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Welcome to Series 5 Professional Invoicing

The Series 5 Professional Invoicing system is one
segment of a fully integrated set of Financial
Applications. It provides for entry and control of Project
oriented Invoicing needs. It handles employee
chargeable or non-chargeable time that can be entered
as timesheets, or it provides for the interface of external
data from other systems that generate billable charges.
A variety of different invoices may be generated either as
printed forms, or in a number of different EDI formats.
Project revenue and/or costs may be tracked by Project
or Department.

The Professional Invoicing system runs in conjunction
with the Series 5 Accounts Receivable system, and
optionally with Accounts Payable, WEB Access
Management and General Ledger systems.

This help is designed both as a course in using the
Series 5 Professional Invoicing and as an ongoing
reference while you are working with the program.

Getting started — new users

e Study the Introductionl 12 and Quick Start Tutorials[ 2] sections to familiarize yourself
with the basics of the application.

e Check out all the links in the Help tab — plenty of help is available!

Getting started — users upgrading from prior revisions

e See the History of Enhancements| 18] for a quick summary of the major changes and
where to find the functions you are looking for.

e Even if you are an experienced Professional Invoicing user, please run through the
Introduction[ 121 and Quick Start Tutorials[::2] sections quickly to get up to speed with
what has changed in the latest version of the program.

Copyright Notice

¢ Sentinel Hill Software Inc. has made every effort to ensure that the material published in
this Help file and/or manual is correct and accurate, but reserves the right to make
changes without notice at it's sole discretion at any time.

e PROPRIETARY RIGHTS NOTICE: Allrights reserved. This material contains the
valuable properties and trade secrets of Sentinel Hill Software Inc. of West Vancouver,
BC, Canada, (Sentinel Hill), embodying substantial creative efforts and confidential
information, ideas and expressions, no part of which may be reproduced or transmitted

© 2007 - 2014 by Sentinel Hill Software, all rights reserved
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in any form or by any means, electronic, mechanical, or otherwise, including
photocopying and recording or in connection with any information storage retrieval
system without the permission in writing from Sentinel Hill Software Inc.

e Copyright 2008-2014. -- An Unpublished Work by Sentinel Hill Software Inc. -- Printed

in Canada

© 2007 - 2014 by Sentinel Hill Software, all rights reserved
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Introduction

The topics in this section provide some basic information about the Professional Invoicing
system, what it is for and what you can do with it.

Product Overview

The Professional Invoicing system basically records any activity and disbursements
performed by your company's professional staff as a service to your customers. Data may
be entered from employees' timesheets, or interfaced directly from user supplied sequential
data files, or from Excel spreadsheets. The system will automatically determine rates based
on the given Project, Employee and/or Task performed. Invoices are generated and posted to
the Accounts Receivable system. To summarize, the following functions are performed:

? Captures Data from Employee Timesheets or Interfaced from
data files

? Automatically assign Unit Rates and G/L Revenue Accounts
based on avariety of User Configurable Rules

? Captures any Disbursement Charges that might be incurred

? Track Revenue either by Project or Department

? Generates Invoices in different formats for different Customers

? Generates EDI Invoices, cXML Invoices or batched Paymentech
Visa charge requests

? Generates instant On-Demand Invoices, when requested from
Service Agents

? Provides assorted Invoice and Work-In-Progress Inquiry
functions

? Automatically computes Tax

? Invoices may be De-Generated, or Re-Printed as the case may
be

? Interface Invoices to the Accounts Receivable system

? Provides for Cost Analysis of Professional Services

The Professional Invoicing system handles Project Costing for a single company. If you have
more than one company, then you need only to set up additional Series 5 company systems,
one for each. Each P/l company may be interfaced into it's own G/L, or into a corporate G/L
system.

The Professional Invoicing system system must be used with the Series 5 Accounts
Receivable system.
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Professional Invoicing Features

A brief summary of some of the major features of the Series 5 Professional Invoicing system!

<

Projects, Tasks and Employees

The basic codes used in the P/l system that are used to track revenues from
professional activity would be the Projects that are worked on, the Employees
performing the work, and what Tasks were performed that are charged to the
customers. Once these codes are set up, chargeable, or non-chargeable, activity
may be recorded. Note that an Employee might also be a machine or an internet
service that is used to accumulate charges.

For any given employee, the Projects that they have access to may be assigned.
Also, specific Tasks that are associated to that Project for the Employee may also
be assigned.

Charge-Out and Cost Rates

The system is designed to provide for the entry of employee Work-In-Progress,
(WIP), activity, comprised of chargeable or non-chargeable time sheet information,
with little or no knowledge of charge-out rates. To accomplish this feat, an
algorithm is employed to examine possible Standard Rates associated with
Projects, Customers, or Tasks, and to search for any Special Rates that might
have been defined. When the time sheet information is entered, the system
determines both the Chargeable and/or Non-Chargeable rates, and the internal
Cost rate for each item.

Project to Customer Relationship

A Project Code is used to define a collection of Work-In-Progress activity and
Disbursements associated to a project. A Project belongs to a Customer for
which chargeable activity is being performed. You may define multiple Projects for
a given customer. Projects can be long term, that is, they might span a time frame
of several years. A given job performed by your company that will be charged to a
customer, should be entered under a defined Project. A simple way of
categorizing the definition of a project is that one or more Invoices are generated
for each Project.

Special Rates and the Rate Class

The Professional Invoicing system provides for the definition of Special Rates used
for unit Costs or Billing rates which differ from that of the Standard Rates. There
are five Special Billing Rate types and two Special Cost Rate types, that can be
defined:

Special Billing Rates Special Cost Rates
o by Employee e by Employee
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"L

o by Employee Group e by Task
e by Task Group
e by Employee/Task
e by Task Adjusted by a
given %

Special rates are allocated to a Rate Class. When Projects are defined to the
system, they can be associated to a Rate Class. A Rate Class might be
considered as a column of rates found in matrix if all the Special Rates are
represented by rows in a matrix. You may then define a class of rates that a given
Project, or set of Projects, are going to use.

Revenue Allocation

The Professional Invoicing system provides for the option of having revenue
determined at the point that Time Sheets and/or data is interfaced, or at the time
that Invoices are generated and printed. (On some systems, this difference could
effect the P&L statement significantly). Revenue is accumulated by assigning a G/
L Revenue Account for either a Project, a Department, Groups of Tasks, or
Groups of Invoice Sections. For special cases, a Revenue Account can be
defined for specific Tasks when used on specific Projects. At all times during the
billing cycle, an accurate account for both time and revenue charges is available to
the General Ledger system utilizing WIP, assorted Revenue, Unearned Revenue
and Deferred Revenue accounts.

Project Deposits

The P/l system provides for a Project Deposit to be recorded, prior to any activity
or billing. A special WIP record will record the amount of the deposit. When an
invoice is eventually generated, any deposit found on file will be applied, and the
appropriate Balance Due Total will be computed and printed.

Project Budgeting

The P/l system provides for a number of different ways to set up and maintain
Project Budgets. Budget versus Actual figures are kept for WIP # of Units, WIP
Costs and Revenues, and Disbursement Costs and Revenues for user defined
periods of time. Budgets can be set up as follows:

o by Project so one record holds all amounts for WIP, Disbursements
and Cost Plus amounts

¢ by Project for just WIP # of Units, WIP Revenue, Cost-Plus and/or
Disbursements for all activity associated to the Project. (So these
types of activities may be budgeted for independent of one another)

o by Project for just WIP # of Units, WIP Revenue and/or
Disbursements for specific Budget Groups assigned to Tasks and/or
Employees

¢ by Budget Groups associated to Tasks, regardless of the Project, so
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budgets can be established for a single or group of different types of
activity.

o by Budget Groups associated to Employees, regardless of the
Project, so budgets can be established for a specific employee or
groupd of employees.

o by user defined Budget Groups that create categories of budgets that
can include groups of employees, tasks or disbursements. Using
Groups, a separate Budget can be kept for specific Tasks or
Employees

The Budgets may be set up for a specified period of time, which may be broken
down by week, month, quarter, year, (for up to 26 periods), or for just the life of the
project.

The system maintains and accumulates Actual Figures for each Budget that is
created. You may have multiple types of budgets for a single Project depending on
what activity is to be tracked.

rg Cost Plus Charges

For companies dealing with government contracts, or when revenue needs to be
determined based on fixed fee percentages, the P/l system offers the capability to
automatically computed Cost Plus Charges. As a part of the billing procedure,
after all Work-In-Progress and Disbursement items have been selected for billing,
the Cost Plus Generation option is selected to be executed. Based on Selected
and Un-selected items, Cost Plus Factors are applied to compute predefined Cost
Plus charges. These Cost Plus charges are recorded as special WIP items and
will be printed on the invoice, and available for the assorted analysis reports. The
percentages used in the calculations are pre-determined, by Project, and the
formulas customized per site. Up to six different Cost Plus factors may be
defined. Budgets are available for Cost Plus revenue.

& ProjectBilling
Work-In-Progress items may be selected for billing using two different methods.
First, a Generalized Billing process is available which automatically selects all
eligible WIP and Disbursements within a specified date range. Alternatively, a
Selective Billing and Adjustments option may be used to individually select WIP
items for billing.

When using Selective Billing, a scrolling screen of up to 14 WIP items are
displayed. Individual items can be selected using the mouse. Once an item is
selected, it's invoice amount can be Marked Up or Marked Down, it can be Partially
Billed, Deferred, or even Written Off. If the WIP item selected has Budgets
defined, the Budget Actual, Committed and Remaining amounts are displayed.

When WIP items are billed, both the Original Rate and Amount and the Invoiced
Rate and Amount figures are kept with the item. These amounts are available for
inquiry or reporting purposes. Also, when invoiced, each WIP and Disbursement
charge retains the Invoice Number and Invoice Date for future reference.
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(&)* 3rd Party Billing and Multi-Client Billing

Invoices are normally generated for a given Project that is associated to a
particular Customer. As an additional feature, the P/I system supports 3rd Party
Billing, on behalf of the customer associated to the Project. Charges accumulated
to the Project, as one of their properties, has a Bill-Code. The Billing Code is used
to identify which items belong to which 3rd Party Customer. Two variations exist.

First, for 3rd Party Billing, a given invoice is sent both to the primary customer and
to the 3rd party customer. However, the receivable is only registered for the
primary customer associated to the Project. This approach may typically be used
by large legal firms.

In the second variation, invoices are only sent to the 3rd Party Customer and the
receivable is registered to that customer. This approach may be used where
charges are recorded by a head office on behalf of a number of branch offices.

Invoice Printing

The P/l system provides for a number of different types of Invoices to be printed.
That is, for a given project, WIP and/or Disbursement items may be grouped in
various was to produce one or more invoices. An Invoice Layout Maintenance
application allows you to configure a number of different types of Invoices by
selecting from the following characteristics.

o WIP grouped by Project, Employee, Department, Task Group,
Reference, (or Job), or Date
o WIP detail with Task description, Employee name, or WIP Description

You can specify which Layout is used by Project. As well, by project, you may
specify Detalil, Task Group Summary, or Invoice Section Summary, each providing
different levels of sub-totalling. If detail is selected, you may choose whether to
group items by Employee, or by Task. Tax, where applicable, is calculated using
the Tax Codes defined for the Customer.

EDI Invoices

Projects may be set up to produce electronic Invoice data files, as well as a printed
Invoice. Different types of EDI invoices may be generated at the same time, for
different Projects. The following types of invoice may be generated:

e Ariba cXML Invoices

Traditional ANSI X12 4010-810 EDI

Excel Workbook Invoices, (with a summary worksheet, and a detail
worksheet)

o LEDES 2000S and LEDES 98B for legal firms

as VISA Credit Card charges submitted to Paymentech in 120-Byte
Batch Files or Orbital XML Files
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o For a variety of different user defined Invoice Interface files for
customers' A/P systems

On-Demand Invoicing

With On-Demand Invoicing, billable activity is generated immediately after a
customer's interaction with a web-site or telephone sales agent. These charges
are then grouped as a packet of information in a file, and delivered to an accounting
server to be deposited to a pre-designated directory. The system's On-Demand
Servicing function detects the presence of this file, reads the data, generates the
invoice, delivers it back to the requesting agent or system, and posts it into the
Accounts Receivable system.

@ Invoicing Wizard
A wizard program is one that handles a number of standard repetitive functions.
There is a wizard that handles the loading of user third party chargeable data, the
billing process, the printing of Invoices, and the posting to Accounts Receivables.
It examines specific folders for the presence of specific files, and process them
accordingly. Invoices may be generated and printed, or created as separate PDF
documents and automatically emailed to the customers.

:‘f;’ User Defined G/L Account # ie., 9999-99-9999999 - 999

The G/L Account number is divided into two parts. The Main Account #, and the
Profit Center. The Main Account can have up to 18 digits and can be segmented
into up to four segments. The Profit Center may be 3, 4 or 5 digits in size. You get
to define the size as required.

t} Extensive Export to Spreadsheet capabilities

The Series 5 provides for the loading or dumping of data from or to your favorite
spreadsheet. Data can be read or written directly to Microsoft's Excel, or tab-
delimited text files.

Data Import/Export is offered for the following transactions, master records or
analysis:

> Project Master Properties

> Task Master Properties

» Cost Center Credit Card Numbers
> Invoice Group Master Codes

> WIP Period Analysis Totals
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g{\}? Using the Series 5 Professional Invoicing can be fun

Don't believe it? Give it a try.

History of Enhancements

Over the lifespan of the Professional Invoicing system a number of major enhancements and
minor fixes have been applied. Following is a brief summary.

New and Different — Enhancements and Fixes in P/I

&+ For 2014

- Work-in-Progress Revenue Analysis Inquiry/Report/Export

This new analysis function produces totals of PI WIP activity recorded to each of the G/
L Revenue Accounts. Sub-Totals may also be generated for the following
combinations:

e Revenue Accounts ¢ by Employee for each Account

e by Customer for each Account ¢ by Task/Invoice Group for each Account
¢ by Project for each Account ¢ by EDI Control Codes for each Account
e by Task for each Account ¢ by Invoice Layout for each Account

The totals may be displayed to an inquiry grid screen, output to a report, or exported to
spreadsheets, tab-delimited, or CSV data files. The following totals are presented:

o #WIP Items

e Chargeable WIP Units

¢ Non-Chargeable WIP Units

e Chargeable WIP $ value

¢ Non-Chargeable WIP $ value

Overhead $ Amount

Invoiced $ Amount

Mark-Up Invoice $ Amount
Discounted Invoice $ Amount
WIP $ Amount Written-Off
Unbilled WIP $ Amount

The WIP detalil that contribute to each data-set may also be exported to spreadsheet.
The analysis may be run for a calendar year, calendar month, or user specified date
range. (Oct 21-2014)

- Remote Timesheet Entry using Emails

Two new functions has been introduced into the PI system to manage the process of
entering timesheet information from employee emails.

First, there is a new operation that for each employee will generate an Excel
spreadsheet that contains the potential activity that employee would need to record as
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WIP activity. These spreadsheets are automatically emailed, by the system, to each
employee to be filled in. The spreadsheet would be edited, and emailed back.

The second new operation will read a designated Outlook inbox for those emails from
employees sending back their completed timesheet spreadsheets as attachments.
The emails are processed and the spreadsheets read to record their timesheets into
the Pl system. (May 10-2014)

= New Invoice E-Billing File Generation

A new function has been introduced into the P/l system. The E-Billing Wizard is a
program that will generated EDI Invoicing files from Invoices that were generated from
other software packages. The invoice information is provided as a text CSV file that
contains the detail that was used to generated the invoice. The detail is loaded into the
Pl system, an invoice history record is written, and the appropriate EDI file is created
ready to be transmitted to the customers' BtoB services. (April 15-2014)

The following EDI Invoice format types are supported:

e Ariba cXML e Traditional EDI

¢ Ariba CSV ¢ Paymentech CrCard - ASCII
¢ Ariba EDI e Paymentech CrCard - XML
e Ledes 98B ¢ JP Morgan Non-PO

¢ | edes 2000S XML e Riemer Law

- Project Inquiry Dashboard

A Project Dashboard has been introduced to the P/l system. Utilizing a Windows tree
display, projects may be listed by Code, Description, or grouped by Customer, Project
Manager, Project Leader, Location or Invoice Layout. When a given Project is
selected, assorted related information may be displayed in the following tabbed-sub-
screens:

Disbursement Totals
Sub-Contractor Totals
Purchased ltems
Inventory Issued
Invoice History

Project Properties
Assigned Employees
Budgets

Employee WIP Totals
e Task WIP Totals

For the totaling screens a date range filter may be specified (March-10-2014)

& For 2013

= Proforma Invoices

Once P/l invoices are generated, they are presented in the Invoice processing grid.
When selecting a specific invoice, and right-clicking to have the pop-up menu
presented, new functions are available. You may now have a "Proforma" copy of the
invoice printed, and optionally emailed. Once printed, it's status is set as "Proforma”,
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and it will remain until the "Approve Proforma Invoice" pop-up menu function is
executed. (Apr-12-2013)

&+ For 2012

= On-Demand Re-Invoicing

The P/l system now provides support for the generation of "On-Demand" Correction of
Invoices. With On-Demand Invoicing, billable activity is generated immediately after a
customer's interaction with a web-site or telephone sales agent. These charges are
then grouped as a packet of information in a file, and delivered to an accounting server
to be deposited to a pre-designated directory. If after either a system generated
Invoice, or an On-Demand Invoice has been produced, it is discovered that a change
needs to be made, the On-Demand Service routine will now be able to handle a
request to Re-Generate an Invoice. In this case, the Invoice Number of the original
Invoice is passed in the file name. For the original Invoice, a Credit is generated
reversing all it's charges and G/L distributions; and the new revised information is used
generate a totally new Invoice. (Nov-15-2012)

= EDI Invoice Generation

When generating EDI Invoices for a Project having different charges with different bill
codes, the system will create a separate Invoice for each bill code. For EDI Invoices, if
the WIP item value is ZERO, then it is automatically written off, and not invoiced. In the
case where all the charges with the same bill code have ZERO value, the associated
invoice is not generated. In this instance, any subsequent WIP items not yet invoiced,
were not being invoiced at all. The problem has been identified and fixed. (Nov-02-
2012)

- Invoice Degenerate Function

The function used to degenerate Invoices has been revised to provide an enhanced
message to the operator to verify that De-Generation is supposed to be executed.
(Oct-08-2012)

- Task Codes Codes Spreadsheet Export

The Date-Last-Used field associated to the Task will now be output when Exporting
Task information. (Sept-28-2012)

= Project Master Codes Spreadsheet Import

The Invoice Layout associated to the Project will now be input when Importing Project
information. (Sept-28-2012)

= Recap Record - "Search Court Information" field

A new field has been introduced to the Recap Charges record. The "Court Information”
field is used to hold information relating to charges associated to customers that are
legal firms. This new field is dealt with in the User Interface functions, the General WIP
Transactions Entry (and related spreadsheet interface), and Invoice generation. \When
loading charges from spreadsheet as General WIP transactions, this new field
must be available in column AK. Please ensure your applicable spreadsheets
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are revised accordingly. (Sept-21-2012)
- Apply Credits to Posted Invoices

From the Historic Invoices Inquiry function, the function to apply credits to posted
invoices has been enhanced as follows:

e When an invoice is selected from the grid to be displayed, a new Apply Credits
push button is offered at the bottom of the screen, thus letting you browse
through the invoices and then being able to launch the function to apply the
credits.

¢ You may now apply credit amounts to specific WIP items, without 1st computing
the total amount of the credits. A new push-button labeled Adjust CR Total to
Amts Applied when clicked will use the total amounts marked for Credit as the
Total

¢ Once credit amounts have been applied to specific WIP items, and the Enter
the Credit push-button is clicked, then both the original WIP records and Recap
records are replicated with the negative amounts of the credits assigned; a Credit
Invoice is generated and printed, and it will be recorded as an entry in the Invoice
Processing grid, waiting to be posted to A/R

Once Invoices are posted to an A/R Sales Batch, all applicable reversing G/L
Distributions are generated for the Credit. (Sept-21-2012)

= Automated Invoicing Wizard

A new function has been introduced available within the "Invoice Processing" drop-
down menu. "Launch Auto-Invoicing Wizard" is a routine that when executed, will start
up a process in a new window that will be used to automatically execute the Invoicing
Wizard. You may specify that it is to execute every 1/2 hour, hourly, or every 2 or 4
hours. A status sub-screen is displayed showing when the next and previous
executions have occurred. The option also exists to have the process automatically
hibernate overnight.

In order to use this new function, you MUST first add a new User Logon Profile named
AUTOWIZARD, (using the System Maintenance's "User Logon Profile" maintenance
function). You must also, add a new variable to the runtime Configuration file named
AUTO_WIZARD_AUDITLOG_PATH which specifies the full path to the directory/
folder that an audit log file, for the process, is to be written. (Sept-21-2012)

- Customer Service Reps

The Professional Invoicing system has been enhanced to provide the ability to identify
and record the "Customer Service Reps", (CSR), that are associated to work-in-
progress charges. You may specify 2 different CSRs; one for the Customer and one
for the individual WIP item. (The one for the Customer is assumed to be the "Team
Leader". These CSR are set up in the Accounts Receivable system using one of the
user defined Demographic Codes. The CSRs are specified as new fields in each of
the applicable interface functions, and may be entered using the General Work-In-
Progress or Timesheet Entry applications. When invoices are printed, the description
associated to the Client CSR, (assumed to be name and phone #), will be printed in
the footer of client's invoices. (July 28-2012)
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Upgrade instructions

When the software with this enhancementis installed, you MUST execute the PI
Upgrade utility to have all applicable records rebuilt. Please contact Sentinel Hill
Software for further information.

= Invoice Reprints

From the Historic Invoice Inquiry function, when a given invoice is selected to be
reprinted, if that invoice is associated to a 3rd party billed client, both the client's invoice
is printed, and the 3rd party invoice is printed too. (July 19-2012)

- Paymentech XML Invoices

A new EDI Invoice type has been introduced. Invoices may now be generated as Visa
Credit Card charges using the Chase Paymentech Orbital Gateway Batch XML
Interface. The appropriate batch file is produced to be submitted. Also, the
Paymentech "Response” file is processed to identify rejected requests.  (July-16-
2012)

- PDF and MS Word Invoices are now generated with Assorted Formatting
Options

Invoices will now be generated and output with assorted formatting features. These
include, and limited to, the following:

e Text is output in user defined fonts such as variable pitch Trebuchet MS
e Columns of information may now be aligned using left, right and center tab sets
e Segments of the invoicing page may be defined in a different font and font size
e Specific fields may be output as bold, italic, reverse and/or highlighted; and as a
different font and font size
e Graphic lines may now be inserted as segment delimiters or underlines for totals
(June-20-2012)

= Invoicing Wizard

The Invoicing Wizard routine calls the "General WIP Interface”, to validate and load
charges that are to be interfaced into the system. The Wizard routine has been
revised to abandon the interface if the "General WIP Interface" detected an attempt to
re-load a given set of files. The appropriate message is displayed to the status screen,
and is output to the exception report. (May-28-2012)

- General WIP Interface

When user WIP data is interfaced as "General WIP Transactions", a log file will now be
kept to record information associated to the file being interfaced. If the operator
attempts to repeat the interface on a particular file, the log file will be examined to see if
it had already been loaded or not. A message will be displayed, and the operator will
have the option to re-load it. (When the interface is called from the Invoicing Wizard, if
a file has already been loaded, then an error will be returned to the Invoicing Wizard,
and the file will not be loaded). (May-28-2012)

= Recap Export Spreadsheet

The Recap Export has been revised to now allow for over 65,000 charges to be
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exported. If output to Office 2003 Excel workbooks, a 2nd worksheet will be created.
As well, The Rate, # of Units and Fee columns of the spreadsheet will be correctly
formatted as $ amounts, or not. (May-28-2012)

- Invoice Layout Type "O" for On-Demand Invoices

A new Invoice Layout Type "O" has been introduced. This layout is similar to the Type
"L" layouts, except all charges reported on a single invoice are for the same Recap
Order Number. As well, up to 20 characters of each of the 8 possible Recap
Reference fields will be printed in the header of the invoice; and any taxes that are
computed will be listed with each charge. The Invoice Layout Maintenance function
has been revised accordingly. This Invoice Layout will be used for all On-Demand
Invoice requests. (May-18-2012)

- Invoice Layout Types for Invoices Generated as Separate Documents

The Invoice Layout Maintenance function has been revised to provide a new property
for those layouts that have the property set to Generate a Separate Document for each
Invoice. This new property named MS Word Template Override, is used to specify the
name of the MS Word template that is to be applied when the invoice is printed as an
MS Word or PDF document. (May-15-2012)

- Invoice Layouts "L" and "F" for Daily Legal Invoices

Invoices produced for Projects defined with Type "L" Invoice Layouts have been totally
revised. As well, a new Invoice Layout "F" has been defined. These invoices have
been revised to take advantage of the new formatting capabilities when outputting them
as MS Word, or PDF documents. Type "F" invoices, (for Financial Institutions), group
charges by Bill-Code, and then again by the WIP Reference, (for the Debtor name).
Bill Code totals, and Debtor sub-totals are printed. Type "L" invoices are similar to
Type "F" invoices, except all charges for a given Bill Code are generated on a separate
invoice.

For both these types of invoices, the MS Word documents are now output with a
variety of formatting options. These include the following:

¢ Variable pitch font, (Trebuchet MS in 8, 9 and 10 point)

e Line and section tab settings utilizing left, right, center and decimal-place tabs

¢ The drawing of graphic lines for separation of sub-sections and underlining

e Sub-string formatting for bold, italic, reverse-video, text highlighting, and alternate
font sizes

Note that, these invoice require the use of a new MS Word Template which must be
available to each user who generates invoices. (May 15-2012)
- Invoice Layout Types "F" and "R" for DFS Invoices

The definitions of, and invoice layouts for these types of invoices have been removed
from the system. The Invoicing routines have also been revised accordingly. If any
layout records defined for these types are still on file, they should be deleted.
(May-02-2012)

= Option to "Cancel" specific Operations in P/I

A number of functions, once initiated, may now be cancelled, prior to completion. This
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is accomplished by clicking on the "Cancel" button presented on the progress bar
screen. The following functions may be cancelled:

¢ Archiving of Historical Invoice Data

e General WIP Transactions Entry "Import" Function

¢ General WIP Transactions Entry "Revalidate WIP" function

e General WIP Transaction Entry "Delete ALL Transactions" function
¢ After Hours Emailing of EDI-PDF Invoices

In each case, the process will stop processing once a given function for a given
transaction is completely finished. (April-04-2012)

"After Hours" Emailing of EDI PDF Invoices with Recap Reports

For those invoices generated as EDI PDF type invoices with Recap Reports that are to
be subsequent emailing to respective customers using "After Hours" function, new
functionality has been introduced. You will now be able to have these invoices re-
emailed. When the "Email EDI Gen'ed PDF Invoices" function is selected, a screen
will now be presented on which you may set the option to Repeat the email process for
a range of Invoice number. For a given invoice to be re-emailed with it's recap
report, it must have already been generated in the past, and reside as a PDF in
the directory folder associated to the EDI/XML Specifications Code. (April-04-
2012)

Invoice Posting to A/R

The Invoice Posting function typically should be executed when no other users are
executing a function that opens, or has access to, the active Invoice file. Previously,
when Invoices were posted, the Invoice file was opened exclusively, and all other users
were locked out from any function that attempted to open it. Now, a software controlled
locking mechanism has been introduced. Arecord in the A/R Passing file is now used
to monitor how many users are executing any functions that open the Invoice file. That
record also has a flag that gets set to indicate that the Invoice file is open by the Invoice
Posting function. Now when the Invoice Posting function is selected, if any other users
have the Invoice file open, a message will be displayed to the operator, and they may
choose to proceed with the posting, or not. Also, if while the Posting function is
executing, if any of the other functions that open the Invoice file is selected, that
operator will be informed and have the option to continue or not.

Abandoning the system's file exclusive locking mechanism was necessary in order to
allow for "On-Demand" Invoicing to continue during the times when normal daily
Wizard Invoicing and "Month-End" Invoicing was executing. (March-07-2012)

Print/Outputting EDI Invoices

When EDI Invoices are output, the system is now able to handle up to 12 different EDI
Invoice Control Types at a time. Previously, only 10 different sets could be output
when Invoices were printed.

Also, previously when EDI invoices were generated to be automatically emailed, the
system assumed that recipient email addressed were always available. (Typically from
the Customer master record's profile). The system has been enhanced so that if no
email address is provided, or is blank, then the invoice will be skipped from being

© 2007 - 2014 by Sentinel Hill Software, all rights reserved



Introduction 25

processed. If this is the case, a message will be displayed accordingly. (March-02-
2012)

- Reprinting Historical and/or Overdue Invoices

The function to have Invoices reprinted has been enhanced to offer the option to print
ONLY those Invoices that are considered "Overdue”. When selecting to print overdue
invoices, the operator may choose to select only those invoices for customers with a
specified Terms Code. As well, a filter is offered allowing selection of only those
invoices that are 15, 30, 45, 60, 90 or 120 days overdue, based on either the Invoice
Date or the Due Date. An new additional option to have the invoices automatically
emailed to those customers with email addresses has also been introduced.

The body of the email message is loaded from a file named
OverDue_Invoice_EmailMessage.TXT that must be located in the directory named
Email-Templates located in each Company System's designated reports directory.
This text file may be either a plain ASCII text, or an HTML file and contain up to 8192
characters. (Feb-12-2012)

- P/IProjects Codes Maintenance

When adding a new Project, if the associated invoices were to be generated as one of
the defined EDI layouts, it was necessary to finish the add process first, and then
select to Modify the Project to enter the EDI properties. Now, the EDI properties may
be entered when the Project is added. (Feb-15-2012)

= P/I Data Files "Archiving" Function

The "Archive" function has been enhanced to now read through the Historic Invoices
file using the new Invoice History Date key. As a result, only those invoices that are to
be archived are processed. Previously, all record in the Invoice History file were being
read. (Feb-14-2012)

= P/IInvoice Inquiry

From the Historic Invoices Inquiry function grid screen, you may now select to have
invoices displayed sorted by Invoice Date. (Feb-14-2012)

= EDI Control Properties - "Suppress ZERO value WIP"

A new control property has been introduced to the EDI Specifications Maintenance
screen. Labeled as "Automatically Suppress and Write-off ZERO value WIP
items", is a check-box that when set will not include any WIP items that have a ZERO
value in those EDI formats listing detail charges. As well, when these ZERO value
items are encountered, they will automatically be flagged as "Written-Off" WIP items.
(Feb-09-2012)

- Custom Character Delimited ASCII EDI Invoice Formats

A new type of EDI Invoice format has been introduced. Custom "Character-Delimited”
Text EDI invoices are now supported. These are ASCII text files that contain invoicing
information in fields that are separated by different characters. (Including, <,>, <~> and
the <|> characters.) The different formats available are customized for specific
customer's requirements. (Feb-08-2012)

- LEDES 98B Invoices
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The system now supports a number of variations to the standard LEDES 98B Format
of invoices. The existing LEDES 98B EDI Control Properties has been revised with a
new field to indicate the given company to which the unique settings and values are to
be applied to. The invoicing routines have been revised as required. (Feb-06-2012)

= Paymentech Orbital Gateway Batch XML Invoices

The system now supports the generation of Orbital Gateway Batch XML Credit Card
charges for submission to Paymentech for invoices generated from PIl. A new EDI
Control Type with applicable properties screen has been introduced to the EDI Control
Settings Maintenance routine. The invoicing routines, and the Paymentech Response
Reconciliation routine, have both been revised as required. (Jan-27-2012)

= LEDES 2000 XML Invoices

The system now supports the generation of LEDES2000 XML invoices. A new EDI
Control Type with applicable properties screen has been introduced to the EDI Control
Settings Maintenance routine. The invoicing routines have been revised as required.
(Jan-18-2012)

- EDI PDF Invoices with Recap Reports

The generation of the EDI PDF type invoices with Recap Reports, and subsequent
emailing to respective customers, has been enhanced. As an option associated to the
EDI Specifications, you may now have the production of these invoices broken into two
steps. If two-steps is selected, as the 1st step, when these invoices are "Printed"” only
the PDF Invoice document is built. The 2nd step, launched by a Invoice Processing
sub-menu item, will have each invoice's corresponding Recap Report generated, and
both the Invoice and the Recap Report is emailed to the customer. Using this two-step
method, or which has The Generation of Recap Reports and subsequent emailing
"Performed as a Separate After Hours" Operation, will significantly reduce the time
required to generate invoices at the end of the month. (Jan-16-2012)

&+ For 2011

- Enhancements to the Invoicing Wizard

The P/l system for the past few years has provided an Invoicing Wizard application that
automatically inputs user interface data and automatically generates and prints
invoices; and posts them to the Accounts Receivable system. The invoices were
generated as a set that was printed. The process has been enhanced to now provide
the option to select the type of invoice to be generated. Invoices may still be generated
as a set and printed, but as well, they may now be generated as individual MS Word or
PDF documents, and automatically emailed to each customer. New fields associated
to the options for generating invoices have been introduced to the Invoice Wizard
Codes Maintenance function screen. (Dec-09-2011)

- On-Demand Invoicing

The P/l system now provides support for the generation of "On-Demand"” Invoices.
With On-Demand Invoicing, billable activity is generated immediately after a
customer's interaction with a web-site or telephone sales agent. These charges are
then grouped as a packet of information in a file, and delivered to an accounting server
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to be deposited to a pre-designated directory. The Series 5 Professional Invoicing
system's On-Demand Servicing function detects the presence of this file, reads the
data, generates the invoice, delivers it back to the requesting agent or system, and
posts it into the Accounts Receivable system. The process is accomplished typically
all in a time-frame of less than 10 seconds.

On Demand Control Sets are used to define the options associated to these invoicing
related operations. Each On Demand Control Set could be established to represent a
unique set of options perhaps representing charges accumulated for different branch
offices, geographic regions, or sales agents. Invoices associated to each Control Set
is then dealt with separately, having their accumulated activity loaded, billed, invoices
generated, and moved to A/R. (Dec-09-2011)

- Recap Report/Spreadsheet Export

The export function has been revised. A new column, "F", has been introduced that
contains a flag indicating that the charge is either a "Service" or a "Disbursement”. All
columns to the right have been shifted accordingly. (Dec-06-2011)

- Revised PI Menu Menu-Bar

In the Pl menu-bar, the Operations drop-down menu set has been divided into two
drop-down menus. All the menu items relating to the generation and processing of
invoices has been moved to a new menu-bar set titled Invoice Processing. As a
result user access rights to each of the menu items that previously were associated to
the Operations drop-down menu will have to be reset for each user having access to
Pl. (Nov-04-2011)

- New WIP Field - Working Location of WIP Activity

A new field has been introduced to the P/l system Work-In-Progress record. It is used
to record where the WIP activity was performed. A number of different pre-defined
locations are provided to be selected. (Nov-02-2011)

- 150 Character Customer Company Names

The P/l system has been enhanced to support the 150 character Customer Company
Names that are provided by the Accounts Receivable system. Where applicable, the
full 150 character name is now displayed. (Nov-02-2011)

= 8 Digit Invoice Numbers

The P/l system has been enhanced to now provide 8 digit Invoice Numbers. (Nov-02-
2011)

- General WIP Entry Inteface from Spreadsheet

Several new fields have been added to the WIP, (Work-in-Progress), record definition.
As a result, the layout of fields used for the "Interface from Spreadsheet" has been
revised. For users that load WIP charges you must re-configure the layout of your
input spreadsheets. Briefly, the following columns have been inserted or shifted:

e Column K is a new field used to indicate whether the WIP activity is Service or
Disbursement oriented
e Column L now holds the Invoice Consolidation field that used to be in Column T
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e Column Mis a new field used to provide a code indicating where the WIP activity
was performed

e Column Q is a new field that provides the option to override the P/l Task's
Description that is printed on specific Invoice Layouts

Refer to the documentation below for the General WIP Entrylzs7] operation for specific
layout information. (Nov-02-2011)

Email Addresses

With the P/l system, specific types of Invoices may be emailed. The email address
fields have been increased in size from 40 to 120 characters. The email addresses
are obtained either from the Customer's Properties record, from the Multiple Client
Project Bill-To record, or as passed within On-Demand Billing parameters. All P/I
applications providing the option to have reports or invoices emailed will be revised
accordingly. - or from Task Code has been increased in size from 8 to 10 characters.
The Task Code Description field has been increased from 40 to 100 characters. All
routines that require entry or display of the Task Code have been revised accordingly.
(Oct-28-2011)

Task Codes and Associated Descriptions

The P/l Task Code has been increased in size from 8 to 10 characters. The Task
Code Description field has been increased from 40 to 100 characters. All routines that
require entry or display of the Task Code have been revised accordingly. The Time
Sheet Entry and General WIP Charges Entry functions have been revised to display
the 100 character description. (Oct-28-2011)

Invoice Group Codes

The P/I Invoice Group and Invoice Section Code fields have been increased in size
from 6 to 10 characters in size. All routines that require entry or display of these codes
have been revised accordingly. (Oct-28-2011)

Upgrade instructions

When the software with this enhancementis installed, you MUST execute the PI
Upgrade utility to have all applicable records rebuilt. Please contact Sentinel Hill
Software for further information.

LaSalle Excel Invoices

For the EDI controlled LaSalle Excel Invoices, they will now be emailed using the new
interface to MS Office Outlook. These email messages will be sent as "Plain Text"
invoices. The body of the email message is now loaded from a file named
LaSalle_Invoice_EmailMessage.TXT that must be located in the same directory that
the Excel invoices are generated in. (As determined by a property in the EDI Control
maintenance function). It now means that users may edit the message that is
emailed. (Oct-05-2011)

Wilmington Trust Excel Invoices

For the EDI controlled Wilmington Trust Excel Invoices, they will now be emailed using
the new interface to MS Office Outlook. These email messages will be sent as "Plain
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Text" invoices. The body of the email message is now loaded from a file named
WTrust_Invoice_EmailMessage.TXT that must be located in the same directory that
the Excel invoices are generated in. (As determined by a property in the EDI Control
maintenance function). It now means that users may edit the message that is
emailed. (Oct-05-2011)

- Generic Excel Invoices

For the EDI controlled Excel Invoices, they will now be emailed using the new interface
to MS Office Outlook. These email messages will be sent as "Plain Text" invoices.
The body of the email message is now loaded from a file named
Excel_Invoice_EmailMessage.TXT that must be located in the same directory that
the Excel invoices are generated in. (As determined by a property in the EDI Control
maintenance function). It now means that users may edit the message that is
emailed. (Oct-05-2011)

- Emailing of PDF Invoices

For the EDI controlled PDF Invoices, they will now be emailed using the new interface
to MS Office Outlook. These email messages will be sent as "Plain Text" invoices.
(Sept-21-2011)

- Employee Daily /Period Activity Report Enhancements

The Employee Daily Activity Report has been enhanced as follows:

¢ |t has now been renamed to the "Employee Period Activity Report" since you may
now defined periods as Daily, Weekly, Monthly or Yearly
¢ The following Analysis, where totals are accumulated, may be generated:
v'For each Employee, which Projects was WIP activity recorded for
v'For each Employee, which Tasks was WIP activity recorded for
v'For each Task, which Employees recorded WIP activity for
v For each Project, which Employees recorded WIP activity for
¢ The report can be generated with or without detail WIP activity being listed
e Summary totals may, as an option be exported to spreadsheet
¢ For a given date range, sub-totals are accumulated and reported, by Day, Week,
Month or Year

As well, the generic P/ WIP and P/I Projects and A/R Customer Selection Filters
screens are presented to allow for the entry of additional filters. (Aug-10-2011)

- Enhancements to Project Budgets

The Budgeting process has been partially overhauled. It is now possible to define
multiple types of budgets for a given Project. You may now also budget for Employee
WIP activity or Task WIP activity, independent of the Projects being recorded to. Some
of the new features to note:

¢ Asingle budget may be set up for the Project, or multiple budgets, each for WIP
# of Units, WIP revenue, Cost-Plus charges and Disbursements Revenue

e Budgets may be set up for a specific Task, or for sets of Tasks based on user
defined Budget Groups, that is kept regardless of the Project recorded for

e Budgets may be set up for a specific Employee, or for sets of Employees based
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on user defined Budget Groups, that is kept regardless of the Project recorded
for

e Each Budget is assigned for a period of time which the system will break down
into periods of weeks, months, quarters or years for up to 26 periods

¢ For each combination of budget defined, figures may be recorded and actuals
accumulated for WIP # of Units, WIP Revenue, WIP Costs, Disbursements
Revenues and Disbursement Costs

¢ For each combination of budget defined, an inquiry function presents a display of
budgeted amount and actual amount along with variance amount and % by each
period. As well, Accumulated Totals-To-Date are displayed for each period.

Budgets may be entered manually and imported or exported from/to a spreadsheet.
(July-25-2011)

- Time Sheet Exception Report Enhancements

The Time Sheet Exception Report has been enhanced as follows:

¢ A date Range may be specified as a filter rather than just a cut-off date

* You may now select to list those employees that have weekly total hours either
over and/or under specified thresholds

¢ Total time-sheet hours recorded will be accumulated and reported for each week
that falls within the date range entered

e Employees will be listed either by their Employee Code, or by Name

e Employees may be grouped either by Department, Location, Job Classification,
or by their Supervisor

¢ Entry function has been enhanced to provide support for Employee assigned
Projects.

As well, the generic P/ WIP and P/l Projects and A/R Customer Selection Filters
screens are presented to allow for the entry of additional filters. (July-14-2011)

- Time Sheet Entry Enhanced for Support for Assigned Projects and Tasks

The Time Sheet Entry function has been enhanced to provide support for Employee
assigned Projects. When entering a time sheet for a particular Employee, if Projects
have been assigned to that employee, then a drop-down list will be presented with
ONLY those projects that have been assigned. Once the Project is chosen, if Tasks
have been assigned too, a drop-down list will be presented with those tasks that have
been assigned. (July-12-2011)

- New Feature to Assign Projects and Tasks to Employees

The ability to assign Projects to an Employee has been introduced. A new Codes
Maintenance function offers the ability to assign Projects to Employees. When a
Project is assigned, then in the time sheet entry operation, only those Projects may be
recorded. In addition to assigning Projects, Tasks can also be assigned to those
Projects that are assigned to a given Employee. Both an Import and an Export function
are provided for loading and outputting valid combinations or Employees/Projects and
Tasks to spreadsheet. (July-10-2011)

- Invoice Generation and De-Generation functions
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The Invoice Processing Grid screen routines have been revised so that the A/IR
Distribution file is opened only during the Invoice Generation and the Invoice De-
Generation functions. The A/R Distribution file in various A/R related applications is
opened Exclusively. Now, in the P/l Invoicing system, it is only opened when actually
being used. (July-04-2011)

Invoice "Archiver" function

A problem has been discovered associated to the function that archives Invoice History
records to their applicable Archive file. When a Pl Invoice or Credit is archived, the
given record, along with it's Invoice Line ltems records and any Recap Detail records,
are copied to the archive files. For a Credit, there is no associated Recap records. A
situation arose where Recap records that actually belonged to a valid Invoice were
archived because a Credit document was on file with the same document # as that
Invoice. When that Credit was archived, the invoice's Recap records were archived.
The problem has been fixed. The system will no longer attempt to archive Recap
records when a Credit is being archived. (June-30-2011)

Invoice De-Generation Function

When Invoices are de-Generated, the option exists to have a Credit document
automatically created. (In the case where the Invoices had already been interfaced to
Accounts Receivable). When creating Credit Notes, the document # that is assigned
is determined from the A/R Control preferences. The function has been enhanced that
when Credits are generated, a test is performed to make sure the Credit document #
would not exceed 999999. If the number of invoices to be de-generated is greater than
difference between 999999 and the Next # to Assign, then the De-Generation function
is aborted and a message is displayed. (June-30-2011)

Employee Cross Utilization Analysis

This report has been totally revised. The analysis is generated showing total WIP
activity that was recorded by employees for work performed on projects associated to
other Locations or Departments. Totals are now tallied for all combinations of
Employee, Location, Department and Project. Output is displayed to a Series 5 grid
screen, from which different variations of combinations of Employee, Location
Department and Project may be displayed. Also, totals may either be output to a
report, or to a spreadsheet. (June-03-2011)

Disbursement Expense - Interface from Accounts Payable

With the new option to record Disbursements directly into P/I, you still have the
possibility, desire and need, to enter the associated supplier Invoices into the A/P
system. The A/P transaction entry function has been enhanced to now allow the
operator to view any Disbursements, for the given Vendor, that had been previously
entered into the P/l system. If selected, the particulars about the Voucher being added
will be recorded into the P/I's Disbursement. Alternatively, Disbursements not already
found in the P/I system may still be loaded. (May-11-2011)

Disbursement Expense Entry

Up to this point, disbursements to be charged to a Project were loaded into the P/I
system when supplier Invoices were entered into the Accounts Payable system. When
expenses were distributed to their applicable G/L distributions, a P/l Project could also
be specified. When the Invoice was posted to Payables, the Disbursements were
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recorded to the specified Project.

A new function has been introduced that provides for the entry of Disbursements
directly into the P/l system. Also, you may now enter three types of disbursements;
These include Regular Purchases, Sub-Contracted Services and Inventory ltems. The
Project Inquiry and Billing Selection functions have been enhanced to support these
new types. Disbursement expenses may be entered directly, or imported from Excel
worksheets, CSV or tab-delimited files. (May-06-2011)

General WIP and Time Sheet Entry Posting functions

The operation of posting General WIP charges and/r Time Sheets may improve
dramatically depending on the type of operating system that it is being executed on.
When the Work-in-Progress records are written, the Time-of-Day is used as part of the
key to make sure those transactions having the same Project, Date, Employee and
Task codes have a unigue key. In any operating systems that can only report the
Time-of-Day to the the nearest second, or 1/10th of second, that would mean that only
1 or 10 such WIP records could be written per second. A change was made that now
would allow up to 1,000 such WIP records to be written per second, (if the network and
machine could go that fast). (Apr-21-2011)

Weekly Employee Time Sheet Entry

The Time Sheet Entry functions have been enhanced to provide for the entry of
employee time for a particular Project and Task, daily over the period of a week. When
creating a new Time Entry Batch, you may choose to create a batch that has it's time
sheet activity entered either as Individual WIP Items, or as Daily tems for a Week by
Project/Task. The new option, entering charges by the week, presents an entry
screen to enter the Project, the Task, and Hours for the 7 days of the week starting
from a Monday. (Apr-21-2011)

New Feature to Attach Supporting Documents to Projects

You may now attach a variety of different documents to Master Project records. Up to
15 separate documents may be selected, and attached and viewed from the Project
Codes Maintenance functions. The different types of documents support are as
follows:

e PDF e MS Word 2003 documents
e Bitmap ( *.BMP files) e MS Word 2007 documents
e JPEG e MS Excel 2003 documents
e TIFF e MS Excel 2007 documents

e ASCIl Text (*.TXT files) ASCIl Text ( *.txt files)

(Apr-14-2011)
Ariba CSV Invoice Generation

A new EDI invoicing format has been introduced to the P/l system. Invoice may now
be generated as CSV text files that are ready to be sent to Ariba for processing. A new
EDI specification type has been introduced called ARIBA CSV Text Invoices. [f using
this method, an empty CSV Invoice file must be created in the designated output folder
that contains the contractual and format information for Ariba. (Apr-10-2011)
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= Projects Maintenance

From the Project Maintenance routine, the existing function to Import Project data from
spreadsheet has been enhanced. When loading data, there were two Processing
Directives, %RADD% and %DELE%, which would either Re-Add Projects, or just
Delete those Project Codes that followed. A new directive has been introduced, %
UPDT%, that provides for the option to Update a particular field in existing Project
records. The field to be updated is identified by the code provided in column 2 of the
row the %UPDT % directive is in. In column 2, enter PARTNER, LEADER, INV-
LAYOUT, KEYWORD-1, KEYWORD-2, KEYWORD-3 or KEYWORD-4 to indicate
which field is to be updated. In the rows that follow, in column 1 specify the Project
Code, and in column 2, the new value of the indicated field to be replaced. (Feb-01-
2011)

- cXML Invoice Generation

The program the generates traditional cXML Invoices has been enhanced. Now any
text string that represents a Customer Name, a Search Name or any other text string
will be examined to ensure that it does not contain any of the cXML data record or field
terminator characters. Theseinclude [/],['],["].[%], [ <]and [ >] characters
which will be convertedto [ |1, [*], [*],[p].[{]and [} ] respectively. (Jan-27-2011)

= Ariba EDI Invoice Generation

The program the generates traditional EDI Invoices has been enhanced. Now any text
string that represents a Customer Name, a Search Name or any other text string will
be examined to ensure that it does not contain any of the EDI data record or field
terminator characters. Theseinclude [*],[~], [ <] and [ > ] characters which will be
convertedto [+],[~],[-]and [ -]respectively. (Jan-27-2011)

- EDI Invoice Generation

The program the generates traditional EDI Invoices has been enhanced. Now any text
string that represents a Customer Name, a Search Name or any other text string will
be examined to ensure that it does not contain any of the EDI data record or field
terminator characters. These include [~],[]|], [ <]and [ > ] characters which will be
convertedto ["],[/],[-]1and [ -] respectively. (Jan-27-2011)

- Interface User WIP Records to Either Time Sheets or General WIP Transaction
Entry

These two operations have been enhanced to ensure that all characters loaded from
the user supplied file are ASCIl characters. In some cases, non-ASCIl characters
were being loaded into characters strings that were eventually passed on in files that
were being submitted as EDI Invoices that caused rejection. Now any character that is
not a valid ASCIl character is converted to the <?> character.. (Jan-27-2011)

&* For 2010

- General WIP Transaction Entry and Posting

General WIP Entry is used to enter Work-in-Progress charges that are not directly
associated to an employee's time sheet. When the User Charges Interface is
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executed, it loads it's charges, and optional Recap Detail records, into a General WIP
Transaction batch. A General WIP transactions has associated to it a Recap Detall
record only if a WIP/RECAP Record ID Number had been specified.

When a General WIP Transaction Batch was being posted, if a WIP/RECAP Record

ID was specifed, it assumed that a valid Recap Record had also been defined. If there
actually was not Recap Detail record, the transaction still had been posted. The
Posting function has been enhanced so that now, if the General WIP Transaction had a
non-zero WIP/RECAP Record ID Number, but no associated Recap Detail record was
on file, that transaction will now be flagged, and it WILL NOT be posted. (Nov-22-
2010)

EDI Invoices for Bank 1 & JP Morgan Chase

Occasionally, a company name, address, or Recap Search-Name or Recap Ordered-
By name would have a <~>, <|> or <*> character embedded. These are used as field
and/or line terminators in the EDI file that is generated and transmitted. As a result,
these files would be rejected. The EDI Invoicing routines have been enhanced to
replace these special characters with <>, </> and <+> characters respectively.
(Nov-17-2010)

Invoice Generation - Automatically Emailed PDF Invoices

To automatically email generated invoices as PDF documents, for those Projects that
have been set up to do so, the operator must now click on the Push Button labeled
Email/Post Finals found on the Invoice Grid Processing screen. If the Print/Post
Finals push button is selected, those invoices for Projects set up to be automatically
emailed are skipped. (June-02-2010)

Invoice Generation - Automatically Emailed PDF Invoices

The P/l system has been enhanced to offer the ability to generate PDF invoices and
have them automatically emailed to the respective customer. A new EDI Specification
Type has been introduced. To set up to have invoices emailed, the following steps
need to be done:

e Add a new EDI Specification code record, of type "Auto-Emailed PDFs". Enter
it's properties. These include the Root Name of the generated file, the directory
where the PDF files are created, the name of the text file that holds the email
message, and the names of the MS Word Templates used to format the output
files.

¢ Create the directory designated to hold the PDF Invoices

¢ For each Project that is to have it's invoices emailed, assign the EDI
Specification Control Code that was created above.

¢ For each Customer associated to the above Projects, on their A/R Profile tabbed
sub-screen, set the Email Statements and Invoices property. Specify whether
which email address is to be used; the company's, or either one of the Contacts.

¢ Create the MS Word Template that is to be used to format the appearance of the
invoices. Set the margins, font, orientation, spacing and as an option, a
watermark. (This template must be installed on the Windows client machine
where the invoices are generated.)

e Generate the invoices in the normal fashion.

e A new push button function has been added to the Invoice Grid Processing
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screen labeled "Email/Post Finals". Click this button, and only those invoices for
those Projects that have been set up for emailed invoices will be automatically
created as PDF files, and emailed.

¢ As an option, defined by a property associated to the EDI Specification Control
record, a Recap Report for each invoice will also be generated as a PDF, and
attached to the email.

¢ The PDF files for the Invoices, and their Recap Reports, are created in the
designated directory. They will remain on the system until they are deleted from
Windows.

Note that when PDF Invoices are generated, they are really generated as an MS
Word document, and from within Word, is saved as a PDF. This functionality
ONLY works if Microsoft Office 2007, or later, is installed on your client
computer. (Mar-18-2010)

-1 EDI Specifications for PDF Invoices

A new type of EDI Specifications Control record has been introduced. It is used to
designate that invoices, for the Projects to which it is assigned, will be generated as a
PDF document and automatically emailed to the customer. As an option, a Detall
Recap report will also be generated which is also emailed. (Mar-05-2010)

-1 EDI Specifications Maintenance

The EDI Specifications record have been increased in size to accommodate larger
fields. As well, the Historic Statistics table has been broken out and is now kept in a
separate file that now holds up to 25 entries, (up from 15). In the Specifications record,
the Data Directory Path has been increased to handle names up to 100 characters in
length. (Feb-25-2010)

Upgrade instructions

When the software with this enhancementis installed, you MUST execute the PI
Upgrade utility to have your existing EDI Control records rebuilt. Please contact Sentinel
Hill Software for further information.

- BB & T Generated EDI Invoices

The Invoice EDI file that is generated has a summary total line as the last record in the
file. The total number of Credit Units reported was incorrect. The problem has been
fixed. (Feb-03-2010)

= EDI Invoices for Bank 1 & JP Morgan Chase

Those Invoices that had tax amounts allocated to charges were not reporting the tax
amounts correctly. The TXIrecord was being output, but the amount was not being
included. The problem has been fixed. (Jan-28-2010)

- cXML Invoices

For the cXML invoices that are generated, the Search Company Name, and the
Ordered By fields that are loaded from the Recap records, are appended together into
a string as information within the <Description> tag of the
<InvoiceDetailtemReference> tag. The logic has been revised so that any <%>
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characters will be replaced with the <p> character, and any <'> or <"> characters will
be removed. (Jan-07-2010)

&+ For 2009

= WIP Period Analysis Inquiry/Report

The option to export data to spreadsheet has been enhanced. There are upto 8
different types of data that may be output to an Excel spreadsheet. Each type will now
be output to it's own worksheet within the Excel workbook. (Dec-16-2009)

- Functions Exporting to Excel Spreadsheets

For those functions that export data to Excel spreadsheets, the following
enhancements have been made:

e When titles are output, they will be formatted as bold in 14-point

e When legends are output, they will be formatted as bold in 12-point

¢ When headers are output, they will be formatted as bold and italic

e Dollar amount data column will be formatted for "Currency", (where $ signs will
be displayed with 2 decimal places)

The following applications have been revised accordingly, where applicable (Dec-15-
2009) :

e Task Codes Maintenance — Properties Export

¢ Invoice Group Codes Maintenance — Properties Export

e XML Supplier Part Mapping Maintenance — Properties Export

¢ Credit Card / Cost Center Mapping Maintenance — Properties Export

¢ Project Codes Maintenance — Properties Export

e WIP Period Analysis — Export functions

e Recap Detail Spreadsheet/Reports — Generating Invoiced Recap and Recap Detail
Spreadsheet functions

= Project Write-Offs

This was provided as a function from the the Select Project for Billing application. It
now may be accessed with a menu item from the P/ menu's Operations drop -down
menu. (Nov-10-2009)

- Invoice History Inquiry

Context sensitive Help has been introduced to the screens offered in the Invoice
History Inquiry functions. (Nov-10-2009)

= Invoice History Inquiry - Credit Note Entry

Credits may be entered and applied against a selected Historic Invoice. A number of
cosmetic enhancements have been made to the screens used to enter the Credits. In
particular the operator may now switch between the Credit Note Entry and the Apply to

© 2007 - 2014 by Sentinel Hill Software, all rights reserved



Introduction 37

Invoiced WIP ltem tabbed sub-screens at will. (Nov-10-2009)
- Invoice History Inquiry

Both Historic Invoices and Archived Invoices may be inquired upon. From this function,
the Historic Invoices Register report may be selected. A number of cosmetic changes
have been made to identify which types of historic records are being displayed, and
reported on. (Nov-10-2009)

= Project Inquiry

Context sensitive Help has been introduced to the Project Inquiry function. (Nov-10-
2009)

= Project Inquiry

The functions to Apply Credit to WIP items, and to Write-Off a Project's WIP items
have been removed from the Project Inquiry application. Entry of Credits to specific
Invoices is provided only as a function within the Historic Invoice Inquire application.
Writing Off a Project is provided as a function within the Select Project for Billing
application. (Nov-10-2009)

= WIP Adjustments

When a WIP item's Extended Amount is edited, from the P/l Project Inquiry function,
the Unit Rate will now be recomputed and displayed accordingly based on the revised
Extended Price and the # of Units. (Nov-02-2009)

= Invoice Generation - cXML Invoices

To correctly handle Credits, the cXML invoicing routine has been revised as follows:

e |f a negative Recap charge is encountered it is assumed to be a Credit item

¢ For a negative Recap charge, the Quantity field will now always be output as a
negative value and the Unit Rate field will be output as a positive value,
(regardless of the signs that were recorded in the Recap record).

This was needed because there was some inconsistency with how the signs were
passed in the Unit Rate and the Quantity fields in the Recap records. (Aug-25-2009)

- Invoice Generation - LEDES98B Invoices

The LEDES98B Invoice Generation program has been revised to output a variation to
the standard as required by Kilpatrick Stockton. (Aug-25-2009)

- EDI Specifications Maintenance - LEDES98B Invoices

The LEDES98B Invoice Generation program has been revised to accommodate
variations needed for Kilpatrick Stockton. The EDI Control maintenance screen has
been revised offering a new field used to indicated the version of LEDES that is to be
used. Also, a 2nd new field was added to provide the Line ltem Expense Code that
must be output. (Aug-25-2009)

= Invoice Generation

The Invoice Generation routines have a feature to honor a $ Value Limit of Invoices
defined by the Invoice Layout records. As each WIP charge is assigned to an invoice,
if the amount that it contributes to the total value of the invoice exceeds the $ Limit
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defined by the Layout, it is not included, and the invoice is completed. If the value of an
individual WIP item was greater than the $ Limit, a problem occurred, in that the
system would create up to 999,999 Zero Valued invoices. The system has been
revised to ignore any WIP items whose $ value exceeds the Limit defined by the
corresponding Invoice Layout. (Aug-05-2009)

cXML Invoices

For the cXML invoices that are generated, the Search Company Name, and the
Ordered By fields that are loaded from the Recap records, are appended together into
a string as information within the <Description> tag of the
<InvoiceDetailltemReference> tag. The logic has been revised so that any "<" or ">"
characters will be removed. This was necessary so the XML processor system would
not think that a new tag was in the file. (Aug-05-2009)

EDI Invoices for Bank 1 & JP Morgan Chase

The logic for the EDI Invoices has been revised so that if Credit Invoices are generated,
the minus sign will now be on the leading edge of the numbers that are reported.
(July-29-2009)

cXML (Ariba), Invoices for Bank-of-America

Tax charges will now be reported within the <Tax>....</Tax> tag within the
<InvoiceDetailitem>....</InvoiceDetailitem> area of the cXML file. (For JP Morgan/
Chase, no tax detail information is recorded). (July-2-2009)

cXML (Ariba), Invoices for Bank-of-America and JP Morgan/Chase

The generated XML code has been revised so that commas in numeric quantity or
amount fields will now be removed. (June-30-2009)

Invoice Generation - LEDES98B Invoices

The Invoice Generation program has been revised to consolidate the charges for a
given invoice to a single charged item. This consolidation is done when the
LEDES98B output interface file is generated. (Note that the detail associated to
charges are lost). (June-24-2009)

Invoice Generation - VISA Paymentech Invoices

The Invoice Generation program has been revised to consolidate the charges for a
given invoice to a single charged item. This consolidation is done when the
Paymentech output interface file is generated. (Note that the detail associated to
charges are lost). (June-24-2009)

EDI Specifications Layout - LEDES98B Invoices

The control properties for EDI Invoices generated to be submitted to customers that
require Invoices to be submitted using LEDES98B has been enhanced. A new option
has been introduced to have the all invoice detail items consolidated to a single a single
charge when the LEDES98B output interface file is generated. (Note that the P/I
Invoices will still show the detail when inquired upon). (June-23-2009)

EDI Specifications Layout - VISA Paymentech Invoices

The control properties for EDI Invoices generated to be submitted to Paymentech has
been enhanced. A new option has been introduced to have the all invoice detail items
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consolidated to a single a single charge when the Paymentech output interface file is
generated. (Note that the P/I Invoices will still show the detail when inquired upon).
(June-23-2009)

= Invoice Generation

The Invoice Generation routines have been enhanced to honor the new $ Value Limit of
Invoices property that was introduced to the Invoice Layout records. As each WIP
charge is assigned to an invoice, if the amount that it contributes to the total value of
the invoice exceeds the $ Limit defined by the Layout, it is not included, and the invoice
is completed. A new invoice will be started for the remaining charges to be billed for
the given Project. (June-18-2009)

= Invoice Layout - Limit the $ Value of an Invoice

A new property has been introduced to the Invoice Layout record to define a dollar
value limit that is allowed for any given invoice that is generated. The limit will apply to
all P/l Projects that use the specified Layout. If a $ limit is applicable, a check-box is
set and the maximum $ value may be set. The limit field has a maximum value of $
999,999. (June-18-2009)

Upgrade instructions

When the software with this enhancementis installed, you MUST visit each existing
Invoice Layout Code that has been defined in the P/l system, and clear the Limit the $
Value of an Invoice check-box before invoices are generated.

= LEDES98B EDI Invoicing

For numeric fields in the Ledes EDI output file, for numbers greater than zero, the first
character of the field was output as a space. Leading spaces are not allowed in
numeric fields. The program was revised to set this field to the number ZERO where
applicable. For negative numbers, the first digit will continue to hold the "-" negative
sign. Note that the formal specifications of LEDES98B states that leading ZEROS are
acceptable in numeric fields, and leading and trailing blanks in character fields are
acceptable. (June-16-2009)

= Clear Credit Card Numbers

A new function has been introduced to the P/l system. Under the menu's File drop-
down menu, Clear All Credit Card Numbers may be invoked to have all occurrences
of credit card numbers cleared. That is, in those data records where a credit card
number is stored, the number 1111-1111-1111-1111 will be assigned to the card
number. A cutoff date may be entered as a filter to limit the records that have the
numbers cleared for those files were dates would be applicable. This function should
be executed on a regular basis to ensure that historic Invoice records have their credit
card fields cleared. Also, if data files are being used in a test environment, all data files
should have the credit card fields cleared. (June-01-2009)

= Accounts Receivables Purge A/R Function

When the Purge A/R function is executed in the Accounts Receivable system, if the
items being purged originated from the P/l system, the associated P/l Invoice history
record is read, and flagged as having had it's Cash Payments applied. For a specific
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situation, if the Cash Payment Open ltem had an earlier, or the same date as the
Invoice and a different Invoice in the Pl system had the same Invoice # as the
payments Check Number, it was incorrectly being flagged as being paid. Also, the
Payment Date will now be correctly recorded in the P/l Invoice History record. These
problems have been fixed. (April-21-2009)

= XML (Ariba), Invoices for Bank-of-America and JP Morgan/Chase

The generated XML code has been revised so that leading ZEROS in numeric quantity
or amount fields will now be removed. (April-17-2009)

= P/I Interface to Accounts Receivable

When prepaid P/I Invoices are posted to Accounts Receivable as Sales Transactions,
if paid with Credit Cards, the Credit Card number is passed as XX00xxxxxx9999,
where 9999 is the last 4 digits. The Credit Card # as stored in the Sales Transaction is
not encrypted. (Mar-11-2009)

= P/IFiles Rebuild for Encryption

A new program has been developed that will process all Pl records that contain Credit
Card numbers. It reads the Credit Card Mapping, Invoice and Invoice History files and
encrypts any Credit Card Numbers that have been previously stored. (Mar-11-2009)

Upgrade function

When the software with this enhancementis installed, the program
UPGRADPI_ENCRYPT must be compiled, defined as a User Function, and executed.

- Paymentek Invoicing function

The function to generate charges submitted to Paymentek has been revised to deal
with the encryption/decryption of the Credit Card numbers used for generating invoice
for designated Projects. When these invoices are created, the credit card # is
encrypted. The encrypted Credit Card numbers are also moved into the A/R system's
Sales transactions. (Mar-11-2009)

-1 Cost Center Credit Card Mapping Maintenance

The Credit Card fields in the mapping records are now encrypted. The encryption is
considered a "strong" encryption based on a Vigenere Cipher algorithm using multiple
dynamically built conversion tables. The file is also encrypted using Acucobol's ISAM
file encryption, (which is a "soft" encryption). (Mar-11-2009)

&+ For 2008

= Active and Historic Invoice Records

The definition of the Invoice and Historic Invoice records has been revised. These
records had a field that carried an applicable Bill Code associated to the Invoice. This
field has been increased from 20 to 30 characters in size. A rebuild must be executed
on the Invoice file, the Invoice History file, and the Archived Invoice History file. All
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related Pl functions have been modified to use the 30 character code. (Nov-11-2008)
- General WIP Entry - Import from Spreadsheet function

The input column for the Recap Search Time may now be either blank, a 6 digit
number representing hhmmss, or a text string of "hh:mm:ss". Previously, if the text
string was input, it was interpreted as an error, and the remaining Recap fields of the
item was not being input. (Nov-3-2008)

= Recap Detail Spreadsheet/Report function

A problem has been fixed. When generating a Recap Report or Spreadsheet for Un-
Posted Invoices sorted by Invoices, no detail was not being reported. (Nov-3-2008)

- XML (Ariba), Invoices for Bank-of-America and JP Morgan/Chase

A new Codes Maintenance function has been added to the P/l system. This maintains
records that will map product codes, (that are actually segments of the P/I Task Code),
to the Ariba Line Reference code. When cXML invoices are generated, a segment of
the PI1 Task Code will be used to look up the Line Reference code which is assigned to
the argument in the <InvoiceDetailltemReference lineNumber=99999> tag. Also the
segment of the Pl Task Code will be inserted in the <ltemID><SupplierPartID>.....</
SupplierPartID></ltemID> tag. (Nov-3-2008)

- XML (Ariba), Invoices for Bank-of-America and JP Morgan/Chase

A number of fixes were required for files submitted to Ariba to be accepted (Oct-15-
2008)

¢ | eading spaces in dollar value amounts are removed.

e The EDIFOUTPUT record was increased from 420 to 500 bytes to handle larger
output records

¢ The <cXML payloadIlD> tag was revised to be made up of the
"Date.Time.PID600.999", where 999 is an Invoice counter.

e The WIP record's Recap-ID Number and Counter will be assigned to the
<InvoiceDetailltem invoiceLineNumber=> tag argument

* The Recap record's Order Number and Line Number will be assigned to the
<InvoiceDetailitemReference LineNumber=> tag argument

e The <Description > tag portion of the <InvoiceDetailltemReference ... > will now
be as follows:

Date: Recap Search Date Name: Recap Searched Company User: Recap
Searched By Desc: Recap Activity Description

= Wilmington Trust EDI Invoices
Minor changes to the data being generated in the spreadsheet. (Oct-15-2008)
¢ The constant in column C was changed from "VN123456" to "VN011273".

e The Cost Center in column H is now obtained from the 1st four characters of the
Bill Code. (Previously it was bytes 12-15)

= Find and Replace for P/I Project Records

The Find/Replace function was enhanced to provide for the searching and replacing
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the fields associated to a Project's EDI controlling fields. These were in a different
record, and were not handled correctly. Now, you can use whatever Search criteria
you wish to select projects, and specify to assign, or replace, settings of the EDI
control fields. If originally, the record did not exist, it will now be written. This makes it
easy now to assign EDI options to may projects. (Oct-15-2008)

EDI - XML Invoices

The generation of XML Invoices has been revised so that each invoice produces a
separate XML file. (Oct-7-2008)

RECAP Detail Record

The definition of one of the fields of the Recap Detail record has been changed. What
used to be the RECAP-DETAIL-DFS-NUMBER field is now used to hold information
passed from the WIP record. Specifically, it will hold a copy of the WIP's Task Code
from the Recap's associated WIP record. The WIP Task Code is moved into the
Recap Detail record when Invoices are generated. This new field is needed in the
Recap Record so to be available when cXML invoices are generated. (Aug-28-2008)

cXML Invoices

The invoicing function producing cXML invoices for submission to Ariba has been
modified. The <Supplier Secret> tag field is now obtained from the P/l Projects
associated EDI Control specification record. Also, the <Supplier Part ID> tag will be
determined as either the entire, or part of the P/ WIP Task Code, as determined by a
setting in the EDI Control specification record. (Aug-28-2008)

ANSI X12 4010-810 EDI Invoices

The [PER] Invoice Header Data record used to provide information about each Invoice
has it's CONTACT-NAME field. This field now contains the Customer Code, and the
Invoices "Attention To" individual as a text string "XXXXXX-Attention Name". It used to
just have the Search Date of the charge. (Aug-28-2008)

EDI Control Specifications Maintenance

In the EDI Specification Control record used for ARIBA cXML Invoices, a new field has
been added, and an existing fields has expanded in size. The new field Supplier
Secret, defines one of the required tags; and the Remit-To Identifier field was
increased from 10 to 30 characters in size. The EDI Control Maintenance application
screen has been revised accordingly. The UPGRAD_UCC3 utility must be
executed to have the existing EDI Control records rebuilt to accommodate the
new and larger fields. (Aug-28-2008)

On-Line Help

The Professional Invoicing system now has On-Line Help. You can access these help
files from the application's screens or menu bars. (Aug-10-2008)

New and Different — Enhancements and Fixes in all Series 5 Systems
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& For 2014

- Support for Office 365

The printing routines, and the import/export routines have been enhanced to provide
support for MS Word and MS Excel in Office 365. (Oct-01-2014)

-1 Series 5 User Logon Profile Maintenance

A new property has been introduced to the Series 5 Logon User's profile. You may
now specify the Default Import/Export File type for each user. When Importing or
Exporting data the selected default will now be automatically set. The Import/Export
routines has been revised to use the specified default. (Mar-26-2014)

& For 2013

- Generating Documents and Reports as MS Word Documents

When output is generated as an MS Word Document, an entry in the runtime
configuration file is used to define the output orientation, font name, font size, and
where applicable, a Template. The system has been enhanced to now provide for 40
character font names and template filenames. (Increased from 25 characters)  (July-
03-2013)

- Attach Supporting Documents function

The ability to attach documents to different Series 5 Transactions Master Code records
has been enhanced. You may now attach an HTML file or a link to a Web Page. Also,
when displaying JPEG or Bit-Map files, the Microsoft Office Picture Viewer Utility will be
employed.

Also, when adding a new attachment, the system will default the path to a folder that

should exist in the directory designated to be the "Temporary" directory associated to
each Company System. You should create a directory named "Attachments” in that

directory, (if it's not already there). (Jun-27-2013)

= Series 5 Outlook Email Reading

Series 5 applications may now make use of a new routine that provides the ability to
read email from MS Outlook. Currently used by the A/P and O/P Manager Approval
functions, emails are read that were sent from designated approval managers. The
internal driver used to read emails using calls to Microsoft Office Outlook. The
following capabilities associated to reading emails are now possible:

e Emails are read from program selected in-boxes

Filters may be set to read only emails from selected Senders or emails with a
specified character string within the Subject line

Up to 3 attachments may be read and passed to the S5 application
Sub-folders withing a designated In-Box may be created by the system

Emails may be deleted or moved to different sub-folders
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(May-26-2013)

& For 2012

- Series 5 Import/Export Functions

When importing or exporting data fields from/to MS Excel, after the process has been
completed, the EXCEL.EXE process was not being terminated, (due to a problem with
Windows, or there is some secret function to do so). The problem has been fixed.
Now, when Excel is launched from Series 5, it's Process Id is detected, and once the
import/export is completed, the process is "Killed" using a system call using the
TASKKILL DOS command. (Nov-12-2012)

- Series 5 Import/Export Functions

When importing or exporting data fields from MS Excel, tab-delimited, or CSV data
files, the system will now handle text fields up to 200 characters in length. (Sept-18-
2012)

- Series 5 Launching Microsoft Calendar

The Series 5 Applications make calls to the Microsoft Calendar routine to display a
calendar, and accept the operator's selection of a date. In order to make use of this
feature, the Microsoft Calendar must be registered on all client computers executing
Series 5. MSCAL.OCX may be found in \ms\ocx on the AcuGT, (Extend 9.xx),
installation CD for Windows. If you cannot locate it on the release CD, a copy is
included in the Series 5 release directory in SS5\UTIL . (June 25-2012)

This is accomplished by executing the following command from the designated DOS
Command Prompt:

REGSVR32.EXE S5WUTIL\WMSCAL.OCX

where:

For System From Directory Comments

Windows Server 2003 & | C:\Windows Right click on the Command

2008 - 64 bit \SysWOW64 Prompt and select "Run as
Administrator"

Windows XP and 7 C:\Windows Right click on the Command

\System32 Prompt and select "Run as

Administrator"

earlier Windows C:\Windows\System

- Reports and Forms generated as MS Word Documents

All reports and forms that are generated as MS Word Documents may now have an
assorted formatting properties applied to the text that is generated. The following
formatting capabilities may be applied:

¢ "Formatting Regions", defined as ranges of lines, for a page may be formatted
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with a particular font type and size and be set as Bold, Italic, Underlined, Shaded,
or as Reverse Video. Up to 5 different regions may be defined and activated
under program control as the page is being populated with text.

e "Tab Sets" may be defined consisting of up to 10 tab settings per line. The types
of tabs include Left-Tab, Right-Tab, Center-Tab, and Decimal-Aligned-Tab. Up to
20 different Tab Sets may be defined and activated under program control as the
page is being populated with text. As the line of reporting text is output, the tabs
are inserted and any preceding spaces are removed. (This basically now allows
the use of variable pitch fonts, when outputting columns of data, ensuring proper
alignment).

e Individual words or sub-strings, within a print line, may now be output as Bold,
ltalic, Underlined, Shaded, or as Reverse Video. On a given page, up to 50 sub-
strings may be formatted in this manner. On a given line, up to 6 sub-strings
may be formatted in this manner.

e Single, (thick or thin), and Double Lines may now be inserted at any position
within a page. As the page is being populated with text, the lines are defined to
the printing routines with position and sizing set under program control. Up to 40
line may be output per page.

These types of formatting controls could be implemented for Invoices, Purchase
Orders, Customer Statements, A/P Checks or Customer Quotes. In order to take
advantage of these features, the appropriate applications' program must be pro-
grammatically customized. Contact Sentinel Hill Software Inc., for more information.
further details. (Apr-24-2012) HS5 Enhancements to ALL Systems-2011-2013.xml

- All Series 5 Applications offering Export Functions

When entering export selection options, if the operator was to click on the "About
Exporting" information tab, an error was being reported that the "File did not exits".
This problem has been fixed. Now you may freely select any filtering or output options
tab when they are presented without any problems. (March-09-2012)

- Using Windows' Logon Usernames

New functionality has been introduced to the Series 5 Main menu Signon process.

You may now define to have the Series 5 system use the client's Windows Logon
Code as the User Code for signing in to Series 5. If set, when Series 5 is launched,
the Windows Signon Code will be used. The User-Logon screen will be presented, but
only the Password field may be displayed for keyboard entry. (If the given Series 5
User Logon profile had a blank password entered, then the User-Logon screen
will not be presented at all. Control will be transferred directly to the Main Menu
screen.)

For systems that are set to use the Windows User Logon code, user's will ONLY be
able to log in to Series 5 using the Windows Logon Code. The function to "Repeat
User's Logon", found under the Main Menu's File drop-down menu will be disabled.
Note however, if auser has their System Management Access set to Full, they
will still be able to "Repeat User's Logon", and sign on as a different user.

For systems that do not wish to use the Windows logon, the default will still be set to
that defined by the PC Client user's SHSI_USER_NAME environment variable. (Feb-
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28-2012)

- Bitmapped Images in Series 5

All Series 5 applications that load bitmapped images have been revised to expect the
image filenames to be in upper case. (Feb-28-2012)

Upper Case Bitmap Files

On UNIX systems, please make sure that all bitmap files in the bin/fimages
folder have uppercase file names.

- Series 5 File Error Handling Routine

The logic used to report serious file /O errors has been enhanced to correctly identify
the full folder path for any sequential text files that might be generated. Previously in
some cases, the error message displayed incorrectly showed the path that was
assigned as the Data Files Directory assigned to the Company System. This problem
has been fixed. (Jan-30-2012)

-1 Series 5 Directory/Folder Selection "Browse" Feature

For any application that requires entry or selection of a directory path, a "Browse" push
button is presented. The operator could click this button, and the Windows Folder
browse dialogue window would be presented. Previously, only descendants of the
user's default working folder are shown. The system has been revised to now display
only those folders which are descendants of the root directory of the Directory Path
field associated to the "Browse" button. So now, if you were to enter C:\ in the
Directory Path, when the "Browse" button is clicked, you would be able to browse any
directory on your computer's "C" drive. Setting the Directory Path blank, or to
something other that a drive letter designation, would result in only being able to
browse descendants of the user's default working directory. (Jan-18-2012)

- "Series 5 File Error Handling Routine

The logic used to report serious file I/O errors has been enhanced to identify errors
associated to the use of AcuServer. Previously, 9D-104 errors were reported as an
"AcuServer Connection Failure”. Now, all 9D-XX errors are identified, and the
applicable message displayed. (Jan-10-2012)

- Reports and Forms generated as MS Word Documents

All reports and forms that are generated as MS Word Documents are now created
protected as "Read-Only" documents. A password may be used to un-lock them.
Refer to the applicable documentation for further details. (Jan-10-2012)

& For 2011

- Series 5 Import/Export Routine

The generic routine to handle importing and exporting of data, (to spreadsheet or
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character delimited files), has been enhanced to provide for CSV files that do not have/
allow quotes around character strings. (Dec-12-2011)

- "CALLEREQ" Program

The CALLEREQ program has been revised to call either the W/M's E-Request Service
routine or the new P/I's On-Demand Billing Service routine. It no longer resides as a
program belonging to the W/M system, rather, it has been moved into the S/M,
(System's Management) directory and library. Please ensure the correct compile
script files are installed. (Nov-11-2011)

= Interfacing with MS Office Excel and Word

The logic provided to launch MS Excel or MS Word has been expanded to handle the
case where MS Office was installed in C:\Program Files (x86)\Microsoft Office
\Office. (Previously the system only looked in in C:\Program Files\Microsoft Office
\Office . (Oct-03-2011)

- Series 5 Email Generation

A number of different application functions offer the ability to automatically generate and
send emails. This includes the emailing of invoices, purchase orders, statements,
customer quotes, reports and other messages.

The internal driver used to send emails has been enhanced to generated and send
emails using calls to Microsoft Office Outlook, (rather than to the MAPI library). As a
result, the following capabilities associated to sending emails are now possible:

e Emails may be sent as Plain Text, Rich Text, or as HTML

Emails may be generated when executing as either a thin-client of FAT client

Emails may now be sent with copies going to Cc users and Bcc

The text message associated to emails are now loaded from user created/

maintained data files, rather than being coded from within the application

software. These text files may be either plain ASCII text, or HTML files and

contain up to 8192 characters. Except for specific types of emails, these files

MUST BE LOCATED in the directory named Email-Templates located in each

Company System's designated reports directory.

¢ Provides support for 120 character email addresses, and 140 character subject
line

(Sept-20-2011)
- Importing $ Numeric Cells from Spreadsheet
A problem has been identified and fixed when importing $ formatted columns of data
from spreadsheet. If any headings were specified, and they exceeded 22 characters in

length, the number being input and recorded was ZERO. The problem has been fixed.
(July-25-2011)

- Generating Reports as MS Word Documents

The Series 5 printing routines had the ability to generate output as an MS Word
document. This function has been enhanced to provide support for Office 2010 Word
utility. Now, when presented with the print options screen, and the operator chooses to
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"Save To Disk", they may choose to output as an Office 2007/2010 or Office 2003
Word document. The system will automatically append either the .DOCX or the .DOC
extension, and generate the document using the correct file format. (June-14-2011)

Import/Export Functions

The import and export function has been enhanced to provide support for Office 2010
EXCEL utility. Now, when presented with the import/export options screen, the
operator may select to load from, or output to, either an Excel 2007/2010 Workbook, or
an Excel 97-2003 Workbook. The system will automatically append either the .XLSX or
the .XLS extension, and read or write the spreadsheet using the correct file format.
(June-14-2011)

Generic Search Function

In all Series Series 5 applications where a grid screen is presented for the entry of
transactions, or the maintenance of master codes, a "Search" function is provided.
This function has been enhanced in the cases where the operator has chosen to
search for a given record where a Date is chosen as the search criteria. Now the
following literal label is displayed, "mm/dd/yy", indicating the desired format that the
date should be entered as. As well, the date entered may now be as "mmddyy",
"mmddyyyy", "mm/dd/yy", or "mm/dd/yyyy", depending on the mood of the operator.
(May-02-2011)

New Feature to Attach Supporting Documents to assorted Master Code
Records and Transactions

You may now attach a variety of different documents to assorted Master Code records,
and Transactions. Up to 15 separate documents may be selected, and attached and
viewed from the applicable functions in assorted Series 5 systems. These documents
may also be viewed where applicable. The different types of documents supported

are as follows:

e PDF e MS Word 2003 documents
e Bitmap ( *.BMP files) e MS Word 2007 documents
e JPEG e MS Excel 2003 documents
e TIFF e MS Excel 2007 documents

e ASCIl Text (*.TXT files)

ASCIl Text ( *.txt files)

(Apr-14-2011)
Printing to Windows Spooler

The Series 5 provides for the definition of Printer Queues. As a property to each
Series 5 Printer Queue, you may define a "Captured Printer". When a report is
generated and a given Series 5 Printer Queue is chosen that has a "Captured Printer",
the report prints directly to the associated network printer. If the Printer Queue does
not have a "Captured Printer" defined, then a Windows "Printer Select" dialogue box
window is displayed. Previously, the the Series 5 system made a call to have the
"Printer Select" window displayed which was an older style, compatible with older
versions of Windows. Now a new call is made displaying a modern Windows XP/7
"Printer Select" Window. (Feb-09-2011)
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- System Captured Windows Maintenance

The Series 5 provides for the definition of Printer Queues. As a property to each
Series 5 Printer Queue, you may define a "Captured Printer". When a report is
generated and a given Series 5 Printer Queue is chosen that has a "Captured Printer",
the report prints directly to the associated network printer. The routine used to capture
a Windows printer was not working correctly under Windows 7. This problem has
been fixed. (Feb-09-2011)

&+ For 2010

- Default Reporting Output Destination

In all Series 5 applications that generate reports that might normally be printed, a Print
Options screen is presented. From this screen, the operator may choose to have the
output directed to a printer; to be "Archived"”, to be just displayed to the screen to
"Browse"; or output as an MS Word or PDF file. The default output has been changed
to be just displayed to the screen to be "Browsed". (Previously it was defaulted to be
output to a printer).

Additionally, should you desire to set the default output, you may do so by inserting a
variable in the runtime Configuration file. The variable SHSI_RPT_DESTINATION with
a single numeric argument, will provide the default target for generated reports, where
you would set the argument as follows:

1-Tothe Printer 17 - To Disk as an MS Word 2003 document

2 - Archived 26 - To Disk as an MS Word 2007 document
3 - Both the Printer 35 - To Disk as a PDF document

and Archived

4 - To be just

Browsed

Note that if the applicable application already determined the target output, these
defaults will NOT be used. (Oct-13-2010)

- Data File "Properties” function

In all Series 5 applications that maintain master codes records, or provide for the entry
or inquiry of transaction or history records, under File on the menu bar, the Properties
function will display information about the related files. This function has been
enhanced to now display 12 numeric digits for both the files size, and the number of
records in the file. Also, now the version of the Vision file is displayed, along with the
number of volumes that are used to hold the data and the index keys for the associated
file(s). (Sept-01-2010)

- Using the Mouse Wheel to navigate Series 5 Grid Screens

In all Series 5 applications that use a paged grid screen, (those showing rows of
master codes and/or transaction records similar to a spreadsheet), the operator may
now navigate forwards and backwards through the records using the Mouse Wheel. If
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the Ctrl-Key is also pressed while twirling the mouse, 4 rows of data are skipped
instead of just 1. (If when you spin the mouse too fast, and a "Stack Overflow" error
occurs, in the runtimes Configuration file, add the variable PERFORM_STACK 384
and it should work OK') Note that this new feature is only available for systems with at
least AcuGT Rev 8.1.3 (July 27-2010)

- MS Excel System Error Recovery

The Series 5 family of applications offers the ability to import to, and export from, an
MS Excel Workbook document. System error that could be generated while outputting
to and/or inputting from, MS Excel documents were causing Series 5 applications to
terminate with a not too friendly error message. The errors that were particularly
annoying were as follows:

¢ When importing from an Excel document with a filename, selected from the
application, that did not actually exist, (and the operator had forgotten to "Browse"
to choose the particular file).

e When a user attempted to generate output as an MS Excel document, but they
did not have MS Excel installed, or it was installed in a location other than the
default, a fatal error occurred.

The import/export routines have been enhanced to now capture any system errors that
were being generated from MS Excel. A reasonably friendly error message will now be
displayed, and the particular application will continue processing. (In most cases, the
import/export will just be abandoned). (May-31-2010)

- Compiling with INTEL Native mode

A problem has been discovered when compiling with the Intel native mode. This option
must be removed from the S5_GCBL.BAT compiler macro that can be found in the S5
\util directory. (Basically replace the set NATIVE=--intel command with set NATIVE=
command. (May-21-2010)

- Generating Standard Forms as MS Word Documents

The Series 5 generates a number of different forms. For example, A/IP Checks,
Invoices, Picking Tickets, Statements and Purchase Orders. Variables within the
runtime configuration file may be set up that are used to indicate how the forms are to
be generated and/or printed. Arguments to these variables indicated whether the form
was printed, archived, and/or saved as MS Word documents. The 2nd argument,
used to define the output, may now have the following values:

e WORD2003 e WORD2007
¢ PRINT&WORD2003 ¢ PRINT&WORD2007
¢ ARCHIVE&WORD2003 e ARCHIVE&WORD2007

Existing arguments associated to WORD will be interpreted as WORD2003.

The applications that generated these forms have been enhanced to now recognize
arguments that indicate the forms are to be generated as Office 2007 Word or Office
2003 Word documents. (May-21-2010)

= MS Word System Error Recovery
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The Series 5 printing routines had the ability to generate output as an MS Word
document. System error that could be generated while outputting to and/or automatic
printing of MS Word documents were causing Series 5 applications to terminate with a
not too friendly error message. The errors that were particularly annoying were as
follows:

e When outputting to an MS Word document that had a template defined, and the
given template file was not set up for that user, a fatal error occurred.

e When outputting to an MS Word document that was supposed to be
automatically printed, but the given network printer was either offline, or that
segment of the network was not active, a fatal error occurred.

e When a user attempted to generate output as an MS Word document, but they
did not have MS Word installed, or it was installed in a location other than the
default, a fatal error occurred.

The printing routines have been enhanced to now capture any system errors that were
being generated from MS Word. A reasonably friendly error message will now be
displayed, and the particular application will continue processing. (In most cases, the
generation of the report will just be abandoned). (May-21-2010)

= Generating Reports as MS Word Documents

The Series 5 printing routines had the ability to generate output as an MS Word
document. This function has been enhanced to provide support for Office 2007 Word
utility. Now, when presented with the print options screen, and the operator chooses to
"Save To Disk", they may choose to output as an Office 2007 or Office 2003 Word
document. The system will automatically append either the .DOCX or the .DOC
extension, and generate the document using the correct file format. For users that
have Office 2007 installed, the default File Type will be the Office 2007 Word, but they
may choose either Office formats. For users that do not have Office 2007 installed,
the default File Type will be the Office 2003 Word, and they will not be able to choose
Word 2007 or the PDF formats. (May-20-2010)

- Automatic Sending of Emails

The Series 5 system has the capability of automatically sending emails. Emails are
sent by making a call to a MAPI.Library, which in turn sends the email using Microsoft
Outlook. If the receiver's email address is prefixed with "LN:" or "Ln:", (indicating that
they are Lotus Notes users), then instead of using MAPI, a DOS command call is
made using the command line defined by the runtime configuration variable
"DOS_MAIL_CMD", to actually send the email. Within this command line, there are
pseudo variables, that would be replaced with the Subject, Receivers Name and
Address and the path to an Attachment. This capability has been enhanced to now
provide for sending the email with 2 attachments. The new pseudo variable %
ATTACHMENT 2% will be replaced with the full path to a 2nd attachment, if applicable.
(May-03-2010)

= Import/Export Functions

The import and export function has been enhanced to provide support for Office 2007
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EXCEL utility. Now, when presented with the import/export options screen, the
operator may select to load from, or output to, either an Excel 2007 Workbook, or an
Excel 97-2003 Workbook. The system will automatically append either the .XLSX or
the .XLS extension, and read or write the spreadsheet using the correct file format.
For users that have Office 2007 installed, the default File Type will be the Excel 2007
Workbook, but they may choose either Excel format. For users that do not have Office
2007 installed, the default File Type will be the Excel 97-2003 Workbook, and they will
not be able to choose Excel 2007. (May-03-2010)

Import/Export Functions

When the import/export screen is presented and a particular directory and file is
selected for processing, if the operator clicks on the Back push-button, (to go back and
change an option of prior screens), upon re-displaying the import/export screen, the
originally selected file/directory was being reset to the program's default. This problem
has been fixed. (Mar-24-2010)

Generating Sub-Documents as MS Word or PDF Files

The Series 5 printing routines had the ability to generate a sub-document as an MS
Word document. (A sub-document might be a single Invoice or Customer Statement,
generated with a unique filename). This functionality has been enhanced to have the
sub-document generated as either an MS Word document, or a PDF document.
These sub-documents may be generated at the same time, totally independent from,
their normal "printed"” versions. When generated as Word documents or PDF
documents, MS Word Templates may be used to define the properties of the resulting
document with watermarks and headers and footers. (Mar-15-2010)

Import functions from Excel Spreadsheets

The Series 5 import function offers the option to input from an Excel spreadsheet. In
any application that loaded data in this manner, it was difficult to determine when all
valid rows of data had been loaded. The Excel import function has been enhanced so
that it will correctly stop once valid rows of data have been loaded. (Previously, the
system would attempt to load up to 65,436 rows of data and when executing any given
Import function it would appear as if the system has hanging). (Mar-03-2010)

Printing of Report as PDF Documents

All reports and forms that are generated from the Series 5 applications may now be
saved as PDF documents. This option is available only to users that have Microsoft's
Office 2007 installed on their systems. When the Print Options screen is presented,
click the Save To check box, and select PDF Document from the associated Save
As drop list. (Feb-23-2010)

Browsing to Select Files and/or Directories Functions

All routines that offer the functionality to click a "Browse" button to present the operator
with a window from which a directory, or a file, can be selected have been revised.
Under Windows 7, the clicking of the "Browse" caused a "nested input of events”
syndrome to occur. In effect, repeatedly displaying the browse window. The logic for
these routines have been revised to avoid this problem. (Jan-28-2010)
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= Encryption/Decryption Function

The subroutine has been revised to now handle 8 digit numeric seeds. This was done
to accommodate the A/R system that now has 8 digit documents numbers. All existing
encrypted fields will still be able to be decrypted. (Jan-24-2010)

&+ For 2009

= Printing of Reports in Series 5

The Series 5 printing function has been enhanced to offer the option of printing multiple
copies of reports, forms, invoices, orders, etc. A new entry field has been added to the
print options sub-screen labeled # of Copies. You may select to have up to 9 copies
printed. These copies printed will be automatically collated.

Multiple Copies

The ability to have the system print multiple copies is a a feature thatis provided as a
function of the Windows operating system, and the driver for your printer. If either does not
support multiple copies, then setting a value other than 1, will have no effect.

This feature is available onlyto users executing on Windows system, either directly, or as
thin clients.

As well, fields on the Print Options sub-screen have been reorganized slightly to
accommodate the new field. (Fields and display prompts associated to outputting
reports to a Print Queue are now enclosed within a frame.

Where applicable, in all Series 5 applications, the size of display windows and/or tab
sub-screens have been adjusted accordingly. (Dec-22-2009)

- Export functions to Office 2007 Excel Spreadsheets

The Series 5 import/export function offers the option to output/input to an Excel
spreadsheet. Office 2003 Excel had allowed for 65,500 rows, and Office 2007 Excel
allows for 1,000,000 rows. When exporting data, the Series 5 system would
automatically start outputting to a 2nd worksheet when 65,500 rows were reached.
The system will now switch to a 2nd worksheet depending on which version is being
used.

As well, the Spreadsheet /O routines have been enhanced to support up to 999,999
rows of data. (Dec-16-2009)

= Exporting to Excel Spreadsheets functions

The logic used to export to Excel spreadsheets has been enhanced. In the assorted
Series 5 applications, those functions that offer functions to export to an Excel
spreadsheet have the ability to perform the following:

¢ Create multiple worksheets
e Select a specific worksheet to be populated
e Format titles, legends and headers in larger fonts, as bold, and/or as italic
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¢ Have data columns justified left, center or right
¢ Have a data column formatted for "Currency”, (where $ signs will be displayed
with 2 decimal places)
Q For Office 2003 Excel negative numbers are displayed with parenthesis
around them
Q For Office 2007 Excel negative numbers are displayed in red with
parenthesis around them

Where applicable, in most of the Series 5 applications, these new capabilities have
been introduced. (Dec-10-2009)

Import and Export functions to Excel Spreadsheets

The Series 5 import/export function offers the option to output/input to an Excel
spreadsheet. If the user selected to launch Excel after exporting data, the system
incorrectly assumed Office 2003 was installed, and it's Excel utility was being
executed. If you only have Office 2003, then this would not have been a problem. The
system now correctly detects the version of Excel to launch. (Nov-11-2009)

Selecting Dates from Lookup Calendars

When executing under Windows VISTA, dates were not properly being returned. The
year was loaded incorrectly as year ZERO which resolved to a date falling in the year
2000. The problem has been fixed. (Oct-28-2009)

Automatic Disabling of User who Fail to Correctly Logon

As a new security feature, as an option, you may select to have users that fail to
correctly log in to Series 5 after a specified number of times, automatically disabled
from logging in again. Before they can use the Series 5 system again, the System's
Manager, or Series 5 Gatekeeper must modify their Logon Properties record. This
option may be selected with a new field found on System Control Options screen.
(Oct-22-2009)

User Logon Passwords

Passwords now must contain at least one numeric digit, and one alpha character, and
be at least 8 characters in length. (Oct-22-2009)

Import and Export functions to Excel Spreadsheets

The Series 5 import/export function offers the option to output/input to an Excel
spreadsheet. If that output/input option is selected, and Excel is not installed on the
user's workstation, a message will now be displayed. Previously, the system
assumed it was installed, and when it attempted to call Excel to build/read the
spreadsheet, the program would bomb out with an error. This will no longer happen.
(June-02-2009)

Outputting Reports and Invoices as MS Word Documents

Any Series 5 generated reports, invoices, statements, etc, may be output as an MS
Word document. For any MS Word documents that are generated, a Template may
also be specified, (as defined in a Series 5 Configuration file variable). These
templates must be installed on each users workstation in the C:\Documents and
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Settings\<PC UserName>\Application Data\Microsoft\Templates folder. For users
with Office 2007 these templates need an extension of .DOTX. For earlier versions of
MS Office, the templates need an extension of .DOT. The system has been enhanced
so that if from the Series 5 Print Options screen, MS Word output is chosen, it will test
for the occurrence of the designated template file for the particular type of output being
generated. If the template cannot be located, an error message is displayed.
Previously, if when generating the output, the MS Word utility could not find the
template, the system displayed an evil looking message, and would abort. (June-02-
2009)

- Main Menu User Logon

When a user fails to logon after 5 attempts of entering their User Code and Password,
the system exits. Now, as well, an entry will be recorded in the User Access Log file.
(April-04-2009)

- Encryption/Decryption Function

A new subroutine has been developed that provides the functionality to encrypt and
decrypt data fields. The algorithm used is based on a Vigenere Cipher. This would be
considered a "strong" encryption. The subroutine is made available to any Series 5
application that requires encryption of any given data record field. (March-11-2009)

- Series 5 Grid Management Screens

In any of the Maintenance or Transaction Inquiry routines that listed items in a grid
whereby a given item, such as a Customer Code or a G/L Account, could be selected.
If there were no item on file to be listed, sometimes transactions for the next item on
file were being displayed, but the entry field was not being updated. This problem has
been fixed. Also, now a message will be displayed indicating that no records were
found for the item entered, but the next highest item's items were being displayed.

(Feb-03-2009)

&* For 2008

= Using AcuGT Rev 8.1

With the recent release of Rev 8.1 of AcuGT, we have discovered that the INTEL native
mode, on certain occasions cause Memory Access errors. The batch file used to
compile programs S5\util\s5_gcbl.bat must be edited to have the variable NATIVE set
to nothing. (Nov-15-2008)

- User Logon Passwords

The Series 5 system now requires all passwords to be made up of at least 8 non-
space characters, at lease one of which must be a numeric digit. Also, if a users
password has expired, they will be offered the opportunity to assign a new password,
after entering the old password. The rules for password entry will apply. (Oct-7-
2008)

- Import and Export and User Interface Applications
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An error occurred when exporting to an Excel spreadsheet if the 1st character the
output string was a "+", "=", or "-" character. In this case, Excel expected a valid
formula. If this was not the case, a terminating error was displayed. The problem has
been fixed. Now the Series 5 software will automatically insert a single quote™"
character in front of the string before inserting to the cell. (Oct-7-2008)

User Access Maintenance

The Series 5 User Access maintenance routine has been enhanced to simplify the
steps to establish new users and give/deny access rights. (Sept-24-2008)

¢ The Enable and Enable-Like functions have been simplified. In each case, you
now just highlight the "Red" head that is to be given access rights, and click the
Enable or Enable-Like push button, (or right click, and select the desired function
from the pop-up menu.

¢ For the Enable-Like function, a drop-down list will be presented, from which you
can select the user that already has access rights, whose rights are assigned to
the new user.

e The Copy function has been simplified. If you highlight a "Green" head user that
is already enabled, and select Copy from the Edit menu's drop-down menu, you
will be able to select one of the users that has no access rights in drop-down list
that is presented. (The Copy is basically the reverse of the Enable-Like
function)

¢ For "Green" head users that are already enabled, when right-clicked, the pop-up
menu has 2 new functions - "Set All ltems to Full Access" - "Set All ltems to No
Access". These will make it easier to set up and maintain the users' access
rights.

¢ A pop-up window will now be displayed, when any given menu-item in the tree is
right-clicked. You will be able to set the access to either "No Access", or to "Full
Access" directly, without having to edit the properties sub-screen.
User Access Maintenance
The Series 5 User Access has been enhanced to support up to 250 Logon Users.
Formerly was limited to 100 users. (Sept-10-2008)
Print Manager and Browser

The Series 5 reporting and printing routines have been enhanced to handle filenames
of up to 30 characters long. The UPGRADSM utility must be executed to have the
Report-Manager file's records rebuilt to accommodate the larger field. (Aug-25-2008)

Import and Export and User Interface Applications

In all applications that offer the opportunity to load from or read a text based interface
file where a BROWSE button had been provided, you will now be able to select files that
have a "—" or a SPACE in the filename or the directory path. (Aug-25-2008)

Import/Export Functions
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The import and export function has been enhanced to provide support for Office 2007
EXCEL utility. The system will identify Office 2007 utilities by seeing if Excel. EXE can
be found in the clients's C:\Program Files\Microsoft Office\Officel2 folder. For
exporting, the files will be created with the *.XLSX extension; and if selected to be
launched, Office 2007 Excel will now correctly be executed. (Aug-25-2008)

= On-Line Help

The Series 5 systems now have On-Line Help. You can access these help files from
the application. In all functions that offer a menu bar, clicking Help will display a drop-
down menu offering General Help, Help on the particular function, and Help about
Grids. For menu items that don't have a menu bar, if help is available, a help icon may
be clicked to display Help about the particular screen. (Note that help may not actually
be available in all cases where offered in the drop down menus) (Aug-10-2008)

- Broadcast Messages

The Series 5 Broadcast messages have been increased in size. You may now specify
3 lines of 80 character lines of message text to be displayed. The files used to hold
these messages have been renamed to be EMERGENCY.DAT and
BROADCASTS.DAT. (Aug-10-2008)

= Application User Access Analysis Export

A new function has been introduced to each applications' User Access Maintenance
function. You may now Export to a spreadsheet an analysis table of users access
rights. Each row of the table is a menu item, and each column is a Logon User. It
provides a quick snapshot of which users have access to any particular function.
(July-15-2008)

- User Access Logging

As an option, your systems manager can turn on the option to log user access to all
the systems' menu items. (June-15-2008)

Major P/l Features not Found in Series 4
- New Search and Replace function has been introduced
The Project, Task, Employee, Vendor Master records, the Invoice History and Work-In-
Progress records may now be processed with a search/replace function.
- Generic Project and WIP selections for Reports

All reporting functions now have a generic Project and Work-In-Progress transaction
selection filter screens. It allows you to randomly select different Projects and/or WIP
items to be reported.

= Enhanced Interfaces for Generic types of Chargeable Data Types
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New interface routines have been introduced to provide for fast and efficient input of
data to a "Generalized WIP" entry function

Interface/Invoicing Wizard

A wizard program is one that handles a number of standard repetitive functions. There
is a wizard that handles the interface of data, the billing process, the printing of
Invoices, and the posting to Accounts Receivables. It examines specific folders for the
presence of specific files, and process them accordingly.

Enhanced Invoicing Capabilities

The generation of Invoicing has been enhanced to provide a grid display of the Invoices
being generated. All the functions associated to generating, printing proofs, final
printing, and posting of invoices is easily available from a single screen. Invoices may
also be de-generated should the need arise.

EDI Billing

The generation of Invoicing has been enhanced to provide a grid display of the Invoices
being generated. All the functions associated to generating, printing proofs, final
printing, and posting of invoices is easily available from a single screen. Invoices may
also be de-generated should the need arise.

Enhanced Interfaces for Generic Types of Chargeable Data Types

New interface routines have been introduced to provide for fast and efficient input of
data to a "Generalized WIP" entry function.

3rd Party Billing

Charges for specific Projects may be designated as to be billed to pre-defined 3rd
parties, based on billing codes associated to the charges. This may be useful where
a given head office is generating charges on behalf of a number of subsidiary or branch
offices. Based on a billing code, the invoices will be generated and sent to the 3rd
specified 3rd party.

Getting Help

There are a number of different sources of help in Series 5. In addition to this help file you can
also access the Power Point tutorials and Sentinel Hill Software support.

To get started, your main source of information should be this help file. We have designed it
to provide all the information you will need for using and learning the Professional Invoicing.

Before contacting support, please make sure that you really can't find the information you
need here. Thanks!
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= Displaying the help

e The quickest way to display the help is to press shift-F1. If context-sensitive help is
available it will be displayed automatically.

e Most screens will have a Help button that displays relevant information when clicked.

e On the Series 5 main menu screen, and each application menu screen on the menu-
bar click Help then On-Line Help .

= Contacting Sentinel Hill Software support

e Direct email support is available from the Sentinel Hill Software team at
support@sentinel-hill.com. You can send an email to this address automatically by
clicking on the support@sentinel-hill.com graphic on the Licensing tab screen
displayed after clicking Help / About on each systems' menu.

e |f you have a Support Contract, you may contact Sentinel Hill support center directly at
1-800-663-8354.

= Summary of Fixes and Enhancements

e For each application, a detailed history of the changes that have been made is available
from our website at €2l Series 5 Fixes and Enhancements.

= Getting a printed user manual

You can download formatted PDF versions of the documentation for each application
from our website with the following links:

& Accounts Payable % Miscellaneous Invoicing

& Accounts Receivable @l Fixed Assets

{# Customer Order Processing 21 Web Access Management
@@l Inventory Management ¥? Series 5 Systems Manager
& Purchase Order Processing & Professional Invoicing
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3.1

3.2

3.3

P/l Setup and Implementation

This chapter provides some information that will be useful during the setup process of the
Series 5 Professional Invoicing system. In particular, sub-sections describe the different
Types of WIP items are utilized and what Status they may take on. Also, descriptions as to
how Unit Rates are assigned, and what G/L Journal entries are generated as project activity is
recorded and invoiced.

&= Setup and Implementation
> Item Type and Status Codes/e1]

> G/L Journal Entry Distributions|e4]

> Assignment of Unit Chargeable Rates| 70]

> Assignment of Unit Costing Rates| 7]

Initial Setup Steps

Enter topic text here.

Time Charges Entry / Invoicing Cycle
Enter topic text here.

P/l Status and Type Codes

All WIP items that are entered in the system are recorded with a Status Code, and a Type
Code. The values for these fields may change depending on how the WIP item is
processed, or at what stage of the invoicing cycle, it has reached.

Project Inquiry Grid Display Screen

The P/l Project Inquiry grid screen displays summary information about each WIP item. In the
column with the heading C-T-S, the WIP Type Codes and the WIP Status Codes are displayed. (The
Cindicates whether the WIP item is Chargeable or Non-Chargeable).

The following sections define what the different values are:

= WIP Type Codes

As WIP items are processed by the P/l system they will be updated with different Status
Codes. These are defined in the following table:

WIP Type Codes
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Code

Description

A |Active

These items have been entered and are eligible to be billed.
These would have typically been entered from employee time-
sheets, or the Generalized WIP entry operation.

D [(On-Demand WIP

These WIP items were entered into the system as "On-
Demand" charges, and invoiced accordingly.

F |Forward Balance

These items are represent any credits that have been entered
against a Project. The invoice amount field contributes as a
credit to the invoiced totals for the Project. As WIP items are
marked as having been "Manually Invoiced", this amount will
diminish.

C |[Credit Note

These items represent any credits that have been entered
against a Project. The invoice amount field contributes as a
credit to the invoiced totals for the Project. As WIP items are
marked as having been "Credited", this amount will diminish.

Manual Invoice

These items represent any manual invoices that have been
entered for the Project. The invoice amount field contributes to
all invoiced totals for the Project. As WIP items are marked as
having been "Manually Invoiced", this amount will diminish.

M [Memo These items are memo records that have been recorded. Only
the description field is used. These items do not contribute to
any reported totals.

H |Holdbacks These are system generated holdback amounts for those

projects that have been appropriately flagged. A percentage of
all invoices is computed and subtracted from the invoice total
to be held until the project is completed. At that time, these
holdback amounts are invoiced.

R [Partial Balance

These items are system generated partial balance amounts
associated to those WIP items that were partially billed. These
items will eventually be invoiced.

V  |Fully Billed WIP

These items have been invoiced at their original chargeable
amounts.

P |Partially Billed

WIP

These items have been invoiced only at a partial amount of
their original chargeable amounts. For each of these records,
there is a corresponding "Partial Balance" WIP record.

K |Marked Up and

Billed

These items have been invoiced with an amount that has been
marked up or down from their original chargeable amounts.
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Write-Off

These ltems have been Written-Off. They are considered as a
cost to the project, bu no revenue was derived from them.

& WIP Status Codes

As WIP items are processed by the P/l system they will be updated with different Status
Codes. These are defined in the following table:

WIP Status Codes
Code Description

U |Unselected These items have been entered and are eligible to be billed.
All unselected items will be automatically selected when the
General Selection for Billing[ =l function is executed.

B |Forceto be These items, when entered into the system, are flagged so

Selected they will have automatically been selected to be billed. When
Invoices are generated, these items will be included on the
invoices.

N [Never to be These items will never be selected to be billed or invoiced.

Selected They may include Memos, Write-offs and Deposits.

D |Deferred These items have been Deferred from being billed. It is
possible to defer WIP items permanently, or until a specified
date. (Items that have been deferred to a specified date may
be automatically billed when the General Selection for Billing
function is executed).

T |Temporarily These items have been temporarily deferred from being billed.

Deferred The next time when Invoices are generated, these WIP items
will automatically be changed back to the Unselected status.

S |Selected in Full These items have been selected for billing at their original full
value.

P |Selected Partially |These items have been selected for billing at a partial amount
of their original value. The amounts remaining will be eligible
to be selected for billing at a later time.

M |[Selected Marked |These items have been selected for billing after being marked

Up/Down up or down from their original amounts.
| |Invoiced These WIP items have been invoiced.
C |Paid The Invoice for which these items have been billed under have
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been fully paid. (ie., a Cash Receipt has been fully applied to
the invoice in the A/R system).

W |Select to Write-Off [ These ltems have been selected to Written-Off. They remain

with this status until the Write-Off ltems have been posted.

& Disbursement Status Codes

As Disbursement items are processed by the P/l system they will be updated with different
Status Codes. These are defined in the following table:

Disbursement Status Codes
Code Description
A |Active These items have been entered and are eligible to be billed. All
active items will be automatically selected when the General
Selection for Billing[ ==l function is executed.
N |Non- These may never be selected for billing. The amounts contribute
Chargeable |only to the costs of the project.
D |Deferred These items have been Deferred from being billed. They will remain
deferred until selected for billing, or changed to an active state.
S |Selected These items have been selected for billing. They will be invoiced
when invoices are next generated for the project.
| |Invoiced These items have been invoiced.
C [(Pad The Invoice for which these items have been billed under have been
fully paid. (ie., a Cash Receipt has been fully applied to the invoice
in the A/IR system).

G/L Account Distributions

The P/l system generates G/L Distributions, as required, basically for all Costs and
Revenues. Depending on the the P/l system is configured and how it is used, different types
of distributions, (which end up in the G/L as journal entries), might be written. This topic will
describe where these accounts are defined, how they are used, and which distributions are
generated for the assorted operations available in the P/l system.
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&# G/L Accounts Used in P/I

The G/L accounts used by the P/l system must be defined as valid A/R accounts, and valid G/
L accounts. Depending on the account, in the P/l system, they must be assigned to assorted

fields in the different Control Specifications, or Master Codes records. Where they must be
set up are defined in the following table:

G/L Accounts Defined in the Professional Invoicing System

Account Name

Record or Master Code Record Defined With

AR Control

A/R Control Preferences

Work-In-Progress
(WIP)

P/I Control Preferences

Unearned Revenue

P/I Control Preferences

Invoiced Revenue

P/l Control Preferences

Holdback Revenue

P/I Control Preferences

Deferred Income

P/I Control Preferences

Disbursements
Markup

P/I Control Preferences

Accumulated Costs

P/I Control Preferences

Suspense Revenue

P/I Control Preferences

Suspense Credits

P/I Control Preferences

Recoverable Expense

Project Code or Disbursement Code Record

Tax

AR Tax Codes

Revenues

Source is defined by a field in the P/I Control preferences
and/or in the Task Code records. The possible sources
include the following:

¢ Project Code
¢ |nvoice Section Code

¢ Invoice Group Code
e Employee Department

Costs

Source is defined by a field in the P/I Control preferences
and/or in the Task Code records. The possible sources
include the following:

¢ Project Code
¢ |nvoice Section Code
e Task Code

¢ Invoice Group Code
e Employee Department
e Employee Code

The P/l system may be configured to record revenue either at the time WIP charges are
entered into the system, or at the time that Invoices are generated. Depending on the

selected option, the system is referred to either a Type T Revenue Distribution System, or

a Type | Revenue Distribution System.
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Detail or summary distributions are written according to options set up in the Control
Preferences, the Project, and the Task master records; and depending on the types of
transactions being recorded. The following rules apply:

Detail and/or Summary Distribution Rules
Account Name Defined By Detail by Summary by
Work-In- P/l Control TimeSheet or Date
Progress Preferences Invoice #
Type T P/I Control TimeSheet or Date
Revenue Preferences Invoice #
Typelor A AR Control Invoice # or Accrual Date or Accrual
Revenue Preferences Project Date
Recoverable A/R Control Invoice # Date
Expense Preferences
Type lor A (only summary) n/a Date
Systems
Unearned
Revenue
Type T (only summary) n/a Invoice Date
Systems
Invoiced
Revenue
Holdbacks (only summary) n/a Invoice Date
Deferred (only summary) n/a Date
Revenue
Accumulated (only summary) n/a Time Entry
Costs Batch
Costs (only detail) TimeSheet and n/a
Employee
G/L Journal Entry Distributions
All G/L Distributions that are generated from the P/l and AR applications are written to the AIR
Distribution file. These A/R Distributions are recorded into the General Ledger system only after the
Interface from Subsystem operation is executed from the G/L Menu' application.

=+ Type "T"' Revenue Distribution Systems - Distributions Generated

A property in the P/l Control Preferences found on the Rates and Revenue Assignment tabl ]
determines whether revenue distributions are to generated at the time that Work-In-Progress
(WIP) items are entered into the system (Type "T" systems); or when Invoices are generated.
The following table defines which debit/credit distributions are generated for each major P/I
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function for Type "T" systems:

Type "T" Revenue Distribution Systems
(Revenue distributions generated when WIP charges are
entered)

Function Description Debit Account |Credit Account
Time Sheet Entry WIP Charges WIP REVENUE
Forward Balance n/a n/a
Deposits
Generalized WIP WIP Charges WIP REVENUE
Entry
Project Billing WIP Write-Offs REVENUE WIP
Mark WIP Manually SUSPENSE WIP
Invoiced REVENUE
WIP ltems Marked REVENUE WIP
Up/Down
Invoice Generation Invoice Amount INVOICED WIP
REVENUE
WIP ltems Marked REVENUE WIP
Up/Down
Invoice De- P/I Control WIP INVOICED
Generation Preferences REVENUE
On-Demand Invoiced WIP INVOICED REVENUE
Invoices REVENUE
When Posted in A/R A/R CONTROL INVOICED
REVENUE
On-Demand Re- Credited Invoice REVENUE AR
Generate Amount CONTROL
Re-Generated Invoice INVOICED REVENUE
REVENUE
When Posted in A/R A/R CONTROL INVOICED
REVENUE
Invoice Query When Posted in AIR REVENUE AR
Credits CONTROL
A/R Sales Batch Amount of Invoice A/R CONTROL INVOICED
Posting REVENUE
Holdback Amts HOLDBACKS INVOICED
Deducted REVENUE
Holdback Amts A/R CONTROL HOLDBACKS
Invoiced
Disbursements A/R CONTROL RECOVERAB
Amounts LE EXPENSE
Taxes A/R CONTROL TAX CODE
ACCOUNT
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Disbursement A/R CONTROL DISBURSEM
Markups ENT
MARKUP
Credit Notes SUSPENSE AR
CREDIT CONTROL
Manual Invoices A/R CONTROL SUSPENSE
REVENUE
Prepaid Amounts CASH AR
(CrCard) CONTROL

= Type "I" Revenue Distribution Systems - Distributions Generated

A property in the P/l Control Preferences found on the Rates and Revenue Assignment tables]
determines whether revenue distributions are to generated at the time that Work-In-Progress
(WIP) items are entered into the system ; or when Invoices are generated (Type "I' systems).
The following table defines which debit/credit distributions are generated for each major P/I

function for Type "I' systems:

Type "I" Revenue Distribution Systems
(Revenue distributions generated when Invoices produced)

Function Description Debit Account |Credit Account
Time Sheet Entry WIP Charges WIP UNEARNED
REVENUE
Forward Balance n/a n/a
Deposits
Generalized WIP WIP Charges WIP UNEARNED
Entry REVENUE
Project Billing WIP Write-Offs UNEARNED WIP
REVENUE
Mark WIP Manually SUSPENSE REVENUE
Invoiced REVENUE
UNEARNED WIP
REVENUE
WIP Items Marked UNEARNED wWiP
Up/Down REVENUE
Invoice Generation Invoice Amount UNEARNED WIP
REVENUE
WIP ltems Marked UNEARNED WIP
Up/Down REVENUE
Invoice De- P/I Control WIP UNEARNED
Generation Preferences REVENUE
On-Demand Invoiced WIP n/a n/a
Invoices When Posted in AR A/R CONTROL REVENUE
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On-Demand Re- Credited Invoice REVENUE AR
Generate Amount CONTROL
Re-Generated Invoice n/a n/a
When Posted in A/R A/R CONTROL REVENUE
Invoice Query When Posted in AR REVENUE AR
Credits CONTROL
A/R Sales Batch Amount of Invoice A/R CONTROL REVENUE
Posting Holdback Amts HOLDBACKS REVENUE
Deducted
Holdback Amts A/R CONTROL HOLDBACKS
Invoiced
Disbursements A/R CONTROL RECOVERAB
Amounts LE EXPENSE
Taxes A/R CONTROL TAX CODE
ACCOUNT
Disbursement A/R CONTROL DISBURSEM
Markups ENT
MARKUP
Credit Notes SUSPENSE AR
CREDIT CONTROL
Manual Invoices A/R CONTROL SUSPENSE
REVENUE
Prepaid Amounts CASH AR
(CrCard) CONTROL

= Type "A" Revenue Distribution Systems - Distributions Generated

Type "A" Revenue systems are basically the same as type "I' systems, except Revenue
Accruals for each Project may be generated. Since Revenue is not recorded to the G/L until
invoices are generated, for those projects requiring longer than your fiscal reporting periods to
be completed, the system will record accrued distributions. The total revenue for the period is
recorded dated the last day of the period, and a reversing entry to the first day of the next
period. The following table defines which debit/credit distributions are generated:

Type "A" Accrual Revenue Distribution Systems
(Un-Invoiced Revenue is accrued from one reporting period to

(Last Day of Current
Month)

the next)
Function Description Debit Account Credit Account
Accrual Un-Invoiced WIP UNEARNED REVENUE
Posting Charges REVENUE
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Un-Invoiced WIP REVENUE UNEARNED
Charges REVENUE
(1s Day of Next

Month)

Forwarded Balance DEFERRED REVENUE
Deposits REVENUE

&+ Costing Distributions Generated

As an option in the P/l Control Preferences [7o0, applicable Costing Distributions will be
generated when WIP activity is recorded in the system. The following table defines which
debit/credit distributions are generated:

Cost Distributions
Function Description Debit Account Credit Account
Time Sheet Entry WIP ACCUMULATED EMPLOYEE or TASK
Charges COSTS COST
Generalized WIP WIP ACCUMULATED EMPLOYEE or TASK
Entry Charges COSTS COST

Assignment of Unit Rates

The Pl system has been designed to allow for a great deal of flexibility in the assignment or
calculation of a rate for a given unit of service performed. Through the use of Standard Rates
and Special Rates|e11 and P/l system Control Preferences|e7), the user may define a rating
system which will accommodate various requirements.

All time entered can be classified as chargeable or non-chargeable in nature. All chargeable
time will be invoiced to a client for work performed on a given Project. Corresponding to the
chargeable and non-chargeable concept are two rates assigned to all rate-bearing sources.
These are referred to as Rate 1 (chargeable) and Rate 2 (non-chargeable).

Rates are assigned automatically by the system when project, task and employee
information is entered from a time sheet; interfaced from external sources; or entered as
General WIP Entryl=3l. The system will examine the possible sources of a rate in a specific
sequence. The sequence is partially controlled by the user utilizing parameters in the P/I
Control Preferences. It is still possible to manually enter the rate or override the system
developed rate by the "operator override" function.

The system assigned rate is derived by first selecting a rate from either the Client, the Project
or the Task records. This rate is called the Standard Rate and is our first choice for the
candidate rate. (The Candidate Rate is the rate that will be chosen by the system when
no other rates are found during examination of subsequent possible sources of rates).
At this point the program will determine whether a chargeable or a non-chargeable rate is
used, and if Special Rates are needed. If a Special Rate Class Codel sl exists in the Project
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or Client record, the Special Rates table will be examined. An entry in the special rates table
will be searched for utilizing the Special Rate Class Code as a column indicator and
variations of the Employee, Employee Group or Employee/Task Codes as the row indicators.

If a Special Rate is found, it becomes a new Candidate Rate. If no special rate exists, the
Standard Rate will remain.

The system has several parameters which can be set to determine where information is to be
found or in what sequence a Candidate Rate will be derived. The following sections will
describe how a rate becomes chargeable or non-chargeable, when Special Rates are used
and how a final Candidate Rate is chosen..

+=+ Chargeable vs Non-Chargeable Rates

The system defines a chargeable or non-chargeable rate only from the Project or Client
records. To determine if a rate is chargeable or not, the system checks the Project and the
Client records for the Active Rate. If the Active Rate is the Default Chargeable Rate, then
the chargeable rate is used. If the Active Rate is Default Non-Chargeable Rate, then the
non-chargeable rate is used. If the Project has been determined to be chargeable, then the
chargeable/non-chargeable flag from the Task record will determine if the WIP item is
chargeable or non-chargeable. Only the chargeable rate, (rate 1) will be invoiced, rate 2
(non-chargeable) is never invoiced.

& Standard Rates and Special Rates

The system determines from the Project or Client code records whether a Standard or a
Special rate will be used. It first selects, as a "Candidate" rate, the Standard rate. It then
proceeds to check the Project or Client records for a Special Rate Class Code. If a code
exist then the Special Rates Table[ s will be used to determine a new candidate rate. If a
Special Rate Class Code is not found or if the Special Rates table is examined and there is
not a special rate established, then the Standard rates will remain the candidate rate.

Special Rates

A Special Rate can be established for an Employee, an Employee Group, a Task Group, or for when
an Employee performs a specific Task. These, in turn, can be associated to a specific, (or group of),
projects by assigning a Rate Class Codel[ e

=+ Selection of the Chargeable Unit Rate from the "Candidates™

Control for the steps in determining the final chargeable unit rate is dictated by various options
in the P/I Control Preferences|«7 application. The program is designed to perform a
sequence of steps to test for the possible rates that might be defined. At each step, any rate
found becomes the new Candidate Rate. When all possibilities are exhausted, the last
Candidate Rate is assigned to the WIP item. A schematic of the rating procedure is shown in
the section following.
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The first three options defined in the Rates and Revenue tab subscreen of the P/I Controls
Preferences, determine the selection process. The following series of tests are performed to

come up with a rate.

The first step is to determine if the Project or the Client is a Chargeable or Non-
Chargeable one:

Rate Type
Selection

¢ The Pl Preferences Rate Select Basis property is tested to
determine whether rates are controlled at the Project level or at the
Client level. This code directs the system to either the Project or
the Client code properties to test whether typically Chargeable WIP
items are recorded and invoiced, or not.

¢ If WIP items are deemed to by typically chargeable, then the
system will be directed to select the Chargeable Rates from the
possible candidate sources.

e If they are not typically Chargeable, then the system will be directed
to select the Non- Chargeable Rates from the possible candidate
sources.

The system will now determine a candidate rate from the possible Standard Rates
available from the Client, Project or Task code properties:

Standard Rate
Selection

e |f non-Zero, the Client Code's properties' rate becomes the new
candidate rate.

e The Pl Preferences Rate Selection Precedence property is
tested next. It defines the order in which Task and Project Code
properties are tested.

e |f Projects are precedence over Tasks, then the system first
selects the non-zero rate from the Task's properties; then attempts
to select the non-zero rate from the Project's properties. (Testing
for the Project rate 2nd gives it priority over the Task)

e |f Tasks take precedence over Projects, then the system first
selects the non-zero rate from the Project's properties; then
attempts to select the non-zero rate from the Task's properties.
(Testing for the Task rate 2nd gives it priority over the
Project)

item.

At this point, the Candidate Rate becomes the Standard Rate. However, the system
will now attempt to determine if any Special Rates were set up. This is
accomplished by examining the Special Rates Tables. If no Special Rates are
defined in the system, the current Candidate rate will be the one assigned to the WIP

Special Rates are created using specific codes. Each combination of codes, related
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to the type of Special Rate, can be considered as a row in a table. The columns of
this table are defined by the P/l as a Rate Class. If you need a Project to test for
Special Rates, it must have a Rate Class defined. Finding a Special Rate is a
process of testing to see if a rate record has been created using specific
combinations of codes related to the WIP item being entered. Each occurrence
found becomes the new Candidate rate.

Special Rates
Test and
Selection

¢ The Pl Preferences Special Rates Class Selection Precedence

property is tested next. It defines the order in which the system
looks for special rates set up based on Employee or based on the
Task being performed. and Project Code properties are tested.

If Employee Groups take precedence, then the system first checks
to see if a special rate was set up for the Invoice Group, (similar
types of Tasks may be assigned the same Invoice Group Code).
Then the system checks to see if a special rate was set up for the
Employee's Rate Group, (similar types of Employees may be
assigned the same Rate Group). Then the system checks to see
if a special rate was set up for the Employee. (Remember that
the last source for arate tested always overrides earlier
selected candidate rates).

If Task/Invoice Groups take precedence, then the system first
checks to see if a special rate was set up for the Employee Rate
Group. Then the system checks to see if a special rate was set up
for the Employee. Then the system checks to see if a special rate
was set up for the Task's Invoice Group.

Finally, the system checks to see if a special rate was set up for
the Employee when they were performing a specific Task. If
found, this rate takes precedence over any previously selected
candidate rate.

At this point, the last selected non-zero Candidate Rate becomes the one that will be
assigned. But wait Batman, there is one more test that the system will perform.
That is there may have been a Task Modifier Percentage special rate that was
established. (This crafty special rate may be used to easily adjust the resulting unit
rate up or down for specific Tasks that are performed).

Task %
Modifier

¢ For the Task associated to the WIP, test to see if a Task Modifier

rate was set up. If found, then multiply the final candidate rate by
the specified coefficient.

The final candidate rate will be assigned as the unit rate to the WIP item being entered. When
entering Employee Time Sheets or Generalize WIP, it will be displayed to the operator. Note
that a code is also assigned to the WIP record indicating which rate was selected.
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Operator Overrided Rates

After the system derived rate is determined and displayed, the operator may override it and enter a
different rate.

&+ Flowchart of the P/l Chargeable Rates Selection

The following chart may help in describing the sequence of selecting the final WIP rate. At
each step, the specified non-zero rate becomes the next candidate rate.

Select Client Code Rate

3

Rate Selection

Precedence
Task overProjects | « | ? L~ | ProjectsoverTasks
Select Project Code Rate Select Task Code Rate
Select Task Code Rate Select Project Code Rate

J !

(Test for Special Rates defined for the Projects’ Rate Class Code)
Special Rate Class Selection

Precedence
Employees Groups over I Cp Invoice/Task Groups
Invoice/Task Groups over Employee Groups
Invoice Group Code Rate Employee Group Rate
Employee Group Rate Employee Rate
Employee Rate Invoice Group Rate

| I
Employee/Task Special Rate

3

Task % Modifier

3

Operator Override
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Costing

The Pl system has been designed to provide, as an option, the tracking of Project Costs.
Both expenses and labour consumed for a project, whether chargeable or non-chargeable is
recorded as costs.

Labour costs are defined using the Task record in the system. Each task will define whether
the unit cost is related to, (or to be determined from), the employee or the actual task being
performed. (ie. An hour of consulting by an employee as opposed to the cost of a megabyte
of disk storage or use of a machine). The cost of a given WIP item is carried with that item.
The cost amount is used in each of the Project Costing reports for both chargeable and
non-chargeable activity and is used to calculate a cost amount for each invoice moved to the
Accounts Receivable for chargeable activity. The cost of a given disbursement item is the
original amount before being marked-up. The original amount is used in the cost amount for
each invoice moved to the Accounts Receivable.

A variation to costing is costing with distributions. If selected, WIP costs will be recorded in
the A/R distribution file and subsequently moved to the General Ledger.

& Unit Costs

In order to monitor the costs associated to project activity, you must have set the applicable
check-box on the Costing tab sub-screen in the P/l Control Preferences [0 For systems that
have the costing option selected, for all WIP and Disbursement entered for a project, a cost
will be computed. The cost amount for both chargeable and non-chargeable WIP charges is
computed as follows:

COST = # TASKUNITS x UNIT COST

The # of Task Units are those entered record with time sheet entries and General WIP
charges. The Unit Cost is obtained from the task record, the employee record, or from the
Special Rates Table.

Determining the Unit Cost Rate uses a similar method to that used in computing the
chargeable unit rates. The following series of tests are performed to come up with a unit
cost.

The system will determine a candidate cost rate from the possible Unit Cost Rates
available from the Employee or Task code properties:

Unit Cost Rate e A Unit Cost is may be assigned to both Employees and Tasks. A
Selection property associated to each Task is used to indicated whether the
Unit Cost Rate is to be determined from the Task or from the
Employee. Based on the setting, the appropriate Unit Cost
becomes the new candidate rate.

At this point, the Candidate Rate becomes the Unit Cost. However, the system will
now attempt to determine if any Special Unit Cost Rates were set up. This is
accomplished by examining the Special Rates Tables. If no Special Rates are
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defined in the system, the current Candidate cost rate will be the one assigned to the
WIP item.

Special Rates may be established for specific Employee or Task codes. Each code,
related to the type of Special Rate, can be considered as a row in a table. The
columns of this table are defined by the P/l as a Rate Class. If you need a Project to
test for Special Rates, it must have a Rate Class defined. Finding a Special Rate is
a process of testing to see if a rate record has been created using specific
combinations of codes related to the WIP item being entered. Each occurrence
found becomes the new Candidate rate.

Special Unit Cost Rates

You would want to set up Special Cost Rates for Tasks or Employees in order to compute
different costs for different sets of Customers. Remember that different sets of costs can be
defined for different Rate Class Codes [ b, which are assigned to different Projects. (Projects
belong to Customers).

Special Unit ¢ The property associated to each Task which is used to indicated
Cost Rate Test whether the Unit Cost Rate is to be determined from the Task or
and Selection from the Employee is examined.

¢ Based on the setting, the system checks to see if a special cost
rate was set up for either the Task or the Employee. (Only one or
the other is tested, not both).

At this point, the last selected non-zero Candidate Cost Rate becomes the one that
will be assigned. But wait Batman, there is one more test that the system will
perform. That is there may have been a Task Cost Modifier Percentage special
rate that was established. (This crafty special rate may be used to easily adjust the
resulting unit cost rate up or down for specific Tasks that are performed).

Task % ¢ For the Task associated to the WIP, test to see if a Task Cost
Modifier Modifier rate was set up. If found, then multiply the final candidate
rate by the specified coefficient.

& Flowchart of the P/l Cost Rates Selection

The following chart may help in describing the sequence of selecting the final WIP rate. At
each step, the specified non-zero rate becomes the next candidate rate.
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From the Task Properties

1

Cost Rate Source

From the Task e ? L~ | FromtheEmployee
Task's Unit Cost Rate Employee’s Unit Cost Rate

J !

(Test for Special Cost Rates defined for the Projects’ Rate Class Code)

Cost Rate Source
?

From the Task [ From the Employee

! !

Special Task Cost Rate Special Employee Cost Rate
I |

b
4

Task % Modifier

& Cost Distribution Accounts

For systems that have selected the check-box to Generate G/L Cost Distributions for
Work-In-Progress in the P/l Control Preferences| ), Cost Distributions will be generated in
the A/R distribution file. The account number is determined using control parameters in the
P/l Control Preferences, and in the Task record. The account may be defined in the Task,
Project, Employee, Department, Invoice Section or Invoice Group records. After the account
is determined, the Special Account file is examined to see if an account had been defined for
a combination of the Employee's Job Class Code and the Task Code. If found, it becomes
the Cost Account. As well, it is possible to override the profit centre of the selected account
with a profit centre code from either the Department record or the Location record.

The G/L accounts used by the P/l system must be defined as valid A/R accounts, and valid G/
L accounts.

Daily Processing

Enter topic text here.
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Month-End Processing

Enter topic text here.

Year-End Processing

Enter topic text here.
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The Basic User Interface

Throughout the Series 5 system applications, there are a number of basic common types of
screens to provide a consistent operation. These are discussed in this chapter and it's
related sub-topics.

Professional Invoicing Application Menu

Each Application has a primary menu screen. These menu programs all operator in the
same manner, and basically offer the same types of functions.

The instructions below explain the features available and how to customize some of the sub-
screens. For detailed instruction on the actual application, refer to the related topics in the
Professional Invoicing Menu Functions!z.21and The P/I Menulz2l chapters.

Here is the P/l menu that will be used to identify the different functions available.
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N
SHSI Seriez V Professional Inmicingl E@ﬂ

File TreInquiry Operations Invoice Processing Reports Codes Maintenance  Purging  Wizards  User Functions

Control Options  Window  Help

Uzer. USER Rev: 5.10
UCC Direct DFS Test Company
Movember 04, 2017 12255 PM }
Professional Invoicing
1 Scheduled for Today I 2 Overdue Funchtions I 3 Coming Due I 4 My Favontes |
5 Daily & Monthly | ¥ Year-End | 8 Transachtion Entry | 9 Invoice Processing

Ihvoice Processing Functions:

[ Clear Previous Selections l Generate Invoices

[ Generalized Billing Select l Print/Poszt Private Invoices

[ Select WIP for Billing | Print/Post Public Inveices

Post Invoices to A/R

[ Print Pre-Invoicing Report l

[ De-Generate Invoices ]

Launch On-Demand Invoicing Bequest Server ] Is

= Applications’ Menu Bar

All functions available to a given user may be accessed from the menu bar at the top of the
screen. Menu items are grouped according to the type of functions for each application.
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W SHSI Series V Prafeesizna! Invaicing

Profeszszional Invoicing

UCC Direct DFS Test Company

Julp 23, 2008 06:38 PM

= Applications' Menu Bar

The following menu bar groups of functions are defined:

Menu Bar (Types of Application Functions

Group

File For the Reports Manager, Batch Job Processor, and other File
Management functions

Trx Inquiry [For functions that offer screen Inquiry of current or archived data, or
interactive analysis

Operations|For Sales Transaction Entry, Cash Receipts Entry, Invoicing, Printing
Customer Statements or Dunning Letters, Purging the Receivables and
other typically daily, monthly or annual functions

Reports  |For the generations of reports

Code Maintenance functions for defining and updating master code files

Maintenan

ce

Purging Functions that Purge History files

Wizards  [For setting up and/or launching user defined Wizards

User For launching user created programs or other Window's Utilities

Functions

Window  [Functions to manage the simultaneous execution of up to 9 of the
applications' functions

Help Displays licensing information, launches Help, or executes a Monitor
displaying users currently using the system

For example, to select the Customer Codes Maintenance function:
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1. Click Codes Maintenance in the menu bar.

Codes Maintenance [Nyl =Ty

Cash Batches. ..
Sales Batches., ..

AR Accounts, ..
vable AR Terms Codes...
Cuskorner Type Codes. .,
oday | Customer Templates. ..
J EM Order Tkem Returns Codes., .,
Crder Source Codes. ..
Hong: Prepavment Codes. ..
Remit-To Codes...
inancel  5ales Promation Codes. ..
Sales Representatives. .,
itomer Ship-Yia Codes...
Tax Codes..,
Territary Cog

2. Select Customers... from the drop-down menu and the Customer Codes

Maintenance screen will be displayed.

83

= Daily Operations - Monthly Operations, Year-End Operations and Transaction

Entry tabbed sub-screens

Tabbed sub-menus are provide on the application menus that offer common types of
functions. Each of the applications menus offer tabbed sub-screens that have those
functions that would be typically invoked a certain times, or to enter Transactions.

For example, those menu functions in the G/L system that might be executed on a daily

basis:
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- S P T — N
USER
5 [01] Sentinel Hill North America
A M
_ Jure 30, 2008 05:30 PM
;- General Ledger
1 Scheduled for Today 2 Overdue Functions 3 Coming Due 4 My Favorn
5 Daily Functions & Monthly Functions 7 Year-End Functions 8 Transzaction E

Typically Daily Functions:

[ G/L Account Inquiry ] [ Chart of Account Maintenance

R

[ Trial Balance Report ] [ Reports Manager l\

[ Balance Sheet ]

[ Profit and Lozs Statement ]

inancial Stateme
# - =

1. Click on the applications' Daily Functions tab.

2. Click on the desired function push button.

411 Multi-Threaded Windows

The applications menus provide the ability to select and execute up to 9 functions all at the
same time. Each executes in their own window independent of one another.

&+ Execute multiple functions from the Applications’ menu simultaneously

e The functions that have been launched are displayed in the frame at the bottom on the
application menu
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@ | 1 4/F Aging Feport @ [ 4 Customer Open Item Inguiry

& | 2 Custamers k

@ | 3 Sales and Credit Entry

e If you right click the icon associated to an executing function, a drop-down menu will
appear from which you can hide or restore it's screen, or terminate the function.

] |1 Customers
Hide this Item's Window

Restare this Tkem's MWindow

Terrinate this Funckion

¢ The functions that have been launched are visible as items under the menu bar's
Window sub-menu
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L]
tions  Cantral Options Help
Hide all

&
Restore All (Cascaded)
| g Terminate all

- v 1 AR Aging Report
W 2 iCustomers
v 3 Sales and Credit Entry
zaction Entr v % Customer Cpen Ikem Inguiry
s Eavontes| Jnused ‘Window s
.,'— niused Window &

Uriused Window 7
Inused Window 8

Inused Window 9

.

»

e You may terminate, hide or cascade the executing functions windows by selecting the
appropriate function from the menu bar's Window sub-menu

M SHSI Series ¥ Accounts Receivable

File TrxInguiry Operations Reports Codes Maintenance Purging  Wizards  User Functions  Control Options &

User. USER tide &)

'l AR ﬂperl Item Inquiry
B 1 AfR Aging Report
Customer Maintenance 2 Customers
3 5ales and Credit Entry
4 Custorner Open Tkern Inquiry

[ m Generate AJR Aging Report R
F Unused Windaw &
® Sales and Credit Transaction Maintenance Unused Window 7

Unused YWindow &

Sales Batch Selection .. Unused YWindow 9

Sales Transactions are entered in sets under the control of Sales Batches. Select the desied

Salez Batch from one of thoze that have already been creatd, or you may choose to create a new one.

¢ You may hide, or redisplay a particular executing function by clicking on it's entry in the
menu bar's Window sub-menu
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41.2 Scheduled Menu Functions

The Series 5 Menus offers the ability to define certain functions to be scheduled for particular
times of the day at specified intervals. Tabbed sub-screens display those functions that have

been scheduled and are Overdue, Due for Today, or Coming Due. The operator must
click the push button in the sub-screen to select these functions to have them executed.
Once the function is finished, the operator will be prompted to reschedule the job.

Refer to the section on Users Scheduled Menu Functions|:ss under the User Access
Management! .5 Chapter for the steps to set up the Scheduled functions.

= Scheduled Menu Sub-Screen Examples

e For menu functions that are scheduled to be launched today:

n 1 (] L]
~
Uszer. USER Rew: 5.08 =
; [01] Sentinel Hill North America 3 B
July 07, 2008 05:33 P }
| General Ledger
| 8 Daily Functions | & Monthly Functions || ¥ Year-End Functions || 8 Tranzaction Entiy |
1 Scheduled for Today | 2 Overdue Functions || 3 Coming Due || 4 My Favorites |

The fallowing Scheduled Menu itemsz are due for selection today:

03:00 arn [ Profit & Loss Statement ]

0E:00 pr [ Interface from Sub-Systems ]

0700 pra [ Balance Sheet Schedules ]

_ = ——

e For menu functions that are scheduled, but were not launched on the day they were
due. They are Overdue:
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™ 5HSI Series ¥ General Ledger

File TrxInguiry Operations Financial Statements  Reports  Codes Maintenance ‘Wizards  Use

Window  Help

zer: USER

R

= 7 ?_f General Ledger

[01] Sentinel Hill North America

Julp 01, 2003 05:52 P

| 5 Dailly Funchions || & Monthly Functions | 7 Year-End Functions
| 1 Scheduled for Today | 2 Overdue Functions

The follawing Scheduled kMenu items are overdue and need to be addres

B/30/08 I Year-To-Date Trx Export

For menu functions that are scheduled, but for a date in the future:
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™ SHSI Series ¥ General Ledger,
File  Trx Inguiry Operations Financial Statements
indow  Help

Reports  Codes Maintenance  Wizards User Functions  Conkrol Options

User: USER Fev. 5.08

R

= * i'-' General Ledger

[01] Sentinel Hill Morth America |

July 01, 2008 05:55 PM

| 5 Daily Functions || 6 Monthly Functions || 7 *ear-End Functions 8 Transaction Entry |
| 1 S5cheduled for Today || 2 Overdue Functions | 3 Coming Due

| 4 My Favorites |

These Scheduled Menu itemz will be due for selection in the Mear Future;

7402408 ,_ Balance Sheet J

70708 ’ Trial Balance Report l

= Rescheduling Scheduled Functions

Once a scheduled menu item's process has completed, a screen is presented to the
operator offering to have the menu item rescheduled.

- O]

v

'® Re-Schedule this Function ?

Re-Occuming: | Daily [Mon-Fri)
Mext Scheduled Far:

| ] T

J
R
]

[ Yes with Mew Date Shown

[ Yes with Original D ate

[ Remove az a Scheduled ltem

1. The fields will default so the function will be scheduled as defined.

2. You may have the item rescheduled using one of the following intervals:
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Every Day
weekly

M onthly
Quarterly
Annuall

3. Click on the applicable push button as required.

Grid Processing Screens

The Series 5 applications have been developed around the concept that the operator should
be able to navigate easily through the master codes data sets or batches of transactions that
are being worked with. To accomplish this, the assorted accounting systems have made use
of a graphical control known as a grid.

The grid control is basically a table that provides the operator with a list of the data records
being worked with, and controls to navigate through the associated file. Individual fields may
be edited, pop-up menus may be displayed for related functions, and the cursor up/down and
Page up/down keys may be used to move around rows and columns of data.

The screens that display these grids also offer a number of functions that the operator can
manage or manipulate the particular records' information. These are fairly consistent
throughout the Series 5 accounting systems.

Grid screens are typically developed for the following types of menu functions:

Q Master Code Maintenance routines

Q Transaction Entry routines

Q Data Inquiry routines

Q Operations that require the operator to perform some type of function to easily set or
edit properties of a specific type of data record

Here is an example of a grid based screen that offers most of the controls typical of a
Transaction Entry function. (In this case there are 2 rows in information for each data item
being displayed).
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'm Standard Journal Transaction Entry [_ '™ ||XJ

File Edit Miew Help Click to Exit _ Click to hide
x> Coloured frame of Push Buttonz of the Windaw

Standard Journal Trap® “ | 0" ~Sglect to add, modify major functions that can be perfarmed Ezzion. You may also
J-Entry Seszion: APAQ appicable furctions an Edit List. To have the &g o prgeEr. select the "Post" function.

Print Full Edit List Print Exception Edit List
. . Transaction Ledaer Date: 2429708
List by: | Journal D # w Go Ta Tres with JID #: i | Fiefresh
— D —Ilﬁl—ll - Tranzaction Document Date:  2/29/08
1

it P by
UID # [6/L { bcount # |sA Priact 7 wnae ] Debit || [RefBatch [h g Acr
P Fiefrezh the grid dizplay with the : \'_'_'_'_'_'_'_‘_‘—‘—-Lﬁ.u.l_
Type Acc{ \Pl Descnpllon\ record of the key that is entered here _‘\" # lPd“ G DD%JBA Click to Refresh the grid display to the 13t (L
7/L"’TB g dh‘_‘\l"ct\‘ 3_|;|_|l_|1|1__f ll__,_ record satisfying and filters and update any E o
il rop-dowin lizl i ]
to h};ve tFP;e items \WESSENG APACCR 2/23/08  Click to display & ssarch applicable status fields
displayed sorted in 2/29/08 prindelolenieaiseaichiting DATA & IMAGE PURCHASE Y
different orders } ( search )
_SBULK |APACCR 2/29/08 | -
15 |064-3222-040 2/29/08 22.,500.00 MICS CORRESPONDENT INV ACCRUAL e
GL-ST |[UCCON DEMAND CORR FEE |APACCR 2/29/08 ,_,_._/—-—'—'—'_'_'_'_‘_‘—‘—'—-\__J—-—-—_,'—/""’
Grid M avigation Puzh Buttons to +
17 |064-3310-040 2/23/08 6.603.60 / pozition to the next/prior ltem or_Sc:reen i
GL-ST_|DIRECT ACCESS-GROS5 CHAF|APACCR 2/23/08 M ciloliheblatEndoitelist
18 2/29/08 1 2,1 CHARLES JONE " ACCRUAL e
GLS DDL:EE ?Dhﬂ;\?g}tlhg:en \\E APACCR 2/23/08 Right click. a field in any given Tow |
azzociated record edited / 2;29;:{ to have a pap-up menu displayed \ COMSULTANT FEEAT HOUSTON ks
offering applicable functions that
GLST Tome APACCR 2029005, S EEEt i | 2
23 |064-4910-060 2/29/08 | T COMSULTANT FEEAT GLENDALE e
GL-ST [COMSULTAMT FEESIT APACCH 2/29/08 |
27 |021-2690-100 2/29/08 TRADE ACCOUNTS PAYABLE ACCRUAL Yo
GL-ST [ACCRUED EXPENSES UDS - & | APACCR 2/29/08 83.759.29 |
( Totals applicable to the 3 | -
itemsz dizgplayed in the grid
[
f/ | Statuz bar displays the Sort |
/s

Option, and the current Search
Field and String

L4

Control Tatals: 8 of Transactions. Total Debits: 3 83.759.

WARMING: The Ledger and Document Dates assigned to these Tranzactions have Edit and Update Session and Trx Dates Now ]

not been updated since the last time this Standard Trx Set was Poste

Items are listed by JID # [order entered). Search: for:

= List-By or View Options Menu

In those grid applications where the items may be displayed using different sort criteria, click

on View in the menu-bar for a drop-down menu of selections; or make the selection from the

List-By drop-down list.
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W Trial Balance Preview / Report W Trial Balance Preview / Report

¥ File File  Wiew Help

YWiew

G, ¥ Order by Account #
Crder by Profit Center

Crder by Description
IE Order by Type
Crder by FfS Code 1

! Crder by Ff3 Code 2

COrder by Ff5 Code 3 E
Crder by Ff5 Code 4

G/L Trial Balance Inquiry/Heport

Print Trial Balance [Re]Build Previg

Lizt by | Account Description (%
GAL Account #

=

_E COrder by Ff5 Code 5 Prafit Center

. Aocount Des

ﬁ Order by F/5 Code 6 042-07§ Account Tupe
| Order by 5/5 Code 1 or 043074 Fin Stmnt Code 1

I 00  order by 55 Code 2 A Fin Stront Code 2

043-07gFin Stmnt Code 3

ﬁ Crder by 515 Code 3

Fi Strarit Code 4
ot Order by /5 Code 4 k 043076, o\ S0
E COrder by 5/5 Code 5 L 043-074 Ein Sstmﬂt Sula:dedﬁ :
it up Sched Code
| o JCrderbysisCodes 042-0795 1 G ched Code 2

001-01 1| 5up Sched Code 3
Sup Sched Code 4
042-169 55 Sched Code 5
042-1625up Sched Code 6
011-2031-100

043-4010-040

004-0400-040
008-5100-040
011-0518-100

A description of the sort order is displayed in the status bar at the bottom of the screen.

[wroe-fusd auu [H1 U3 FlLnda-ALi TRl | + uds Ul |
|

Trial Balance Tatalz Opening Balance: $ | |]_|]|]| Tatal Debitz: &

for 408 Accounts. Total Credits: $

R T ——— k
Items listed by GfL Account #. Search:

= "Fast Button" Frame Tasks Push Buttons

In all the grid based screen functions, the major operations that could be performed are
displayed as Push Buttons in a brightly colored frame. This is referred to as the "Fast Button"
Frame.
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W P/l Invoice Processing
File Help

Invoice Generation These are the Invoices that have been generated, but not yet posted to A/R. =
“r'ou may choose ta view thoze generated by yourzell or for the system as a whole. J—

| Print/Post Finals Paytech Reconcile Post to A/R

Processing Invoices For:

ice #: Refresh
() Private Access [Local Only to this PC) Gio Talnvoice #: ﬂ

(®) Public Access [Server Side to All Users)

Or for another example:

W Chart-of-Accounts Maintenance
File Reports Edit Wiew Help

Define G/L Accounts Select to modify, delete or add G/L Accounts for recording General Ledger h
transactions. Accounts are also used for formatting Financial Statements. J—

]

Go To the Account with Mumber: |

% S

Note that different types of functions have different frame background colors.

List by: |Account Mumnber

B - Blue Active data Inquiry or Analysis
B - Burgundy Codes Maintenance
B - Olive Green Archived transaction Inquiry

- Aqua-Marine Green Transaction Entry

= Selecting to Display Items Associated to a Particular Code

In certain grid based applications, you will be able to display only those items associated to a
particular master code. There is a field in which you can enter the desired code.

In the example, the screen displays all Open ltems for a selected Customer.
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Open Item Inguig Thesze are the un-Purged lrvoices and Payments azsociated to
will appear on each Customers' Statement,

RESEARCH INC

LI T K ety

Customer:

Sy
Doc # | Type |Doc Date (Lgr Dat})
868689 | | 1/01/08) 1/02/08
2/01/08) 2/01/08

h, Apply To

In this example there are three ways that a given Customer may be selected:
1. Enter the Customer Code whose items are to be displayed in the grid.

2. Click on the icon to have the Customer "Lookup" window displayed and select the
desired customer.

3. Click on the "Find Prior" or "Find Next" icons for the prior or next Customer Code on file
with items to be displayed

Processing Tip

When a grid application that offers a code to be selected is initially displayed, that field is is normally blank. If
you wish to just displayitems for the 1st code on file, click on the "Find Next" icon push button and the system

will do the rest.

= Search Function

In all the grid based screen functions, a Search function is provided.

1. Click on the Search icon.
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ode.
1 already defined.

o] 9
—‘_Eligsea_particular item
Chrg= Ntnrg-rmrrl-

n.ao n.ao

2. The Search window will be displayed. Enter the string or number to be searched in
the Find field and select the particular field of the given record to be tested.

Search Task Codes

Fird: |Sean::h String

D ezcription

k44 Uriitz
[ Charge Rate
LY MaonCharge Rate
S Urit Cost Rate
Tax Group Flag
Imvice Section
Ihvoice Group

J
Ry

n Cancel

3. Set the searching options as desired and click on the Find push button. (If you rather
just get a count of the # of records that satisfy the search, click on the Count push-
button

4. If arecord is found, then the grid will be refreshed with that item displayed. Also, the
Search Backward/Forward icons will be enabled, and you could then search back or
forward by clicking on the appropriate buttons.
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5. The current search string, and name of the field tested is displayed in the status bar at
the bottom of the screen.

0.00 Total Debits: $ 42 128.369.07 Met Change: $
Total Credits: 421 23_359_[]?[:|i Closing Balance: $

Search: Description for: Search String

= Grid Navigation Buttons

To move through a file of records that are accessed or displayed using the grid, use the
Navigation Buttons found at the right side of the screen.

Navigation To Keyboard Key or MouseGraphic
Click

The next grid row Cursor-Down Key or
rotate the mouse wheel
towards you
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Down 4 grid rows

Hold the Ctrl-key and
rotate the mouse wheel
towards you

The prior grid row

Cursor-Up Key or rotate
the mouse wheel away

Up 4 grid rows

Hold the Ctrl-key and
rotate the mouse wheel
away

i =]

31407 < Period 03 Year End Dec/2007 | T

The 1st row of the
next screen

Click bottom down button | _

The 1st row of the
current screen, or the
row just before the
1st row of the current
screen

Click top up button

The last row of the
next screen

Page-Down key, or click
the lower dbl-down button

The 1st row of the
prior screen

Page-Up key, or click the

top upper dbl-down button ]

L3

The 1st record on file

Hold the shift key and
click the top up button

The last record on file

Hold the shift key and
click the bottom down
button

% | w5

Code |Ref Company/Item

M7 [JPMC/ABNY AMEMDMENT PR

CROWM CREDIT COMPAMNY

THE REYMOLDS & REYMOLL

WESTOVER FINAMCIAL INC

MED OME CAPITAL, INC

GREAT AMERICA LEASING

3
1
1
3 AZTEC FINAMCIAL, INC.
3
3
P

RAYMOND LEASING CORP

3 BE&T
4 BEBET
] BBET
" WELLS FARGD FINAMCIAL L
CITICAPITAL
PATTERSOM DEMTAL COMF
32 LEASE CORPORATION OF &l
036 LANDMARE FINANG&EDH
J14 SOLARCOM R |

m BAME OF AMERICA CB OPS

al CITICAPITALIBTF MaAHWAH)

13

“

Met Change: $ 15,104_00CR
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= Grid Row Pop-Up Menus

For most of the grid based menu item screens, you can right-click a given row to have a pop-
up menu of the functions that would be applicable to the record represented in the row.

W G/ Journal Entry Inquiry

File Reports Edt  VYiew Help
G/L Transaction Journal Inquiry View Ledger Transactions using a wariety of methods; Print or export fransactions for selected o
Accounts or Projects; Add attachments, Comments or Follow-Up flags to individual items. J—

Set Filters Print Grid Items Export YTD Transactions
(%) For Fiscal Period

() For Selected Dates

| HMA07 - 3431407 < Peniod 032 Year End Dec/2007 ‘ BC

G/LAscount | 008-5100-040 v | b | war| ]

CCH LEGAL SERYICES
Go To Trs Dated: :ﬂ List by: |Account # Date [Mewest first] M ‘ i | | |

Lgr Date |Doc Date Dehit Credit JE ype dger Project |Ref Doc # |Ref Code |Ref Company/ltem R|
3430707 3/30407 | 1.690.000.00 /gﬂ'l 20 Pl-wiIP W5 TO HARRIS FOR 3/30/07
3430707 3430407 103.000.00 / \ WSFER TRACE#20070330-00( [«
322707 3/22/07 | 2.009,000.00 / w2 \ WSFER TO HARRIS FOR 3720
2—. Addview Attachment
3115707 3415407 | 1.940.000.00 { 901277 Addview Comments WSFER TO HARRIS BANK 3/
3/08/07 3/08/07 | 1.588.000.00 \ N2 Setjclear Flags WSFER TO LASALLE FOR 34
\\ Sub-Query by JE Saurce //

. _ _—e

= Editing Cell Contents Directly on the Grid

In a number of code maintenance applications, descriptive fields may be edited directly on the
grid. If this is allowed, when those particular cells are double clicked, the contents of the cell
will be highlighted. the operator may then key in the new value.

™ Bank Account Codes Maintenance
File Edit

Help
Define Bank Account Codes Select to modify or delete; or add a new Bank Account Code. =
'ou may also generate a repart lizting the codes already defined. Q

Go To Bank Code with Code: | V| |ﬂ|| |J

0
R
%cnunt MName GfL Cazh Account Mext Chk |Currcy
D#EH.&TING ACCOUNT  |001-0110-040 007887
/ -
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= Standard Record Editing Functions

Most of the grids in the Series 5 system's applications provide an Edit drop-down menu from
the menu bar. This offers functions to Cut, Copy and Paste the associated records belonging
to the grid. For codes maintenance applications, there are also functions to Undo the last
deleted item; and to Undo the last edited item. From the drop down menu under Edit in the
menu-bar, click the desired function. (In most cases, these functions are also available
from the pop-up menu displayed when arow in the grid is right-clicked).

" Customer Type Codes Maintenance (= 5
1B ® AP Accounts Maintenance

File  Edit

Help

Select to modify or delete; or ady
“ou may alzo generate a report

Define AP Accounts used

Go To Cust Tyupe with

AGNT REG AGENT
BK BANKING

ESCROWS
FINAMCIAL

Account |Descriplinn
Cut A/P Account Record

001-0120-040 Copy AP
001-0310-040

001-0400-040 Modify
001-0420-040 Delete
D01-0430-040 ot Fiekd
001-0440-040 Copy Field
D01-0470-040 Paste Field

001-0900-040
002-0231-040

Warning

The Undo Delete, Undo Modify, Cut, Copy and Paste functions are only
operable while working in the particular function. If you exit the function
associated to the grid, when you return, any Cut, Modified or Deleted
record may not be Pasted or Undone.

= Most Recently Accessed Items Menu

In the drop down menu under File in the menu-bar, most grid screens will provide a list of the
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last 6 items that were added or edited . You can click on any one these to position to it.

™ Customer Maintenance
Edit

Yiew Help

Properties

Print...
b Import...
Export...

Bulk. Email ko Customers. ..

1 Q0ooaa

2 W17428 - LASALLE MATIONAL
3 017930 - LASALLE BAME MATI
4 017931 - ABM AMRO SERWICES
5
£

017938 - ABN AMR.O SERNICES
266368 - 1346 RAILROAD 435

Exik

LZ00-200 230 AsEILhAasED Sa 00 Te

265239 1751 E BAYSHORE IMNV
017102 15T AARAM'S FIkAL
020289 15T CAPITAE

= Grid File Properties Menu Function

In almost all applications using a grid screen, the rows of data displayed represent a data
record in a file. The Properties function found In the drop down menu under File in the menu-
bar, when clicked will display some properties about the displayed file.
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W GA. Journal Entry Inquiry

§=8 Feporks Edit  Wiew Help

1 A3SETS E ‘

2 LEDGEMD DATE
3 DMV CORRESPOMDENT/ACCESS F
4 CORP MISCELLAMEOUS FEES-LO
5 CORP MISCELLAMEOUS FEES-LO
& UMBILLED REYEMUE

Exit

Lagr Date (Doc Date
3307

101

The Properties Screen displayed shows the names of the files, the # of records, and the size.

M Series ¥ File Properties

GL ¥TD Tranzaction File

Folder:  d:\s4\testAUCChdata
Dizk File: GLBYRTRX40.DAT

# of Records: 1,352,128 k‘
File Size: 636,916,352 Euptes

Lazt Modified: Friday, July 042008

= Grid Slide Bar and Full Screen Expand Push Button

In most cases, the columns of data displayed in the grid can be displayed in the screen's
window. There are a few functions that have too many columns of data to fit.

If there are more columns defined that can't all fit on the screen at once, there will be a slide
bar displayed at the bottom of the grid. The operator may slide it over with the mouse to view
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the hidden columns of data.

If there is an J icon in the lower right corner of the screen, clicking on this will expand the

screen laterally to it's full size. (You will need to have a wide screen for this to be effective).

W AR Period Analysis Inquiry andfor Report

File Wiew Analysis Help

[B¥i=]3

A/R Period Analypsis Inquiry/Report

by G/L Fizcal Years

Build and preview summary totals by selected Periods for Customers, A/R Accounts, Customer Types
Sales Reps and Sub-Ledger Projects. Fram the display, generate either a report or a spreadhsheet.

Print Analysis Report (Re)Build Preview

X

Shaw Totals for: | AR Accounts

Go to Main Account #: I:l

v [ alu]n] G

=

A/R Account Type Description YiEnd 12/31/06 | YiEnd 12/31/07 | YiEnd 12/31/08 | YiEnd 12/31/09 | YiEnd 12/31/10 | YiEnd 12/31/1
000-1010-100 | CshRcp == ACCOUNT NOT ON FILE = 0.00 0.00 140.00 0.00 0.00 0.
000-1020-100 | CshRcp == ACCOUNT NOT ON FILE == 80248 1,405.56 242.98 0.00 0.00 0.
001-0110-040 | CshRep CHASE BANK GENERAL ACCO 1.065.00 4,029 35 140.00 0.00 0.00 0
001-0110-040 | NonARC CHASE BANK GENERAL ACCO 152,534.86 221,305.21 346.083.58 0.00 0.00 0.
001-0200-040 | PPayPm ¥ISA Paymentech Clearing Acc 0.00 0.00 101.00 0.00 0.00 0.
003-0100-040 | Invoic ACCOUNTS RECEIVABLE 0.00 0.00 11.250.88 0.00 0.00 0
003-0100-040 | Prepay ACCOUNTS RECEIVABLE 0.00 0.00 101.00 0.00 0.00 0.
003-0100-040 | CshRcp ACCOUNTS RECEIVABLE 44,436.00 6,972.00 0.00 0.00 0.00 0.
003-0100-040 | PPayPm ACCOUNTS RECEIVABLE 9,956.00 0.00 101.00 0.00 0.00 0
004-0400-040 | AR-Rey INVOICED REVENUE CONTRC 9.956.00 01.00 11.250.88 0.00 0.00 0
011-0661-060 | CshRcp FIRST UNION BANK - DFS 93.701.10 £1.305.14 256.576.59 0.00 0.00 0.
011-0698-040 | NonARC DEPOSITS - iLien 1,000.00 0.00 0.00 0.00 0.00 0.
011-2042-100 | NonARC WA FIL e-FILING DISB 1.065.00 0.00 0.00 0.00 0.00 0
011-2057-100 | NonARC PA-505 FILING-DEPOSIT 44,436.00 6,972.00 0.00 0.00 0.00 0.
013-1524-040 | NonARC iLien CL. DEPOSITS ON ACCO 500.00 0.00 0.00 0.00 @0.00 0.
013-2002-040 | NonARC ALLOWANCE - BAD DEBT 14600 352042 E.BE2.07 0.00 DM 0
015-1090-100 | NonARC REAL PROPERTY DISBURSER 0.00 40.00 0.00 0.00 0.00 0.
[DFS DTSBURSEMENTS 61,594.67 GIBATET | I3ee30 0.00 0.00 0.

015-1091 -DEW
<

—

based on Ledger Date.

wl accumulated 3731708

Items listed by A/R Account.

Code "Lookup" Window

Search:

Throughout each of the Series 5 applications there may be master codes that must be

entered into a field on a screen. In most cases there will be an icon |ﬂ of a pair of
binoculars located to the right of the field. If you click on the binoculars, a "Codes Lookup"
window will be displayed, from which you can browse for and select a code.

Here is an example of fields with the binoculars icon for entering master codes in the
Professional Invoicing system.
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PR T DT Al

Project: 10086 CITY BANK - FORNEY

Description | Motes | Billing | G/L A

] o Click on the
Enter the Project Code, D escriphi biroculars, [ar stike

[ Thiz project belongs to the Loc the FB function key),

fiar the “Lookup"
window
Project Code: I:I
| : . _
I Client Code:  |010086 ﬂ CITY BANEK - FORH

POEBOXG
PO Murber: FORNEY T

Froject Tepe:

(® Regular () Master () Sub-Ordinate

Partner-n-Charge: m R G THOMSOM
Project Leader: m 006-T5H

=d Fiel g =
F —_|

= Code "Lookup" Window

All "Lookup” windows basically have the same characteristics and controls.
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*
L4

®
%

106
107
108
109
10ANH
10CHA
10EJR
10ELM
10FMC
10GGS
10GLC
1AM
1MPC
10LIR
10LMB
110
200
200000
200451
200A5R
200BFKL
200BKR
200CCL

E= OEE =8 =

106-Rk TS
107-RMATSM
108-RMATSM
109-RkATSM

& M HOLMES
CHAGUERD
EJROBIMSON

E L MaGUSIAK

F 4 CAMCINO

G G SOREWSEM

G L COMRAD

J A MCDOMELL

J P CASEY
LalRA L ROBIMSOM

L t4 BOMILLA,
T10-RMATSM

200 - DMA,

DOCUMENT RESOURCES
ASSUMED MAME-LOCAL
ASSUMED WAME-REMOTE
BAMERLPTCY-LOCAL
BAMERUPTCY-REMOTE
CT% COURT RECORDS-LOCAI

—_
=
FE

—_
=
44

GoTo Key:

Select a particular code by navigating to it in the window and double clicking the
row, or clicking the Select push button

To exit the Lookup window without selecting an item, click on the Cancel push

button

» A Search window may be activated by clicking on the |ﬂ binoculars icon

Move through the codes in the window by clicking on the grid navigate bar icons
(on the right), or the cursor up/down keys, or the Page Up/Down keys.

If you know the 1st few letters of the code you are wanting, you can type these,
and the grid will redisplay showing the item closest to the Goto Key that you have
typed. (To reset the Goto Key string, strike the ESC key, of click the Reset

pushbutton).
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[i08 108-RMATSM * 40
109 103-RMATSM 40
10AMH  |& M HOLMES 10 —
10CHA |CHAGUERO 1o
10EJR E JROEINSON 1o
10ELM  |E L MAGUSIAK 1o T
10FMC  |F M CANCING 10

10GLC |G L CONRAD 10 -

T0JAM  |J 4 MCDONELL 10

10JPC  |J PCASEY 10

10LIR  |LAURA L ROBINSON 10 .

10LMB  |L M BONILLA 10
110RM/TSM

2002000

GoTo Key: 10G

= G/L Account "Lookup" Window

For "Lookup" windows offering a G/L Account to be selected, a similar window with the
same characteristics and controls is displayed.
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I B B

0725-95-001700-00-300
0725-99-000355-00-100
0725-99-000355-00-200
0725-99-000355-00-300
0725-99-000355-00-400
0725-99-000355-00-900
0725-33-000360-00-100
0725-99-000360-00-200
0725-99-000360-00-300
0725-39-000360-00-400
0725-99-000360-00-900
0725-99-000365-00-300

07320-90-303020-00-400
0730-95-10101 2-00-100
0730-95-10101 4-00-100
07320-95-101016-00-100
07320-95-101017-00-100
0730-95-101018-00-100
07320-95-20201 2-00-200
0730-95-20201 4-00-200
0730-95-202015-00-200
0730-95-202022-00-200
0730-95-202023-00-200

™ F/A Accounts Lookup

Praojrct Expenze-F & D
Travel & Entertainment
Travel & Entertainment
Travel & Entertainment-168
Travel & Entertainment
Travel & Entertainment
[Itilitiez

[tilities

[tilities x
[Itilitiez
Itilities-Corp O/H
tilities-168 —

Fayroll-Cahuenga-Syndication
Paproll-T-Guest Swios y T
Paproll-T'-0p's &dmin

Fayroll- T'-Post Coordinators
Paproll-T'-Account banagers
Payroll-T'-Reception
Payroll-Studio-Guest Swes
Paproll-Studio-0p's Admin

Jze F10-80-202153-00-200 anly
Payroll-Studio-Clent Swos
Paproll-5tu-Client Ser Rep-wB

GoTo Key:

0720-00-300000-00-===

The main difference is the entry of the GoTo Key:

®
L4

*
L4

@
%

As each numeric digit is entered, the system will attempt to redisplay showing the

closest Goto Key account

For systems with more than one G/L Account Main segment, enter either the
Space-Bar, or the "-" character to indicate entry of the next Account Bank segment

Only the G/L Account Main number is recognized. Don't bother trying to enter the

Profit Center portion

In the above screen example, you could have entered 730- or 073090 to have
the system position itself in the grid as shown

Once the number of digits in the G/L Account's Main number has been entered,
the GoTo Key fields is cleared, and a different number may be started

© 2007 - 2014 by Sentinel Hill Software, all rights reserved



The Basic User Interface 107

4.4  Date "Lookup" Window

Throughout the Series 5 applications there is the need to enter dates. With each date entry
field there will be an icon J of a calendar located to the right of the field.

odbu.

bt Amount: § |

Ledger Date: |2229208 /| =

wument Date: (2292081 |5

Original Trs Entry A eference Fields:

ﬁ Code;

If you click on the calendar, a "Date Lookup" window will be displayed, from which you can
choose a date.

= Date entry "Lookup™ Window

Here is the "Date Lookup" window.

Select Ledger Date

Feb 2008 Feb v| 2008 v |
Sun Mon Tue Wed Thu Fri Sat
1 2
3 4 ] [+ i g ]
10 11 12 13 14 15 16
17 18 19 20 21 22 23
24 25 26 27 28 |
li
Y'ear kdanth
[ [1].4 ] [ Cancel ]

% Select a particular date by double-clicking it on the calendar

% Select a particular Month or Year by selecting it from the given drop down list
fields

% Move to the next or previous Years and Months by clicking on the navigate buttons
at the bottom
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% Exit without selecting a date by clicking on the Cancel push button

Date Range "Lookup" Window

Throughout each of the Series 5 applications there may be a need to enter a range of dates.
In most cases there will be an icon J of a small calendar located to the right of the fields.

Here is an example of selecting a range of Ledger dates in one of the G/L system's functions.

Display Filters

Set GSL Tranzaction Selection Filters __.

G/L Transaction Select Filters

Tranzactions for thiz function will be included bazed on whether their  respective fig

~ Yfith Ledger D ate: With Document |

8 ﬁ"ﬂ:lusive Hebeen: el "o
373170 E

Entered as:

Credits

If you click on the calendar, a "Date Range Lookup" window will be displayed, from which
you can enter the starting/ending dates, or choose from a variety of different date range
possibilities from a drop down select field.

= Date Range "Lookup" Window

The window for entering a range of dates, (or selecting one form a drop down list).
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W Select Ledger Dates Date Range

[Crert vior TN To
|?J'I]1J'I]B ~o 431708 3

[ <= Priar Manth ] [ MHext Manth =» ]

[ (1].9 ] [Ean-::el]

You may choose, or set, a given date range using a variety of methods:
< Enter the dates in the From and To fields

% Click on the little calendar icons to have a calendar displayed from which a data
can be chosen

% Click on the Prior .... or Next .... push buttons to adjust the dates accordingly

% Choose a particular date range from the drop down list
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™ Select Ledger Dates Date Range

Current kanth w From:

ALL Dates F/01/08 | o

To:

Nnne e

D ates Entered

Earlizst-To-Date
Today

[ <= Pnar Manth ]

[ MHext bonth = ]

Cument Week,

Current b anth [

[ Cancel ]

Current Maonth Last vear
Current Quarker

T\ Current Quarter Last Year  JipE
Current YY'ear

—{ Month-To-D ate
CQuarter-Tao-Date
At rear-ToDate

Year-To-Date Last Year
Year-To-Maonth

Y'ear-To-tonth Last Year M
Last Week —

Last bonth I i
Last Quarter

Last ear :|
Last 12 Months

Last 12 Quarters
Last 12 Years :I

pta 3 %Ts Ago

LILL=2L PO L L W) | | e | Ll T congidered. ]

“liina,
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Quick Start Tutorials

Enter topic text here.

Adding a New Project
Enter topic text here.

Entering Time Sheets
Enter topic text here.

Selecting Items for Billing
Enter topic text here.
Generating Invoices
Enter topic text here.

Interface Invoices to A/IR
Enter topic text here.
Reprinting an Invoice

Enter topic text here.
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6.1

Starting and Using the P/l System

In order to use any of the Series 5 system applications, each user must go through a sign-on
process.

The following steps are required.
1. Signon using the users assigned User Code and Password.

2. Select the Company System that is to be processed. (If only one Company system
is defined, then this step is not required).

3. From the Main Menu screen, click the Accounts Receivable icon.

User Logon

Each user must first log in to use any of the Series 5 applications.

Key Information

Your Systems Manager, or designated "Gate Keeper"
must first create a User Profile before anyuser can
sign on to the system.

&+ User Logon Screens

1. Click onthe Series 5 application icon that has been set up on your desktop.

£a
SEFiEs S

2. Enter your User Code and Password. If setup by your Systems manager, the
Username Code will default to that defined by the SHSI_USER_NAME DOS

Environment Variable.
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a SHEI Series V Main Menu = | E X

-

SHSI Series ¥ Accounting Systems

User Legon

Username : ||_|5E|=| |

|_ 0K | I Cancel I
Copynght [c] 2001 - 2010
SENTINEL HILL SOFTWARE INC.
For support dial: (800) EE3-8354

You must enter the correct password to get into the system.

You will have five attempts at entering the correct Username and
Password combination

Your Systems Manager may have established the rule that passwords
must be renewed at some interval of time. (ie., every 3 months). If this is
the case, the system will warn you 21 days ahead of time, that you will
need to change the password. If it has expired, you will have to contact
your System Administrator, or your Gatekeeper to set up a new password
for you.

3. Ifyou have defined more that one Company System, select the company to be worked

with:
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Select Company System

Code - |5H5| I v| Sentinel Hill Software Inc.

[ 1] 4 ] | Cancel

= Defining a New Password

On occasion, you may be required to define a new password. You can have your Systems
Manager, or the designated Gate Keeper assign you a new password, or you can do that

yourself.

1. From the Main Menu's menu bar, click on My Own Setup, and from the drop down
menu, click on Change My Password. The following screen will be displayed:

Define my new Password

New Pazsword: m Cancel

2

Confirn New Pazsword: _‘

Pagzwords musgt contain at least 8 non-zpace alphanumeric characters,
with at least one being a numeric digit and one an alpha character.
"o cannat uze the same password you have had for the past 3 times.

2. Enter your old password
3. Enter your new password in both fields presented. There are a few rules about the
password you are allowed to use:
v" The password must contain at least 8 non-space characters
v' The password must contain at least 1 numeric digit and 1 alpha character
v"You cannot use the same password that you have used for the last 3 times
v" The password will time-out after a pre-determined period of time. (As setup by
your Systems Manager)

v If you fail to enter the password correctly after a number of tries, (as setup by
your Systems Manger), you will be disabled from logging in. You will have to
contact your System Manager to have your profile re-enabled.
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4. Click OK to proceed.

Series 5 Main Menu

117

The Series 5 Main Menu screen provides each of the bitmap buttons for each application that

has been defined on your system.

&*# Series 5 Main Menu

Launch the P/l application by clicking it's associated graphic.
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Basic Processing Procedures

Throughout the Series 5 system applications, a variety of functions provide standard
processing options screens. These are documented in this chapter and it's related sub-
topics.

Background or Night Processing

Many of the Series 5 applications provide the ability to execute a number of their reporting and
processing functions in the background as a batch job. You might choose to execute an
application as a Batch Job so that your terminal may be free to be used for other activity, or
so that a report could be delayed to be executed in the evening when the demands on your
computer system are less. In order to process jobs in the background a PC terminal, running
Windows, must be dedicated to executing the Batch Job Processor utility.

Some of the features of Batch processing:

» Jobs may be queued to one of 5 different Job Queues
» Jobs may be queued with different Priorities

» Jobs may be queued to execute after a specified time of day (for Night
Processing)

» Jobs may be defined as "Re-Occurring” at a variety of time intervals

» A Batch Job Manager can control and/or change individual jobs waiting
to be executed

» Each Job has a Parameter Control file that can be edited
» Each completed Job has an Execute Audit Log file that may be viewed

» Multiple Batch Job Processor may execute simultaneously

The ability to submit jobs to execute in the Background Job Processor is a privilege granted to
individual users for each application's menu functions. It is also possible to define the option
that a given operation MUST be executed by the Job Processor; and alternatively, that the job
must execute after 6:00 PMin the evening.
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7.1.1

Selecting Jobs for Background Processing

Only certain jobs have been set up to optionally execute using the Batch Job Processor.
These are mainly functions that generate reports, or functions that need to be executed every

night, or those functions requiring extensive CPU processing.

Processing Note

Batch Processing is a feature that carried over from the days when processors were
relatively slow compared to today. As such, only a limited number of functions have been
set up to execute in this manner. Ifthere are anyfunctions that you feel should be revised
to execute in the Batch, please make your request to the development team at Sentinel

Hill Software Inc.

If an application has been set up for Batch Processing, then typically on the last screen used
to enter processing options, there will be a prompt at the bottom. Set the check box if you
wish to execute the job in Batch. If the user's access for the given menu item is set such that
the job must be executed as a batch job, the check-box will be set, and disabled.

Repart: ARAGING.RPT Print an 478 Aging Report .. ’

Report Dptions | Good/Bad Customers | Customer Selects | Demographic Selects | Print Options

Select where to have this report printed to. Y'ou may chooze any combination of the pozsible destinations.
Reports that are ‘Bchived' to the Reports b anager can be browsed or reprinted at a later date.

r Direct Generated Document(s) to: i 45

[¥] Archive to Reports Manager

Screen Browser

] Print Queue: Lines/Page

[]5ave to:

L

Save as:

r Fieport Header Uszer Mote:

[Thiz text will appear at the top of the 13t page and may be uzed $o pou can perzonalize your report).

< Back ] Il:leale Hepon] [ Cancel ]

—

If you set the Execute as Batched Background Job check-box, the following options
screen is displayed:

Execute az a Batched Background Job
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i

You have chozen to have this process executed by the Backaround Processar.
You can have it execute later, and/or you can mark. it az a recurning job.

Youmay select to

have the jgb JobName: [A/R Aging Report |
executed ina -
. . h - TIari:
different job queue Batch lueue: | BATCH_INPUT v | Y
O Low
Frogiam: |ARAGERPT | ) Hormal
kll O High

'a Scheduled Processing:
You also can

. Dielaved Pracessing Dielay Hors: = Minutes: =
designate to have [+ 1 o |-

this job execute on - Fordfter  6:14 PM ([Today)
2 re-0ccUrring
basis. or delayed

,\Uﬂ’[ll a specific ’rlme_j

ReOccuring. | yo v|

[ Cancel l

Once the OK push button is clicked, then the job will be submitted to the Job Batch Queue to
walit for it's time to be executed. In the meantime, you may continue with other functions, or
exit the Series 5 application totally. Notice that every job is assigned a unique number. This
may be used to track the job using the Batch Job Manager.

= Batch Execute Setup Field Definitions

Job Name X(30)

By default, is the name of the Report or Operation. The job may easily be tracked by the
Batch Job Manager using this name.

Batch Queue drop-list

The system provides pre-defined Batch REPORTING v

Queue names. Each job may be dispatched BATCH INPUT

to a particular queue to be processed. Your BATCH_INPUT _

System'’s Manager may have defined multiple
A - PRODUCTION

gueues, each with different execute priorities, NIGHT PROCESS

or on different processors.

Program

This field defines the name of the Series 5 program this is executed. It may not be
changed.

Priority radio-buttons
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7.1.2

The priority will determine how quickly the ® Low
batch request is executed. The default setting O Normal
is determined from the User's access -
properties for the given application. ©_ High

Delayed Processing check-box

Should you wish to have this job execute at some designated time of the day, set this
check-box. You will then be able to set the Delay Hours and Minutes. The delay will
default such that the job would executed after 6:00 pm today.

Re-Occurring drop-list

When a job is initially queued, you may set this Mo N
option to have it automatically re-occur at one No

of the defined intervals. After it eventually Hourly [9-5)

executes, it will automatically re-queue itself to Daily [Mon-Fri]
execute. Note that any date parameters or Every Day of the Week
filters associated to the application, will
automatically be updated based on the given
interval chosen.

Batch Job Management

The Batch Job Manager is available to each of the Series 5 applications. Whenever an
application's function is queued to be executed by the Batch processor, an entry is recorded
in the Batch Job file. The Batch Manager allows you to view the status of the job, put it on
Hold, have it re-queued, or even delete it.

Accessing the P/1 Batch Job Manager

From either the P/l Main menu, or any application, select Batch Job Processing
from the File drop-down menu.
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W SHSI Series ¥ General Ledger

Trx Inquiry  Operations  Financial Skat

3JL Compary Reselect, .,

Reports Manager. ..
Batch Job Management. .,
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&+ Batch Job Queue Manager Grid Screen

Maintenance and monitoring of the Batch Jobs is done with a Series 5 grid screen.

h -
n n
Manage Your Batch Jobs odity or Hold' jobs; or view their Erecution Log and/or Parameter FaSt B u tt O n S
files. Jobs are displayed in the order s due to be executed'.
Hold Modify Delete Job Params |j| Output Log Purge Select H
[ I I I I | | I old |PutaHold on the
| ) the selected Job

Job # User Company |[Pri | Scheduled After | Sys |[Job Name Stat Reocur

00000061 (USER UCC 050 | Mar 10/2006 10:18:17 AWM | Pl | Clear All Prior Selections Hold No . B

00000062 |USER ucc 050 | Mar 1072006 111911 AM | Pl | General Select for Biling Done  |Mo * MOd Ify MOdIfy the

00000063 |USER ucc 050 | Mar 1042008 11:1%:36.8M | Pl |Print Prednvoicing Report Done Mo propertles of the

USER UCC 050 | Mar 10/2006 11:13:57 &AM | Pl |Generate Invoices Done Mo [ .

00000065 |USER Uct 050 | Mar10/2006 11:52254M| P |Print "Proof” Invoices Done  |No Selected JOb

00000066 |USER ucc 050 | Mar 10/2006 17:52:44 AM | Pl |Print/Post Final Invoices Done  |No 2

00000067 (USER uCC 050 | Mar 10/2006  1:17:27PM| Pl |PostInwoices to /R Batch  |Done [No

00000068 (USER ucec o 050 | Sep 08/2006 122717 PM| Pl |Load UserwIP/Recap Charge W ait No = D I h I

~ Delete ‘ ebetet e selected
: (0]
Job |Display and edit the
- \ .
Params [Job's execution

Jobs are listed in the order that they will be processed. o E param eters Wlth

Notepad

Output [View the output log
Log |9enerated when

the selected job

was executed.

Purge [Have those jobs
satisfying a number
of filters deleted
from the system
Select |[Set filters for the
items that are
displayed in the
grid

= Modifying a Job in the Batch Queue

1. Inthe grid, navigate to the row listing the job that is to be modified.

2. Double-click the row, or right-click the row to have a drop-down menu displayed, then
click Modify, .... or just click on the Modify button in the "Fast Button" frame. The Job's
properties screen will be displayed.
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'm Batch Queue Job Maintenance |_|E]E|

Job #: 0000D0D06G2 - Modify the Properties of

Froperties | Command Line |

Jobs may be regcheduled to be executed at a different ime and priority;
And they may also be marked as Re-Occuring,

JobMame:  General Select for Billing Swsterm: Pl
Submitted By:  USER Company:  UCC
Program;  BILLSELECT

BatchQueue: | BATCH_INPUT ~ +|

Pricrity:
v| ’V Crlow & Nomal O High

Re-Occuring: | No

r Queued for Execution;

On 310706 ] el a [iT] 18] AM [ Reset Status to WAITING'

r Last Executed:
O Friday, March 10/2006 at 1:22:37 PM

" Updat %[ Cancel |

3. Edit any given field as required. Note in particular, that if a job has been placed on
"Hold", or if it has completed, you can click on the Reset Status to "WAITING" check
box, and the job will be executed at the next opportunity after the specified execution
time.

4. You can also view and edit the system command line that is used to launch the
particular job. This is the shell or Command Prompt command that is issued. YOU
SHOULD NOT NORMALLY EVER NEED TO EDIT THIS COMMAND LINE.

5. Click the Update push button at the bottom of the screen.

= Batch Job Properties Screen Field Definitions

Batch Queue drop-list
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The system provides pre-defined Batch REPORTING v
Queue names. Each job may be dispatched BATCH INPUT

to a particular queue to be processed. Your BATCH_INPUT
System's Manager may have defined multiple
gueues, each with different execute priorities, EPEDHDTUEESEESS

or on different processors.

Re-Occurring drop-list

A job that has already completed, may be set No 3
up to have it automatically re-occur at one of No

the defined intervals. After it eventually Hourly [9-5)

executes, it will automatically re-queue itself to Daily [Mon-Fri]
execute. Note that any date parameters or Evety Day of the Week
filters associated to the application, will Monthly
automatically be updated based on the given

interval chosen.

Priority radio-buttons

The priority will determine how quickly the ®  Low
batch request is executed. The default setting O Normal
is determined from the User's access o i
properties for the given application. High

Queued for Execution - Date and Time (mm/ddlyy)

You can set to have this job execute at some designated time of a particular date.

Reset Status to "WAITING" check-box

If a job has completed, or if it has been placed
"On-Hold", then you can reactivate it and have
it execute again. (Depending on the function,
you may have to re-edit the Job Parameters
to set up correct dates of report options).

= Grid Display Search options

You may search for specific records displayed in the grid using a number of relevant fields.

Click on the EJJ Search icon.

A search string may be entered for the following fields:

= Job Name
= Job Number

© 2007 - 2014 by Sentinel Hill Software, all rights reserved



Basic Processing Procedures 127

= Grid Display and Purge Filters Screen

If your company makes use of Batched Jobs, over a period of time you may have a great
number of Job History records. You can limit the number of items that are displayed in the

grid. The same filter fields are also available to the Purge function.

1. Click on Selections in the "Fast Button" frame. The Archive Report selection filters
screen will be displayed.

'®m Batch Queue Job Maintenance

Batch Job P-U-R-G-E Selection Parameters:

Enter the appropriate parameters to select thoze Jobs that are to be deleted.

~ Batch Execute Queye:

) all
() Selected

~ Suztems:

OFA
) Selected N
~ Execute Date:

~ Compary System:;
@l | | o) P |
N

) Selected Sentine! Hill S otbware Ine. () Selected Ta

| ok | [ Cancel |

2. Set the applicable filters
3. Click the OK push-button. The grid will be redisplayed showing only those reports

satisfying the selected filters.

= Filters Screen Field Definitions

Systems radio-buttons & drop down list

Click the All button, or the Selected button with a specific application from the drop down
list. Only those jobs generated from the selected system will be listed.
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Company System radio-buttons & drop down list

Click the All button, or the Selected button with a specific Company for which job
records are to displayed or processed.

Batch Execute Queue radio-buttons & drop down list

Click the All button, or the Selected button with a specific Batch Queue. Only those jobs
generated and processed by by the selected queue will be listed.

Execute Date radio-buttons & (mm/dd/yy) entry fields

Click the All button, or the Selected button with a date range. Only those jobs that
executed within the range of dates entered will be listed.

= Putting a Job "On-Hold"

If a job has not yet executed, and for whatever reason, you want to put it on hold, you can do
so. (Perhaps to change a parameter or priority).
1. In the grid, navigate to the row listing the Job to be put on-hold.

2. Right-click the row to have a drop-down menu displayed, then click Hold, .... or just
click on the Hold button in the "Fast Button" frame.

3. A hold verification screen will be displayed. Click the Put On Hold button to proceed.

4. The Job's status will be set accordingly.

5. To re-activate the Job, you will have Modify it, and click the Rest Status to "WAITING"
check-box.

= Purging old "Completed" Job Control Records

Over a period of time, your users may have generated a great number of Job records. If you
wish, you may delete them to reduce the overhead, make available more disk space, or just

to get rid of them.

1. Click on the Purge button in the "Fast Button" frame.

2. The Purge options screen will be displayed. (This is the same screen as used for the
Grid Display filters).

3. Click the OK push-button. The system will remove all those jobs satisfying the
selected filters.
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7.1.3

The Batch Job Processor

In order to process any Professional Invoicing function jobs that might have been queued to
be run in the background, or at night, a PC terminal running Windows must be dedicated to
executing the Batch Job Processor utility. This is basically another Series 5 program that

gets launched from the Batch Job Management function.

Some of the features of Batch Processor Utility:

» The Processor Utility is launched from the File drop-down menu from

the Batch Job Manager

129

» Multiple instances of the Processor Utility may execute at the same time

on different client terminals

» Each Processor Utility may be set up to service jobs sent to a particular

Batch Execute Queue

» Each Processor Utility may be set up to service jobs generated for a

particular Company Systems

» Each Processor Utility may be set up to service jobs generated for a

particular application

» An Execution Log screen is available that displays the last 10 jobs that

have executed

» The window within which the Job Processor executes can be toggled
between two sizes. In Expanded mode it shows the details and log of

executing jobs; In Brief mode, it just shows a small general status
screen

= Launching the Series 5 Batch Job Processor Utility

From the Batch Job Manager screen:

1. Click on Start Batch Processor from the File drop-down menu. A prompt will be

displayed confirming the launch of the Job Processor.
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¥ Batch Queue Jobs Manager
Edit Wiew ShowMe Help

Queued Batch Job Service Handler

Properties

Stark Batch Pro

Terminate Batch Processor,.. -

Purge Campleted Jobs...
Edit Selection Options. ..

1 00000061 - Clear All Prior

Exit

<P All eligible jobs For the Company and Batch Execute Queue that you
v will select will be executed From this kerminal.

Are vou sure you wish to proceed 7

2. Click the Yes button, then the Job Service Handler screen will be displayed and
you will be able to set a number of filters that are used to select particular jobs that
are to be accepted. (By default All jobs will be processed).

@ Queued Batch Job Service Handler

- 0[X]

for Comparny: Al

| Processing Status | Execution Log | Job Select Filters Status: Initializing
~ Spztems: Batch Execute Queue;
& al [OF]
() Selected () Selected

— Company System:

) Selected

® | ﬂl

’_ OK &l Quit Servicing Requests J

3. Click OK and the Job Processor will trundle off and wait for a job that it can

execute.

Processing Note
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The Batch Job Processor, when launched, is executed as an entirely new task in it's own
window. You can switch back to the Batch Job Manager window, exit that, and do
whatever you please without disturbing the Job Processor.

= Processing Status Tab Screen

As jobs are executing, you can view their status on the Processing Status tab screen. It
displays the jobs that is currently executing, or the last job that was executed.

"8 Queued Batch Job Service Handler IZI@I@

Batch Queve: ALL for Company;  ALL
for System:; ALL

Processing Status | Execution Log | Job Select Filters Status: - Executing Job # 00000075
EXECUTING THIS JOB
There are 0 job[s] waiting to be executed.
1 Jobs have executed so far. k
Executing: L
Job #:  DDDDODO?S Syztem: AR
Job Mame:  AZ/R Aging Report Compary:  PCA
Submitted By:  USER FRe-Occuring. Mo
Started at:  10:07:09 PM Elapsed time: 22 Hrz 7 Min 21 Sec
Switch to Brief Display l [ Quit Servicing Requests

= Execution Log Tab Screen

Atable is kept displaying the last ten jobs that have executed since the Job Processor has
started.
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"™ Queued Batch Job Service Handler IZII:JE

Batch Queve: ALL for Company: ALL
for System: ALL

Processing Status | Execution Log | Job Select Filters Status: Waiting

Here are the last 10 Batch jobs that were executed fram this Execution Seszian

Job # |zer Job Hame Syz | Compaty Finizhed
00000075 | USER A/R Aging Report &R | PCA Jul 15/2008 10:07: 26

N

Switch to Brief Display l [ Quit Servicing Requests

= Job Processor "Brief" Window

If you are not interested in view the progress of the batched jobs, you can switch the
window to a "Brief" display. From which you can switch back to an "Expanded" display.

o

| Queued Batch Job Service Handler

Statuz: W aiting

Stated:  9:50 pm on Tuesday. July 152008
Total Requests serviced: 1

[] Show the detail for requests being serviced
Enable Might-Time Hibernation [17:45 pm - 5:30 am)

[ Switch to Expanded Display Quit Servicing Requests

= Job Select Filters Screen Field Definitions

Systems radio-buttons & drop down list
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Click the All button, or the Selected button with a specific application from the drop down
list. Only those jobs generated from the selected system will be executed.

Company System radio-buttons & drop down list

Click the All button, or the Selected button with a specific Company for which job
records are to be executed.

Batch Execute Queue radio-buttons & drop down list

Click the All button, or the Selected button with a specific Batch Queue. Only those jobs
submitted to the selected queue will be executed.

7.2 Datalmporting and Exporting

In several Series 5 applications, the ability to import or export data from/to external sources
has been implemented. There are standard import/export data screens that are displayed.

A number of different data formats are supported. These include:
» MS Excel Workbooks
» Tab Delimited Text
» Lotus Text (Comma Delimited with quotation marks)
» Slash "\" Delimited Text
» CSV Text (Comma Delimited)

7.2.1 Data Export Functions

Many of the Inquiry and assorted master Code Maintenance menu items offer the ability to
export data.
When selected, the following options screen is presented:
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] A/R Open ltem Inquiry o 50 e

Cuztomer: 000224 JPMORGAN CHASE BANK-LIEM Export Open ltems to Spreadsheet ...

Export Options | About Exporting

Select the Directory and Filename of the file that vour data is iz to be Dutput to.

Yau may alzo zpecify the format of the file and whether output iz appended to an existing file or nat. _ng
r COutput To
File Type: |EXCEL 2007 Workbook |

Eolder: |[Z:'\Usms\Lan}l\D ocuments\SHSIAUCC |

Filename: |Cust_l]l]l]224_[l penltems.XL5X Browse |

i
i, *.‘m—...}

= Selecting Export Format Options

Normally, the Export Options screen will be presented with all fields defaulted for the
particular application and function. However, you may want to revise the format of the output
data and where it is to be generated. The following steps may be taken:

1. Determine the format of the data to be output. From the drop down list select from the
following:

Data Input Format Comments

An Office 2007 or 2010 MS Excel workbook is opened,
.-+ EXCEL 2007/2010 |and data is output directly to the 1st worksheet's
Workbook designated rows and columns. A maximum of 950,000
rows may be output to each sheet.

An Office 2003, or earlier, MS Excel workbook is
-+ EXCEL 97-2003 opened, and data is output directly to the 1st

Workbook worksheet's designated rows and columns. A

maximum of 65,530 rows may be output.

The output columns of data are separated with the
= Tab Delimited Text/<tab> character. A maximum of 65,530 rows may be
output.

The columns of data are output separated with a

—+ CSV Comma : o
comma <,> character. Strings are output within the

Delimited Text
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double quote, <">, character. A maximum of 99,999
rows may be processed.

« 20/20 Text

Formatted for an older spreadsheet utility.

- Lotus Text

The columns of data must be comma separated with
quotation marks around each field.

«+ Slash Delimited
Text

The columns of data must be separated with the "\"
character.

2. You may then select the folder to which the file is created and the name of the file. You
can click the push button to locate or change the location.

= e W UTRGaGwe

dider: |E:\Dncuments and Settingsilarry Carlzen\My DocumentsASHSIAUCE F#

*=NAMmE: |EL_.A-::t:uunts.XL5

; -

| Browse i

(%) Re-Create ) Append

gl e,

Thin Client Processing Tip

If executing as a Thin Client user you should select output as Tab Delimited Text. Over a slow network, output
to an Excel Spreadsheetis disgustingly slow. If you want the output to be on your PC, then make sure that the
"Thin Client" Unix Home Page in your User Logon Profile contains a path on the UNIX server. (Files are
actually 1st created on the UNIX server, then copied to the PC client).

= Field Definitions

File Type:

drop-down list

Select the file type that is to be generated. This field will default to the type that is defined
in the Series 5 User Logon Profile. (Note that if the the particular import/export function
requires a specific format other that an Excel Spreadsheet, the default from the User
Logon Profile is not set as the default).

Folder:

X(90)
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Enter the name of the directory folder to which the exported data is to be written to. This
will default to the directory path defined in the Users Logon Profile established by your
Systems Manager. You may click the Browse button to select a different folder.

You may click on the Browse button to locate the desired directory. Only those folders
which are descendants of the root directory, of that which is defined by the Folder field,
can be displayed. So if you wish to choose a folder on your "C" drive, enter C:\ in the
Folder field before clicking the "Browse" button. Setting the Folder field blank, or to a path
that does not have a drive letter designation, would result in only being able to browse
descendants of the user's default working directory.

Filename: X(50)
The filename will default to a name applicable to the type of data. You may change if you
So desired.

= About Exporting Tab Screen

Along with the Export Options tab screen there will be an About Exporting tab screen. This
provides the operator with information about which fields are output to which columns,
(assuming MS Excel output).
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‘" A/P Distributions Inquiry

Export AP Distributions to Spreadsheet & Optionally email to recipient ...

| Export Filters | Export Options | About Exporting

For wour information ... The following Spreadsheet Output fields are ge

Column Field

Aot Main 1
AcctMain 2
Aot PCr

Lgr-Date
Daoc-Date
Amovint
Type
Froject

M arrative

Fef-Batch
Ref-Doct
Ref-Code
Wendor-M ame

Currency
Exch Rate
Foreign Amt

Do mW oO=Z=Zrr /A= "I oM Mm@/

The codes displayed under the Format column indicated the type and size of the data. Here

are some examples:

Format

903
(4]
)]

MDD
MDD

-93,999,999.59
S[4)

5[10)

%[30)

#[E]

9[10)

=[]
-93,999,999.99
#[4]

99,9999
-93,999,999.99

R,

137

Data Format

Comments

—+ X(30) 30 character alphanumeric
- 9(6) 6 digit numeric integer
- MM/DD/YY 6 digit date in mm/dd/yy order

— -9,999,999.99

signed numeric amount with 2 decimal places
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71.2.2

- 9(8)-9(5) GIL Account # 999999999999999999-99999

- S9(9)

signed 9 digit integer

Data Import Functions
Many of the Inquiry and assorted master Code Maintenance menu items offer the ability to

import data.
When selected, the following options screen is presented:

L] A/R Open Items Load

Import Open Items from Spreadsheet ... with Doc # Remap Report: REMAPARDOC.LST

Import Bemap Option | Print Options Import Options | About Importing

Select the Directory and Filename of the file that iz to be Input.
Yau may alzo zpecify the format of the file. _L?

r Input From:

File Tvpe: | EXCEL 2007 Workbook ~|

Eolder. |E:\U sersiLanyiDocumentsASHSINUCC |

Eilename: | AR_Dpenltems_In.XL5¥] Browse |

L

S ol s B g G e L ae e J_r..!""'“ —_— o ,.__---.j

= Selecting Import Format Options

Normally, the Import Options screen will be presented with all fields defaulted for the particular
application and function. However, you may want to revise the format of the input data and

where it is to be loaded from. The following steps may be taken:
1. Determine the format of the data to be input. From the drop down list select from the

following:
Data Input Format Comments
- EXCEL 2007/2010 [An Office 2007 or 2010 MS Excel workbook is opened,
Workbook and data is read directly from the 1st worksheet's
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designated rows and columns. A maximum of 950,000
rows may be processed.

An Office 2003, or earlier, MS Excel workbook is
= EXCEL 97-2003 opened, and data is read directly from the 1st

Workbook worksheet's designated rows and columns. A

maximum of 65,530 rows may be processed.

The input columns of data must be separated with the
- Tab Delimited Text/<tab> character. A maximum of 65,530 rows may be

processed.

The columns of data must be separated with a comma
.-+ CSV Comma <,> character. Strings must begin and end with the
Delimited Text double quote, <">, character. A maximum of 99,999

rows may be processed.

-~ 20/20 Text Formatted for an older spreadsheet utility.

The columns of data must be comma separated with
~+ Lotus Text quotation marks around each field.

.-+ Slash Delimited |The columns of data must be separated with the "\"
Text character.

2. You may then select the folder from which the file is to be loaded from and the name of the
file. You can click the push button to locate or change the location.

ik From; S—

“2Ivpe; | EXCEL Worksheet v

Folder: |E:"\Du-::uments and SettingsiLarmry CarlzentMy Documents\SHSILWUCC |

Fone. [AR_TaxCodes_In.XLS | Browse f

P,

Thin Client Processing Tip

If executing as a Thin Client user you will appreciate considerably faster processing of large data files when
you process inputas Tab Delimited Text. Over a slow network, inputto an Excel Spreadsheetis disgustingly
slow. If loading the input from your PC, then make sure that the "Thin Client" Unix Home Page in your User
Logon Profile contains a path on the UNIXserver. (Files are actually 1st copied to the UNIXserver, then read
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into the system).

= Field Definitions

File Type: drop-down list

Select the type of data that is to be loaded. This field will default to the type that is defined
in the Series 5 User Logon Profile. (Note that if the the particular import/export function
requires a specific format other that an Excel Spreadsheet, the default from the User
Logon Profile is not set as the default).

Folder: X(90)

Enter the name of the directory folder from which the imported data is to be read from.
This will default to the directory path defined in the Users Logon Profile established by
your Systems Manager. You may click the Browse button to select a different folder.

Filename: X(50)
The filename will default to a name applicable to the type of data. You may change if you
so desired.

= About Importing Tab Screen

Along with the Export Options tab screen there will be an About Exporting tab screen. This
provides the operator with information about which fields are output to which columns,
(assuming MS Excel output).
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® Tax Codes Maintenance

Import Tax Code Information:

Import Options | About Importing

For your information ...

when loading Tax Codes from spreadsheet, you may
specify pre-defined Proceszsing Directives in column 1:

*BADDZ - All Tax Codes for rows following will 15t be deleted. then updated wit
%DELEX - All Tax Codes for rows following will be deleted from the A/R system.

Column Field Format
1 Tax Code #[B]
2 Dezcription w[30]
3 Perzentage 93,939
4 Liability Acct [Bank 1] 90
] Liability Acct [Bank 2] a0
B Liability Aicct [Bank 3] 9[k]
7 Liability Aot P Clr 9(5]

The codes displayed under the Format column indicated the type and size of the data. Here
are some examples:

Data Format Comments
- X(30) 30 character alphanumeric
- 9(6) 6 digit numeric integer
- MM/DD/YY 6 digit date in mm/dd/yy order
.~ -9.999 999.99 signed numeric amount with 2 decimal places
- 9(8)-9(5) G/L Account # 999999999999999999-99999
- S9(9) signed 9 digit integer
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7.3

7.3.1

In some of the import functions, you can specify a Processing Directive in column 1 of your
input data file. These are basically commands that direct the system to process the rows of
data following in a special way. These commands are typically only provided for the input of

Master Code records.

Pseudo Command

Comments

w— %RADD%

If the data record being input is already defined on file, it
is 1st deleted. Then a new record is written with the
data loaded. (In some cases, the record being written
may have other fields that would be initialized when the
new record is written.

w—+ Y%DELE%

Once a Master Code is identified, the associated record
on file is deleted. No data is subsequently input.

Record Processing Filters

In each Series 5 application, there is normally a primary Master Code or Transaction that is
typical to most reporting and query activities. As such, in these functions, there is usually a
screen that displays a number of fields associated to the Master Code or Transaction that
may be set in order to limit the records or transactions being processed.

These filtering or selection screens provide the ability to select all codes, ranges of codes, or
selected codes of the assorted Master Codes.

Project Filters

Most reporting and inquiry functions available in the Professional Invoicing application, are
based on the P/l Project Master record. These routines provide the operator an opportunity to
set filters such that only selected customer are reported or inquired. The following screen is

presented where applicable:
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Set WIP Display

Filters

Set Digplay Selection Dptions __.

WIP Selects

Projects for this report will be included based on whether their respective fields match the selections made below.

Project Selects | Customer Select Filters

Lbe selectad.

e - 2 :
Q“Ck to have a W|ndOW EioleatlsT] ‘with Billing Status of: Of Type:
dlspla_yed frorm which > 8 QH\ = Active On Hold Regular Sub-Ordinate
SDBCIfIC PrOJeCtS may Ie} Aeﬁe:n:e Proposed Clozed taster Multi-Clignt

[[] Select OMLY those Projects that have been flagged to generate EDI lnvoices

Inlcude Projects Matching;

Inlcude Projects:

Inter Departmental
Chargeable Mon-Charg'ble

rC|IC|-( to have awindow A Project Location(s] Project Department]s)
dwsplayed fram which ®al @Al
specific Locations or P O Selected ) Selected
Departments may be O Range O ARange
\Selected. J
Partner In-Charge: i3 Project Leader: i
Kewword 1: l:l User Project Type: l:l Rate Clazz Code: l:l i
Keyword 2: l:l User Biling Type: l:l Inwaice Layaut: E o
e 3 I (SRR | EDIAML Specs
Keyword 4: |:| Invaice Cycle Code: |:|

[ Fields left blank are NOT considered in the selection process. |

In particular, for Projects, Locations and Departments, you may choose to provide filters for
Selected Codes or a Range of Codes. If the A Range radio button is clicked, then enter the

starting and ending codes for the range of items that are wanted on the report. It the
Selected radio button is clicked, then a window will be displayed from which you can select

codes that are to be reported.

= Field Definitions

143

Project(s) radio-buttons
Click to include all, selected or a range of Projects that are to be processed.
@ Al All Projects are considered
O selected /A window is displayed from which specific items may be
chosen
O A Range [Specify a Starting and Ending Project Code for a range of
items to be processed

Select ONLY Projects flagged to generate  check-box

EDI Invoices

Set the check-box to include ONLY those Projects that have been set up to generate

Electronic Invoices.
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With Billing Status of: check-boxes
Click to select or unselect Projects of different status.

Of Type(s) check-boxes
Click to select or unselect Projects of different types.

Chargeable or Non-Chargeable check-boxes

Click or unclick to include or exclude those Projects that have been defined as being
Chargeable or Non-Chargeable.

Project Location(s) radio-buttons

To consider only those Projects that have been assigned to a particular Location, click to
include all, a selected, or a range of Locations.

® Al All Projects are considered regardless of Location
O gselected  |Awindow is displayed from which specific items may be
chosen

© ARange [Specify a Starting and Ending Location for a range of items to
be processed

Project Department(s) radio-buttons

To consider only those Projects that have been assigned to particular Department, click
to include all, a selected, or a range of Departments.

® Al All Projects are considered regardless of Department
O selected /A window is displayed from which specific items may be
chosen

© ARange |Specify a Starting and Ending Department Code for a range of
items to be processed

with Matching - Partner-In-Charge X(6)

Select only those Projects whose Partner-In-Charge matches that entered. Leave the
field blank if it is NOT to be considered as a filter.

with Matching - Project Leader X(6)

Select only those Projects whose Project Leader matches that entered. Leave the field
blank if it is NOT to be considered as a filter.
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with Matching - Keywords 1 - 4 X(10)

Select only those Projects with a Keyword that matches any that are entered. Leave the
field blank if it is NOT to be considered as a filter.

with Matching - User Project Type Code X(5)

Select only those Projects whose User Project Type Code matches that entered. Leave
the field blank if it is NOT to be considered as a filter.

with Matching - User Billing Type Code X(4)

Select only those Projects whose User Billing Type Code matches that entered. Leave
the field blank if it is NOT to be considered as a filter.

with Matching - Rate Type Code X(1)

Select only those Projects whose Rate Type Code matches that entered. Leave the field
blank if it is NOT to be considered as a filter.

with Matching - Invoice Cycle Code X(1)

Select only those Projects whose Invoice Cycle Code matches that entered. Leave the
field blank if it is NOT to be considered as a filter.

with Matching - Rate Class Code X(6)

Select only those Projects whose Rate Class Code matches that entered. Leave the field
blank if it is NOT to be considered as a filter.

with Matching - Invoice Layout Code 999

Select only those Projects whose Invoice Layout Code matches that entered. Leave the
field blank if it is NOT to be considered as a filter.

with Matching - EDI/XML Invoicing Code drop-list

Select only those projects that generate EDI Invoices of the type selected. Select the {n/
a} option if it is NOT to be considered as a filter.
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= Selecting Specific Projects, Locations or Departments for Reporting

If you clicked to have Selected Projects, Locations or Departments from the Project
Select Filters screen, then a window, similar to the one that follows, is displayed. From
the grid display on the left, double-click the items that are to be included in the report, or

query.

-

Select G/L Account{s):

Select itemsz to be associated with:

Trial Balance

/03_

Ed

Available G/L Account{s]:

4040-303

S W X, ¢

4\

MHaon-Dues Revenue
Mon-Dues Revenue
Mon-Dues Revenue
MHon-Duesz Revenue
Mon-Dues Revenue
Mon-Dues Revenue
Maon-Dues Fevenue
Mon-Dues Revenue
Mon-Dues Revenue
Mon-Dues Aevenue

-Dues Revenue
Mon-Dues Revenus
Mon-Dues Revenue
Mon-Dues Aevenue
Mon-Dues Revenus
Mon-Dues Revenue
Mon-Dues Aevenue

L1

A3

44

A
.

GoTo:

s 4

4040

'-./-

al
7]

Select All --»

<= Clear Al

&dd -

<-- Bemaove

Selected:

00a0-105
noac-11a
0oag-200 -
00a0-205

4040-343
4040-352

4040-306 &

040340 *
11350

»

0000-203 -l

P

1] ! LCancel |

pane, that has already been selected.

Click to have "ALL" items selected or unselected.

@J button to have it unselected.

Double click an item in the left pane to have it included.

Search for a particular code by clicking on the |ﬂ binoculars icon.

Use the grid navigate buttons to move through the list of possible items.

The codes of those Items that have been chosen are displayed in the right pane.

4
Click on the vl push button icons to position to the previous or next item, in the left

When a particular previously selected item is highlighted in the right pane, click the
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7.3.2

8. If you know approximately the code that you wish to select, start typing it. As each
character is keyed in, the system will reposition itself to the closest matching item,

147

and redisplay the items in the left pane. As each character is typed, it will be displayed
as the GoTo string. To clear the GoTo string, press the <Esc> key on the keyboard.

Processing Tip

Selecting specific items in this manner requires more overhead when
processing. If possible, you should select a range of items from the
filters screen.

WIP Filters

Most reporting and inquiry functions available in the Professional Invoicing application, are
based on the P/ Work-In-Progress, (WIP), record. These routines provide the operator an
opportunity to set filters such that only selected WIP are reported or inquired. The following

screen is presented where applicable:

displayed from which
specific Employees
| may be selected.

(Click to have awindow |

Set WIP Display Filters

Set Display Selection Options ___

(" Click 10 havs a window |

WIP Selects | Project Selects | Customer Select Filters

‘I fiar this function will be included bazed on whether theil  respective fields match the zelections made belaw,

Employes(s]:

[OF]

= O Selected
() & Range

Task(s]:
[OF]

displayed from which
specific Tasks may be

\selected.

v

> () Selected
() & Range

Inlcude WIP Items b atching:

Partner In-Charge: l:l i
Emplaves Department |:| i
i

Employee Job Class;

sl
Employes Location: l:l i
Leader Location I:l i
Invaice Group Code: I:lm

Tauable Status Code: |:|

OFf Type:

Active
Credits
Deposits
Holdbacks
M anual Inv'd
kema Entry

Inlcude WP Iters:

‘with Status of:
Fully Invoiced Unselected |nvaiced
taked Up/Dawn Select To Bill Force Inv'd
Part Inwaiced Perm Defered Ine'd £ Paid
Part Inw Balance Temp Deferred Mewer Select

‘writenffs
Chargeable Mon-Chargeable

Project Leader. m

Ivoice Mumber(z)
@Al
() Selected
‘WP ltems Dated

3 —
O Inclusive Between: l:lJ

[ Fields left blank are MOT caonsidered. |

T
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In particular, for Employees and Tasks, you may choose to provide filters for Selected Codes
or a Range of Codes. If the A Range radio button is clicked, then enter the starting and
ending codes for the range of items that are wanted on the report. It the Selected radio
button is clicked, then a window will be displayed from which you can select codes that are to
be reported.

= Field Definitions

Employees(s) radio-buttons

To consider only those WIP items that have been recorded for a particular Employee,
click to include all, a selected or a range of Employees.

@ Al All WIP items are considered regardless of Employee
O selected |Awindow is displayed from which specific items may be
chosen

O A Range (Specify a Starting and Ending Employee Code for a range of
items to be processed

Task(s) radio-buttons

To consider only those WIP items that have been recorded for a particular Task, click to
include all, a selected or a range of Tasks.

® Al All WIP items are considered regardless of Task
O selected |A window is displayed from which specific items may be chosen

© ARange [Specify a Starting and Ending Task Code for a range of items to
be processed

Of Type(s) check-boxes
Click to select or unselect WIP of different types.

With Status of: check-boxes
Click to select or unselect WIP of different status.

Chargeable or Non-Chargeable check-boxes

Click or unclick to include or exclude those WIP items that have been defined as being
Chargeable or Non-Chargeable.

with Matching - Partner-In-Charge [X(6)
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Select only those WIP for Projects whose Partner-In-Charge matches the code entered.
Leave the field blank if it is NOT to be considered as a filter.

with Matching - Project Leader X(6)

Select only those WIP for Projects whose Project Leader matches the code entered.
Leave the field blank if it is NOT to be considered as a filter.

with Matching - Employee 99
Department

Select only those WIP items for Employee's who's Department matches the code
entered. Leave the field blank if it is NOT to be considered as a filter.

with Matching - Employee Job X(6)
Class

Select only those WIP items for Employee's who's Job Class matches the code entered.
Leave the field blank if it is NOT to be considered as a filter.

with Matching - Employee X(6)
Location

Select only those WIP items for Employee's who's Location matches the code entered.
Leave the field blank if it is NOT to be considered as a filter.

with Matching - Leader Location [X(6)

Select only those WIP items for Projects whose Project Leader's Location matches the
code entered. Leave the field blank if it is NOT to be considered as a filter.

with Matching - Invoice Group X(6)
Code

Select only those WIP items that have an Invoice Group that matches the code entered.
Leave the field blank if it is NOT to be considered as a filter.

with Matching - Taxable Status X(1)- "Y"or"N"
Code

Select only those WIP items that have a Taxable Status of Y or N, matching the code
entered. Leave the field blank if it is NOT to be considered as a filter.
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with Matching - Invoice Number(s) radio-buttons with 9(6) Invoice #s

Select only those WIP items that have been invoiced with Invoice Numbers that fall within
the range entered.

with Matching - Date(s) radio-buttons with (yymmdd) dates

Select only those WIP items that have been recorded with a date that falls in the range
entered.

= Selecting Specific Employees or Tasks for Reporting

If you clicked to have Selected Employees or Tasks from the WIP Select Filters screen,
then a window, similar to the one that follows, is displayed. From the grid display on the
left, double-click the items that are to be included in the report, or query.

Select G/L Account(s):

1.
\ Select itemsz to be aszociated with:  Tnal Balance ) 3. _?

\

n,  Awailable G/L Account{s]): Selected:
4040-303  |Mon-Dues Revenue i 1000-105
0-304 | Mon-Dues Revenue noac-11a 2
4040805 | Mon-Dues Revenue = 0o00-200 -
o 4040-3 MNon-Dues Revenue J 0000-203 -k @
o | 4040-340  |Non-Dues Revenue | o0o0-205 |
4040-242  |Mon-Dues Revenue 4040-343
| 4040-343  |Man-Dues Revenue . select All > jgjg%gé
4040-351  |Non-Dues Revenus - 040340 G
o | 1040-352  |Non-Dues Revenue £ Clear &1l w
4040-353  |Mon-Dues: Revenus l— —
4040-355 -
2040356 |Non- . T I~ s
j&ggﬁb Dues Revenue — = ™ )
T - 358  |Mon-Dues Revenue \.
.,...--""""" <[ 4040-360 | Mon-Dues Revenue = < Bemove —
4040-261  |Mon-Dues Revenue
4040-362  [Mon-Dues Revenus | \
4040363 |Mon-Dues Revenus - -
4040-371  [Mon-Dues Revernue vl \-.. 6

.,.f-"

GoTo: 4040 4. e
8 WE ak. ! Cancel |

1. Double click an item in the left pane to have it included.

2. The codes of those ltems that have been chosen are displayed in the right pane.

3. Search for a particular code by clicking on the |ﬂ binoculars icon.
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4
4. Click on the vl push button icons to position to the previous or next item, in the left
pane, that has already been selected.

5. Click to have "ALL" items selected or unselected.

6. When a particular previously selected item is highlighted in the right pane, click the
@J button to have it unselected.

7. Use the grid navigate buttons to move through the list of possible items.

8. If you know approximately the code that you wish to select, start typing it. As each
character is keyed in, the system will reposition itself to the closest matching item,
and redisplay the items in the left pane. As each character is typed, it will be displayed
as the GoTo string. To clear the GoTo string, press the <Esc> key on the keyboard.

Processing Tip

Selecting specific items in this manner requires more overhead when
processing. If possible, you should select a range of items from the
filters screen.

7.3.3 Customer Filters

Most reporting and inquiry functions available in the Professional Invoicing application, are
based on the A/R Customer Master record. These routines provide the operator an
opportunity to set filters such that only selected customer are reported or inquired. The
following screen is presented where applicable:
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\

(Click to have a window
displayed from which specifc
Custamers may be selected

Report: Frint a report listing the Customers currently on file using assorted selection criteria,

Report Dptions | Customer Select Filters | Demographic Selects | Print Oplions

Customers for this report will be included bazed on whether their iespective fields match the selections made below.

Inlzude Customers Based Or:

J/

(Click to have 2 windows
displayed from which specific
Custorner Types may be
Lselected

(Click to have awindaws
displayed frorm which specific
Sales Reps may be selected

Custamer|(s):
@Al Customer Status: Credit Rating Code: Email Status:
Selected @ al @Al @al
L 8 i ©) Ony Active O OnHOLD © Only Enabled
() Only Cancelled | ) On STOP () Only NOT Enabled
ok [
Customer Type(s]
or] Inlcude Custamers Matching:
| O Selected City: | | StatedProw: |:|
O 4 Riange Country: ‘ |
Frimary Phone firea Code,
Sales Representativels):
@Al Tar Codes:
- 85e|ected Tax1 i T2 [ i
A FRange

Sales Ternitary: l:lﬂ

[ Fields left blank are MOT considered in the selection process. |

In particular, for Customers, Customer Types and Sales Reps, you may choose to provide
filters for Selected Codes or a Range of Codes. If the A Range radio button is clicked, then
enter the starting and ending codes for the range of items that are wanted on the report. It
the Selected radio button is clicked, then a window will be displayed from which you can
select codes that are to be reported.

= Field Definitions

Customer(s)

radio-buttons

Click to include all, selected or a range of Customers that are to be processed.

® Al All Customers are considered

O Selected A window is displayed from which specific items may
be chosen

C A Range Specify a Starting and Ending Customer Code for a
range of items to be processed

Customer Type(s)

radio-buttons

To consider only those Customers that have been assigned as being a particular
Customer Type, click to include all, a selected or a range of Types.

@ Al All Customers are considered regardless of Type
O Selected A window is displayed from which specific items may
be chosen
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O A Range Specify a Starting and Ending Customer Type for a
range of items to be processed
Sales Representative(s) radio-buttons

To consider only those Customers that have been assigned to particular Sales
Representatives, click to include all, a selected or a range of Sales Reps.

@ Al All Customers are considered regardless of Sales Rep

C  Selected A window is displayed from which specific items may
be chosen

O ARange Specify a Starting and Ending Sales Rep Code for a
range of items to be processed

Customer Status

radio-buttons

To consider only those Customers that have been flagged as having a given Status, click
the appropriate radio button.

@ Al

All Customers are considered regardless of status

C Only Active

Only those Customers whose status is Active.

©  Only Canceled

Only those Customers marked as being Canceled will
be processed.

Credit Rating Code

radio-buttons

Each Customer may have a Credit Rating status assigned to them. Consider only those
Customers with the status as clicked.

® Al

All Customers are considered regardless of Rating

O Different Name

Only those Customers whose Remit-To Company Name is
different from it's own name will be processed.

O Different Only those Customers whose Remit-To address is different
Address from it's own address will be processed.
O Either Only those Customers whose Remit-To name or address is
different from it's own | be processed
Email-Status radio-buttons

To consider only those Cu

stomers that have or have not been enabled to have their

Customer Statements emailed to them.

® Al

All Customer are considered regardless of status

©  Only Enabled

Only Customers enabled for emailed statements are
processed

©  Only NOT Enabled  |Only Customers NOT enabled for emailed statements

are processed
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with Matching - City X(25)

Select only those customers whose City matches that entered. Leave the field blank if it
is NOT to be considered as a filter.

with Matching - Country X(20)

Select only those customers whose Country matches that entered. Leave the field blank
if itis NOT to be considered as a filter.

with Matching - State/Province X(5)

Select only those customers whose State or Province matches that entered. Leave the
field blank if it is NOT to be considered as a filter.

with Matching - Primary Phone Area Code 9(3)

Customers have phone numbers. Select only those customers whose Area Code
matches that entered. Leave the field blank if it is NOT to be considered as a filter.

with Matching - Tax Code 1 X(6)

Customers are assigned a primary Tax Code. Select only those customers whose Tax
Code 1 matches that entered. Leave the field blank if it is NOT to be considered as a
filter.

with Matching - Tax Code 2 X(6)

Customers are assigned a secondary Tax Code. Select only those customers whose
Tax Code 2 matches that entered. Leave the field blank if it is NOT to be considered as a
filter.

with Matching - Sales Territory X(5)

Customers may be assigned to a particular Territory. Select only those customers
whose Territory Code matches that entered. Leave the field blank if it is NOT to be
considered as a filter.
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= Selecting Specific Customers, Customer Types or Sale Reps for Reporting

If you clicked to have Selected Customers, Customer Types, or Sales Reps from the
Customer Select Filters screen, then a window, similar to the one that follows, is
displayed. From the grid display on the left, double-click the items that are to be included
in the report, or query.

'-./-

-

Select G/L Account{s):

Select itemsz to be associated with:

Trial Balance

/03_

Ed

Available G/L Account{s]:

4040-303

S W X, ¢

4\

MHaon-Dues Revenue
Mon-Dues Revenue
Mon-Dues Revenue
MHon-Duesz Revenue
Mon-Dues Revenue
Mon-Dues Revenue
Maon-Dues Fevenue
Mon-Dues Revenue
Mon-Dues Revenue
Mon-Dues Aevenue

-Dues Revenue
Mon-Dues Revenus
Mon-Dues Revenue
Mon-Dues Aevenue
Mon-Dues Revenus
Mon-Dues Revenue
Mon-Dues Aevenue

L1

A3

44

A
.

GoTo:

s 4

4040

al
7]

Select All --»

<= Clear Al

&dd -

<-- Bemaove

Selected:

00a0-105
noac-11a
0oag-200 -
00a0-205

4040-343
4040-352

4040-306 &

040340 *
11350

»

0000-203 -l

P

1] ! LCancel |

pane, that has already been selected.

Click to have "ALL" items selected or unselected.

@J button to have it unselected.

Double click an item in the left pane to have it included.

Search for a particular code by clicking on the |ﬂ binoculars icon.

Use the grid navigate buttons to move through the list of possible items.

The codes of those Items that have been chosen are displayed in the right pane.

4
Click on the vl push button icons to position to the previous or next item, in the left

When a particular previously selected item is highlighted in the right pane, click the
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8. If you know approximately the code that you wish to select, start typing it. As each
character is keyed in, the system will reposition itself to the closest matching item,
and redisplay the items in the left pane. As each character is typed, it will be displayed
as the GoTo string. To clear the GoTo string, press the <Esc> key on the keyboard.

Processing Tip

Selecting specific items in this manner requires more overhead when
processing. If possible, you should select a range of items from the
filters screen.

7.3.4 Customer Demographics Filters

As well as being able to set filters associated to the Customer Master records, you may also
set filters for the Customer Demographic codes that have been assigned to your Customer
Master records. These routines provide the operator an opportunity to set filters such that
only selected customers, based on whichever Customer Demographics have been assigned
to them, are reported or inquired. The following screen is presented where applicable:
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- [Bx

Repart: Print a report listing the Custamers currently on file using assorted selection criteria.

For a Customer to be included in this application, they must match  each of the Selections Criteria that you specify below.

| Report Options || Customer Select Filters | Demographic Selects | Print I]plinns|

— Company Sizels):

@ Al
() Selected

Geograph Fegion(s):

@ Al
() Selected

 Industry Code(s):

@ Al
() Selected

— Mazcot(z]:
CAT. FISH, PANDA.

[l

— SAS Level(z):

(@ 4l
() Selected

Bek | | N% [ Cance |

For each Demographic Code, you may choose to provide filters for Selected Codes or a
Range of Codes. If the A Range radio button is clicked, then enter the starting and ending
codes for the range of items that are wanted on the report. It the Selected radio button is
clicked, then a window will be displayed from which you can select codes that are to be

reported.

Point of Interest

Please note that the Demographic Codes are dreamed up by
you, the user. The screen here shows some creative, or
maybe not so creative, examples.

= Field Definitions

Xxxxxx Code(s)

radio-buttons

To consider only those Customers that have been assigned a particular Demographic
Code, click to include all, or selected codes.
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® Al All Customers are considered
O Selected A widow is displayed from which specific items may be
chosen

= Selecting Specific Demographic Codes

If you clicked to have Selected a code from the Demographic Selects screen, then a
window, similar to the one that follows, is displayed. From the grid display on the left,
double-click the items that are to be included in the report, or query.

Select Mascot(s):

Select itemsz to be agzociated with:  Customers for thiz Report

LMICOR

Mystical Unicarn

Available Mascot[z]: Selected:
[ACAT B CAT
DOG Dogs L FISH
SIFISH | Salmen o | ¢l PANDA -
LIOMS Liohz 'ﬂl
MOMEEY | bMonkey |
o | PAMDA  |Panda Bears

Select All --»

113

44
44

.1

£ Clear Al

R, L

Add -

- <-- Remaove

o 1% .
vl

Customers with codes that matches at least one of L 0
the 'Selected’ items will be eligible for incluzion,

-

] [ Cancel

1. Double click an item in the left pane to have it included.

2. The codes of those ltems that have been chosen are displayed in the right pane.

3. Search for a particular code by clicking on the |ﬂ| binoculars icon.

4
4. Click on the vl push button icons to position to the previous or next item, in the left
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pane, that has already been selected.
5. Click to have "ALL" items selected or unselected.
6. When a particular previously selected item is highlighted in the right pane, click the
¢-- Remove

button to have it unselected.

7. Use the grid navigate buttons to move through the list of possible items.

Processing Tip

Selecting specific items in this manner requires
more overhead when processing. If possible, you
should select a range of items from the filters
screen.

Report Generation and Printing

Most of the Series 5 applications generate reports or forms that need to be printed. The
system offers a variety of options for selecting the format in which reports are generated and
how they are actually to be printed. Reports may be generated as follows:

Viewed by the Series 5 Report Browser
Printed to a selected printer

"Archived" for later reference

Saved as an ASCII text file or MS Word file

Emailed to specified recipients

YV V V V V V

Any combination of the above

When a report is to be actually printed, any of the Series 5 defined Print Queues may be
selected. An unlimited number of Printer Queues may be set up by your System
Administrator. Each Queue has a variety of properties associated that means you can pretty
well print to any of your network defined printers using different fonts or margin settings.
(Refer to the chapter on Defining Series 5 Print Queues in the Systems Management
Help or manuals).
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7.4.1 Report Options Screen

When any kind of report or form output is to be generated, the following window screen is
displayed:

E Vendaor Type Codes Maintenance | E] S
Feport: WENDTYPE LST Frint a lizt of the Wendor Tepe Codes cunently on file
Print Options
Select where to have this report printed to. v'ou may chooge any combination of the pozsible destinations.
Reports that are ‘Archived' to the Reportz M anager can be browsed or reprinted at a later date. _?

r Direct Generated Document(z] bo:

[v¥ Screen Browser [ Archive to Reports Manager

¥ Print Queue: [WPRINT3 WinPrint [Courier-10 Compress)
| ﬂ Standard Courier 10 pt [Compressed)

FreCaptured Printer: [LASER_LAMD] - hp Laseret 1300 PCL & # of Capies: IZI I

¥ Save to: |C:\Users\Lalry\Ducuments\SHSI\PEA

Save as: |MS WORD [Printed) j To Captured Frinter: Browse
|EanonPnltlat j
Send a copy to E-Mail Recipient; [ hp LaserJet 1300 PCL 6

r Report Header Uzer Mote:

|A list codes for Rembrandt |

[Thig tet will appear at the top of the T2t page and may be uzed =0 vou can perzonalize pour report).

Create ﬁepult! LCancel |

&+ Selecting Report Generation Options

Normally, the Print Options screen will be presented with all fields defaulted for typical report
handling. However, you may want to revise how and where the report is to be generated.
The following steps may be taken:

1. Determine where the generated report is to be directed. Click the appropriate check-

box. You may choose one or more from the following:

Output To Comments
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Output is displayed to the screen using the
Screen Browser Series 5 Report Browser| s\,

Output is saved as an "Archived" report. It
may be viewed and reprinted using the
Archived to Report Manager |Series 5 Report Manager! . It will remain
on the system until purged.

Output will be directed to the selected
Series 5 Printer Queue. This may be any
printer that has been defined on your

_ network. When selecting to output to a
Print Queue Printer Queue, you may select to have up
to 9 copies printed, (as long as that feature
is supported by your operating system,
and printer).

Saved to Disk as an MS Word |The output is written to an MS Word
Document Document in the specified folder.

The output is written to an MS Word
Saved to Disk as an MS Word [Pocument in the specified folder. Itis also
Document and printed printed to the designated Captured Printer
from within Word.

The output is written as a text file to the

Saved to Disk as an ASCI Text [SPecified folder. This would be useful only
if you needed to parse the file with some

file 2(
3rd party utility.
Saved to Disk as a PDF The output is written to a PDF Document
Document in the specified folder.

2. When selected to direct the report output to a Printer Queue, you may select a Series
5 Printer Queue from the drop down list. (The list will contain each of the printers
that has been assigned to the particular Company System that you are working
in). When the Print Queue has been selected, the system will echo the Description,
the Font, and if applicable, the network assigned printer name of the Captured printer.

v ucreen Browser v Arcrive w o nicpus Mar.ager
=
¥ Print Queue: [WPRINT3 - WinPrint [Courier-10 Comprezg]
L | J Standard Courier 10 pt [Compressed) !-—-"
‘ PreCaptured Printer: [LASER_LAND] - hp Laser]et 1300 PCL & m # of Copies: E
- — —_—

—

3. When selected to direct the report Saved To Disk you must select to save it as an MS
Word Document, an MS Word Document Printed, a PDF Document, or an ASCII Text
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File. In either case you need to have specified the folder to which the file is saved. The
default is the directory that is defined in the Series 5 User's Logon Profile field labeled

as the User's "My Documents” folder Pathname. You can click the push
button to locate or change the folder where the file is to be stored.

| rigapluEu FTINGEE _anon_ooiol]  —ari..

Save to: |C:ADocumentz and SettingsiLany CarlsentMy DocumentsASHSIAUCC | j":'
-

! - Save as. | o wWORD (Printed) " To Captured Printer: ’

LASER_LAND +
‘ Send a copy to E-Mail Recipient [ | hp Laserlet 1300 PCL &

A

SEL

4. If saving to an MS Word Document Printed, then after generated, the document will
be printed from within Word. You will need to select a specific Captured Printer.
Captured Printers are defined by your Systems Manager using the Captured Windows
Printers maintenance function available from the Series 5 main menu under the
System Maintenance drop down sub-menu. (Refer to the chapter on Defining Series
5 Captured Windows Printers in the Systems Management Help or manuals).

Setup Tip

If you wish to be able to generate your reports as Word or PDF documents, your Systems Manager must have
defined pertinent variables in the AcuGT runtime configuration file. For simple reports you specifically need to

have set up the variable MSWORD-DEFAULT-SPECS. This defines whether the documentiis
generated as Portrait or Landscape, the Font Name and Font Size and an optional Template that might be

applied to the document when itis created. (Refer to the chapter Setting up for MS Word in the
Systems Management Help or manuals.)

If templates are used to format the output to MS Word or PDF documents, they must be installed on each
user's individual client PC. On Windows XP clients, these must be saved to the C:\\Documents and Settings
\<PC UserName>\Application Data\Microsoft\Templates folder. On Windows VISTA and Windows 7 clients,
these must be saved to the C:\Users\<PC UserName>\AppData\Roaming\Microsoft\Templates folder.

For users of Office 2003 the file must be named with a xxxx.dot extension. For users of Office 2007 or
later, the file must be named with a xxxx.dotx extension.

5. When a report is saved to disk, you may also select to have the generated disk file
email to a given recipient. Set the check-box accordingly. After the report is generated,
the window to send an email will be displayed. You can select the recipient(s), and edit
the text of the message and click the Send button to send the email.
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! File Edit ew Insert  Format  Tools  Ackions  Help

i :-95end | Accounts - -||A|B | =

This message has not been sent,

] |Iarryc@sentinel-hill.cum: |

|
e ]| R |

Subiject: Repart: TERMCODE.LST - 4:00 pm on 7/03/08 |
Attach... |TERMCODE.L5T.DOC (20 KE) | [ Attachment Cptions. ., ]

Attached to this emsil is the AR report TERMCODE.LST, as a
Microsoft WORD docuwment,

generated by USER at  4:00 pim on  7/03/03 for Company TCC.

Protected MS Word Documents

When reports of forms are output as MS Word Documents, they are generated in protected "Read-Only"
mode. If you really need to un-protectit, the password is SENTINELHILL.

= Field Definitions

Screen Browser: check-box

Set the check mark to have the report displayed to the screen using the Screen Browser
utility.

Archive to Reports Manager: check-box

Set the check mark to have the report output as an "Archived Report". This may later be
viewed and/or reprinted from the Reports Manager.

Print Queue: check-box
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Set the check mark to have the report output to a printer.

Print Queue: drop-down list

Select the the Series 5 Printer Queue to which the report is to be output to.

# of Copies: 9

When outputting to a Printer Queue, you may specify how many copies are to be printed.
You can print up to 9 copies. This is a feature that is offered only on Windows XP, Vista
and Windows 7, and is dependant on the type of printer and it's drivers. When multiple
copies are chosen, they are printed collated.

Save To: check-box

Set the check mark to have the report output to a disk file, or folder, on your system as
either an MS Word Document, a PDF Document, or a simple ASCII text file.

Save To: X(90)

Enter the name of the directory folder to which the saved-to-disk report is to be written.
This will default to the directory path defined in the Users Logon Profile established by
your Systems Manager.

You may click on the Browse button to locate the desired directory. Only those folders
which are descendants of the root directory, of that which is defined by the Save-To field,
can be displayed. So if you wish to choose a folder on your "C" drive, enter C:\ in the
Save-To field before clicking the "Browse" button. Setting the Folder field blank, or to a
path that does not have a drive letter designation, would result in only being able to
browse descendants of the user's default working directory.

Save As: drop-down list

Select to have the output saved as an Office Word document, an Office Word document
that is printed from Word, as a PDF document, or as an ASCII text file. If chosen to Save
to "MS Word Printed”, then you must select the Captured Printer to which the report is to
be printed.

To Captured Printer: X(12)

If chosen to Save to "MS Word Printed", then you must select the Captured Printer to
which the report is to be printed. This must be a valid network printer that was captured
using the Captured Windows Printers maintenance function available from the Series 5
main menu under the System Maintenance drop down sub-menu. (Refer to the Systems

© 2007 - 2014 by Sentinel Hill Software, all rights reserved



Basic Processing Procedures 165

7.4.2

Management Help if required).

Send a copy to E-Mail Recipient: check-box

If chosen to save the report to a disk file, you may also select to have an email sent with
the generated disk file as an attachment. Set the check mark to have the report emailed.

Report Header User Note: X(100)

If you need to personalize the report, the text you enter here will be printed at the top of the
1st page.

Report Browser

When selected to direct a report output to the Screen Browser, or from the Reports Manager
you have selected a particular report, the Series 5 Report Browser screen window will be
shown.

H=3

® Report Browser

Fepot:  ARACOUNT.LST

|F‘age Tof 12 |Searc:hf0r:| V| ﬁlﬂlﬁl |GDT0P3991 D@I@I

:‘j 5
Click for the Prior or Next =
Enter a string to be page o be displayed L
ALLOUHTSHUMEER searched for, then click
the hinoculars
001-0118-040 - CHASE BANK GEMERA N ‘
A81-8286-848 - UISA Paymentech Clearind .
803-0106-040 - ACCOUNTS RECEIUABLE N Dirag the outer slide barto move
004-0108-040 - UNBILLED REVENUE N through the pages of the report
004-0408-040 - INUOICED REVENUE CONTROL N
004-9008-040 - INUODICED REVU ADJ CLEARIMNG N
B05-0106-040 - UNBILLED REIMBURSABLE EXPENSES n
011-0657-060 - ALL FIRST BANK - DFS N
011-0668-020 - FIRST UNION BAMK - DR N
011-0661-060 - FIRST UNION BAMK - DFS N
811-0698-040 -
011-0698-040 - DEPOSITS - ilien N
811-0702-040 - CHASE HOUSTON COUNTY SEARCH N
011-2020-060 - DE-SOS FILIMG-DEPOSIT N
811-20208-100 - DE-SOS FILING-DEPOSIT N
011-2021-060 - TX-SOS FILING-ACH N
811-2021-100 - TX-SOS FILING-ACH N
011-2022-040 - NC-SOS FILIMG-ACH N
011-2022-060 - NC-SOS FILING-ACH N
811-2022-100 - HC-SOS FILING-ACH N
811-2023-060 - HO-SDS FILING-ACH N
811-2023-100 - MO-SOS FILING-ACH N
011-2024-040 - MS-SOS FILING-ACH N
011-2024-060 - MS-SOS FILING-ACH N
011-2024-100 - HS-SOS FILIMG-ACH N
811-2025-060 - AK-SOS FILING-ACH N
811-2025-100 - AK-SOS FILING-ACH N
011-2026-060 - OK-SOS FILING-ACH N
011-2026-100 - OK-SOS FILING-ACH N
811-2027-040 - UT-SOS FILING-ACH N
011-2027-060 - OK-SOS FILING-ACH N
011-2027-100 - UT-SOS FILIMG-ACH N
011-2028-060 - KY-S¥S FILING-DEPOSIT N a
011-2028-100 - KY-SOS FILING-DEPOSIT N _
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7.4.3

You may navigate around the report in number of ways:

Graphic or Control to click

Action

Slide bar to the right

Position to up or down through the pages
of the report. As you drag the slide bar, the
1st data line of each page is displayed at
the bottom of the screen.

Search for: | IMAGES VIEWED w

Enter a search string. This may be text, or
a number as it would be printed in the
report. The drop down list contains
previously entered search strings.

|#4]

Search for the entered search string. The
page where the string is found will be
displayed, and the line containing the text
will be displayed in red.

| 4] ]

Search Forward or Backward for the
entered search string.

Go ToPage: |1

Display the select Page.

& @

Display the Prior or Next page of the
report.

Archived Reports Management

The Reports Manager is available to each of the Series 5 applications. Whenever a report is
generated, the operator may have chosen to direct the output to be "Archived”. These
archived reports may be viewed and printed using the Reports Manager.

Accessing the P/1 Reports Manager

From either the P/l Main menu, or any application, select Reports Manager from

the File drop-down menu.
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W SHSI Series ¥ WEB Management

Exit

Inquiry  Operations
Reporks 5
Batch Job Management. ..

w& Web Access

Manager,..

=+ Reports Manager Grid Screen

Maintenance of the Archived reports

Reports

Cod

167

is done with a Series 5 grid screen.

"Fast Buttons"

Re-Print

Print the selected
report

Browse |Browse the selected
report
Delete |Delete the selected

Archived report

= Viewing an Archived Report

All reports by USER You may browse ar re-print any of the following reparts.
] 7]
Seq#t [7]| System [Repoit Mame [][.] [Author Created [] Time| # of Pages
000183 Fl PAYTEK_REVIEW RN |USER June 16/2006( Thu 215:46 PM 3
000184 Pl PIARPOST.JRN USER June 15/2006| Thu 22442 PM 12
000185 AR |SALES_000071.JRN USER June 15/2006| Thu 2:48:21 PM 14
000187 Pl PI_200606208. NV USER June 20/2006| Tue | 10:51:25 AM 21
000188 AR |ARACOUNTLST USER September 23/2006|Fri 1:08:44 PM 1z
ooo189 Fl GENWIPTRX.JRN USER k. December 05/2006( Tue 125706 PM 2
000191 Fl PI_071024_2045400NY |USER October 2442007 |'Wed 54546 P 4
000195 Pl PIUSERIFAC.JRN USER Movember 01/2007| Thu 4:40:37 PM 21
000196 GL |STD_DRDISBOOJAN  (USER Movember 02/2007 | Fri 10:33:31 &M 1
000197 Fl FIUSERIFAC.JRN USER Movember 02/2007 | Fri 11:19:14 AM 2
000198 il PIUSERIFAC.JRN USER Movember 02/2007 | Fri 11:32.31 &M 2
000200 Fl FIUSERIFACJRN USER Novernber 0242007 | Fri 17:41:34 AM 2
000202 Fl PIUSERIFAC.JRN USER Movember 02/2007 | Fri 12:00:54 PM 2
000203 Pl GENWIPTRXJAN USER Movember 02/2007 | Fri 120303 PM 47
000204 Pl PIUSERIFAC.JAN USER Movember 02/2007 | Fri 4:15:33 PM 2
000205 il GENWIFTRX.JAN USER Movember 02/2007 | Fri 417.05 PM 47
Items are listed in order by Sequence Mumber. Search: for:

Purge

Have reports
satisfying a number

of filters deleted from

the system

Selection
S

Set filters for the
items that are
displayed in the grid

1. Inthe grid, navigate to the row listing the report that is to be viewed.

2. Double-click the row.

3. The Report Browser| sl window will be displayed.
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Process Warning

The "archive" report files are stored in a sub-directory under the folder specified to be used for the company's
data files. These files are notin any type of format that can be used, other than directly from the Reports
Manager utility.

= Re-Printing an "Archived" Report

1. Inthe grid, Navigate to the row listing the report that is to be printed.

2. Right-click the row to have a drop-down menu displayed, then click Re-Print, .... or
just click on the Re-Print button in the "Fast Button" frame. The Re-Print options
screen will be displayed.

'm Archived Reports Manager |:|@E|

6 page Achived AR Repor:  ARDIST_.RPT Created: Thursday, June 1572006 9:38 AM

Re-Pnnt Oplions

Select where to have this report Re-printed to. ¥ou may chooge any combination of the pozsible destinations.
You may alzo zelect a range of pages, and have the Archived Report deleted aftenwards.

r Direct Generated D ocument(z) to:

Screen Browser Archive to Reportz Manager

Prink Queue: WWinPrint [Courier-10 Compress)
v |WPRINT3 ¥|" Standard Caurier 10 pt [Campressed]

FreCaptured Printer: [LASER_LAMD] - hp Laserlet 1300 PCL &

[]5ave to: |E:\Ducuments and SetbingsiLarry Carlzen\My Documentsh\SHSIAUCC

Saveas: |MS WORD Document Browse

Send a copy to E-Mail Recipient

r Re-Print Options:

Re-Print from page: |1 | to: |E | k.
Delete the Archived Report after being printed 7 [ ]

[Heprint Report ] l Cancel ]

3. Enter the reprint options. Basically you can either print the report, or save it to disk as
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an MS Word or ASCII text file. Notice that you can also specify a range of pages that
are to be printed.

4. Click the Reprint Report push button at the bottom of the screen.

= Grid Display Search options
You may search for specific records displayed in the grid using a number of relevant fields.

Click on the EJJ Search icon.

A search string may be entered for the following fields:

= Sequence #
= Report Name

= Grid Display Sort options

You may choose to have the items in the grid displayed using a number of sorts. These
include:

By Sequence #

By System then Report Name

By Report Name Extension, then System, then most recent date
By the date created (with the most recent ones listed first)

To change the displayed sort order:

1. Click on the heading of the column of data which is to be used for the sort. Only those
columns with a [.] can be used. The column that is currently used for the sort has [*]

displayed.

YRR

— _ /_,..-— ——
Seq#t [] _l,lslenr Report Mame  [][.] |AGthor |, Created 1 ) Time | # of Pages
4R \WT.STIL’ﬂgEH by PR St 21549PM| 2,174

SALE S_DDDDEE.JHPT April 0242008 '\Wed 2:33:55 PM 5

000486

= Grid Display and Purge Filters Screen

Over a period of time, your users will probably be generating a great number of "Archived"
reports. You can limit the number of items that are displayed in the grid. The same filter

fields are also available to the Purge function.
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1. Click on Selections in the "Fast Button" frame. The Archive Report selection filters
screen will be displayed.

® Archived Reporis Manager

Archived Reportz Inquiry Selection Parameters:

Y'ou may specify selected parameters to limit the list of Archived Reports that are dizplayed.

~ Systems ~ Uzers:
Ol GL ® a8l |uSER
(*) Selected . ) Selectad
— Report Types: — Date Generated:
ol | JRN ~ Al From:  |4/01/08
(*) Selected (®) Selected Tax 6/30/09 =

— Report Mame(z] Matching Template:

I | [ Enter the name of repart(z] to be selected where "$"* matches any
character and a zingle """ may be placed befare and/or after the """ ta
match any string.  le., CASH®JRM *110507 JAM o CASH_$$$804.% ]

» Sl G

2. Set the applicable filters

3. Click the OK push-button. The grid will be redisplayed showing only those reports
satisfying the selected filters.

= Filters Screen Field Definitions

Systems radio-buttons & drop down list

Click the All button, or the Selected button with a specific application from the drop down
list. Only those reports generated from the selected system will be listed.

Report Types radio-buttons & drop down list

Click the All button, or the Selected button with a specific report name extension from
the drop down list. Only those reports with their report hame extension matching that
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which was selected will be listed.

Users radio-buttons & drop down list

Click the All button, or the Selected button with a specific user from the drop down list.
Only those reports generated by the selected user will be listed.

Date Generated radio-buttons & (mm/dd/yy) entry fields

Click the All button, or the Selected button with a date range. Only those reports
generated within the range of dates entered will be listed.

Report Name Template X(20)

Enter a template to be used to match the report names to be listed. The "$" will match

any single character. Use the "*" character inmediately before or after the ".", or as the
1st character, to match a string of characters.

= Delete an "Archived" Report

1. In the grid, navigate to the row listing the report that is to be deleted.

2. Right-click the row to have a drop-down menu displayed, then click Delete, .... or just
click on the Delete button in the "Fast Button" frame.

3. A delete verification screen will be displayed. Click the Remove-It button to proceed.

4. Both the entry in the tables, and it's corresponding "Archive" file will be deleted.

= Purging old "Archived" Reports

Over a period of time, your users will probably be generating a great number of "Archived"
reports. If you wish, you may delete them to reduce the overhead, make available more disk
space, or just to get rid of them.

1. Click on the Purge button in the "Fast Button" frame.

2. The Purge options screen will be displayed. (This is the same screen as used for the
Grid Display filters).

3. Click the OK push-button. The system will remove all reports satisfying the selected
filters.
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Search and Replace

In each Series 5 application, there is normally a function that provides a Search and Replace
operation on a variety of different records. (The replace phase of the function is optional).
This function is particularly useful if you need to change a code that exists within a great
number of, say for example, P/l Project master or A/R Customer master records.

The operation of the screen controls available to these Search/Replace functions are the
same for all types of records for each of the Series 5 applications for which it exists. Only
the field names for each type of record may differ.

The Search and Replace function, is accessed from the drop-down menu under the P/I
system's menu bar under Operations

W 5HSI Series V Professional Invoicing

File  Trx Inquiry BelEEay=N Reports Codes Maintenance  Purging
Employvee Time Sheet Entry. ..

Dgor LR General WIP Entey...

-5 Test Co
Load WIP/Recap ko GenwIP Entry

Load WIP from Sp'shest (DFS) 11:08 PM

Prl | oad WIP/Recap o TSheet Entry
Unda Prior Recap Interface. ..
5Da Interface/Invoicing Wizard.. .
15¢c
The fc

Clear All Prior Selections. .,
General Select For Biling...
Select WIP for Biling...

Prink Pre-Invoicing Report. ..

Invoice Grid Processing...

Generate Invoices...
De-Genetate Invaices. ..
PrintiPast Private Invoices., ,
PrinkiPost Public Invoices...
Reconcile Paymentech Charges,
Post Invaices ko AR Batch...
Reprint Hiskarical Invaices..

Recalc Project WIP Rates. .,
Project Write-OFF, .,

SearchfFind and Replace....
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For the Professional Invoicing system, the Search and Replace function is provided for the
following record types:

> Project Master
Records
» Client Master Records
» Employee Master
Records Process Warning

> Task Master Records Access to this menu item should only be granted to those

> WIP Charges that know what's going on. Malicious or ignorant use of tf
) could cause a great deal of grief.
Transactions

> Invoice History
Records

7.5.1 Search and Replace Options Screen

For the Search and Replace function, you must 1st select the record that is to be searched.

™ P/I Find and Replace

Searching:  Task Code Records

Select the record zet that pou wizh to have Searched, and as an option, Replacements performed.

LU T ook Code Records hd

Project Master Records
Client Code Records

Employee Code Records
Taszk Code Records
WIP Charges Records [

Invoice History Records
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Once selected, the Search and Replace Options screen will be displayed. At this point you
must enter the Search options and the Replace options. This requires the operator to choose
the field to be tested, it's test value, and the field which is to have a new value assigned along
with it's new assigned value.

The Series 5 system basically breaks the Search/Replace function into three main phases.

1. Search - Read through the chosen set of records examining the

Phase selected search field for the test string or code that was
entered. After all records have been processed, those records
found will be displayed in the grid.

2. Preview - You can then browse through the list if records that have been

Phase identified as having the search field matching the given test
field.

3. - The last phase is the Replacement pass. Note that this pass

Replacement is started only if initiated by the operator by clicking on the

Phase Start Searching push-button.

Processing Tip

You may use the Search and Replace function, identifying a particular field to be replaced, in order to have
its' existing value displayed in the preview grid without actually having new values assigned. JUST MAKE
SURE YOU CHECK THE Preview Items Before Replacement BOX, AND CLICK ON THE Cancel BUTTON
AFTER BROWSING THE PREVIEW GRID.

= Search and Replace Options Screen

The Search and Replace Options and Preview widow screen is displayed as follows:
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™ GA Find and Replace

Searching Chait-of-Account Master Records , 28
1 Search and Replace Dptions | / /
\ Select the Field to search by, the Search String and the Replacement String. / /
o /
— ‘when Field: / Test Account: i
R Account Main v| [Equels v | |
) Al ocounts
4. i
\ Replacing: —

*-‘ 0f Field Wwith the Integer 1.
©TheConterte [ ount PHt Ci v o -
() Mathing

/ Preview Items Before Replacements ?
ot coounts Found:
5. ‘/ Account Description Type FinStmt Code |Search Field Replace Field
8 » .
B 9.
///
Vo
Start Searching I ’ Cancel ]

(L L SNSRI R g, ~

To have a search executed on the select record, referencing this screen, you need to
perform the following steps:

1) In the Search frame, make sure the
Select radio-button has been clicked.
From the drop-down list, select the field
that is to be tested.

2) From the drop-down list, select the test
operation to be performed.

MOT Equal

|z Greater Than
Iz Legz Than

3) In the Test String field, enter the string,
or code, or value that the test field must
match in order for the record to be Test &ccount:
"selected". If the field is for a standard |
code that is defined by the system, the
binoculars icon will be displayed, and
may be used to select a particular code
that is to be test for.
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4) In the Replacing frame, click on the
The Contents radio-button. Note that
you may choose to select a "replacing”
field to have it's current value displayed,
but not actually proceed with the
replacement phase.

5) From the Of Field drop-down list, select
the field that is to have it's value
replaced.

6) In the field provided, enter the value to be
assigned to the selected field. If the field
is for a standard code that is defined by
the system, the binoculars icon will be
displayed, and may be used to select a
particular code that is to be assigned.

7) The Preview ltems check-box should
always be checked. After the "search”
phase, if this check-box is set, then the
system will display a list of those
records that have matched the test

successfully. If this box is not checked, Preview |tems Before HEDIEﬁnents ?

and you have chosen to actually have a
field's values replaced, then the system
will just go ahead and do it without first
asking.

8) Before the replacement pass, the
records that have been selected will be
displayed in the grid. Use the standard
grid navigation buttons to view those
selected records. It's an opportunity to
verify that you have entered the correct
search values.

9) Initially, after the Search and Replacing
options have been entered, click on the
Start Searching push-button to start the
search.

10After the selected items have been
) displayed to the grid, you may choose to
proceed and have all records found
updated, or you can select those items i e

that are to be updated. Click the e P

Replace All push-button to have all
records updated.
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To select specific items, double click
each of the records' entries in the grid.
Once all items have been checked off,
then click the Start Replacing push-
button to proceed with the "replacement”
phase.

Should you want to revise the search,
click on the Revise Search push-
button.

11To exit without having any records
) updated, click on the Cancel push-
button.

177
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= Sample Search/Replace Preview Screen

Here is an example of the Search screen after finding some records matching the search
criteria.

‘® GA Find and Replace N [=11E3
Searching:  Chart-of-Account Master Records 36 Records found. ¥ Selected for field replacement.
Select Accounts for Replacement
Select the Field to search by, the Search Sting and the Replacement Sting.
~ Search:
- When Field: Test String:
sl | Description Contairs I|NTEF|EST
Al Azcounts
Caze Sensitive
~ Replacing:
OF Field: “With the Integer:
Lo Account Pft Ctr IU
Mothing
Freview [terns Before Replacements 7
~ Accounts Found:
Account |Description Type FinStmt Code |Scheds Code 1 Account Pit Cir
00001300001 |Accrued Interest B-000500-4/5-02 1
00001300002 |Accrued Interest - CON B-0005254/5-02 2 |-
00004030-406 |Interest Income P-00347545-07 [ 1-000225-5-01 406
o 00004090540 |Interest Income P-00347545-071 | 1-000350-¢5-01 E40
00004030647 |Interest Income P-00347545-07 [ 1-000350-¢5-01 E41
00004090642 | Interest Incame P-003475v5-01 |1-000350:4/5-01 a2 | | [elestal
o 00004090643 |Interest Income P-00347545-071 | 1-000350-¢5-01 E43  |*
| 00004030650 |Interest Income P-00347545-07 [ 1-000350-¢5-01 E50 Clear Al
o 00004030-752 |Interest Income P-00347545-07 {1-0071000-4¢5-01 7h2
00004030-301 |Interest Income P-0034754/5-071 | 1-001000-¥5-01 a0
o 00004030-303 |Interest Income P-00347545-07 {1-0071000-4¢5-01 sz |°
o 00004090-304 |Interest Income P-00347545-071 | 1-001000-¥5-01 q04
00004030-305 |Interest Income P-00347545-071 | 1-001000-¢5-01 05
00004030-915 |Interest Income k‘ P-00347545-07 {1-0071000-4¢5-01 N5
00004090-321 |Interest Income P-00347545-071 | 1-001000-¥5-01 911 - Wl
00004030-322 |Interest Income P-00347545-071 | 1-001000-¢5-01 922
00004030-923 |Interest Income P-00347545-07 [1-0071000-45-01 923 vl
’ Replace All ] [ Start Replacing ] l Cancel ]

A couple of things to note:

e The number of records with the Search field matches the test string is displayed at
the top of the screen.

e You may Select All or Clear All by clicking the buttons to the right of the display
grid.

¢ Double clicking a row in the grid selects that particular item to have it's Replace field
updated in the "replacement” pass
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ﬂ
¢ Click on the Previous/Next Selected icons 2 to position the grid to the prior/next
item that has already been selected

e Once ready, click on the Start Replacing button to proceed to have those items
that have been checked processed.

e To exit without having anything replaced, click the Cancel button.

User Access Management

The Series 5 system provides for User Access security at the menu item level for each
application, based on a users' sign-on code.

There are two user access records that must be established before any given user can
access the system.

Data Accessed From |Comments
1. |User Logon The main menu's [Each user must have a Logon Profile record
Profile Record [System before they can be set up with any Application's

Maintenance Access rights. The user's sign-on code,
drop-down menu [password, email address, and default documents
pathname are defined. Only users with full system
Management access rights can maintain the
Logon Profile records.

2.|User Application [The P/Imenu’'s  |A separate Access record must be established in
Access Record [Control Options |each application that the user needs to execute. In
drop-down menu [those Professional Invoicing systems with multiple
companies, a separate Access record must be
defined for each company. The user's default
printer and each individual menu items access
rights are defined.

Once the User Access for a user is established, they may define specific menu items to be
scheduled. That is, an icon will appear in a tabbed sub-screen in the applications menu on
the date that it has been scheduled. Refer to the section on Scheduled Menu Functions|e7)
under the Professional Invoicing Application Menul sol Chapter for further information and the
topic following.
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= Accessing P/l Users' Access Maintenance Function

From the P/l menu, select User Access Privileges from the Control Options drop-

down menu.

e ln ot Conkrol Options
Fiscal Years' Petiods. ..
GJL Control Preferences. ..

User Access Privileges, .,

My Scheduled Menu Ikems. .. )

e

7.6.1 Defining Users' Access Rights

Processing Tip

If your company requires strict controls as to
which individual is entitled to set up User
Access rights, then a Gate Keeper may have
been established. (See the topic on System
Control Options found in the Systems
Manager's Help for further information). If this is
the case, then the designated Gate Keeper will
be the only individual that will be able to select
the User Access Privileges maintenance
function.

The Users' Access Rights record holds information about the users' privileges - ie., which

menu items they can access.

& P/l User Access Maintenance Tree Screen

Maintenance of the User Access properties is done in a tree structure. Following is the
screen that is displayed listing each user that has been defined with a Logon Access record.
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(=] 2E8)
Select to add, modity, or delete User Access priviledges for this application, -
You may also define Scheduled functions for ALL or a given uses [ Ea | m n
Fast Buttons
m Enable ]|[ Enable Like ]l[ Modity ]|[ Remove: ]|[ Export _
@@ User LARRY v -
My Pt i U B Enable Setup to give the h
47 COMDEX _ General Access " "
%?[‘.‘JEE”‘ Red Head" user a
e — Defaut i Queve: [FREAFTONE | 4
=} LARRY Batch Exzcution
=29 Filt Each node inthe 2nd Fiority bl k n
el e { Enable Like [Selecta "Red Hea
@ Batch Job Manageme{ & menu barset 1 1
8 et i enabled just like or

=29 Tx | i "
ok n Promess inmiof T msarrac)| | Vet s Pepaies already enabled "G
@ Disbursement Inquiry accessta Sub-menu ltem: Invoice Grid Pracessing 1 H .
§ i ity iy | e e user's access righ

ates Query that are

@ Master P ts Inqui H H

) e S o0 down list will prese
{0 Employee Time Sheet E h h t I
@6 | WIP Ents
1] L:::'\:IPIHe::l:ytnGeanPEnlly t Ose users t a a
@ Load WIP Sp'sheet (DFS)
© Load Wit Tocan o ToheotEnt been enabled)
. Undo Prior Recap Interface
@ Interface/| zard
@ Disbursements Entry
& C All Prior Selecti . .
® Genral et o Dillng Modify Modify the General

Select WIP for Billing b

properties of the hi
"Green Head" user

Remove Remove all access
highlighted "Green

Export Generate a spread
users' menu acces
showing Users in €
and the application
in each row.

Characteristics of the screen to note:
e Each user defined with a Logon Access record is shown. Those users with a green
head have a User Access record set up for this application. Those with red heads have
no access.

e Click on the next to the green heads to expand the tree to display the applications'
menu bar topics.

¢ Click on the next to the topic to expand the tree to display each of the associated
drop-down menu functions. You can easily identify the access rights by the graphic
next to the menu name.

& - Allusers always have access
@ - Full access

3 - Restricted access

@ - No access

e The top right pane of the screen is used to edit the properties associated to the user.

e The bottom right pane of the screen is used to assign the access rights to the selected
menu item

¢ Note that you can set the check-box to the menu item displayed in the My Favorites tab
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sub-screen of the application menu.

e Expand or collapse the sub-trees of all Users with access by clicking the M
icons.

= Establishing Access for a User

1. First make sure that the user's User Code is visible in the tree as a & red head. If a
User Code has not been set up, this needs to be done. User Logon Profiles are defined
by your Systems Manager using the User Logon Profiles maintenance function
available from the Series 5 main menu under the System Maintenance drop down sub-
menu. (Refer to the chapter on Defining Series 5 User Logon Profiles in the
Systems Management Help or manuals).

2. You can Enable the User using one of four methods:

. Double click the i red head, ..... or

Il. Highlight the node of the user to be set up, and click Enable in the "Fast
Button" frame,..... or

lll. Highlight the node of the user to be set up, and right-click to display the
pop-up menu. Then click on Enable This User, ..... or

IV. Highlight the node of the user to be set up, and right-click to display the
pop-up menu. Then click on Enable User Like Another

In each case, the General Access tab sub-screen on the top of the right pane of the
window will be activated.

o Ifthe user is to have access to all menu items, set the Full-Access check-
box

o0 Select, if any, the Print Queue that this user is most likely to be using. This
will be displayed as the default when they generate a report.

o Click on the Add It push button

3. At this point, the user is established, but if you had not given them Full Access, you
need to set the Access Rights of each of the menu items that they are allowed to
access.

o0 Expand the tree of the newly added user by clicking on the [* icon next to his
now € green head
o Expand the tree of each of the application's menu bar topics

o Double-click the menu item to which you want to allow access. The Access
Properties fields for the given menu item will be displayed at the bottom of
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the right pane of the window.
o Click the applicable Access Rights radio-button

o If this menu item is to be shown in the User's Favorites sub-screen, set the
check-box

o If this menu item is to be scheduled, select the desired Re-Occurring
frequency and set an initial scheduled date

o Click the OK push button

0 Repeat for the next menu item

4. This potentially could be a lot of effort to set up all your users. If you have a number of
users that will each have the same access rights, you can build the table for the 1st
user, then copy it. Perform the following steps:

o

Highlight the read head of the User that you wish to enable access for
o Click on Enable Like in the "Fast Button" frame or in the pop-up menu

0 Select the User Code of the currently enabled user that you want the new
user to have the same access privileges.

o Click on the Select User push button
0 Keep the same access rights values, or change them as required.
o Click on the Add It push button again

0 The new user is now set up with the copied user's access rights

o

You may now go ahead and change any of the Access Rights of the menu
items as needed

= Batch Job Execution Access

If the particular menu item has been set up to provide the option to be executed in the
Series 5 Batch Job Processor, then in order for the user to make use of this, the
appropriate access rights must be assigned. Four variations are offered:

< Allowed - The user can decide when the menu item is executed, whether
or not to submit it to the Job Processor

% Not Allowed - The user may not select to execute the job using the Job
Processor

« Forced - When the menu item is chosen, and after any processing options
or filters are entered, the job will be automatically submitted to the Job
Processor to be executed
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% Delayed - The job will be automatically submitted to the Job Processor to

be executed after 6:00 pm the same day.

tenu ltem Access Properties:
[Reports] Sub-menu Item: A/R Aging Report

Accezz Fights:

& Full ) Nane

Batch Execution:

Crtllowed ) Mot Allowed () Delayed

[] Showe in the 'Favonites' Tab Menu

eduled Function:
.cc,_w-\

1<

= Modifying Access for a User

1. Highlight the &I green head of the User to modified

2. If you wish to modify the General Access properties

o Click Modify in the "Fast Button" frame, .... or right-click and click on Modify

in the pop-up-menu

0 The right pane of the window will be activated

0 Make the necessary changes and click the Update push-button

3. If you wish to change the Access properties of a particular menu item

o Double-click the menu item to which you want to allow access. The Access
Properties fields for the given menu item will be displayed at the bottom of

the right pane of the window.

0 The Access Properties fields for the given menu item will be displayed at the

bottom of the right pane of the window

0 Make the necessary changes and click the OK push-button.

4. If you wish to change the Access properties of a particular menu item in a slightly more

elegant manner
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o Highlight the menu item of interest, and right-click to display the pop-up
menu.

0 You can either give full access, or remove access totally, depending on the
already assigned access

0 Make the necessary changes and click the OK push-button.

= Removing Access for a User

1. Highlight the & green head of the User to removed.

2. Click Remove in the "Fast Button" frame, .... or right-click and click on Remove in the
pop-up-menu:

3. Click the Yes push-button in the prompt.

= General Access tab sub-screen Field Definitions

Full Access to All Menu Selections check-box
For the user if checked, then he/she will have full access to all menu items.

Default Print Queue X(20)

Select the Series 5 Printer Queue that this user would typically by using. When any of
the reporting functions are executed, this printer will be displayed as the default. Print
Queues are defined by a System Maintenance function. (Refer to the Systems
Management Help if required).

Batch Execution - Default Queue drop down list

Jobs submitted by this user to the Series 5 Batch Job Processor will use the selected
Queue

Batch Execution - Priority radio-buttons

Jobs submitted by this user to the Series 5 Batch Job Processor will have the selected
priority
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7.6.2

= Menu Item Access Property sub-screen Field Definitions

Access Rights radio-buttons

Click Full, Semi-Restricted, Restricted, or None. Those menu items that offer Semi-
Restricted or Restricted as options generally have multiple functions, some of which will
not be granted to the user.

Show in the 'Favorites' Tab check-box
Menu

If checked, the corresponding menu item will be displayed as a push-button on the
Professional Invoicing application's menu on the My Favorites tabbed sub-screen.

Scheduled Function - Re- drop down list
Occurring
To set up this menu item to be
scheduled, select a frequency, Mo w
other than "No". The
corresponding menu item will be Hourly (3-5]
displayed as a push-button in either [E’f:fylgg:'ﬁ']
the Scheduled for Today, Overdue Weekly
Function or Coming Due tabbed Monthly

- i Quarterly
sub-screen on the Professional A

nnually

Invoicing application's menu.

Scheduled Function - Next (mm/dd/yy)
Scheduled For

Enter the date and time at which this particular scheduled function is to be executed.

Users Scheduled Menu Functions

Users may choose to select specific menu items to appear on the Favorites or Scheduled
sub-screens when the Professional Invoicing menu is displayed. (Refer to the Scheduled
Menu Functions topic in the chapter on The Basic User Interface for a description of these
menu sub-screens).

=+ My Scheduled Menu Items Screen

Users set up the scheduled functions in a tree structure. Following is the screen that is

© 2007 - 2014 by Sentinel Hill Software, all rights reserved



Basic Processing Procedures 187

displayed listing each menu-set and sub-functions.

Characteristics of the screen to note:
e Click on the next to each of the primary menu
topics to expand the tree to display each of the
associated drop-down menu functions. Only those

items with the GE icon can be scheduled.

¢ The right pane of the screen is used to edit the
properties associated to the scheduled item.

¢ Note that you can set the check-box to the menu item

displayed in the My Favorites tab sub-screen of the
application menu.

e Expand or collapse the sub-trees of all Users with

access by clicking the g@ icons

= Defining a Scheduled Menu Item

1. When the screen is displayed, click on the green "Plus-sign” of the g@ icons to
expand the tree structure to show each menu item.

2. Double-click the clock icon next to the menu item to be scheduled. The right pane of the
window will be activated.

o If this menu item is to be shown in the User's Favorites sub-screen, set the
check-box

o Select the desired Re-Occurring frequency and set an initial scheduled date
o Click the OK push button

0 Repeat for the next menu item

3. The menu item will appear on the applicable Professional Invoicing tabbed sub-screen
when next refreshed displayed.

© 2007 - 2014 by Sentinel Hill Software, all rights reserved



188

Series 5 Professional Invoicing - User Help

=
|

File Trx Inquiry Operations Reports Codes Maintenance Purging Wizards User Functions Control Options  Window  Help

5HS| Series V¥ Professional Invoicing

Uzer. USER

Rew: 5.08

9 Invoice Processing

UCC Direct DFS Test Company

Julp 24,2008 12:00 PM

Professional Invoicing

¥ Year-End
2 Overdue Functions

5 Daily 6 Monthly
1 Scheduled for Today

8 Transaction Entry

3 Coming Due 4 My Favorites

The following Scheduled Menu items are due for zelection today:

03:00 arm [ Interface/Invoicing Wizard l

04:00 pr [ Generate Invoices %
L3

) | =

= Menu Item Access Property sub-screen Field Definitions

Show in the 'Favorites' Tab check-box

Menu

If checked, the corresponding menu item will be displayed as a push-button on the
Professional Invoicing application's menu on the My Favorites tabbed sub-screen.

Scheduled Function - Re-
Occurring

drop down list

To set up this menu item to be
scheduled, select a frequency,
other than "No". The

corresponding menu item will be

Hourly [3-5]

displayed as a push-button in either Ef:’l’ylgg:'ﬁ']
the Scheduled for Today, Overdue Weekly
Function or Coming Due tabbed Monthly
sub-screen on the Professional E::L‘:Iﬂf
Invoicing application's menu.

Scheduled Function - Next (mm/dd/yy)

Scheduled For

Enter the date and time at which this particular scheduled function is to be executed.
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7.7  Wizard Management

Each of the Series 5 system provides for the opportunity to define a number of Wizards. A

wizard is a program that automatically performs a series of steps. Each step is a menu item

that is associated to the application.
Basic properties and features of a Wizard:
% Wizards are user defined
+ Define up to 20 Wizards for each application
% Each Wizard can be created with up to 10 menu functions
% Wizards can be launched from the applications’ menu

 As Wizards are executed, each step is displayed on the screen and it can be
aborted at any time

= Accessing the P/I Wizard Functions

From the P/l menu, click on Wizards to display the drop-down menu. Select Wizard
Manager to maintain your Wizards, or if any are defined, click to launch.

Processing Tip

If in a given application there are a series of
menu items that are always performed, a
Wizard may be created that will automatically
launch each of these steps.
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laintenance  Purging User Functions  Control Options  Window

= = Fiev: 5 08
Mrect DFS Test G Interface n Invoice l v
| DFS Interfacing | [ %]

fce Procossing |
4 My Favorites |

07,2008  10:08 AM

arknd | 8Trans

= due for selection toda

7.7.1 Maintaining Your Wizards

& Wizard Manager Grid Screen

Maintenance of the Wizards is done with a Series 5 grid screen.

et vyt b il =R
New || Modity || pelete |
YRS "Fast Buttons"
ID |Title Bgmnd ? Last Invoked
o oo e o e i e e New |Add a new Wizard
Modify|Modify the Wizard
| highlighted in the grid
Delete |Delete the Wizard
highlighted in the grid
Items are listed in order by 1d Number_ Search: for:

= Building a New Wizard

Setting up a Wizard consists of two basic parts. First, enter it's properties, then secondly,
define each of the application's menu items that are to be executed by the wizard.
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. In the grid, click on the New button in the "Fast Button" frame.
. The Properties screen will be displayed.

. Enter a Wizard #, description, and any instructions to be displayed when it executes.

A W N BB

. Click the Next > button at the bottom of the screen to proceed to the next tabbed sub-
screen to define each step to be performed.

ol

. The Processing Steps grid screen will be displayed.

6. Click the New button to display a screen listing each of the possible menu items that
can be used by the Wizard.

7. Select the item from the list and click the OK button. Each item selected will be
displayed in the Processing Steps grid.

= Modify an existing Wizard

1. In the grid, navigate to the row displaying the wizard that is to be modified.

2. Double-click the row, .... or right-click the row to have a drop-down menu displayed,
then click Modify, .... or click on the Modify button in the "Fast Button" frame.

3. The Wizard Properties sub-screen is displayed with two tabbed sub-screens. Make
the necessary changes to either sub-screens, and click the Update button to proceed.

= Delete an existing Wizard

1. In the grid, navigate to the row displaying the wizard that is to be modified.

2. Double-click the row, .... or right-click the row to have a drop-down menu displayed,
then click Modify, .... or click on the Modify button in the "Fast Button" frame.

3. The Wizard Properties sub-screen is displayed with two tabbed sub-screens. Make
the necessary changes to either sub-screens, and click the Update button to proceed.

= Wizard Properties tab Screen

The Properties screen displays those fields used to identify it, and displayed when used.
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'®m GL Wizard Codes Maintenance EI@@

Wizad ID #: O - Modify the Properties of

Properties | Processing Steps |

Enter the properties associated to this Wizard, The Description identifies it in the drop down.
The Title, and any comments you enter will be displayed with the *izard does it's magic.

Wizard #: El Menu Bar Description: — (Daily AP Interface

Title: ILoad from AP with Trial Balance |

r Launch Time [nstructions:

|Verif}l the cutoff date when interfacing, and ensure no illegal Accounts or Dates

|The Trial Balance needs only to be output as an Archived Report |

[ This 'Wizard can do it's magic executing in the Background E xecution Processor Last Executed:
7707708 @ 11:58:27
by USER

Send an Email confirming thiz Wizard's successiul completion

Email &ddress: |

| Update | | cancel |

= Wizard Properties Screen Field Definitions

Wizard # 9(2)
This is a unique # used to identify the wizard.

Menu Bar Description X(25)

This is the description that will be displayed on the applications menu.

Title X(70)
This is a title that is displayed on the Wizard's execution screen.

Launch Instructions 4 lines of X(90)
These instructions are displayed on the Wizard's execution screen
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Background Execution

check-box

193

Set to determine whether or not the Wizard can be executed in the Series 5 Background
processor. (The feature associated to this field has not yet been implemented).

Confirmation Email

check-box and X(40)

Set to have an email sent when the wizard is finished processing. (The feature
associated to these fields has not yet been implemented).

= Wizard Processing Steps tab Screens

The Processing Steps screen is a grid that displays each of the the menu items that are

executed by the Wizard.

Wizard ID #: 01 - Modify the Properties of

l[ New ]l[ Madily ]l[ Remove ]l[ Move Up ]l[ Move Down ].
] =

Step|Title Menu ltem

Sub-Function

"Fast Buttons"

New

Add a new Process
Step

Modify

Modify the Process Step
highlighted in the grid

Remove

Delete the Process Step
highlighted in the grid

Move Up|Shift the highlighted

Process Step up 1 row in
the grid

Move
Down

Shift the highlighted
Process Step down 1
row in the grid

The following functions are provided for using the push-buttons:

Q New - To add a new step to the table
Q Modify - To change the currently selected grid item
Q Remove - To delete the currently selected grid item
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Q Move Up - To move the currently selected grid item up in the table

Q Move Down - To move the currently selected grid item down in the table

The following screen is provided for selection of each step. The items listed are those P/I
system menu items that have been configured to be executed using the Wizard.

Frocess Step B 1 for'wizard: Load from AP with Trial Balance

Menu ltem:  [Dperation General Journal Trx Entry

Operation Standard Journal Trx Entr

Interface from Sub-Systems

Operation G/L Company Conszolidation

Operation Year-To-Date Trx Export ®

Operation Rebuild Acct Period Summary
Operation Profit &k Loss Statement =

|3

Operation Balance Sheet

Operation Profit & &Loss Schedules

Operation Balance Sheet Schedules

Operation Source Allocation of Funds bl

Title:  |Interface from AP Sub-System |

ok | | cancel |

= Wizard Steps Screen Field Definitions

Menu Item list-box
The list is made up of those menu items that may be selected as a step by the Wizard.

Title X(40)

This is the title of the processing step. This field defaults to the name used in the
applications' menu. It may be changed.

= Grid Display Search Options

You may search for specific records displayed in the grid using a number of relevant fields.
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Click on the EJJ Search icon.

A search string may be entered for the following fields:

= Title
= Wizard ID #

7.7.2 Wizard Execution Screen

When a Wizard is launched from a given applications’' menu, the following screen is
displayed.
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‘M SHSI Series ¥ Professional Invoicing E]@@

File Trx Inguiry Operations Reports Codes Maintenance Purging  Wizards User Functions  Control Options  Window  Help

Uzerr USER Rev: 5.08
UCC Direct DFS Test Company |
July 07, 2008 01:11 PM }

take zure you have the interface files in the correct directory and that both 1P and
RECAP files are for the same set. Also, have the comect invoicing forms ready in the
dezignated printer when applicable

Good Luck on your journey.

Professional Invoicing

Processing Wizard # 1

General Interface WIP and Recap: Generate Invoices and Posting to AR

Load General WIP/Recap from Spsheet
Have the General WIP Posted

Ensure no other WIFP iz selected

Select WIP for Billing

Generate Invoices

Print and Post Final Invoices

e = L Bt S o e

Post the Invoices to Accounts Receivable

[ Launch this Wizard ] [ Cancel

Click on the Launch this Wizard push-button to have it started. As each step is executed it's
status is displayed in the table.
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Processing Wizard ## 1

take sure vou have the interface files in the comect directory and that bath WIF and
RECAP filez are for the zame set.  Also, have the comect invaicing forms ready in the
deszignated printer when applicable

Good Luck on pour journey.

General Interface WIP and Recap: Generate Invoices and Posting to A/R

1 Load General WIP/Recap from 5psheet Completed

2 Have the General WIP Posted Completed

3. Enzure no other WIFP iz selected Completed

4. Select WIP for Billing {——-NEXT Step
& Generate Invoices

g Print and Post Final Invoices

i Post the Invoices to Accounts Receivable

o

[ Proceed with the Next Step ] [ Cancel ]

As each step is finished, you must click on the Proceed with the Next Step button, or you
can abandon the Wizard by clicking on the Cancel push-button.

Monitor System Usage

TheSeries 5 keeps track of which users are currently logged into the system, and what menu
function they are executing.

This screen may be displayed by selecting Monitor System Usage from the drop-down menu
under any applications' menu bar that contains Help as a topic.

ds  User Functions  Control Options — Window

[Rev:508 |

"

-

ransaction Entry |

E y Favontes
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The following is an example of the Monitor display screen:

System Access Monitor

Theze are the users curmently accezzing the wustem az of 10:35:08 am

Cormpary GL Elapzed Aocers
FID Uzemame Syztem Syz Function Compary Started Time Code
101-0 |SHSI4.LARRY PCA, I8 It kenu 10:3342  7/04/08 0:01:26 ol
101-1 | SHSI4.LARRY PCA b Irrventony [bem b azter 10:3345 70408 023 1
281-0 |USER CC AR Monitar System sage 10:34:38 70408 0:00:30 1
251-1 |USER UCcC AR |Customers 10:33:0M 7/04/08 0:02:07 1
281-2 |\USER CC AR Cuztomer Dpen [tem Inguing 10:3306  7/04/08 0202 1
351-0 [SHSI4.LARRY UCcC GL |GL kMenu 40 10:34:21 7/04/08 0:00:47 0
351-1 [SHSI4.LARRY UCcC GL  |Trial Balance Repart 40 10:34:26  7/04/08 00042 1
351-2 [SHSI4.LARRY UCcC GL  |G/L Accaount Tre Inguing 40 10:34:3 7/04/08 0:00:37 1

R,

[ Refresh ] [ Exit

Processing Tip

Should you discover that there are items listed, but you know
that there are no users in the system, ask your Systems
Manager to purges these records. (There is a System
Maintenance function that will delete all the records used in
displaying the items on this screen).
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8 Your Business and Professional Invoicing

Enter topic text here.
8.1 Managing the Professional Invoicing
Enter topic text here.

8.1.1 HowDol...

Enter topic text here.
8.2  Getting Data into P/I

Enter topic text here.
821 Howdol..

Enter topic text here.
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Professional Invoicing Menu Functions

All functions for the P/l system can be accessed from the menu bar at the top of the menu
screen.

They are divided into types of functions. Each section following describes each set of
common types of functions.

The P/l Menu

The Professional Invoicing Menu screen provides your access to all functions offered in the P/
| system.

&+ Professional Invoicing Main Menu

e All functions associated to the Series 5 Professional
Invoicing system are available from this screen

e Each function can be found within the sub-menu
displayed under the menu-bar associated to the type
of the function

e A number of tab sub-screens are available from
S which associated functions may be selected

¢ If menu functions have been set up to be scheduled,
they may appear within tabbed sub-screens labeled
Scheduled for Today, Overdue Functions, or
Coming Due

e The My Favorites tab sub-screen will have any
menu-functions that have been so define by the User
Access Privileges function that may have been set up
by your Systems Manager or Gate Keeper

¢ You can select up to 9 menu item functions at a time,
each executing in their own window

e Access to specific menu items may be granted or
denied from the User Access privileges function.
(Those functions that you are denied access to
will be displayed in the drop-down menus as
dimmed items)
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= Menu Bar Headings

The menu bar is divided into major categories of functions. (Follow the link in each item below
for further information on each function).

File

Trx Inquiry
210
O%erations
262

Reports|a

Codes
Maintenance

532

Purging|esol

Wizards| sl

User
Functions

Control
Optionsfexl

Window] sa)

Help

For accessing the Archived Reports Manager, and the Batch Job
Processor utilities.

For those functions that provide inquiry to assorted historic transactions
and/or analysis.

For those menu items that provide basic operational functions.

For generating all the reports associated to the Professional Invoicing
system.

Those menu items for maintaining the assorted master codes used in
the Professional Invoicing system.

Those menu items for Purging outdated historical transaction records
used in the Professional Invoicing system.

For user defined Wizards.

For menu items to launch user defined programs or Windows utilities.
(Refer to the Systems Management Help for details on setting up)

For setting up control preferences and User Access rights to the
Professional Invoicing system.

For managing the multi-threaded windows that might have been
activated by the user.

Basic help, and a function to display those users currently in the Series
5 system.

P/l E-Billing Menu

A sub-set to the standard Professional Invoicing Menu is the P/I E-Billing Menu. This is a
specialized menu offering a subset of the functions found in the P/l Menu. The initial screen
displayed offers options to select which type of EDI, (Electronic Data Interchange), data types
are to be generated, and automatically launches the "E-Billing Wizard" function. Other
pertinent functions may be selected from the Menu Bar
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&+ P/l E-Billing Interface Menu

e L3
. e All functions associated to the Series 5 E-Billing
= system are available from this screen

EBLME W
IPCHAS

LEDES 1
HIEMER - Fi
SUNT:

s

displayed under the menu-bar associated to the type
—k. of the function

|
e Each function can be found within the sub-menu

\ ¢ The E-Biling Wizard may be launched directly after
: selecting the type of EDI file to be generated

¢ You can select up to 9 menu item functions at a time,
each executing in their own window

e Access to specific menu items may be granted or
denied from the User Access privileges function.
(Those functions that you are denied access to
will be displayed in the drop-down menus as
dimmed items)

File Management

The topics in this chapter describe functions and procedures that are a available under the

File drop down menu on the Professional Invoicing menu. These menu items are used to
perform assorted File Processing type functions. In particular, the function to access and
view Archived Reports is found here.

These functions are available from the P/l Menu Bar as shown:
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ra SHSI Senes V Professional Invoicing L =HAC) &I
TreInquiry Operations  Invoice Processing  Reports  Codes Maintenance  Purging  Wizards  User Functions
Reports Manager...
Batch Jobk Management... Few: 510
Archive Historic Data .Jlrect LI V2] LT pas 3
Clear ALL Credit Card Murnbers Is zmber 04, 2011 1258 PM @
Exit
| b Daily I 6 Monthly I ¥ Year-End 8 Transaction Entry I 9 Invoice Processing
1 Scheduled for Today | 2 Dverdue Functions I 3 Coming Due | 4 My Favontes
Faa . P PR o v S S et

—

9.3.1 Archive Historic Data

Depending on the volume of charges being processed, and the number of invoices that are
produced from the Professional Invoicing system, a number of the data files may grow to an
unruly size. To process very large files, the system requires a fair amount of overhead in the
number of disk reads made. This function attempts to address this problem by copying the
data records from those significant production files that tend to grow large, to Archived
equivalent files.

Records are moved based on a specified cut-off date that is used to select those invoices.
For each Invoice, the following related data records are moved to their respective "Archived"
equivalent files:

¢ |nvoice Header record

¢ |nvoice Line Item records

Work-in-Progress History records

Disbursement History records

Recap Detail records

Archived Invoice History Inquiry

Both the normal Invoice History, and the Archived Invoice History records may be inquired upon from
the Invoice History Inquiry function| 233\ (From that functions View drop down menu, you may choose
to view either the normal Invoice Historyrecords, or the Archived records).

Accessing the Archive Historic Data function

From the P/l Main menu, select Archive Historic Data from the File drop-down menu.
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™ 5HSI Series V Professional |
Trx Inquiry  Operations  Repork
Reports Manager, .,

Batch Job Management. ..

Archive Historic [ata
Clear ALL Credit Card Numbe

&+ Archive Historic Data - Options Screen

The following screen is presented to enter the cut-off date, and to display statistical
information:

™ Archive Historic Data Records |ZI|E”E|

Archive Data Records from significant P#l Data files ..

Archive Dptions and Progress

Archived data records will be copied to their respactive files' Archive files. All lnvoiced iters are archived
according to the associated Invoice Dates. Mondnvoice Invoiced items are archived according to their Document D ates. _‘?

() &rchive items older thar: l:l :: b anths (&) keep alliterns dated since:  [1/01707 |

Mext Scheduled D ate bo execute this rchive function: 620110 |5

To proceed with thiz Archive function, type the word PROCEED in the entiy

field provided and click on the [Start the Archive Process] button below. I:l
Data Records Done Archived From/T o Filenames # Records Archived | # Records Remaining
Irvoice History PINVHIST xxx => PINYHIST_ARCH xxx | |]| | [||
PINVITEM.xxx => PINVITEM_ARCH.xxx | 0| | 0|
Work-In-Progress WIPRECRD . xxx => WIPRECRD_ARCH.xxx | |]| | I]|
Recap Detail RECAPDET.xxx => RECAPDET_ARCH.xxx | |]| | I]|
Disbursements DISBRMMT.xxx => DISBRMNT_ARCH.xxx | |]| | I]|

Start the Archive Process IJ§

L
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= Archive Historic Data Screen - Field Definitions

Clear Cutoff Date radio-buttons and (mmddyy)

You may choose to specify the cutoff date in two modes. Either by choosing to have
items older that a specified number of months archived; or to keep all items since a
specified date. (Is the glass half empty or half full ?'). Click your preference.

Next Scheduled Date (mmddyy)

This field is for information purposes only. Itis reserved for use in a future enhancement.

PROCEED X(7)
Enter the word PROCEED to continue with this function.

9.3.2 Clear All Credit Card Numbers

This Professional Invoicing function is used to clear those data fields from assorted data files
that would be considered sensitive. In particular, Credit Card Numbers that have been
recorded for all prepaid invoices entered into the P/l system will be cleared.

Also, as an option, the P/l Credit Card to Bill-Code mapping file records card number fields
are also cleared. This is provided so that if this file is copied into a test environment, real card
numbers would not be available.

Some points to note when having Credit Card Numbers cleared:

e When a Credit Card field is cleared, it is assigned the number 1111-1111-1111-
1111.

¢ The Credit Card Expiry date is set to 12/06

¢ The function to clear the Credit Card Numbers for historic and archived invoice files,
should be executed at least every 6 months setting the cut-off date so that only the
last 6 months of card #s are available. (Note that in the P/I Invoice Inquiry functions,
only the last 4 digits of the card number are displayed. Also, when credit card
numbers are stored, they are encrypted).
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Caution

The Bill-Code Credit Card Mapping file, and the Invoices file should ONLY have their credit cards
cleared if these files have been copied to a test environment. These files, and the credit card
numbers contained within, are critical in the production of invoices that have been pre-paid.

Accessing the Clear Credit Card Numbers function

From the P/l Main menu, select Clear All Credit Card Numbers from the File drop-
down menu.

" SHSI Series ¥ Professional |

Trx Inquiry  Operations  Reporb

Repaorts Manager...
Batch Job Management. ..

Archive Hiskoric Daka

5 Daily 6 Monthl

atischelilgil b

The following verification to proceed screen will be displayed. Type the word PROCEED
in the field provided.

W Clear A/R Credit Card Numbers |:||E|E|
Clear A/R Credit Card Humbers _L?

munm WARNING ALERT It i

Azzorted data files within the AR sustem containg sensitive fields of infarmation.

In particular, thiz includes custorer credit card numbers. In an effort to provide a secure
enviranment and presvent this data fram falling inta the wrang hands, this function iz provided.
Thiz routine will read through all related data files and azsign all 1's ta the credit card numbers.

To proceed with this clear function, type the word PROCEED in the held PROCEED
provided and chick on the [Clear ...] button below.

If you do not wizh to execute this fnction, click on the [Cancel] button.

Clear A/R Credit Cards Ri’l
®
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&+ Clear Credit Card Numbers - Options Screen

The following screen is presented to enter the cut-off date, and to indicate which files are to
be processed:

W Clear AR Credit Card Mumbers |:||E|r5__<|

Clear A/R Credit Card HNumbers _LE

Where applicable, Clear Transactions dated up to and including: 601409 (o

Select the Data Files for Cleanng;
Sales Archive Tranzactions SLSTRXFL.xxzx

Proceed With the Rebuild L\\L Cancel

L]

= Clear Credit Card Number Screen - Field Definitions

Clear Cutoff Date (mmddyy)

For the Invoice History records, specify the cutoff date. All invoices that were prepaid with
a credit card, dated on or before the date entered, will have their credit card number fields
cleared. (The cutoff date does not apply to the Bill Code Credit Card Mappings file).

Select Files for Clearing: check-boxes

Set the check box for each of the files that are to be processed to have their credit card
numbers cleared. By default, only the historic Invoice files are pre-checked. (You would
not normally want to clear the active Invoices file, or to the Bill-Code Mapping file because
for production purposes, their credit card fields are required for invoicing).

File |Fields Cleared
Bill Code Credit Card e Credit Card numbers are setto 1111-1111-1111-
Mappings 1111

¢ Expiry dates are set to 12/06
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9.4

e Card holder name and address are set to

Joe Smith
1234 Main Street
Happyville, QQ, 123456

Invoices e Credit Card numbers are setto 1111-1111-1111-
1111
e Expiry dates are set to 12/06

Historic Invoices e Credit Card numbers are setto 1111-1111-1111-
1111
e Expiry dates are set to 12/06

Archived Historic Invoices e Credit Card numbers are setto 1111-1111-1111-
1111
e Expiry dates are set to 12/06

Inquiry Functions

The topics in this chapter describe functions and procedures that are a available under the

Trx Inquiry Options drop down menu on the Professional Invoicing menu. These
menu items are used to perform assorted screen inquiry functions. In particular, the function
to query the Work-In-Progress ltems and Invoice History records for your Projects are found
here.

These functions are available from the P/l Menu Bar as shown:
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94.1

a SHSI Senies V Professional Invoicing l = -s-avhl

File | ToeInquiry | Operations Invoice Processing Reports  Codes Maintenance  Purging  Wizards  User Functions
Cont

Project Dashboard Inquiry...

User; Work In Progress Inquiry... Heis i

Disbursement Inquiry... t DFS Test Company | i
% 2014 0549 P

Invoice History Inquiry...

Rates Query...

d | 8 Transaction Entiy | 3 Invoice Processing |
ue Functions | 3 Coming Due | 4 My Favorites |

WIP Period Analysis...

WIP Revenue Accounts Inquiry

- lar basiz:
Employee CrossUtilize Analyze Sl

—

o M- _ i
S T T T T R g g g . S AN ‘J'“‘--h!'_-‘ — i "\J
e

Project Dashboard Inquiry

The Pl system records all WIP activity and generates Invoices for each project defined in the
system. As well, Employees may be assigned to a Project; there may be Budgets set up;
and there certainly is history to be kept.

The Project Dashboard Inquiry function provides the means to displaying most, if not all,
information about each Project in one place. A Windows tree structure is employed where
Projects my be presented either by Code or Description; or they may be shown grouped as
offspring nodes to Customer, Project Leader, Project Partner, Location, or Invoice Layout
parent nodes. When a given Project in the left hand pane tree is selected, all relevant data is
displayed in the right pane of the screen.

For each project, different types of data are displayed presented in separate tabbed sub-
screens. These include the following:

¢ Properties — a summary of significant properties associated to the Project

¢ Assigned Employees — displays a list of Employees that have been assigned to the
Project

Budgets — if used, lists each Budget period, and amounts

Employee Totals — sub-totals of WIP activity, costs, and profit by Employee

Task Totals — sub-totals of WIP activity, costs, and profit by Task

Disbursement Totals — sub-totals of WIP activity, costs, and profit by Disbursement

Sub-Contractors — sub-totals of Disbursements recorded to Sub-Contractors

Purchases — sub-totals of Disbursements recorded as Purchases

Inventory Issued — sub-totals of Disbursements recorded as items pulled from Inventory

¢ Invoice History — a list of Invoices and their totals
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The Project Dashboard is launched from the P/l Menu's Trx Inquiry drop-down menu by
selecting either the Project Dashboard Inquiry.

L] SHSI Series V Professional Invuicing!

File [-Tmlnq:ﬂly] Operations  Invoice Processing R

Cont Project Dashboard Inquiry...

User Work In Progress Inquiry...

Disbursement Inguiry... 19
% £

Invoice History Inquiry...
Rates Query...

sl

WIP Feri?d ﬁ.n.a‘l].,..l'si5-‘.:,‘L

&+ Project Dashboard Inquiry Tree
e . - W )

File Help

P/l Project(s) Dashboard Wiew the status of, and/or the pragress of pour P/| Projects & "
s e A T = 2

I ek s o ke _

W[ E*| 5 View: [Pmiect: for each Partner ']
Find Project Proiect Paitner. 400000 UCE DIRECT SERVICES
J Depatment _ ACCUSEARCH OF TEXAS  Job Class
& Partners-In-Charge - Location: UCC DIRECT - HOUSTON
i 7 <<< Mone Assigned >> [
000 - 000-HOUSE ACCOUNT A M
&£ 001 -001-TSH Figet: = HON-A/R |
% 3'1]2 :glll::;?l:’:i:DUNTS Cusomer. = * CUSTOMER RECORD NOT OM FILE =
| % 10000 - EMPLOYEE NOT ON FILE ) —
£} 100000 - UCE DIRECT SERVICES-CCR Display Totals and Activity for the Period:
102Z2ZR - MISCELLANEDUS-REMOTE From: (1201114 Up ToandIncluding:  [10/18/14

200000 - DOCUMENT RESOURCES
7 20WJP - EMPLOYEE NOT ON FILE
m 260000 - AmeriSearch Disbursement T otals I Sub-C, | Puich I 1y |ssued I Invoice History
¢ 40000 - EMPLOYEE NOT ON FILE Properties ‘ Assigned Employees | Budgets | Employee Totals | Task Totals
%7 400000 - UCC DIRECT SERVICES
:
10002 - MIDATLANTIC FINANCIAL
10003 -BB LT
{ 10004 -BB&T
10005 - DE LAGE LANDEN
10006 - BLUE RIDGE BANK
- 10007 - DE LAGE LANDEN [VTR WEST)
{@ 10008 - DIRECT FOINTE FINANCIAL SERVICES
{} 10009 - VERONA LAW GROUFP, PA
{ 10010 - SQUADRON ELLENOFF PLESENT & SHEIFE
10011 - BANK OF AMERICA MM OPS FARMINGTON
10012 - LYLE MACHINERY
- 10013 - NORTH POINTE INSURANCE CD
{@ 10014 - PRESIDIO TECHNOLOGY CAPITAL, LLC
@ 10016 -BB&T
{ 10018 - MARCUS & MILLICHAP Ib
- 10019 - WESTHINSTER UNION BANK
10020 - MORGAN, MELHUISH, MONAGHAN, ETAL
- 10023 - HARBDUR TITLE SERVICES
{@ 10024 - U.5. DEPARTMENT OF JUSTICE
) 10025 - ISRAEL DISCOUNT BANK OF NEW YORK
{ 10026 - AMERICAN EXPRESS BUSINESS FINANCE
--{f 10028 - PRO TITLE INSURANCE S

22 Partners-In-Charge listed

Characteristics of the Tree screen to note:
» Project nodes in the tree are shown with a green circle -- @

© 2007 - 2014 by Sentinel Hill Software, all rights reserved



Professional Invoicing Menu Functions 213

« Click on the next to a group icon to expand the tree to display the associated
Projects.

» The top right pane of the screen is used to display properties of the code under which
Projects are grouped.

» The bottom right pane holds the tabbed sub-screens of information, associated to each
project, that is available for display

* When the tree has been expanded, click on the
or next top-level group code.

icons to position to the prior,

» Expand or collapse the sub-trees of all Projects by clicking the ﬂ@ icons.

» You may increase or decrease the size of the tree screen window by clicking on the
bottom of the window, and dragging it up or down

Some of the special features of this "Inquiry"” tree are as follows:

» Select how Projects are
presented in the tree from the
"View" drop-down list. Projects
may be listed as the primary
nodes, either by Project Code or | Froiect:

Wigw: IAII Projects by Description ']

All Projects by Code
All Projects by Description

Description or, they may be — mects m eac usumel
rojects for eac eader -
shown as the secondary nodes Projects for each Partner
of the tree, grouped by Projects for each Location
Customers Project Leaders AND HAJ Projects for each Invoice Layout

' _ NTERNATIONAL SERVICE
Project Partners, Locations or by| == s

Invoice Layouts.

> Should you wish to display the _ _
information associated to a hifed BieieEt S 3459 - i
specific Project, enter the
Project code in the "Find Project”
field, (or invoke the Lookup
function and select the Project).
The system will search tree, and
refresh it with the Project node
shown at the bottom of the tree
panel.

> On the right pane of the window,
you may set a date range to be
used as filters that are applied
when having the Invoice History,
Employee Totals and Task

Display Totals and Activity for the Period:
From: 1201403 Up To and Including:. 10418414 l_n|
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Totals tabbed sub-screens
displayed.

= Project Tab Sub-Screens

Following are examples of each of the Project tabbed sub-screens that may be displayed:

Disbursement Totals | Sub-C | Puichases | Inventory Issued | Invaice History.
Properties | Assigned Employees |  Budgets |  Emplovee Totals | Task Totals

Same af the prapetties sssasiated to ths Praject

Project Status: - Active Recording:  Chargeable WIP Activity
Contact  ALTHEA DAIGRE Phone:  817-884-4652

PaitnerIn-Charge: 400000 UCC DIRECT SERVICES
Project Leader: 555 555-DEAD ACCOUNTS

Project Location: 40 UCC DIRECT - HOUSTON

Ivaices are genersted sing Inv Lapaut § - 006 { Bank1 -EDI Invoices — Type J )
and output 3o an EDIZXML data file using Control Specs BANK1

The Last Invoice lssued. #  00BG4375  on 12/03/07  wasfor § 30.00

[

i Totals | Sub-G | | Inventory Issued | Inveice History
perties Assigned Employees | Budgets |  Employee Totals | Task Totals

The folloving Emplayees are assigned to this Project

2 Employees are assigned to this Froject

100CCR | CTY COURT RECORDS-REMOTE nfa Ay of the 25 assioned Tasks
102RPR |REAL PROPERTY-REMOTE nfa Ay of the 08 assigned Tasks

[

nt Tatals | Sub-C L

| Inventory Issued | Invoice History.
Properties |  Assigned Employees | Budgets | Employee Totals | Task Totals

Budgets created for this Project

Budgeted
! Ik 170000
TATATT2XA AT AP $Cast g
Totals > § Invoiced o o o 0oz
3 Costs: ) o El 00z
WIP Units 9,000 0 9,000 | 100.0%
i nt Totals | Sub-Ci | | Inventory Issued | Invoice History
Pioperties |  Assigned Employees |  Budgets | Employee Totals Task Totals

Total WIP for each Emplopee recorded to this Froject

4§ Profit

-CORPORATE-REMOTE
-REAL PROPERTY-REMOTE|
-UCC-REMOTE

-CORPORATE-REMOTE
-REAL PROPERTY-LOCAL
-REAL PROPERTY-REMOTE,
- TEX LIENS & JUDGE-REMO
-UCC-REMOTE
-CORPORATE-REMOTE
-REAL PROPERTY-REMOTE,
-UCC-REMOTE
-UCC-REMOTE

BOOFIR - FILING-GLENDALE

Totals for 13 Employess > 21 30‘ W,SESl ZU,EIU?l 20,907 | I:s

=
&2
)
o
=
=
B

Properties | Assigned Employees |  Budgets |  Employes Totals |  Task Totals

Disbursement Totals | Sub-Contractors | Purchases | Inventory Issued | Invoice History

Totaksfor  each type of Disbursement recorded ta this Project

Hltems $ Billable

34765 - HARRIS MOWVING AND STORAG 1 27188 2188 o 0%

Totalsfor 1 Dishursements > 2188 | 2188
2168 | o

=
B3

Assigned Budgels |  Employee Totals |  Task Totals

p | 1
Disbursement Totals | Sub-Contiactors | Purchases | Inventory Issued | Invoice Histary |

Totals for each Sub-Cortractor utilized for this Project

Totals for D Sub-Contractors > 0 ‘ u‘ u‘ n|

o] 0] o] 0%
Properties | Assigned | Budgets |  Employee Totals |  Task Totals
i Totals | Sub-Contractors | Purchases | Inventory Issued |  Invoice History

Totaks for  goods Purchased from Suppliers used for this Praject

$Cost  §Billable Markup %1

Totalsfor 1 Vendars > 288 | 288 |
2188 | 0]

=
2

Properties | Assigned Employees |  Budgets |  Emplopee Totals | Task Totals
i Totals | SubC | inventory Issued | invoice

Totals for  items pulled from Invertory used for this Project

Totals for 0 Inventoy Items —> o] o]
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nt Tatals | Sub-C | Purchases | Inventory Issued | Invoice History Properties |  Assigned Employees |  Budgets |  Employee Totals |  Task Totals
Piopeties |  Assigned Employees | Budgets |  Employee Totals Task Totals i Totals | SubContractors | Purchases | Inventory Issued | Invaice History
Total WIP for each Task recordzd to this Projsct Invoice Issusd for this Projsct
_ _ Doc #t DocDale  DueDate Paid/Ovdue
9 $Cost  $Proft ROl
00011705 | | | 9/01/03 | 10/01/03 | 35 days 11550 0.00 000 11650~

CHALOO100F, - Name Search 0 00011707 | 1| 9/01/03 | 10/01/02 | 35 days 200 0.00 0.00 200
CHAZDOT00A - Name Seaich 0 00011708 | || 9/01/03 | 10/01/02 | 35 days 5400 0.00 0.00 54.00
CHAZOOI0BR - State or County Fee 0 o011708 | || 9/01/03 | 10/01/03 | 35 days EE50 0.00 0.00 BE.50
CHAZOOB29R - Cent Copy of Art of 0 00071710 | 1| 9/01/03 | 10/01/03 | 35 days 8250 0.00 0.00 8250
CHDEDD 0R - Name Search [Detail 0 00071717 | 1| 9/01/03 | 10/01/03 | 35 days 2325 0.00 0.00 2325
CHDEOOI34R - Cert Copy of Cert 0 0 00071712 | 1| 9/01/03 | 10/01/03 | 35 days 1800 0.00 0.00 1200
CHILOOT00R - Mame Search 0 00071713 | || 9/01/03 | 10/01/03 | 35 days a0 0.00 0.00 200
CHILOO308R - State of County Fee 0 00071714 | 1| 9/01/03 | 10/01/03 | 35 daps 7025 0.00 0.00 70.25

0 00011715 | 1 | 9/01/03 | 10/01/03 | 35 daye 900 0.00 000 9,00

m 00011716 | 1 | 9/01/03 | 10/01/03 | 35 days 81,25 0.00 000 84.25

0 00011717 | 1 | 9/01/03 | 10/01/03 | 35dape 10E.00 0.00 000 10600

0 00011718 | 1 | 9/01/03 | 10/01/03 | 35 days 900 0.00 000 9,00

0 00011718 | 1 | 9/01/03 | 10/01/03 | 35 days 135.00 0.00 0.00 13500~
CHKYOOB77R - Cett Copy of 44t of ol . Totale for 264 Inveices - 4016390 | oon|  omo] 4016390
Toals for 184 Tasks > 2730 17595 0,907 07 0 Credits > 000 | ooo|  ooof 000

o 2] 0 0% Curent § 000 |> a0 g 000 |>60 % 00 > 90§ 000 [>120% 1878275

9.4.2 ProjectInquiry

Once Project WIP and Disbursement charges are entered into the system, they are kept in
the system, and available for a variety of different functions. These would include being
invoiced, used for analysis, printed to a report, written-off, archived or even adjusted. This
Inquiry function provides access to all Work-in-Progress and Disbursement items that have
been recorded against a given project, both chargeable and non-chargeable items,
(chargeable being those that are invoiced).

The Project Inquiry function provides a means of displaying either WIP or Disbursements that
have been recorded to a given Project. In either case, a number of different filters may be set
to limit the items displayed. The operator can easily select and display the detail for any
particular item, and perform a number of different functions on them. These include the
following functions:

¢ Inquiry — All the details associated to the item, may be viewed

e Amending — any given WIP item that has not already been invoiced, may have any of it's
properties amended

¢ Apply Credit — any given invoiced WIP item may be marked as being associated to a
Credit that might have been issued

Some of the features of the Inquiry function are as follows:

¢ In the grid display, WIP or Disbursement items for a selected Project may be listed
sorted by Date, Status or Invoice Number.

¢ In the grid display, WIP items may be listed for a selected Project, or regardless of
Project, by Employee or by Task.

¢ Afunction is provided that will generate a brief report listing all the WIP items for the
selected Project.

¢ Afunction is provided that will generate a WIP ltems report, which is basically the
WIP Detail Report] 7.
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The Project Inquiry function is launched from the P/l Menu's Trx Inquiry drop-down menu by
selecting either the Work In Progress Inquiry or Disbursement Inquiry.

5HSI Series V' Professional Invoicing

: | TreInguiry | Operations Reports  Codes

E Work In Progress Inquiry... }_
Disbursement Inquiry... %* |
= Invoice History Inquiry... F
g :
laster Projects Inquin l‘z
—_— —_—

9.4.2.1 Work-in-Progress (WIP) Inquiry

The WIP Inquiry function provides the means of displaying the Work-in-Progress items that
have been entered for a given Project, by a given Employee, or that have been recorded with
a given Task. For any WIP item displayed, you may "drill-down" to display the detail
information associated to that item. WIP items are displayed to the screen managed using a
Series 5 grid processing screen. You can easily navigate through the items on file using the
grid buttons, or enter the respective key for the desired transaction. WIP items may be
displayed to the grid sorted using a variety of different criteria.

From the "Fast Buttons" frame, push buttons are provided that can be used to compute and
display Print items associated to the selected Project, generate the WIP Detail Report or Set
Display Filters.
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= Project WIP Inquiry Grid

a P/1 Project Inquiry

E] | S|

—

File Operations Edit View Help
proieet - Wi dnawty ety ocarputed. Craie may 2 e oo s e IP o Diesseerts e | 2 2
H __Print Grid Items Print WIP Items Report I Set Filters _
Fraject: mﬂﬂﬂ BANK OF AMERICA CREB-COMMERCIAL e W MJJ Befesh
Custorner Code: 018393
Go Tothe Tras with Date: E
Work-In-Progress ]Qishulsemenls |
Date (Employee| Task # Unitz | Unit Rate | $ Amount |Customer In¥ # (Inv¥ Date (C-T-5 |Desciiption
2/28/09 [400UCR |UCZZ113R 1.00 20.00 20.00 (018393 055366 | 10430409 (CA4 [CTT 1111368 AND COOK COUNTY
2/28/09 [400UCR |UCZZ113R 1.00 20.00 20,00 (018393 055230 | 3/24/09 [CA-  |MIRP/DEBALIVIERE Il PHASE TwO
2/28/09 [400UCR |UCZZ113R 1.00 20.00 20.00 (018393 055366 | 10430409 [C4- |THE RESURRECTION PROJECT
2/28/09 |GOOFIR 1000 1.00 160.00 160.00 (018393 C-&-) |COOPER ROAD & BASELIMNE, LL.C. 1
2/28/09 |GOOFIR  |FIAZDOSR 1.00 12.00 12.00 (018393 C-4-U |COOPER ROAD & BASELINE, LL.C
2/28/09 |GOOFIR |FIAZGOGR 1.00 10.00 10.00 (018393 055227 | 3/24/09 (CA4  |RED DEVELOPMENT OF OCOTILLO LLC B
2/28/09 |GOOFIR  |FIAZBA7R 1.00 15.00 16.00 (018393 C-5-U |COOPER ROAD & BASELINE. LL.C.
2/28/09 |GDOFIR |FIAZBA7R 1.00 10.00 10.00 (018393 C-&-) |COOPER ROAD & BASELIME, LL.C. —
2/28/09 |6OOFIR  |FIAZG49R 1.00 10.00 10.00 (018333 055227 | 3/24/09 |CA+  |RED DEVELOPMENT OF OCOTILLO LLC
2/28/09 |GOOFIR |FIDEGO3R 1.00 15.00 16.00 (018393 055223 | 3/24/09 [CA+  [BALHOUSING INVESTMEMTS, LLC T
2/28/09 |GOOFIR  |FIDEGO3R 1.00 15.00 16.00 (018393 055229 | 3/24/09 [C4+ |CENTERLINE CORPORATE PARTHERS sy
2/28/09 |GOOFIR |FIDEGO3R 1.00 15.00 16.00 (018393 055229 | 3/24/09 [CA+  |CENTERLIME CORPORATE PARTMERS =] _|
2/28/09 |GOOFIR  |FIDEGO3R 1.00 15.00 15.00 (018393 055229 | 3/24/09 |C4+  |CENTERLIME CREDIT EMHANCED PARTNER
2/28/09 |GOOFIR |FIDEGO3R 1.00 15.00 16.00 (018393 055229 | 3/24/09 [CA  |CHARTERMAC CORPORATE PARTMERS
2/28/09 |GOOFIR |FIDEGO3R 1.00 15.00 16.00 (018393 055229 | 3/24/09 |C4-  |RELATED CORPORATE PARTMERS =4Il LA
| 2/28/09 |GOOFIR |FIDEG7SR 1.00 10.00 10,00 (018393 055229 | 3/24/09 [C4-  |BALHOUSING IMVESTMEMTS, LLC
Fl m 3
I Project Totals 172 Chargeable: § 1.998.00) 5  ToBeBiled $ 1.447.00
for 173 Items. 0 MonCharg'ble: § 0.00) 168 Invoiced: § 551.00] I}x
| For Project. items are listed ascending by Date. Search: for:

"Fast Buttons"

Print Grid Items

To have all WIP items for the selected
Project output to a report.

Print WIP Iltems Report

To have the WIP Detail Reportl .7 generated
listing selected WIP for selected Projects.

Set Filters

To have a number of different filters set to
limit the WIP items that are displayed to the
grid.

When selected, the operator is presented
with the standard WIP Select Filters[ ..
screen, the Project Select Filters| 1«2l screen
and the Customer Select Filters| il screen.
These allow you to specify selected or
ranges of WIP ltems, Projects, Project
Locations, Project Departments,
Customers, Customer Types, Sales
Representatives, and/or only those

© 2007 - 2014 by Sentinel Hill Software, all rights reserved



218

Series 5 Professional Invoicing - User Help

customers and/or projects satisfying a
variety of filter criteria.

Some of the special features of this "Inquiry" grid are as follows:

> WIP ltems may be listed either
for a selected Project,

Employee or Task by a number

of different criteria.

> If listing for a particular Project,

Task or Employee, they may be

chosen either by entering their
assigned code, choosing it
using the Lookup binoculars
icon, or by having the next or
previous code displayed that
has items on file. (Click the
binocular icon with the up/down
arrow to display WIP items that
exist for the prior/next

occurrence of that code on file).

List by: | Proiect Cade / Date j

Praoject Code # Date
Go To bl Project / Statuz/nvGup o
Project Code # |nvoice #

Ermployee Code / Date
Inv it Task Code / F'ru:u|eu:t.-"Date

" e O

M553FF Immmq lrasg IPTT 1111368

Project, 18393 | i BANK DF AMERICA CREB-COMMERCIAL

Customner Code: 018393 %

» Depending on the List By
selection, a field will be

presented, in which the operator

may enter a value for the

applicable key of the items of
interest to be displayed. The
system will attempt to read to
the closest order for the data

entered and display it in the grid.

Go Tathe Trez with Date: (272609 o | [&

for

> For the selected Project, Task or Employee, totals are displayed below the grid

display.

Project Totals 173 Chargeable: § 589.50 5 ToBeBiled: % 38.50
173 Items. 0 MonChargble: § 0.00 % 168 Invoiced: & 551.00

» Once a Project is selected, you

may switch to display either
WIP items or Disbursement
items by clicking on the

Work-In-Progress | Disbursements | %

I -~ . [— ] [ ]
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applicable tab.

> Within the grid, right-click arow O L | Ll | | £l
to have a pop-up menu I6R Show WIP Detail .00
displayed offering available 7R AdjustthsWPkem % .08
functions that may be = | T 0T T0.08

performed on the associated
WIP item.

» The column with the heading C-T-S displays a number of different codes.

0 The 1st letter indicates whether the WIP item is Chargeable or Non-Chargeable
0 The 2nd letter indicates Type of WIP item.

0 The 3rd letter indicates the Status of the WIP item.

For a description of what each letter represents, refer to the chapter titled P/l Status
and Type Codes/e1l found in the Setup and Implementation section.

= Show WIP Detail Screen

When a given row in the grid is double-clicked, the detail information for the WIP item is
displayed in the following screen:
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Show this WIP's Detail Information

work-ln-Progress item. m m
Type:  [Alctive WIP Project: 3458  JPMORGAN CHASE - FORT WORTH
Statuz:  [UInselected Customer: 003459 JPMORGAN CHASE - FORT WORTH - A DIVISION OF SENTINEL HILL
SOFTWARE INCORPORATED IN THE BEAUTIFUL CITY OF WEST
TreDate: 7431703 VANCOUVYER THE SUNSHINE CAPITAL OF CANADA
Lar Date: 7430703 Member (0% ID#] Code:  ABCDEFG88971UYZ FORT WORTH. TX
Chargeable
Task: CHEY1DOR HMame Search Tax Group A Service
EA I Section: Leader 300
Employee: 400CHR CORFPORATE-REMOTE PERSONS Department: 40 Inv Group: CH100R Partner: 300
Original: To lnvoice / Invoiced:
Batch: ulogo4 TSheet #: 044213 Invoice #: I D ate:
# Units: 1.00 Extended: % 9.00 # Units: Extended: $ Allocated Taxl: $
Rate: $ 900 Overhead $ Rate: $ Overhead: $ Allocated Tax2: §
Description: M & B . Fecapld#: (0227319%| 3rd Party Bill Code: l:l
Reference 1: 280881 Type "C"' Invoice Layout Grouping:

2 - Consolidation Group 2
Reference 2:

Task Desc. Overide:
WP Revenue Account:

0043 - 0210 -- D40
CORPORATE SEARCH FEE-REMOTE

o] [y

The Next or Previous WIP item on file may be displayed by clicking the Page Forward/

Backward icons, @ @ or striking the Page Down or Page Up keys,

9.4.2.2 WIP Adjustments

Some times you just don'’t get it right the first time. You're in a hurry and you record the wrong
Task Code or the wrong Project for work that has been performed and your secretary bangs
in the times charges before you know it. For just these particular instances, the WIP
Adjustment function comes to your rescue.

You can select a WIP item and change the Project Code, the Employee Code, the Task Code
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and even the # of Units and the Rate. For any change made, the system will automatically
make any correcting adjustments for G/L revenue distributions that should be generated. If
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any of the Project, or Employee or Task codes are changed, the system automatically looks
up and reassigns the Charge Rate and the Revenue Account for the WIP item.

Only items that have not yet been invoiced are eligible to be adjusted. WIP items created

from the Generalized WIP Entry application are not adjusted.

To adjust a particular WIP item displayed within the grid, right-click it's associated row. From

the displayed pop-up menu, click offering available functions that may be performed on the
associated WIP item.

&+ Project WIP Adjustment Screen

The following screen is displayed:

WIP Item Adjustment

Make changes to this 'WIP item as required. Any correcting Revenue and/or Cost distributions will automatically be generated

if needed. Should the Project, Emplovee ar Task codes be changed. new Rates and Revenue Accounts will be assigned. _"g?
Project: (017932 g4 | LASALLE BUSINESS CREDIT ABL LAKE Biling Status:  Active
Customer: 017932 LASALLE BUSINESS CREDIT ABL LAKE DSWEGD LAKE OSWEGO. OR
Employee:  41ALM i | EMPLOYEE NOT ON FILE Tepe:  [Alctive WIP
Statuz. [U]nselected
Task: AT08A i | Signed-Blanket Reinstatement Chargeable Service
Tax Status:  Tax Group Q
T Date: |[772FH1 T # of Units: 5.00 Extended: 20.00
@ Chargeable
Ledger Date:  [7/24411 R ate: 4.00 Overhead: § Maon-Chargeable
Description:  [DOCUMENT PREFARATION PromosDisc Savings: $ 2.50
Reference 1: 90188111 - CALIFORNIA Type "C" Invaice Layout Grouping:
Reference 2. [BLACKSTOME PROJECT AMALYSIS Hokapplicable
Task Desc. Overide: | 2MD GENERATION DOCUMENT PRODUCTION
WP Revenue Account:
4| 0041 - GODZ -- 060
DFS REVENUE L}
oK | | Cancel |
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= WIP Adjustments Edit Screen - Field Definitions

Project X(6)

Enter the Project Code for which the WIP item is to be associated with. The Customer
will be automatically assigned, and it's information displayed.

Employee X(6)

Enter the Employee Code for which the WIP item is to be associated with.

Task X(8)

Enter the Task Code which would be used to describe the activity associated to the
activity performed by the employee.

Transaction Date (mmddyy)

This is the actual date which the activity associated to the WIP item was performed on.

Ledger Date (mmddyy)

For WIP activity entered that will generate either Revenue or Costing G/L distributions,
they will be recorded in the General Ledger system with the Ledger Date that is entered.
(This date is used to determine which G/L Fiscal Period the Revenue or Cost will
be recorded to).

# of Units 99,999.99-

Enter the number of hours, or times that the selected Task was performed.

Negative # of Units for Recording Credit Amounts

If you need to reverse a previous charge, or record a creditamount that is to be shown on this
Project's invoice, enter a negative number of units. (WIP Rates must always be positive).

Rate $ 999,999.99

This is the Unit Rate used to compute the extended charge associated to the WIP item.
This is normally always computed by the system, however it may be overridden.
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System Assigned Unit Rates

The Professional Invoicing system, based on the Project, Task and Employee will always want to
automatically determine the Unit Rate based on established rates and rules that have been set up.
You normally should never have to enter the Charge Rate, the Cost Rate, or the Revenue Account.

If the system computed rate would change as a result of a different Project, Employee or Task being
entered, then you will be prompted as to whether or not it should be assigned.

The unitrate may be set manually if so required.

Extended Amount $ 9,999,999.99-

This is the Extended dollar amount associated to the WIP item. For Chargeable WIP
items, this is the amount that will be invoiced to the customer. This amount is always
computed from the # of Units and the Unit Rate. If this amount is overridden, then the Unit
Rate is adjusted accordingly.

The system has the option of automatically generating an Overhead Amount. If this is the
case, and then if the Extended Amount is revised, then the system will compute a new
Overhead Amount.

Overhead Amount $ 999,999.99-

The system has the option of automatically generating an Overhead Amount. If this is the
case, then when a new Extended Amount is computed, an Overhead Amount is also
computed. (Overhead amounts are computed only if the option is defined for the
Project, and the Project is a "Chargeable" Project).

Chargeable / Non-Chargeable Item  [radio-buttons

WIP items are recorded as Chargeable or Non-Chargeable. Chargeable items are
invoiced to the Projects' customers. WIP items will be automatically recorded either way
based on whether the Project is defined as a Chargeable or Non-Chargeable one; and
whether the Task is defined as a Chargeable or Non-Chargeable one.

Description X(50)

This field is used to record a brief description of the activity performed. For Projects
using specific Invoice Layouts, this field may be used to sort items printed on invoices.

Reference 1 and 2 X(40)

These fields are used to record codes relating to sub-contracts, job numbers, billing
codes, contact names, etc., or to record more verbiage describing the WIP activity. For
Projects using specific Invoice Layouts, and/or that generate EDI invoices, segments of
these fields may be used to determine how items are grouped or sorted for invoicing.
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Task Description Override X(60)

This field is used to provide an opportunity to override the description that is associated to
the Task. For a particular Invoice Layout, detail is listed with the description derived from
the Task Code. If a description is entered in this field, then this text is printed on the
invoice instead. For WIP recorded not using the mentioned Invoice Group, it may be
used to record further description associated to the activity.

Promotional/Discounted Savings $ 9,999,999.99-
Amount

This information field is used to record the amount of savings that the customer
appreciated as a result of a discounted or promotional charge rate associated to the
service. The Rate provided is the discounted rate. On selected types of invoices, the
total of these Savings Amount are accumulated and printed in the footer of the invoice.
(No G/L Distributions are generated as aresult of any amount entered to this field).

Type "C" Invoice Layout Grouping drop-down list

When invoices are generated for a Project, the P/l system provides for a number of

different sorting and grouping options. Invoice Layouts are created and assigned to every
Project. For Projects that have a Type "C" Invoice Layout, these radio-buttons are offered
so a Group and/or Consolidation code may be recorded with their associated WIP items.

WIP charges may be recorded into the P/I system with a Consolidation Flag. Thisis a1
character field that can take a value of D, F, or a number from 1, .... 9. Depending on the
options specified, all WIP charges may be grouped and sub-totalled by their
Consolidation Flag. All WIP having the same Consolidation Flag are grouped together.

As an additional option, the WIP within each Group will be sorted by the WIP Reference
field. In some cases, the Reference field holds an individuals's name, or a Billing-Code.
All charges with the same Reference field would be sub-totalled and printed as one line
on the invoice.

® None No consolidation is performed. Each WIP
charge is printed in detail

© sum items within a Group printed  |All the charges with the same Consolidation Flag

as a total are sub-totalled and printed as one line.
© WIP for a Group are sub-totalled by |All the charges with the same Consolidation Flag
Reference are sub-totalled by their WIP Reference field. An

additional sub-total is printed for each
Consolidation Group.

© sub-Total by Reference Bill-Code |All the charges with the same Bill-Code, that is
determined from the WIP's Reference field, are
sub-totalled and printed. When selected, you
must also specify which portion of the Reference
field is to be used as the Bill-Code. (The

Consolidation Flag is not used in this case).
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Consolidation Flags in the Configuration File

Using type B or C Invoice Layouts with Consolidation Flags requires the definition of up to 9
variables in the runtimes Configuration file. Each variable is associated to the 9 numeric values that
the Consolidation Flag may take. The variable is defined as follows:

PI-INV-DESCn <flag> <description text>

where:

e nisthevaluel-9;

¢ <flag> will be either an Aor a B indicating the Generation Type rule to be used, (or ignored for
the B layouts);

e <description text> will be printed as the description on the invoice for the consolidated total
of all items flagged with n.

WIP Revenue Account 9(18) - 9(5)

This is the G/L Revenue Account that is used to record the revenue in the General Ledger
system. This is normally always computed by the system, however it may be overridden.

9.4.2.3 Disbursements Inquiry

The Disbursements Inquiry function provides the means of displaying the extra charge items
that have been entered for a given Project. These include purchases from suppliers, sub-
contracted services, and inventory items that were pulled from inventory. For any item
displayed, you may "drill-down" to display the detail information associated to that item.
Disbursement items are displayed to the screen managed using a Series 5 grid processing
screen. You can easily navigate through the items on file using the grid buttons, or enter the
respective key for the desired transaction. Disbursement items may be displayed to the grid
sorted by date, Disbursement Code, or Invoice Number.

From the "Fast Buttons" frame, push buttons are provided that can be used to compute and
display Print items associated to the selected Project, Set Display Filters, or Purge Historic
records.
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&+ Project Disbursement Inquiry Grid

File Edit View Help

Project - Disbursements Inquiry

Work-In-Progress Dishulsemenls‘

Inquire "WIP or Disbursement items for selected Projects. Projects may alzo have Rates
automatically Recomputed. Credits may also be applied to selected WP ar Disbursements.

Project 102211 = ity [ yqf| #)| BOTHMAN GORDOM FOREMAN AND GROUDINE |\ [Picject /Date <]

Custorner Code: 102211

Go To the Trxs with Date:

=

[ B ] 2f 7|

PP

Date |Type C-5 |Dish Code | Original Amt |MarkupX |Invoiced Amt |Ei D Invoice # |Iny. Date |¥endor |A/P Invoice
441511 |SubCan | C-A | 1055 17.,200.00 12000 | 37.840.00 [10EJR|Equipment Pepsi 0251
I #1511 [Puch [ c-a 1088 20.22 F4.94 185.00 |44KL Office Materal i) -
41511 |Purch | C-A 33010 14.50 120.00 .90 [10EIR | Office Materisl [
41511 |Puch | M| 3670 24.00 IWPC | Gasaline iy ] I
4611 it | C-H | 62900 1,200.00 292 205.00 407D Eqiprnert Fepair I
/0311 |Puch | C-H 16810 56.00 12321 125.00 |40TE Office Material ket z
I 50311 It | C-A 33010 62.00 6935 105.00 |10UPC | Office Materisl msazo
/1311 |Puich | C-A 3670 78.59 4450 145.00 |4iw/HL | Oifice Material ket -
|l || 570311 _[Puch | C-# [RENT 12.00 £08.33 05.00 |40wHL | Office Materisl R
|| | 80311 |Puch | C-A [®PO 150.20 185 165.00 |44M4R | Office Material N 051357 :
g
4 1 +
Project Totals 9 Fecoverable: § 9 ToBebBiled $ 2 OnHOLD: &
for 10 Items. 1 Non-Resaverable: $ 0 Invaiced: 0 Selected Ta Bilk

For Project. items are listed ascending by Date.

Search:

for:

"Fast Buttons"

Print Grid Items

To have all Disbursement items for the
selected Project output to a report.

Set Filters

To have a number of different filters set to
limit the Disbursement items that are
displayed to the grid.

Purge History

Some of the special features of this "Inquiry” grid are as follows:

» Disbursement ltems are listed
for a selected Project. These
may may be listed sorted by
Date, Disbursement Code, or
by the Invoice Number charged
to the Project's Customer.

> The Project to list items for may

List by I Froject / Diate

Project / D ate

elam i Project & Dizbursement

Project / lrvoice #

s | Maecnrinbinn
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be chosen either by entering
their assigned code, choosing it
using the Lookup binoculars
icon, or by having the next or
previous code displayed that
has items on file. (Click the
binocular icon with the up/down
arrow to display Disbursement
items that exist for the prior/
next occurrence of that code on
file).

Frciect: |18393 ] it | gaf| #]| BANK OF AMERICA CREB-COMMERCIAL

Customer Code: 018393 IQ

» Depending on the List By
selection, a field will be
presented, in which the operator
may enter a value for the
applicable key of the items of
interest to be displayed. The
system will attempt to read to
the closest order for the data
entered and display it in the grid.

Go Tathe Trez with Date: (222609 o | [%

display.

Project Totals 9
10 ltems.

Recaverable: $ 18.793.51
1 Non-Recaverable: $ 2400

for

> For the selected Project, Task or Employee, totals are displayed below the grid

9 ToBeBiled: § 38.886.90 2 OnHOLD:$ 330.00)
0 Irvoiced: ; 0 Selected TaBil:

> Once a Project is selected, you
may switch to display either
Disbursement items or
Disbursement items by clicking
on the applicable tab.

Work-In-Progress | Disbursements | %
|

I S I~ -

> Within the grid, right-click a row
to have a pop-up menu
displayed offering available
functions that may be
performed on the associated
Disbursement item.

14 EN |

h H'JI'I‘I 1] | 10 0n | 3
__3 Show Disbursement Details
1 (62900 1.200.00 a32.92- 20
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= Show Disbursement Detail Screen

When a given row in the grid is double-clicked, the detail information for the Disbursement
item is displayed in the following screen:

Dizbursement Costed to the Praject. @I @I
Type:  Purchased Goods Project: 102211 ROTHMAM GORDON FOREMAN AND
Statuz:  ON-HOLD Customer:
Date: 503411 Disbursement: 16810 CUSTOM COFFEE PLAM
&/PVendor 277777
AP lreeoice: Employes:  40TH T BAINS
— Onginal Expenze: To lnvoice:
Amount: § 56.00 M arkup % 1231 Estended: $ 125.00
Cescription: Office Material Bill Code:
It Description 1 Inv Line 1 Desc
Iree Description 2 Iny Line 1 Description 21

The Next or Previous Disbursement item on file may be displayed by clicking the Page

Forward/Backward icons, @ E or striking the Page Down or Page Up keys,
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9.4.2.3.1 Print WIP ltems Report

The WIP ltems Report is a detailed listing of Work-in-Progress items for each Project. ltems
may be sorted by Project, Employee or Task, and a variety of different filters may be entered.

=+ WIP Items Report Filters Screen

The following screen is displayed for entry of a number of different filters that may be set to
limit the audit records that are output to the report.

o

] P Work-In-Progress Report | [

Repo:  PIPROJECTWIP.RPT Print “Work-In-Progress Report ...

Report Options | WIP Selects ] Project Selects | Customer Select Filters | Print Options ]

Specify selection options to determine the items that will be included on thiz report. _?

WP [tems Sorted by Project / Date lj

Cancel

When selected, the operator is presented with the standard WIP Select Filters| 7] screen, the
Project Select Filters|.z] screen and the Customer Select Filters|s:l screen. These allow you
to specify selected or ranges of WIP ltems, Projects, Project Locations, Project Departments,
Customers, Customer Types, Sales Representatives, and/or only those customers and/or
projects satisfying a variety of filter criteria.

The report generated, if archived, will be catalogued with a report name of
PIPROJECTWIP.RPT.

The Print Options tab screen will be displayed, from which you can select to direct the output
to be displayed to the screen, archived, printed, saved as an MS Word document, saved as a
PDF, and/or emailed. (Refer to the topic titled Report Generation and Printingm for full
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details).

= WIP Items Report Filters Screen - Field Definition

WIP Iltems Sort drop-down list

To have the WIP ltems listed grouped by one of the

available fields. Project / Date
Project / Invoice Humber

Employee / Date
Task / Project - Date

9.4.2.4 Recalculate Project Rates

When time charges are recorded for an employee’s time sheet, basically a Project Code, a
Task Code and a Quantity of Units is all that is needed to be entered. From this information
the system will determine the Unit Charge Rate with a G/L Revenue account, and a Cost
Rate with a G/L Cost account. If budgets are maintained for the selected Project, then they
also are updated. There are also codes assigned that affect the way that items are listed on
invoices. Determining the values assigned by the system to these fields is a process that
involves examining a number of control options associated to the Project, Employees and
Tasks, and possibly the use of special rates tables.

If the situation arises that a particular control code was not set correctly, or if special rates
were not right, you may discover that the amounts charged to your customers for work
performed is not what you had hoped; or perhaps revenue earned was not being allocated to
the correct department. There is silver bullet for this problem. This function exists to
recalculate charge rates and revenues, and all other codes for the WIP items associated to a
Project.

For a selected Project, you may choose a range of WIP items that will have their Charge
Rates, Revenue Account, Cost Account, Cost Rate reassigned by the system. Not only are
these fields changed, but all the appropriate correcting G/L Distributions will be made also.

From the P/l Main menu, multiple Projects may be processed by selecting Recalc Project
WIP Rates from the Operations drop-down menu. A single Project may be processed when
selected from Work in Progress Inquiry of the Trx Inqury drop-down menu, and from it's
Operations drop-down menu, Recalc Project Default Rates .
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\ Professional Irmoicing S [_I P F"r-::ject Inqun}r

ry | Operations | Reports  Codes Maintenance  Purgir

*rol

aily
chy

fallg

, | File | Operations | Edit View Help

Employee Time Sheet Entry...

General WIP Entry... P |
[ - =R
d | Recalc Project Default Rates ; r’[-
Load WIP/Recap to GenWIP Entry = matr’
Load WIP from Spreadsheet Ak I

-~
Load WIP/Recap to TSheet Entry Print Grid Items Print WIP Ited

Undo Prior Recap Interface...

clic

Interface/Tnvoicing Wizard... i :PfDiEEtZ mmﬂﬂ B;NK ‘mr
Lighe

Disbursements Entry...

Clear All Prior Selections...

= -
i Work-In-Progress | Disbursements'
General Select for Billing...

Select Projects for Billing..
) - Date |Employee LT ask
Print Pre-Invoicing Report... -

Generate Cost Plus Charges... 242809 "'-I:":"-"::FL-'Tl

Inveice Grid Processing...

Generate Invoices...
De-Generate Invoices...
Print/Post Private Invoices.,
Print/Post Public Invoices...
Reconcile Paymentech Charges.
Post Invoices to A/R Batch...

Reprint Historical Invoices..

111

Generate Project Accruals..
Mark WIP Items 'Paid'...
Enter Open Credit Deposits...
Enter Credit to an Invoice...

Recalc Project WIP Rates... %
Project Write-Off...

A ""dp.""

Some points to note when having the Project Rates and G/L Accounts reassigend:

e The generic WIP selection filters screen is presented to allow you to select specific
WIP items within a given date range, and/or for specific Employees or Tasks.

e If your system is configured to compute Cost Plus Charges, then as an option, you
may select to have these items also deleted. Cost Plus charges are recorded as
WIP items using designated Task Codes as determined by the P/l Control
Preferences| s function. These WIP charges are recorded with an employee code
of $CSTPL.

e Only Active, Uninvoiced WIP items may have their rates and codes reassigned.

e If when a WIP charge was originally entered into the system, it's rate was entered
manually, of supplied from an externally interfaced set of charges, then THE UNIT
INVOICE RATE IS NOT RECALCULATED by the system. (However, other codes
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and Costs and Revenue Accounts are reassigned).

¢ The following codes associated to a WIP item are reassigned:

Code

Q Client/Customer Code
Q Partner-In-Charge

Q Project Leader

Q Person/Machine Flag
Q Foreign Flag

Q Invoice Section Code
Q Invoice Group Code

Q Budget Group

Q Taxable Status

Dervied from

Project properties record

Project properties record

Project properties record

Employee properties record

Task properties record

Assorted properties defined by Preferences
rules

Assorted properties defined by Preferences
rules

Assorted properties defined by Preferences
rules

Task properties record

e The following rates and/or G/L Accounts are reassigned to each WIP item:

Code Dervied from
Q G/L Revenue Assorted properties defined by Preferences rules
Account Assorted properties defined by Preferences rules
Q Unit Invoice Rate Computed
Q Extended WIP Computed
Amount Computed from assorted properties defined by
Q Overhead Amount  Preferences rules
Q Cost Amount Assorted properties defined by Preferences rules

Q G/L Cost Account

e |f the system is configured to maintain Budgets, they are updated with any newly

created amounts,

¢ For those systems that generate Revenue Distributions at the time WIP charges are
entered into the system, reversing and new distributions are recorded.

Only Eligible WIP items are Recalculated

In addition to the filters offered, onlythose WIP items of the following Types or Status will
have their Rates and G/L Accounts reassigned:

© 2007 - 2014 by Sentinel Hill Software, all rights reserved



Professional Invoicing Menu Functions

233

Of Tope:

v Active [ Fully Imvaoiced
[ Creditz [ Maked Up/Down
[ Deposits [ Part lrvoiced

[~ Holdbacks [ Part Inv Balance
[ Manual lr'd [ whiteaoffs

[ Memao Entry
With Statuz of:
v Unzelected [ Irvoiced
[ Select ToBil [v Force Inv'd

[v Perm Deferred % [ Ir'd / Paid
v TempDefered ™ [ Mewver Select

Note that regardless of the selections made to these WIP filters by the operator, the
displayed WIP Type and Status settings shown will apply.

&+ Recalculate Single Project's WIP Rates - Options Screen

The following screen is presented when selecting to have a given Project's WIP rates and

codes reassigned:
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Recalculate Project WIP Rates

Set Display or Processing Selection Options ..

Recalculate Dptions | WIP Selects

For the selected Project(s) and ‘WP items, all unbilled items will have their rates and G/L acoounts re-assigned,
and where applicable, comecting G/L Distibutions will be made. _"gr

[ Remove Unbiled systerm generated Cost-Flus charge WP tems too #

Mext | Cancel

When selected, the operator is presented with the standard WIP Select Filters| .« screen.
This allows you to specify WIP for selected or ranges of Employees and Tasks, and/or only
those WIP items satisfying a variety of filter criteria.

= Recalculate Project Rates Options Screen - Field Definitions

Remove check-box
Unbilled

system

Generated

Cost-Plus

Charges

If your system is configured to compute Cost Plus Charges, then as an
option, you may select to have these items also deleted. Cost Plus charges
are recorded as WIP items using designated Task Codes as determined by
the P/I Control Preferences| .
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9.4.3 Invoice History Inquiry

Once P/l Invoices have been generated, printed and posted to A/R, they will be recorded in
the P/l system as Historic Invoices. Their respective data records, along with the WIP and
Recap Detail records, are available for display, and to be reprinted if necessary.

This Inquiry function provides access to all Historic Invoices that have been from P/l to the
Accounts Receivable system.

You can easily bring up and display the details and the total amounts for each Invoice. As
well, a selected Invoice may be reprinted.

Some of the features of the Inquiry function are as follows:

¢ |n the grid display, Invoices may be listed for a selected Project, for a selected
Customer, or regardless of customer or Project, by Invoice #.

e Once an Invoice is selected, a screen is displayed offering tabbed sub-screens for
the Invoice Totals, a list of the associated WIP charges, and a list of related Recap
Detail records.

e Selected Invoices may be reprinted. For 3rd Party Invoices, both the client and the
3rd Party Invoice is printed.

e Afunction is provided that willl purge Historic Invoices records

¢ Either normal Historic Invoices may be displayed, or "Archived" Invoices may be
displayed.

¢ A Credit Note may be entered and applied against a given Invoice.

Historic Invoices are classified as being either "Current” or "Archived”. The "Current”
invoices are those invoices that have not yet been "Archived".

Archived Invoice History Inquiry

When Invoices are generated, printed and posted, they are copied to the Invoice Historyfile. Over
time, if the Invoice History files become exceedinglylarge and unruly, they may be "Archived". This
process basically moves Invoices, and their associated data, for specified dates, into their
corresponding "Archive” files. Invoices are archived using the Archive Historic Data function| 209
provided by the P/l Menu's File drop-down menu.

Both the normal Invoice History, and the Archived Invoice History records may be inquired upon from
this Inquiry function. (From that functions View drop down menu, you may choose to view either the
normal Invoice History records, or the Archived records).

The Historic Invoices Inquiry function is launched from the P/l Menu's Trx Inquiry drop-down
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9.4.3.1

menu.

I_-I SHSI Series V Professional Invoicing

File | Trelnquiry | Operations Reports Codes |

Help Work In Progress Inquiry...

User Disbursement Inguiry...

C

% Inveoice History Inquiry... % ]
] [ o - b

5Daily | 6Monthly | 7 Year-E
b Bohadulpdd=t® = | g0 00

Invoice History Inquiry Grid Screens

Historic P/l Invoices are displayed to the screen managed using a Series 5 grid processing
screen. You can easily navigate through the items on file using the grid buttons, or enter the
Invoice Number key for the desired transaction. A list of Invoices may be displayed to the grid
sorted using a variety of different criteria.

From the "Fast Buttons" frame, push buttons are provided that can be used to Re-Print an
Invoice, compute and display Totals, Set Display Filters, have items Purged, and even issue
a Credit Note for a selected Invoice. Either "Current" Invoice History records or "Archived"
Invoice History records may be selected to be displayed. (By selecting the respective item
from the menu-bar's View drop-down menu). The selected function will be applied to
those Invoice History records that are being displayed at the time.
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E Invoice History Inquiry

= | [E] | S|

File View Help
ieeree Hrtow tnaty Voarman e ane o e tmitedt meedon, o et a ot Nt o et | & @
Projact: 16911 <] m M M US BANK DSHKOSH CLS Listty: [Profect Code /w8 =] mJJ Retresh
Cuztomer Code: - 016911 Go To Invoice #: ’—Ll

Iny # |Type Date |Customer |Company Project Relerence Bill Code Amount
054505 Fi 6714406 |01E911 US BAMK. O5HKOSH CLS 16911 FrifCstCh: 16911 £300001 3807 12.00
054506 Fi 6/14406 |016911 US BAMK. O5HKOSH CLS 16911 PrifCetCir: 16911 /3000013312 3600 |-
054507 FI 6714406 |01E911 US BAME OSHEOSH CLS 16911 Pri#CetCh: 16911 /300001 2823 1200
054508 | PI 6/14/06 |MEST1 UG BANK DSHKOSH CLS 16911 PrifCstCtr: 16911 /300001 3841 24.00
054509 | PI 6/14/06 |ME311 U5 BANK O5HKOSH CLS 16911 PrifCstCt: 16311 /300001 3342 24.00 [
054510 | PI 6/14/06 |0M6311 U5 BANK O5HKOSH CLS 16911 PrifCstCt: 16311 /300001 3307 48.00
054511 | FI 6/14/06 |ME311 US BANK D5HKOSH CLS 16911 PrifCstCh: 16311 /3000013323 120l |,
054512 Fi 6/14406 |01E911 US BAMK. O5HKOSH CLS 16911 PrifCstChi: 16911 £3000013330 12.00
054513 Fi 6714406 016911 US BAMK. O5HKOSH CLS 16911 PrifCetChr: 16911 /3000017765 1200
054514 FI 6714406 |01E911 US BAME OSHEOSH CLS 16911 PrifCetCh: 16911 /30071550742 96.00 (—
054515 | PI 614706 |TMEST UG BANK DSHKOSH CLS N 16911 PrifCstCe: 16911 /3001 550460 12.00
054516 | PI 6/14/06 |0M6311 U5 BANK O5HKOSH CLS - 16911 PrifCstCtr: 16911 /3001 550501 12.00
054517 | PI 6/14/06 |ME311 U5 BANK O5HKOSH CLS 16911 PrifCstCte: 16311 /3001 550720 24.00 i
054518 | FI 6/14/06 |ME311 US BANK O5HKOSH CLS 16911 PrifCstCh: 16311 /3001 550733 24.00
054519 Fi 6714406 |01E911 US BAMK. O5HKOSH CLS 16911 FrifCstChi: 16911 #3001 550758 a4.00 ||
054569 | 4701406 016911 US BAMK. O5HKOSH CLS 16911 16911 US BAMK O5HKOSH CLE 3.252.00
055238 FI 3724409 |0EIN US BAME OSHEOSH CLS 16911 Pri#CetCh: 16911 /3000000320 | 2000000320 43.00
055239 | PI 3/24/08 |MEST UG BANK DSHKOSH CLS 16911 Pri¢CstCtr: 16911 /3000001674 | 30000071674 1200 |7
055240 | PI 3/24/09 |MEI1 U5 BANK O5HKOSH CLS 16911 PrifCstCh: 16911 /3000005024 | 3000005024 12.00
055241 | PI 3/24/09 | 06311 U5 BANK D5HKOSH CLS 16911 PrifCstCh: 16911 /3002577693 | 3002577653 96.00

For Project. items are listed ding by | MNumb Search: for.

"Fast Buttons"

RePrint Invoice

To have the current highlighted Invoice in

the grid reprinted. For those Projects where
an EDl file is generated, then the designated
type of EDI file is re-generated. (The
invoice may be reprinted also by Right-
clicking the particular row of the invoice,
and selecting the Invoice Reprint option).

Set Filters

To have a number of different filters set to
limit the Invoices that are displayed to the
grid.

Purge History

To have the Historic Invoices records
purged. A range of dates, Invoice Numbers
and other filters may be entered thus
purging only selected items up to a
specified date.

Totals

To compute totals of the different types or
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Invoices in the system. The number of
each type of document is displayed, along
with a dollar amount breakdown of the types
of charges.

Credit Invoice

To have a Credit Note generated and issued
against the selected Invoice. The credit
amount, which may be less that the original
amount of the invoice, may be applied to All
related WIP charges, or selected items.

Some of the special features of this "Inquiry” grid are as follows:

» Historic Invoices may be listed

> If listing for a particular Project

belonging to just a selected
Project or Customer. As well,
all invoices may be displayed
listed either by Invoice Number
or Invoice Date.

or Customer, a given code may
be chosen either by entering
their Project or Customer Code,
choosing it using the Lookup
binoculars icon, or by having the
next or previous Project or
Customer displayed that has
items on file. (Click the
binocular icon with the up/down
arrow to display Invoices that
exist for the prior/next
occurrence of that code on file).

Ligt by | Project Cade /I # j
Invoice #

o Invoice #: Project Code / lnv #
Customer / D ate
Project Customer / Billing

ER ] I ————

Customer | 003262 | 4 | gof| #3]| REGIONS BANK-STONE FORT

NACOGDOCHES., T [936) 564-4624 l

> Depending on the List By

selection, a field may be
presented, in which the operator
may key in an Invoice #, or a Bill
Code. The system will attempt
to read to the closest
transaction for the data entered
and display it in the grid.

Go To lrnvoice #: R4R69

[&j

» Either "Current" Invoice History

records or "Archived" Invoice
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History records may be
selected to be displayed. To
switch between "Current" and
"Archived", from the menu bar's
View drop-down menu, click
either Show Current Data
Records or Show Archived
Data Records.

» When displaying Archived
Invoices, the "Fast Frame"
background color changes from
the normal olive green to a
lovely orange.

.j Invoice History Inquiry

File | View | Help
In\: Order by Invoice Number

v Order by Project Code
Order by Customer [ Date

Show Current Data Records

Show &rchived Data Records

Invw # | Type ate

A -

ustomer |Company

PRI ——

[RE AT Y

|j Invoice History Inquiry
| File View Help

Theze are all th
You may select

Invoice History Inguiry
ARCHIVED DATA RECORDS

» A Credit may be entered against
an Invoice by clicking on the
push button in the "Fast Button
Frame". Awindow is displayed
for entry of the particulars, and
to apply the credit amount to
specific WIP charges.

Totals LCredit Invoice

I

] il

Lizt by |F'mieu:t Code ¢ Inv # ﬂ

9.4.3.2 Historic Invoice Display Screens

When a particular row in the Invoice Inquiry grid screen is double-clicked, a window is
displayed showing the header summary and totals for that historic Invoice transaction.

Some of the features associated to the display of the Invoice are as follows:

¢ Within the screen displayed, a Totals, WIP Items and Recap Detail tabbed sub-
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screens may be clicked to show different information associated to the Invoice.

e The Previous or Next Invoice on file may be easily navigated to by clicking the

@ @ icons at the right top of the window.

¢ The Invoice may be Reprinted, or for those customers utilizing EDI invoices, the
applicable EDI file may be re-generated.

¢ |f Recap Detail is associated to the Invoices, a Recap Detail spreadsheet may be
generated for the invoice.

e When displaying the WIP or Recap tabbed sub-screens, there are more columns of
information available than will fit on the screen. At the bottom of the grid, a scroll-bar
is presented which may be dragged to view the columns of data that are not shown

on the right. (If your screen is wide enough, you may also click on the J icon at
the bottom right corner of the window, to expand it.

The following function may be launched, associated to the Invoice, using the displayed push-
buttons at the bottom of the window.

Generate a RecapRecap Detail records hold additional information relating
Spreadsheet — to WIP charges. If used each WIP record may have one
or more Recap records associated to it. The Recap
Detail spreadsheet basically lists all the Recap charges
that were invoiced by the given invoice.

Reprint the Invoice - If needed, you may have the Invoice reprinted. Ifit's a
3rd Party Invoice, both the client's and the 3rd party's
Invoices are printed together as a single document.

Re-Generate EDI File — If needed, you may have the associated EDI file re-

generated. (This option is only available to those
Projects that have been set up to produce EDI Invoice.

=+ Invoice Inquiry — Totals tab Screen

The following sub-screen is displayed when the Totals tab is clicked. It shows the Totals for
the Invoice:
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E Invoice History Inquiry

:l@é

WIP Items Invoiced | Recap Detail

Invoice #: 054569 ForProject 16911 ForCustomer  D16911 B @
Invoice
Irwoice #: 054569 Invoice Date: 4701706
Customer Address: DueDate 5701706
US BANK OSHEDSH CLS
400 CITY CENTER r Project:
OSHEOSH W1 54302 16911 US BANK DSHEOSH CLS
Fe: 16911 US BANK DSHKDSH CLS

Attention: JUDI LONG

WP Charges: 3.252.00
Disbursements: 0.00
Tan1: 0.00
Taw 2: 0.00
Overhead Chaiges, 0.00
Invoice Total: $ 3.252.00

Final Payment Received:  0/00700

Customer Check #:

dsheet for this |

te Recap 5

==

te EDI for this Invoice ‘ Exit r!

% Invoice Inquiry — WIP Items tab Screen

The following sub-screen is displayed when the WIP Items Invoiced tab is clicked. It shows
a grid listing each WIP item that was invoiced:
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|| Invoice History Inquiry E@I&J
Invoice #: 054569 ForPoject 16911 ForCustomer. 016911 @ B
Invoice
Irwoice #: 054569 Irvoice Date: 4701706
Customer Address: Due Date: 5701706
US BANK OSHKOSH CLS
400 CITY CENTER r Project:
OSHKOSH W1 54302 16911  US BANK OSHKOSH CLS
Re: 16911 US BANK O5S5HKOSH CLS

Aftention: JUDI LONG

Totals IP Items Invoiced || Recap Detail
Date |Task Employee | # Units | Unit Rate [Charge Amt | Overhead Tax 1 Tax 2| AmtIn¥'d L
303406 | RPZZ554R | 400RPR 1.00 12.00 12.00 0.0 0.000 0.000 12o0| 2q”
3/06/06 | RPZZ554R | 400RPR 1.00 12.00 12.00 0.0 0.000 0.000 1200 20—
3421706 |RPZZ554R | 400RPR 1.00 12.00 12.00 0.0 0.000 0.000 1200 20,
3/06/06 | RPZZ554R | 400RPR 1.00 12.00 12.00 0.0 0.000 0.000 1200 3q
3410406 |RPZZ554R | 400RPR 1.00 12.00 12.00 0.0 0.000 0.000 1200 34
3/21/06 |RPZZ554R | 400RPR 1.00 12.00 12.00 0.0 0.000 0.000 T
3/29/06 |RPZZ554R | 400RPR 1.00 12.00 12.00 0.0 0.000 0.000 1200 30—
3/28/06 |RPZZ554R | 400RPR 1.00 12.00 12.00 0.oo0 0.000 0.000 1200 ad.
3/09/06 |RPZZ554R | 400RPR 1.00 12.00 12.00 0.0 0.000 0.000 1zoo| 5q |
4| 1 +
Tatals: 3.252.00 0.00 0.00 0.00 3.252.00
‘ Final Payment Received:  0/00/00 Custarner Check #: ‘

G te Recap Spreadsheet for this | i Regenerate EDI for thiz Invoice |

% Invoice Inquiry — Recap Detail tab Screen

The following sub-screen is displayed when the Recap Detail tab is clicked. It shows a grid
listing each Recap extended information record associated to the Invoice:
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|| Invoice History Inquiry = | S
Iwoice #: 054569 ForProject 16911  ForCustomer 016911 ® @
Invoice
Irwoice #: 054569 Irvoice Date: 4701706
Customer Address: Due Date: 5701706
US BANK OSHKOSH CLS
400 CITY CENTER r Project:
OSHKOSH W1 54302 16911  US BANK OSHKOSH CLS
Re: 16911 US BANK O5S5HKOSH CLS

Aftention: JUDI LONG

Totals | WIP ltems Invoiced

Bill Code Date Time |User Search Company St |County

3000001022 3403406 000000 | Sharon Houser THE ARCHDIOCESE OF D [CO -

3000001022 3/06/06 000000 | Sharon Houser EUROPARTHERS STRESS(| CO I~

3000001022 3421706 000000 | Sharon Houser LawSON CONSTRUCTION | CO :

30000071062 3/06/06 000000 | Sharon Houser 15 PEARL LLC co

30000071062 310406 000000 | Sharon Houser CHURCH R&MCH BUSINES | CO

30000071062 342106 000000 | Debbie Curfman FORE COLDWATER.LLC |42 *

30000071062 3/29/06 000000 | Sharon Houser PCCP CS ALBERTACORN |CO I~

3000001975 3/28/06 000000 | Sharon Houser BURGUMNDY &MD BLEU AL o

3000002723 3/09/06 000000 | Sharon Houser PROWALUE PROPERTIES |CA L

] [ +
Final Payment Received:  0/00/00 Custarner Check #: ‘

G te Recap Spreadsheet for this | i Regenerate EDI for thiz Invoice | i Exit |

k -_— e e = —

9.4.3.3 Invoice History Filters

The following functions may be executed from the Invoice Inquiry grid screen, where a
number of assorted selection filters may be entered.

Enter a number of different filters set to limit the
Set Grid Display Filters —transactions that are displayed to the grid.

Tally and display totals of the Invoices sub-totalled over a 12
Compute and Displaymonth period broken down to the types of amounts. Note
Totals — that either "Current" Invoice History records or "Archived"
Invoice History records may be displayed to the grid screen.
When the totalling function is invoked, those history
records that are being displayed will be the ones that are
purged.

Have older Historic Invoice Transactions Purged from the

Purge Historic Invoices —system. Note that either "Current” Invoice History records
or "Archived" Invoice History records may be displayed to
the grid screen. When the purge function is invoked, those
history records that are being displayed will be the ones that
are purged.
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Archiving or Purging

When displaying "Current" Invoice History records you should not |
the Purge function. Instead, execute the Archive Historic Data func
by the P/l Menu's File drop-down menu. That will move the "Currel
the "Archived"” Invoice file, and they can them be inquired upon.

Should the "Archived" Invoices file become too large, then select tc

"Archived" Invoices, and execute the purge.

The following screen, or something very similar, is displayed for each of these functions:

D Invoice History Inquiry =HfcE X
Compute Totalz for gzelected Invoice History ltems __.
Totalling Select Oplions | Project Select Filters | Customer Select Filters | Demographic Selects
Specify zelection options to determine the Histaric Invoices  to be totalled.
Histaric Invaice Mumber(s]: For the 12 Periods:
In Intervals of:
¥ § .
l,: %Elecled + Months © Quarters Fram: | 11701708 =
™ VYears To 10731709
Ihclude anly Historic Invaices far:
Layout Code: i
[ Fields left blank are HOT conzsidered in the zelection process. |
gl
Hext | Cancel

When having the history records purged or accumulating the Totals for display, the operator
is also presented with the standard Project Select Filters|«:l screen, the Customer Select
Filters screenlsi. and Demographic Selects screenliss. These allow you to specify selected
or ranges of Projects, Project Locations, Project Departments, Customers, Customer Types,
Sales Representatives, and/or only those customers and/or projects satisfying a variety of

filter criteria.

© 2007 - 2014 by Sentinel Hill Software, all rights reserved

205



Professional Invoicing Menu Functions 245

= Processing Filter Options Screen - Field Definition

Historic Invoice Number(s) radio-buttons and 9(6)
To select All Invoices regardless of their Invoice numbers; or for only those that fall within
a range of numbers. If a range is selected, enter the starting/ending Invoice numbers.

For the 12 Periods —in Intervals of radio-buttons and (mmddyy)

Totals are accumulated for up to 12 periods, of either Months, Quarters or Years. Based
on the selection, the system will default the From/To dates displayed. (If a different date
range is selected, the 12 periods tallied for will commence from the Starting Date
ending up to the ending date, or up to the end of the 12th period, which ever is
earliest).

Include only Invoices — for Invoice Layout Code (9(3)

To have only those Invoices that were generated based on a particular Invoice Layout
Code. (Leave the field blank if it is not to be considered as a selection filter).

Include only Invoices — for Customer X(6)

When entering grid display filters, to have only those Invoices that were generated for a
particular Customer Code. (Leave the field blank if it is not to be considered as a
selection filter).

Include only Orders — for Tax Codes 1 & 2 X(6)

When entering grid display filters, to have only those Orders processed that were
recorded with a particular Tax Code. (Leave the field blank if it is not to be considered as
a selection filter).

9.4.3.4 Invoice History Totals

This function accumulates totals for the Historic Invoices on file in the P/l system. It breaks it
down in to 12 reporting periods and displays the number of Invoices, and a break down of the
dollar amounts contributing to the values of invoices for the transactions satisfying the filters
selected.

The following screen is displayed:
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9.4.3.5

L] Invoice History Inquiry =HECE X

Compute Totals for selected | History Items _..

Totals l
For the selection criteria entered, the following tatals have been tallied for
Invnice History Transactions dated from az earlp az 1241307 upta 5/411/09

#of Tra's ‘wIP Chaiges Disbursements Overhead Tax-1 Chaiges Tax-2 Chaiges Credits [szued Invaices Total
aTR1/2007 | | o] o[ o[ o[ o[ o[ o[ 0
arTRz/2007 | | o] o[ o[ o[ o[ o[ o[ 0
arRa/2007 | | 0|l ol 0|l o[ o[ 0|l ol o
OTR4/2007 | [ 2 || 80]| | [ o[ o[ o[ o[ 80|
OTR1/2008 | [ 14 || 1.057] | [ o[ o[ o[ o[ o[ 1.057]
aTRz/2008 | | o] o[ o[ o[ o[ o[ o[ 0
OTR3/2008 | [ o || [ [ o[ o[ o[ o[ 1]
OTR4/2008 | [ 29 || 6.105] | | [ o[ 34| [ 1] [ o[ 6105
arrines | 23 || 12,992 || o[ o[ il [ gl 12.952 |
arRz/2009 || | 25 || 1.401] [ o[ o[ 2] N o] 1.401]
OTR3/2009 | [ o || [ [ o[ o[ o[ o[ 1]
GTR4/z009 | | o[ o[ o[ o[ o[ [N R 0
Total || | 93 || 21.636) | [ o[ o[ ][ 15| [ o 21.636| |

Invoice Register Reports

The Invoices Register report provides a simple list of all the Invoices that were generated
within a specific range of Dates and/or Invoice Numbers. You may choose to have the items
listed sorted by Invoice #, Project Code, or Customer Code.

When viewing "Current" Historic Invoices, click Print Invoice Register or when viewing
"Archived" Historic Invoices, click Print Archived Inv Register, from the grid screen's menu-
bar File drop-down menu.

E Invoice History Inquiry

Elnmice History Inguiry l [File] rE——
File | View Help Pt Sl
]
Properties =

i i i Print Archived Inv Register
Print Invoice Register..,

Re-Print Invoice... % ﬂ

e SEAslEction Sltamemm, s

Re-Print Invaoice...

Set Selection Filters..,
Compute Totals...

_tl_mmE“u rge Arﬁﬂfed Igwm =

Archived Invoices or Historic Invoices
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When Invoices are generated, printed and posted, they are copied to the Historic Invoices file. Over
time, if the Invoice History files become exceedinglylarge and unruly, they may be "Archived". This
process basically moves Invoices, and their associated data, for specified dates, into their
corresponding "Archive” files. Invoices are archived using the Archive Historic Data function| 209
provided by the P/l Menu's File drop-down menu.

Depending whether Archived or Current Invoice History records are being displayed, either the
Archived register or the Historic register report is generated.

&4 Invoices Register Reports Filters Screen

The following screen is displayed for entry of a number of different options and filters that may
be set to limit the records that are output to the report.

I Print Historic Invoices Register =REEAl X

Report:  PINVHISTORY RPT Frint P/l Histaric Invoices Register ...

Report Options | Project Select Filters ] LCustomer Select Filters ] Demographic Selects | Print Options ]

Specify selection options to determine the Histonc Invoices  to be included on this report. _"?
Historic Invoice Mumber(z): Invoices Dated:
[f .:III o [f .;'-‘«Ill . Between: |11/10409
electe nelusive 11/10/09

Include only Historic Invoices for:

Layout Code: i)

[ Fields left blank are HOT conzsidered in the selection process. |

Soted by nvgice # [Ascending] ﬂ

Hext LCancel
[

When selected, the operator is presented with the standard Project Select Filters/ .2l screen
and the Customer Select Filters[:s screen. These allow you to specify selected or ranges of
Projects, Project Locations, Project Departments, Customers, Customer Types, Sales
Representatives, and/or only those customers and/or projects satisfying a variety of filter
criteria.

When the "Archived" Register is generated, if archived, will be catalogued with a report name
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of PINVARCHIVE.RPT. For the "Historic" Invoice Register is generated, it is catalogued with
a name of of PINVHISTORY.RPT.

The Print Options tab screen will be displayed, from which you can select to direct the output
to be displayed to the screen, archived, printed, saved as an MS Word document, saved as a
PDF, and/or emailed. (Refer to the topic titled Report Generation and Printing] :=#! for full
details).

= Invoices Register Filters Screen - Field Definition

Historic Invoice Number(s) radio-buttons and 9(6)
To select All Invoices regardless of their Invoice numbers; or for only those that fall within
arange of numbers. If a range is selected, enter the starting/ending Invoice numbers.

Invoices Dated radio-buttons and
(mmddyy)

Select to have Invoices selected regardless of their dates; or only those for a given date

range. If an inclusive range is selected, enter the starting/ending dates. Click the

calendar icon for a common set of ranges to be presented.

Include only Invoices — for Invoice Layout Code 9(3)

To have only those Invoices that were generated based on a particular Invoice Layout
Code. (Leave the field blank if it is not to be considered as a selection filter).

Invoices Sort drop-down list

To have the Invoices listed sorted by one of the

available fields. Invoice # [Ascending]
Project Code

Customer Code

9.4.3.6 Enter Credit Notes to Historic Invoices

This function is used when you wish to generate a Credit against an invoice that has already
been printed and posted to the Accounts Receivable system. The Credit Note will be printed
the next time the Generate and Print Invoices function is selected. When the Credit is posted
to the Receivables system, a type [C] credit document is recorded.

When a Credit Note is entered and applied to specific WIP charges of the invoice, negative
valued WIP and Recap records are written. These in turn are used to generate a Credit
Invoice document, and used to reduced the amount of revenue, that might be reported for the
associated Project in assorted inquiry and reporting functions. When the credit document
eventually is posted to the Accounts Receivables system, applicable reversing distributions
are made to the A/R Control account and associated Revenue accounts.
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Presumably, credited amounts would be for specific WIP items that contributed to the
charges on the Invoice. Once the initial credit information is entered, a second tabbed sub-
screen is displayed, titled [Apply to Invoiced WIP Items]. Here you may have the system
select ALL the WIP items associated to the original Invoice, or apply the credit amount
selectively to specfic WIP items. (If you are not sure of the total amount that is to be credited,
just go ahead and select the WIP items that need to be credited, then you can click the
[Adjust CR Total to Amts Applied] push-button and the system will tally the total for you).

Once all WIP items have been credited, click the [Enter the Credit] push button at the
bottom of the screen to have the Credit Note generated and printed.

From the P/l Main menu, select Enter Credit to an Invoice from the Operations drop-
down menu or select Invoice History Inquiry from the Trx Inquiry drop-down menu.
Locate the Invoice in the displayed grid and click the [Credit Invoice] push button from the
"fast buttons” frame; or select the Invoice in the displayed grid, and click the [Apply Credits
to this Invoice] push button at the bottom of the screen.

Professional Invoicing

Operations | Invoice Processing  Reports  Codes |

Employee Time Sheet Entry...
General WIP Entry...

Totals Credit Invoice
Load WIP/Recap to GenWIP Entry pm L
Load Tirmesheets from 5p'sheet E
of Load WIP/Recap to TSheet Entry List by | Project Lode £ lre # :‘v th | |

Undo Prior Recap Interface...

ai
c Interface/Tnvoicing Wizard...

&

illg Disbursernents Entry...
Generate Project Accruals...
Mark WIP Iterns 'Paid'...
Enter Open Credit Deposits...
Enter Credit to an Inveice... %

Recalc Project WIP Rates...
Project Write-Off...

Search/Find and Replacs”

Some points to note about the automatic selection process:

e The Credit Note can only be applied to a single Invoice. That invoice must have
been already generated and posted to Accounts Receivable.

¢ The Credit Note must have a unique document number. It should not have the
same number as the Invoice that it is being applied to. By default, it will be assigned
from the Next Credit Document Number field, as defined in the A/R Control
Preferences.
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¢ Enter the amount of the Credit as a positive value

e The amount of the Credit may be applied to all, or specific WIP items, associated to
the Invoice to which the Credit applies to.

e After the Credit is entered, it will be written to the P/l Invoices file as a Credit
document, and it will be printed according to the properties of the original invoices

Invoice Layout.

It will be displayed as a Credit in the grid display screen from the

Invoice Grid Processingl«s] Operations function. When Invoices are next posted to

AR, it will be written to the designated A/R Sales Batch as a Credit Note.

&+ Entering Credits - Data Entry Screen

The following screen is presented for entry of fields associated to entry of the Credit:

a Invoice History Inquiry

._—- -*_--.@.a

Invoice #: 00059593 For Project:

10106 For Customer: 0107106

Invoice

... Enter a Credit Note for this Invoice Irvoice #: 059593 Invoice Date: 8402712
Customer Address: Due Date: 8702712
MANAGEMENT RECRUITERS OF PALO ALTO LTS B
r Project;
I 2479 E BAYSHORE RD STE #701 10106 MANAGEMENT RECRUITERS OF PALD ALTO
i PALD ALTO CA 94303 Re: 10106 MANAGEMENT RECRUITERS OF
J Mermber (0% 10H) Code:
I Attention: HANAKO YANAGI Client Service Rep:

Credit Mote Entiy | Apply to Invoiced WIP Items

Credit Document #: 00900517

Amounts to be Credited:

WP and Overhead:
Dishursements:
Tax1:

Tam 2

Credit Total: §

&
Document Date: 1040712 3 Feference: CREDIT INY #00059593 PROJ 1010 ﬂ

20000 (Qriginal Invoiced Amounts:

wlP: 480.00

Disbursernents: 0.00

Tax1: CA 0.00

Taw2: 0.00

T (Owerhead Charges: 0.00
Irvoice Tatal $ 480.00

&[s_/ Cancel J

= Credit Entry Data Screen - Field Definitions

Credit Document Number 9(6)

This will be the number identifying the Credit document and will be assigned to the
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resulting Open ltem record in the Accounts Receivable system. The default is
determined from a field defined in the A/R Control Preferences. When assigning the
Document Number, it is important that you assign a range of numbers that will not conflict
with the invoices that are generated by the system. Do not use the number of the
invoice to which the credit is to be applied against for the Credit’s document
number.

Document Date (mmddyy)
This is the date that will be assigned to the Credit Note.

Reference X(30)

A brief description may be recorded. This will be carried through to the A/R system and
used as the reference in the resulting Open ltem record.

WIP and Overhead Credit Amounts $ 9,999,999.99

Enter the portion of the Credit that is to be applied against WIP charges, and any
Overhead charges that were computed for the invoice. Enter this amount as a positive
value.

The total of all Credit amounts cannot exceed the original total of the invoice to which the
credit is being applied.

Tax 1 and 2 Credit Amounts $ 99,999.99

Enter the portion of the Credit that is to be applied against Tax amounts that were
computed for the invoice. You will not have to enter the Tax amounts as these will be
automatically computed when the Credit Invoice is generated. Enter these amounts as
a positive values.

The total of all Credit amounts cannot exceed the original total of the invoice to which the
credit is being applied.

=+ Applying Credit to Invoiced WIP Items - Grid Select Screen

The following grid screen is presented for selection of those WIP items to which the credit
amounts are to be applied:

© 2007 - 2014 by Sentinel Hill Software, all rights reserved



252

Series 5 Professional Invoicing - User Help

E Invoice History Inquiry

w-- o S

Invoice #: 00059593 For Project 10106 For Customer: 010106

Invoice
... Enter a Credit Note for this Invoice

Irenice #: 059593 Irweoice Date: 8702412

Customer Address:

MANAGEMENT RECRUITERS OF PALD ALTO

2479 E BAYSHORE RD STE #701
PALO ALTO CA 94303

Due Date:  8/02/12
Last Printed: ~ 9/19/412

r Project
10106 MAMAGEMEMT RECRUITERS OF PALD ALTOD
FRe: 10106 MANAGEMENT RECRUITERS OF

tember [0 [DH] Code:

Attention: HANAKD YANAGI Client Service Rep:

Credit Note Entrg| Apply to Invoiced WIP Ilems|

“when Applying Credit to these ‘WP ltems: - - ‘-g,‘
. - Amt Femaining ta be Credited 149.00 =!
[ ApplytoalL | [ Clearall | [ Adjust CR Total to Amts Applied At Already Crediled 51.00
CR? Date |Task Employee |Inv Units |Inv'd Rate | Inv'd Amt |Credit Amt Mew Inv Amt | Line |Description
B/13/12 |UCTX00101R [400CHL 1.00 23.00 23.00 20001 [WEMDYS -
B/13/12 |UCTX00101R [400CHL 1.00 23.00 23.00 200071 [WEMDYS =
e B/13/12 |UCTX00101R |400CHL 1.00 2.50 250 250 0.00 (20007 [WENDYS N
e B/13/12 |UCTX00101R [400CHL 1.00 23.00 23.00 23.00 0.00 (30007 [SUBWAY
B/13/12 |UCTX00101R |400CHL 1.00 23.00 23.00 40001 [*EMDYS 2
' B/13/12 |UCTX00101R [400CHL 1.00 2.50 250 250 0.00 40007 [WENDYS 2 =
4 B/13/12 |UCTX00101R |400CHL 1.00 23.00 23.00 23.00 0.00 40007 [WwENDYS 2 =
B/13/12 |UCTX00101R [400CHR 1.00 23.00 23.00 BO0071 [WWEMDY'S o
B/13/12 |UCTX00101R [400CHR 1.00 23.00 23.00 BO007 [WWEMDYS L
< m b

Enter the Credit [s j

Some of the special features of this "Apply Credit to WIP" grid are as follows:

» To select a particular WIP item to be Credited, double-click the row that it's

information is displayed in.

» WIP tems that have had a Credit Amount applied to them have the |i icon shown

in the 1st column of the grid.

> To apply the total amount of the
Credit to All WIP items, click
the Apply to ALL push button.

» To clear any previously applied
amounts, click the Clear ALL
push button.

Credit Hote Entry  Apply o Invoiced WiF items |

When Applying Credit to theze WP lbems: 1
. ApplytoALL | | ClearAll |

|EH?| Date |Task |Emplu_vee||nv Unitz |Inv'd Ii-:;te

» The WIP amounts Remaining
to be Credited, and the amount
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Already Credited are displayed.

The entry of the Credit may be WP Amount Femaining to be Credited:  1.032.25
com pleted only when the WP Amount Already Credited: 36.00 %‘
Amount Remaining to be " Amt |[Zledit Amt |New Inv Amt | Line |Descrinlinn

Credited is ZERO.

> If the amounts applied do not
equal the expected amount
originally entered, click the
Adjust CR Total to Amts
Applied button to have the total
computed from the amounts

applied. Enter the Credit {%

Adjust CR Total to Amts Applied |

» Once the total amount of the
Credit has been applied, the
Enter the Credit push-button will
be enabled. To have the Credit
entered, click this button.

» The table displaying the WIP | 53105 |[UCNa0F 400UCR |
fields is wider than the screen is| ‘ m N
able to accommodate. To ]
display the extra fields, at the Total

bottom of the grid, a scroll-bar
is presented which may be
dragged to view the columns of
data that are not shown on the

right.

1.00

» (If your screen is wide enough,

you may also click on the J
icon at the bottom right corner
of the window, to expand it.

=+ Applying Credit to WIP - Data Entry Screen

When a given WIP item's grid row is double-clicked, the following screen is presented for
entry of the Credit amounts to be applied to that WIP:
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Apply Credit to WIP

YWwihen a Credit iz applied ta thiz item, it remainzs az an Invoiced WP but the Invoiced Amounts are reduced accordingly.
After the Credit Mote iz printed and "Posted to &/R", applicable adjustments are recorded bo the designated Revenue account,

Date: 5731705
Employes: 400UCHE UCC-REMOTE Reference 1. 350051
Task: UCAZ304R AF UCC County or State Cr Reference 22 ELOISE HUMT
Dezcrption:  EQUITY IMMNS PARTHERSHIP. L.P.
Revenue Acct:  0043-0160- - == ACCOUNMT NOT ON FILE ===

Recap |d #: 06455566 Bil Code: === Recap Detail HOT OH FILE ===
Search Compary:

# af Units Uit Fate WP Aot Owverhead Total
Original Charge: | 1.00| | 8.75 | 8.75) | 0.00| | 8.75
Amount |rvaiced: | 1 _|]|]| | 8. ?5| | g ?5| | 0. l]l]l | 8 ?5|
Amount to Credit: | 8. ?5| | 0. I]I]l | 8 ?5|
Mew lrvoice Amounts: 1. |]|]| | 0. |]|]| | 0. I]I]| | 0. I]I]| | 0. I]I]|

| Apply Credit to this WIP %J Cancel |

= Applying Credit to WIP Data Entry Screen - Field Definitions

Amount to Credit — WIP Amount $ 9,999,999.99-

Enter the amount of the Credit that is to be applied to the WIP items Charged amount.
The respective New Invoice Amount field will be adjusted accordingly.

Amount to Credit — Overhead $ 999,999.99-

Enter the amount of the Credit that is to be applied to the WIP item's Overhead amount.
The respective New Invoice Amount field will be adjusted accordingly.

New Invoice Amounts —# of Units 99,999.99-

As a result of the Credit, enter the new # of Units that would be considered as having
been invoiced.

New Invoice Amounts — Unit Rate $ 999,999.99

If the credit is issued because the rate was incorrect, enter the correct Unit Rate. The
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New WIP amount will be automatically recomputed.

New Invoice Amounts — WIP & Overhead $ 9,999,999.99-

As a result of the Credit, this is the new amount that would be recognized as being
invoiced for this WIP item.

9.4.3.7 Generate an Invoice's Recap Detail Spreadsheet
Enter topic text here.
9.4.4 Rates Query/Calculator

The P/l system provides for the automatic assignment of Billing Unit Rates, Unit Costs Rates,
and the G/L Accounts used for recording revenues and cost. There are a variety of different
sources and combinations of settings that are employed. This function attempts to display
the different alternatives as to how the rates and the accounts are derived. You will basically
enter a Project Code, Employee Code and a Task Code, and the system will determine and
display the associated Chargeable Rate that will be assigned to WIP items. Each possible
“candidate” rates and accounts will be displayed showing the priority of how the final rate is
achieved.

As well as charge-out rates, the G/L Revenue account that is assigned to the WIP item is
also displayed, showing each “candidate” account.

If the P/l system is also tracking Costs, (as determined by a preference in the P/I Control
Preferences), the operator will be invited to also show the steps in obtaining the Cost Rate for
the WIP item that would be generated.

From the P/l Main menu, select Rates Query from the Trx Inquiry drop-down menu.

a SHSI Series V Professional Invoicing

File | TInquiry | Operations Reports Codes
ﬂ Work In Progress Inguiry... | |
Uzer Disbursement Inguiry...
Inveoice History Inguiny... C
% Rates Query... % oy
A R =T T [ | P,;axﬂa_.j

Some points to note about the automatic selection process:
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e Two tabbed sub-screens are presented. One for the Revenue Rates and one for
the Costing Rates.

Displaying Cost Rates
The Costing Rates sub-screen is offered only if Costing has been enabled in the system.
Also, if you do not wish all users to view the Cost Rates, a setting in the P/l Control Preferences may

be used to define a single logon user who is allowed. (If thatfield is blank, all users may view the
costs).

&+ Rates Query - Codes Entry Screen

The following screen is presented for entry of the Project, Employee and Task codes for
which Rates are displayed:

] /1 WIP Rates Query s 0 e
Digplay ""Candidates™ and rezulting spstem azsigned “'Selected" WP Rates, Costs and G/L Accounts
for the entered Project, Task and Employes codes. _Lg?
For Project:
l:l i Custormer:
Billing Status: [é
For Employee: For Task:
[ | L m|
Department: Inv Section:
Rate Group: Loc.: Budget Group: Budget Group: Iy Giroup:
Invoice Rate and Revenue Account ]Qogt Rate and Account |
Rate Candidate Source | Chargeable | MonCharge | Overhead J Rate-Clazag, J Fhavsnue Account b
S el L I PP S P = e T — ,_‘”__w_‘p%e

= Rates Query Codes Entry Screen - Field Definitions

For Project X(6)

Enter the Project for which Rates are to be displayed.

For Employee X(6)

Enter the Employee for which Rates are to be displayed.

For Task X(8)
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Enter the Task for which Rates are to be displayed.

&+ Rates Query - Invoice Rate and Revenue Account Display Sub-Screen

257

The following tabbed sub-screen is displayed showing the candidate sources for the derived
Unit Rate and G/L Revenue Account:

a P/ WIP Rates Query = |
Digplay "Candidates" and resulting system asgigned "Selected" WIF Rates, Coste and G/L Accounts
for the entered Project, Task and Employee codes. _"?

Far Project:

Billing Statu:

Faor Employee:

Rate Group: Loc.:

Invoice Rate and Revenue Account

. Active

101BKL | g | BANKRUPTCY-LOCAL
Department:  CAPITOL COMMERCE REPORTE

LBEY Budget Group:

017934 | f4 | LASALLE BUSINESS CREDIT ABL GLENDALECustomer: 017934 LASALLE BUSINESS CREDIT ABL GLENDALE

LAKE OSWEGO, OR

For Task:

2000 #4 | Special Client Consulting and Assistance
I Section: Chargeable
Budget Group:  *==*== | Group: 2000 Mon-Taxable

LCost ARate and Account

Budgets dizabled for thiz Project

Rate Candidate Source Chargeable MonCharge Overhead Rate-Clazz Revenue Account
Client Record 3 33.00 | % 17.00 nda >x88 n/a
Task Record 3 3 0.00 % nfa 0040-0100-040 [InvGrp]
Project Record S 16.00 | % 7.00 No 100 0043-8110-070
D epartment Record nia nia nia nia 0042-0616-040
Task-PfCh: (M) ooo
Special Rates Candidates Chargeable MNonCharge Overhead Loook-Up Feps
Employee (0o ] % 50000 % 10.00 | nta [101BKL]
—>Employes/Task (100 )| $ 12200 | % 25.00 400 % [101BKL-2000]
3 3 I>’
I % S
k] k]
Computed Amounts:
# of Urits: @ Rate: 122.00 Extended: $ 122.00 Overhead: $
G/L Revenue Account: | 0040 - 0100 -- 040 | [IreeGroup]
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9.4.5

&+ Rates Query - Cost Rate and Account Display Sub-Screen

The following tabbed sub-screen is displayed showing the candidate sources for the derived
Unit Cost and G/L Cost Account:

a P/ WIP Rates Query = |

Digplay "Candidates" and resulting system asgigned "Selected" WIF Rates, Coste and G/L Accounts
for the entered Project, Task and Employee codes. _"?
Far Project:

017934 || LASALLE BUSINESS CREDIT ABL GLENDALECustomer: 017934 LASALLE BUSINESS CREDIT ABL GLENDALE

Biling Status: Active L&KE O5WwWEGD, OR

Faor Employee: For Task:

101BKL | g | BANKRUPTCY-LOCAL P 2000 #4 | Special Client Consulting and Assistance

Department.  CAPITOL COMMERCE REPORTE Inw Section: Chargeable

Fate Group: loc: LBEY Budgst Group: Budget Group: *===== Inw Group: 2000 Mon-Taxable

Budgets dizabled for thiz Project
Invoice Rate and Revenue Account Cost Rate and Account

Costing Rates Candidates Uit Cazt Cost Account Prafit Center
- Project nia 0064-5410-040 070
Invoice 5 ection n'a nfa nfa
Irvoice Group nia nfa nfa
Department n'a 0064-3550-040 010
Location n'a nfa 010
Task 3 0000-0000- nfa
--» Employee $ 155.00 | 0D063-0525-040 nfa
Special Job Class/T ask n'a nfa
Special Employee Cdst ) $ nfa
I Special Task % Moditien nfa % L\)
[

Computed Amounts:

# of Urits: @ Rate: 122.00 Extended: $ 122.00 Overhead: $

G/L Revenue Account: [IreeGroup]

Exit

WIP Periods Analysis

The Professional Invoicing system records all chargeable and non-chargeable employee
activity, and/or external system generated charges to the Work-In-Progress, WIP, file. These
records represent a history of all activity, and are available for analysis. The WIP Period
Analysis function accumulates sub-totals for the WIP for a variety of related codes, including
and not limited to, Project, Task and Employee. Analysis may be done for periods of
calendar years or months, or G/L Fiscal years or periods. The number of Chargeable and
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non-chargeable Units and Amounts, Overhead Amount, Invoiced Amount, and Costs are
tallied, and presented along with assorted totals.

Once the analysis is generated for the specified type of period, the totals for any particular
period, of the range of periods analyzed, may be displayed to the grid screen with totals,
which may then be reviewed, exported, or printed as a report.

Analysis with sub-totals by assorted periods of time, are available as follows:

a

00000000 o

a
a
a

by Project

by Task

by Employee

by Customer

by Department

by Location

by Invoice Layout Codes
by EDI Control Codes

by Projects for selected Customer, Employee, Department, Task, Project

Leader, EDI Code or Invoice Layout

by Tasks for selected Project or Employee
by Employees for selected Project or Department

by Departments for selected Project or Leader Department

For each of the given analysis types, a sub-totals may be broken down to the following

periods:
a
a
a

Q

For any row of data presented, (where a row represents either a Project, Task, Employee,

by Calendar Year for up to 9 year prior to a selected year
by Calendar Months for up to 47 months prior to a selected month

by G/L Fiscal Periods for up to 2 years worth of Fiscal Periods preceding a

selected period

by G/L Fiscal Years for up to 8 years preceding a selected Fiscal Year

Customer, Department, Location, Invoice Layout, or EDI Code), a drill down function
presents a screen displaying the accumulated totals for the item, for each of the reporting
periods. Totals are displayed along with a Trend Analysis. These drill down screen data
may also be exported to a spreadsheet.

The inquiry analysis is obtained using the current WIP records that are accumulated in the P/I
system. For this analysis to be accurate, you must maintain at least the last ten years of
historic data, purging only transactions older than ten years.

As a special feature of the Series 5 reporting function, the totals may be viewed on screen,
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printed or exported to an MS Excel spreadsheet.

The P/ WIP Analysis Inquiry function and the P/l WIP Analysis Report function are in fact the
same function. For a full description, refer to the topic titled WIP Period Analysis Report[ seel
found under the chapter on Reporting Functions/.al later in this documentation.

9.4.6 WIP Revenue GL Account Analysis

The Professional Invoicing system records all chargeable and non-chargeable employee
activity, and/or external system generated charges to the Work-In-Progress, WIP, file. These
records represent a history of all activity, and are available for analysis. Each WIP item that is
invoiced is assigned a G/L account representing the P/L Income to which the revenue is to be
assigned. The WIP Revenue Analysis function accumulates sub-totals for each assigned G/
L Account for a variety of related codes, including and not limited to, Project, Task and
Employee. Analysis may be done for periods of calendar years or months. The number of
Chargeable and non-chargeable Units and Amounts, Overhead Amount, Invoiced Amount,
and Write-Off Amounts are tallied, and presented along with assorted totals.

Once the analysis is generated for the specified type of period, the totals for the date range
analyzed, may be displayed to the grid screen with totals, which may then be reviewed,
exported, or printed as a report.

Analysis with sub-totals are available as follows:
Q by G/L Account
by Project for select G/L Account
by Customer for selected G/L Account
by Task for selected G/L Account
by Employee for selected G/L Account

by Invoice Group for selected G/L Account

0O 0000 Od

by EDI Control Code for selected G/L Account
Q by Invoice Layout Codes for selected G/L Account

The inquiry analysis is obtained using the current WIP records that are accumulated in the P/
system. For this analysis to be accurate, you must maintain at least the last ten years of
historic data, purging only transactions older than ten years.

As a special feature of the Series 5 reporting function, the totals may be viewed on screen,
printed or exported to an MS Excel spreadsheet.

The P/ WIP Revenue Accounts Inquiry function and the P/l WIP Revenue Analysis Report
function are in fact the same function. For a full description, refer to the topic titled WIP
Revenue Analysis Reportm found under the chapter on Reporting Functions| . later in this
documentation.
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9.4.7

Employee Cross Utilization Analysis

Chargeable and non-chargeable activity by employees is recorded as Work-In-Progress
items against specific Projects. All employees belong to both a Department and a Location;
and all Projects also are associated to both a Department and a Location. Generally,
employees for a given department or location will perform work on projects that belong to the
same department or location. However, if this is not always the case, you may want to
determine how much WIP activity is being performed by employees associated to a given
department or location on projects belonging to other departments or location. This is
referred to as "Employee Cross Utilization".

The Employee Cross Utilization Analysis function accumulates sub-totals for the WIP
recorded be employees on projects for other departments or locations for a variety of related
codes, including and not limited to, Project, Department, Location and Employee. Analysis
may be done for periods of calendar years or months, or G/L Fiscal years or periods. The
number of Chargeable and non-chargeable Units and Amounts, Overhead Amount, Invoiced
Amount, and Costs are tallied, and presented along with assorted totals.

Once the analysis is generated for the specified type of period, the totals for any particular
period, of the range of periods analyzed, may be displayed to the grid screen with totals,
which may then be reviewed, exported, or printed as a report.

Analysis with sub-totals by assorted periods of time, are available as follows:
Q by Projects for selected Location, Employee, Department, or Location
Q by Locations for selected Project, Department, Leader Location or Employee
Q by Employees for selected Location, Department or Project

Q by Departments for selected Location, Project, Employee or Leader
Department

For each of the given analysis types, a sub-totals may be broken down to the following
periods:

Q by Calendar Year for up to 9 year prior to a selected year
Q by Calendar Months for up to 47 months prior to a selected month

Q by G/L Fiscal Periods for up to 2 years worth of Fiscal Periods preceding a
selected period

Q by G/L Fiscal Years for up to 8 years preceding a selected Fiscal Year

For any row of data presented, (where a row represents either a Project, Location, Employee,
or Department), a drill down function presents a screen displaying the accumulated totals for
the item, for each of the reporting periods. Totals are displayed along with a Trend Analysis.
These drill down screen data may also be exported to a spreadsheet.

The inquiry analysis is obtained using the current WIP records that are accumulated in the P/
system. For this analysis to be accurate, you must maintain at least the last ten years of
historic data, purging only transactions older than ten years.

As a special feature of the Series 5 reporting function, the totals may be viewed on screen,
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printed or exported to an MS Excel spreadsheet.

The P/l Employee Cross Utilization Analysis Inquiry function and the P/I Cross Utilization
Report function are in fact the same function. For a full description, refer to the topic titled
Employee Cross Utilization Report/.e| found under the chapter on Reporting Functions| ]
later in this documentation.

Operational Functions

The topics in this chapter describe functions and procedures that are a available under the

Operations drop down menu on the Professional Invoicing menu. These menu items are
used to perform the major processing functions in the Professional Invoicing system. In
particular, the functions for entering Employee Timesheets, entering General Work-In-
Progress charges, and Interfacing 3rd party generated WIP activity are found here.

These functions are available from the P/l Menu Bar as shown:
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951

E SHSI Series V Professional In\roicing_

File  TreInquiry [Dperations] Invoice Processing  Reports  Codes Maintenance  Purging  Wizards  User Functions

T, e

Control Options

User USER

Employee Time Sheet Entry...
General WIP Entry...

Email Blank Employee TSheets

Load Time Sheets from Emails

Load WIP/Recap to GenWIP Entry
Load Timesheets from 5p'sheet
Load WIP/Recap to TSheet Entry
Undo Prior Recap Interface...
Interface/Invoicing Wizard...
Disbursements Entry... .r,}
Generate Project Accruals...

Mark WIP Items 'Paid'...

Enter Open Credit Deposits...

Enter Credit to an Invoice...

Recalc Project WIP Rates...
Project Write-Off...

Search/Find and Replace....

pmpany

il

Fev: 514

:action Entry I

9 Invoice Processing

3 Coming Due |

4 My Favorites

b ik I i i -n.hﬁ__h*#’b *."% “"“"'-1-.4.

Employee Timesheet Entry

This Series 5 Professional Invoicing system primary purpose is to capture your Employee's

working activity. This may include both billable time, and non-chargeable time. Depending on
how rigorous you wish to track your employee's working hours, the system provides for entry
of different types of time.

Given that generally employees are performing work on different projects, when activity is
recorded in the P/l system as Work-In-Progress, (known as WIP), it must be entered for pre-
defined Projects. WIP can be recorded as chargeable or non-chargeable depending on
whether it can be billed out to a customer. Also, a P/l employee could also be a machine that
you wish to track the number of chargeable or non-chargeable hours that it is used.
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WIP that is directly associated to employee or machine hours, is normally kept track of using
a Time Sheet and is recorded in the P/l system manually using this Employee Timesheet
Entry function.

There are a number of features associated the recording of WIP activity. These are
highlighted under the topic titled About, Concepts and Features that follows:

e Time Sheets are entered under the control of Timesheet Entry Batches|s as either
a Regular Batch or a Permanent Entry Batches. Permanent Batches are used for
WIP activity that is the same on a regular reoccurring basis.

e Employee hours may be entered as individual WIP items, or as a traditional weekly
timesheets. The "Weekly" timesheet mode for an employee provides for the entry of
the Project and the Task codes, for which associated hours may be entered Monday
thru Sunday.

e WIP may be recorded basically as one of four Types of WIP Activity@. Active,
Force Billed, Deferred and Memos.

¢ When an Employee's activity is entered, all that needs to be recorded is the # of
Hours, a Project, and a Task. The system will automatically determine Charge-out
Rates| ), Cost rates and G/L Revenue and Costing Accounts.

e |f you wish to restrict the entry of specific Projects and Tasks to individual
Employees, this can be accomplished by defining those projects using Employee
Assigned Projects Codes Maintenancel s«s| function.

e WIP activity may be entered directly to a time sheet, interfaced from a user supplied
data file[), or loaded from a spreadsheet.

¢ In the event you have activity, or charges that you wish to bill your customer for, but
they are not really directly associated to a a particular employee or machine, they
may be entered as Generalized WIP charges|-nl. These can be entered directly, or
they can be interfaced from data files| -« that are generated from another system, or
they can be loaded from a spreadsheet| -,

Before entering the individual Employee Time Sheets, a Timesheet Entry Batch must be
created. These are created directly from the Employee Timesheet Entry routine.

= Employee Timesheet Entry
» Concepts and Features| !
> Timesheet Batch Selection[)
> Timesheet Batch Properties|2-)

» Employee Timesheet Entry Grid Screenl 7l

» Adding or Editing Employee Time Sheets|z]
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» Time Sheet Activity Entry Data Screen| 21

» Posting Timesheet Batches| zl

Accessing the P/I Timesheet Entry Function

From the P/l Main menu, select Employee Timesheet Entry from the Operations drop-
down menu.

D SHSI Series V Professional Invoicing |
File TrcInguiry | Operations | Reports Codes Maintenance  Purgin

Help Employee Time Sheet Entry...
Uzer USER General WIP Entry... %
Load WIP/Recap to GenWIP Entry pC
Load WIP from Spreadsheet M |
b Load WIP/Recap to TSheet Entry
R T —— L SR ¥ SR e T B

About,Concepts and Features

There are a number of features associated to Order Entry. These are highlighted under the
following sub-topics. (Click the green plus sign to expand the display for the related text).

=+ Time Entry Batches

Batching is provided as the method for entering transactions in those Series 5 applications
requiring operator interaction with the screen. Examples of such transactions include the
following:

e Accounts Receivable Cash and Sales Transaction Entry
e General Ledger Standard and General Journal Entry

¢ Professional Invoicing Time Sheet Entry

e Accounts Payable Suppler Invoice Entry

Batching was introduced as a concept to the Series 5 family of applications for three main
reasons:

1) To provide a method of validating figures, representing totals of all Invoice
transactions, entered into the system. A fixed number of transactions can be

assigned for entry under a given Batch, and in advance, the total of all amounts may
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be computed. This Batch Total may then be used as a check against the total
actually entered. If the amounts do not match, the operator is then alerted.

2) To provide for the capability of a great number of transactions to be entered into the
system by a number of different operators at the same time. Employees may enter
their own activity using their own Time Entry batch, or a group of data entry clerks
can enter activity separately. Each batch may be entered, and posted
independently from one another.

3) To ensure that transactions are entered under a rigorous control system. They are
first entered into a batch. An edit list may be generated and it's transactions verified
to be correct. That batch of transactions are then "posted", moving them into their
respective active data files. During the post process, and transaction posting
journal is generated and archived, providing an audit trail for future reference.

In essence, transactions are divided into groups of batches prior to data entry. Each batch is
allocated a batch number or code, and the sum of all the transactions may be determined and
used as a Control Total. A batch is created in the respective system, and the various totals
and defaults pertinent to the batch are entered. Each transaction is then entered under that
batch number, and prior to posting, is only accessible via that batch number. A Transaction
Edit List for the batch may be printed prior to the it being posted.

During entry of transactions for a Batch, the current state of the totals is displayed whenever
possible. Separate totals, for number of transactions and transaction totals, both expected
and actually entered, are maintained in the Batch Header file. When the Batch Posting option
is selected, if the Batch entered values do not match the expected values, the user is warned,
and given the option of allowing transaction entry to continue. If a transaction being added
causes the number of transactions expected to be exceeded, the user is informed and the
entry aborted.

Two types of batches are available, Regular and Permanent. Normally, time sheet activity is
entered in a Regular batch, and they are posted. The batch is deleted when posted. When
entering time sheets in a Permanent batch, after posting the batch remains on the system.
The next time the Permanent batch is used, the operator only needs to change the Ledger
Date and the Transaction Date, and perhaps only a few selected items on the existing time
sheets.

The process of entering one or more employees' activity can be summarized as follows:

Example using a Regular Time Entry Batch

Over the period of week, an employee needs to record the number of hours that
they had spent on a variety of different Projects. On Friday afternoon, Time Sheets
have to be recorded into the system. The following steps might be followed:

» First thing Monday morning, each employee, or their secretary, needs to
create the Time Entry Batch that they will be recording their time to. From
the P/l system's Operations drop-down menu select Employee
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Timesheet Entry. At the bottom of the screen displayed, click the
Create and Select a New Time Entry Batch push-button. They would
create their own Time Entry Batch and enter the appropriate control
figures. If the activity from week to week tended to be the same, a
Permanent Batch could be created, otherwise if employees worked on
many different Projects, then a Regular Batch should be employed. For
control purposes, as an option, specify the number of time sheets and/or
the total number of units, or hours, that will be entered. (Depending on
the number of entries that would have to be recorded, you could set
up for a separate time sheet for every day of the week, or just have
one for the week). Either way, a separate time sheet must be created for
each employee.

> At the end of every day, activity for the employee should be entered.
Invoke the Timesheet Entry operation and choose the appropriate Time
Entry Batch from the drop-list, (or if displayed, select it from the Recently
Accessed or Created Batch table).

» If the Time Sheet for the day, or week, already exists, it will be displayed in
the grid. Double-click the Time Sheet to be used.

» If the Time Sheet does not already exist, click on the New push button in
the "Fast Frame", to create a new one. The system will assign the
Timesheet Number. Enter the Employee code and the default dates that
are to be assigned to each WIP activity. Control totals may be entered for
the time sheet. (If there are no Time Sheets already entered, the system
will automatically display the screen to have the first one added).

» Add each WIP charge to the Time Sheet by clicking on the New push
button. A screen will be displayed on which the employees activity is to
be recorded. Normally only the Project, the Task and the Number of Units
need be entered. All other fields should be automatically assigned by the
system.

» At the end of the week, on Friday, after all Time Sheets are entered
satisfactorily, the operator may wish to check that all was entered
correctly. Click on the Print Edit List push button in the "Fast Frame",
and an Timesheet Edit List may be printed, which will list all the
information about each time sheet. This could be checked against the
employees' time card or paper timesheet.

» Once the operator is content that everything is correct, they would then
click on the Post push button. All time sheets for the selected batch
would then be Posted to the active WIP file, ready for Invoicing. At this
time a Time Sheet Entry Posting Register is generated, which may be
printed, providing a hard copy audit trail of the activity entered.
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&+ Types of WIP Charges

There are four types of WIP activity that may be entered into the system. Basically,
depending on the type of WIP specified when the activity is entered, determines how the item
is billed. The following types may be entered:

Type of WIP Description

Iltems
Active WIP An Active WIP Item is one that is either Chargeable or Non-
Charge Chargeable. Chargeable ltems may eventually be selected

for billing and contribute to charges on a Customer's Invoice
to be generated for the Project.

Force Billed WIP | A Force Billed WIP Item is similar to an Active WIP, but
when posted to the WIP file it is automatically selected for
billing. These items would appear on the next Invoice
produced for the Project. (Only chargeable WIP items may be
entered as Force Billed ones).

Deferred WIP Deferred WIP ltems are similar to Active ltems, but are
posted to the WIP file marked as Deferred from Billing.
These items can be selected for billing only by specifically
being selected from the Selective Billing and Adjustments o]
function.

Memo Memos are WIP records that carry text information only.
They are used only to record information about the Project, or
describe events associated to a specific date. Memo WIP
items are typically never allowed to be selected for billing.
However, if a Project has a specific Invoice Layout, these
Memo records may be used for information printed in the
headers of invoices.

& System Assigned Chargeable and Non-Chargeable WIP Rates

The P/l system has been designed to allow for a great deal of flexibility in the assignment or
calculation of a rate for a given unit of service performed. Through the use of Standard Rates
and Special Rates and system control parameters, the user should be able to define a rating
system which will accommodate their requirements.

All employee WIP activity entered can be classified as chargeable or non-chargeable in
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nature. All chargeable time will be invoiced to a client for work performed on a given Project.
Corresponding to the chargeable and non-chargeable concept are two rates assigned to all
rate-bearing sources. These are referred to as Rate 1 (chargeable) and Rate 2
(non-chargeable).

Rates are assigned automatically by the system when project, task and employee information
is entered to a time sheet. The system will examine the possible sources of a rate in a
specific sequence. The sequence is partially controlled by the user utilizing parameters in
the P/l Control Preferencesl sl It is still possible to manually enter the rate or override the
system developed rate.

The system assigned rate is derived by first selecting a rate from either the Client, the Project
or the Task records. This rate is called the Standard Rate and is our first choice for the
candidate rate (the Candidate Rate is the rate that will be chosen by the system when
no other rates are found during examination of subsequent possible sources of rates).

At this point the program will determine whether a chargeable or a non-chargeable rate is
used, and if any Special Rates[«1] have been established. If a Special Rate Class Code
exists in the Project or Client record, the Special Rates table will be examined. An entry in the
special rates table will be searched for utilizing the Special Rate Class Code as a column
indicator and variations of the Employee, Employee Group or Employee/Task Codes as the
row indicators.

If a Special Rate is found, it becomes a new Candidate Rate. If no special rate exists, the
Standard Rate will remain.

The system has several parameters which can be set to determine where information is to be
found or in what sequence a Candidate Rate will be derived. The following sections will
describe how a rate becomes chargeable or non-chargeable, when Special Rates are used
and how a final Candidate Rate is chosen.

= Loading Employee Timesheet Activity from Spreadsheet

The Series 5 system offers a simple interface to/from spreadsheets or tab-delimited text files.
Should you wish to accumulate employee activity within a spreadsheet, or from another
application, Time Sheet activity can be loaded accordingly.

= Amending Posted Timesheet Charges

Should you discover that you have posted charges against the wrong Project, or Task or
Employee, you may correct the entry by selecting it from the Work In Progress Inquiry[ z:s!
screens. Locate the WIP item in the grid display screen, right-click to have the pop-up menu
displayed, and select the Adjust This WIP ltem| 2] function. Any changes made to the Unit
Rate or the Amount will cause correcting distributions to be made to the appropriate G/L
Revenue and WIP accounts.

If you find that rates or revenue accounts, or costs or cost accounts were incorrectly
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assigned to WIP items, you may have new rates and accounts assigned, based on any of the
new rules or rates that have been set up since the items were posted from time sheets.
Select Recalc Project WIP Rates|ss from the P/l menu bar's Operations drop-down menu.
For a range of Projects, Task Codes or Employees, their WIP items will have their cost and
charge rates recomputed, have their cost and revenue accounts re-assigned, and budget
figures adjusted. (Alternatively, from the Work In Progress Inquiry screen, select a specific
Project for which rates are to be recomputed, etc., and from that window's Operation drop-
down menu, select Recalc Project Default Rates/

& General WIP Charges Entry

When the occasion arises that you need to record charges, or events, that are not directly
associated to an employee or a machine, you may record the time as a Generalized WIP
Entry. Generalized WIP items are not recorded from the Employee Timesheet Entry function.
Instead use the General WIP Entry operation|zto enter a single set of these items. When
all entries have been added, the transaction file is then Posted to the W-I-P file.

When entering Generalized WIP entries, you have the opportunity to enter the Cost and Billing
Rates, and other fields normally assigned by the system, directly. Other than that, once
posted they are the same as other WIP items. They can be billed and invoiced, might be
chargeable or non-chargeable, and have costs associated to them.

=+ Loading General WIP Charges from Spreadsheet

The Series 5 system offers a simple interface to/from spreadsheets or tab-delimited text files.
Should you wish to accumulate these General WIP charges within a spreadsheet, or from
another application, they can then be loaded accordingly. .

&+ Loading General WIP Charges or Timesheet Activity from External Data
Sources

The P/l system may be used primarily for the extensive variation of Invoices that it can
produce, and charges are actually derived from some other application, or even from services
offered over the Work Wide Web. If this is the case, then two different User Interface menu
operations are available. Pre-defined sequential files may be processed, and loaded either
into the General WIP Charges entry batch, or into an Employee Time Sheet Entry batch. In
either case, the sequential file provided must conform to a defined format.

9.5.1.2 Timesheet Batch Selection

The first screen that is displayed when the Employee Timesheet Entry operation is selected,
is one that lets you select an already establish Time Entry Batch, or create a new one. It will
display push-buttons of the most recently created or accessed Batches. A given Time Entry
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Batch may be selected by clicking on the button, or selecting one from the drop-down list.

=+ Time Entry Batch Selection Screen Grid

[ a Time Entry =HECE X

Time Entry Batch Selection ...

WP activity iz entered az Timesheets for individuals. Timesheets are entered under the contral of Time Entry Batches.,

Select the desired Batch from one of thoze that have already been created, or you may choose to create a new ane. _‘?
Time Entry Batch: || ARRY Created: 11412709 13:13PM by USER
aza HRegular Batch for Timesheets Dated: 11412409
it 1 Timesheets Entered
and Total Units: 17.00

Recently dccessed or Created Batches:

Ulo7og | 770605 1448 PM
USER

usodny | 40706 927 AM
USER

11112/03 1313 PM

Create and Select a New Time Entry Batch |

I oK Exit Time Entry

If the Time Entry Batch has not yet been created, you can do so by clicking on the Create
and Select a New Time Entry Batch push button.

A Processing Tip

Before setting up a Time Entry Batch, tally the number of Timesheets, and the total number of
units thatis to be entered. These figures can be recorded with the Time Entry Batch properties,
and before a batch is posted, the system will compare the expected totals to those that have
been entered.

For further discussion, and detailed description of the screen used for adding a new Order
Entry Batch refer to the topic titled Timesheet Batch Control Properties|= found later in this
documentation.

9.5.1.3 Timesheet Batch Control Properties

Batching was introduced as a concept to the Series 5 family of applications for three main
reasons:

1) To provide a method of validating figures, representing totals of all Invoice
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transactions, entered into the system. A fixed number of transactions can be
assigned for entry under a given Batch, and in advance, the total of all amounts may
be computed. This Batch Total may then be used as a check against the total
actually entered. If the amounts do not match, the operator is then alerted.

2) To provide for the capability of a great number of transactions to be entered into the
system by a number of different operators at the same time. Each Order Entry
clerk may be assigned a different batch. The transactions may be divided into
workable sets of transactions, with each set being allocated to a separate operator,
and to a separate batch. Each batch may be entered, and posted independently
from one another.

3) To ensure that transactions are entered under a rigorous control system. They are
first entered into a batch. An edit list may be generated and it's transactions verified
to be correct. That batch of transactions are then "posted”, moving them into their
respective active data files. During the post process, and transaction posting
journal is generated and archived, providing an audit trail for future reference.

In essence, transactions are divided into groups of batches prior to data entry. Each batch is
allocated a batch number or code, and the sum of all the transactions may be determined and
used as a Control Total. A batch is created in the respective system, and the various totals
and defaults pertinent to the batch are entered. Each transaction is then entered under that
batch number, and prior to posting, is only accessible via that batch number. A Transaction
Edit List for the batch may be printed prior to the it being posted.

Two types of batches are available, Regular and "Quick". Normally, orders are entered in a
Regular batch, and they are posted. The batch is deleted when posted. When entering
orders in a "Quick" batch, after the order is entered, the system automatically transfers
control to the "Quick Post & Pick Print" sub-menu option so the order can be posted with
either an Invoice or a Pick Ticket printed immediately. A "Quick" batch should be used for
"Point-of-Sale" order entry.

% Time Entry Batch - Properties Screen

The properties for eachTime Entry Batch are defined with the following screen:
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Time Entry Batch: U50421 todify the Properties of

Time Entry Batches are used to group the entry of Timesheets entered inta the PA Systen.
Default dates for Timesheets, and az an option, Control Totals may be specifed.

Batch Code: |LISD421 Batch Type:

@ Reqgular Permatient

Enter Emplayee Timeshest Activity:
Ag Individual WIP [tems
@ Doaily for a \Week by Project/T azk Agzigning G/L Ledger Date: 4230/11 =a

ForwIP Date, or the Week Starting. 4211411 B

Control Totals:

# of Timesheets to Enter; Total Expected Units:

@ Dizabled @ Dizabled
Spociy || Spocty L]

% | ok || cancel |

L] Modify Time Entry Batch l e

Operational Tip

You can edit the properties for the batch while executing the Timesheet Entry
function. From the Time Sheet Entry grid screen, on the menu bar, click Edit, then
from the drop down menu, click on Edit Time Batch Properties.

= Field Definitions

Time Entry Batch Code X(6)

This is the code assigned to the Time Entry Batch. It can be either numeric, or

alphanumeric. There should not be any spaces or punctuation in the batch code, as it is

used within the name of one of the Series 5 data files.

Assigning Order Entry Batch Codes

When a new Batch is created, the following default code is provided:
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UUMMDD
where: UU is the first 2 characters of the operators signon code
MMDD is the numeric month and day of the system date
Time Entry Batch Codes should normally not be re-used. Itis possible, and mybe necessary,
to trace a transaction back to a particular Batch Code. Also, when a batch of orders is posted,
the Batch Code is embedded within the name of the posting journal report.
Batch Type radio-buttons
Specify the type of batch that is being created. Normally
most batches will be a Regular Batch used to enter time ® Regular
sheets. ©  Permanent

A Permanent Batch would be used to enter employee or
machine activity that is re-occurring with the same number of
hours in a given period. After a Permanent Batch is posted, it
remains on the system to be re-used at some point in the
future. (Regular Batches and their Time Sheets are deleted
after they are posted).

Entry of Employee Timesheet Activity radio-buttons

WIP items are created as the result of employee worked hours, or use of a given
resource, both of which is associated to a Project and a Task. Both of these types of
activities may be entered to an employee's timesheet.

Enter Emploves Timeshest Activity:
Az Individual 'WIP ltems
@ Daily for a‘Week by Project/T azk

Entering activity as an individual event results in a single WIP item being generated for the
Project/Task combination of codes entered. You might employ this approach if you just
accumulate totals for a given period of time and it just needs to be entered as a single
item.

Choosing to enter hours daily for a given week's worth of activity associated to a specific
Project and Task offers a traditional day-to-day entry of employee hours over a 7 day
period. For weekly oriented timesheets, each recorded entry potentially results in up to 7
WIP items being generated. (One for each day of the week having non-zero hours
recorded).

Default Transaction & Ledger Dates (mmddyy)

When new Time Sheets are added for this batch, these dates will be automatically
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assigned to their respective date fields, which in turn may be edited. When WIP activity is
added to a given Time Sheet, the default dates assigned to that Time Sheet are also
assigned to WIP items.

Time Sheet Activity Dates

Once a Time Sheet has been added to the system, it's Transaction and Ledger
Dates may not be changed. Also, all WIP activity added to a Time Sheet, will
carry these dates and may not be changed.

Batch Control Totals - # of Time Sheets 9(6)

If known, you may enter the expected # of time sheets to be entered under the control of
this batch. It's used by the system for control purposes, to verify that the correct number
of time sheets have been entered prior to them being posted. This option may be
disabled if not needed.

Batch Control Totals - Expected # of Units 999,999.99-

If known, you may enter the expected # of units, or hours, for all the time sheets to be
entered under the control of this batch. It's used by the system for control purposes, to
verify that employee activity has been correctly entered prior to the time sheets being
posted. This option may be disabled if not needed.
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9.5.1.4 Timesheet Entry Grid Screen

Time Sheets are maintained using a Series 5 grid processing screen.

=+ Employee Timesheet Entry Grid

a Time Entry CIL X
File Edit Help
Time Entry Select to add. modify or delete a Timesheets within this Time Entry Batch. = h I
Batch: UI0706 “Y'ou may print an Edit List, or when finizh, Post them to WP for Biling. Exil ﬂ ﬂ
New | Modify | Delete Print Edit List ‘ Post |
Go Ta Timesheet #: hd i Refresh
TSheet # |Employee Hame Trx Date Lagr Date | # of ltems Total Units
125862 |F02TLL  Tax LIENS &JUDG-LOCAL B/27/05 706405 300 0.20
125863 |F02UCL  UCC-LOCAL B/27/05 706405 200 2o |+
125864 |FO2CCL  CTv COURT RECORDS-LOCAL B/27/05 TA06/05 100 0.40
125865 |F02TLL  Tax LIENS &JUDG-LOCAL B/27/05 706405 200 020 |4
125866 |F02CCL  CTv COURT RECORDS-LOCAL B/27/05 706405 100 0.20
125867 |F02TLL  TA<LIENS &JUDG-LOCAL 6/27/05 FAOGAOS | 100 010
125868 |F02UCL  UCC-LOCAL B/27/05 70ems | % 1m0 oo |*
125869 |F02CCL  CTv COURT RECORDS-LOCAL B/27/05 706405 300 0.40
125870 |F02RPL  REAL PROPERTY-LOCAL B/27./05 7/08/05 200 0.20
125871 |F02TLL  Tax LIENS &JUDG-LOCAL B/27/05 706405 200 0.20
125872 |F02CCL  CTv COURT RECORDS-LOCAL B/27/05 706405 400 0s0 |,
125873 |F02RPL  REAL PROPERTY-LOCAL B/27/05 706405 200 0.20
125874 |F02TLL  Tax LIENS &JUDG-LOCAL B/27/05 706405 200 0.20
125875 |F02UCL  UCC-LOCAL B/27/05 F/06/05 100 010 [
125876 |400UCL  UCC-LOCAL B/27/05 706405 100 010
125877 |F02CCL  CTv COURT RECORDS-LOCAL B/27/05 706405 600 110 |+
125878 |F02RPL  REAL PROPERTY-LOCAL 6/27/05 7/06/05 200 0.20
I 125879 |F02TLL  Tax LIENS &JUDG-LOCAL B/27/05 706405 600 0.60
64 Timesheets entered out of 64 Totaling 197.00  Units
H
Timesheets are listed ding by Time Sheet #. Search: for:
X = ——— — e

The "Fast Buttons" frame provides the push buttons to launch the most common functions
associated to the entry of Time Sheets.

"Fast Buttons"

New Add a new Time Sheet
Modify Modify the Time Sheet highlighted in the grid
Delete Delete the Time Sheet highlighted in the grid

Print Edit List

Print an Edit List showing the details of each Time Sheet
entered into the batch

Post

Post the Batch of Time Sheets

Edit an existing Time Sheet by double-clicking it's associated row. Standard Series 5 grid
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controls apply.

If the function to have the Edit List printed is selected, the report if archived, will be catalogued
with a report name of TIME_XXXXXX.LST. where XXXXXX is the code assigned to the
Time Sheet Entry Batch.

The Print Options tab screen will be displayed, from which you can select to direct the output
to be displayed to the screen, archived, printed, saved as an MS Word document, saved as a
PDF, and/or emailed. (Refer to the topic titled Report Generation and Printing[s+ for full
details).

Other functions are available from the menu bar's Edit drop-down menu. These include the
following:

Menu Bar Edit drop-Down functions

New, Modify or Delete

e Pretty self explanatory if you ask me.

Delete All Time Sheets

e All Time Sheets associated to the Batch are deleted from the
system. There is no Undo associated to this function.

Edit Time Sheet Batch Properties

e The Time Sheet Batch properties screen is displayed, and its
fields may be edited.

9.5.1.5 Employee Timesheet Entry Screen

A separate Time Sheet must be created for each employee for which activity needs to be
recorded. Each Time Sheet has associated to it, a Transaction Date and a Ledger Date.
The dates that were assigned to the batch will be assigned as the default, although they may
be changed as needed. Many Time Sheets can be added for a particular batch. A new Time
Sheet could be set up every day, or every week.

Some points to note about adding new Time Sheets:

¢ The system will automatically assign the Time Sheet Numbers. The next number is
obtained from a field defined by the P/I Control Properties. [ssil

e Once a Time Sheet has been added, YOU WILL NOT BE ABLE TO CHANGE THE
TRANSACTION DATE OR THE LEDGER DATE. All WIP activity recorded to the
Time Sheet will have these dates assigned to them.
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The properties associated to each Time Sheet are maintained using a Series 5 grid
processing screen. This grid screen offers the operator a summary display of the individual
WIP items belonging to the Time Sheet. From this grid screen, push-buttons are provided
that may be used to add, modify or delete employee time sheet activity. (When adding or
editing a Time Sheet Item, a newwindow s displayed).

& Adding a New Employee Time Sheet — Data Entry Screen

LAURA |. ROBINSON

Timesheet #: 126251 - Add 2 New Timesheet Batch Bontiol Tetals o
Time Entry Batch: LARRY 000 of 0.00 Urits
Timesheet #: 126251 Transaction Date: (11412709 ,_r_||| Tln;ezrsenthizpected Uit Total Urits: ﬁl
Emploves: |10LIR i | Ledger Date: 1141209 '_“|| ’V [~ Specify l:l ’V I~ Specify l:l

0 Timesheet ltem(z] Entered for a Total of:

= Field Definitions

Employee

X(6)

Select the code for the employee for which activity is to be recorded on the timesheet.
Keep in mind that this could be an employee, or a resource which is utilized for

completion of a job associated to the project.

Transaction & Ledger Dates

(mmddyy)

When new Time Sheet activity is recorded, these dates will be automatically assigned to

their respective WIP items.

For Time Entry Batches that have been marked as Daily for a Week by Project/Task,
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this date MUST fall on a Monday. When the WIP items are generated for the 7 days of
hours entered, they will be assigned dates relative to this date.

Time Sheet Activity Dates

Once a Time Sheet has been added to the system, it's Transaction and Ledger
Dates may not be changed. Also, all WIP activity added to a Time Sheet, will
carry these dates and may not be changed.

Timesheet Control Totals - # of Time Sheets |9(6)

If known, you may enter the expected # of charges to be entered under the control of this
Timesheet. It's used by the system for control purposes, to verify that the correct number

of items have been entered prior to them being posted. This option may be disabled if not
needed.

Timesheet Control Totals - Expected # of 999,999.99-
Units

If known, you may enter the expected # of units, or hours, for all the items to be entered
under the control of this Timesheet. It's used by the system for control purposes, to verify
that employee activity has been correctly entered prior to the time sheet being posted.
This option may be disabled if not needed.

= Employee Time Sheet Entry — WIP Activity Grid Screen
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i

||
oo
o0z

For Time Entry Batches where items are entered as individual items, the following grid

screen is displayed:

. . Batch Control Totals:
T!mesheet #:126251 -&dd a New Timeshest 0 of 0 Timeshests Entered
Time Entry Batch: LARRY 0.00 of 0.00 Urits
Timeszheet #: |126251 Tranzaction Date: (11/12/09 ,-u|| Vst (5 et Gt I'E@
) ) # of Entries: Tatal Units:
Employee: [10LIR ml Ledger Date: [11.212/09 |—u|| ’V I Specify l:l ’7 I Specily |:|
| LAURA I. ROBINSOM
TID (Project |Hame Task |C!N| Oty |Unils | Rate Extended |Reference 1
Customer | Company Description Recap ## |Reference 2
0001 |X00106 | IMPERIAL BANK PROJEC|A202B | © | 8.00 |EA | 4500 360.00 |(Billing Code A1451
#0008 IMPERIAL BAME PROJEC| Initial preparation of Contract # 141 Authorized by Minnie Mouse
0002 |018286 | CMES COLLATERAL SER| 2000 |c| 500 | 130000 650.00
018286 CHMBS COLLATERAL SER | On-site Project Fleview Meeting
o003 |- NON-A/R XAFE [N] 400 houRs | 100 4.00 :

“* CUSTOMER NOT ON

Internal Documentation

17 Unite

Finish - Exill: I

3 Timesheet Item(z) Entered for a Tatal of:

LCancel

For Time Entry Batches where daily hours are entered on a weekly basis, the following
grid screen is displayed:

T =

" Batch Control Tatals:

Timeshest #: 126279 -&dd a New Timesheet
Time Entry Batch: US0421

1 of
0o of

10 Timeshests Entered
0.00 Units

Timesheet 126279 For the Week Starting: (4711711 DI Ti“;espgi'tfe?emed Dt Tora Ut e
Ledger Dale: (4730411 | )| [ Clspecy [ [ [lspeciy [ ]
Emploges: |60BW | 44| BILL woOD
Hew Modify Delete
TID (Project (MName Task Task Desc |WIP Description
Customer [Company BilCode [c/N| M1 | 712 was | 114 ] Fi15[ sa6 ] 57 [TotalHrs
1 (018286 [CMBS COLLATERAL SERVICES 1000 PROFESSIONAL FEES  ['ear End process meetings
019285 |CMBS COLLATERAL SERVICE[l1ooi1ee [ c | soo [ a0 | [ zoo| s | 1555
10280 WASHINGTOMN MUTUAL A1965 UCL filing with sear |F\Iing Services
010280 |WASHINGTON MUTUAL 18911 [ c ] [z | 10.00 | | [ 1300 |
i x
[ | | | | | | |
[ | | | | | | | .
N |
e [ | | | | | | | |
[ | | | | | | | | )
[ | | | | | | | |
2 Timesheet ltem(s] Entered for a Total of: 28 Units

'served
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Some of the special features of either of the Timesheet items "Selection” grid are as follows:

» To add new WIP activity to the
Time Sheet, click the New
push-button.

Modify I Delete -

[ 7ot [ | n

» Edit a particular WIP item by double clicking the row it is displayed upon.

> For the selected Time Sheet,
totals are displayed below the
grid display.

3 Timesheet lkemfz] Entered for a Taotal of: 17 Unitz

Y

> Within the grid, right-click a

rOW tO have a pop_up menu PEHL,M DAKIE DOM II:I"lA".II'I".ID | — | q_["] EI
; : . ap— Cut Timesheet It
displayed offering available PERl; o mEsnEs e #141
functions that may be ABS O Copy Timesheet Item .00
performed on the associated ABS O Paste Timesheet Irem -
WIP item. =y
[Py New 00 |H
, . “CUS| :
> In particular, a function is — Modify
provided that will delete all the - Delete I
items on the Time Sheet.
Undo Modify
Undo Delete
e Delete All Timesheet tems mj

9.5.1.6 Timesheet Charges Data Screens

To add a new WIP item, from the Time Sheet entry grid screen click the New button. To edit
an existing WIP item, double-click the row of the WIP item to be edited.

Muodify I Delete -

[ [ am | n

Some points to note about entering Time Sheet activity:

e When WIP activity is added, they are assigned a unique Line ID #. Once assigned,
these cannot be changed. Items will be presented in the Time Sheet sortd by these
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Line ID numbers.

e If Projects have been assigned to an Employee, then those projects will be presented in
a drop-down list. Any other Project may not be selected on the time-sheet. Additionally,
if Tasks were assigned to the chosen Project, they will be presented in a drop-down list.

¢ All employee WIP activity entered can be classified as chargeable or non-chargeable in
nature. All chargeable time will be invoiced to a client for work performed on a given
Project. Corresponding to the chargeable and non-chargeable concept are two rates
assigned to all rate-bearing sources. These are referred to as Rate 1 (chargeable) and
Rate 2 (non-chargeable).

¢ Rates are automatically assigned by the system from the Project, Task and Employee
codes entered to the time sheet. The system will examine the possible sources of a
rate in a specific sequence. The sequence is patrtially controlled by the user utilizing
parameters in the P/| Control Preferences [, Itis still possible to manually enter the
rate or override the system developed rate.

e If the activity being entered is for a Project that is designated to compute Overhead
charges, then it will be automatically computed and displayed.

¢ The Revenue Account that is shown is automatically determined by the assorted rules
defined for the Project, the Task, and the P/l Control Preferences|e.

e For Weekly based entry, time is recorded as hours and minutes for each day of the
week from Monday though Sunday. The transaction date assigned to the Timesheet
must have been for the 1st Monday for which time is entered. Note that time is entered
as hours and minutes for each day, but is then converted to units with 2 decimal places.

=+ Time Sheet WIP Item Entry Screen

The following screen is presented for entry of the WIP activity items where they are entered
as individual items:
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Line ltem: 1 for Timeshest #: 126257 Employee:  702FIL  FILING-LOCAL

Project: 18439 ﬂl EMMET MARYIN & MARTIN LLP Status: Active
Customer: 018499 EMMET MARVIN & MARTIN LLP MEW YORK, NY
Member [0 D] Code:

Mon-Chargeable Service
. TASK NOT ON FILE
Task: [FINY132L “l Tax Group [ ]

Iy Group:

# of Units: 1.00 Rate: 20.00 Extended: $ 20.00 Promo/Digzount Savings:
$ 410

Overhead: §

Revenue Acct:  0042-5500-070

| (@) Chargeable () Non-Chargeable

‘WP Tranzaction Type: ) )
@ [Alctive Nomal WP () Pre-Selected for [Bliling Tupe "C" Invoice Layout Giouping: | 1 - Consolidation Group 1 -
() [D]eferred from Biling 2 WIP [M]emo \working Location of WP Activity: [Adminisllation Dffices v]

Drescription: |32 WEST 96TH STREET TENANTS CORP
Feference 1: |521 4 544 Recap D Humber: | 26325220

Reference 2: |J.ANELLE TELESFORD

Task Desc. Overide: |

| Update | | cancel | %

The following screen is presented for entry of the employee WIP activity items as hours for
each day of the week. Note that Unit Rate and Extended Amounts may be displayed by

clicking the Show Rates and $ Extended button.
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rD Medify Timesheet Charge Item B o - [ =l &]
Line ltem: 17 for Timeshest #: 126303 Employes: 10LMB L M BOMILLA =

Project: 3469 44| JPMORGAM CHASE - FORT WORTH Statuz: Active

Cugtomer. 003459 JPMORGAN CHASE - FORT WORTH - A DIVISION OF SENTINEL HILL  FORT WORTH, Ti<
SOFTWARE INCORPORATED IN THE BEAUTIFUL CITY OF WEST

tember (D 1DH) Code: VANCOUVER THE SUNSHINE CAPITAL OF CANADA
MONEYT45RRR-H77

S 1000 PROFESSIONAL FEES FOR PERFORMING ASSORTED Chargeable Service
. i} MISCELLAMEOUS SERVICES FOR FRIEMDLY Taz Group [Q]
LONG Hours CUSTOMERS. AND OTHERS Irvv Group: PRG
Mon-17 Tue-18 Wed-13 Thu-20 Fri-21 Sat-22 Sun-23 Total
Daily Hrs: 5:00 1:00 4:00 1:00 1:05 12:05
® Chargeable Man-Chargeable Revenue Acct:  0040-0100-040
Show Rates and § Extended |
WP Tranzaction Type: ; ;
8 [A]ctive Normal WIP PreSelected for [EJiling Type "C" Invoics Layout Grouping: | Not applicable -]
[D]eferred from Billing WP [M]emo Wworking Location of %P Activity: | Head Dffice - |

Description.  MODIFIED P/1 FOR 8 DIGIT INVOICE NUMBERS
Biling Code:  AAAA-19000
Reference 22 BLACKSTONE PROJECT

Tazk Desc. Overide:

[ Update Cancel

= Time Sheet WIP Items Screen - Field Definitions

Project Code X(6)

Select or enter the Project Code for which the activity being recorded was performed for.
If Projects have been assigned to an Employee, then only those Projects will be
presented in a drop-down list. Projects may be assigned to Employees using the
Employee Assigned Projects Codes Maintenance! sl function.

Task Code X(10)

Select or enter the Task Code for the activity that was performed. If Projects have been
assigned to an Employee, and Task assigned to that Project, then only those Tasks will
be presented in a drop-down list. Project and Tasks may be assigned to Employees
using the Employee Assigned Projects Codes Maintenancel el function.

# of Units 99,999.99-

Enter the number of Units associated to the activity that is to be invoiced and or charged
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to the Project. For chargeable WIP activity, this is the number of units that will be used,
along with the Unit Rate, to compute the amount that is invoiced.

When recording a Credit to the Project, the # of Units should be entered with a
minus sign. WIP Rates cannot be negative.

Unit Rate $ 99,999.99

For chargeable WIP items, this is the Unit Charge-out Rate associated to the activity that
is to be invoiced and charged to the Project.

When recording a Credit to the Project, the # of Units should be entered with a
minus sign. WIP Rates cannot be negative.

Extended $ Amount $ 999,999.99-

This is the Extended dollar amount associated to the WIP item. This is the amount that
will be invoiced to the customer. This amount is always computed from the # of Units
and the Unit Rate. If this amount is overridden, then the Unit Rate is adjusted accordingly.

Overhead $ Amount $ 999,999.99-

When the WIP item is selected to be billed, this is the Overhead Amount associated to
the activity that is to be invoiced and charged to the Project.

Promotional/Discounted Savings Amount |$ 999,999.99-

This information field is used to record the amount of savings that the customer
appreciated as a result of a discounted or promotional charge rate associated to the
service. The Rate provided is the discounted rate. On selected types of invoices, the
total of these Savings Amount are accumulated and printed in the footer of the invoice.
(No G/L Distributions are generated as a result of any amount entered to this field).

Table of Daily Hours for the Week hh:mm, or hh, or hh.mm

For the selected Project and Task, enter the number of hours to be recorded on each
given day of the week. Time may be recorded to the minute, (separating hours from
minutes by either a space, or the [:] or the [.] characters.

Converting Hours:Minutes to Units of WIP

In the case where activity is recorded down to the minute, the resulting total for the week will be
converted to a decimal value with 2 decimal places. This amountwill then be used to compute the
chargeable or non-chargeable amounts associated to the resulting WIP records.

Also, if any Costs or Overhead is computed for the Employee, Project, Customer combination of
codes, when each of up to 7 WIP records are generated, will be pro-rated based on the ratio of daily
to total hours:minutes.
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Chargeable or Non-Chargeable radio-buttons

Defines whether the WIP item is to be invoiced or not. This setting will always default
depending on the properties set up for the Project and/or the Task the activity is being
recorded for. (If a Project is defined as a Non-Chargeable Project, then selecting
the item to be Chargeable has no effect. However setting the item to non-
chargeable for Projects that do get invoiced results in this item never being

invoiced).

WIP Transaction Type radio-buttons

There are four types of WIP activity that WIP Transaction Type:

may be entered into the system. & [A]ctive Nomal WP " Pre-Selected for [Bfiling
Basically, depending on the type of WIP " [DleferedfomBiling ¢ WIP [M]emo s

specified when the activity is entered,
determines how the item is billed.

The Types are defined as follows:

Type of WIP Description
ltems

Active WIP An Active WIP Item is one that is either Chargeable or Non-
Charge Chargeable. Chargeable ltems may eventually be selected for
billing and contribute to charges on a Customer's Invoice to be
generated for the Project.

Force Billed AForce Billed WIP Item is similar to an Active WIP, but when
WIP posted to the WIP file it is automatically selected for billing.
These items would appear on the next Invoice produced for
the Project. (Only chargeable WIP items may be entered as
Force Billed ones).

Deferred WIP Deferred WIP ltems are similar to Active ltems, but are
posted to the WIP file marked as Deferred from Billing.
These items can be selected for billing only by specifically
being selected from the Selective Billing and Adjustmentsmﬂ
function.

Memo Memos are WIP records that carry text information only. They
are used only to record information about the Project, or
describe events associated to a specific date. Memo WIP
items are typically never allowed to be selected for billing.
However, if a Project has a specific Invoice Layout, these
Memo records may be used for information printed in the
headers of invoices.
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Type "C" Invoice Layout Grouping drop-down list

When invoices are generated for a Project, the P/l system provides for a number of

different sorting and grouping options. Invoice Layouts are created and assigned to every
Project. For Projects that have a Type "C" Invoice Layout, these radio-buttons are offered
so a Group and/or Consolidation code may be recorded with their associated WIP items.

WIP charges may be recorded into the P/l system with a Consolidation Flag. Thisis a 1
character field that can take a value of D, F, or a number from 1, .... 9. Depending on the
options specified, all WIP charges may be grouped and sub-totalled by their
Consolidation Flag. All WIP having the same Consolidation Flag are grouped together.

As an additional option, the WIP within each Group will be sorted by the WIP Reference
field. In some cases, the Reference field holds an individuals's name, or a Billing-Code.
All charges with the same Reference field would be sub-totalled and printed as one line
on the invoice.

@ None No consolidation is performed. Each WIP
charge is printed in detall
' sum items within a Group printed All the charges with the same Consolidation Flag

as a total are sub-totalled and printed as one line.
© WIP for a Group are sub-totalled by [All the charges with the same Consolidation Flag
Reference are sub-totalled by their WIP Reference field. An

additional sub-total is printed for each
Consolidation Group.

© Sub-Total by Reference Bill-Code |All the charges with the same Bill-Code, that is
determined from the WIP's Reference field, are
sub-totalled and printed. When selected, you
must also specify which portion of the Reference
field is to be used as the Bill-Code. (The
Consolidation Flag is not used in this case).

Consolidation Flags in the Configuration File

Using type B or C Invoice Layouts with Consolidation Flags requires the definition of up to 9
variables in the runtimes Configuration file. Each variable is associated to the 9 numeric values that
the Consolidation Flag maytake. The variable is defined as follows:

PI-INV-DESCn <flag> <description text>
where:

* nisthevaluel-9;

e <flag> will be either an Aor a B indicating the Generation Type rule to be used, (or ignored for
the B layouts);

e <description text> will be printed as the description on the invoice for the consolidated total
of all items flagged with n.
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Working Location of WIP Activity

This field is used to record
the location that the activity
was actually performed.

drop-down list

Administration OFfices
Service/Order Desk
Azsembly Shop

W y Warehouse
This is provided for Head Office
information purposes, and HemolclOHice
. Home Office
ma