synergist

Version 12.3 - Release Notes

Synergist Browser Interface

Synergist v12.3 Release Notes- Browser Interface November 2018 1| Page



[Intentionally blank page]

Synergist v12.3 Release Notes- Browser Interface November 2018 2| Page



Contents

SYNERGIST V12.3 RELASE 8
Overview 8
ACCOUNTS LINKS 9
Count of unbatched postings for each ty pe of entry 9
Revenue Recognition dDeferred or Accrued income 9
Revenue Recognition dNominal postings 9
Xero accounts | ink 10
Tax code description field use and Tax Drop downs 10
ACTIVITIES 11
Activity comments - improved design 11
Batch update 12
Create an activity from activity list 12
Checklists for activity records 13
Activity form re -design 14
Permissions 14
Document folder activity types 15
ATTACHMENTS 16
Synergist HTML documents 16
Stages 'attachments' tab 22
BILLING PLANS 23
Invoicing from billing plans 23
Billing Plans - recognise value 23
Locking / adjusting billing plans 24
CALENDAR BOOKINGS 27

Synergist v12.3 Release Notes- Browser Interface November 2018 3| Page



Requisition actioned slider 27

Booking descriptions 28
Colour from schedule stages to show in calendar 29
Timesheet data visible from a requisition 30
Copying a booking 30
Deleting future bookings 30
Loading warning 31
Add event 31
Create recurring events (Paste special) 32
The calendar bookings estimate list 33
CALENDAR MYCALENDR 34
Out of Office 34
Add event 35
Processing requisitions in MyCalendar 38
User access rights - MyCalendar 39
Booking descriptions 39
Quick timesheet 40
CLIENTS. PROSPECTS KEADS 41
Client prices 41
Social media 41
Leads 42
Creating a job from client record 45
Recalculating client investment 45
Managed sales orders 45
CLIENT CONTACTS 46
Filter by email addresses 46
Inactive date filter 46
Client contact - job & phases tabs a7
CRITERIA & VIEWS 48

Synergist v12.3 Release Notes- Browser Interface November 2018 4| Page



Saving a view dcreating a tab

DATA VIEWER
Include zero value records
Reporting on billing plans
Requisitions
Fields from more tables available to add

Pivot -ready output for Data Viewer scheduled events

DASHBOARDS
Pipeline
Revenue recognition
Net profit

Saving dashboard views

ESTIMATING
Creating estimate views
Option to show remaining budget

Packages

EXPENSES
Expense lines dsorting

Copy an expense line

FILE MAINTENANCE
User table
Control of currency exchange rate override

New system setting to define default access for new users

INVOICING
Custom fiel ds
Repeat invoice
Bill -to -client

Overriding the default VAT value

Synergist v12.3 Release Notes- Browser Interface November 2018

49

51

53

55

56

58

48

49
49
49
50

50

51
51
52

52

53
54

54

55

55

56
57

57

58
59
59

61

5| Page



Multi -job invoices

JOBS & PHASE
Job create dviews
Thermometers on job phases tab
Financial page drecognised
Charts

Special feature for Architects

KANBAN BOARDS
Kanban cards
Using the Kanban board
Creating a Kanban board
Adding a new Kanban status

Adding a Kanban board

MYTASKS

Export

PROJECTS & SUBPROJECTS (CAMPAIGNS)

Job creation

Custom fields

PURCHASING

Create purchase from main list

Purchase oOditgecount 6 fea

QUOTING

Saving a view

REPORTING
Purchase orders report
Purchase invoice awaited report
Client analysis report

Staff utilization

Synergist v12.3 Release Notes- Browser Interface November 2018

63

66

73

74

75

79

80

62

63
64
64
64

65

67
68
70
71

71

73

74

74

75

75

79

80
80
80

80

6| Page



SUPPLIER CONTACTS

GDPR clear down feature

TIMESHEETS

Weekly timesheet auto save

Weekly timesheet daddition al timesheet

GENERAL ENHANCEMENTS

New hovers

ADVANCED FEATURES
SQL database replication
Utilities

Synergist APl v3.3

Synergist v12.3 Release Notes- Browser Interface November 2018

81

82

83

84

81

82

82

83

84
84

84

7| Page



Synergist v12.3 release

Overview

Synergist v12.3 includes enhancements to existing features as well as new areas of
functionality. There are alsoi nterface behavior changes designed to improve usability,
based on user feedback.

Key developments in this release:

1 Kanban boards
1 Activity ¢ hecklist
1 Synergist documents & templates feature
1 Creating tabs on jobs & client based on a view
9 Discount feature for Media buying
Synergist v12.3 requires 4D Server v17
Please note : These release notes relate to the Synergist browser interface o nly.
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Accounts links

Count of unbatched postings for each type of entry

Previously , to find out if there are any unbatched postings for purchases (or nominal) you
had to click on the radio buttons to see if there are any present.
Now, an unbatched count for  each of Sales, Purchase and Nominal selectors is shown .

Revenue Recognition 1 Deferred or Accrued income

A new field has been added to specify Accrued or Deferred income for all sales transaction
types when revenue recognition is enabled in company setti ngs. The default for new
transactions is set (if invoicing from a job or phase), based on any previous documents for
the job/phase or based on any existing deferred/accrued balance for the job or phase.

The default can be overridden manually for each tran  saction, if required.

Reports previously showed a single deferred amount which was either positive or negative.
This is now separated into 2 columns, deferred value and accrued value, on relevant
exports, based on the new setting from individual transact ions.

Revenue Recognition 1 Nominal postings

Previously , when a sales invoice was created the nominal analysis was designed to post
the full invoice value to the accounts P&L. This meant that a reversing manual jou rnal
was required at each month  -end to m ake an entry for the outstanding deferred revenue
balance.

A new company switch  is now available to change this behavio ur. When enabled , the
system will post only the recognis ed amounts from sales transactions to the account & P&L

whilst also posting a balancing entry for the deferred or accrued amount to abalance
sheet account - deferred r evenue or accruedr evenue, based on the deferred / accrued
setting for the transaction in question. The nominal codes forthese two balance sheet

accounts are specified in company settings.

In addition, r evenue transactions will now create nominal analysis records that will  be

posted to the relevant P&L accounts and again a balancing entry posted to the deferred
revenue or accrued revenue balance sheet nominal account as required.

The new company switch is only available when Sales Header Analysis (tied or not) is
enabled, revenue recognition is enabled and you are using one of Sy ner gacsouniirg
system links that support the posting of nominal journals. Previously thiswas only
Exchequer.

Accounts links now supported  for Nominal journal posting

A Exchequer

A Xero

A Sage 50 Direct Interface 2016/v22 or higher

A Adqilla
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Xero accounts link

2 reference

Job numberis now an  option to use asthe second reference for sales transactions.

Invoice line detail included in Xero export

New option , specifically for Xero link , to enable this in company settings. This w ill only
apply to invoices made real following the upgrade.

Company settings

Details Defaults Codes Accounts Accounts Details Periods Switches Billing Plans Job Custom

Users Flowzone Log

Accounts details

[CJ Swap PIR references on purchase export
Tracking category 1 name

Tracking category 2 name

Sales - 'reference’ taken from

Select for job/phase number (default- order number)

Appe&j sales inveoice line detail to description

Default status for sales  DRAFT -

Default status for purchases | DRAFT v

Note : The m aximum size of Xerod s$nvoice line description is 4000 characters. A ny more
tex t than this will be truncated by Xero.

Tax code description field use and Tax Drop downs

Tax/VAT Description field is now displayed when selecting from a list of tax codes.

For Xero users, the internal Xero API code for tax codes was previously displayed. This is
no longer shown when selecting from a list of tax codes.
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Activities

Activity comments - improved design

The comments section of activity records has been moved to the main details tab of the
activity , and its design improved. The comments list includes both manually created

comments and system generated history items. If you wish to only see the comme nts,

select 6Comment s 0-bfittonoselectoriate thehop g6gb t.

Comments / History

Comment 55 Comments  History | Both

Un-Completed by Mike Pender

@ wikerender © 2500118 3:170m

"
Lorem ipsum dolor sit amet, consectetur adipiscing elit, sed do eiusmod tempor incididunt ut labore et
dolore magna aliqua. Ut enim ad minim veniam, quis nostrud exercitation ullamco laboris nisi ut aliquip
ex ea commodo consequat. Duis aute irure dolor in reprehenderit in voluptate velit esse cillum dolare
eu fugiat nulla pariatur. Excepteur sint occaecat cupidatat non proident, sunt in culpa qui officia
deserunt mallit anim id est l[aborurm.

Lorem ipsum dolor sit amet, consectetur adipiscing elit, sed do eiusmod tempor incididunt ut labore et
dolore magna aliqua. Ut enim ad minim veniam, quis nostrud exercitation ullamco laboris nisi ut aliquip
ex ea commodo consequat. Duis aute irure delor in reprehenderit in voluptate velit esse cillum dolore
eu fugiat nulla pariatur. Excepteur sint occaecat cupidatat non proident, sunt in culpa qui officia
deserunt mollit anim id est laborum.

e Mike Pender (%) 12/06/15 6:08PM
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Batch update

Activities now have a batch update feature
Selecting the records to update

_31 Activities list - Open activities

“b‘“rewsxf'| ActiunSV| > New - | 22 Filter Search Q | List | Kanban

Batch updat

/1D stch update Type Contact Phone Subject/Details
Show comments )

7568 5 Email Elah De Blah

7767 Egon Test Email James Joyceys 00617 334 . test

7840 Cups & Co Email Document Folder

Selecting fields to update

You mark selected activities langthecheskingx bresedleetinigthiey ei t her
relevant Kanban stage. It is also possible to change the activity owner or due date.

Activities batch process

Data

To change any of the following select a new value below.
Any values that are left blank will be left unchanged.

Mark as complete [ Mark as incomplete

s

Owner
Kanban status | Complete -

Duedate  00/00/00

Create an activity from activity list

It is now possible to create a new activity from the main activity list. On clicking O6Newb
will be asked to select a client, and then the activity will be created. If you wish to link an

activitytoajob or  a phase, you would normally  creat e the activity from within the

required job or phase record. However, itis also possible to do this wi  thin an activity using

the neWwidreéd feature (see below).

_3: Activities list - Open activities

Views v || Actions w D,N@@r & Filter || % Delete
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Checklists for activity records

Checklists are a simple method of tracking specific tasks required before an activity record
can be considered fully complete

Activity checklists have the following features

1 Multiple checklists can be added to a single activity

1 Ifachecklistisad ded to an activity record on a J ob template , itapp earsas a
template to select when creati  ng a new checklist. In this way, you can create a set
of standard checklists.

1 Checklists are very easy to create - the interface is designed to rapidly create a list
of items .

9 Ticking a checklist item marksitas d&omplete 6 and puts a strikethrough  the item
description .

1 Youcan hide completed  checklist items .

Creating a new checklist

Cli

ckdé New checklistd and ent.er a name for your

New checklist

Title My checklist
Copy items from | (none) @ M

+ Add Cancel

Optionally T sel ect a templ ate €

New checklist

Title

Copy items from  (none) =

Comments / History 16/TM50025 - Standard template
Meeting checklist

Your checklist

You can add new items and delete existing items as required

Checklists

Meeting checklist <@ Hide completed items | % Delete checklist
[] Agenda x
[] Invites sent out x
[[] Meeting notes complete x
[[] All actions completed x

+ New item @

+ Add checklist
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Activity form

The activity form

E R EE ]

- Activities list @ | % Meeting onsite

%- Activity: Meeting onsite (7790)

i#i Ace Electronics

Details Attachments.

Description - WIP - SPV-4706

Checklists
Meeting checklist
[ Agenda
[] Invites sent out
[] Meeting notes complete
[] All actions completed

+ New item

+ Add checklist

Comments / History

Permissions

It is now possible

Details ~ Agenda:

re -design

has been redesigned in order to better support some of the new features.

Larger area to enter details

Info panel 7 all key fields in one place
New panel to handle checklists
Comments moved to the details tab

£ 16/XJOBNO1 Pitch - new ad campaign

Type  Meeting -

Subject  Meeting onsite

1. Lorem ipsum dolor sit amat, quo in autem perfacto intallegam, id mel nonumy admodum. Quo ex alii
altera. Esse zril nusquam ex usu, decore audiam terquates ius id. Mazim vituperatoribus duo id, an nec
nostro apeirian, vis etiam platonem philosophia an. Possit numquam utroque vis eu, has in melius.
option salutatus. Ea errem primis vivendum eam, etiam fabulas sed ex.

2. Atoribus duo id, an nec nostro apeirian, vis etiam platonem philosophia an. Possit numquam utrogque

@ Hide completed items || % Delete checkiist
x
x
x
x

Comments History | Both

to set a user or group permission for deletion of

Activities & attachments

Add, Edit
Delete
View
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Info

Priority
Kanban status
Status
Category

Contact
Team
Owner
Others

Alerts

Date due
Time due
Reminder
Immediate alert

Completion alert

O Complete
Med
To do

George Green

Administration

Mike Pender

Matthew Tanner «

27/02/2018
8:00 AM
None

s

o]

B |

attachments & activities
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Document folder activity types

Document folders in Synergist are activity records that are used to reference one or more

attachments. For most users , seeing this type of activity in the activity lists is unnecessary .

We have therefore hidden this type of activity from all the standard system views. If you

have any custom views, these are unaffected b y this cha nge. If you would like to amend

your custom views to hide document folders ,you wi || need to use the ofilt

save your views.

More filters O Show inactive options [ [

&z Company

ifi Client

= Job & = Phase

3 Activity/Attachment

dvywvy

Include

[J Complete # Incomplete

Requisition

Actioned Mot actioned

Exclude

¥ Hide document folders

s

Type -
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Attachments

Synergist HTML documents

Synergist already supports the attaching of existing external documents to various areas
of Synergist. E.g. Activities, Client, jobs and phases.

Itis now possible to  create a new document inside Synergist. In this case ,the 6document 6
is aspecial HTML one.This 6 Syner gi st doc u mewithnd Synesgiste,ditilizing thd e
new built -in document editor.

These documents are not designed to be accessed externally to Synergist . If you wish to
send the document to a client or colleague, you simply clickt he PDF button, and download
a PDF version of the  document .

Synergist providesa  new fully -featured WYSIWYG editor that handles images as wel I as
formatted text. It also provide s animage editor.

Administrators  with access to File Maintenance, can also create Synergist document

templates. These document templates can include special fields , which are mergedinto a
newly created document  to include clientor  job information

Creating a new 6Syner gi snentdbo c

A user can create a document from any attachments tab in Synergist. In this example , we
will create a document from a client contact record.

i§# Client list @ | #§i Accounting Solutions fo... @ | . Bretw Craft o _

& Client contact: Brett Craft

Details Roles/functions MNotes/privacy Activities Attachments Invoices Jobs Phases

[iUpload | [ Create

Mo records to display
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Selecting a template

The user can now simply type in text
Word document. However, he/she migh t wish to first select a
the new document on and automatically fill out/merge any

, or select to insert images T similar to working in a
document template to base
fields contained in the template.

© |#§i Accounting Solutions fo... © | L Brett Craft © | & HTML Document

i§i Client list

&= HTML Document:

Details

Document name* My first document

Template

2 cC B I U

Type something Client letter

Costing sheet
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The template loads , and any fields in the template are automatically replaced with
Synergist datain  the new document.

Iiii Client list [x] |iii Accounting Solutions fo... Olg Brett Craft @ | & HTML Document (] -
&« HTML Document: My first document

Details
Document name*® My first document
Template v
] B I U &5 A~ T~ I~ % @& x x E~ £ &£ E F =E M

Accounting Solutiens for Business
123 Stoney Springs Mill

Burnley Rd

Hebden Bridge

West Yorkshire

HX7 ABC

United Kingdom

Our ref: 16/ASB

Dear Mr Craft,

Kind regards,

Mike Pender

Account director
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Pasting in a Word /excel document

If you open a Word or Excel document and copy the contents to the clipboard, you can
then paste this data into a Synergist document.

Synergist will ask  if you wish to keep the Word formatting or clean it up. If you clean it up
the document will have less redundant markup T but will have less of the original
formatting.

@ Word Paste Detected

The pasted content is coming from a Microsoft Word document. Do you want to keep the
format or clean it up?

Keep

Example:
Resulting document 1 after pasting in a calendar from a Word document
 Job list © | Job 1600004 @ | & HTML Document (<]
<< HTML Document: e J1 ¢
Details
Document name*  Pasted Calendar from word
Template -
o B I u s 6 A~ Tir 1~ % © Xz X Er = = E o~ =E @
Sun mon tue wed thu fri sat
01 02 03
04 05 06 07 08 09 10
11 12 13 14 15 16 17
18 19 20 21 22 23 24
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Creating a template

Users with File Maintenance access rights are able to create document templates. To
create templates, select O6File Maintenanced from the

Companies

B Fle Maintenance

Litilities

® Miscellaneous

@ PO descriptions

@ Standard paragraphs
@ Priarities

@ Table of views

@ Document templates @

New template

Click 5New6 and give the new templ ate a name

Document templates

Details

Details

Template name  Specal template
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From here , you can now add standard text and embed fields.

Details
Template name  Client letter
- O B I U & & A~ T~ I~ % © x x E~ &= = =
Client
Client contacts Full name
Job Title
Phase First name
User Middle initials
Last name
Salutation @
Kind regards, Assistant
[userFullName] EMail
[userRoleDescription] Cell phone
Other phone
Job title
A new field has now been added to the document template (see field marked in red)
When a user subsequently selects this template  to create a new document , the contact

name will be automatically inserted into the document.

Note: Not all fields are available when using a template. For instance, you will need to
create a document from within a job to access a job number.

#~- O B I U & & A~ Ti~

[clientAddress]

Our ref: [clientCode]

Dear [clientcontactSalutation] [clientcontactName],
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Stages 'attachments' tab

Documents can now be attached to stages of a job/phase

b4 - i
~~ Stage: Coding
i1 3D Animatronics £ 16/0050015 Website update [ 001 Website update

Details Activities Attachments

|D,Upload || [[i Create || % Delete

Attachment name Created By

[ ] Licensetit 10/10/2018 Mike Pender

Rows perpage 16 «~ 1-10f1
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Billing plans

Invoicing from billing plans

For companies that are using revenue recognition,

previously allocate revenue in accordance with what was specified in the billing plan. Now
thereisan optionto override this default behavior using the new defer/ recogni se actions.

1| Draftinvoice: D1600217

ifi Enterprise Trust & 16/au00565.003 Print

Type  Invoice M
Revenue balance  Deferred h
Final [

Invdate  10M10/2018 [
Order number

Details Content Jobs/Phases invoiced Allocated costs Address Financial Motas Phase allocations
Job Phase Description PT C Already recognized Recognize now Total recognized
16/au00565.003 Print PRI 0.00 0.00 0.00
Value £0.00 £0.00

Total target value

Difference

Aurto allocate

lm Clear

Allocate revenue as per BP

R i 1}
O Cost O Actual ecognise 3
O Charge O Estimate EEErEl
O Tickoff

Billing Plans - recognise value

The recogni se value of a billingis  now , by default, the same as the planned value. It is
also synched to this value so any change in the percentage planned affects both figures. If
you now wish the recognise  value to be independent of the planned value , tick the
checkbox 1 the recognise figure can then be overridden.

Planned values
% Planned value Notional costs Profit forecast
75.00 75.00 0.00 75.00
%F!e cognise value 75.00
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Locking / adjusting billing plans

Billing plans are used to create a plan of ho w much and when you plan to invoice a client
(or recogni se revenue) for a specific job or phase of a job. Typically, thisis based on a
percenta ge of the quoted value T broken down over several months. Individual billing

plans can be used to generate invoices, credits or revenue transactions.

We have introduced a new feature to billing plans that enables users with the required
access level to lo  ck and unlock billing plans. In addition to this, the system will
automatically lock a billing plan against any changes once it has been used to generate an
invoice.

Locked billing plans

You can see if a billing plan is locked by looking at the billing plan list on a job/phase.
Locked hilling plan items have a padlock visible.

ifi Enterprise Trust

Details Financial Inwoices Billing plan Time Materials Purch & exp. Estimate Quote

“cins 7] Dotew [ bt

I Month Year Yo Planned value Recognise
] a Oct 2018 75 £75.00 £75.00
| @ MNov 2018 50 £50.00 £50.00

Totals 125 £125.00 £125.00

Locking/unlocking a billing plan item

This is done using the checkbox on the billing plan

@ Billing plan

it Enterprise Trust & 16/au00565.003 Print

Total quoted  £100.00
Total est purchase costs £0.00
Remaining left to plan on phase  -£25.00

Date

Month: Oct

® Fixed date O Relative date

Calculated date  09/10/2018

Locked
by Mike Pender on 10/10/2018 at 4:28pm

s
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Recalculating a billing plan

If you ha ve locked a billing plan item, for instanc e, you may have billed one of the items in

the plan; there is a dilemma if the total quo te for the job or phase changes. Y ou need to
decide whether the entire plan or just th e remaining part of the plan is to be updated to
take into account the change to t he quote. How the system behaves depends on a new

company setting

The options are these:

1 Recalculate all BPs (the current behavior and the default)
1 Recalculate unlocked BPs
1 Recalculate unlocked BPs to match quote value

Company settings T billing plans page
Billing plans
Enable billing plans
Billing plan levels allowed | Phase only -

Options

Synched with guote
If quote changes after BP(s)

are locked Recalculate all BP's -
Motional costs/profit | | |
Ll Enable weighting Recalculate all BP's

Recalculate UNLOCKED BP's

Relative dates

Recalculate UNLOCKED BP's to match quote value
Fixed or Relative Helativeta “

Date to use for job BPs  Job start date/expected close date -
Date to use for phase BPs | Phase start date b
Default offset (Months) 3

Enable auto billing plans
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Example of how this will affect your billing plan
Quote originally £1000 , now changed to £2000

1. Current  behavior - recalculate all BPs
50% £1000

20% £400

30% £600

2. Recalculate unlocked BPs

50% adjusted to 25% - £500 - planned val ue stays the same

20%
30%

£400
£600

Total 75%

User needs to either add a new BP for 25% or adjust the unlocked BPs
Unplanned value £500

3. Recalculate unlocked BPs to match quote value

50%
20%
30%

Total

adjusted to 25% - £500 - planned value stays the same
adjusted to 325% (hal f of t h#£6500 25 %0)
adjusted to 425% (hal f of t h#£85001 25 %0)

100%
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Calendar bookings

Requisition actioned  slider

If you are using  requisitions, a new option is available to help with the workflow of the
requisition process.

Typically, an account handler will raise a requisition for some work for a job. This appears

as a requisition in the calendar requisitions list. Once work has been allocated to
member (s) of staff, the handler ~ would ideally wish  to kno w that the request has been
bookedintothecalendar . Thi s i s done by.asdtitoinregl ioniglde | Ra g

calendar booking

Note: This will also impact the new Kanban feature (see below), since actioned

requisitions are displayed with an amber ti ck in the Kanban chart . You may also wish to
move the requisition to the next Kanban status.
(7] Calendar booking: Ace Electronics x

£ 1600032 TV Campaign - laptops
& 002 Production
S Mike Pender: Copy Writing

¥ | Booking details Requisition
Tentative [ Draft @ Colour [ 7] D 8076 From  Mike Pender
Due b
A ) L‘Je: 06/11[20185(8.005mR e
Sart 051142018 [ 111500 | © ompieted (] =q2ctone N

End  05/11/2018 13:1500 | © Kanban status  In progress -

Hoursperday 2 Hours requested 2

Sookings 1 Subject  Copy required

Total 2 Details  see attached

Feedback () Todo
@ In progress
& Complete
@ More time required
© Stslled

Created by Mike Pender 06/11/2018 at 11:36am

P | Notes
| Estimate details
P | Attachments

Open requisition || X Delete || Cancel |[v/Save |
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Booking descriptions

Previously the calendar would always display the client name and job nhumber against all
bookings. We now provide user settings that provide s various options. This is particularly
useful for companies who tend to do a lot of work for a single client T where the job
description is more important than the client name.

User preferences

Slottitle | Client name ~

Client name

Client name & job description
Phase description
Requisition subject

So this standard description &

Thursday - Week 41

Person
9am 10am 11am 12pm 1pm
¥ No Team
@ Matthew Tanner
. SnakeByte Software - A050003.001 - 4.5 hours
Mike Pender &1]

. o Mike Pender
‘ Rob Smith

## SnakeByte Software
Job phase: 16/A050003.001

Job desc.: New Game Logo for upcoming new
game

Charge code: Senior Designer 2

Handler: Dave Harvey

¢ Getjob estimates | Search Q 2 Get requisitions Starttime: 09:00 - 13:30 (4.5 hours)
Can become this I job description é
Thursday - Week 41
Person
9am 10am 11am 12pm 1pm
¥ No Team
@ Matthew Tanner
) New Game Logo for upcoming new game - A050003.001 - 4.5 hours
Mike Pender

X o Mike Pender
‘ Rob Smith

ifi SnakeByte Software
Job phase: 16/A050003.001

Job desc.: New Game Logo for upcoming new
game

Charge code: Senior Designer 2
Handler: Dave Harvey

- . A . . 1 Start time: 09:00 - 13:30 (4.5 hours)
¢ Getjob estimates | Search Q 2 Get requisition
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Colour from schedule stages to show in calendar

Previously only the current stage of a job/phase would affect the automatic colouring of

calendar bookings. Now this
style jobs, so bookings based on

stages will now appear with the colour associated with the appropriate stage.

Note:
be disabled in company settings

Example:

A col our has been set

Stages List

Page1of1

Active v

[]  Stage name Default Inactive

[ Amends

[] Coding

&urrent stage Ostill takes pre cedence , so to use this feature

against t

he

Q ey

Colour

O
[

Order by
AJA

@CO

Bookings now appear in that colour if the estimate is for the amends stage

Website update - copy this - MP50020.001 - 2 hours
o

6Amendso

feature has been extended to handle the stages of two tier

estimates that are linked to a stage from a schedule of

&urrent stage 6should

Deslgn Partners Inc

Stage code

e

o Mike Pender

i 3D Animatronics

Job phase:

Job desc.:

Phase desc.:

Stage:

T Charge code:

| event = Handler:
Start time:

16/MP50020.001

Welbsite update - copy this
Website update

Amends

Scanning work

4D Application

11:00 - 13:00 (2 hours)
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Timesheet data visible from a requisition

Requisitions, which are a type of activity record, now display calendar -booking information
that includes the total of timesheets posted.

_.’9'- Activity: Artwork required (7796) & prnc | [AGNAGIGRE ] | | Cancel

ifi ZZ Acme company
£ 16/1600025.001 ITV Ad - concept blah

Details Attachments Calendar bookings

Resource | Job Phase Chargec. Date Hours Startt.. Endti.. Colo_. Feedb.. Description Time non-_
Mike Pe... 1600.. 001 Junior Mac... 08/10/20... 2 11:00:00 13:00:00 [ TODO See spec Tor detalls @ 2 0
Helen W.. 1600.. 001 Junior Mac... 14/03/20.. 2 10:00:00 12:00:00 TODO o o

Rob Smith 1600... 001 Junior Mac... 14/03/20... 2 09:00:00 11:00:00 TODO 0 0
TOTAL <]

Copying a booking

An o ption has been added to copy boo king descri ption and notes (in calendar user
preferences) .

Modes

[ Hide unallocated task list

Loading time slot 2 hour blocks ~
[ Warning when overloading

Include description and notes when copying a booking

N

Deleting future bookings

If ajobis cancelled ordelayed after being booked into the calendar, you are now able to
delete all the future bookings for this job. To do this , simply filter the calendar to a single
job and select this option from the Actions menu.

Filter actions -

Show all bookings

H
. | Move bookings
E-Prf Revert to drafts

Confirm bookings

Delete future bookings

Mon -
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Loading warning

The calendar has a new feature . adwning when overloading6. This feat
but can be activated via the calendar user preference s section. If this feature is active, the

user is given a warning if a calendar item that has been dropped or moved overloads the

staff resource.

Calendar preferences

Modes

[ Hide unallocated task list

Loading time slot 2 hour blocks b
Warning when overloading

[ Include description and notes when copying a booking

Example of use

Warning.

Action has overloaded Mike Pender on 12/10/2018

Add event

A new feature O0Add event Ofeaiure hasheen pravidd Id sobmakeit Thi s

easier to crea te booking events for holidays and sickness. Instead of selecting estimates

on dholiday jobs 6from the main list , the Traffic manager can drag from this list of special

charge codes. For more information on t his feature, see the section 6

_ | Design - au00565.002 - 3 || Design - au00565.002 - 3.2¢ w
Mike Pender (GMT)
@ Matthew Tanner (GM m

[# Getjobestimates & Getrequisitions | -Add event»  Holiday Out of office
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Create recurring events (Paste special)

To use this feature , first create a booking and then right -click that booking. Sele
recurring eventso.

Website upd: || Redesign -aL

Options

[+ Edit
B Copy
X Delete
¥ Delete this booking and any linked items
® Delete this booking and any future linked items
v/ Revert to draft
B Create recurring events
Open
B Job: 16/MP50020

You can create recurring bo  okings based onth e booking you originally selected. Various
options are available.
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