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1 Foreword

When we were working on projects with specific customers, as a small company, our Professional Service
Manager was working hard every week updating a spreadsheet to be sent to all the employees so they
would know what to do in the coming weeks.

On the other end, at the end of each week, we had trouble filling the timesheets, have them signed by the
client and sent back to the manager, who was sharing the information with the project manager. The first
one would have used the information to commioate with the accounting department to have things
sorted out and invoices printed and sent to the client on a regular basis, while the project manager used
the information to update his project management sheets. Both needed the same information for
different purposes: financial, people management or project management.

The information used was also invaluable to define the trends, how the project is doing, how people are
doing, and the impact on the company itself: what is the forecasted use of gmurees, what kind of
return do projects provide and so on. Time and material projects do not get the same focus as firm and
fixed price projects from a top management standpoint. However, we had to struggle to make sure the
projects were successful, sowyaould restart on other ones for the same customers.

Professional services, with sales, helped determine what the business and client need in the near to long
term. Timesheets are the cornerstone of management. Not only, can it help you know what needs to be
invoiced, but when the level of detail is sufficieyou can also determine how much work has been done
and how much is left. Project time reporting is critical to managing correctly projects. No matter whether
you prefer PMI, Prince2 or even your own compgngwn methodology to followup on projects,
understanding what has been done, what is still required before completion and determining how time
has been spent is critical.

We figured out that small to medium companies need a tool that is easy to use, easy to set up and
maintain. We have used our awexpertise in the domain of project management and development to
think about a solution that would match these needs.

We establish the framework for convenient project management, time reporting, correct invoicing and
aim at making them all easier.

We hope to delight you when using this product. Do not hesitate to send your comments and remarks to
support@equadix.comWe have had fun (what an ugly word) developing it. We want to make sure that
you will likeus ng it

Our Web site is available atww.equadix.com Consult it to find the latest about the product and the
services we can provide to your company.

The Equadix product management team.


mailto:support@equadix.com
http://www.equadix.com/
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2 Architecture

The Problem

How do employees work? How do they receive their assignments and how do they communicate with their
offices and managers? How is information provided? How do they report their activities and the time spent
on each of themEfficiently reporting time as well as receiving the correct amount of information to do the
job properly has always been a major communication issue in projects. Telling people what to report, when
to report it and how to report it has always been compl&ke main reason is that this is administrative
work, often seen as bureaucratic and considered as secondary. Despite the fact that, if you need to
measure, you need to know what to measure and get the relevant information, as far as many people are
concened as time consuming and somehow boring. We have created a server and a client application. The
client application works in conjunction with a server. We have tried to keep things simple, so if people do
not have fun reporting time, at least, it has to bienple to use and consume as little time as possible.

How it works. Two applications: a server and clients

The Professional Service Management application is a #eeed application. It is composed of a server
application, which is backed by a relata database to handle the information and help report on it. A
client application has been designed to communicate with the server. The server can be used standalone
while the client always requires a server to provide it with information to set it upth@rclient itself, the
application is backed by an XML database, whose information is partly created locally and partly provided
from the server.

The communication between the client and the server takes place-miaie The mails can be either placed
in the outbox of a supported mail client or directly through a SMTP server, in which case, the client and/or
server need to be connected at the time the information has to be transferred.

Both applications can either processails that have been retriexeby the email client or from a POP3
server.

Only emails that are pertaining to the application are processed. The otheads are left ass by the
application. The cleanup of relevant mails takes place automatically as soon as the mails have been
successfully processed.

Equadix
PSM Client
Application

Equadix
PSM Server
Application

To compile the information, it is not mandatory for the client to send the information in bulk. The server is
able to manage any chunk of information of any size. There is no constraint about how often the
information has to besent or its level of completeness. Since there is no human intervention in-thaile

Equadix Professional Service Management i Client User Guide v2.2 Page 6
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processing, frequency of reception can be increased at no cost. If information has already been sent and is
changed, the enails are always processed Fihst FirstOut, keeping always the latest information.

On the server side, the application works with a relational database (that is not part of the product and is a
prerequisite to its installation). It is based on a relational model that can help any company datshmine
information and provide trends and information that the product would not propose by itself.

The database and application do not have to reside on the same computer, but the server application
cannot work without having access to the database.

To @mmunicate with the clients, the server application must reside on the computer having access-to an e
mail client or have access to both an incoming mail POP3 server (to receive information) and an outgoing
SMTP server (to deliver information).

Managing prmojects, time sheets and professional services

The server

The purpose of the server is to solve several cases revolving around the same issues:
1 Telling people what to do and/or where to go
1 Telling them when to do it
1 Getting the information about what haactually been done, notwithstanding the fact that reality
might differ from what is expected
1 Gather information for different purposes:
- Project followup
- People followup
- Thirdparty Invoicing when applicable

Communication between managers, professiosatvices, projects managers and their employees and

team members is a twavay communication process. On one end, you have the manager coordinating the

different employees under his/her responsibility. He receives information from the customers, based on

dif f erent means, phone call s, project manager s, purc
availability, the manager tries to get the best out of his team. This is a tedious and complex work, since

(s)he has to accommodate different sources, ddéfarrequirements, and different contracts with many

constraints.

The process is usually asynchronous

From the field, we have figured out that such communications are not synchronous at all between the
parties. When an employee is working remotely at atomer site, we cannot take for granted that he has
access to the Internet, Web sites onwils. Some activities in the military or banks might even prevent him

to have access to the outside world through the Internet. Even if (and that is usually tbdarasving

users) he has a laptop, this one is not always connected to a network (given that this network has itself
access to the Internet), while he might be working on it.

When managing projects and related efforts, you always focus on the prdjsttafd only when you have

a break or are back home, think about maintaining the necessary administration between the employer and
yourself. Very few people are maintaining a diary their activities during their work. Even on the next day,
they have diffialties figuring out hour by hour what they have done the day before.

Since we are all addicted to owmeail system, automated communications witkhneils is the simplest. We

all have at least one-mail address. The Equadix applications work usingags as a communication mean
between the client and the server. This also simplifies the administration of the networks on both ends and
deals with firewalls, proxies and other means to protect the source and target networks. It also protects
networks from umvanted activities for the client.

Equadix Professional Service Management i Client User Guide v2.2 Page 7
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To be easy to use, the application has to deal with sending and receivingnttadlse without any need for
the employee to attach, detach, extract or manipulate the data.

The PSM application has to be simple to ushak to be easier to deploy and maintain. The future of the
application is to be able to communicate between different versions of the client and the server; if again,
such updates will be asynchronous in the real life. Anyone who has dealt once with meptoknows how
compl ex upgrading all assets at once might be..

Managing local or geographically spread teams

You do not need to be a professional service manager to use this application. Imagine yourself as a project
manager, with teams spread dlifferent locations in different buildings. Even if all parties are all located on
a campus, The Equadix solution works equally well since communicatiemhbil is the only preequisite.

Gathering information on a regular basis is a challenge. Evdnangentralized information system, there

are always people who do not have access to your application, temporarily or on a permanent basis. What
Equadi x PSM <can do for geographically and di sconi
information has nger been that easy. On the client side, providing relevant information is just a click away.
Ultimately, when the client application is not available, the server application is able to do the job as well.

The application principles

The “ ser v etually the plate whers theamanager manipulates the different components of an
assignment. The basic elements for an assignment are:

- A company providing the service (usually the company of the user of the application)

- A company consuming the service @ndbe the same)

- A project on which employees work

- Tasks (or activities) that compose the project (a project can be composed of a single task)
- Employees to deal with the tasks/activities

The whole complexity of the process consists in matching the reqeinésrwith the profiles for different
people, based on the needs of every project. It is actually simpler than you might think when you look at it.

If employees are to work on a time and matetiasis for a given periodhis application helps. Managing

such people is quite easy when the client company h
week after week, month after month, the employee sends back his timesheets signed without much

interest for his employer to know exactly to the point whhey do. Invoicing at the end of the month has

no complexity whatsoever, since it is usually as easy as multiplying the number of working days by the
agreed daily amount.

Project management and employee management is not always that easy. Employees gar time at
several locations during the same week, work for different customers on different projects. Some of these
projects might be time and material projects, while others are firm and fixed price projects where the whole
risk is no longer on the shlders of the customer, but on those of the supplier. In that case, closely
monitoring what happens, how tasks are executed, the order of magnitude of each of them and the
different interactions between a groups of people becomes much more complicatedattage and to
track.

Equadix PSM helps facilitating the monitoring and follgqwof such complex situations, which may start

with as little as two employees’ interactions to r
amount of employees grows amdlationships become much more complex.

Equadix Professional Service Management i Client User Guide v2.2 Page 8
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Equadix PSM aims at simplifying the process of managing employees, the delivery of schedules and the
communication of timesheets as well as the consolidation of projects.

The whole process is asynchronous, so gaatty can deal independently with their dedicated constraints
and availability. On the client side as well as the server side, information can be prepared at any moment
and sent only when the party feels it is the time to communicate changes or new infiormd@he process

is not only asynchronous between the parties, but, internally to each application, the user can decide when
it is suitable to deliver the information to the other party.

Equadix Professional Service Management i Client User Guide v2.2 Page 9
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3 Installing the server application

The installation of the server application requires the .NET framework 2.0 and one of the versions of SQL
Server: SQL Server 2000, SQL Server 2005, SQL Server 2008 or SQL Server Express 2005 or SQL Server
Express 2008.

It has been tested againgYindows XREnglish and international versiongyindows Vista(English and
international versions) as well &indows7 (English and international versions).

Note: The application will not install with SQL Server Expressariternational version of Windows 7
RC (Build 7100).

(Disclaimer: the network installation of the database requires a good knowledge of security and possibly,
specific server setups. Should you need to install the database in a remote location, @easeyour

system administration to prepare the infrastructure? Equadix is providing the remote installation service
for your convenience and does not support problems related to a remote installation.)

1. Download first the application (as a MSI file) frdme Web site or have it downloaded by your system
administrator.

2. Locate the file and doublelick it to start the installation.

3. Thesplash screeshows first. Click oNext

e N
%! Equadix PSM Server g )

F&)uadix

Professional Services
& Timesheet Management

Server vz.2.0

Copyright Equadix 2007-2011. All Rights Reserved

Cancel Back Nesxt >

4. The wizard welcome screen appears. Clickertagain.
5. Read the licensagreement.
If you disagree with it, you should stop the installation and delete the application package.
If you agree with it, click on thleagreeradio button. Then, click oNext
6. Choose which version of SQL Server you will use to install theatstabhis database is required. The

server cannot work without a database. Currently, it supports various versions of SQL Server, including
SQL Server Express that can be downloaded from the Microsoft web site.

Equadix Professional Service Management i Client User Guide v2.2 Page 10
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15 Equadix PSM Server [ESTIE >~

Database version selection E uadix

Professional Services Management made easier

Select the database against which you will run the application

() SAL Server 2000
@ SOL Server 2005 / 2008

(©) SOL Express 2005 / 2008

Cancel | [ ¢Back | [ Hew>

7. Click again ohlext

8. The next screen te you specify the creation parameters for the database. All parameters should be
correct for you if you do not know. If your system administrator has specific requirements, you are
able to address them here.

#) Equadix PSM Server P E)

uadix

Project Progress Management made easier

Database definition Parameters (142) E

If the database does not exist, what will be its creation parameters:

Datahase Mame:
EQDx

Diata File Size [in Mb}:
[so

Lag File Size fin Mb)
[

Cancel | [ <Back | [ Mews

The database name is by defaBDXChange it to whatever your standards are if required.
The database size and log files are respectively sedtwlband10 Mbby default.

Click onNext

9. The second screen for database definition parameters gives more insight about how the internal
security is set up. Again, if you are not familiar with these parameters, please contact your system
administrator for more specific information. SQL Server Management Studio (SQL Server 2005/2008)
or the Enterprise Manager (SQL Server 2000) will let yongehthem later if necessary.

Equadix Professional Service Management i Client User Guide v2.2 Page 11
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1) Equadix PSM Server e

Database definition Parameters (2/2) E uadix

Time Sheet Management made easier

Please erter the database connectivity information. Note: SUL Server 2008 uses a tusted
connection

Hast name:

[locathost

Usemame:

[eade

Passwond

[eade

Schema

|aqu

Concel | [ <Back | [ Hews

Thehost nameis the name (or the IP address) of the server where the database will be installed.
Localhostmeans that the application is going to be installed on the local computer.

Note: If you install the database on §@xpress 2005/2008, the database can only be
installed locallylocalhostis the only possibility and should not be changed. The installation
will detect the installed instance hame automatically.

Usernameis the name of the user that will own the difént tables.
Passwords the password for the user, specified lisername

Schemadefines the name of the schema where to install the tables. The tables are created in their
own schema to avoid conflicting with other applications or allow reusing atirexidatabase if
necessary.

Note: If it does not exist, the database is created with the default collation sequence available on the
SQL Server installation.

Click onrNextwhen you have completed the information or accept the default values.

10. Select thadirectory where to install the application.

) Equadix PSM Server (=] E ]

==
Select Installation Folder E uadix

Professional Services Management made easler
The installer will install Equadiz PSM Server to the following folder.

To instal in this folder, click "Next”. To install to a diterent folder, enter it below or click "Browse®,

Eolder

C:4Program FileshEquadizh. Browse.

Browse for the directory and clidext.
11. ClickNextto confirm the installation process startup. It will install the application and either create or

update the database if it finds a previous version that is not compatible with the current version. If the
database exists, it is recommended to take a baciithe database prior to installing the application.

Equadix Professional Service Management i Client User Guide v2.2 Page 12
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12. The application and database install automatically.

Note: When you uninstall the application, the database is not removed. Only the application files are
removed from the computer.

Equadix Professional Service Management i Client User Guide v2.2 Page 13
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4 Licensing

The application is composed of a server application and a client application. The licensing scheme
applicable to each of them is different.

4.1 Server Licensing

The licenses are not linked to the server itself, but to the amount of effective employeesréhat a
managed at a point in time on the server.

If you are managing 25 employees simultaneously, you need 25 license units. If you have references to
50 employees in your database, only 20 of them being effective, you only need 20 license units.

The peoplare not effective or discontinued immediately, but from the next day on. This is the
reflection of what happens internally to the company.

The server license comes witlo (2) free licenses. This is what is needed to test the application and
define whether it matches the needs. If you purchase extra licenses, the two free licenses remain and
sum up with the licenses you have purchased.

It is possible that the number of efftive employees in the database exceeds the total number of
licenses, in which case the application only deals witholllest effectivefirst N employeesn the list
where N is the total number of available licenses.

Maintenance and support are availatdeparately. Please contact Equadix sales department
(sales@equadix.confior more information about the different maintenance schemes available.

4.2 NOClient License needed.

It is very hard for companies to manalggenses with roving users. A company might require
information from other companies, with which they have no other relationship than a commercial
relationship, and would like to use Equadix to communicate the progress of their work.

To avoid licensingssies, Equadix does not require any license on the client. The client application can

be freely deployed on any number of computers. This solves complex licensing issues and allows you to
spread the client on as many computers as required.

4.3 Keeping track dyour licenses

To check the amount of available and free licenses, déeipA About
In Usegives the number of licenses that are currently used by the application.
Availablegives the number of licenses that are currently unused.

The sum of thén Useand Availablegives the total number of licenses available to the server. In this
case, the total i45 + 2or 17 licenses.

Below is mentioned the license expiration date if one has been specified (in case of evaluation on a

bigger scale than thewvo licenses available by default). If there is a mix of expired licenses and regular
licenses, the mentioned date is the date when the total number of available licenses changes.

Equadix Professional Service Management i Client User Guide v2.2 Page 14
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4.4 Adding licenses to the server

Following the information that has been pided to you by Equadix, install the licenses as follows:

Adding licenses is achieved through thed Licenselsutton on the About screen.

-

o About PSM [

E u ad X N Bt 4506

Licensing Information

Licensed to Blue Desk Consulting
Licenses: 12

In Use: 4

Available: 8
License Expiration: Mone

Professional Service

Copyright 2007-2011. Equadtc. All ights reserved.

Close

The screen gives you on top of it the history of licenses that have been added to the server. The

organization mme is coded into the license. It cannot be amended directly.

The license information given tells you about:

- The type of license : Four types of licenses are available and cumulative

0 Regulars the standard license

0 Supportprovides support for new versns as part of a support contract. Otherwise, licenses
are for a single major version only.

0 Upgradelicenses allow licenses for a previous major version to work with the current major
version of the application.

0 Replacemenis usually a combination of threbove.

The different license types can-eaist in the system. They can be added independently.

- Generation dateis when the license keys have been generated. It is provided to you as information

with the license

- Thenumber of licensedinked to the license you are adding

- When the licenses expire, should they expire. If they do not exNivegis specified.

- The license key itself.

To add a new license, fill the information as it has been provided to you. The license key is validated
against that information. Once the license key has been validated, newly added licenses become

effective immediately.
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r N
@ Add Licenses Q'

Organisation Name:  Blue Desk Consutting

Vers Type H Disc Date Key

4 n L3

License Type
@ PRegular () Support ) Upgrade ) Replacemert

Generation Date: 121272011 -

Number of licenses: Version: 2

License Expiration Date
@ Mone ©) ExiresOn (1271272011~

License Key:

[ Valdate License | | Cancel |

The application sums up the different licenses that have been acquired, giving the flexibility to upgrade
when needed.
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4.5 Exceeding thewumber of licenses

When creating new employees, you might find yourself with a number of active employees in excess of
the number of licenses you own. The application does not stop functioning. However, to match the
number of licenses, only the number eiployees that correspond to the number of licenses is

activated. The other employees are deactivated until the number of licenses matches or exceeds your
needs.

In case the event occurs, you will get an information message when starting the application.

e y
Number of active employees exceeds licenses [él

The number of active employees (5) exceeds the number of active
! . licenses (2). Only the first 2 oldest effective employees will be activated

There are two ways to solve the issue: either discontinue some of the newly created employees, or
contact our sales or go to our Web site to acquire more licenses.

Equadix Professional Service Management i Client User Guide v2.2 Page 17



Euadix

5 Server Management

The server is the base component of the application. ilfifemation starts here and ends here.

5.1 Starting the application

Whenever you use the application for the first time, you have to get yourself known by the application.
The first thing to create is your own company definition. Define who you are, whadyaund
information people have to know about you.

The application is available from the program list in the Equadix submenu.

5.1.1First time startup

The first time the application is started, the application prompts for the database connection data
(unless wu have selected all the application defaults when installing the application, in which case the
application will set them by default).

By default, the default value for the server is setdoalhost If you are using a remote installation for
the datalase, specify the host name or host IP address.

If you have installed locally the database with SQL Server Express, you must specify the instance name
behind the host name, separated by a backslash, sutbcathost SQLExpressf you have chosen the
default instance name when installing SQL Server Express).

By default, database name, schema and user are all three sgjdg which are the default values
proposed during installation. The default password is not specified. If nothing has been changed during
the installation, the password is also by default seetuix

o Database Access Information | (S

Database Connection Information
Server Address: Jocalhost]
Database Mame: eqdx
Database Schema:  eqdx
User: eqdx

Password:

[] Save password for next login

[ ok | [ Coneal |

Save the information for subsequent startup, you wilt see the startup connection dialog again.

If you wish to change later the connection information, gatmIsA h LJi A 2 y & X

5.1.2Regular application startup

When you start the application, you first get a window with a menu and a toolbar on the top, a tree
view on the left end side and a MDI zone to the right. All-ntodal windows open in that area.
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€ Equadix - Professional Services Management =&

File Reports Scheduling Management Tools Window Help

LR K

Employees

Projects

] &1 Management

-&1 Support

[#- 4| Scheduling & Delivery

4

- | s

ket 2 1

&

&

2)

The different menus define the different tasks supported by the application.
File

By default, this menu contains only the Exit menu item. When stattieglifferent application
components, the menu fills with the contextual menu items that pertain to the active window.

Based on the context in which you are, different menu item lists appear, helping you better manage the
non-modal windows.

Reports

Thismenu item lists the different reports that are available from the application.
Scheduling

In the scheduling menu, you make the assignments happen in three steps.

a. Link employees to projectéou link employees to projects, defining who does whatioom.

b. Define who works on what wheBbefine the schedules for the different employees, if the base
information is available for use (companies, people, projects and tasks).

c. Deliver the informatianCommunicate the schedules to the different pastie

The counterpart of delivering information to the parties is getting and integrating actual assignment
data into the application. This happens here as well.

d. Receive the information from the use@ather information about the assignments after tHegve
been completed.

e. Manage and print consolidated information Pr i nt reports, export dat a,
Management
I n this menu, you manage all the “static” aspects

the employees. The diffent menu items cover in a logical way the different aspects. Namely,
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- Companies

- Employees

- Projects

- Project Tasks

- Support Tables:
V  Public holidag
V  Email Schemes
V  Payment Terms
V  Employee Roles
V  Contact Types

- Employee Availability

When getting new contracts farew projects generating new assignments, you have to let the system
know about these, before being able to match employees with project tasks.

In the management menu, you follow the logical order for project settings. First, you manage companies
(your cusomers, suppliers, but also yourself). Each of these companies has employees with whom you
may work. The employee profiles have then to be entered second. In this application, every employee is
linked to a company and that company must exist prior to baibig to link the employee to it.

Note: It is not possible to link an employee to two different companies.

Since you use resources from different origins, you may have suppliers on the projects. You deliver
projects on behalf of your customers. Interrtdients are considered as being part of the company, but
you might as well create departments as customers if it makes sense to you.

Third, you define projects (including related financial information). Similarly, to employees, projects are
always linkedo companies, which have to exist prior to the project definition.

Eventually, a project is split in a number of tasks (or activities) to be executed by employees.

Some corollary aspects of the application are also managed from that menu. The sujpestdafine
company specific aspects, such as
1 Payment terms,
1 Public holidag/ Public holidayswhich vary from country to country and from year to year (at
least for most of them),
1 Email schemes (to simplify the construction of amail address formemployee, saving you
time),
1 Employee roles (to define what roles can be played in your projects),
T Contact types (since we do not know who your c
Eventually, it will be convenient to know when the employeesaaalable to know how or when to
assign them to the different projects. You will be able to plan for different events and communicate
them.

Tools
Importing and exporting to the different external applications starts from the tools menu. It includes all
communications between the application, Microsoft Excel and Microsoft Project to import information
into the application or export actual work to files for sharing the information between the team

members and other usages..

This menu contains the definition of the application defaults (including cultural or regional defaults to
apply) as well as thie LJ(i A 2ngn@i Xem to set the different parameters for the application itself.

Window
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In the MDI section of the applicationpy are able to tile or cascade the windows, as well as go directly
to a given window.

Help
Find information about the application and manage your licenses from here.

From this menu, you will also be able to check whether a newer version is availaldewnbbad it.

5.2 Display of the information as a tree

g Comparies The tree view on the left gives a synoptic view of the contents of the
+-kva Employees aati

+.| Projects application.

+('§L Management ] ) ) ) o

- Support It is dynamically created and fed from the information that is input. You
#- 5] Scheduling & Delivery are able to access existing companies, tieenployees, the different

projects and their tasks.

I f the | ist encompasses |listings from above, you
of depth you ask for. Given that the information is created dynamically based on the point othew

depth could be infinite (though the computer itself will obviously determine the technical maximum

you can reach).

Each of the tree view elements might show different qualifications for the objects. For more
information, about each of them, you shiolbrowse this documentation for the related item, in order
to understand what each of them means.

You find all the categories that are available from the main menu. When dalibleng an item, this
item is open for modification in the MDI to the rigot the tree.

To create an item that does not exist yet, use the relevant option in the corresponding menu item. It
appeatrs in the tree view afterwards.

5.3 Setting up some support parameters first

The application is flexible enough to be able to cope with any kind of company in any kind of situation.
For that reason, before starting using the application effectively,may wantto define the contents of
the support tabledirst in order to havehe best experience of the product.

Those support tables help you define parameters that can be specific to your company (such as
payment terms), your countryp(blic holidag) or processes (roles in a project, contact types-orad
structures to help gu input faster new employee definitions).

1.1 Seel.1Adapting the colors

The colors for assignment statuses, invoicing statuses and absence statuses can be changed and adapted
to better suit you needs. The changes are saved at user level. If several users are sharing a workstation
with different logins,each of them can have his own choice of colors, though it is quite recommended to
keep the same standards to avoid confusion when visually reading the assignments.

To change the displayed colors, go to

Tools4 / KFy3sS /2t 2N&AX
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-
Colors

Agsignment Statuses

Flanned: -
Tentative: -
Awaiting Conf:
Exzcuted: -
Deleted:

Invoicing Statuses
Unassigned:
Pre-Paid:
Billable:
Invoiced:

Paid:

LLALEL

Mot billable:

Change here the differert colors used around by the application

Absence Types
Vacation:

Training:
Sichkness:

Cther:

LN

Unknown:

Absence Statuses

Qi

Requested:
Validated: s
Cancelled:
Fejected: -

[ Restore default colors
[ Cancel ]

Each color can be chged independently. It is also possible to set up colors in such a way that a color

shares several meanings by setting up the same color for different items, should it make sense to your

organization.

The different financial statuses are defined at apglaalevel. Depending on the project and its
characteristics, the way invoicing is dealt with really depends on your company profile. If your

organization does not use invoicing functionalities in this application, simply ignore the background

colors or sethem up to neutral colors instead.

All default colors can be easily restored if yost fwack of the original colors.
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Application Support tablesn page84 for more information.
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5.4 Building the project information

The first information to enter is the definition of your own company. This will set ugtbend for
using the application, linking suppliers or customers to your company as well as defining the links
between them.

5.4.1Companies

Three company types are defined:
1. My Company(the company that is using the application)

The company/companies thaire defined with that value are companies that are using the
application. These are also called application reference companies. If you have to support multiple
legal or logical entities, you can define all of them with that value.

When you start usingie application for the first time, the first company profile that you create
must be yours. In the next steps, you are able to define suppliers and clients for a reference
company.

2. Supplier company
The supplier company is defined as providing a service to your company. You might (or not)
manage the schedules of employees from those companies, based on the relationship between
that company and yourself. You define the reference company the suppketohae linked to
among the list of available reference companies.

3. Client company

The company you define is using your services and you manage people in that respect. As for the
supplier, you define which of your reference companies is the referencg@anyfor the client.

Note: It is not possible for a client to have multiple providers, though it is possible for a reference
company to have as many suppliers or clients as required.

Company identifiers
Companies either are given an identifier automatically or you can specify them manualfZsee

Managing Application Optionpage79). This company identifier is carried across the application as the
identifier for the company. The iddifier is unique among the companies.
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®) Equadix - Professional Services Management

=@

R

QH& 9|8 Re R

File Reports  Scheduling Management Tools Window Help

- Companies

K'i?ﬁ Employees é, Companies: Search & Update EI@
| Projects
-8 Management Compary: 1 Blue Desk Consulting
- @ Suppert Company Type
&) Scheduling & Delivery o . § o
@ My company ) Supplier () Cliert

Core Info. | Addrees | Financialinfo | Emplayess | Invoicing | Reporing | Lo/ |

Communication Language

[Englsh-United States -

E-mail

Default E-mail Address:  etienne buckir@teledisnet be

Default E-mail Suffee: @ blusdeskconsutting com

Address Scheme: firstname Jastname @mycompany.com V]
Reference Unit Week
OF @ sk datson:
Weskend starts on:
Working Hours

Madify

If you do not choose to have the identifier automatically generated, the application validates that you
have explicitly specified an identifier. When automatically generated, company identifiers start at 1.

The dentifier has to be an integer number. It does not support letters.

Specifying the company identifier instead of generating it helps you manage companies in sync with
other products that you use. If the company is referenced elsewhere in your organizéiteonumber

can be reused. This simplifies further reporting or data extraction at later stages, while simplifying the

process of reminding who your clients or suppliers are.

To search for a company (especially if you are managing lots of them), ieitedirectly the
company identifier or search on the company name. The applicationfdlgthe name according to

what has been input.

Managing the company information

Once the information for the company has been defined, you can save it from dithenenu or

using the defacto standard shortcut for saving informatioB TRL+HS

Other options include the creation of a new company, closing the current window or saving and

closing in one step.

B
X
=

File | Reports  Scheduling  Management  Ti

MNew Company Ctrl+N
Delete Company Ctrl+D
Save Company Ctrl+5
Save and Close Company  Ctrl+5Shift+5
Close Company Alt+F4
Exit Ctrl+X

What is in a company definition?
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The differentaspects of the company are managed in a number of tab folders, where information is
grouped by category.

The different companies supported by the application are:
a. Yourself a.k.a. My Companyrour information needs to be available to the employees and
employees. In this case, the company is known esference company

The application is designed in such a way that you do not need multiple instance of the
application to manage multiple companies. This can be done centrally.

Company Type
@ My compary ' Supplier ) Client

b. Suppliers you can use thigpplication to manage the schedules and project progress of
employees that work actually for one of your suppliers where you have outsourced the project.

Company Type
My comparmy @ Supplier - Client
Reference Company: 1 Blue Desk Consulting -
You have to specify which company is responsi bl

be given the list of all the companies that have been set ugya€ompanyYou can only select
from that list.

c. Clients Similarly to suppliers, define yooustomers

Company Type
My compary "~ Supplier @ Client
Reference Compary: 2 White Horse Saddles -

The company tabs
The different tabs cover

- Tabcore info What do you need to communicate information between the parties?
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Core Info |Address I Financial Info | Employses I Invaicing I Reporting | Lo/ * | *

Communication Language

|English-United States -

E-mail
Default E-Mail Address:  ts@purplefeel com
Default E-mail suffix: @ pumplefeel com

Address Scheme:

[firstname.lastname@rn}'comparry.com VJ
Reference Unit Week
@ Day () Hour ————
Week starts on: Manday -

Hours in a

day of work: 8 Weekend starts on: | Saturday -
Working Hours

The core information covers various aspects, such as the communication languagen#ileaedress
where the process related information has to be returned. This is theadd address that is used to
communicate between the client and the server.

The email address can be any valid address from which you are capable of retriewiagsgwe will
see later hav e-mail processing works). When messages are sent from the application, they will all
appear as coming from thatmail address.

The default email suffix and enail address schemes are used when defining employees. If you have a
standard naming scheme, h e e mp tmailyaddeesses aw generated by the application, saving you
time.

The reference unit defines how work is counted. It can be either by hour (then, every hour is counted),
or by day, in which case, you have to specify what the regular nuwftfeours in a day of work is (This

can be a decimal number, such as 7.6 hours). As timesheets are sent back in hours, this will be used to
define overtime when and where applicable.

The application manages weekend days differently. Since the firafdhg week might vary from
country to country, it could vary from client to client or supplier to supplier. By default, the working
week starts on Monday, while the weekend starts on Saturday. Those application defaults can be
modified.

Working Hours

Working hours are bound to a company. The button is not available as long as a company identifier has
not been specified.

Each company has its own working hours. Though
variations can occur in companig&mployees must be aware of the local culture and stick to it. For that
reason, there is a possibility to encode the various working hours for any company you define.

By default, the working hours have been set from nine to five with no lunchtime. Whesaxauthe

information, the new working hours override the default values. The hours have to be set using military
time, from 0:00 to 23:59.
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) Working Hours @

Week Days

Moming Lunch Aftemioon
Monday: | [iEE] | ] 17:00
Tuesday: " pg.0p = 17:00
Wednesday: ™ pg.np m 17:00
Thursday: 09.00 B 17:00
Friday: 09:00 E 17:00
SRR AT AT Moming Lunch Aflemoon
Saturday: 09:00 El 17:00
Sunday: 09:00 E 17:00

[ ok | | cance |
To “enable” lunchti me, check the box in the middle

(12:00) and 1M (13:00). It does not affect the time for the end of the day, so defining a lunch might
require that you amend not only lunch times, but other times as well.

- TabAddress Where can | find this company?

|D::re Irlfol Address I Financial Info I Employees | Invoicing I Reparting I Lagota] it

Main Location

Address Line 11 Research Blvd

Address Line 2:

Address Line 3:

Town,/City: Austin State : ITEX,&S -
fip: 78759

Courtry: lUnited States vl

Contact Location

Switchboard: | (512) 555-1234 Facsimile: (512) 555-7896]

A company can have several locations and asis. It is also possible that several companies are
located at the same address (in the same building).

The first address line is mandatory; lines 2 and 3 are optional.
The notion of state, as known in the US, varies from country to country. So, wtiig senew country
in the application (See the definition of support tables), the identifier from state changes when another

name has been defined at country level. That is how yowseetyin the UK provincein Canada or
departmentin France.

- TabFinancial information What do you need to know to invoice correctly?
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Core Info | Address | Financial Info | Employees I Invoicing I Reporting I Loy 4| *

Miscellaneous Information
Payment Term: [Immediate vJ Cumency: (USD -

Registration Mumber:

Tax Information

Sales Taxrate: 0

Bank: Infarmation

Bank Accourt; | 123-456783-12
IBAN:
BIC:

When creating a company, the default payment term comes from the application defaults. When the
system is started for the first time, a default payment term is defined. Until payteent is changed or
other payment terms are defined (Menu ite@ompany SupporttablesA t | @ YSy (i ), th& NI & X
default payment term is applied to newly created companies.

The currency is defined through the company country definition, but can be changed

Value Added Tax (VAT) or Sales Tax can apply depending on the country (See application defaults to
switch for one or the other). If in the case of the current company, sales tax on services does not apply
or the company is VAT exempt, enter O as percentage.

Company registration number is also the VAT number in EU countries.

Bank account information is free format text (there is no specific split per country. Enter it as a string of
characters),

The IBAN (International Bank Account Number) and BIC (Bank Identifier Code, also known as the Swift
code) apply to 46 countries in the world (Andorra, Austria, Belgium, Bosnia And Herzegovina, Bulgaria,
Croatia, Cyprus, Czech Republic, Denmark, Estom@e Khands, Finland, Former Yugoslavian Republic

of Macedonia, France, Germany, Gibraltar, Greece, Greenland, Hungary, Iceland, Ireland, Iceland, Israel,
Italy, Latvia, Liechtenstein, Lithuania, Luxembourg, Malta, Monaco, Montenegro, Netherlands, Norway,
Poland, Portugal, Romania, San Marino, Saudi Arabia, Serbia, Slovakia, Slovenia, Spain, Switzerland,
Turkey, Tunisia, United Kingdom).

The IBAN code is syntactically checked.

Information is printed on reports, helping the client get the necessary inftion.

- Tablnvoicing how should the invoices look like?
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| Core Info I Address I Financial Info | Employees | Invoicing I Reparting | Laftal®

Invoicing Preferences

Inwoice Split Reguired

Invoice ttem Split Rule: [b}’ employee, by project V]

[T Include proiect order reference Invoice Copies: |1
Invoice Prefic.  Invoice 2009 Last Invoice Number: 420
Special Motice:

Thig iz a mandatory comment that has to appear on every invoice r

How should relevant information be reported to your customers? Controlling what the employees
achieve and their timesheets is a way to control the amount of work and the amount of money that
goes with it.

If no split is required, invoices list information by ascending date.

Invoice information can be split
o0 by employee, by project
o0 by employee, by role
0 by project, by employee
0 by project, by task

(See the reporting section for more information)
In order to match invoices against purchase orders (and streamline the 'R@ibkss), customers may
require that the purchase order reference is specified on the invoice. In that case, chdokltiae

project order referenceox.

Invoice copiedefines the amount of copies of each invoice that are to be printed by default when
launching a print.

Invoice Prefiach (unique) invoice number can be prefixed by a string.
Last invoice numbetefines the &st invoice number to be used as start for the new sequence. Specifying
the last number helps generate correctly the forthcoming invoice numbers when they are generated by

the application.

Some organizations require specifying a relevant comment for dngpany that receives the invoice.
This comment is printed on every invoice copy.

- TabLoga when invoicing or filling timesheets, what logo should we display on our paperwork?

! POIM: Purchase Ordeinvoice Matching
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| Address | Financial Infa | Employees | Invoicing | Reporting | Logo | Projed + | *

>

| impot Company Logo | | ClearCompany Logo |

The logo is displayed on every timesheet or invoice that is printedlofioeis also transmitted to the
employee, whose client application manages the image on the timesheets automatically.

The logo also displays on reports.

Note: the logo is not resized when appearing on the different reports. Hence, the logo shoulddied Iga
with a size that matches the reports available room (1 inch x 4.1 inches, 2.54 cm x 10.4 cm).

- TabReporting: When reporting on projects, how should the information be displayed? What is the
focus?

[ Address | Financial Info | Employees [ Invoicing | Reporting |Logo | Projed [ |

Reporting Order Preference
(By Company. Project, Employee 7]

Consclidated Report Requested

- TabEmployeesWho is defined as working for thempany?

| Core Info [ Address | Financial Info | Employess [ Invoicing | Reporting [ Lo ¢ [* |

employess ) Cortacts
Last Name | First Name |Ac‘tivation | Disoonﬁnuaﬁon| Effective?
Buckstead John 03/28/2009 123172089 [v
Flouwer John 10401/2009 12/31/2089 [v
Smith Mike 04/27/2009 123172089 [v

“ I J

Effective Emplovess
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This listing gives the list of known employees or contacts for a company. The information is a view of
what has been defined at employee level.

By default, only effective employees are displayed in the list. Discontinued and future employees are
displayed when the check b&ffective Employeés unchecked.

For more information about setting up employees, $4.2Employeeson page30.
Similar information is displayed when choosing Contacts rather than Employees.

- Tab Projects Which projects is the company working on? This tab displays the different projects that are
linked to the company.

Financial Info | Employees | Invoicing | Reporting | Loge | Projects Al
@ Own Projects Supplier Projects Customer Projects
Project Ref Project Name Status Start Date End Da
BlueGlobe IT Energy Savings Active 05/25/2005
MNewHR NewHR Active (05/25/2009

€ T 3

| Efective Projects

Effective projects are those currently under way (projects with an actual start date and that have not
been completed. Seg.4.3Projects on page34).

Projects are listed in three categories:
- The company’'s own projects (Own Projects)
- Projects where the company is the client for supplier projects (Supplier Projects)
- Projects where the copany is the supplier for client projects (Client Projects)

By default, only effective projects are displayed. Projects with no actual start date or with an end date
are not effective. Uncheck the check box to display all projects. Columns are individutlyle.

5.4.2Employees

No company can work without employees. Any company has at least one employee. Even if a project is
awarded to a company, it is physically executed by human beings. Once you have defined a company,

the next step consists in definingeheferences of the employees that are working for that company

and that have a meaning to your management process. Those people have to know about the projects,
their assignments and the reporting that you expect from them.

When managing projects, you mmnunicate with two types of employees: people executing the project
and people interacting with it. Those contacts might be external business stakeholders, external project
managers that are out of your control, or sales people, discussing the finantadsdé the project.

You can define both types. The difference between them is that employees are either managed or
unmanaged (for external companies) and can be assigned to tasks or activities within the scope of the
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project. Employees can be eitheff@dtive or discontinued. The number of active employees defines the
need for licenses. Employees can only be made effective or discontinued from the next day.

s Employees: Search & Update = @
Company: 1 Blue Desk Consulting
Employee: 2 Flouwer John

Employee Information
Last Name: Fouwer First Name: John
E-Mail Address:  john flouwer@bluedeskconsutting com
Telephone: (512) 555-1234 Type: I Resource - ‘
Facsimile: (512) 555-5678 Language: IEninsh-United States "
Mobile Phone:  (512) 555-7830

Default Rate: Activation Date: iE/01,2009 [Ekg
Managed [ Subcontractor Discortinuation Date:  12/31/20589 [ERg
Diary

Employees are linked to a company. Create the company first. All employees are lirdtedand only
one company. Should an employee work pimrte for different companies, he has to be-cesated for
each company (in which case, he might be given different employee identifiers).

Managing employees

File | Reports  Scheduling  Management Tt

1 MewEmployee Ctrl+M
1% Delete Employee Ctrl+D
A Save Employes Ctrl+5
Save and Close Employee  Ctrl+Shift+5

Close Employee Alt+F4

Exit Ctrl+X

Employees can be created, modifieddmleted. They can also be discontinued.
The email address
The email address is generated automatically based on what has been defined at company level as

default email scheme. It is still possible to modify it to have it match the actual addresk#s not
match exactly the default scheme.

Note: It is critical that the email address is correct, since this is what the program uses to communicate
with the employee.

Creating a new employee
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The employee identifier is generated automatically. has possible to input it manually (but you can
search on it). This is an internal reference for the company. The employee identifier is given to simplify
search, similarly to companies, they can be searched by full name (The full name is definedamdast n

followed by a space, and then first name)
What you have to know about employee deletion

Employee deletion is available, but you must be ready to lose information about the work achieved by
the employee as well as project information, since the work on the project will be lost as well.
Information about the employee appears in projects, tasksesheets, and invoices and so on.

Before you delete an employee, you will be given the actual impact of the deletion. You might have
good reasons to delete an employee: the employee never worked on your project, you have created a
future employee whalecides foranes how and so on..

The deletion is not logical but physical once saved. Having a backup of the database is a good way to
recover from the deletion, should the case occur:

Before deleting, you are given an impact analysis. You will knownfenwy assignments will be lost, as
well as the impact on the project.

Impact of deleting employee (1/2) Grayson, Jeremy

Lost Assignments: 0
Lost Worle 0 hours

When deleting, the information will be logically deleted. It will only be physically deleted when you save the information from the File
Menu.

Before deleting, please ensure that you have taken a database backup in order to recover if needed. ..

Impact of deleting employee (1/2). 1 is the identifier of the company, while 2 is the identifier of the
employee.

A warning is displayed in red. Once you know what is going todmpwu can still cancel.

Saving employee information

The employee information is saved by either using the menu or the usual standard shortcut keys (such
asCTRL+® save oICRTL+ShiftH8 save and close the window in the same command).

Practical nformation

The employee information can be input. It contains information about how to get in touch with him/her
by phone, mobile phone or facsimile.

The employee type is important. Three values are possible:

o Employee This is the default type for commigcation. If you are communicating with your
own employees, internally or externally, this is the type to use.

0 Application Manager This is the definition of a person managing the application. There is no
specific links related to this type of person. Téirmply shows that this corresponds to the
information of the person to contact in case there is an issue.

0 Contact A contact person is a person that does not fit the first two categories, but are
interested in keeping track of. The person is registered, but you cannot interaciriajl e
with him/her.
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In case of a contact, the form does not show the default rate atievation and
discontinuation dates.

The default rate is the rate at which the employee work is usually invoiced. This is a daily rate. The
currency is the company currency

If the employee is managed, that means that you can define the scheduldsatoermployee. It does
not need to be the employee of your company. It could be the employee of another company that is
being used on lonterm contracts in time and material mode, for whom you specify the work

Subcontractor is informational. People carfide themselves as belonging to a company (and having all
the aspects of a given company, includinmeail, desk and so on), but being actually working for
another employer.

Diary information follows the employee. When saved, the free text includes tteeatad time when it
has been saved. It can be seen as a list of short memos about the employee. The diary is cumulative.
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5.4.3Projects

The core element of the Equadix application is about managing people working on projects for clients
(whether internal orexternal does not make any difference. The client could be another department of
your own company).

If you recall the current structure, we have companies. Companies can be you, your suppliers or clients.
Those companies have employees. These employeesraployees working on your projects or
contacts.

Your company has signed for projects, has designed, or has defined its own projects.
Project definition
The taxonomy of project definition can be defined as follows:

The project must be defined in trapplication

The tasks that compose the project are known.

You define the tasks to be achieved.

For those tasks, you define roles.

To fulfill the different roles, you need one to N individuals. Some of these individuals might not be
controlled by yoursk (they would come from other companies), but you might have to know what
they are doing to control the project momentum.

. You link individuals to projects with specific roles.

7. Each of the tasks (see below) must be assigned to one or more individuals.

gD

Thenext step consists in defining the project, the roles and assign individuals to specific roles on the
project.

Defining projects
To define or amend the definition of a project, go to
Management4 t N2 2SO a X

Specify first the company for which yoefithe the project, using either the identifisor start keying in
the name, as auto completion is enabled.

If you have never created any project for the company, the application asks you whether you would like
to create a new project. Otherwise, it diggk the different projects for the company.

No project found &J

l ,  There is no project for this company. Would you like to create one?

If projects already exist, you have to goRite 4 New Projectinstead to create a new project.
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| Projects: Search & Update = @I

Project Company: 1 Blue Desk Consulting

Project Ir.formation

Reference: BlueGlobe -
MName: IT Energy Savings
Description Energy Saving applied to DC -

Project Status: | Active - Order Refersnce:

Dates |Comn'|ent5 | Finance | Locationl

Project Dates
Estimated Actual
Start: 1170272011 Start: 12413201
End: 12/28/2012 - End: 12413201

Thereferencefor the project is a 1&haracter string, with or without spaces, lowercase, uppercase or
mixed. It is used to reference the project easily.

Thenameis a project short description.
Thedescriptionis free text describing the project.
A newly creategroject has a status set tdew.

The purchase order reference is optional and refers to the document that justifies the project.

Dates

By default, the estimated start date is the current day and the estimated end date is tomorrow. None of
thesevalues makes sense as such and is to be modified. The estimated dates are purely informational.
The actual project information is appearing when assignments on the project are available in the project
past. If the information is in the future, it does nappear here. A date in the future can only be
informational. Only assignments in the past define the project actual start.

The project is only considered as terminated when the project end date has been set. The last available
assignment does na@utomatically define the project end date.

Comment

This is a diary of events that you want to keep about the project. The diary cannot be edited and is a list
of events that have been input. When saved, the information is time stamped.
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- Comments | Finance | Location

Cliary

Great Time to use Equadix PSM 1] -

Finance

Everone has to figure out whether the project is under control and, obviously, below budget. With the
information input under the tab Finance, you are able to have a helicopter view of the project.

Excess units are defined as what exceeds the current dapiéd The client application defines

standard time and over time. By default, standard week overtime has the same processing as Saturdays.
Public holidag are considered as Sundays. (For people having the weekend at other period of the week,
the actual seting is: week overtime has the same processing as first weekend day,pubiie holidag

have the same processing as the second weekend day).

If your company has specific agreements about overtime and weekends, specify an excess amount for
Saturdays an&undays, expressed as a percentage of the original rate. If the percentage is left to 0% (or
Charge Excess Unissnot checked), the meaning is that there is no overtime processing or excess
processing. All days or periods are treated similarly.

The Exess percentage adds to the standard rate. If you want to charge a Saturday at 150% of the
original rate, enter 50% (in excess of the standard 100%).

| Dates ICornmerrtsl Finance | Location|

Financial details
[7] Charge Excess Units [ Pre Paid
Project Health 0
Billing Cumrency: uso - [F] Fixed Price Project
Estimated
Cumulated Costs/ 0,00
Revenues:

Project Healttcalculates automatically the cumulated costs (if you are funding the project) enues
(if you are developing it). This value is based on roles, assignments and people.

PrePaid Some services are ppaid and the corresponding amount cannot be charged twice as long as
the prepayment has not been completely consumed. The amountbeaxpressed as a number of

days (if the project unit is the day) or amount (if the project unit is the hour). Consumed days is a
calculated value that accounts for the portion of the fp@id chunk that has already been consumed.

Equadix Professional Service Management i Server User Guide v2.2 Page 38



Euadix

Check therixed price mjectcheckbox if the project has a fixed price. The cost structure of the fixed
priced project can be controlled at task level.

Location

It defines the default address for the company where the assignments have to be performed. By default,
the applicaton proposes the default address of the company.

| Dates | Comments | Finange | Location |

Froject Location
Address Line 1. Research Bivd 7845
Address Line 2:
Address Line 3:
Town,/City: Austin State : | TEXAS
Zip: 78759
Courtry: United States

Select Address...

You can selectthe St SO0 to Bhieds&idra ore locations (as long as they have been defined
for the company). This information cannot be modified at project level, but at company level.
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5.4.4Tasks

Tasks and project management

The project is split in smaller chunks that are making it easier to achieve. It also helps defining what
everyone in the project should do. Project management is about defined the tasks (or activities),
assessing how mudime people will need to achieve them or in which order they have to be
accomplished. Tasks can be executed by one person or a number of them depending on the task
complexity and its relationship with other tasks.

Tasks can also depend on one anotherpheahe critical path or simply be milestones in the project. The
purpose of Equadix PSM is not to address the project Work Breakdown Structure (WBS). When reaching
this point, the WBS is supposedly known.

The application does not help you plan the tasks, it will help deliver the right information to the
right people and help you gather information about the achieved work and what remains to be done.

The tasks that are to be executed by the employees have to be input into the system. The structure of
the application helps maintain a strong relationship between the task and the project management tool.
You have two ways to load tasks: one task at a time, or import information from a Microsoft® Project
file (See6.1Importing activities from Microsoft Project®n pager?2).

Each project has at least one task upon creation
The approach to define a task is consistent with what you already know about the application. First, you
have to define the company, then, choose among the projemtshat company. Eventually, you will

add tasks to the project.

By default, when a project is created, it is assigned a default task (the task can be renamed). Any project
you create must have at least one task.

t+ Project tasks: Search & Update = @

Project Company: 1 Blue Desk Consulting

Project Reference:  BlueGlobe «  IT Energy Savings

Tasks

+ Analysis Acceptance -
- Project Launch

- Project Risk Anahysis

=1+ Acceptance Criteria

#-  Acceptance Test Book Definition

Acceptance Test Book Validation

- Application Scorng # Acceptance Criteria Definttions

Task (17) | Finance I Commerts

Task Id: 17 Acceptance Criteria WBS: 1.2

m

Duration
2 Days Hours

Status:

Dates
Estimated: 152.80

Originally Planned on: |[¥] D5/04/2011 » Planned

Started on: Bcated.

Awating Confimation:
Completed on:
Time To Complete:

Each task has an internal identifibvat is sequential and is used throughout the application. The task
identifier must be unique, but is not a key.
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To avoid any confusion between the task sequence number and task identifier, the sequence is specified
on the tab (such as abovieask (2), while the task identifier can be input.

RRAY3 G(Falax

The project Work Breakdown Structure (WBS) can be input as needed. To add tasks to an existing
activity or work package, there are three possibilities available from the main menu or the context
menu

1. Add a task before the current task (ShortcGTRL+B
The task identifier is the one of the before which the task has to be inserted. All task identifiers
after the new task are all incremented by one.

2. Add atask after the current task (ShortcGTRL+A
If the task has subtasks, the new task identifier will be the next task identifier available for a
task at the same level.

3. Add a task under the current task (ShortcGTERL+)J
The new task identifier will be the first one and creates a new level if it doeexist yet.

When a task identifier is set, all subsequent task identifiers are incremented, keeping the sequence of
identifiers. The internal sequence numbers are incremented, regardless of the position in the tree.

When tasks are added or modifietthere is a sign that appears before the task:

V' Denotes the task currently displayed in the details

+ Denotes a task that has been added to the list and has not been saved yet

%  Denotes a task whose contents halseen modified. Any addition of a task bedoanother task
modifies all the tasks that are located after in the sequence.

58St SGAy3a Gralax

A spurious task that is not needed or that has been added by mistake can be removed (Shortcut:
CTRL+D

If a task has been sent as part of a schedule, inwtlbe possible to delete it.
Task status
By default, the task has the status of a new task (a task with the disuss a task without
assignments and actual data). You can input the estimated amount of work you expect to complete the
task. Based orhe company profile, the choice between days and hours to express the amount of work
is predefined (if you need to input a number of days, you can input decimal values).
The other fields are computed based on the return from the assignments.
Information aout the duration is based on the assignment information and feedback.
Days/Hours that arplannedare to be executed against the task in the future.
Days/Hours that arexecutedhave been confirmed and task feedback has been received.
Days/Hours that arawaitingconfirmation were to be executed in the past, but no information has
been received yet about the actual information.

Financial information

Information about task finance only applies if the project is a firm and fixed priect.
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| Task (17)| Finance | Commerts

Firm & Fixed Price Information
[] Financial Miestone
Invaicing Info:

[ Invoiced

Invoice Number: Invoice 201°

Amount to invoice: usp

If the project contractual statements define several payments based on the project progress, the
completion of specific tasks and the validation of the actual occurrence of the event (i.e. the task has
been actually completed, the milestona$ been reached), you can define the installments by setting
up a financial milestonerou can alsdefine the amount to invoice when that milestohleas been
reached.

Comments diary

As in other parts of the application, each task has a diary that can be completedime by the
application manager.

Task (17) | Finance | Comments

Diary

Wednesday, December 14, 2011 09:20:06 PM

m | »

Task delayed with project

% A milestone is a task with a null duratdnn t he real wor | d, i tushbeagresdo me “t hi
and validated that it has been reached. This can be formally accepted during a meeting or be confirmed by

having a project stakeholder signing an official document confirming that the point has been reached, hence
releasing the instalment.
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5.5 Employee Availability

One of the key to managing projects consists in having a good view of who is available when to achieve the
different tasks that you expect them to achieve in order to succeed in the project.

Too often project schedules are t@ptimistic because the project managers think that people are always
available. Even if you manage multiple projects and multiple clients, there will be days where your employee is
not available to anyone and will not be able to help any project. Theglasent or unavailable. During that

period, they will not be able to help any of the projects.

Obviously, the information must be integrated when scheduling the project. It is also possible that the

conditions change. The request for unavailability may cénoe the employee (request for vacation for

instance), but also from the company (planning a training). Eventually, plans might have to be changed because
an unplanned event must be accounted for, such as sick leave.

Handling all those events help manafe projects better and make them more predictable. Some events are
global, such as the weekends and public holidays. The others are personal.

By default, the employee is present on every business day, excluding public holidays and weekends. This is the
reason why the form is mainly registering the periods where the employee is going to be unavailable. This is
also why that form can be seen as registering the absences of the employee.

The display and management is similar on both server and client apptisatome limitatiomapply on the
client compared to the server.

5.5.1 Availability Display

The management of the availability of employees can be managed for all employees on the server
(ManagementA 9 Y LJt 2 & S S | )@ifdr thé odirfent nipyée(s) onetclient ScheduleA Manage
' @ AfDoAE AGREX

By default, until an employee has been selected, the current year appears, with only weekends displayed. The
calendar is aligned on the weeks.

No public holidays are displayed so far since they depend on thetrgotine employee depends on.
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. Employee Availability = @
Compary: | Year 2011 -
Employee:
MTWTFSSMTWT SMTWTFSSMTWTFSSMTWTFSSMT
January 12 3]als|s|7[8aw0/n]z]13]1a]5]16]17]18]19]20]21 [22]23]22 25|26 |27 28 [29] 30 31
February 1l2]z]als 6|7 |89 |tw|n|iz|1|a]s]w|7|e|e|n2]2]2]2 2526|272 |
March 12z ]als 6|7 8|9 w|1|1z]13]1a]15]16]17]1e]19]20] 2122|2328 25 |26 |27 |28 |29 |30 3
April 112 3 a|s5|s|7 |89 l0|11|12]13]14]15|16[17|18|19|20]21 22|23 |24 25|26 27|28 20|30
May 123 a|5|6|7 |85 10[11|12|13[1a]15]16[17]18]19 20|21 22|23 24|25 26|27 |28 28] 30]31
June 1]2]3fals|6| 7|89 |tw|1|2|13 1251617181920 2 22| 23|24 |25 |26 |27 [28 [ 25 [30|
July (112 3 456|789 |w0|n|wr]n|wu|wn|w 7|n]o|20]2 22232 252222203
August 1l2]3lals]e 7|89 |1w0|m|n2|13]a]5]w]7e|1e|2021]22]23]2¢ 25 2627|2820 2031
September [1172]3 a|s5|6|7 |89 |10]m|2]1z]1a]w5|w|17|1819|202122]22 |28 2526 |27 |28 2020
October 102 3|a|5|6|7|8|9|[w|[n|wz|wr]w|sle7]e]e]0 2222 25222 2220
November 1l2]z]als 6|7 |8|9|w|n|iz|1]a]s]w|7|e|e|2]2]22]2]2 2526|2728 |20 |20
December (11203 a5 |67 |8]e|10n|uz]m]u|n|w|mlee|2]2]2 2205 %22 s0
Employee Yeary Information
Business Days: 260 / Total Absence Days: 0 / Validated Days: 0 / Requested: 0 / Canceled: 0 / Rejected: 0 Prind..
Lesene AM M D D
1 Available 1 Requested ‘ Walidated - Rejea;ed 1 Cancagl\ed 1 "S:EEOE?: Hﬁ‘oﬁg;y
acation Sickness er Training

The legend at the bottom of the window displays the colors and their explanation. Each day is split in two
zones. The upper zone gives the status of the absence, while the bottom part gives the reason for the absence.

Legend

Weelk End Bank

AM FM Day Day
1 | Available |1 Requested ‘ Validated - Rejected 1 | Cancelled 1 Uinknawn Holiday

Wacation Sickness Cther Training

A full day is represented by the upper part completely colored. Otherwise, only the above triangle is filled if
only AM is concerned. The lower triangle if this is PM only.

Covered absence types are:
Vacation

Sickness

Other

Training

Unknown

=4 =4 -8 —a -2

Statusedor absences are:
1 Requested
M Validated
1 Rejected
1 Cancelled

When coming from a client, all absences are requested. Rejected or cancelled absences mean that the
employee is actually available. They are left for information until they are cleaned up.

Client:the current user information is displayed automatically. It does not need to be selected.

5.5.2Retrieving the information
The application retrieves the public holidays from the public holiday table that you have set up.
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The display is given by year. By défsare available the current year and the next one if no information is

available. Otherwise, information about all years for which absences have been registered appear in the list.

© Employee Availability =R E=h ===
Company: 1 Blue Desk Consutting Year: 2011 i
Employee: 2 Flouwer John
MTWTFSSMTWTFSSMTWTFSSMTWTFSSMTWTFSSMT
January .2345873910111213141516 18] 192021 [22 23] 24 [ 25 |26 27 | 28 [29 [30 | 1
February 1l2]3lals 67|89 w0|n|2z|m]wu]|s]s|7 15'19'20I22'23'24 25 |26 |27 |28 |
March 1l2]z2]als 6|7 8|e|w|n|z|=]u]s]w]7]e]w]20]21]22]23]28 25|26 27|28 |29 |20
April [112 a|a|5|6|7]e]9|w|n]2]=]e|ws|w|7e|19|20]21 2223|2425 26|27 28|20 |20
May 102 34|56 7|89 10]1|12]1=|u|s]s]17]e]w]n|2zz]2]5x]7]zs 29.31
June 1l2]3a 56789 w|n|iz|=]1a]s]|w|7]e.|1920]2]22]23 24 25|26 |27 |28 |20 [20]
July [1]2 3.5'5'7'3'9'10'11 1213 |14 |15 |16 |17 |18 |19 |20 |21 |22 |23 [24 | 25 |26 [ 27 [ 22 | 20 [30 [0
August 12z ]als]e 7|89 |10]1]12]13]14]15]16]17]12]19]20 21| 22| 23] 22|25 26 |27 |28 |29 |30 | 3
September 12[3 4 . 6|7 |8 |9 [10[1|12]13]14|15|16|17|18]13|20]|21|2|zm|2 |5 |s|27|2]n]0
Oclober 1]2] 3 4'5'5'7'3'9.11 12131415 |16 [17] 18|19 |20 |21 |22 | 23| 22 | 25 [ 26 | 27 | 28 [29 30| 31
November 1l2]3]a]5 8 F's'a'm.m'ws 1415 15'17'13'19'241'21'22'23.25'26'27'23'29'30'
December [172]3 a|s5|e|7]8]o[10]t]2]13]1e1516/17/1813|20 21 2223'24'25.2.‘»'25'29 30|31
Employee Yeary Information
Business Days: 250 / Total Absence Days: 0/ Validated Days: 0/ Requested: 0 / Canceled: 0 / Rejected: 0 Prin..
1| Available |1 Raqiggted o v Rei?{ed il .2 B Viesk End Dk
Vacation Sickness her Training ad

By default, before any absence is created, appear the weekendpusit holidays for the country of the
company if they have been encoded in the system g&@ublicHolidayson page85)

On the server, you need to specify both company and employee identifier. On the client, information app

directly.

@) Employee Availability

By x

Company: Blue Desk Consulting

Employee: | Flouwer John

Year:

2011

ears

5.5.3Managing absences

Absences can be created locally or exchanged between the server and the client. On the server, absences can
be created and validated. On the client, absences can only be requested. When sending information to the
server, all chages to the current absences (including suppression of an existing absence) are sent as requests.

Conversely, all actions on the server are delivered to the client when information Is transmitted to the clients.

Creating an absence

To create an absencelick on the start date.
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Employee Absence &J
Absence Details
Company: 1 Blue Desk Consulting
Employee: z Flouwer John

14

Period
Unavailable from 14411720011 B~ To 141172011 [E~

" @ AM #| © PM | ¥ @ Day

7] Repeat only on Mondays during period
[ Include weekends and public holidays

Comment

User Request Dats:  |09/10/2011
e—

The absence forms opens. If information exists on that date, it displays it. By default, if no information is
available, default values are used: Duratiamhole day , Reasofvacation, Status requested.

All items can belanged. On the server, a new absence can be immediately validated. The absence dates can
be changed from any date to any date. For a long period, you can specify every business day as an absence.
When the person is only working pé&ite, you can specifg recurring day of absence over a long period.

Check theRepeat only orxxxduring the period(where xxx is replaced by the day of the week you clicked on).
By default, known public holidays and weekends are excluded from the period. By chéoiunde weekends
and public holidaysthe absence will also be saved for those matching dates.

On the client, no absence can be validated (it can be requested) or rejected (it can be cancelled). This option is
only available on the server.
Once createdthe absence is displayed in the calendar with the visual clues about status and reason.

Extending an absence over a longer period

In the case below, the absence has been extended until November 25, 2011, which results after confirmation in
a period definiion, excluding the public holiday in the middle of it
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Period
Unavailable from  14/11/2011

"o

[T Repeat only an Mandays during period
[[] Include weekends and public holidays

B T BT 5

1AM i ) FM (88 @ Day

Comment

Planned vacation

User Request Date:

g A
Employee Absence ﬁ
Absence Details
Company: 1 Blue Desk Consulting
Employee: 2 Flouwer John
Absence Status: Hequested

2 Employee Availability =
Compariy: 1 Blue Desk Consutting Year: 2011 -
Employes: 2
MTWTFSSMTWT S SMTWTFSSMTWTFSSMTWTFSSMT
January . 2 3|4 |5 (6|7 |89 1011121314 |15/|16 18 (19|20 |21 |22 | 23 24|25|ZE|2.7|ZE|29‘3D‘31
February 1 | 2 | 3(4|6 /6 7|8 |9 (1011 |12|13|14 15|16 (17 (18|19 |20 2223|2425 |26 |27 |28
March 1 | 2 | 3(4|6 /6 7|8 |9 (1011 |12|13|14|15|16 (17 (18|19 |20 |21 (22|23 |24 25|26 |27 |28 (25 |30 | N
April 1123 4|5 |6 |7 (89 |10|11 12|13 |14 (15|16 |17 |18|19(20 |21 |22 |23 |24 |25 |26 (27|28 |29 |30
May 1,23 |4|5|6 |7 8|9 |10|11|12(13[14 15|16 |17 |18 (19|20 (21 |22|23 |24 |25|26 2.7|23‘29.31
June 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 (25|30
July 1123 5(6 |7 |8 |9 1011|1213 |14 |15|16 |17 (18|19 |20 |21 |22 |23 |24 |25 |26 |27 ZB|29|30 ‘31
August 1 | 2 | 3 | 4 (5|6 |7 n 9 (1011|1213 14|15 16 |17 |18 |19 |20 |21 |22 |23 |24 |25|26 |27 |28 (29|30 |
September 1123 4 6|7 8|9 10|11 (1213 1415|1617 |18 (19|20 |21 |22 |23 |24 |25 |26 |27 |28 |29 | 30
October 1/2 3 |4|5|6|7|8|89 . 11 (12|13 (14 (1816 |17 (18 (19|20 27 |22 |23 |24 |25 |26 | 27 | 28 | 29 ‘30 ‘ 3
MNovember 1 | 2 | 3(4|6 |6 |7 |8|9(10 12 (13 (14 (15 |16 |17 |18 |19 (20 |21 | 22 | 23 25|26 |27 |28 |29 |30
December 1123 4 5|6 |7 (8|9 |10|11|12|13 14|15 (16|17 |18|19(20 (21|22 23|24 |25 . 27|28 |25 | 0 | 3
Employee Yeary Information
Business Days: 241 / Total Absence Days: 9 / Validated Days: [ / Requested: 5 / Cancelled: 0 / Rejected: 0 Print
fint...
e :
ay
1 | Avaiable P¥| Rocuesed Ml vaidaea Reded |1 Cancetea | 1] VieskEnd Bk
acation Sickness Cther Training Liza Holidzy

The same absence is repeated on all days in the period.
Removing an absence

By clicking on themove Absence(button, all absences between start and end date will be removed, it will

cleanup the whole period. Deletions are also transmitted to the client.

5.5.4Printing a report

The report can be printed by user. It has the same visual as the current display. The report is always printed for

the current employee and current year. From either thenu or the buttons, you can print directly or choose

to preview the current calendar.
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Thet NI Buttak allows to print a similar calendar as the one currently displayed by the user at the time of

the print.
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5.5.5Communicating the absence information

On the server
When a change has been made to the availability calendar, it is sent to the clients at the same time the other

assignments. There is no specific action to take. It is then recommendedegnuilar basis to resend
information to the different users to make sure that they get the latest updatesdliareas bthe applicatiors.

On the client

Any change made on the client is transferred to the server at the sameatiniee information from the
previous assignment information is sent.
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5.6 Scheduling projects

When

1. companies have been created,

2. the relationships between them defined (who is the supplier, who is the customer, who is the
reference company in the middle between the suppliers and the clients),

3. the employees have been input into the application with their details (with a vafichié
address to communicate),

4. the projects and the tasks are known and ready to be assigned,

5. the roles in the organization defined (S&4 Roleson page87),

you have the basic data to prepare the assignments.
The assignment processd¢omposed of different phases:

a. Link Employees to Project3he employees are linked to the project with a specified role (or
several roles since someone could play more than a single role on a project)

b. Schedule Employees / Report Actual Woikhe employes are assigned tasks and companies to
work for on a daily, weekly or whatever basis needed. The application manager works out the
different requirements he knows about as part of the project dynamics and defines the schedule
for each of the employees. tiie employee has no client application, it is possible to enter the
schedule information at the same location (though with a lower level of granularity).

c. Deliver Schedulesivhen the assignments are ready, the application manager defines which
employees shold receive the schedules and for which period. Schedules can be prepared long in
advance, but can only be communicated when required.

d. Process Hnail TimesheetsThe employees, when their duties have been completed, provide the
application manager with théeedback about the work that has been achieved.

Later in the process, it is possible tepent a timesheet or to prepare the relevant invoices.

The different steps of a successful scheduling are controlled frorSthedulingnenu:

Scheduling | Management Tools  Window

-

&y Link Employees To Projects... l

Schedule Employees / Report Actuals...

& Deliver Schedules...

B Process E-mail Timesheets...

T

5.6.1Step 1:Linking Employees To Projects

To link employees to project, go to

Schedulingg [ Ay{ 9YLX2eS8Sa ¢2 tNRra2SOlax

5.6.1.1 Understanding how the information is displayed

The first step in the communication process between the organization and the employees cansists i
defining who is working on which projects.

The prerequisites are that information needed to identify the companies, the employees and the

projects, have been defined prior to the definition of the links between employees and projects. The
companies, emlpyees and projects must exist.
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By default, the window is empty. Two companies are involved: the provider company, delivering the
work force and the company that takes advantage of that workforce to develop its projects.

The first check consists in valithg that the provider (the company that is providing the task force) and
the consumer have a relationship. It also verifies that the consumer has at least one effective project.

Provider and consumer can be the same company as this is the case faelmijects.

. Linking employees to projects
Provider: 1 Blue Desk Consulting

Consumer: 1 Blue Desk Consulting

g Buckstead John |

Flouwer John

Provider Employees < Unlink >

[E=N Ech =<

Consumer Projects

IT Energy Savings
test]

Smith Mike

Cther resources:

Add Cther Resource

[ Selected Employee Only

Mo task project
Company Reorganisation
test1

tesboo:

2000

Selected Project Only

On the left hand side are displayed the available active employees. On the right hand side are displayed
the active projects (for a project to be active, it must not have been cancelled or completed).

Otherresourcese mpl oyees for either

t he

suppliers

provi de

the list. In that case, you must use tAeld Other Resourdmitton. To appear in the list, The employee
must have been created as an employee of the supplier in the apipli; the supplier must have been
identified as such in the company listing. Employees from any of the suppliers can be selected.

The links between the employee and the projects appear in the middle. With a couple of people linked
to a couple of projectsit is easy to read. When there are more people linked to more projects, it can

become a little bit harder to find the links.

To address the readability problem, there are two check boxes at the bottom of the window. When
Selected Employee Ordycheckd, the application only displays the links for the highlighted employee.
ConverselySelected Project Ondiysplays only the links for the selected project. If there is no match
between the employee and the project, no links are drawn.

If some employeeare out of sight, the links do not appear until the employees appear in the list. The

same happens to projects.

When moving the cursor over a line, it appears in bold. Clicking on it opens the link between the

employee and the project.

5.6.1.2 Creating / updatng the link between an employee and a project
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To create a link between an employee and a project, select the relevant records in the employee list as
well as in the project list. When you click thiakbutton, a modal window appears. In that window, you
specify the different characteristics of the link between the employee and the project.

f @ Employee Project Info l&r
Provider: 1 Blue Desk Consulting Resource: 1 Buckstead John
Consumer: 1 Blue Desk Consulting Project:  NewHR NewHR
Restrictions Assignment
[] Permanent On-Site Presence Required First Assignment Date: 04/13/2009
Financial Info visible to employes Last Assignment Date: ASSL;:,;E,“

Comment

Roles: | pole Description Daily rate &
Project Manager 65.00
Analyst 4500
Data Administrator 6000 |
[] |Developer 0.00
[ |Defaut 0.00
= nnn

ok | [ Cancel

When creating the link, you specify the information about the interaction between the employee and
the project. Some restrictions might apply. For instance, the consumer might require that the employee
is always present on site, while other might just wemsee the employee from time to time (for

example, a couple of times a week) for progress meetings and project validation. The remainder of the
time, the employee would work remotely, saving the consumer need for office space to handle the
employee's preence.

As another restriction, you might consider as a provider that the employee has (or has not) the need or
the right to check the project financial information, in which case this information is either provided or
hidden to him.

The first assignmerdate is only set when the employee is assigned for the first time on the project.

If the employee steps off the project, you define the discontinuation date as the date when the
employee actually stopped working on the project. To save you time, themuast Assignmerfigures

out the date of the actual last known assignment (for which information has been received) and sets it
as discontinuation date.

Any comment about the project link can be input. Comment is free text.

In the grid below arspecified the different roles that the application knows about. By default, no role is
chosen. You have to choose at least one of them from the list. For each selected role, you can specify
the rate at which the employee is invoiced. This feeds the imwpiprocess later. Specifying a rate for a

role is optional. If the project is a firm and fixed price project, there might be no rate that applies, since
there is a price for the whole project independently of who is working on it and for how long. Once the
role(s) is (are) defined, when assigning the person on a task on this given project, that role is given to the
person. When reporting on a given role, the specified rate is used to calculate costs or help prepare
invoices.

Since everyone jumps on a projevith a specific role/specific roles in mind, the application will not let
you create a link without having specified a role.
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. Y
No role selected &J

& You have not selected any role. When linking someone to a project, it is
' always with a role in mind. Before you can validate the link, a role needs
to the assigned to the resource.

5.6.1.3 Modifying the link information

Once set, the link information can be edited. Simply dotdiilek on the line drawn betweaean
employee and a project to access the information.

Provider Employees Consumer Projects

Grayson Jeremy Employee Management
Paulus Gwen

Song-Ho Tamara
Temso Jean

The active link appears in bold. Clicking on it opens the employee project information form.

The links appear in red when no assignment has been set up yet for the employee on the project.

5.6.1.4 Bre&king the link between a employee and a project

When the employee has been linked to a project, there are several ways to unlink him from the project.

The first way to detach the employee from the project consists in setting up a discontinuation date on
the link. Once discontinued, the employee link no longer appears in the list.

The second way consists in selecting the employee on the left end side, the project on the right hand
side and clicking th&nlinkbutton (the Unlinkbutton appears only when #re is a link between the
selected employee and the selected project).

If the employee has never been actually assigned to the project, the information will disappear from the

database. Otherwise, the discontinuation date is set to the current date pladay (and not to the last
assignment date in that latter case).

5.6.2 Step 2: Scheduling employees on projects

Once employees are linked to projects, it is time to put them to work. Now that every item of
information regarding the project, the companies itwed, the employees and employees on the job
have been defined, you can address the actual assignments.

When you start scheduling people on projects, you leave the administrative part to enter the
operational aspects of the project.

Scheduling people ears through
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Schedulingg { OKSRdzf S 9YLX 28SSa k wSLER2NI ! Oddz f ax

Scheduling the employees is about providing project and assignment information to them. If they have
had the occasion to install the client application or have had reasons not to use firéfect manager

has also the opportunity to use the same tool to enter the actual information about the assignment. This
is also helpful when last minute employees jump onto the project or some contractors come and give
you a hand on an irregular or velight basis. In that case, you might not want to bother them with the
installation of the client application.

OYGSNAY3I (GKS 01 arA0 AYyF2NNIGA2YX

Since there can be several reference companies in the application, you first have to identify on behalf of
which company you working...

1] Activity Scheduling =n| Wl <
Reference Compary: Clients: Projects:
1 | Blue Desk Consulting - |ﬂl'ﬁ’ Client hd Arty Project
Display Starts: ~ 01/01/2012 = Period from Sunday, January 01, 2012 to Tuesday, January 31, 2012
| Employee Name || JType ||ME|'|EQEd| Sunday Monday Tuesday ‘Wednesday Thursday
01/01/2012 01/02/2012 01/03/2012 01/04/2012 01/05/2012
T—— Sopplier — T
Buckstead John Resource Yes
Flouwer John Resource Yes
Smith Mike Resource Yes
4 T 2
Options
7] View future newcomers « Previous Morth | [ Next Manth =

When opening the form, the display starts on the current day. Information is given month by month.
The last week of the month spans to the next weekend. The display scrolls by month using the two
buttons Previous Montland Next Monthat the bottom.

To access any date immediately, thesplay Startéield helps you get immediately to any day by
encoding all or part of the date, by setting up the day, the month, the year or by a combination of any of
them.

The display dects active employees on active projects. Are considered as active all projects that have
not been completed or cancelled.

Active employees are those who are still effectively working for the reference company or one of its
suppliers as of the current tie Employees who start later on the projects or employees that have
worked on the project, but have been discontinued are not yet / no longer active.

The weekends as specified in the company profile are grayed out.
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The horizontal scroll bar scrolls thrgh the month, while the vertical scroll bar scrolls through the
employees.

The employees appear in alphabetical order. Two items of information describing the employee give
more information about you ability to manage their schedules. The employee &liseypu whether the
employee is from the reference company, the supplier company or a client comigamageddefines
whether you can define the schedules for those employees.

5.6.2.1 Scheduling granularity

By default, all the employees working for any clieminpany on any project are shown.

Since all clients are displayed, the display can be quite difficult to assess if you maintain many
employees.

You can define the client company name to display only the people working for that company. If this is
not suficient, you can drill down to the different projects to see only people that are assigned to specific
projects. If a person is involved in several projects, it is possible that you see him on different occasions.
In this case, what you see is the employee wh ol e schedul e.

5.6.2.2 Two statuses by assignment

Each assignment is given two statuses: an execution status and a financial status
The first one is the status of the task with respect to its execution.
The assignment can have the followiexgecutionstatuses

- Planned The task is in the planning, is ready to be sent to the employee

- Tentatively planned No major difference with the previous one, except that it is not confirmed

- Awaiting confirmatiort The assignment was planned and is now in the past.are awaiting
information from the employee in the form of a timesheet.

- Executed The assignment has been confirmed by the employee. Information has been received.

The second status is the financial status of the assignment. To the application mahaggives an
immediate overview of the assignment and the corresponding invoicing. The background of the
displayed rectangle carries the information.

The financial statuses for an assignment are:

- Prepaid The assignment has already been invoiced and. paithis case, no further invoicing
takes place. Moreover, if there is a number of days paid against the project, confirming one of
the assignments increases the number of days spent. The next assignments remain in this state
as long as the number of pyaid days has not been exhausted.

- Not Invoiced Status by default unless project days have been prepaid.

- Invoiced:The assignment has been confirmed and executed, the invoice referring to the
assignment on a timesheet has been sent to the client.

- Paid:The invoice on which this assignment was referenced has been paid.

- Not billable: The assignment should not generate an invoice.

5.6.2.3 Decoding the display
The border
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The display gives for each employee the list of assignments that are to occur or thaidtaveed. The
display shows different information. The border and the background colors carry information. The
border tells you about the assignment, while the background tells you about the financial status of the
assignment.

The border displays the stad of the assignment itself. When there is no assignment, the rectangle is
blank with a dotted line:

Unassigned day

A solid border defines plannedassignment.

Marth Ridge ...
BlueGlobe
Dezign charter

Assignment

A dashdot border defines dentative assignment. There is no real difference between the planned
assignment and the tentative assignment. However, the latter one gives the information that the
assignment is not yet confirmed. A confirmed assignment is planned, not tentatively planned.

¢ Morth Hidge !

BlueGlobe !
; Desian charter :
i

Tertative assignment
The border color changes when the status of the task changes. If the assignment took place in the past,

but has not been confirmed yet, the color changes. When the application has received the information
about the assignment, the colehanges again.

An absence is reported with the reason:

Wacation Training Sickness Other LInknown

A public holiday is reported with its description:

There is a color for each type of status. There are default values that can be changéd (See
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about how to change the colors and the default values).

The background

The background displays the financial status of the task. Based on the chosen colors, each of them tells
you the finartial story of the given assignment.

Each background color corresponds to one of the aforementioned financial statuses.

The unique combination of borders and colors gives directly a view on the projects, the tasks and their
respective statuses.

5.6.2.4 Planningan assignment

When the supplier has been selected, with or without further choice of the client and the projects

within the scope of the clients' list of active projects, the next step consists in defining the schedules for
the employees.

Planning the wrk of an employee may correspond to different scenarios.

a. The employee has a single appointment on a project; You only need to assign a task (if tasks have
at least, from a macro perspective, an effort of minimum four hours. Tasks can be shorter than
that, but remember that this is an assignment for a period.). The assignment can span a full day or
only half of it (morning or afternoon, AM or PM).

b. The employee has a recurring assignment.

Both scenarios are processed similarly. To edit an existing asgigiomereate an assignment at a
moment that is not assigned yet, click on the relevant dotted box.

| Employes Name || Type ||Managed| Sund:

unday Monday Tuesday Wedne

01/01/2012 01/022012 01/032012 01/04¢
Erilliant Steve Supplier Yes
Buckstead John Resource Yes
Flouwer John Resource Yes

The program opens a dialog box that helps you define the details for the assignment for the employee.

The data displayed only takes into account infatimn known about the employee, as well as the active

projects (s)he has been linked to in a preliminary phase §s&é Step 1.Linking Employees To
Projects.
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fll Assignment on Monday, January 02, 2012 = | B

Assignment

Compary: 1 Blue Desk Consulting Date |01/02/2012 _ Recumence..

Employee: 1 Buckstead John © FulDay © AMonly © FMOnly
Workload

Clent: 1 Blue Deesk Consulting - Planned: |2 day Actual: D day
Activities | Status | Comments

El Project Management & Administration - Project Task D Standard Over
Project Meetings role Seq escrption Waork Waorlq
-~ Meeting Minutes LeanHQ 85 | Project Meetings
Project Administration
- Froiect Managsment LeanHQ 86 | Meeting Minutes
|- Phase | Finalization LeanHQ 88 | Project Management
[=)- Control Panel Management
i+ Analysis
: Implementation
Mave to Test
Testing
i+ Production Move
i Phase | ending
[=- Training Material Preparation
: Preparation
¢ - Intemal Training
E-Phase I
[+~ Web enabling
Al Production support bl 1 i s

m,

Savei\wgnmentl I Cancel I IDeIaeAwgnment

Company and employee name come from the definition on the schedule display. They cannot be
changed here. The date corresponds to the day on which you clicked.

You can only choose among the clients that are linked to the employee through projects. Based on the
client, the list of projects displayed as a tree view. By clicking on a label, the task is added to the
assignment if it is not and removed from the assigmt if it is.

Since cumulative tasks are ... cumulative, only | eaf
be assigned to the employee. If that is not the case, aygopequires the permission to link the task to
the employee.

Task not linked =5

i

| 1 The task you have selected is not assigned yet to Buckstead, John.

Would you like to add it now (required if you mean to assign it)

Cve I ]

Oncethe task is assigned to an employee, the pgpno longer appears. Since the information might
have been downloaded from an external plan, this ensures the planner knows about the fact that the
task was not primarily assigned to the employee.

You can pla the duration. The workload is the default workload at the client site. If you choose only half
a day for the assignment, it divides the daily workload in two.

An assignment is planned when created, but you can directly set it up with another statusj gba
have been missing information or need to correct it...

By rightclicking on the task, you have the role or the list of roles (if several are available) for the
employee on the project. You can choose among the roles. When only one role islay#iialchosen
by default.

If you input any value as invoice identifier, the financial status of the task changes automatically to
Invoiced If you clear the invoice identifier, the financial status goes badhliable
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The assignment comment is pasgsas defined to the employee.

When defined, the assignment appears immediately in the planning window. On a single day, an
employee can be assigned to one or more projects and one or more tasks. If there is only one project,
the project name is displaye®therwise, the number of projects is listed. The same applies to tasks. If
only one task is chosen, the task description appears. Otherwise, the number of activities is displayed:

[_EmployesMame | Type  |[Managed][™ Sunday Monday Tuesday Wedn

014012012 01/02/2012 01/03/2012 01404
Erilliant Steve Supplier Yes
Buckstead John Resource Yes

Elue Desk Co...
LeanHO
(3 activities)

Flouwer John Resource Yes

5.6.2.5 Recurring assignments

Assignments that only occur once are #wception rather than the rule. It is usual to know long in
advance how the employee's schedule is going to look like. This is important with respect to planning
long in advance enough while it maximizes the potential of the company and helps bettehplan t
resources.

The originally selected date is always assigned even if it does not match the recurrence rules.

Selecting recurrence

When adding an assignment for the first time, alongside the date, there is a recurrence button. You can
define severalimilar assignments at once.

Assignment

Date |04/30/2009 Recumence...

@ Full Day AM onby PM Cnly

The buttonRecurrencepens another dialog box to allow the creation of an assignment recurrence.

The planning recurrence form has four zones:
1 Days of the week
1 Days of the month
1 Months of year
1 Applicability rules
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,!1] Planning Recurrence |£|E|-g—hj

Days of week Days of Month Manths Of Year

[ Sunday BEBBE January [T July
Monday EHE February [ August
[T Tuesday @E]E]E]E] [ March [[] September
Wednesday E] [ Apri [] October
[T Thursday @@@@ ] May [] November
Friday @ [ June [] December
[ Saturday

[7] Recur on week ends and bank holidays Impact

[7] Cancel absences on matching days @ Irtersect

Last occumence date:  [B/01/2012 - () Cumulate

Daysof week, days of month, months of year

Recurrence occurs at different levels. It can recur on days of the week (e.g. every Monday), specific days
of the month (e.qg. the first five days of any month) or at month level (e.g. the recurrence is only valid for
the month of June).

Application rules
At the bottom of the dialog, you control HOW the recurrence rules have to be applied.

The choices you have made (such as the first of any month) can happen on weekdays, but also on
weekends. By default, the weekemdre not worked. Therefore, if the recurring occurrence matches a
weekend day, there is no assignment on those dates unless you check the chBaduwmon weekends
and public holidag. In addition, if a day where the employee is planned to be unavailalze
assignment is created, unle€ancel absences on matching dayshecked. In that case, all days where
the employee was supposed to be unavailable for the project are cancelled.

Thelast occurrence datgefines the last date when the occurrence aatur. The default value is the
original date. If you do not pay attention to the date, the recurrence only applies to the originally
selected day.

Eventually, the result of your selection candemulated(the occurrence of the task occurs whenever
daysof week, days of month or months have been selected). This is equivalentittg@ifie different
values. If the result of the selection has toihtersect-ed, the occurrences are only set when conditions
you defined in the three first blocks are matchik@r instance, if you have selectbtbndayor Tuesday

in the list of days of weeld, to 5in the days of month andanuaryand Februaryin the list of months,
intersecting your choices only matches Mondays and Tuesdays that are in the first five dags of th
months of January and February.

Saving recurrence and resolving conflicts
The system creates an assignment record for each date in the list the matches the recurrence

conditions.
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The system also checks if there is a conflict between the currergramsnt it processes and another
potential assignment on that date. If it finds one, you are prompted to know whether you want to keep
the current assignment or replace it by the assignment as part of the recurring task. Since this can
happen several times,ou are prompted to know whether it should tell you about each conflict it finds
or whether you prefer to make a decision and have it applied for each of the conflicts the application
finds.

5.6.3 Step 3: Delivering assignments

Once all assignments have been prepared, for a person, for a project or for an organization, it is time to
let people know what has been planned for them in the coming days and weeks.

To deliver the assignments to the employees, go to
Schedulingd DelvS NJ { OKSRdzf Sax

It is very complex to keep track of what has been sent and to whom. To cope with that aspect of
possible moving targets and the fact that it is not possible to keep track of what has been sent, the
Professional Service Manager deals withwdging only the relevant information to the relevant people
when you choose to do it.

Once you are done with the planning of the assignments or in the middle of it, you can decide to deliver
the information to anyone who needs to be informed. Informattbat is sent can be completed or

partial. This is not an issue. You can send and resent the planning as many times as neededil®ll e

will always be processed in the order they have arrived to keep track of changes that have been made in
the right orcer.

Since the information is sent via thengail system, we presume that the application has been installed
on a computer that has one of the two following capabilities:

- Microsoft Outlook client is installed, in which case, the program can push-thale
messages in the out box of the mailing system. If you are disconnected when planning, that is
the tool of choice. The mails will wait in the out box as long as necessary until you are
connected and Microsoft Outlook is capable of sending the penditgoing emails.

- If you are connected on a permanent basis, you can directly communicate with a mail server
to deliver the information using SMTP.

You can choose either of them by setting up the right parameters{S#danaging Application

Optionsg.

5.6.3.1 Sending assignmentssingMicrosoft Outlook

To communicate wittMicrosoft Outlook, you have to specify in your defaults that this is the default
choice.

Since Microsoft Outlook can prevent any program from sendingaits in unattended mode, Microsoft

Outlook may ask for the permission to authorize an external catimecand this for a limited amount
of time.
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T i |

O A program is trying to access e-mail address information
=

Microscft Office Outlook

stored in Outlook, If this is unexpected, dick Deny and verify
your antivirus software is up-to-date.

For more information about e-mail safety and how you might
be able to avoid getting this warning, dick Help.

Allow access for

[ Allow ] [ Deny ] [ Help ]

You should authorize access for the time needed to send the information. This amount of time depends
on the number of employees to whom you send information as well as the amount of information to

send.

5.6.3.2 Sending assignments using a SMTP server

You can choosm post directly the emails to a SMTP server that will deliver them on your behalf.

In order to make this function work, you must be authorized to use it. This authorization takes two
forms. Eitheryour computer is in a valid domain or the SMTP server authorizes the delivery of outbound

e-mails based on that belonging.

To avoid relaying messages from external sources without control, you might have to define a username
and password to be allowed fmush emails to the server (Contact your system administrator if you

have further questions about the matter).

5.6.3.3 Defining the target users for mail delivery

Before sending the-enails, you have to decide who should receive the assignment information.

E Schedule Delivery

(=N R =

Reference Company: i

[ Blue Desk Consutting

7)

Sender e-mail; ts@bluedeskconsulting.com
Scheduling
@ Any unsent assignment
(©) Ranging from 12/28/2011 To (01/0472012

Send information even if there is no matching assignment

Flouwer John
Smith Mike

Resources
Full Name E-mail
Buckstead John john buckstead @bluedeskconsulting.com

john flouwer@bluedeskconsutting.com

mike.smith @bluedeskconsulting com

I

Al

) MNone

Send to selected

Impact of lack of licenses
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Since the number of licenses is based on the number of active users, the lack of licenses might be
appearing if you have more people effective than active licenses. You have already been told about it
when starting the applicabn.

When listing the active users, the application displays employees for whom licenses are missing. Since
adding new people without control is authorized, the application will disallow sending messages based
on a Last In, First Out (LIFO) principlgolf have more effective employees then active licenses, only

the newest employees are disabled up to the number of missing licenses.

The best way to work around the problem is to add extra licenses when needed. You can purchase them
from www.equadix.com

Employees to deal with can be chosen from the list of effective employees

Select the reference company on behalf of which you are going to send the information. Based on the
company, are only shown the differenegpple involved with that company and effective at the time.

Future employees, whose effective date has not been reached yet, are not displayed.
Unless changed, information is only sent once

By defaultno information is sent if there is no nothing ne¢ommunicate The application sends only
newly created or modified, unsent assignments.

Only relevant information is sent
By default, only unsent assignments are delivered, including existing assignments that have been
modified and for which themployee has not been notified yet (modifying an existing assignment
triggers the delivery of an update).
Changes to the availability (or status of existing requests) are transmitted at the same time.
Information can be resent explicitly
You can resenghformation at any moment. You have to check Ranging fronradio button and then,
define which period has to be resent. For the selected employees, any assignment between those two
dates is resent.
General information is sent with assignments
If you have changed generic information (suclpablic holidag and so on), you should check tBend

Information even if there is no matching assignmeiméckbox. A message updating the generic
information will be sent even if there is no assignment ¢odent.

5.6.3.4 Delivering the information
The time to process thdifferent usersdepends on the amount of assignments to be sent as well as the
choices that have been made. The system processes all listed employees that have been checked for

assignment deliver.

Processing Greyson, Martin
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The processing can be cancelled at any stage, after any number of users. Should you resume the process
later, you can still decide to deliver what has not been delivered yet, uncovering any remaining
assignment.

5.6.3.5 Encrypted communications

Message Bcryption is actually not mandatory, but protects the confidentiality of your projects across
unsafe channels. The client and server communiea¢aising the same shared keys. When the
application evolves, communication mechanisms and messages will etdhve same time.

The application design has been set so the client drives the communications with the server. If there is

a discrepancy between the client and the server versions, the server deals with the different versions if
the server version is her than the client version (upward compatibility is provided).

5.6.3.6  Protection against alteration

The email title is specific and contains relevant information to check that the message has not been
altered on its way between the server and the client.

The title does not help authenticating the sender. It confirms that, between the# creation and its
reception, the contents has not been altered.

The email title has the form:
EQDX-21801011551362073616516048104185292511181113109129226115
The prdix is common to all-enails, but the sequence of numbers is unique to eachadl.

5.7 Processing assignment feedbagiReceiving timesheets

The communication between the server and the clients-dit@ctional. First, the client receives the
information from the server via an-mail. The email is processed on the client. Then, the information is
filled on the client and sent back to the server. The client communicates back to the server information
about activities that have been performed by the employte, task statuses as well as other

information (such as unplanned task for instance) (See the client's user guide for more information).

The processing on the server takes place by reading-heits, searching, and processing those with a
subject simir to the one described above.

To start the processing of theraalils,

Schedulingd Process®a  Af ¢AYSakKSSiax

An empty window opens with three buttons at the bottom:
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| (S

&, Time Sheet Processing

Process emais | | Cancel | [ savetofie

Process enailsreads the Microsoft Outlook® inbox or a mailbox and processesradils pertaining to

the solution
{ I @S ¢saverdfdringion displayed to a file.
Cancetloses the window and returns to the main application window

Processing emails

Based on thénformation contained in the time sheet, the assignment information is used to update the
database. Once processed, the updated information is immediately available for processing and
consolidation.

The timesheet that the employee has filled can be f@ahlocally if necessary for documentation or
signing purposes (S&e8.1TimesheetoHn pageth).

At the end, you get a report of processed information.

o | B )

o Time Sheet Processing

From: John Buckstead

Created on 06/23/2009 10:10:45 PM
Sent on 06/23/2009 10:10:58 PM
Processed on  06/23/2009 10:29:32 PM

[

Activities

04/27/2009
Project: (Blue Desk Consulting) BlueGlobe
Project Meetings 1.00h (Billable)

05/25/2009
Project: (Blue Desk Consulting) BlueGlobe

Analysis 4.00h (Billable)
Project: (Blue Desk Consulting) BlueGlobe
Application Enhancements 4.00h (Billable}
[ Close ] [ Save to file ]

The information details the contents of eachrail, including the sender, whehe e-mail has been
sent and processed. By day, it displays the different activities that have been reported by the employee,
including standard time and overtime, as well as the financial status according to the client application.

At the end of the emalil, the application processed the ETC (Estimated Time to Complete) of the
different tasks for which there is available information.

Project Task updates

(1) Blue Desk Consulting
Project: BlueGlobe
Analysis (Mew) ETC: 0 hours

In case of error, the application proposes to send anal explaining what is incorrect and the
corrective actions taake.
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To manage employee information updates, thenails are processed in incoming order. Updated
information replaces former information.

Exporting results to a file
The contents of report can be exported to the different formats:
1 Microsoft Word (.da)

1 Rich Text Format (.rtf)
1 Text (.txt)

5.7.1Receiving timesheets using Microsoft Outlook

To receive the information from Microsoft Outlook (whether connected or disconnected from the
network when the event occurs), you have to have to tell the applicatiohtttia is how information is
received (See, for more information, about how to set it up, paragragtManaging Application
Options page79).

The system has been designed with common feature sets on the server and the client.

Checking Cutlook Inbox mails...

’ -
1741873

The application processes the contents of the Inbox (and no other folder) to find Equadix PSM messages.
Once processed, it removes them from the listing to move them to the Deleted items folder.

As when sending information, when connectingMirosoft Outlook to retrieve enail, you may
experience a control from Microsoft Outlook that the application that is trying to access it is authorized.

For that purpose, a popup window can be opened by Microsoft Outlook to check that the access is
indeedauthorized.

Microsoft Office Outlock @Ii_hj

@ A program is trying to access e-mal address information
)

stored in Outlook. If this is unexpected, dick Deny and verify
your antivirus software is up-to-date.

For more information about e-mail safety and how you might
be able to avoid getting this warning, dick Help.

Allow access for

I Allow I [ Deny ] I Help I

Since emails are processed in the reverse order of their reception in the inbox, you can decide to
authorize access for a number of minutes that allows the processing of the relevaail® When the
time has expired, Microsoft Outlookilvask again.

Note: If you know that the application has found everynail that there was to be found, you can hit
the Cancebutton. The application stops reviewing the inbox and processes immediatelyrtiele
that have been found.

5.7.2Receiving tinesheets using a POP3 server
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The same principle applies as for the POP3 server. The application looks ah#ils eemotely stored
on the POP3 server and processes theadls that are identified as timesheets.

5.7.3Entering the information directly

Whenusing the client application is not possible, whether this is because the employee has no access to
a computer, cannot install the client application or simply has found a faster way to communicate the
information, there is a way to enter directly the erogke information into the server.

To enter activity time directly,

Schedulingd { OKSRdzf S 9YLX 28S5SSa k wSLE2NI ! Oldz ¢

Click on the assignment date. It opens the assignment form. Select the tasks. Qrackisiitectly the
standard time and overtime to the right of the tree view.

“] Assignment on Monday 2 January 2012 ‘ = | ] [
Agsignment

Company: 1 Blue Desk Consutting Date 01702712 e

Employee: 1 Buckstead John @ Ful Dy ) AMonly (&) PM Only
Workload

Client: 1 Blue Desk Consulting - Planned: |8 day Actual: 8 day

Activities | Status | Comments
=R BlueGlobe / I T Energy Savings - Task

| E-CAM2- Phase 1 Project Seq Description
& LeanHQ / LeanHQ LeanHQ 85 | Project Meetings
H = P_ruject BlueGlobe - -
H (= Project Management & Administration LeanHQ 86 | Meeting Minutes
i [ Project Meetings LeanHQ 88 | Project Management

i - Mesting Minutes

Once validated, the information appears in the planning window.

5.8 Generating, printing and exporting documents

The application provides several reports that can be generatedted, exported for whatever required
utilization outside of the application.

They are classified in two categories:
1. Documents that are meant to be delivered to the clients, such as a time sheet
2. Invoices, according to several parameterizations
3. Companyactivity team reports

Note: The application is using Crystal Reports from Business Objects to describe the different reports
that are available. The reports are available from the application and can be modified to match your
own needs. However, the reports are providedisand Eqgadix accepts no liability in the personal use
that you could make about them. Information provided is based on what is available in the underlyjing
database. Fields and formulas are provided for your convenience. You should not modify the report
names or ty to change field names. You can rearrange and adapt the different look and feels. In case of

problem, only standard (unaltered) reports are supported.

On each of the reports, the company logo is printed if available (the logo is defined at compajy level
The logo is added to the page without any processing. Its dimensions should be set to fit the reports
before adding it to the application as explained earlier.
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5.8.1 Timesheets

Timesheets should be printed by the employee using the client application. Tritalge timesheet has
two purposes: get a printed copy of the assignments for either having them signed by the customer (and
add it later as a justification to the invoice, for instance), or simply file it for archiving purposes.

Timesheets can be alsoipted using the server application:

Reports4 ¢ A YSaKSSiax

You can report activity work for a specific customer at a time (specific time sheet), or for all customers
(global timesheet). Specify the company identifier or name and the employee's identifime first.

2 TimeSheet Report

Service Provider
Company: 1 Blue Desk Consuting

Employee Id: 1 Buckstead John

Pefodfrom  01/02412 [E~= to 0170912 [E~

Client

Specific Client:

oo

The timesheet format appears line by line ONLY for assignments whose information has been received
from the employees. If the employee has not sent back actual information, there is nothing to display or
maybe there are holes in thi#tmesheet, even though the database is aware of assignments during the

requested period.

The timesheet report looks as follows. If a logo has been transmitted, it is automatically inserted in the

timesheet report.
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. TimeSheet Report EI@

Service Provider

Company: 1 Blue Desk Consulting
Employee Id: 1 Buckstead John

Periodfrom  01/02/12 [E~- to 0170912 [E~

Cliert Selection
@ All Clients _) Specific Client:

-

G‘- Timesheet

Blue Desk Consulting
Research Bivd 7845
78753 Austin

United States

m

Telephone: G55) 555-1234
Facsimile: (555) 555-2385

Timesheet for : Buckstead, John
Period from 01/02/12 to 01/08/12

- Workload Smenia | | Billable
Date Project | Task | Role Standard Cvarime  fuon Eman |yt

Blue Desk Consulting

012 LaanHQ Projact Masings Datault 300 == 300

o122 LaanHQ Mesing Minuiss Catau 200 e 200

a1z LaanHQ Prajact Managaman Dataunt 300 Ellizge 300

01a2 LaanHQ Andlysis Catault 200 Elllzge 200

010312 ] Imgiamaniaton Tataut 400 S 400

01a2 LaanHQ Maove 1o Tast Catault 200 Elllzge 200

010812 Laan-Q Andlysis Catau 800 e 800

01082 =] AnEyes Tataut &00 e 500

010512 LaanHQ Andlysis Cataunt 800 Ellizge 800

2000 [

Total Billabla Workioad for Biua Dask Consutting : 000

Total Workload: 40.00

Billable Workload: 40.00

I Export... I I Print... I I Cancel I

The9 E LJbhtthinXallows exportinghe timesheet to the following formats:

Crystal Report (.rpt)

Adobe Acrobat Portable Document Format (.pdf)
Microsoft Excel (.xIs)

Microsoft Word (.doc)

Rich Text Format (.rtf)

arODE

5.8.2Invoices

To get an invoice, go to
ReportsA Ly @2 A 0Sa X

The selectiorwindow appears. Select first the reference company, by either specifying its identifier or
name.

The application proposes to list the invoices for all clients. However, you can specify a single client.
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Since invoiced assignments are marked, yoused@ct remaining items to be invoicedou can alsce-
print the invoices corresponding to a selection of assignments between specified Yates

Company: 1 Blue Desk Consulting

Client Selection Invoice Layout

@ Al Clients

) Specfic Client: [Use Company Default -

Invoicing Period

@ Anything left to invoice ) Ranging from 0101412 To |01/01412

Client Id Client Name Inveice Amount
1 Blue Desk Censulting £7.855.00

Invoice selection Process

The look of the invoice depends on the information that has been chosen at conigeel. By default,
the invoice viewer displays the invoice using the layout specified at company levéh{dating.

Invoicing Preferences

Invoice Split Required

Inwoice kem Split Rule: lEy Project, By Employee -

By Employee, By Project

By Employee, By Fole
[] Include project erder 1 By Date

) . Hy oject, By Employes
Invoice Prefi.  Invoice 2 By Project, By Task

The header is common to all invoice types:

r!. Invoice 2012-11
Blue Desk Consulting Blue Desk Consulting
Research Blvd 7845 Research Blvd 7845
78759 Austin 78759 Austin
United States United States

Bank Account: 123-436789-12
Telephone: (555) 555-1234 Facsimile: (355) 555-2365

The invoice information is fully database dependent, including the inyaiekx as well as the first
invoice number. The information has to be set at company level:

® All dates and amounts are depending tire regional settings formatdefined on the computer running the
application
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|C0re Info | Address | Financial Info | Employees | Invoicing | Reporting | Logo |

Inveicing Preferences

Invoice Split Required

Invoice tem Split Rule: [B)' Project, By Employee -

[ Include project order reference Invoice Copies: |1 =
Invoice Prefec:  Invoice 2012- Last Invoice Number: 10
Special Notice:

The invoice is payable immediately upon reception -

The invoice layout uses the value defined at company level. It can be overridden by selecting directly a
value that differs fronlJse company &fault. In that cae, the same invoice layout will be used for all
clients appearing in the list.

Other invoice information such as the first invoice number to use, invoice prefix or specific text to
display on the invoice are all defined at company definition level ébege).

The proposed layouts for the invoice are

1. By Employee, bymject. The invoice lists first the employee, than the projects

Pariod : 01/02/201 2 - 01/062012
Employee: Buckstead, John

Par calandar Day

. . Workload Amount
Date Project & Task Information Role@Rate Standard (1) Overime ) (USD)

LeanHQ / LeanHQ

[aa B oy g Srolent Mt Frjeck Managemfs50.00 200 =3 ]

AR Whemting Mnuies Froject MamageniE50.00 200 T

(R B oy o Fmf et amagermert Froject Managesflis0 00 200 EEETE

AR Ay Frojmct MamagandES0.00 200 T

OOt Frplerreriation Fro] ek Ramagendlis:50 00 4100 B42500

o101 Mefiorane: o Test P ek MamagesEs0.00 200 =iz s0

AT Aadyse Frojmct MamaganiEs0.00 00 25000

ST Aadyss Froject MhamageniE50.00 &0 25000

[ag i =t ay g Amaiyss Frcjech Masagesiiso0 00 00 BES00

Total work : 40.00 0.00

Total Amountexcl. fax $4,250.00

Sales Tax (.00 : S0.00

l Amount due; §4,250.00

2. By Employee, bydte. The invoice lists the different employees and the amount of work by
held role
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Period: 01/02/2012 - 01/06/2012
Per Calendar Day

‘ Employee & Project Information Role@Rate Stan dgc’ml Og\?e rtime () AF&%‘BT

| Buckstead, John /LeanHQ / LeanHQ Project Manager@as0.00 40.00 4 250€
Total work : 40.00

Theinvoice is payable immediately upon reception Total Amount excl. tax : $4,250.00

Sales Tax (0.00%) : $0.00

‘ Amount due: $4,250.00

3. By Date. The ivoice lists the activity day by day (This is the default if no split is defined)
Period: 01/022012 - 01/06/2012
Per Calendar Day
Date Employee & Project Information Role@Rate Smnda:';"?;r'%i‘irﬁme ) Amosunr::t
o1 12 Buckstead, John/ LeanHQ / LeanHO Project Managen@es0. 00 3.00 318.75
Ol 12 Buckstead, John/ LeanHQ / LeanHQ Project Managen@as0.00 2.00 5212.50
[ 12 I LeanHQ [ LeanHQ Project Managen@es0. 00 3.00 318.75
013201z Buckstead, John/ LeanHQ / LeanHQ Project Managen@as0.00 2.00 5212.50
01032012 Buckstead, John/ LeanHQ / LeanHO Project Managen@es0. 00 4.00 $425.00
013201z Buckstead, [ LeanHQ [ LeanHQ Project Managen@as0.00 2.00 5212.50
0170472012 Buckstead, John/ LeanHQ / LeanHO Project Managen@es0. 00 8.00 $850.00
O1s 2012 Buckstead, John/ LeanHQ / LeanHQ Project Managen@as0.00 E.00 5850.00
01DE 2012 Buckstead, John/ LeanHQ / LeanHO Project Managen@es0.00 8.00 850.00
Totalwork @ 40.00
Theinvoice is payable immediately upen reception Total Amount excl. tax : $4,250.00
Sales Tax (0.00%) : $0.00
Amount due: $4,250.00
4. By Project, by Eployee The invoice lists the projects first, then, the employees who have

been working on the project

Period : 01/02/2012 - 01/062012

Project: LeanHQ /LeanHQ
Par Calendar Day

. Workload Amount

[ Date Task Information Role@Rate Standd 7] Ovarime ) (USD) ]

Buckstead, John 40,00 0.00

Eaots o ech Mieatings Frofect ManagenssS0 00 200 FIETE=
[agfardiriay Iebzating Pellmacies Fro{ech ManagenllES0 00 200 21z
Eaots o ech Managesmet Frofect ManagenssS0 00 200 FIETE=
[agfarsmay Al Fro{ech ManagenllES0 00 200 21z
EEotE mplementation Frofect ManagenssS0 00 400 42500
[agfarsmay Iebicorie ho Test Fro{ech ManagenllES0 00 200 21z
[a et Bmny g Analyms Frofect ManagenssS0 00 &.00 50,00
[agfa—miay Al Fro{ech ManagenllES0 00 &0 HES0L0
g fie —mi g e Analyms Frofect ManagenssS0 00 &.00 50,00

[ Total amount forBuchztead, John: 5S4, 25000 ]

The inveiceis payableimmediately uponreception Total Amount excl. tax : 54,25000
Sales Tax {0009 : S0.00
[ Amount dua; $4,250,00 |
5. By Project, by ask The invoice lists the infmation by project and by task.
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Period: 011/02/2012 - 01/06/2012
Project: LeanHQ/LeanHQ

Per calendar Day

. Workload Amount
Date Employee Information Role@Rate Standard () Overtme ()  (USD) J
Project Meetings 3.00 0.00
1022012 Buckstead, John | Project Manager@E50.00 | 300 | $31E.T5
{ Total Amount for Project Meetings: $318.75 ]
Meeting Minutes 2.00 0.00
01702r2012 | Buckstead, John Project Manager@es0.00 | 200 | F212.50
[ Total Amount for Meeting Minutes: $212.50 J
Project Management 3.00 0.00
01022012 | Buckstead, John | Project Manager@E50.00 | 2.00 | 521875
[ Total Amount for Project Management: $318.75 ]

Analueic

JR 00 0 no

5.8.3Company Activity reporting

Equadix Professional Service Management i Server User Guide v2.2

The solution provides also two reports to figure out company activity during a period. The report is not
oriented towards finance, but towards reported time.

The report can be run againstariety of conditions. Once defined the company, the following items
can be used to tune the report:

Company: 1 Blue Desk Consutting
Display Report
Standard Time Ower Time @ by Person by Project
Reparting Period
@ By Week |01/20/20 2 - 1 By Marth :lanuar';ZD:IE -
0102/2012
Ranging from 01403/2012 Te |01/03,2072

Display

The report displays either standard time or over time, separately or cumulated
Report

You can view the report by project or by person.

When choosing a person, all projects on which the person has worked are displayed.

When choosing projects, the display occurs by project by tasks for the given period.
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Reporting Period

You can select a week, month or a range. Periods displayed initdackte that there is work during
that period, while periods in grey denote an absence of reported work during the period.

Preview
ThePreviewbutton updates the report. The report includes the reference of the company as well as
information about the ient company when reporting by person or project information when

information is reported by project.

View by person

Period from 01/02/2012 to 01/08/2012

Standard time + Over time

Towd Lo=2uy R < sy I a3 | a5 | o

Bucksiasd, Jon Apo0 100 100 8100 200 200

Tord Apod a00 a00 a00 a00 00

Each day of the period for which information is available is displayed. On the left, the total by person is
given while cumulated tatls are given on the last line.

View by project:

Project #1 : LeanHQ/LeanHQ

Period from 01/02/2012 to 01/08/2012

Reported: Standard time + Cvertime

Toial a2 3m 4 0501 -]

3 Prajact Mastings 300 300 000 0. 0. 000

Meaating Minuiss 200 200 .00 0.0 0.0 000
g Praject Managamsant 200 200 .00 0.0 0.0 00
] Andlysis 220 LiT) 20 am am 800
10 ImpiamaTtaan 400 000 400 0.0 0.0 000
" Mavata Test 20 LiLi] 200 [iLi] [iLi] 000
Tola 40,00 200 800 20 20 200

The information is split by project. The tasks are listed by ascending task identifiers
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6 Productivity Tools

When preparing a project, or preparing the assignment, you use specific tools. As descfitred ymu
can easily create the information by yourself. However, if this is quite straightforward when projects
have a limited number of tasks (or activities), larger projects require another approach.

The application comes packaged with a number of-adaptions to help you get more of the
application by importing data from or exporting data to the application.

The tools make use of Microsoft Project® files or Microsoft Excel® files.

6.1 Importing activities from Microsoft Project®

To load a project and its tasks into the application, a Microsoft Project® file can be used.

To make sure the information is loaded correctly with the maximum amount of information, there are a
number of constraints:

The company must exist. You shoutdate it before thinking about loading a project file.

The project is created if it does not exist yet.

If you load the file several times, only the changes will be imported.

The tasks are linked to the employee automatically given that the resource hashe same
structure as the full name used in the application i.e. LastName FirstName (with a space in
between)

5. The employee names must exist for the aforementioned company (or if the project is about a
client company, the employee existence is also &kdagainst the reference company)

PR

The behavior of the upload is as follows:

1. Unmatched resources nhame for the specified company are ignored
2. Resource names that would exist for another company are ignored
3. The following fields are imported:

Task Id

TaskName

WBS Id

Start date

Finish date

Duration

Milestone indicator

@m0 ao0 Ty

To import the tasks from a Microsoft Project® file, go to
ToolsA LYLI2 NI CNRBY aAONRA&A2F0O tNR2SOGX

Specify the company. The application returns all existing projects for the given conipecrgate a
new project directly, input the name of the new project. The description text is blanked out.
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Imparting from Microsoft Project

Project Comparry:
Project Reference
Project Name:

File Name

1 Blug Desk Consulting

RedSpoon -

Employee Training Support

=

C:\Users'\Equadix\DocumentsRed Spoon mpp Browse.

Select thempp file from its location.

Click onOKto start loading the project.

While loading, the application lists the tasks being loaded progress is shown.

=

100%

Import completed

Importing Warranty
Importing Project Management
Post-processing deleted tasks
Import completed

Note: Ifan error occus while trying to load the information, any change madeolled backIf youare
trying to create a new mject and an error occurshe informationisremoved.

6.2 Exporting actual information to MicrosofProject®

For further reporting and analysis, information can be exported to Microsoft Project. If the project and
its tasks have been loaded from a Microsoft Project file, information that has been loaded will be reused

to regenerate the files.

Tasks thahave been imported from a Microsoft Project field will be saved with their original task
identifier. Tasks that have been created inside the application will be exported at the end of the list.

Based on the employee feedback, the resource usagpdated accordingly.

To extract the information, specify the company. The list of projects for the company is given. The
export file name is given by default after the project name.
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Exporting to Microsoft Project &J
Project Company: 1 Blue Desk Consutting
Project Name: Employee Training Support
File Mame: RedSpoonZ.mpp
\ =
_ 100%
Export completed...
Saving Final Acceptance -

Sawving VWarranty
Sawving Project Management
Export completed |—|

ok | E Cancel ¥

By default, the file name is given after the project name. By brayysiau can choose another
destination different from the current one.

Enregistrer sous [

<« Mes documents b temp »

o I
Nom du fichier: | [HEllPRnTs -

Type : [ Microsoft Project File (*.mpp) -

¥ Parcourir les dossiers Enregistrer J [ Annuler ]

Whena file with the same name if found in the target directory, the original file is renamed.

6.3 Exporting from Microsoft Project® to Microsoft Excel®

Microsoft Excel® is more wideyailable. The tool exports an mpp file to the Excel format, with an .xls
extension.

You have to specify the source mpp file as well the target xIs file.

Groups give the fields that can be exported. You can export all items in a group or selectiagdy de
which items you would like to get.
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s .
o, Export Project File To Excel EI_Iﬂ—hJ
Enter M5 Project file name (Source file):
| Browse...
Export Type
@ Use Gantt Chart Visible Columns ) Use Selected Fields Below
Default fields
ID Start Predecessors Duration
Name Finish Resources
Project Information
Project Name Actual Start Work Actual Duration
WBS Index Actual Finish Actual Work
Project Control
% Work Complete ETC SPI
% Complete EAC CPl
Cost VAC TCPI
% Complete Actual Cost SV BUI
Enter Excel file name (Target File):
[T Save Selection for future use [ Open Excel upon completion
P |
[= [z
G
h

Export TypeUse either by default columns that your local installation of Microsoft Project (only those
columns will be exported) or select which values should be coming from your Microsoft Project file into
your Excel file.

Default Fieldsthe fields that display by default when you open a Microsoft Project file.

- |ID: Task identifier
- Name: Task Name
- Start: Start Date

- Finish: Finish Date
- Predecessors

- Resources

- Duration

The following fields are available, barte not displayed by default. For that reason, they are not selected
by default.

Project Information:

- Project Name

- WBS Index: Work Breakdown Structure Index

- Actual Start: Date when the task has actually started
- Actual Finish: Date when the task has costgdl

- Work: Planned work

- Actual Work

- Actual Duration

Project Control:

- BCWS/ PV : Budgeted Cost of Work Schedule / Planned Value
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- BCWP /EV : Budgeted Cost of Work Performed / Earned Value
- ACWP / AC : Actual Cost of Work Performed / Actual Cost

- % WorkComplete : Percent Work Complete

- Phys % Complete : Physical Percent Work Complete

- Cost

- Actual Cost

- ETC : Estimated Time To Completion

- EAC : Estimate At Completion

- VAC : Variance At Completion

- SV : Scheduled Variance =RV

- SPI: Schedule Performanieglicator = EV / PV

- CPI: Cost Performance Indicator = EV / AC

- TCPI: To Complete Performance Index = (BRY) / (BAG AC) (BAC: Budget At Completion)
- BUI: Budget Usage Indicator = SPI/ CPI1 = AC / PV
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7 Setting server application defaults

Based on usedefined choices, the application is designed to have different behaviors, from a process

standpoint or to address country specific behaviors.

7.1 Application defaults¢ Managing application business aspects

Application defaults encompass values that ieflae the default values that are displayed at various

places in the application. They are datdaven. They define which values should be used when there is
no defined value for an item.

They are available from

Tools4 ! LILIX AOF GA2y 5STFF dzf Gax

All appliation default values carby essencgbe overwritten in the different parts of the application.
Two tabs are available.

7.1.1 Parameters

o Application Defaults &J
Parameters | Absence Messages
Financial Week
Default Rate: 0.00 Week starts on:
Payment Term: Weekend starts on:
Cumency IS0 Code:  USD
E-mail Connectivity
Refen?nce Uit _ Profile: | Jogging Hemee v]
© Day @ Hour
E-mail:
Hours in a day of work: 3
Password:
Default Country
[] Check E-mail on startup
[Un'rted States A Encrypt Communications
Tax Scheme Default Language
© VAT @ Sales Tax [Englsh-United States -
ok | [ Cancal |

Thefinancialinformation covers the standards for the company and answers the following question:

- What is the averagdefault rate?
- What is the default payment term?
- What currency do we use?

Reference Unitefers to the day of work: do we count by day or by hour? How many hours of work do
we put in a day of work?

Equadix Professional Service Management i Server User Guide v2.2

Page 79



E uadix

When creating new companies, tldefault countryis setby default to this value.

Whattax schemedoes your country use? Does VAT or Sales Tax apply in your case? The actual rate to
apply is defined at company level.

Theweek does not start on the same day in all countries. When preparing schedules, knoovirtdé
week looks like for the employee has its value. By default, week starts on Monday and the weekend
starts on Saturday.

E-mail connectivity. Since communication goes throughrail, what account should it use when using
Outlook? The list of given pilites is reaeonly and comes from the list of profiles that are defined in
Microsoft Outlook. If you are missing a profile, it is also missing in Outlook. Create it into Microsoft
Outlook and come back to the application to select it from the updated list.

Check Enail on startupmeans that, when the application starts, its first action must be to query either
Outlook or the POP3 server to get information to process.

Encrypt communicatiarinless otherwise specified, the communications betweenaglication
server and the clients is encrypted. You can disable the feature fohecking the check box.

Default languages the defaultspoken language used when creating employees and companies.

7.1.2Defining availability standard response messages

Whenpr ocessing the requests for absences and change
automated reply messages based on the actions and the choices made by the person receiving the
information.

The message subjects are standard. For multipleuttayvailability, the subject is:
Project Absence from %FROM% to %TO%

For single day unavailabilitroject absence from %FROM%

The standard message body can be adapted based on the different possible statuses:
- Accepted
- Rejected
- Canceled
- Requested

Placelolders are available in each message for the changing parts. The application processes all
placeholders in the message before it is sent.

The following placeholders are available:

%FROM% Start date

%TO% End date

%REASON%eason text for thaunavailability
%COMMENT%Information encoded in the unavailability
%DAY% Period of the day (am, pm, day)
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[ Y
O Application Defaults ﬂ
Absence Messages

Message when absence has been accepted:

The request for ZREASOM between %FROM and %TO% (%DAYY) has been accepted. It has been
accounted for in your schedule and assignments on those dates have been cancelled.

| »

m

Best regands,

1

Message when absence has been rejected:

The request for ZREASCON between %FROM and “.TO% (“DAY) has been rejected with the
following comment:

w | »

HCOMMENT%

1

Message when absence has been canceled:

The request for ZREASCOM between %FROMY and %TO% (%DAY%) has been cancelled with the
following comment:

m | »

%COMMENT%

1

Message when absence has been requested:

A new request for LREASONY between %FROM and %TO% has been entered into the system. A
decision has not been taken yet about the status. When the status changes, you will receive a new
notification.

m | »

Best regards,

[ ok | [ coneal |
—

7.2 Managing Application Options

Options are user specific values that are valid throughout a wide variety of aspects:
ToolsA h LIJG A 2 y & X

The diferent tabs address the aspects that are closely linked with the good functioning of the
application.

(Database) Connectivity

Information about how and where to reach the application reference database.

-
o, Options M

Connectivity | Reporting | General | E-mail In | E-mail Dut|

Host: localhost
Database Mame: eqdd
Database Owner: eqd
Database User: eqd«

Database User Password: ===

| Connectivity Test |
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The database does not need to be on the machihere the application is located. Hence, the address
where to contact the database must be specified. It can either be expressed as a nhame or as an IP
address. Localhost is the local computer.

The database name must be specified as well as the user aathéhe password.

The password is saved internally after having been encrypted. Someone gaining access to the computer
will not be able to read the password.

The buttonConnectivity Teshelps you verify that the parameters that you have input are valid.

If you are unsure about the values to give to the different parameters, you should contact your local
database administrator.

Reporting

The reports that are produced by the application can be saved to disk. Instead of having to specify every
time wherethe files are to be saved, you can specify the default directory where the files should be

saved.
' -
o Options Lﬁj
Connectivity | Reporting |Geneml I E-mail In I E-mail Outl
Invaicing
Default Directaory:
Default Format: | Adobe POF Always Ask
ok | | Cancel
.

The file format can also be changed and forced, unless you want to keep control over the format and
decide upon save, in which case, chétkays AskThe application will ask every time you save the
format in which you would like to save the file.

The different available formats are:

- Adobe Portable Document Format (.pdf)
- Microsoft Word (.doc)

- Microsoft Excel (.xls)

- HTML HyperText Markup Langudgam)
- Crystal Report (.cr)

General
Keep Current DataWhen you create bulk sets of information, the default behavior is to clear the

current information from the input screen. The information will be kept for modification for the next
input whenKeep Grrent Datais checked.
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Auto generate identifiersWhen creating companies and employees, you can either have the system
define the identifiers for you or input the identifiers. The first option is the best choice if the values are
not of utmost importane. The second choice is better if you plan to reuse identifiers from other
applications and keep internally to your company some kind of coherence between Equadix PSM and
other applications, simplifying the learning curve and reminding process. Thisscesiraplify later
integration between the product and other ones.

Diary Dates Date format can be applied in two different ways. If you change the format, the change
does not apply to already saved diary information, but only applies to future diary cotsme

Backgrourd: The default color schemean be changed here or restored from a previous value. When
selecting the color, it is first applied to the current tab to give the user a hint of the result. It is applied to
all open windows when validated.

o, Options Lﬁ

| Conrectivity | Reporting | General | Exmail In | E-mail Out |

On New Background

= op et Dt
Autogenerate identifiers Restore Default

Diary Dates
@ Long format Monday, October 10, 2011 5:28:21 PM

@ Short format 10/10/2011 9:28:21 PM

oK | [ cancel

Email In / EMail Out
E-mail In and Enail Out specify which option (which may different for sending and receivingits)
you have chosen to get and sendmails. Microsoft Outlook can be used as a container to send and
receive emails. This can be avenient way to handle mails since you could have them ready to be
sent in the Outbox, even if when you prepare the information, you are not connected to the Internet.

POP3 and SMTP solutions can only be valuable if you are connected to the Internetentérg or
processing enails.

Email In
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o Options &J
Connectivity I Reporting I General | Email In | Email Out
Receiving Information
@ Microsoft Qutlook Client
) POP3  Server:
User Name:
Pazswaord:
Server Port: 110 (Default port: 110)
Do not process e-mails larger than | 500 Kb
[ ok | [ ocenea |

Define whether you intend to use Microsoft Outlook to receive thmails, in which case the
application queries Microsoft Outlook to find the messages that are of importance to the application.

Otherwise, the application queries a remote server using POP3. To retrieve successfaily esing

POP3, you have to specify a valid server name, user name and password. Those values (with internally
encrypted password) will be saved by the applicatoguery the POP3 server. By default, it goes to

port 110 (the default port for POP3 connections).

To speed up the query process when using POP3, you can tell the application to ignore files larger than a
given size in the POP3 mailbox.

Email Out

To £nd emails, you can use Microsoft Outlook. This is the recommended solution if you plan to-send e
mails when you are not connected to tieternet. The mails are sent the outbox and sit there as long

as you are not connected. The next time the compigezonnected to the Internet and Microsoft

Outlook is started, the mails in the out box will be sent for delivery to the recipients.

If you are connected to the Internet on a permanent basis, the application can senenladsdirectly

to the SMTP seer. If this server requires authentication, you have to specify the user name and
corresponding password. Both values are saved (and the password encrypted).
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-
o Options u

| Connectivity | Reporting | General | E-mail In | E-mail Out
Sending Information
@ Microsoft Outlook Cliert

) SMTP Server:

SMTP Server Requires authentication

User Mame:

Password: | |

Server Port: (Default port: 25)

Should the default port for the SMTP server been changed for security reasons, specifyvérgset
where the SMTP server listens.
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1.2 Adapting the colors

The colors for assignment statuses, invoicing statuses and absence statuses can be changed and adapted
to better suit you needs. The changes are saved at user level. If several users are sharing a workstation
with different loginseach of them can have his own choice of colors, though it is quite recommended to
keep the same standards to avoid confusion when visually reading the assignments.

To change the displayed colors, go to

Tools4 / KFy3aS [/ 2f 2NAX

[ Colors ]
Change here the different colors used around by the application
Assignment Statuses Absence Types
Planned: - Vacation:
Tertative: - Training:
Awaiting Conf: Sickness:
Executed: - Cther:
Deleted: Unknown:
Invoicing Statuses Absence Statuses
Unasgsigned: Requested:
Pre-Paid- Validated: s
Billable: Cancelled:
Invoiced: Rejected: -
Paid:
_ [ Restore default colors ]
Not billable:
| ok | | cancel |
e ——————————————————————————————

Each color can be chged independently. It is also possible to set up colors in such a way that a color
shares several meanings by setting up the same color for different items, should it make sense to your
organization.

The different financial statuses are defined at applaalevel. Depending on the project and its
characteristics, the way invoicing is dealt with really depends on your company profile. If your
organization does not use invoicing functionalities in this application, simply ignore the background
colors or sethem up to neutral colors instead.

All default colors can be easily restored if yost lmack of the original colors.
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8 Application Support tables

Support tables help you manage standard data for your organization, as well as information that is
relevant to your company and your country. Those suppaistes are not filled upfront since values
really depend on where the application is used and how you deal with your customers and suppliers.

Support tables cover

- Local information (what are thBublicholidays in your country, year after year),

- Internal process definitions (what standard structure do you use to create-tnail
addresse}

- Finance (the?ayment termsused when invoicing),

- Project related information (what are th@lesplayed by the employees in the project and
how do you name then)?

- Customer relationship information (how do you name your differemitact type®)

Let’'s have a quick |l ook at each of thejhaeempdtant. under st

8.1 PublicHolidays

Publicholidays vary from country to country and from year to year. If you want to manage effectively

your employees, you have take into account the localpublico | i days, as wulicl as you
holidays when they are located in a country differemtrh yours.

The publicholidays have to be input country by country, on a yearly basis.

To maintain the publibolidays by country and year, go to

Management4 Support Table#§ Publicl 2 f A Rl & & X

€ Public Holidays o @ /(3]
Courtry: | United States - Year: 2011 -
Public Holidays
Date Description

17/01/2011 | Martin Luther King's Bithday
21/02/72011 | Washington's Birthday
30/05/2011 | Memorial Day

04/0772011 | Independence Day
05/09/2011 | Labor Day

10/10v2011 | Columbus Day

1111720011 | Veterans Day

241172011 | ThanksGiving

2671272011 | XKMAS

I MNew I[ Save l[ Close J

You can add publicolidays by simply going to the next line after last, switching countries or switching
years.
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Bydefault, when adding a new publimliday, the default date is the &t available (not already a public
holiday) day.

To delete gublicholiday, go througtihe file menu or the context menu.

In theFilemenu, you find the management options:

File
_1 Mew Public Haoliday Ctrl+M
| % Delete Public Holiday Ctrl+D
A Save Public Holidays Ctrl+5
Save and Close Public Helidays  Ctrl+Maj+5
Close Public Holidays Alt+F4
Exit Ctrl+ X

When sending information to the clients, tipaiblic holidag are transmitted as part of the information
required on the client.

8.2 Email address schemes

Equadix PSIvelies on emails to communicate back and forth with the clients. It is critical that the e

mail addresses are correct. When many employees are to be entered, this can also be a tedious job. If
you are using an-eail address standard structure, you cagfide it here and the application applies it
automatically when creating employees.

The applicable-enail scheme is defined at company level.
The email address schemes are maintained from

Management4 Support Table EY I A f { OKSYSaXx

“ E-mail 5cheme @
Description: firstname lastname @mycompany
First Name Truncation
@ Use full first name
7 Truncate after 0= characters

First Name, |ast name separator

[Det () -

Last Name Truncation
@ se full last name

7 Truncate after 0= characters

The diffeent schemes available can be modified to match your needs.

In theFilemenu, you find the management options for thevail schemes:
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File

1 Mew E-mail Scheme Ctrl+MN

#  Delete E-mail Scheme Ctrl+D

#  Save E-mail 5cheme Ctrl+5
Save and Close E-mail 5cheme  Ctrl+Shift+5
Close E-mail 5cheme Alt+F4
Exit Ctrl+X

The email scheme utilization is twipld: when creating a company, you choose from the different
schemes availabl&Vhen defining an employee, the default scheme for the company is applied to
create the employee -enail address. At that time, it is easy to change it, if, for whatever reason, the

actual employee address does not match the scheme (for instance, whenghedime is more
complex).

At this level, you affect the lettand part of the address (before the @X- sign).

It is supposed that professionalneail addresses are based on first name and last name (in that order).

8.3 Payment Terms

Depending on the cligs and contracts, different payment terms might apply (or only one of them).

Since this may vary from company to company, Equadix has made no guess about these.
To manage payment terms, go to

Management4 Support Tabled t | @ YSY G ¢ SN¥ & X

© Payment Terms IEI
Paymert Terms
Id Description Day= MEnD?_dC':f?
30 days end of morth wl @
Immediate | Immediate 0
New | [ save | | Close

The fourfields available are
1. An identifier that uniquely identifies your payment term.
2. A free text description
3. The number of days of latency for the client to pay when the invoice has been sent
4. An indicator specifying when the number of days starts to be courdtbi. can be either
immediately (unchecked) or from the end of the month (checked)

Payments terms are used when delivering the invoices. This is informational.

In theFilemenu, you find the management options for payment terms:
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File
1 Mew Payment Term Ctrl+N
1% Delete Payment Term Ctrl+D
A Save Payment Terms Ctrl+S
Save and Close Payment Terms  Ctrl+Shift+5
Close Payment Terms Alt+F4
Exit Ctrl+X

8.4 Roles

When an emploge joins a project, he has to have (at least) a role. He is actually on the project to
achieve a number of tasks on the project (otherwise, he would not be there!).

In a project, some factors depend on the role held and how this role is valued to tteemerssuch as
the price to pay for a person with such a profile.

The IT industry has been one of the most creative with respect to function naming and definitions. This
is the reason why there are no default roles. You have to create the differenttha@epeople play on
projects in your company. When assigning people to projects, you have to give them one of the roles
you have created.

Existing roles can be found and managed from

Management4 Support Tabled w2 f S & X

Roles are also a communicatiobno o | , since when you know what peopl e
expectations and are inclined for some behaviors.

. Roles =N EeR =3
Project Roles
Id Description Long Description o
— Project Manager Accourtable for the project
2 Analyst Analyze the requirements -
3 Data Administrator Define the data model
4 Developer Develop the application
13 Default Defautt role to which all resources are
Role: 1 Project Manager

Long Description
Accountable for the project

[ New ] [ Save ] [ Close ]

Roles have an identifier (used internally), a short description and a long description.

In theFilemenu, you find the management optionarfthe roles:
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e

] MewRaole Ctrl+M
1% Delete Role Ctrl+D
A SaveRoles Ctrl+5
Save and Close Roles  Ctrl+Shift+5

Close Roles Alt+F

Exit Ctrl+ X

8.5 Contact Types

When communicating with an external company, you are not only talking to people directly involved
with the project. You are also communicating with numerous people from sales, marketing, finance,
purchasers..

There are may types of contacts thafou may want taeachto address specific issueBSor that reason,

the best location to create the contacts is in the database to be able to find their information whenever
required. Every item of information is located centraontacts are employees like others and can be
input into the system through the employee management. However, contacts cannot be assigned to a
project.

For a contact, you have to choose a contact type. They are managed from

Management4 Support Tablesd / 2y G Ol ¢ & LJSa X

€ Contact Types [F=% EoR (53

Contact Types
Id Description

Sales

Marketing

Clo

CFO

Tech Support
Customer Support
Sales Manager
CED

o |~ | e R =

£ MNew | [ Save J I Close J

The contact management is very basic: the identifier is generated automatically. You have to enter the
description. That is it. You are already set with your different contact types.

Like the other menu items, the management of the different options is available frorRilmenu.
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File
Mew Contact Type Ctrl+M
i Delete Contact Type Ctrl+D
Save Contact Types Ctrl+5
Save and Close Contact Types  Ctrl+Shift+5
Close Contact Types Alt+F4
Exit Ctrl+X
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