PO totals

Code to paste to template
\JOBS_TOTAL\

\NET JOBS TOTAL\

\NET JOBS TOTAL BASE\
\PO_TOTAL\

\PO TOTAL BASE\

\VOLUME BASE\

PO taxes

Code to paste to template
\TAXI1\

\TAX1 NAME\

\TAX1 PERCENTS\
\TAX1 VALUE\
\TAX1 VALUE BASE\
\TAX2\

\TAX2 NAME\

\TAX2 PERCENTS\
\TAX2 VALUE\
\TAX2 VALUE BASE\
\TAXES\

\AFTER TAXI\

\AFTER TAX1 BASE\

PO discounts

Code to paste to template

\DISCOUNT1\

Information to be displayed in the saved document

PO status (overdue, settled (with date), outstanding and so on.).
Due date (according to the payment terms)

The date when the PO was issued in the following format: 10/4/2006

The date when the PO was issued in the long format:
Monday, October 04, 2006

PO code
PO global code

Information to be displayed in the saved document

Jobs total for the jobs included to the PO in freelancer's currency

Net Jobs Total (Jobs Total after the discounts/markups are applied) in freelancer's currency
Net Jobs Total (Jobs Total after the discounts/markups are applied) in base currency

PO Total value in freelancer's currency

PO Total value in base currency

PO total volume in base units

Information to be displayed in the saved document

Indicates if tax 1 has been added; used in algorithms (If tax 1 exists = True, if it doesn’t = False)
Tax 1 name

Tax 1 value in percents

Tax 1 value in freelancer's currency

Tax 1 value in base currency

Indicates if tax 2 has been added; used in algorithms (If tax 2 exists = True, if it doesn't = False)
Tax 2 name

Tax 2 value in percents

Tax 2 value in freelancer's currency

Tax 2 value in base currency

Indicates if taxes are set; used in algorithms (If any tax is set = True, if it they are not = False)
Total in freelancer's currency after Tax 1 is applied

Total in base currency after Tax 1 is applied

Information to be displayed in the saved document

Indicates if discount/markup 1 is set; used in algorithms (If discount 1 exists = True, if it does



not = False)

\DISCOUNT1 NAME\ Discount 1 name
\DISCOUNT1 PERCENTS\ Discount 1 value in percents
\DISCOUNT1 VALUE\ Discount 1 value in freelancer's currency

\DISCOUNT1_ VALUE BASE\ Discount 1 value in base currency

\DISCOUNT2\ Indicates if discount/markup 2 is set; used in algorithms (If discount 2 exists = True, if it does
not = False)

\DISCOUNT2 NAME\ Discount 2 name

\DISCOUNT2_PERCENTS\ Discount 2 value in percents

\DISCOUNT2 VALUE\ Discount 2 value in freelancer's currency

\DISCOUNT2_VALUE_BASE\ Discount 2 value in base currency

\DISCOUNTS\ Indicates if discounts/markups are set; used in algorithms (If any discount is set = True, if there
are no = False)

\AFTER_DISCOUNTI\ Total in freelancer's currency after Discount 1 applied
\AFTER_DISCOUNT1_ BASE\ Total in base currency after Discount 1 applied
\NET_JOBS_TOTAL\ Jobs total with discounts in freelancer's currency

\NET_JOBS_TOTAL_BASE\  Jobs total with discounts in base currency

PO payment status

Code to paste to template Information to be displayed in the saved document
\PO_DUE\ Balance due in freelancer's currency

\PO_DUE_BASE\ Balance due in base currency

\PO_PAID\ Total payments linked to this PO in freelancer's currency

\PO_PAID BASE\

Total payments linked to this PO in base currency
\TOTAL PAID BASE\

\PAYMENT_RATE\ Exchange rate of a payment
\PO_IS_PAID\ Used in algorithms (If the invoice is paid = True, if it's not = False)
\BEFORE ADJUSTMENTS\ Invoice total in freelancer's currency, excluding adjustments

\BEFORE_ADJUSTMENTS_BASE\ Invoice total in base currency, excluding adjustments
\ADJUSTMENTS_VALUE\ Value of the adjustments in freelancer's currency

\ADJUSTMENTS_VALUE_BASE\  Value of the adjustments in base currency

\INVOICE_IS_RECEIVED\ Indicates if the invoice from the expert was received; Boolean type: True if the Expert Invoice
received option is selected.

\INVOICE_ CODE\ The code of the expert's invoice

\INVOICE_DATE\ The date the expert's invoice was received

\INVOICE_ DATE_LONG\ The date the expert's invoice was received, in the long format
Monday, October 04, 2006

\PO_NOTES\ The text entered on the Notes tab of the New/Edit PO window

PO jobs variables

Code to paste to template Information to be displayed in the saved document
\dtLinkJobs:RJOB NAME\ Name of the job
\dtLinkJobs:RJOB_ASSIGNED\ Date of the job assignment

\dtLinkJobs:RJOB DEADLINE\ Deadline date of the job



\dtLinkJobs:
\dtLinkJobs:
\dtLinkJobs:
\dtLinkJobs:
\dtLinkJobs:
\dtLinkJobs:
\dtLinkJobs:
\dtLinkJobs:
\dtLinkJobs:
\dtLinkJobs:
\dtLinkJobs:
\dtLinkJobs:
\dtLinkJobs:
\dtLinkJobs:
\dtLinkJobs:
\dtLinkJobs:

\dtLinkJobs:

RJOB_ISCOMPLETED\
RJOB_COMPLETED\
RJOB_PRICE\
RJOB_VOLUME\
RJOB_FEE_ KIND\
RJOB_RATE\
RJOB_TOTAL\
RJOB_TOTAL BASE\
RJOB_QUALITY\
RJOB_INSTRUCTION\
RJOB_WORKNOTES\
RJOB_COUNTNOTES\
GROUP_NAME\
SERV_NAME\

UNIT NAME\

PROJ CODE\

RJOB_CODE\

Indicates if the job was is completed; Boolean type: True if the job is completed

Date of the job completion

Price of the job

The job volume

Fee type for the job

Exchange rate between expert's and base currency

Job total in freelancer's currency

Job total, in base currency

Job quality, as specified in the New/Edit Job window

Text entered on the Instructions tab of the New/Edit Job window
Text entered on the Work Notes tab of the New/Edit Job window
Text from the Count Notes tab of the New/Edit Job window

The job's group of service name

The job's service name

The units the job is measured in.

The code of the project the job belongs to.

Job code

Payment PO variables

Code to paste to template

\dtLinkPayments:
\dtLinkPayments:
\dtLinkPayments:

\dtLinkPayments:

LINK_ SUM\
PAYM DATE\
RPAYM TOTAL\

RPAYM CODE\

See also:

Logic and Syntax of Templates

Advanced commands and functions

Information to be displayed in the saved document
The amount linked with the PO

Payment date

Payment total value

Payment code



JA Template Variables

Date and code

Code to paste to template Information to be displayed in the saved document

\JA_DATE\ The date when the JA was issued, in the following format: 10/4/2006
\JA_DATE_LONG\ The date when the JA was issued, in the long format:

Monday, October 04, 2006
\JA CODE\ JA code

JA totals

Code to paste to template Information to be displayed in the saved document

\JOBS_TOTAL\ Jobs total for the jobs included in the JA in expert's currency
\JA_TOTAL\ JA Total value in expert's currency

\JA_TOTAL_BASE\ JA Total value in base currency

\VOLUME_BASE\ JA total volume in base units

JA payment status

Code to paste to template Information to be displayed in the saved document

\JA DUE\ Balance due in expert's currency
\JA DUE BASE\ Balance due in base currency
\JA_ PAID\ Total payments linked to this JA in expert's currency

\JA PAID BASE\

Total payments linked to this JA in base currency
\TOTAL PAID BASE\

\PAYMENT RATE\ Exchange rate of a payment
\JA IS PAID\ Used in algorithms (If the invoice is paid = True, if it's not = False)
\JA NOTES\ The text entered on the Notes tab of the New/Edit JA window

JA jobs variables

Code to paste to template Information to be displayed in the saved document
\dtLinkJobs:EJOB NAME\ Name of the job

\dtLinkJobs:EJOB_ ASSIGNED\ Date of the job assignment

\dtLinkJobs:EJOB DEADLINE\ Deadline date of the job
\dtLinkJobs:EJOB_ISCOMPLETED\ Indicates if the job was is completed; Boolean type: True if the job is completed
\dtLinkJobs:EJOB_COMPLETED\ Date of the job completion

\dtLinkJobs:EJOB PRICE\ Price of the job

\dtLinkJobs:EJOB_VOLUME\ The job volume

\dtLinkJobs:EJOB FEE KIND\ Fee type for the job

\dtLinkJobs:EJOB RATE\ Exchange rate between expert's and base currency
\dtLinkJobs:EJOB TOTAL\ Job total in expert's currency
\dtLinkJobs:EJOB_TOTAL_BASE\  Job total, in base currency

\dtLinkJobs:EJOB QUALITY\ Job quality, as specified in the New/Edit Job window

\dtLinkJobs:EJOB_INSTRUCTION\ Textentered on the Instructions tab of the New/Edit Job window



\dtLinkJobs:
\dtLinkJobs:
\dtLinkJobs:
\dtLinkJobs:
\dtLinkJobs:
\dtLinkJobs:

\dtLinkJobs:

Payment JA variables

EJOB_WORKNOTES\

EJOB_COUNTNOTES\

GROUP_NAME\
SERV_NAME\
UNIT NAME\
PROJ CODE\

EJOB_CODE\

Code to paste to template

\dtLinkPayments:
\dtLinkPayments:
\dtLinkPayments:

\dtLinkPayments:

LINK_ SUM\

PAYM DATE\

EPAYM TOTAL\

EPAYM CODE\

See also:

Logic and Syntax of Templates

Advanced commands and functions

Text entered on the Work Notes tab of the New/Edit Job window
Text from the Count Notes tab of the New/Edit Job window

The job's group of service name

The job's service name

The units the job is measured in.

The code of the project the job belongs to.

Job code

Information to be displayed in the saved document
The amount linked with the JA

Payment date

Payment total value

Payment code



Custom Queries

With administrative access rights, SQL queries can be made directly to the Projetex database. This feature is recommended for
system administrators and IT specialists since it requires basic knowledge of SQL.

Structured Query Language (SQL) is a language of structured requests. It is intended for working with relational databases, which
constitute the sets of interrelated data, stored in tables.

Nowadays SQL is a part of a large number of programs, executed on various types of computers. "Owing to its elegance and
machine independence, as well as to the industrial leaders support in relational base technology, SQL was acknowledged the
standard language and will keep this position in the foreseeable future."[2000, Mastering SQL, Martin Grubber]

Custom queries can be accessed in the Queries section of the Corporate Settings tab in Projetex Server Administrator.

Database Server | Database | Corporate Settings

~~E3 Folders R " New
" I;I-elds. Client Jobs Edit
1 ueries E
[ Reports Client Jobs (with Model)
Clients - Contacts Delete
Clients - Invoices
Clients - Invoices (with Model) Export Data
Clients - Payments Print Data
Clients - Prices
Clients with custom fields (with Model} L oad
oa
Corporate Experts - JAs =
Corporate Experts - Jobs Save

Corporate Experts with custom fields (with Model)

Custom Queries (with Model)
Custom Rennrts fwith kdndel

Description:

Client Jobs Query. Uses links with Invoices, Projects, Services, Units, Currencies, Clients, —
Project Managers tables.

See also:
Queries
Query Building Tutorial



Query Building Tutorial

User queries are built and managed in the Queries section of Corporate Settings tab of the Projetex Server Administrator.

1. Beginning query creation

Click the New button and the Query Builder window shown below will appear. Enter the name of your query in the Query
Name field, and (optionally) the description of the new query in the Description field.

' ™y
iF Query Builder E‘Eﬂ

k&l g \/ x

Run Query OK Cancel

i

M :
@erv ame P

Content: -

2. Beginning creating the model of the query

Switch to the Model tab:

3. Selecting database tables



Locate the required tables on the list to the right (in this case — CINVOICES table) and drag them to the gray field of the Model
tab of Query Builder window.

[ 7 Query Builder Elﬁu
km ¥ d X

Generate Query Run Cuery 0K Cancel

I Model | Query IDBE’

CACCMANAGERS
CACCOUNTS
CCONTACTS
CDISCOUMTDEFS
CFIMLINKS
CFTPS

»

CLIENTS

f_—

CMETAINVOICES
CMULTIQUOCTEITEM:
CMULTIQUOCTES |
COUNTRIES
CPAYMENTS |
CPRICES =

Field

Table I

Show

Sort

Function

Group

| e I N g e I |

4. Selecting fields to be added to query

Select two fields, (in this case CLIENT_ID and CINV_TOTAL_B— client ID and sum of the invoice in basic currency) by clicking near
their names in the table windows. These fields will appear in the lower area, which represents the list of selected fields.

ol A
i Query Builder =] ) [

gﬂl g J x

Generate Query Run Query QK Cancel

Model | Query IDam

IV NOTES CACCMANAGERS — »
CLIENT_ID EQE,E?;‘EE
CURR_ID CDISCOUNTDEFS
CIMY_|S_WOID CFINLINKS
CIMY_VOID_DESC CFTPS 1
CIMY_vOID_WOTE CINFO 3

CIMY_FHLUME
CINY_Tx1_TOTAL_B

CINVOICES

CICBS I
CIMY_TéeZ_TOTAL_B CLIENTS |
CIMy_DIS7_TATAL B CMETAINVOICES ]
CIMY DIS2 TOTAL B CMULTIQUOTELTEM:
CIMY_TOTAL B CMULTIQUOTES i
CINY_ASSIGH_TOTAL B COUNTRIES
CIN_ADJJST_TOTAL_B CPAYMENTS 1
VDID_DATE CPRICES -
Field CLIENT ID |CIMV _TOTAL_B
Table CIMNVOICES I
Show Show Show
Sort
Function
Group
L —— e E— A

5. Assigning functions

Right-click on the cell where fields CLIENT_ID (the selected field) and GROUP (SQL section Group by) intersect and select the



Group option. Similarly in the cell of intersecting CINV_TOTAL_B and Function fields we select the Sum option:

r =
W7 Query Builder o L e —— EE—
km ¥ v ot
Generate Query Run Cuery OK Cancel
Model | Query | Data
B CFTPS o
CIMY_ID CINFO
CINY_DATE CINVOICE
CINY_NUME CJOoBS
CINY_GNUME CLIENTS
CINY_JOBS_TOTAL CMETAINVOICES i}
CINY_TAX1_TITLE g:ﬂgqﬂw I
CINY_Ta1 VALUE CDUNTF?_IES
CINY_TAX2_TITLE o AYMENTS i
CINY_Tax2_VALUE CPRICES |
CINY_DIS1_TITLE CTAYDEFS
CIMY_DIST_WALUE CTRACK
CINY_DIS2_TITLE CURR. i
CINY_DIS2_VaLUE DISCOUNTS |
ST TAT - |EEXPEMSES |
Field CLIENT ID |CINV Right-click on any field to I
Table CINVOICES (CINY. - bring up context menu i
Show Show Show
Sort
Function -
Group Group :) @  Nofunction
Average
- Count
Maximum
Minimum
( Sum
Click the Generate Query button.
7 Query Builder =R
r
{ km ¥ v x
NGenerate Quer Run Query OK Cancel
Model |Query I Data |
The newly built SQL-query will appear.
r ™
W Query Builder ESEER
-
km 1 . 1
GEnerake Query Run Query This code has been genertﬁd b')‘

Query Builder according to your

Query |Data settings in the Model tab

Query Name: Invoices / >

r
cll.client name, c8.cinv_date
clients cl0, cinwvoices c8 |

v S

Content: serEcT
FROM
WHERE cf.client_id=cld.client_id
GROUP BY clO.client_name

Description: optional description| -




Start executing the query (click the Run Query button from the toolbar in the upper part of the window) and you will see the
results.

' ™y
I Query Builder l‘:' =l éj

| 3 v X
Fun Query QK Cancel Results of your query
| Model | Query | Data |
@fick ‘Run Query' to see the data. You can Export or Print Data from Corporate Selangs page.
COUN_NAME | -
Finland :
Wil |Unlimited Concepts Unified Spain
Translation Designs United States
Enigma Server Technologies, Inc France
Reliable Network, Inc MNorway
Global Interactive Resources Sweden
The Lightning Graphics United States
Global Concepts Universal Japan
The Tllustrative Designs Finland
Digital First Concierge Russia
Metwork Community Technologies Germany
Massive Archway, Inc United Kingdom j
L "y

3 Note: Although for most basic queries you are not required to write the SQL code of the query manually, any additional code can be added by SQL-
versed users to fully customize their queries.

Example:

The following strings can be added to this particular query:

SELECT FIRST 10 cé4.client id, SUM(c4.cinv_total b),

(select client name from clients where client id = c4.client id)
FROM cinvoices c4

GROUP BY cé4.client id

ORDER BY 2 DESC

In simple words it will mean the following: To select first ten clients (first 10 client_id) by counting the sum of invoices and display
them in the order of sum reduction (ORDER BY 2 DESC).

Click the Run Query button once again to see the new result.
b ) Note: If you click Generate SQL after editing the query manually the query will be rebuilt and the results of your work will be lost.

/. Saving newly created query

To save the query model switch to the Query tab, specify the Query Name and Description (optionally) and click OK.



-
7 Query Builder

Generate Quer Run Query 0K

kﬂl g ‘/

Cancel

@ery MName:

2

Content:

Description:

See also:

Example: Single Table Query
Example: Linking Tables

Example: Using Functions in Queries



Example: Single Table Query

Objective: Get the list of corporate experts with all data sorted by experts’ names.
1. Drag & drop the EMPLOYEES table at the working area.

2. Select the asterisk “*” (to display all table fields) and the field EMP_NAME (needed for sorting). After performing these actions
we can see the following picture under the model working area:

| 7 Query Builder @M‘
km ¥ v X

Generate Query Fun Query 0K Cancel

Model | Query I Data

EMPLOYEES : ES

DISCOUNTS -
EEXPEMNSES

v EMP_MAME

EMP_CODE

EMP_GIMFO IMFSTAT
FRP Fhiall 1 T la i
|| |Field = EMP_NAME |
Table EMPLOYEES : EMPLOYEES 1
|| Show Show Show
Sort
|| |Function
1 Group
|
tlf
e

— —— i — J

3.In order to sort data by corporate expert names you need to right-click the cell where the EMP_NAME column and the Sort row
intersect, and choose the sorting type:

) _
\ Query Builder e B

pr—
km § v bt
Generate Query Run Query QK Cancel
Model | Query | Data
DISCOUNTS -
| = EEXPENSES
EM I:'LO\'EE 1E5 EINFO
v EJOBS
| EMP_ID EJOB_EVENT 1
v EMP_tAME EMPLOYEES |
] EMP_CODE EXCHRATES
EMP_GIMFO INFSTAT
FRP Fhiall 1 T A x
|| |Field = EMP_NAME |
Table EMPLOYEES : EMPLOYEES
|| |Show Show Show
Sort
|| |Function @ | Mo Sort
| |Group .
| Ascending
’| Descending
— R

4. The EMP_NAME field will be displayed twice in the results of this given model. To avoid this problem, right-click the cell where
the EMP_NAME column and the Show row intersect and clear the Show option.



F - -
L A —_—_—_"—ee
km Ag v X
Generate Query Fun Query 0K Cancel
Model | Query I Data
DISCOUNTS -
EEXPEMNSES
EM I:LO\'EE H 3 EINFO I
v EI0BS
EMP_ID EJOB_EVENT d
v EMP_NAME EMPLOYEES
] EMP_CODE EXCHRATES
EMP_GIMFO INFSTAT
F4P Fhiall 1 T L ad
|| |Field = EMP_NAME |
Table EMPLOYEES : EMPLOYEES
|| |Show Show Show
|| [Function ‘\‘
|
Group
1
|

5. Click the Generate Query button to generate and see the SQL code. The generated request will be located in the Content field
on the Query tab.

6. You can view results by clicking the Run Query button. You will get a table with a list of all the Corporate Experts and their
data including service data.

f e A
7 Query Builder = | b
km ¥ d X
Generate Query  Run Query QK Cancel
Model | Query | Data
Click 'Run Query' to see the data. You can Export or Print Data from Corporate Settings page.
EMP ID  |EMP_NAME |eMp_cooe  [Emp_Emary |EMP_EmaLL? | ~
imlyson Laven AL Allyson@projetex.com Allyson@catco
n 2 Javier Kuster JK Javier @projetex.com Javier @to 3000
n 3 |Bryon Ortolano BO Bryon@projetex,com Bryon@aithelp
a 4 | Alvaro Wigren AW Alvaro @projetex. com alvaro@anyco
a 5 Ronald Holton RH Ronald@prajetex. com Ronald@catco
a & | Jennie Schofield 15 Jennie @projetex. com Jennie @catcol 1
a 7 Latoya Pittman LP Latoya@praojetex. com Latoya@aithel| '
a 8 Timo Turunen TT Timo @projetex. com Tirmno @anycour
n 9 Sheryl Hirsch SH Sheryl@projetex.com Sheryl@translz
a 10 |Shelia Watts SwW watts @projetex.com
i
<[ 3
! e = a3 S

7.To save the request model switch to the Query tab, specify the Query Name and Description (optionally) and click OK.

3 Note: You can export or print these data from the Queries tab of the Server Administrator Corporate Settings (using Export Data and Print Data
buttons) (the query should be saved as described in the previous paragraph).

See also:
Query Building Tutorial



Example: Linking Tables

Objective: Get a list of all the projects with all their data sorted by expert names, with client, project manager name and currency

names.

1. Drag & drop the PROJECTS, CLIENTS, CURR and AIT$USERS tables to the working area. In the PROJECTS table select “** field (to
display all table fields); select the CLIENT_NAME field in the CLIENTS table, the CURR_NAME field in the CURR table and the
AITSUSER_REALNAME field in the AITUSERS table.

PROJECTS : P3

=|=l CLIENTS:C10

=|x|| CURR:C19

=|x|| AIT$USERS:A13

i

PROJ_ID
PROJ_MUME
PROJ_MAME
CLIENT_ID

PROJ_PM
PROJ_IS_STARTED
PROJ_IS_COMPLETED
PROJ_DEADLINE

CLIENT_ID CURR_ID
¥ CLIENT_MNAME ) v CURR_MNAME )
CLIENT_CODE CURR_DESC

CLIENT_PT_TYPE
CLIENT_PT_DaAYS
CLIENT_STREET1
CLIEMT_STREET2
CLIENT_CITY

AITSUSER_ID
AITEUSER_MAME
AITEUSER_PASS
AITEUSER_TITLE
AITEUSER_IS_DISABLED
AIT$USER_COMBMON
ACCESST

2.1n order to get the name of the client the project is assigned to, you need to set up a connection between the PROJECTS and

CLIENTS tables by the unique field CLIENT_ID: click and hold the left mouse button on the CLIENT_ID field in the PROJECTS field,
drag it to the CLIENT_ID field in the CLIENTS table, and release the button. Similarly you need to connect the tables CLIENTS and
CURR by the unique CURR_ID field, the PROJ_PM field of the PROJECTS table and the AITSUSER_ID field of the AITSUSERS table.
As a result you get the following:

AIT$USERS : Al13

CLIENT_STREET1
CLIEMT_STREET2
CLIENT_CITY
CLIENT_ZIP
CLIENT_STATE
CLIENT_GINFO
COUN_ID

CURR_ID

CLIENT Wwhafef
CLIENT_WATHLUM
CLIENT_LOCALE
CLIENT_APFINFO
CLIENT_APPURL
CLIENT_WEXT_QUOTE
CLIENT_WEXT_JOB
CLIENT_WEXT_INVOICE
CLIENT_NEXT_PAYMENT
CLIENT_MINFEE
CLIENT_ADDONS
AIT$CUSTOMFODOZ2
CLIENT_PT_DESC
CLIENT_EMAILT
CLIENT_EMAILZ
CLIENT_PHOME1
CLIENT_PHONEZ
CLIENT_PHONE3

CLIENTS : C10 ==l PROJECTS : P3 ==l
P v
CLIENT_ID FROJ_ID
v CLIENT_NAME PROJ_MUME
CLIENT_CODE PROJ_MAME
CLIENT_PT_TYPE CLIENT_ID
CLIENT_PT_D&YS PROJ_PM

PROJ_IS_STARTED
PROJ_IS_COMPLETED
PROJ_DEADLINE
PROJ_COMPLETED
PROJ_CODE
PROJ_FULL
PROJ_DESC
PROJ_STARTED
CLIENT_PM
PROJ_ADD_STATUS
CLIENT_ACCOUNT

PROJ_FLAG

AIT$CUSTOMFO0034

AIT$CUSTOMFOO0ES

AIT$CUSTOMFOO0ES

AIT$CUSTOMFOODE?

Coua_lp

CURR: C19 ==l
CURR_ID
v CURR_NAME

CURR_DESC

<

AIT$USER_ID
AITSUSER_MAME
AITSUSER_PASS
AIT$USER_TITLE
AIT$USER_REALNAME
AIT$USER_IS_DISABLED
AIT$USER_COMMON
ACCESST

ACCESS2

ACCESS3

ACCESS4

ACCESSS
CLIENT_CURRENT
CLIENT_RECENT
FREELANCER_CURRENT
FREELANCER_RECENT
EMPLOYEE_CURRENT
EMPLOYEE_RECENT
GRID_COLUMNS
GRID_SORT

DATA_SORT

REPMENU
AIT$USERTYPE
SHOWAHC
PROJECT_CURRENT
PROJECT_RECENT
AITSUSER_EMAIL
AITRALERT_USER
EXPORT_LOCAL_REPORTS
PRINT_LOCAL_REPORTS
SHOW_TEMPLATE_SETTINGS

3. After the request model has been created, click the Generate Query button. The SQL code of the request will be generated and
displayed in the Content field on the Query tab.

4.You can view the results by clicking the Run Query button: you will get a table with a list of all the projects and their data
including service data.



W Query Builder

Model |Quer\-I Data

kﬂl g ‘/ x

Generate Query Run Query QK Cancel

Click 'Run Query' to see the data. You can Export or Print Data from Corporate Settings page.

AITSUSER_REALNAME

CURR._NAME|PROJ_NUME |PROJ_CODE|PROJ_NAME

PRO1_PM |PROI1_IS_STARTED|PROI_IS_COMPLETED|PRO1 O »

CLIENT_MAME
|4 Internet Security Technologies

|_|Internet Security Technologies

| | Unlimited Concepts Unified

| | Unlimited Concepts Unified

| | Translation Designs

| | Translation Designs

| _|Enigma Server Technologies, Inc
| _|Enigma Server Technologies, Inc
| | Reliable Metwork, Inc

| | Reliable Metwork, Inc

| _|Global Interactive Resources

| _|Global Interactive Resources

| | The Lightning Graphics

| | The Lightning Graphics

| | The Lightning Graphics

| | Global Concepts Universal

| | Global Concepts Universal

<l

Willizm McSun
Fernando Lucena
Willizm McSun

Willizm McSun

Willizm McSun

Willizm McSun

Willizm McSun

Willizm McSun
Bartholomeo Rodriges
Willizm McSun

Willizm McSun

Willizm McSun

Willizm McSun
Bartholomeo Rodriges
Fernando Lucena
Willizm McSun
Fernando Lucena

EUR
EUR
usD
usD
usD
usD
EUR
EUR
EUR
EUR
EUR
EUR
usD
usD
usD
JPY

JPY

350035
36 0036
44 0044
45 0045
0043
0045
370037
50 0050
230023
51 0051
52 0052
53 0053
19 0019
32 0032
34 0034
27 0027
310031

48
49

S5H technology
Training Schedule

UCU web-site localization
Booklet about Unlimited Concepts Unified
Localization of internal CRM system

CRM system guide

Server-client technology spedification
Proofread www.enigmaservertech.com
WPM connection troubleshooting

Virtual Private Network Scheme
GlobalSYs manual (consulting only)

Web-site content review
Marketing booklet

Thermal Displacement Guide

Morby workshop
Tax policy in EU
Virtual Reduction Engine

-1 True
6 True
-1 True
-1 True
-1 True
-1 True
-1 True
-1 True
8 True
-1 True
-1 True
-1 True
-1 True
8 True
6 True
-1 True
6 True

True

True

False
False
False
False
True

False
False
False
False
False
True

False
True

False
False

07.03.2] |
03.04.2
22.06.2
13.06.2
14.08.2
02.05.2
21.05.2
17.08.2
16.06.2
11.11.2
21.08.2
23.06.2
18.09.2
05.06.2
16.12.2
21.06.2
16.07.2

5. To save the request model switch to the Query tab, specify the query name and description (optionally) and click OK button.

3 Note: You can export or print this data from the Queries tab of the Server Administrator Corporate Settings (using the Export Data and Print Data
buttons) (the query should be saved as described in the previous paragraph).

See also:
Query Building Tutorial



Example: Using Functions in Queries

Objective: Get statistics on clients by countries (i.e. the number of clients from each country).

1. Drag & drop the tables CLIENTS and COUNTRIES to the working area. In the CLIENTS table check the COUN_ID field, and also
the COUN_NAME field in the COUNTRIES table.

F' k'
U Query Builder § — e e

km ¥ v X
Generate Query Run Cuery 0K Cancel
Model | Query | Data

CINVOICES o
COUNTRIES:C14  =|x| CIOBS

CLIENTS
CMETAINVOICES

CLIENTS: C10

x

CLIEMT_ID CMULTIQUCTEITEM:
CLIEMT_MAME CMULTIQUOTES
CLIENT_CODE

CLIENT_PT_TYPE
CLIENT_PT_D&YS
CLIENT_STREET1
CLIEMT_STREETZ

m

CLIEMT_CITY
CLIENT_ZIF DISCOUNTS
CLIEMT_STATE EEXPEMSES
CLIEMT_GIMFO EINFO
v COUM_ID EJOBS
CURR_ID EJOE_EVEMNT
CLIENT 'whahw! - |EMPLOYEES il
FY"HR ATFS
Field COUN_ID |COUN_NAME |
Table CLIENTS :COUNTRIES
Show Show Show
Sort
Function
Group
A P

2. Set the connection between the tables CLIENTS and COUNTRIES by the unique field COUN_ID: click and hold left mouse button
on the COUN _ID field in the CLIENTS table, drag it to the COUN _ID field in the COUNTRIES table, and release the button. As a
result you get the following:

( ™
Ii: Query Builder . | —— E I P

km g v bt
Generate Query RFun Cuery OK Cancel
Model | Query I Data
CIMNVIOICES -
CLIENTS : C10 COUNTRIES : C14 CIOBS
" « CLIEMTS
CLIENT ID COUN_ID CMETAINVOICES
CLIENT_NAME v COUN_HAME E:Htﬁgﬂw
CLIENT_CODE COUN_FLAG COUNTRIES i
CLIENT_PT_TYPE CPAYMENTS
CLIEMT_PT_DAYS CPRICES L
CLIENT_STREET1 CTAXDEFS 3
CLIENT_STREETZ CTRACK
CLIEMT_CITY CURR
CLIENT_ZIP DISCOUNTS
CLIENT_STATE EEXPENSES
CLIEMT_GIMFO EINFO
v COUN_ID EJOBS
CURR_ID EJOB_EVENT
CLIENT whwd ||| EMPLOYEES i
F¥iTHR ATFS

Field COUN_ID |COUN_NAME
Table El COUNTRIES
Show Show Show

Sort

Function

Group




3. Now you need to specify the selection conditions. Set the necessary sorting order: number of countries (in the CLIENTS table) —
descending, names of the countries — ascending). For the COUN_ID field choose the Count function, and also set grouping by
country name:

Field COUN_I0 |COUN_NAME
Table CLIENTS COUNTRIES
Show Shiow Shiow

Sork Desc Asc

Funckion Count

iaroup Eroup

4. After the request model was created, click the Generate Query button. The SQL code of the request will be generated and
displayed in the Content field of the Query tab.

s ~
7 Query Builder l‘:' = ﬂ_hj
Run Query oK Cancel
Madel | Query | Data
Query Name: |
Content: sEr=cT  COUNT (210.coun_id), cl4.coun name -
FEOM clients cl0, countries clé
WHERE cl0.coun_id=cl4.coun id
GROUP BY cl4.coun name
ORDER BY 1 DESC, cld.coun name
Description: -
e — -+

5.You can view the results by clicking the Run Query button. You will get the table with countries rating according to the number
of your clients from each country. For example:

~ B

I: Query Builder = | B |t

Z v X
Run Query (0]4 Cancel

Model |QL.IEI’Y Data

Click 'Run Query' to see the data. You can Export or Print Data from Corporate Settings page.
counT  |coun_naME

4 United States

| 2 |Finland

H France

Sweden

United Kingdom

Canada

China

Germany

Italy

Japan

Korea, South

MNorway

L3

m

Russia
Spain

[ [P IR I NP P R e T S R R ¥

6. To save the request model switch to the Query tab, specify the Query Name and Description (optionally) and click OK.



3 Note: You can export or print these data from the Queries tab of the Server Administrator Corporate Settings (using the Export Data and Print Data
buttons) (the query should be saved as described in the previous paragraph).

See also:
Query Building Tutorial



Using Custom Reports

Custom reports are used to extract and view consolidated and summary printable information from Projetex database. Custom
reports can be viewed, exported and printed from the Projetex Workstation window.

To access custom reports, click on Reports in the Navigation Bar.

Dashboard Workspace Calendar Knowledgebase

See also:

Static Reports

Dynamic Reports

Access to custom reports

Managing custom reports



Access to custom reports

Access to custom reports can be granted or denied for any Projetex user with the help of Administrator settings.
1. Enter the Backstage View in Projetex Workstation with an Administrator account.

2. Click Administrator.
3. Click the Users and Access section, select the required user in the list and click the Edit button.

4.1n the Edit User window select or clear various reports in the Reports section of the Access Rights tree.

Access Rights
~ Reports
+ W Clients
/| clients-Expected Payments
! Clients-Income Report
/| clients-Jobs Chart, Monthly
! Clients-Jobs Table, Manthly
| Clients-Payments
! clients-Top
! Clients-Total Sales
| Volume of Completed Jobs-Report 1
| volume of Completed Jobs-Report 2
- Corporate Experts

/| Average Productivity-All Experts
| average Productivity-Personal (selected peri
| No Mame Group-Completed Jobs
| No Name Group-Expected Payments
¥ No Name Group-Jobs Cost
| No Mame Group-Production, Services Break
! No Name Group-Top

See also:

Managing custom reports



Managing custom reports

Custom Reports settings in Projetex Server Administrator

Custom reports can be created edited and deleted in the Projetex Server Administrator.

To create, edit or delete custom reports open Reports section of Projetex Server Administrator Corporate Settings tab.
1. Run Projetex Server Administrator.

2. Click Database tab and switch the database into offline mode.

3. Click Corporate Settings >> Reports section to open custom report management options.

Database Server | Database | Corporate Settings

Fplders Name - New
FIEldS_ All Sales Chart-Client Jobs .
2] Queries - Edit
E:] Reports All Sales Chart-Invoices
All Sales Chart-Invoices 2 Delete
All Sales Chart-Monthly (Client Jobs) Edit Details

All Sales Chart-Monthly (Client Jobs) 2
All Sales Chart-Payments

All Sales Chart-Payments 2

All Sales Table Monthly Preview
Cash Flow Report-List

Load
Cash Flow Report-Tables
Clients-Expected Payments Save
Clients-Income Report -
Description:

The report shows all sales from assigned client jobs in form of pie Chart grouped by
services.

Exporting a custom report

To export a custom report, save the required report in a .PX15 file. This file can later be imported into another Projetex database.
1. Select the required custom report in the list.

2. Click the Save button.

3. Specify name and location for PX75 file being saved.

Importing a custom report

You can import a custom report to your database from a PX75 file.

M) Note: Custom reports which are displayed in the Custom Reports section of the Projetex Server Administrator are the ones currently integrated into
the database. PX175 files are used solely for export-import purposes, simply copying a new PX15 file to \AIT\Projetex 3D\Projetex Server\Reports\ will not
import the new report into the database.

To import a custom report, use a PX75 file to load the required report.

1. Save the PX75 file being imported to the \AIT\Projetex 3D\Projetex Server\Reports\ folder.
2. Click the Load button.

3. Locate the PX75 file being imported, select it and click the Open button.

Editing a custom report

To make changes to a custom report, select this report in the list and click the Edit button. This button opens FastReport (report
designer interface). The FastReport designer is a complex tool intended for IT specialists. It requires some basic SQL knowledge.
Step-by-step creation of simpler reports is described in the Creating a custom report topic.

For detailed information visit the Fast Report Inc. Internet site: http://www fast-report.com



See also:

Using Custom Reports

Creating A Custom Report
Creating a Master-Detail Report



Creating A Custom Report

This topic will cover the process of creating a simple custom report.

3 Note: This is a sample of FastReport engine functionality intended for users generally unfamiliar with SQL. For SQL-versed users it is recommended to
refer to FastReport manual available for download on http://www.projetex.com/documentation

Creating A Custom Report

1. Run the Projetex Server Administrator, turn the database offline and switch to the Corporate Settings tab.

2. Click Custom Reports on the Corporate Settings tab of the Projetex Server Administrator.

3. Click the New button; enter the report name and description in the New Custom Report window and click OK.

4. Add data which should be used in the report. To do so, on the Report menu click Data in the FastReport Designer window (it
will open automatically, once you click the OK button).

This will open the Select Project Datasets dialog window, in which all your custom queries are displayed. Select the required
queries by selecting the check boxes in front of their names. For this example we selected the Projects (with Model) query, since
we are composing a "Projects report”.

Click OK to confirm selection.

M) Note: You can create your own custom queries with the help of the built-in query builder. Any custom queries created this way will appear in this
dialog window.

5. Now, the contents of the selected query are displayed in the Data field to the right:

| Data

=I-. 5 Projects {with Model)
E] PROI_STARTED
=] PROI_DEADLINE

These are the fields from the Projetex database, which have been added to the query you selected. In this particular case, the fields
are those containing project names (PROJ_FULL) and codes (PROJ_CODE), dates of the project timeline (PRO.J_STARTED,
PROJ_DEADLINE and PROJ_COMPLETED), information as to whether the project has been completed or not
(PROJ_IS_COMPLETED) and corresponding client names (CLIENT_NAME).

6. Begin designing your report by placing Data Bands.

These “"bands” bind the report elements together, specifying their location on the page relatively to the page itself and to the other
bands. A more detailed description of the bands can be found in the FastReport User Manual. For this particular report you will
need to use only a few of the bands available.

6.1. Click the Insert Band button and select the Report Title band. This will place the band into your report page. Click Insert
Band again and select Header band to place it.



|
| | Data ~
B3 Pagel i
B MasterDatz

: A Froject| S
B.J PageFootel| |

J( Report Title )

Report Summary

8
o
Q

B (e =

Page Header

Footer

_U Master Data )
| Detail Data

|J Subdetail Data
IJ Data 4th level

| Data 5th level

| Data 6th level
(= Group Header

EE LR ElE

Group Footer
Child

Column Header
Column Footer
Overlay

Vertical bands 4

6.2. Click the Insert Band button one more time and select the Master Data band to place it in your report. When placing the
Master Data band select your Projects (with Model) query when prompted to do so:

F' A
Select DataSet ﬁ

| ¥ Projects (with Model)

Your report page should look approximately like this:

Example:
ReportTitle: ReportTitle1

Header: Headerl

MasterData: MasterDatal || Projects {with Model)

7. Adding data to the Master Data band.
To add a variable to your report, you will need to drag-and-drop the required fields from your query to the Master Data band.



||||2|3|4|5|5|?|3|9I10Illl A
e . | 022 | Varicbies | Funct <[ |

ReportTitle: ReportTitle1

CLIENT_NAME
[Z] AITEUSER_REALNAM

;[Projects (with
“ ||

\

PageFooter: PageFooterl

Any Master Data band can be linked to a specific dataset (or query in this case) only, so in case you have more than one query,
be sure to drag and drop fields only to the Master Data band, which has been linked to this query.

Example:
For example, the Master Data band below can contain fields from Projects (with Model) query.

—g

Drag sequentially the following fields from the Data area and place them inside the Master Data band in a row:

Example:
PROJ FULL, CLIENT NAME, PROJ DEADLINE

When placed into your report, the fields take the form of text objects, like the example below:

Example:
[Projects (with Model) ."PROJ FULL"]

These text objects act very much like the text variables in Projetex RTF templates.

3 Note: Some of these objects may be very wide. You can adjust their width by dragging the borders of these objects. Alternatively, you can enter the
exact object length by selecting it and typing their width in the Properties area:

Example:

_ ¥
o~

ProjectswithModelPRO. -

Properties | Events -

URL ~|
UseDefaultCH ] False
Valign vaTop

(| AProjects (with Model)."PROJ_STARTED'] g

PageFooter: PageFooterl

e

SELNEE B E

I | 1 |

Cenfimeters  _00,30; 0,00 171 6,80; 0,50 ProjectswithModelPRO]_STARTED: [Projects
-

Once all the data has been added, your report should look like this:

Example:



These are the fields
you have just added

£

 [Projscts {with Model) "PROJ_FULL"][[[Projects (with Model) "CLIENT_NAMEI] [Projects (with Modsl)."PROJ_DEADLIN

8. Adding stationary data to other bands.
8.1. Add a header for your report by clicking the Text object button and placing the object on your report, within the Report
Title band.

Y |Code |Dam |Page1 |DialogPagel|

z | [ T A - T
-9 GroupHeader 1 -
DialogPags1

- DateEdit1

- DateEdit2

- Ejtbon]l_ @ ReportTitle: ReportTitle1
(at) Button2 -
N b

GroupHeader 1: TfrxGre «

Properties | Events -

Alowsplit  alse x| s - GroupHeader: GroupHeader1

Child o

Conditon  FIBQuer| |

Description B

DrilDown [ False “

ExpandCrilDe ] False -
[#HFont (TFont) =

Height 0,60 i}

KeepChid — []False ) | PageFooter: PageFooter1

i

THEEEEELE: B REEE
L

8.2. Type the header for your report in the memo window which appears.

Texk | Format || Highlight |
En] E # =

* ¥ ¥

Prajects Repnrﬂ

[ OK H Cancel l

8.3. Data will be displayed in your Master Data band in columns (each indicated by a field from the query). Add the names of
these columns right above the query field objects in your Header band: Project name, Client, and Deadline the same way you

added the header text object.
After this your report should look as follows:

Example:

Report Title: ReportTilel
Projects Repor

Header: Header|
'ijam Name : :Ciianl : :Daadlim °

[Projects {with ~ [Projects (with Model). "CLIENT_NAME"]| [Projects (with Model)"PROJ_DEADLINE"

9. Preview your report by clicking the Preview button.
3 Note: You can further configure the style of your report by configuring the style of text objects. Select the required text object and adjust its format in
the Properties area to the left.

10. Save your newly created report by clicking the Save button and close the report designer.

Your new report is now ready to be used.



If you want to save this report in a separate file in the Reports folder of Projetex (so that you can send it to other Projetex users),
select the report in the list and click the Save button.

See also:

Managing custom reports



Creating a Master-Detail Report

It is often needed to gather information from different database tables. For example, to obtain a list of quotes and a list of
marketing records for each client. In this case, the list of clients represents the "master" data, and the lists of quotes and events are
called "detail" data (they show details for each client).

Objective: Create a report showing lists of quotes and marketing events for each of client.

1. Run the Projetex Server Administrator, turn the database offline by clicking the Go Offline button and switch to the Corporate
Settings > Reports tab.

2. Click the New button; enter the report's name and description into New Custom Report window and click OK.
In this case none of the pre-designed queries suits this report, thus new queries must be created.
3. Click the Data tab to begin adding data to your query,

DEHLR aEs |

~ | Hp arial
Code( | pata |)Pagel
zl
@ id Report
‘4| i~ Data
TI J Pagel
7

4. Click the FIB Query button and place a FIB Query object anywhere on the white field.

File Edit Report View Help

NEdR|aE | fe

- | T Arial -0 -
b |Code | Data |Pagel
A El | 100

&3 Report

A 1 pata

5

GDS

; 4

cos

&
kS
100 |

Data: TfrxDataPage -

5. Double-click the new object, and enter the code text of the first query:

Example:

SELECT

CQUO_NAME,

CQUO_SENT,

CQUO_TOTAL B

FROM CMULTIQUOTES

WHERE CLIENT ID = ?MAS CLIENT ID

This query will extract quote names (CQUO_NAME), dates (CQUO_SENT), and quote totals in the base currency (CQUO_TOTAL_B).
The line WHERE CLIENT_ID = ?MAS_CLIENT_ID arranges the data by master client reference.

6. Repeat step 5 (click the FIB Query button and place a FIB Query object anywhere on the white field) and add the following
code to the second query:

Example:

SELECT

CTRACK DATE,

CTRACK_INFO

FROM CTRACK

WHERE CLIENT ID = ?MAS CLIENT ID



This query will extract dates (CTRACK_DATE) and notes (CTRACK_INFO) of marketing events (shown on the Marketing tab of the
Client window), and will also organize the data by the master client reference field.

7. Repeat step 5 (click the FIB Query button and place a FIB Query object anywhere on the white field) and add the following
code to the third query:

Example:
SELECT
CLIENT NAME
FROM CLIENTS

This query will extract client names, which are also needed to build this report.

8. Click the Page 1 tab to begin designing the report page.

File Edit Report View Help

DS dR|aE | &] % Ga@| 9 o B |
= = |B 1 U
[E Code | Data (|Pagel
A | 1 100 1 2.}:1 1
i3] Report
S

(=) +1 FIBQuery1 | : 5 ==

. -1 FIBQuery2 B LA A nlA E
oS | 1 FIBQuery3 FIBQueryl  FIBQuery2 FIBQuery3
i i 2] Pagel

) 5

FIBQuery3: TirxFIBQue

9. Click the Insert Band button and add a Master Data band. Select FIBQuery3 as the dataset for this band.

r ™y
Select DataSet @
[not assigned]
|l FIBQuery1
|l FIBQuery2
Mumber of records: 0 =
[ CK. l l Cancel l

A A

10. Click the Insert Band button and add a Detail Data band. Select FIBQuery2 as the dataset for this band.
11. Click the Insert Band button and add a Detail Data band. Select FIBQuery1 as the dataset for this band.
12. Drag the necessary fields to the appropriate data bands.

Example:

Dragged the following fields: CLIENT_NAME - to the MasterData1 band, CTRACK_DATE,CTRACK_INFO - to DetailData1,
CQUO_SENT,CQUO_NAME - to DetailData2.

MasterData: MasterDatal | FIBQuery3
JFIBQuery3."CLIENT_NAME"]
DetailData: DetailDatal | FIBQuery2

[FIBQuery2." [FIBQuery2."CTRACK_INFO']

DetailData: DetailDataz | FIBGuery1
[FIEQuery1." [FIBQueryl."CAUO_NAME"]

13. Add Header and Footer bands to separate various fields visually.



Example:

The following bands were placed in this example: ReportTitle, 2 Header-type bands (Header1 and Header?2), Footer band and
PageFooter band. Also labels for header bands have been added.

ReportTitle: ReportTitle1

MasterData: MaskerDatal || FIBQuery3
rl[FIBQueryG."CLIENT_NAME"] )

Header: Header1

a4

-

:Marketing History

a4

DetailData: DetailDatal || FIBQuery2
[FIBQuery2."[FIBQuery2."CTRACK_INFO"] !

a4

Header: Headerz
.

:D uotes

a

DetailData: DetailDataz || FIBQueryl
[FIBQuery1."[FIBQuery1."CQUO_NAME"] i

a

Footer: Foaoterl

PageFooter: PageFooterl

Repart collected: [Date] [Time] " " Page [Page#] of [TotalPages#]|

14. Now the report can be obtained:

Example:

A fragment of the resulting report, showing clients (master data) and the lists of quotes and marketing records for each (detail
data).

Alter Ego Solutions
Quotes
20004 2006  Mulla quam.

Electric Dream Design

tar keting History

26052000 S6n5Tn

25052008 S6nSnSGn

Quotes

21.01 200G Field mis-match (Trescription)
16022008 Acrolexic Didtionany

Mythology Development Company
Marketing History

25052000 S5nESn

05052009 S6nS6n

26042000 56nS6nAGN

Quotes

10042008 EconomicHistory Manual

Feportcollecd: 6402009 102813 AR Page 1013

See also:

Managing custom reports



General troubleshooter

Problem

License key
does not work.

Connection to
Projetex Server
cannot be
established.

Error when
trying to save a
document for
printing.

Database
version error.

The Projetex
Workstation
fails to connect
to the Projetex
Server with the
following error
message:

Gateway not
found.

Be sure that
Projetex Server
is installed on
192.168.1.103.

(Error Code:
10061).

Probable cause

You may be trying
to use the Projetex
Workstation key to
register the Projetex
Server.

The Projetex Server
host computer's
name was specified
incorrectly.

Firewall or anti-virus
software may be
interfering with
Projetex Server
operation.

TCP port 211 may
be closed on the
Projetex Server or
Projetex
Workstation host
computer.

Smart tags of MS
Word may be
interfering with
template variables.

The database may
not have been
updated during the
Projetex Server and
Projetex
Workstation update.

You have selected a
computer without
an installed Projetex
Server, as a server.

Projetex has not
been installed
properly or has
been updated
partially (i.e. only the
Projetex
Workstation has
been updated).

Solution

The license contains two separate key sequences. Ensure that you use the Projetex
Workstation key to register the Projetex Workstation.

In the Projetex Workstation login window, click the Server button. Enter the correct
network name or address of the Projetex Server host computer. Click the Test
Connection button. If the connection test fails, click the Browse button to see the entire
network tree, or try pinging the Projetex Server host computer through the Windows
command prompt.

Try adding projetex.exe to the exceptions list on the Projetex Server host computer.

Ensure that TCP port 211 is open on the Projetex Server or Projetex Workstation host
computer

Try to disable all smart tags in MS Word.

On the Tools menu, click AutoCorrect Options, and then click the Smart Tags tab.
Click Remove Smart Tags, and then click Yes to confirm the deletion.

Run the Projetex Server Administrator, go to the Database tab. The current database
version is displayed on the Database Version field. Click Run Update Script and
select the update file which updates the current version to the next one. Repeat this for
each update script until your database is updated to the latest version. For example, if
your current version is 34 you need to select dbx33to34.ptu, if your current version is 32
you need to select dbx32to33.ptu and then dbx33to34.ptu.

After the Projetex Workstation is launched, click the Server button and check whether
the correct IP-address is entered. If the Projetex Workstation and Projetex Server are
installed on the same computer, choose This PC. Then try to connect to the Projetex
Server.

Re-install your copy of Projetex Workstation. For this, download the latest build of the
program and install both the Projetex Server and the Projetex Workstation over the
current copy of the program without uninstalling of it.



FAQ

Q: Is there any chance we can try it before we purchase the full software pack?

A: Download free trial 30-day version of Projetex at: http://projetex.com/translation-project-management-software-free-download

Q: I downloaded the Projetex Server Administrator as a 30-day trial, and it is requesting a password. Could you
please help?

A: There are default login and password, which you can change in future:
Default Login: Admin

Password: admin

Q: What happens to the license if we change (buy new) computers; will it be possible to transfer the license from
one computer to another?

A: After purchase we will send you license code and you will be able to transfer / reinstall Projetex to new computer as many times
as you need. If you lose your license key — we will send it to you again.

Q: I have lost my license key; can you please send me my license key once again?
A: There are two ways how to restore lost License Key for Projetex:

1. Visit http://clients.translation3000.com/ and log in using e-mail, which you have indicated during the purchase, when
ordering Projetex. On this web site you can always find all your licenses and restore any lost license key.

2.Send us your Purchase ID or your registration name and e-mail, which you have indicated for sending the license key, when
ordering Projetex at Projetex Help Center and we will send you your license key.

Q: What is the difference between Projetex and the Translation Office 3000? I'm confused. Why two programs?

A: Translation Office 3000 was developed for freelance translators; it simplifies accounting, marketing and invoicing tasks. Projetex
is project management software developed especially for translation agencies it is much more powerful and has a lot of additional
features. Also it supports multi-user work. We have a lot of users that started with TO3000 and later switched to Projetex.

Q: Does Projetex have all the same accounting functions as TO3000? (For example for tracking freelance invoices
and payments)

A: Projetex has much more accounting functions and a lot of additional features for tracking of jobs, invoices, payments, quotes,
etc. Projetex was designed especially for translation agencies and it has a lot of new features. The two main differences are:

1. Projetex is a client-server application.

2.In addition to Clients and Projects modules seen in TO3000, Projetex has Freelancers and Corporate Team modules.

Q: How can I upgrade from older Projetex Workstation build to newer Projetex Workstation build?

A: Just install new workstation in the same folder as before, no special steps are necessary. Note that upgrade of workstation may
require upgrade of server as well, in this case workstation will pop up message prompting you to upgrade server software.

Q: How much do we have to pay for new build of Projetex?

A: As long as new build is within the same version, you do not have to pay anything. If new build has different version number
than the one you possess (e.g. if you own license for Projetex 10.0 or older and wish to update to 3D), look for special upgrade
pricing, as we always give preferential upgrade prices to users of previous versions. "Preferential upgrade” means that for users of
earlier versions the price they have paid for Projetex 10.0 plus the price of upgrade to Projetex 3D would be less than price of new
Projetex 3D license.

Q: Where can I find new update scripts?

A: All the update scripts for Projetex database are installed along with the new build. By default these scripts are located in the
following folder:

\Program Files\AIT\Projetex 3D\Projetex Server\DBUpdates
After installation of new Projetex Server build you will find new update scripts there.

Q: I would like to start from scratch. How do I empty the database in order to have a clean start?



A: First, delete or move to other location your current database file Projetex3D.mdf located in C:\Program Files (x86)\Microsoft
SQL Server\MSSQL12.P3D\MSSQL\DATA (this folder is set by default, your location may differ). Then, run Projetex 3D Server
Administrator Setup again and select the Empty Database option.

Q: Will I lose my database after update of Projetex Server?

A: No, you will not lose your database. Simply reinstall Projetex Server with Do not install database option selected.

Q: Can Il install both server and workstation on the same PC?

A: Yes. This is default setting in evaluation version. When you install both Projetex Server and Projetex Workstation on the same
PC, Workstation connects to 'localhost’, i.e. the same (local) computer.

After you move server to some another PC on your network, change server name to name of that PC by clicking Server button on
Workstation login window.

Q: How can I move Projetex with my database to another PC?

A: To move Projetex from PC1 to PC2, install Projetex on PC 2 without demo database (clean start) and restore the database
created on PC 1 on PC 2 using Restore option in Projetex Server Administrator.



AnyCount

Word Count, Character Count, and Line Count Software

AnyCount is an essential time-saving product for any translation business. It produces quick and exact automatic
counts both in words and in other volume units (characters with spaces, characters without spaces, lines, pages,

custom units) for all common file formats. AnyCount counts words — you count money!

n AnyCount 3D - Enterprise Edition
=] Files Settings All Formats Count! Export Print Invoice Language
Al wlll
Count! Results

PDF | [E] Details

Count Units: |\words M

File File Total
Ditrados\Manuals\SDL MultiTerm 2011 Extract User Guide.pdf
Divtrados\Manuals\SDL MultiTerm 2011 SP2 Installation Guide.pdf 5683
Ditrados\Manuals\SDL Trados Studio 2011 SP2 Installation Guide.pdf 11525

33933
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Files: 3 .PDF Subtotal: 33033
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Web-site:

http://www.anycount.com

Total:
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Translation Office 3000

Portable Headquarters of the Freelance Translator

Translation Office 3000 transforms the complex and diverse world of your translation business into an easily-manageable one. It
is widely used by small translation agencies. It is a unique combination of many benefits for your translation business in a single
software package. With Translation Office 3000 you can communicate more consistently keeping track of all the important things,
which happen in your freelance translation business. This software will be your personal accountant, adviser, assistant, and project
manager. Simplify your task of administration workflow with Translation Office 3000!
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Client Jobs Window

All client jobs stored in the database are listed in the Client Jobs window. The options available for this window are the same as
those for the Client Jobs tab of the Project and Client windows. The major differences are:

e TheClient Jobs window displays all client jobs of all projects/clients.
o New client jobs cannot be created using this window.

o Existing client jobs cannot be deleted using this window.

Client Jobs|~
Edit Status: |*all* - Invoiced: |*all - | Project Manager: |*all* -
#  Code Job Name Project o Assigned Deadline Completed Group of Services
J-DNEQOOD: DME web-site check General consistency check of Digil 10.12.2016 09:00 | 10.12.2015 18:00 - Mo - DTP Tasks
J-DNEOOO: General consistency chec General consistency check of Digit 10.12.2016 09:00 = 14.12.2016 18:00 - No - Other

Filters

Use the Status filter drop-down list to display only completed, not completed, or overdue client jobs.
Using the Invoiced filter drop-down list you can select to display only those client jobs which have or have not been invoiced.

The Project Manager filter drop-down list allows you to select to view only jobs managed by a particular Project Manager.

Client Job Statuses

Jobs in the list are shown in different colors. These are determined by the current status of each client job:

e Green— the client job is not completedyet, but its deadlline is in the future.
e Blue— theclient job is not completed and due today.
o Red— theclientjob is not completed and overdue (its deadline is in the past).
e Black — the client job is completed.
<3 Note: You can change colors on the Colors: Status tab of the User Settings menu in the Backstage view.

Also, if a job has any status other than Normal, it will be highlighted in a different background color:

. Orangebackarotnd — on Hold status

o Green background — Heads-Up status
o Grey background — Canceled status

3 Note: You can change status of any job with the help of the Special Status drop-down list in the Edit Job window.



