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Projetex 9 Help

Welcome

Al

Projetex 9 is Project Management Software for Translation Agencies.

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

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

If you have any questions, one of our Projetex support team members would be pleased to assist
you.

Contact us at support@projetex.com

Disclaimer

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

Projetex, AnyCount and CATCount are registered trademarks of Advanced International
Translations, Ltd.
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System Requirements 8

System Requirements

Hardw are and Software Requirements/Supported
Operating System Windows 98
Windows ME

Windows 2000
Windows XP
Windows Senver 2003

Windows Vista

Windows 7
CPU 300Mhz or higher
Memory 256MB or more
Hard Disk Space for Setup 60MB
Hard Disk Space for Operation 400MB
Other LAN, VPN, or Internet connection to

connect to your Projetex Server remotely

BNote: 1tis important to have enough space for database (at least 100-200 MB at any given
moment) so that it grows naturally without any problems and errors due to insufficient hard drive
space.

Projetex Setup

1. Download Projetex setup file using the following link:

http://download.projetex.com/Projetex9Setup.exe

2. Run the downloaded setup file and proceed with the Setup Wizard steps.
During the installation procedure Projetex Setup will prompt you to select components to install.

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

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

2.2. Projetex Server — a set of program components designed to host your centralized database.
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Select this check box if you need to host your centralized database on current PC.
Setup can install one of the two available databases, or not install database at all.

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

e Empty database. Select this option to install clean database before you begin entering your
actual workflow data to Projetex. If you already have a database installed, copy or delete this
database, before running Projetex Server Setup.

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

BNote: As a security measure, Projetex Server Setup under no circumstances will overwrite
existing database. If you would like to install new database, please remowve or delete existing
database file manually before running Projetex Setup.

Projetex database file is located on Sener PC in Projetex setup folder: \Program Files\AIT\Projetex
9\Projetex Sener\Database\

¢ Projetex Server Administrator

Projetex Server Administrator is a ‘control center’ of Projetex Senver. It can be used to control and
monitor Firebird Database Senr. If you close Projetex Server window, Projetex Server will continue
operating. It is recommended to leave this check box selected.

e Firebird Database Server

Projetex Sener requires Firebird Database Server in order to operate. In case you already have
Firebird installed, Setup will reinstall it to make sure that your Firebird is compatible with Projetex.
It is recommended to leawve this check box selected.

Make sure that you have no other AIT Firebird-based products installed on your PC: Projetex 2006
Senver, Projetex 7.0 Sener, Translation Office 3000 and AnyLexic 2.0 Senrver, before installing
Projetex 9.

e Prepare Firebird Server for work with Projetex

During this procedure Projetex will configure Firebird Server installed to work securely with Projetex
database. It is recommended to leave this check box selected.

e Projetex Import Utility

Projetex Import Utility is an application which allows to perform importing of clients and freelancers
information to Projetex database.

e Projetex 9 Database Converter.

9 Database Conwerter is an application which allows to upgrade database from TO3000 V8, TO3000
V9, Projetex 2006, Projetex 7.0 and Projetex 8 to operate with Projetex 9.

3. Register your Projetex Server and Workstation (regi stration can be done at any
time later).
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Your Projetex License will not limit the number of installed workstations. Only the number of
Projetex Workstations, which can connect to Projetex Sener simultaneously, is limited by the
number of users (workstations) in your license.

BNote: Before registering your Projetex Workstations you need to register your Projetex Seneer.

Registration/Upgrade

Trial period

You are welcome to use Projetex free of charge during evaluation period of 30 days.
During the evaluation period Projetex is fully functional, with the following limitations:
¢ Number of clients can be no more than 40;

¢ Number of projects can be no more than 50;

¢ Number of freelancers can be no more than 20;

¢ Number of corporate experts can be no more than 30.

Purchase information

After purchasing of Projetex Server and Workstation applications, you will receive an e-mail
message containing your serial numbers for Projetex Server and Projetex Workstations.

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

BNote: If you are a user of earlier Projetex versions, be sure to order special Upgrade Projetex 9
License. The cost of such license is much lower than the cost of Base Projetex 9 License

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

3 Note: As your business grows you may need to register more Projetex Workstations. To do so,
order the license upgrade and register again your Projetex Server Administrator and the necessary
number of Workstations.

You can order the License Upgrade from the following web page:
http://www. projetex.com/order
Projetex Licenses differ by type and by the number of Workstations foreseen in it.

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

Projetex Licenses can be of one of the following types:
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License type

Upgrade to Projetex License

Description

Upgrade from earlier version of Projetex to

Projetex 9 License must be purchased by
any users of earlier versions, who wish to
transfer to Projetex 9.

The price of Upgrade from Projetex to
Projetex 9 License is much lower than the
price of Base Projetex 9 License.

Be sure to order this license for the same
total number of Work stations as in your
earlier Projetex license.
Base Projetex License Projetex 9 Base License determines the
number of workstations which can
concurrently connect to Projetex Server.

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

After your order is processed you will receive upgraded Projetex Server serial number and
upgraded Projetex Workstation serial number.

Registering/Upgrading Projetex Server Administrator

To register/upgrade the Server Administrator, you will need to switch the database to the offline
mode first.

1. Switch to Database tab of the Administrator and click Go Offline button.

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

3. Paste your Projetex Sener serial number, which you will receive by email, into Activation
window of Projetex Server Administrator and click Unlock.

Registering/Upgrading Workstation software

1. Run Projetex Workstation.

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

3. Paste your Projetex Workstation serial number, which you will receive by email, into Activation
window of Projetex Workstation and click Unlock.
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% Note: Each Projetex Workstation uses the same serial number.

Upgrade to Projetex 9

To upgrade from Translation Office 3000 or from a previous version of Projetex to Projetex 9, delete
AnyLexic 2.0 Server and all the previous versions of Projetex, install new Projetex 9, and convert
your database from a previous version of TO3000 or Projetex.

Uninstalling previous version of Projetex

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

Projetex 8:

e ...\Program Files\AIT\Projetex 8\Projetex Server\Database\Projetex.fdb
Projetex 7.0:

e ...\Program Files\AIT\Projetex 7.0\Projetex Server\Database\Projetex.fdb
Projetex 2006:

e ...\Projetex 2006 Server\Database\Projetex.fdb

Translation Office 3000 V9:

e _..\Program Files\AIM\Translation Office 3000 Version 9.0\db\TO3000.fdb
Translation Office 3000 V8:

e ...\Program Files\Translation Office 3000 V8\db\TO3000.fdb

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

In case if Firebird Server will not be uninstalled along with AnyLexic 2.0 Server or Projetex, uninstall
it manually. For this go to Start > Control Panel > Programs > Uninstall a program, in the appeared
window find Firebird, right-click on the program name, select Uninstall command and proceed
through the uninstallation process.

Installing and registering Projetex

Install Projetex 9 Server first selecting Do not to install database option during the process:
e Run Projetex 9 setup file Projetex9ServerSetup.exe

e Proceed with Projetex Server Setup Wizard steps.

e Select Do not install database option during the installation process.
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Running Projetex 9 Database Converter

Projetex 9 Database Converter is an application supplied in the standard Projetex 9 setup. It allows
to transfer a database from Translation Office 3000 (Versions 8 and 9) and Projetex (Versions 2006,
7.0 and 8). Running Projetex 9 Database Conwerter is a convenient way to upgrade database from

TO3000 or from a previous version of Projetex to operate with Projetex 9.

1. Run the converter from either startup menu or by double-clicking ProjetexDBConwerter.exe file
(the default location is \Program Files\AIT\Projetex 9\Projetex Server\DBConwerter\).

2. Projetex 9 Database Converter will automatically locate installation of Projetex 8 and select the
source database to be transferred. In a case if the program cannot find a Projetex 8 database, or if
you would like to transfer a database from TO3000 or from another version of Projetex, click
Browse button, manually specify a path to the source database file (which has been previously
copied) and click Next button.

3. Specify a directory into which the database file should be outputted and click Next button.
4. Click Start button to convert the database for Projetex 9.

5. Copy the created file into \Program Files\AIT\Projetex 9\Projetex Server\Database\ folder.

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

Information regarding changing of this option is available at:

¢ Windows XP: http://www.microsoft.com/resources/documentation/windows/xp/all/proddocs/en-
us/int pr select language version.mspx?mfr=true

¢ Windows Vista: http://windows.microsoft.com/en-US/windows-vista/Change-the-system-locale

e Windows 7: http://windows.microsoft.com/en-US/windows7/Change-the-system-locale

Getting Started

User Login to Projetex Workstation

To begin working with Projetex, run Projetex Workstation, enter login and password and click OK.

Important:

Default login: Admin

Default password: admin

BNote: "admin is a default administrator's account, with maximum access rights and privileges.
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Administrator users are advised to change password of this account, and delete any demo user
accounts before entering any sensitive information to Projetex. User settings can be changed on
Projetex Server computer with the help of Projetex Server Administrator.

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

Projetax 8 Workstation [
This is the name of

E% @ Projetex Server
computer

Laogin:

Password:

Drefault login: Admin, password: admin

LAN Connection to Projetex Server

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

¢ Both Projetex Sener and Projetex Workstation must be installed on computers within one same
LAN.

¢ Firewall on Projetex Server computer must allow incoming connections of Projetex Workstation.
211 and 47110 TCP ports must be added to list of exclusions of your firewall on Projetex Sener
computer.

To connect to Projetex Sener through LAN:

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

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

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

6. Enter network name of computer, on which Projetex Sener had been installed, then click Test
Connection button.
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7. If connection is successful, click OK button, and attempt to log in to Projetex (default login is
admin and default password is admin).

Internet Connection to Projetex Server

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

e Computer, on which Projetex Server is installed must have a static external IP address.
e Both Projetex Sener and Projetex Workstation computers must have stable Internet connection.

¢ Firewall on Projetex Server computer must allow incoming connections of Projetex Workstation.
211 and 47110 TCP ports must be added to list of exclusions of your firewall on Projetex Server
computer

To connect to Projetex Senver through the Internet:

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

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

3. Install Projetex Workstation on a computer with stable Internet connection.
4. Run Projetex Workstation.

5. Click Server button in Login window.

6. Click Internet button.

7. Enter static external IP address of the remote Projetex Serner computer, then click Test
Connection button.

8. If connection is successful, click OK button, and attempt to log in to Projetex (default login is
admin and default password is admin).

Basic working procedures

Project manager basic working procedures

Most of the options required for project manager users are included in Projects section of Projetex.
Since primary purpose of Projetex is project management — most of program windows are
intended for project managers. The procedures below merely point out some of the areas in the
program.

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

© 2011 Advanced International Translations



Basic working procedures 16

Step 1 — Creating a project. This includes entering project data to Projetex database, setting
deadlines, and managing project files.

e Creating a project
¢ Project profile

¢ Files of project

Step 2 — Splitting the Project into a number of billable client jobs, each of which can have a certain
wlume and price.

¢ Creating client jobs

¢ Prices to client

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

e Creating corporate jobs
e Creating freelance jobs
e Selecting experts

Step 4 — Submitting jobs to corporate experts. This step has to deal with Issuing printable job
assignments as well as providing necessary project files to corporate experts.

e Creating job assignments

¢ Files of corporate expert

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

e New/Edit PO Window

Step 6 — Tracking project and job progress with the help of Schedules and reports.

e Using schedules

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

¢ |nwoices to client

e Balance of project

Accountant basic working procedures

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

Clients section

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

The following tabs may also pose interest to accounting staff.

Contacts list

Prices to client

Client Jobs

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

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

Client balance

Additional windows in Clients section also provide accounting information:

Quotes to
Clients

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

ij;'

Clients Jobs

Client Jobs window contains information on client jobs of all clients.
The outlay of this window is similar to Clients Jobs tab of the Client
window.

==
=

= _\;,

Invoices to
Clients

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

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

Balances of Clients window provides basic balance sheet of your
clients accounts: total payments, total invices and general balances

— of all clients, and is almost similar to Accounts tab of the Client
window.
Balances of
Clients
ey Schedule of Projects window displays in a graphical all projects for
| the selected period, with color distinction for current/due today/
i owverdue Projects and so on.
Schedule of
Projects

Freelancers section

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

The following tabs may also pose interest to accounting staff:

e Prices of freelancer

Quotes from freelancer

Freelance Jobs

Purchase orders to freelancer

Payments to freelancer

Additional windows in Clients section also provide accounting information:

General Prices

for Freelancers

With the help of General Prices for Freelancers window you can
manage list of general prices for different freelance jobs.
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In the Quotes from Freelancers window all Quotes from the
database can be viewed and edited.

Quotes from
Freelancers

,‘ In the Freelance Jobs window all freelance jobs of all freelancers can
L be viewed and edited.

Freelance Jobs

L=
g
.“_'_'_ft In the POs to Freelancers window all purchase orders of all
freelancers can be viewed and edited.
POto

Freelancers

= In the Payments to Freelancers window all payments to all
ﬁ‘ freelancers can be viewed and edited.
(Tt

Payments to
Freelancers

T Balance of Freelancers window can be used to review the total
- iﬁ‘ Payments, POs and account balance of all freelancers.
P
Ll
Balance of

Freelancers

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

Freelance Jobs

Corporate expert basic working procedures

Corporate expert user accounts can access only certain areas of Projetex. These are:

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

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

Files tab — providing secure access to this experts personal folder in Business folder. This folder
can contain job files, saved JAs, and any additional data. See FEiles tab (for Expert) for details.
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Schedule tab — shows schedules of all corporate jobs of the corporate expert. See Schedule of
corporate expert for details.

Corporate Jobs tab (for Expert)

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

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

Job status colors

Color of jobs in the list is determined by their completion status.

Black — the job is completed

Green — the job is not completed yet, deadline in the future

Blue — the job is due today

e Red — the job is overdue

% Note: You can change colors on the Colors: Status tab of the Current User Settings.

Also, if a job has any status other than normal, it will be highlighted either in red or in green:

Job Mame

Engine shceme ER-34221 This Joh has On Hold status
Weni Widi Wici This Joh has Planhed status
M am ternpus

% Note: You can change status of any job with the help of Status drop-down list in Edit Job
window.

As any table you can find in Projetex, Corporate Jobs list can be sorted by each column value by
clicking the corresponding column caption.

Right-click the list, and select Customize Columns to add other columns to view. See Right click
menu.

Filtering corporate jobs list

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

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

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

Editing Corporate Jobs (for Expert)

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

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

Group — group of senices. All senices in Projetex are broken down by groups. Cannot be edited
by expert.

Service — each group of senices contains a separate list of senices. Cannot be changed by
corporate expert.

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

Time spent — enter time spent on this job to hawe its cost automatically calculated according to
your AHC.

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

Optional Status — these are used when corporate job needs to be put on hold, or when you
create planned (or potential) jobs. Jobs with on hold status have their deadlines undetermined, thus
on hold jobs cannot become overdue. Jobs with planned status cannot be set as completed, since
planned status assumes that work has not yet started.

Instructions — any instructions or comments of project manager regarding a corporate job can be
viewed here.

Work Notes — corporate expert notes can be viewed here.

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

% Note: Only users with access to Projetex Server Administrator can add or remove custom

fields. See Custom Fields topic for details.

You can sawe corporate job data in a printable file or print it with the help of RTF templates. To
make this option available click Apply button first to save new entry in database of corporate jobs.
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Templates for printing corporate job data can be edited with the help of menu Settings > Current
User. Click Templates section to quickly access all template folders. Templates for printing
corporate jobs are saved in D:\BusinessServer\Templates\EXPERTS\CORPORATE\Jobs folder.

See also:

Corporate Jobs tab (for Expert)

JAs tab (for Expert)

Files tab (for Expert)

JAs page (for Expert)

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

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

Use Status drop-down list to filter out only those JAs which have certain status (overdue, due today
, due tomorrow and so on).

Information on this tab can be edited only by projects managers.

See also:

Corporate Jobs tab (for Expert)

Editing corporate jobs (for Expert)

Files tab (for Expert)

Files page (for Expert)
You can explore your Projetex folder with the help of Files tab of Projetex Workstation window.

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

Files tab contains two horizontal panes. Upper pane shows the folder tree for selected expert
folder and content of the currently selected subfolder. Pane underneath allows to use shortcuts.

Clicking any of the Shortcuts options will create a second file view field to the right, and open

appropriate folder there. This allows to simultaneously work with two opened folders in the same
window.
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Expert FTP — access to FTP browser and connect to your expert FTP folders.
Shortcuts — browse folders on your PC

JA folders — quickly open any of your folders with job assignments.

See also:

Corporate Jobs tab (for Expert)

Edit Corporate Job window (for Expert)

JAs tab (for Expert)

Common Functions

Sorting records

Majority of data in Projetex is being stored in various tables. Each of these tables can be
customized to a certain extent to adopt to each user's preferences.

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

¢ |f you want to sort your table by certain column, left-click the heading in the table.
e The order of sorting direction is shown as a triangle arrow near the column caption.

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

Glohal Code Sent Invoice Total
ACME-IDDEEIQDE 100212008 §095.00
ACME-IDDE42008 Q232009 117018
ACME-IDDE3/2008 4M4/2008 a00.00

Columns Customization

You can easily choose columns displayed in a table. To choose displayed columns:
1. Right-click the table, and on the context menu click Customize Columns command.
2. Choose columns which should be displayed by selecting the appropriate check boxes.

3. Click Ok button.
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% Note: You can use Check All and Uncheck All buttons to check/uncheck all columns which
should be displayed.

& Customize columns &I&J
MoveUp |

v| Global Code i
v Client Move Down |
Met Jobs Total
Met Jobs Total (EUR)
Sent
otatue CheckAll |
Date Due UncheckAll |
Jobs Total
Invaoice Total
Jobs Total (ELR)
Invoice Total (EUR)
v| Paid

Paid (EUR)

Balance Due

Balance Due (ELUR)
w| Currency

Exchange Rate 4
v| DiscountMarkup

D (%)

DM Value

Discount/Markup 2

/M 2 (%)

DiM Value 2

v Tax
wh| Taw (R4
\ A

AL RS

m

Ok |

= Cancel |

Moving columns

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

1. Click the column caption and hold the mouse button. Black line will appear to the left of this
column.

2. Drag your cursor without releasing the mouse button, to the desired column.
3. Release mouse button. The column will be moved to the desired place.

L

Client Sent e Invoice Total
Global Concepts Universal 57.09.2010 Ay 54,00
Translation Designs 37.09.2010 ACME-0033/2010 1950,00
Unlimited Concepts Unified 21.09.2010 ACME-I0028/2010 400,00
Translation Designs 10.09.2010 ACME-0032/2010 1000,00

BNote: Optionally you can use Move Up and Move Down buttons of the Customize Columns
window described above to change the order of the columns.
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-
ai Customize columns

Code
Global Code
Client \

Mave Down

Sent
Status
Date Due
Jobs Total

Chedk All

Invoice Total

Unchslckﬁ.ll

Paid

currency
Discount/Markup
Tax

[1 MetJobs Total

[1 Met Jobs Total (EUR)
[ Jobs Total (EUR)

[ Invoice Total (EUR)
[] Paid (EUR) |5
[ Balance Due

[ Balance Due (EUR)

[ ] Exchange Rate

[ DM (%)

[ DM Value

[] Discount/Markup 2

m

Ok

[ DM 2 (%) E
[ M il 2

lite

Cancel

L

A

To open Customize Columns window, right-click the table, and on the context menu click

Customize Columns command.

Tables with Pages

Some tables in Projetex can contain a lot of records. For example, Projects or Invoices tables can
contain thousands and tens thousands of records. Projetex breaks such tables by pages.

% Invoices to Clients

[ Mass Invaicing ][ Edit ] :

Gmm{s} 1..54 of 54 (Page 1 of 1) )
Pl

i€« | & |17 ~| =

Code ¢ Global Code
[-DFC0001 ACME-I00132010 Settle
[-DFCO002 ACME-I0062/2010 Settle
-DFCO003 ACME-ID063/2010 Owven
[-DMEQDDDT ACME-I0044/2010 Set
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Page navigation buttons are as follows:
- switch to previous page.
- switch to next page.
- jJump to the first page.

- jJump to the last page.

Page navigation buttons are active only if page mode is on. To turn this mode on, open Fonts and
Sizes page of Current User settings and select any item from Number of rows in page mode
drop-down list except Page Mode OFF. For schedules to be split into pages, select any item from
the list except Page Mode OFF in Number of rows in page mode for schedules drop-down list

General Features

Account Management
Client Accounts

Projetex features account-based project management system. Account manager (or AM) can be
assigned not to a client, but to a client's account. This implies the following:

e multiple accounts can be created for a client
e multiple account managers can be assigned to an account
e each project can only belong to one account

¢ In terms of organization and project hierarchy accounts group an number of projects, while
accounts themselves are being grouped by clients:

@
Cliant
| I |
_ U @23

Account 1 Account 2 Account 3 Account Managers
EEI E E ﬂanqaz
Prajects of Projects of Projects of Praject Managers

Account 1 Account 2 Account 3
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Each new client has single default account (Main). So, unless any new accounts are created, an
account manager is assigned to a client, in other words one client equals one account. Thus in this
case the term account implies certain client and all projects of this client. The only difference is
that in Projetex multiple account managers can be assigned to a client account.

Howewer, in case the project flow of a client is strong, it might be reasonable to split the projects of
this client into a number of accounts, each of which can be assigned to a different account
manager (or a number of account managers). This should help to optimize workload balance
between account managers.

Creating an account

Additional client accounts can be created for any of the existing clients by any user with production
manager access rights. To create a new client account for one of the clients:

1. Open Main tab of Client window.

2. Select the client, whose account you wish to create.

3. Click Accounts tab.

4. Click New button on Accounts tab.

5. Enter properties of the new account in New Client Account window.
¢ Enter the name of the new account in Account Name field.

* (optional) Select Default Account check box if you wish to make new account default one for this
client. This step can be done at any time later.

* (optional) Select client's Project Manager for this account. Client PM will be automatically set as
PM of each project being created within this account. This step can be done at any time later.

® (optional) Assign account managers to the new account. This step can be done at any time later.
¢ Click Apply button to apply changes.

¢ Click OK button to apply changes and close window.

Account Managers

At any time any number of account managers can be assigned to any client account. The following
should be taken into consideration when assigning account managers:

e Users with Normal (account manager) access rights will be able to view only projects of client
accounts assigned to them.

e Users with Normal (account manager) access rights cannot view those clients, which has not
been assigned to at least one client account of a particular client.

e Users with Normal (account manager) access rights will also be able to view any projects, to
which they have been assigned as project managers.

e Users with Normal (account manager) access rights would be able to create projects only within
accounts which they have been assigned.
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% Note: Access rights for each user can be set in Users and Access section of Projetex Server
Administrator Corporate Settings tab. Existing accounts with currently assigned account
managers are displayed on Client Profile tab.

Assigning and removing account managers

To assign or remove an account manager, you need to have production manager access rights. There
are two ways of assigning account manager: when editing or creating a Client Account, and in the
Client Profile tab itself, by clicking Account Managers button.

1. Open Main tab of Client window.

2. Select the client, to which you wish to assign account managers.
3. Click Account Managers button which will open Assign Account Managers window.

4. Select required account using Select Account drop-down list in Assign Account Managers
window.

5. To assign an account manager to a client account, select this manager in Available Staff field,
and click <<Assign button.

6. To remove an account manager from client account, select this manager in Assigned Stalff field,
and click Remove>> button.

Default Account

By default, each client has one account named "Main" with Default status. Default account has the
following important properties:

e Default account cannot be deleted;

e [f any other account is being deleted, all projects contained within this account are automatically
assigned to default account;

e Any new project, unless it is being created by an account manager is automatically assigned to
a default account;

e There always must be a default account for each of the clients;
¢ There cannot be more than one default account.

Default account can be marked as such:

¢ On the Client Accounts tab of Client window Main tab.

e On the Select Client Account dialog window, which can be opened using Client Account
button in Edit Project window.

e On the same dialog, but opened when clicking Client Account button in Project window Main
tab.
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¢ In the Assign Account Managers window, which can be opened by clicking Account Managers
button on the Client Profile tab of Client window Main tab. (this option is available only for
users with production manager access rights)

Currencies Management

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

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

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

e Client currency is the currency in which you produce inwices for your client and receive
payments from your client.

e Expert currency is the currency in which you produce purchase orders and make payments to
your freelance experts and vendors.
Example:

If your company is in Europe, your client is from USA and your freelance expert is from Japan,
thus your base currency will be Euro, the client currency will be US Dollar, and expert
currency will be Japanese Yen.

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

company.

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

These parallel records in your base currency allow conducting all your internal company accounting
in your base currency, still keeping the records in other currencies.

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

Base Currency

Base currency represents your local currency, in which your company conducts accounting.

Base currency can be changed on Corporate Settings tab of Projetex Server Administrator. To do
so:

Run Projetex Server Administrator.

¢ Click Database tab.
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Put your database offline by clicking Go offline button.

Once database is offline, switch to Corporate Settings tab and click General Settings.

Click Base Currency button and select the necessary currency in Edit Base Currency window:

Make sure that the base currency is set correctly before starting your work in Projetex.
Adding Currencies and Exchange Rates

Adding new currencies

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

To define currency settings:
1. Open Projetex Workstation and select Corporate command of Settings menu.
2. In Corporate Settings window, click Currencies.

3. If some of the currencies that you need are not included into the list, you may add them by
clicking New button. You can also edit or delete an existing currencies.

Setting exchange rates

You can enter exchange rates between your base currency and any of the other currencies.
Exchange rates of currencies are used for keeping parallel records in both base currency and
client/freelancer currencies relating to your base currency.

To enter an exchange rate, click Exchange Rates section in Corporate Settings window.
To add new currency exchange rate, click New button.

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

Client/Freelancer Currencies

When you add new client or freelance expert to your database, you define the currency of this client
or freelance expert.

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

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

On Main tab of Clients/Freelancers window, you may change the currency of your client/
freelance expert by clicking Client Currency/Expert Currency button.

It may be useful to modify the client/expert currency only before first financial record for this client/
expert has been recorded (price, quote, job, inwice or payment). Howewer, in rare case when you
have been entering the data meaning another currency, you can still change the currency to the
right one, after answering Yes to program warning.

3 Note: if you change currency after some financial record for this client/expert has been recorded
(price, quote, job, inwice or payment), all these financial records will not be recalculated due to
appropriate exchange rates.

Currencies in Prices

In Projetex for each client and freelancer you can specify his/her own currency for financial records.
It may be differ from your base currency.

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

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

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

% Note: Ifthe job is already added to the inwoice, button with exchange rate will be disabled.

On Project Balance window, all the records are displayed in your base currency.

Wordcount Tools

AnyCountin Projetex

Introduction

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

Projetex has built-in AnyCount 7.0 Enterprise to quicken and simplify job creation and expenses
calculation for each job.

AnyCount 7.0 currently counts the following formats: BMP, CHM, CSV, DOC, DOCX, GIF, HLP,
HTM, HTML, JPG, MIF, ODP, ODS, ODT, PDF, PNG, PPS, PPT, PPTX, PUB, RAR, RTF, SDC,
SDD, SDW, SLP, SXC, SXI, SXW, TXT, VSD, WPD, XLS, XLSX, XML, ZIP.
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In Projetex AnyCount is used to quickly calculate volumes of new jobs and quotes. AnyCount
options can be found in the following windows: New/Edit Draft Client Job, New Client Job (Edit
Client Job), New Corporate Job (Edit Corporate Job) and New Freelance Job (Edit
Freelance Job).

Counting files
In Projetex AnyCount is used in the following way:

When creating a job or a quote, click <=AnyCount button to run AnyCount. It will automatically
count required units in a target files and enter the resulting number into the Volume field.

1. Select the wlume units from the corresponding drop-down list.

3 Note: If the units selected where not specified as "Used by AnyCount" you will not be able to
perform the count. This option is available on the AnyCount section of Current User Settings. It was
implemented to distinguish volume units, that cannot be used as text wolume units (e.g. "hours").

2. Click <=AnyCount button.
3. Select the file to be counted in the Open window and either double click it or click Open button:

4. AnyCount Engine will count the text in selected file and enter count results are to the Volume
field of the New Corporate Jobs window.

5. Expanded count report is added on the AnyCount Notes tab which appears after AnyCount is
used.

6. If you noticed that volume units should be changed to another ones, you can select the wolume
units from the corresponding drop-down list. Results of counting and AnyCount Notes will be
changed automatically.

Creating a client job based on counted file

Click AnyCount button on the Tree tab of Project window. Select wolume to count in and click OK
button. Select a file to count. Once the count process is completed, Projetex will create a new
client job with the name of the counted file, and respective wlumes and wolume units.

CATCount in Projetex

Introduction

CATCount is a tool for calculating Computer Assisted Translation (CAT) cost. In Projetex CATCount
is used for accounting of computer assisted translation jobs. Primary functions of CATCount are:

¢ Translating complex CAT Scheme (different rates and counts of different types of text) into a
single text count number, i.e. CATCount.

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

e Printing of CAT Schemes together with original word counts.
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CATCount options can be found in the following Projetex windows: New/Edit Draft Client Job,
New Client Job (Edit Client Job), New Corporate Job (Edit Corporate Job) and New
Freelance Job (Edit Freelance Job) windows.

Interface
In Projetex CATCount is used in the following way.

When you open New Corporate Job window you specify the job name, group and senice at first.
CATCount comes at a hand when you want to specify the volume of the job and calculate its cost
using the CAT Scheme. The result will be automatically entered to the Volume field.

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

Creating CAT counts

1. Click <=CATCount button in the New/Edit Draft Client Job or New Client Job (Edit Client
Job) window to open CATCount window.

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

¢ To sawe a scheme, on the Scheme menu click Save command.

¢ To load a scheme on the Scheme menu click Load.

% Note: To load word count analysis logs of Trados Translator's Workbench on the Log menu
click Load command.

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

Expanded count report is added on the CATCount Notes tab which appears after CATCount is
used.

Projetex Interface

Common Interface Options
Button Panel

Button Panel is located at the bottom of Projetex Workstation window. It consists of six groups of
buttons: History, Jump, Open Folders, Local Custom Filter, Local Report, Global Date Filter.

lurnp . |apen Folders ocal Repo
. £ on

© 2011 Advanced International Translations



Projetex Interface 34

History buttons
Back button switches Projetex to the previously visited tab or window.

Forward button brings you to the tab or window which was opened before you clicked Back
button.

Jump buttons

Atfter clicking Client button you jump to the Client window, the tab depends on the window opened
and element selected at the moment you clicked.

Example:

Quotes to Clients window is opened, certain client record is selected from the list. If you
click Client button Projetex switches to Quotes tab of Client window displaying data for the
same client.

Project and Expert buttons work similarly to Client button.
Project button switches to certain tab of the Project window, displaying data for selected project.

Expert button switches to certain tab of the Expert window, displaying data for selected expert.

Open Folders buttons

Using Open Folders drop-down list you can easily switch between the folders opened during the
current Projetex working session. Any work folder you open in Projetex (using Explore buttons) is
automatically added to the list. When you need to switch between the opened folders, select the
necessary folder in the drop-down list and click Go button.

Local Custom Filter buttons

Use Local Custom Filter buttons to construct filter conditions, thus simplifying the search of
necessary records in your Projetex database. For example, you can build the filter to display only
projects of a particular project manager which are due today.

Edit button opens Edit Filter window.
On/Off button applies or disables the currently configured filter.

Recent button applies the last created filter (last used filter settings).

Local Report buttons

Local Report buttons give you possibility to save the content of Projetex window currently
displayed (sawe it in a separate file of defined format or print).
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Export button opens Export window, where you can choose the required format of output file.

Print button opens the preview of the document you are about to print.

Global Date Filter buttons

Global Date Filter buttons are designed to filter records according to user defined date conditions.
Edit button opens Edit Global Date Filter window.

On/Off button correspondingly switches on/switches off the date filter.

Recent button switches on the last created data filter.

Navigation Panel

Navigation panel is a part of Projetex user interface simplifying and quickening navigation in the
program.

It consists of four groups of icons: Clients, Projects, Corporate Team, and Freelancers each
containing icons for accessing various related windows.

You can hide navigation panel to free display space by clicking left edge of the screen.

Use Navigation menu to switch between Classic and Modern style of navigation bar.
Client group of icons

: Client window displays all information about the taken client. Client data is broken down
by the following tabs: Main, Contacts, Marketing, Prices, Quotes, Projects, Client Jobs,
Invoices, Payments, Balance, Files, Info, Schedule.

Fr e
T
General Prices for Clients window provides access to general price list: each price

representing a rate in chosen currency for certain senice (language pairs, translation, proofreading,
etc.).

\;' Quotes to Clients window provides access to all currently created client quotes. This
window can be used to create a new project based on a quote, add/edit/delete draft jobs for existing
guotes.

|
\;' Client Jobs window displays the list of all client jobs stored in database. With the help of
this window you can have a quick ovenview of all client job statuses, calculate client job totals, edit
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and delete client jobs.

i

E \;' Invoices to Clients window provides access to all currently issued inwices. Use this
window to calculate inwoice totals, view and edit invoices, print any of these inwices, perform Mass
Invoicing.

\‘;' Payments from Clients window lists all payments received from all Clients. Use this
window to calculate payment totals, link payments with inwices, edit, delete payments and perform

Mass Payments.

= Balance of Clients window displays a simplified balance sheet broken by clients based
on payments from clients and inwoices to clients. Accounting staff can use this window to identify

which of clients' accounts require attention. Can be viewed in Base Currency or Client Currencies.

! Schedule of Projects window displays block diagram of all projects for the specified
period. Schedules are grouped by clients.

Project group of icons

|
i

Project window displays all information about each of the projects. Project data is broken
down by the following tabs: Main, Tree, Client Jobs, Corporate Jobs, Freelance Jobs,
Freelance Teem, JAs, POs, Balance, Files, Info, Schedule.

|

\;' Client Jobs window displays the list of all client jobs stored in database. With the help of
this window you can have a quick ovenview of all client job statuses, calculate client job totals, edit
and delete client jobs.

o

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

e

= Freelance Jobs window displays the list of all jobs created for freelance experts. With the
help of this window you can have a quick oveniew of all freelance job statuses, view if the jobs have
been included in purchase orders, calculate freelance job totals, edit and delete freelance jobs.
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Project Balance window displays Balance broken down by projects as well as Gross
Profitability analysis. Can be viewed only in Base Currency.

\‘.: Schedule of Client Jobs window displays block diagram of all client jobs for the specified
period.

Corporate Team group of icons
=

F

"‘VCorporate Expert window displays consolidated information about the specific in-house
expert. Corporate expert data is broken down by the following tabs: Main, Corporate Jobs, JAs,
Files, Info, Schedule.

L

'-‘-5 Corporate Jobs window displays the list of all jobs created for in-house experts. With the
help of this window you can have a quick oveniew of all corporate job statuses, calculate corporate
job totals, edit and delete corporate jobs.

—& 50p Assignments window displays the list of all currently issued job assignments to all
corporate experts.

L Corporate Expenses window can be used to make and view entries about any expenses
that are not concerned with paying in-house and freelance experts.

e

%2 Schedule of Corporate Expert Jobs window displays block diagram of all corporate jobs
for the specified period. Schedules are grouped by corporate experts.

Freelancers group of icons

®

_-E._|__ £

Freelance Expert window displays consolidated information about the certain freelancer.

Freelance expert data is broken down by the following tabs: Main, Application, Prices, Quotes,
Freelance Jobs, POs, Payments, Balance, Files, Info, Schedule.
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i -
L5 &

= General prices for Freelancers window, where you can manage your general tariffs for
freelance expert senices: set price in chosen currency for each senvice.

L=
=
T

"= Quotes from Freelancers icon opens window displaying detailed information on all
quotes from freelancers stored in database.

|

.

= Freelance Jobs window displays the list of all jobs created for freelance experts. With the
help of this window you can have a quick oveniew of all freelance job statuses, view if the jobs have
been included in purchase orders, calculate freelance job totals, edit and delete freelance jobs.

L]
g

~= PQOs to Freelancers window displays all currently issued purchase orders for freelance
jobs. Use this window to calculate PO totals, view and edit POs, print any of these POs.

T

= Payments to Freelancers window lists all payments sent to all freelancers. Use this
window to calculate payment totals, link payments with purchase orders, edit and delete payments.

S

o
% Balances of Freelancers window displays a simplified balance sheet broken by

freelancers based on purchase orders and payments to freelancers. Accounting staff can use this
window to identify which accounts require attention. Can be viewed in Base Currency or Client
Currencies.

e
= Schedule of Freelance Expert Jobs window displays block diagram of all freelance
expert jobs for the specified period. Schedules are grouped by corporate experts.

Contextual Menu

Contextual menu can be opened by right-clicking any table in Projetex Workstation. It contains the
following commands:

Customize Columns — use this command to change order of columns in the table, and to add or
remove columns.

Vertical View — use this command to get a summary of currently selected table line.

See also:

Columns Customization
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Local Custom Filter

Local Custom Filter can be used to search specific data in large tables. In the white area of Edit
Filter window current filter conditions are displayed.

Open button browses for previously saved filter settings.

Save button saves current settings of Local Custom Filter in the Projetex Workstation setup folder.
Add button adds another filtering condition.

Delete button deletes currently selected filter condition.

Clear button deletes all current filter conditions.
Local Report Export

Any table in Projetex Workstation can be exported to a number of formats, by clicking Export
button of the Local Report bar.

Export to drop-down list can be used to select format of the output file.

Open after export checkbox opens exported file.

Global Date Filter

Global date filter can be set to display only those records in the database that match certain time
parameters. For example, you can set global date filter to display only records for certain year,
quarter, month or to specify a custom time interval.

Global date filter effect is not limited to certain window. Once applied, it works in all date-relevant
records.

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

¢ Clients section of Navigation Panel:

¢ Client window tabs: Marketing, Quotes, Projects, Client Jobs, Invoices, Payments and
Balance.

* Quotes to Clients window.
¢ Invoices to Clients window.
e Payments from Clients window.

e Balances of Clients window.
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Projects section of Navigation Panel:

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

Client Jobs window.
Corporate Jobs window.
Freelance Jobs window.

Project Balances window.

Corporate Team section of Navigation Panel:

Corporate Expert window tabs: Corporate Jobs, and JAs.
Corporate Jobs window.
Job Assignments window.

Corporate Expenses window.

Freelancers section of Navigation Panel:

Freelancer window tabs: Application, Quotes, Freelance Jobs, POs, Payments, Balance.
Quotes from Freelancers window.

Freelance Jobs window.

POs to Freelancers window.

Payments to Freelancers window.

Balances of Freelancers window.

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

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

Projetex Menu Bar

Workstation

Workstation menu is used for basic working session operations:

Log In option is available in offine mode and can be used to connect to Projetex Server without
the need to re-run Projetex Workstation.
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e [og Out option is available in online mode and can be used to terminate connection to Projetex
Server (for example, when you need to log in under different user account).

e Server command opens Network Location window where you can select a computer with
Projetex Seneer installed to connect to.

e Connected Users command can be used to view other workstations currently connected to
Projetex Senver. You can disconnect selected user using Disconnect button.

e Exit command ends your work session with Projetex Workstation.

BNote: Server command is available only when you are logged out (i.e. Log In and Sener
commands are both dimmed when Log Out command is available and vice versa).

Navigation

Navigation menu can be used to quickly access any window or tab of Projetex.

Navigation menu structure is identical to that of Navigation panel. Client, Project, Corporate
Expert and Freelancer commands include a submenu to the right, which gives access to the tabs
of the corresponding windows.

Navigation menu can also be used to change the style of navigation panel.

e Classic command will change the navigation bar to the mode which allows opening only one
section at a time.

¢ Modern View command will change the navigation bar to mode which allows opening multiple
sections at any given time.

New...

New... menu can be used to quickly create new client and contact records in Projetex database.
This menu has the following items:

Client — add a new client record to database.

Account — create a new client account.

Contact — add a new contact of a client.

Service — add a new senice to database, and assign general prices for this senice.
Quote — issue a new quote to selected client.

Job — issue a new Client Job to selected client.

Invoice — issue a new inwice to selected client.

PO — issue a new PO to selected freelancer.
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Team

Team menu can be used to provide better team cooperation while working with files in Projetex9:

Upload Changes — open Upload Changes window to find and upload all locked files modified on
a local PC.

BNote: Projetex will find only those unloaded files which have been already locked by the current
user.

Clear Locks — open Clear Locks window to clear locks on files locked by the current user.

Custom Reports

Custom Reports menu opens the Projetex Reports-View window containing the list of reports you
can generate.

Report View Window

This window displays the list of all reports currently integrated in database.
Preview button is intended for viewing the selected report.

Print button opens printer setup options dialog.

Export button saves the report result in a separate .rtf, .html., .pdf or .xIs format. Click on Export
button to open Export window in which you can select a necessary format and save the report.

Settings

Settings menu provides access to your Projetex Workstation user options and configuration.
e Corporate command opens Corporate Settings window.
e Current User command opens User Settings (Current User Only) window.

e Local Business Folder allows to select drive your ServerBusiness folder is located on

Help

Help menu contains links to this help file, support and contacts, registration options, including:
* Projetex Help command opens this Projetex Help System.

e Projetex on the web opens Projetex official web-page.

Technical Support command opens Projetex area on AIT Help Support portal.

Projetex Newsletter shows Projetex Newsletter web-page, where you can subscribe to get
latest Projetex news.

Check for Updates command opens Checking for Updates window.

e System and Locale Info displays System Information window with your system and locale
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information, which could be useful in case of writing to customer support.

e Register command (which changes to Upgrade after you register the program) shows

registration dialog, where you can enter your Projetex Workstation license key when registering
or upgrading the program.

e About command displays version and build information of your Projetex Workstation.
Export Window
Export

Export window can be used to select an export format.

—— Select format of

Export target file

Export to:
POF -

+ OK || % Cancel

e Choose Open after export checkbox to automatically open the exported file after finishing of an
export procedure.

e Click OK button to proceed with exporting to currently selected format.

e Click Cancel button to close Export dialog.

Exportto XLS, CSV or TXT

To export data to XLS, CSV or TXT, select XLS, CSV or TXT from the Export to drop-down list on

the Export window. Choose Open after export checkbox to automatically open the exported file
after finishing of the export procedure

Exportto HTML

In the Export to .htm!| window you can set properties of output file when exporting to .html format.

It opens when you select HTML from the Export to drop-down list on the Export window.
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Settings for exporting to .html

Page range:

e select All to export all pages of the source;

e select Current page to export only the page which you are currently viewing;

¢ select Pages and specify the numbers in the text box provided to print only certain pages.
Export settings:

e select Styles to save style setting of the source when exporting;

e select Pictures to enable exporting pictures from the source file;
e select All in one folder to store all newly created files of the .html page in one folder;

¢ select Page navigator to add the page navigator (see the screenshot below) to your new .html
file;

First | Prey | | 2 Next I Last |

e select Fixed width to fix the width of the columns and rows of the exported pages (pages will not
extract and contract according to the window size);

e select Multipage to export data to a multi-page .html file;
e select Background to keep the view of the background in the target .html file.

e choose a format of pictures from Pictures drop-down list to save pictures in a specified format.

To automatically open the new file after finishing of the export procedure, select Open after export

Exportto RTF

In the Export to RTF window you can set properties of output file when exporting to .rtf format.

It opens when you select RTF from the Export to drop-down list on the Export window.

Settings for exporting to .rtf

Page range:

e select All to export all pages of the source;

e select Current page to export only the page that you are currently viewing;

¢ select Pages and specify the numbers in the text box to print only certain pages.

Export settings:
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select Pictures to enable exporting pictures from the source file;

select WYSIWYG (What You See Is What You Get) to make the .rtf file look exactly as the
picture you see on the screen

select Page breaks and page breaks will be compulsively inserted in the .rtf file;

select Text, Header/Footer or None from Header/Footer drop-down list for header and footer
to be shown properly.

To automatically open the new file after finishing export procedure select Open after export
checkbox.

Exportto PDF

In Export to PDF window you can set properties of output file when exporting to .pdf format.

It opens when you select PDF from the Export to drop-down list on the Export window.

Settings for exporting to .html

Page range:

e select All to export all pages of the source;

e select Current page to export only the page you are currently viewing;

¢ select Pages and specify the numbers in the text box to print only certain pages.
Export settings

e select Compressed to create a .pdf file of minimal size;

e select Embedded fonts to create a .pdf file with all used fonts embedded (using this option you
can be sure that you text will look the same on any computer, even if the fonts used are not
installed there);

e select Background to keep the view of the background in the target .pdf file;
¢ select Print optimized to optimize the new .pdf file for printing at once.

To automatically open the new file after finishing export procedure select Open after export.

General Clients Windows

Client Window

Client window can be used to view, edit and enter new information about your clients, as well as to
manage their client jobs and job assignments as well as some marketing and financial information,
like prices, quotes and inwices of your clients.
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Client Window tabs

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

e Main tab — contains profiles of your clients. Client records can be created and marked as
completed here. This tab also contains client profiles.

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

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

e Prices tab — holds individual price list of selected client. Here this client's prices can be created
and edited.

* Quotes tab — is used for issuing and managing quotes offered to the selected client.

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

¢ Invoices and Payments tabs — these tabs hold all inwices issued and payments made of the
selected client. Here inwices are created, and linked with payments.

e Balance tab — provides the most basic oveniew of financial accounts of the selected client.
¢ Files tab — this tab is used for accessing selected client's files and folders.
¢ Info tab — is used for adding various client-related notes.

e Schedule tab — displays schematic schedules of projects and client jobs of the selected client.
Main Tab of Client Window

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

Clients list

You can search clients by name with the help of Starts with and Contains filters. Select Starts
with option and enter first few letters of client's name in the field, and the cursor will jump to
highlight first matching client’s name in the list. Select contains option and enter any part of client's
name being searched.

e Click any client in the list to view profile of this client to the right.
e Double-click any client in the list to edit their name, client code and change client currency.
e Once a new client has been added, his data can be edited in this profile.

* You can create a new client record based on data (profile, marketing, contact or pricing) of one of
the existing clients by cloning this client. To do so, select a client to clone, and click Clone
button.
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¢ You can delete a client and all data related to this client (quotes, projects, jobs, inwices, etc.).
To do so, select a client to delete, and click Delete button.

e Each client can have a flag assigned to it. Client flag can be changed by right-clicking the narrow
field displaying flags.

Clients are listed in the form of table. Although by default this table contains single column (Name),
you can add your custom fields to view by right-clicking the client list and then clicking Customize
Columns in the context menu.

% Note: Due to user access restrictions, some filter operations (like local custom filter and global
date filter) or page settings, you may not be able to see all the clients in the database. Summary
at the bottom of clients list displays if all of the clients are shown.

Client profile

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

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

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

e Account Managers — this field lists client accounts and account managers assigned to them.
Click Account Managers button to assign or remove Account Managers to this client's
accounts.

3 Note: Only users with advanced access rights can assign account managers.
e Postal Address — click this button to add or change a postal address of the client.
e Contact Info button — allows you to add or change contact information of the client.

e Web site — opens Edit Website of Client dialog box, providing field for entering a web site
address (URL) of your client. Click Go button to open this site in your Internet browser. Web site
address can be up to 120 characters long.

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

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

e Client Folder — this part of client's profile can be used to quickly create client's folder and
access client files. Click Create button to automatically create a folder, tied to this client. The
location of client folder will depend on the location of centralized Business folder, assigned
with the help of Projetex Server. Explore button becomes active only after client folder has been
created. Click it to open the client's folder in the Windows Explorer window.
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e Client Currency — this currency will be used to issue quotes and inwoices to this client, and to
record payments from this client. All the financial records for this client are kept in both your
base currency and client currency, converted according to exchange rates which you set.

e Next Codes — click this button to edit the automatic counters for client-specific codes of
quotes, client jobs, inwices and payments. Projetex will use the codes for the next quote, client
job, inwoice and payment you create. You can only increase the next code value.

e Locale Format — different clients usually have different requirements to displaying dates,
numbers and monetary values. Locale format settings are used to configure this format
individually for each client. These formats will then be applied to printable inwices.

¢ Invoicing Policy — by adjusting inwicing policy you determine conditions upon which Projetex
will prompt you to inwoice client jobs.

e FTP connections — you can set parameters for access to FTP folders of this client. Shortcuts
to these folders will be automatically added to Files tab of this client's window.

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

Client accounts

To add or delete client accounts, click Client Accounts tab. All accounts of currently selected
client can be viewed on the Client Accounts tab.

3 Note: Only users with advanced access rights have access to this tab.

Custom data of client

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

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

Postal address of client

Postal address of client determines this client's country, and is automatically added to inwices and
quotes sent to this client. The following postal address data can be added:

Street Address — two separate addresses can be added. Each address entry can be 50
characters maximum. When editing inwice and quote templates you can choose which of the two
addresses are contained in inwice or quote.

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

Country — you can add additional countries to the list of countries in the Postal Address of
Client window. See Countries topic for details.
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ZIP Code — maximum 10 characters long.
General contact information

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

E-mail (up to 2) — maximum 250 characters. Send button becomes active only if valid e-mail
address is entered.

Phone (up to 4) and Fax numbers — maximum 250 characters each.

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

General contact information of a client can also be added to templates with the help of Client
Information Variables.

Payment terms of client

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

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

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

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

Select Unknown/Other to disable automatic payment terms control.

Additional Notes — a plain text note, not limited by a number of characters.
Next client codes

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

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

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

To open Next Codes for Client window click Next Codes button in this client's profile.

Locale format of client

Clients from different countries are very likely who have different locale format. There is no need to
change your own locale format each time you print invoice for a client with locale format different
from yours.
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To hawe inwices to clients printed according to their own Regional and Language options (hormally
defined in Windows Control Panel), Projetex can use separate locale format for each of your
clients.

The following locale settings can be configured:

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

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

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

Digit Grouping Symbol — this is the symbol which will be inserted between each three digits in
the number, for example in the following number 1 000 000 digit grouping symbol is space.

Date Separator — enter character to separate day, month and year in date when it is displayed in
short format. For example in the following date 3,31,2008 the date separator character is comma.
Settings in Date Separator field will be automatically applied to Short Date Format field.

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

Long Date Format — these settings configure the display long date (like Monday, March 31, 2008
). Use four d character to map day of the week name, four m characters — to map month and four y
to map year.

% Note: To map brief day or month ("Mon" instead of "Monday" or "Mar" instead of "March") enter

3 d or 3 m characters instead of four.

% Note: Full day or month names can be displayed in short date format by typing 3 or 4

characters in Short Date Format field.

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

Invoicing policy of client

Invoicing policy settings determine when Projetex alerts user to inwice a client job. According to
these settings Projetex will assign one of the following statuses to uninwiced client jobs: Not
ready for invoicing or Ready for invoicing, following by comment, depending on the current
invoicing policy settings, for example, "Total reached".
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These statuses can be viewed on the Client Jobs tab of Project window, Client Jobs tab of Client
window and Client Jobs window.
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( Ready for invoicing: Total reached }

By default invoicing policy for all the clients states that client jobs must be inwiced immediately
after it has been completed.

Inwoicing policy can prompt you to inwice client jobs once their total has reached a certain amount.

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

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

% Note: If Invoicing policy is set to Immediately after completing job, then Not ready for

invoicing or Ready for invoicing, message will not be displayed.

Client FTP connections

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

FTP Connection in Projetex allows quick access to specified FTP folder without having to re-type
login and password each time you connect. The following details can be specified when creating a
connection:
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Connection Name — this name has no syntax requirements and can be no longer than 50
characters.

FTP Server — address of FTP senver (for example ftp.server.com). Can be no longer than 50
characters.

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

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

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

To add edit or delete FTP connections of certain client, click FTP Connections button in this
client's profile.

Client Jobs

All client jobs stored in the database are listed in the Clients Jobs window. The options available
for this window are the same as those for Client Jobs tab of Project window. The major differences
are:

e Client Jobs window displays all client jobs of all projects.
¢ New client jobs cannot be created using this window.

e Existing client jobs cannot be deleted using this window.

Client Job Filters
Use Status filter drop-down list to display only completed, not completed, or overdue client jobs.

Use Invoiced filter drop-down list to display only those client jobs which have or have not been
invoiced.

Client jobs can also be filtered by Project Manager responsible for them.

If you have set invoicing policy for this client in this client's profile on the Main tab of Client
window, Projetex will advise you whether the jobs are ready for invoicing or not.

Client Job statuses
Jobs in the list are shown in different colors. These determine current status of each client job:
Green — client job is not completed yet, but its deadline is in the future.

Blue — client job is not completed and due today.

© 2011 Advanced International Translations



53

Projetex 9 Help

Red — client job is not completed and overdue (its deadline is in the past).
Black — client job is completed.
% Note: You can change colors on the Colors: Status tab of the Current User Settings.

Also, if a job has any status other than Normal, it will be highlighted either in red or in green:

Job Mame

Etgine shcems ER-34221 This Joh has On Hold status
Weni Vidi Vici This Jobh has Planned status
M arm tempuz

% Note: You can change status of any job with the help of Optional Status drop-down list in Edit
Job window.

General Windows of Corporate Team
Corporate Expert Window

Corporate Expert window can be used to view, edit and enter new information about your in-house
(corporate) translators team, as well as to manage corporate jobs, job assignments and files of
corporate experts.

To open Corporate Expert window click Corporate Expert icon from the Corporate Team tab of
the Navigation panel.

Corporate Expert Window tabs

Different tabs of corporate expert window represent different data, relevant to certain corporate
experts. Corporate expert data is broken by the following corporate expert window tabs:

e Main tab — contains the list of your corporate experts and their profiles.

e Corporate Jobs tab — gives an oveniew of corporate jobs assigned to selected corporate
expert.

e JAs tab — is used for managing job assignments (JAs) for selected corporate expert.

¢ Files tab — provides quick access to selected corporate expert's folder, as well as to other files
related to this expert.

¢ Info tab — this tab is used for creating various notes, related to the selected corporate expernt.

e Schedule tab — gives a schematic oveniew of corporate jobs assigned to the current corporate
expert.

Main Tab of Corporate Expert Window

Profiles of all the corporate experts in database can be viewed and managed with the help of Main
tab of Corporate Expert window.
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Browsing corporate experts

You can search experts by name. Select Starts with option and enter first few letters of expert's
name in the field, and the cursor will jump to highlight first matching expert in the list. Select
Contains option and enter any part of expert's name being searched.

e Select any expert in the list to view profile of this expert to the right.
e Once a new expert has been added, their data can be edited in this expert's profile.

Each expert can have a flag assigned to him/her. Expert flag can be changed by right-clicking the
narrow field displaying flags.

Experts are listed in the form of table. Although by default this table contains single columns Name
and Flag, you can add your custom fields to the list of experts by right-clicking the expert list and
then clicking Customize Columns in the context menu.

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

Expert profile

Expert Code — This code is used in corporate job codes and job assignments codes of this
expert. Corporate expert code can be 15 characters long maximum.

Name — corporate expert's name appears in expert chooser dialogs. This name can be maximum
150 characters long.

Contact Info — in addition to general contact details, experts photo can also be added.

Next codes — click this button to advance the automatic counters for expert-specific codes of
corporate jobs and job assignments. Projetex will use these codes for next corporate job and job
assignment you create. You can only increase the next code value.

Click AHC button to enter/change Average Hourly Cost of the selected expert. AHC will be used to
calculate the Total cost of corporate jobs performed by this expert.

Expert Folder — this part of expert profile can be used to quickly create expert folder and open it
in Windows Explorer. Corporate experts will be able to access only this folder (provided proper
folder access options have been set up).

Click Create button to automatically create expert's folder inside Business folder. Projetex will
automatically link expert's folder to appropriate expert. The location of expert folder will depend on
the location of Business folder. Explore button becomes active only after expert folder has been
created.

FTP Connections — you can set parameters for access to FTP folders of this expert. Shortcuts to
these folders will be automatically added to Files tab of this expert's window.

General Information — expert profile may contain any general information, relevant to this expert
in the form of a plain text note.
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Custom fields of Corporate Experts

Use Custom Fields tab, next to the Expert Profile tab to access the controls for any Custom
Fields of Corporate Experts, created with the help of Projetex Server Administrator.

Contact Information of Expert

General contact information of expert contains the following fields:

Photo — an image file can be maximum 70x70 pixels. Click Photo button to add a photo to
contact's profile. Click X button to remowve current photo from profile. The following formats can be
used: .JPG, .JPEG, .BMP (bitmap), .GIF (Graphics Interchange Format).

E-mail (up to 2) — maximum 250 characters. Send button becomes active only if valid e-mail
address is entered.

Phone (up to 4) and Fax numbers — maximum 250 characters each.

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

See also:

Countries section of Corporate Settings

Assign Next Expert Codes

Codes of corporate jobs and job assignments are generated automatically each time a new
corporate job or job assignment is entered into database. Prefix of these codes depends on the
name of the expert. The digits after represent the counter value.

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

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

To open Next Codes for Corporate Expert window, click Next Codes button in this expert's
profile.

Expert FTP connections

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

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

Connection Name — this name has no syntax requirements and can be no longer than 50
characters.
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FTP Server — address of FTP sener (for example ftp.server.com). Can be no longer than 50
characters.

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

Password — This password will be used when Projetex attempts to connect to FTP. Password
can be no longer than 108 characters long. To ensure security, once entered, a password cannot
be copied to clipboard from the Password field.

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

To add, edit or delete FTP connections of certain corporate expert, click FTP Connections button
in this expert's profile.

General Freelancers Windows
Freelancer Window

Freelancer window can be used to effectively keep track on freelancers and their activities,
update and search through your freelancer database, as well as to manage freelance jobs, job
assignments and files of freelance experts.

To open Freelancer window click Freelancer icon from the Freelancers tab of the Navigation
panel.

Freelancer Window tabs

Different tabs of Freelancer window represent different data, relevant to certain freelancers in your
database. All data of freelancers is broken by the following tabs of the Freelancer window:

e Main tab — contains the list of your freelancers and their profiles. Here new freelancers can be
entered into database.

e Application tab — contains application information of selected freelancer, added by HR staff.

e Pricestab — is used to enter and check price information of currently selected freelancer. Here
prices of this freelancer can be created and edited.

¢ Quotes tab — contains quotation information, received from the currently selected freelancer.
e Freelance Jobs tab — gives an oveniew of freelance jobs assigned to selected freelancer.

e POs tab — is used for managing purchase orders (POs) for selected freelancer.

e Payments tab — holds information on payments made to the currently selected freelancer.

¢ Balance tab — provides basic ovenview of the financial balance of selected freelancer.

¢ Files tab — provides quick access for selected freelancer's folder, as well as to other files related
to this freelancer.
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¢ Info tab — this tab is used for creating various notes related to the selected freelance expert.

e Schedule tab — gives a schematic ovenview of freelance jobs, presented in a form of Schedules

Main Tab of Freelancer Window

Main tab of Freelancer window contains information of your freelance experts. You can add new
freelancer records here or edit existing ones. The two primary areas of Main tab of the Freelance
Expert window are freelancers list and freelancer profile.

Browsing Freelancers

You can search freelancers by name. Select Starts with option and enter first few letters of
freelancer's name in the field, and the cursor will jump to highlight first matching freelancer's name
in the list. Select Contains option and enter any part of freelancer's name being searched.

To search freelancers by price, service or completed jobs, click Search button.
Click any freelancer in the list to view profile of this freelancer to the right.
Once a new freelancer has been added to database, his or her profile can be edited at any time.

Freelancers are listed in the form of table. Each freelancer can have a flag assigned to him or her.
Freelancer flag can be changed by right-clicking the narrow field displaying flags. Although by
default it contains Name and Flag columns, you can add your custom fields to view by right-
clicking the freelancers list and then clicking Customize Columns in the context menu.

Freelancer profile
Profile of the currently selected freelancer can be viewed to the right.

Expert code — This code will be used in document (purchase order, quote) codes of this
freelancer. Expert code will also be used as folder name of this freelancer's folder.

Name — Use this option to enter or edit the name of the currently selected freelancer. Freelancer's
name can be no longer than 150 characters.

Postal Address — Enter address information of the currently selected freelancer. This information
will be automatically inserted in the text of this freelancer's documents.

Contact info — Click this button to enter additional contact information on this freelancer.

Web-site — Click Go button to open this freelancer's web-site in your Internet browser. Web site
address can be up to 120 characters long.

Payment Terms — You can set specific payment terms to each of your freelancers. Payment
terms settings will determine when the purchase orders of this freelancer become outstanding and
overdue.

VAT number — Regulations in some countries may require to indicate VAT codes (or numbers) in
financial documents. Freelancer's VAT number, entered in freelancer's profile can be automatically
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displayed in this freelancer's printable documents.

Expert currency — Select currency of this particular expert. Expert's currency will be used in all
documents of this freelancer. The totals of jobs will also be indicated in expert currency. General
accounting data on experts will be presented in your base currency, according to defined exchange
rates.

Next codes — You can advance the code counters of freelancer quote, freelance job, purchase
order, and payment to freelancer.

Locale format — Adjust these settings to make all documents, printed for the selected freelancer
use individual locale format, specific to this freelancer.

Expert folder — Freelancer folder contains jobs, purchase orders, payments prices and quotes
information of freelancer. Projetex automatically creates, updates and maintains links between
freelance experts in database and their folders. Expert code of this freelancer is used as folder
name. Once the folder has been created, its location in Business folder is displayed in Expert
folder field. Click Explore button to open this folder in your file explorer.

FTP Connections — you can set parameters for access to FTP folders of this freelancer.
Shortcuts to these folders will be automatically added to Files tab of this expert's window.

General Information — freelancer's profile can contain any general information, relevant to this
freelancer in a form of plain text note.

Custom data of Freelancer

Client database can be customized by adding custom fields. Any custom fields that have been
added to clients database can be accessed by clicking Custom tab next to the Client Profile tab.

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

Postal address of freelancer

Postal address of freelancer determines this freelancer's country of residence, and is automatically
added to purchase orders, as well as to quotes of this freelancer. The following postal address data
can be added:

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

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

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

ZIP Code — maximum 10 characters long.
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General Contact Information of freelancer

E-mail (up to 2) — maximum 250 characters. Send button becomes active only if valid e-mail
address is entered.

Phone (up to 4) and Fax numbers — maximum 250 characters each.

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

Payment Terms of Freelancer

According to the payment terms of a freelancer, Projetex will keep track of unpaid POs and update
status of outstanding purchase orders, making them overdue, due today, due tomorrow, and so on.

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

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

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

Select Unknown/Other to disable automatic payment terms control.

Additional Notes — a plain text note, not limited by the number of characters.
Locale Format of Freelancer

Freelancers from different countries are very likely to have different locale formats. There is no need
to change your own locale format each time you print purchase order for a freelancer, with locale
format differs from yours.

To print purchase orders to freelancers according to their own Regional and Language options
(defined in Windows Control Panel), Projetex can use separate locale format for each of your
freelancers.

The following locale settings can be configured:

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

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

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

Digit Grouping Symbol — this is the symbol which will be inserted between each three digits in
the number, for example in the following number 1 000 000 digit grouping symbol is space.
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Date Separator — enter character to delimit day, month and year in date when it is displayed in
short format. For example in the following date 3,31,2008 the date separator character is comma.
Settings in Date Separator field will be automatically applied to Short Date Format field.

Short Date Format — this is format for the short date display (like 3,31,2008). Enter required date
format into this field or select one of the available formats using drop-down list. Use d to indicate
day, m — for month, and y — for year. For example dd.mm.yy will result in date like 01.02.09. Date
separator characters can be entered manually in this field too. Otherwise — settings from Date
Separator field will be applied.

Long Date Format — these settings configure the display long date (like Monday, March 31, 2008
). Use four d character to map day of the week full name, four m characters — to map full month
name, and y to map complete year.

% Note: To map brief day or month (“Mon" instead of "Monday" or "Mar" instead of "March") enter

3 d or 3 m characters instead of four.

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

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

Next Codes of Freelancer
Codes of freelancer quotes, freelance jobs, purchase orders and payments are generated

automatically each time a new quote, freelance job, payment or PO is entered into database. Prefix
of these codes depends on freelancer's name. The digits after — represent the counter code.

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

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

To open Next Codes for Freelancer window click Next Codes button in this freelancer's profile.
Projetex Server interface
Corporate Settings
The following Corporate Settings are available:

e General — Selecting or changing base currency for accounting, default payment terms for
freelancers and postal address format.

e Users and Access — Adding or deleting users, modification of users' access rights.

e ODBC Access — Enable ODBC access to Projetex database.
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e Access Roles — Creating and editing templates for access, which can be used when creating or
editing access rights of individual users.

e Codes — Viewing and editing of global codes (projects, inwices, POs) and mode of naming of .rtf
files.

e Folders — Settings for folder automation.
e Salutation — Default contact salutations, which are available for contacts.

e Custom Fields — Creation and modification of company-wide custom database fields for clients,
projects, corporate experts, freelancers and corporate expenses.

e Custom Variables — Custom global template variables, used for generation of .rtf files.

e Custom Queries — Create custom queries to retrieve necessary data out of the database.
e Custom Reports — Create custom reports to fit your reporting needs and requirements.

e CATCount — Enabling and disabling CATCount feature and selecting CATCount units.

e Sound Alerts — Manage sound notification under set conditions.

Projetex Operations

Managing Clients
Adding/Editing Client Profile

There are two ways of creating a new client record in Projetex:

A — Using New... menu. To create a client record, on New... menu click Client command, and
follow the steps of New Client Wizard. This option may not be available for some of the users due
to access rights limitations.

B — Creating a new client on the Main tab of Client window. To create a client record, follow the
steps below:

1. Click New Client button above the Client list on the Main tab of Client window.

2. Choose New Client Wizard or Quick Creation option. If you chose New Client Wizard
option, follow all the steps of it to create a new client. If you chose Quick Creation option, fill
the following fields:

e Enter a name of the client in Name text field.

e Enter a code for the client record in Code text field (12 symbols maximum) or click AUTO
button to generate the code automatically (it will usually contain the first letters of Name in
this case).

¢ Select Client Currency using the corresponding drop-down list.

¢ Click OK to confirm or Cancel to discard the entered information.
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Cloning a Client

In case the client you are about to create, has the same or similar data as one of the existing
clients, client cloning option can be used to copy selected data from existing client to a new one.

To clone a client:

1. Open Main tab of Client window.
2. Select a client to clone.

3. Click Clone button.

The following data can be copied:

Profile — although it is unlikely that two different clients will have a same profile information (like
address or contact details), some information such as payment terms, inwicing policy and locale
settings may be common.

Contacts — cloning contacts (Contacts tab of Client window) data may sawve time when creating a
client for new department or subsidiary of an existing client.

Marketing — marketing information (Marketing tab of Client window) can also be cloned.

Prices — if a new client has same or similar prices (Prices tab of Client window) as one of the
existing clients, this data can also be cloned.

% Note: To disable cloning of some information mentioned above, deselect the appropriate
checkboxes after you pressed Clone button..

Adding/Editing Contacts of Client

A client can have a number of contacts. Each contact has own contact details, and can be
assigned as "client PM" to this client's projects. Contacts of clients can be also put into attention
field of this client's invoices.

There are two ways of creating a new contact in Projetex:

A — Using New Contact Wizard. To create a contact, on New... menu click Contact, and follow
the steps of New Contact Wizard. This option may not be available to some of the users due to
their access rights limitations.

B — Creating a new contact of a client on the Main tab of Client window. To create a contact,
follow the steps below:

1. Open Main tab of Client window.
2. Select a Client.

3. Click Contacts tab.

4. Click New button.

5. Fill in the fields in the New Contact window.
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New/Edit Contact Window

This window can be used to add or edit contact details. The following data can be added to a
contact profile:

Photo — up to 110x120 pixels. Click Photo button to add a photo to contact's profile. Click X
button to remove current photo from profile. The following formats can be used: .JPG, .JPEG, .BMP
(bitmap), .GIF (Graphics Interchange Format).

Salutation — select one of the salutations, entered with the help of Corporate Settings tab of
Projetex Server Administrator. This salutation can then be automatically displayed on all printable
documents next to this contact's name.

Name — maximum 80 characters.

Title — maximum 40 characters. Like salutation, title will also be automatically displayed on
printable documents.

E-mail (up to 2) — maximum 150 characters. Send button becomes active only if valid e-mail
address is entered.

Phone (up to 4) and Fax numbers — maximum 150 characters each.

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

Creating Accounts

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

There are two ways of creating a new client account for one of the clients in Projetex:

A — Using New... menu. To create a client account, on New... menu click Account, and follow
the steps of New Client Wizard. This option may not be available to some of the users due to
their access rights limitations.

B — Creating a client account on the Main tab of Client window. To create a client account, follow
the steps below:

1. Open Main tab of Client window.
2. Select the client.

. Click Accounts tab.

A W

. Click New button.
5. Enter properties of the new account in New Client Account window.

e Enter a name of the new account in Account Name field.

¢ (optional) Select Default Account check box if you wish to make new account default one for this
client. This step can be done at any time later.

¢ (optional) Select Client's Project Manager for this account. Client PM will be automatically set as
PM of each project of this account. This step can be done at any time later.
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® (optional) Assign account managers to the new account. This step can be done at any time later.

Assigning Account Managers

To assign or remove an account manager, you need to have production manager access rights.
There are two ways of assigning account manager: when editing or creating a client account, and in
the Client Profile tab itself, by clicking Account Managers button.

To assign account manager to a client account:

1. Open Main tab of Client window.

2. Select a client, to which you wish to assign account managers.
3. Click Accounts tab.

4. Select an account and click Edit button.

5. To assign an account manager to client account, select this manager in Available Staff field,
and click <<Assign button.

6. To remove an account manager from client account, select this manager in Assigned Staff field,
and click Remove>> button.

Setting Default Account

Any existing account can be made default. Since there can be only one default account, previously
assigned default account will automatically loose Default status.

3 Note: Only users with Advanced (production manager) access rights can set Default status for
an account.

To assign a Default status to an existing account:
1. Open Main tab of Client window.

2. Select a Client.

3. Click Accounts tab.

4. Double-click the required account, (alternatively, you can select the required account and click
Edit button).

5. Select Default Account checkbox in Edit Client Accounts window.

Selected account will then be set as default account for this client.
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Managing Experts
Adding/Editing Experts

Adding corporate expert

1. Click New Corporate Expert button above the Corporate Experts list on the Main tab of
Corporate Experts window.

2. Fill the following fields in New Corporate Expert dialog:
e Enter a name of the corporate expert in Name text field.

¢ Enter the code for the expert record in the Code text field (12 symbols maximum) or click
AUTO button to generate the code automatically (it will usually contain the first letters of the
Name in this case).

¢ Click OK button to confirm or Cancel button to discard the entered information.

3. Click the appropriate buttons in corporate expert profile to enter Contact Info, Next Codes,
AHC (awverage hourly cost) and FTP connections.

Adding freelancer

1. Click New Freelancer button abowve the Freelancers list on the Main tab of Freelancers
window.

2. Fill the following fields in New Freelance Expert dialog:
e Enter a name of a freelancer in the Name text field.

¢ Enter the code for the freelancer record in the Code text field (12 symbols maximum) or click
AUTO button to generate the code automatically (it will usually contain the first letters of the
Name in this case).

e Select the Expert Currency using the corresponding drop-down list.
¢ Click OK to confirm or Cancel to discard the entered information.

3. Click appropriate buttons in freelancer profile to enter Postal Address, Contact Info, Web-site,
Payment Terms, VAT number, Next Codes, Locale Format and FTP connections.

Searching freelancers

Freelancers search by name

You can search freelancers by name. Select Starts with option and enter first few letters of
freelancer's name in the field, and the cursor will jump to highlight first matching freelancer's name in
the list. Select Contains option and enter any part of freelancer's name being searched.
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Freelancers search by price, service or completed jobs
To search freelancers by price, service or completed jobs, click Search button.

Freelance search using Search button in Projetex can be done either by senices from freelancer's
price list or by jobs types completed by this expert. This includes languages, since senices can
employ language pairs. Since prices are added per certain senice, search by prices employs both
search by language pairs and by rates.

The following search options are available:

¢ Basic search which can be conducted on the Main tab of Freelancer window. To search freelance
experts here, click Search button over the list of the freelancers. This search is intended for quick
browsing through long lists of freelancers.

¢ Freelance team search — when creating a group of freelancers pre-searched for certain project. To
search freelancers for a freelance team, open Project window, select required project and click
Freelance Team tab. Click Search button to begin searching freelancers for this team.

The main difference between basic search and freelance team search is that experts found with the
help of freelance team search can be added to this freelance team, while basic search simply allows
quick browsing of the found freelancers data with an option to jump to this expert's profile.

Controls for Search Freelance Experts window are identical in both cases.

By — select the type of search. Selecting Prices will make Projetex search for freelance expert by
prices entered in his or her individual price list. Selecting Completed Jobs will make Projetex search
for freelancer by freelance jobs he or she completed. See Prices of freelancer and Freelance jobs of
freelancer topics for details.

Service — items in this drop-down list represent combinations of groups of senices and senices
which must be a search criteria. Usually senices are broken by language pairs.

Selecting Vacant Only check box (available for freelance team search only) will filter the senices in
the list leaving only those corresponding to vacant freelance jobs in the currently selected project.

Units — if the search is conducted by completed jobs, this parameter is optional.

Upper price limit — entering upper price limit will limit the search to those freelancers whose price
lists, or prices set in freelance jobs for the selected senice are lower or equal than the upper price
limit.

Country — this field add a search criteria by country from Postal address of freelancer.

Search result window provides the following information about freelance translators, which matched
searched criteria: Freelancer name, prices, general information, quotes and job history.

It is possible to introduce additional search parameters using Local Custom Filter at the bottom of
Freelance search window.

Creating Corporate Expenses

All corporate expenses information can be added or changed in Edit Corporate Expense window.
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To add a corporate expense:
1. Click Corporate Team section of navigation panel.
2. Click Corporate Expenses icon.

3. Click New button.

Corporate expense record contains the following data:
Date — this date is used by global date filter. See Global Date Filter topic for details.

Value — amount of corporate expenses entered in base currency. See Base Currency of your
company topic for details on changing your base currency.

Description — plain text note any number of characters long.

Custom fields — use Custom Fields tab to access controls for filling any Custom Fields of
Corporate Expenses, created with the help of Projetex Server Administrator. See Custom Fields
topic for details.

Managing Prices and Services
Managing General Price List

General price lists of clients and freelancers can be found on the General Prices for Clients and
General Prices for Freelancers windows.

Use New/Edit/Delete buttons to create, modify or delete prices for clients and freelancers.

Use Save/Save&Open/Print buttons to save or print client or freelancers price list.

3 Note: To configure price list templates, on the Settings menu click Corporate command, then
click Templates. Templates for prices are stored in D:\BusinessServen
\Templates\CLIENTS\Prices\ folder. Templates for prices are stored in D:
\BusinessServer\Templates\EXPERTS\FREELANCEN\Prices folder.

Managing Individual Price Lists of Clients and Freelancers

Each client and freelancer has individual prices, unigue to that particular client. Client's individual
prices can be accessed on the Prices tab of Client window. Likewise freelancer's individual prices
can be accessed on the Prices tab of Freelancer window.

Use New/Edit/Delete buttons to create, modify or delete prices for clients and freelancers.

Use Save/Save&Open/Print buttons to save or print client or freelancers price list.

% Note: To configure price list templates, on the Settings menu click Corporate command, then
click Templates. Templates for prices are stored in D:\BusinessServer\
\Templates\CLIENTS\Prices\ folder.
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Copying Individual Prices from General Price List

Client and freelancer prices can be quickly copied from general client/freelancer price list to
individual price list. To copy prices from general price list to individual price list:

1. Open Client or Freelancer window.

2. Click Prices tab.

3. Click Copy from General button.

4. Select a price in the General Prices for Clients (General Prices for Freelancers) area.

5. Click Copy Price button to copy current price. To copy all prices, click Copy All Prices button.

Managing Services

Senices represent types of work being performed in client jobs, corporate jobs and freelance jobs.
Most senices are translations of certain language pairs. There no limitation on the number of
senice types and names. Each senice must belong to one certain group of senvices.

To add or edit a group of senices:
1. On the Settings menu of Projetex Workstation click Corporate Settings.
2. In the Corporate Settings window click Groups of Services.

3. Click New button to add a new group of senices, or click Edit button to open currently selected
group for editing.

4. Enter or change name of senice group on New Service Group (Edit Service Group) window.

To add or edit a senice:
1. On the Settings menu of Projetex Workstation click Corporate Settings.
2. In the Corporate Settings window click Services.

3. Click New button to add a new senvice, or click Edit button to open currently selected senice for
editing.

4. Add or change wolume unit information on the New Service (Edit Service) window.

% Note: You can use New... menu to create a senice. To create a senice, on the New... menu
click Service, and follow the steps of New Client Wizard. This option may not be available to
some of users due to their access rights limitations.

Managing Volume Units

Jobs in Projetex can be measured in various wlume units (words, characters, hours, and so on).
There is a number of default volume units, but new wolume units can be added.

To add or edit a volume unit:
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1. On the Settings menu of Projetex Workstation click Corporate Settings.
2. In the Corporate Settings window click Volume Units.

3. Click New button to add a new wolume unit, or click Edit button to open currently selected unit
for editing.

4. Add or change wolume unit information on New Volume Unit (Edit Volume Unit) window.

Managing Quotes
Creating Quotes

There are two ways of creating a new quote to client in Projetex:

A — Using New Quote Wizard. To create a quote to client, on New... menu click Quote, and
follow the steps of New Quote Wizard. This option may not be available to some users due to
their access rights limitations.

B — Creating a new quote to client on the Quotes tab of Client window. To create a quote, follow
the steps below:

1. Open Main tab of Client window.
2. Select a Client.

3. Click Quotes tab.

4. Click New button.

5. Fill in the fields in the New Quote window.

New/Edit Quote Window

This window can be used to add or edit client quotation details. Client quote can contain the
following data:

Client PM — select one of client's contacts as project manager or contact for this draft project (on
the client's side).

Corporate PM — select one of staff members to be project manager for this draft project (on your
side).

Date sent — except for reference this date will also be used by Global Date filter.

Code — code of the quote is generated automatically. In this code "Q" character means that this
is a quote, letters afterwards represent code of the client and the number is the value of quote
counter for this client. Each client has independent code counter for quotes.

3 Note: Although quote code cannot be edited directly, quote counter can be advanced forward by
assigning higher next code value in the client's profile.

Status — settings in this drop-down list determine the color in which the quote will be shown in the
list on Quotes tab of Client window or on Quotes to Clients window.
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Draft Project — name of the quote. This will also become the name of a project created based on
this quote. Draft project name may contain 100 characters maximum.

Client Jobs — lists draft client jobs of this quote. Right-click this table and click Customize
columns command to configure which data should be displayed.

Request for Quote, Answer — enter a plain text note here.

Custom Fields — quotes can also contain custom data (for example custom statuses, dates or
notes) added in the form of custom fields. If you have any custom fields in quotes to clients, their
controls can be found on the Custom Fields tab.

Quote folder — quote folders are created in Quotes folder located inside each client folder. Quote
code is used in naming the quote folder.

Draft Timeline — like a regular project, quote has assigned and deadline dates.

If client currency differs from your base currency, Currency Exchange Rate button will be
available. By clicking this button, you may change the currency exchange rate used in this quote.
Note that this button does not change general exchange rate stored in your Projetex database. To
change exchange rate for all future quotes, go to Exchange Rates tab of the Corporate Settings
menu.

Creating Draft Client Jobs

Draft client jobs can be created either in Edit Quote window right after creating a quote, or by
selecting the quote and managing its draft client jobs in the table to the right.

To add a draft client job from within Edit Quote window:
1. Open a quote by double-clicking it in the list.

2. Click New button on Client Jobs tab of Edit Quote window.

P

Mew Client Quaote

S Client: Interne
L\; Client PH:

| Corporate PM: | William
Ciraft Project:

Client Jobs Request for Quot

B ——

( wew [ Edit || Delete

Mame Group of Service | Senvice
Translation English ==

Alternatively, draft client jobs can be added without the need to open a quote.
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1. Select a quote in the list of quotes on Quotes tab of Client window.

2. With the quote selected, click New button on the panel to the right.

L‘Qi Client: Enigma Server Technologies, Inc

Main Contacts Marketing Prices Quotes Projects Client Jobs Invi
[ Mew Quate ][ Edit ] [ Delete ][ Clong ] [ Create Froject Based on Quote
Record(s) 1..3 of 3 (Page 1 of 1)
1 -
Code Name Draft Client Jobs for Q-ENISERV0003

C-EMISERV(|Field mis-match (Descri

Q-EMISERVO Acrol exic Dictionary

Group of Services | Senvice
Translation i

New/Edit Draft Client Job Window

Name — maximum 100 characters long.

Group of services — you can select any group of senices available. To add or edit a new group of
senices, on the Settings menu click Corporate, and select Groups of Services section.

Service — each group of senvices contains a separate list of senices. Before selecting a senvce,
select group of senices first. To add or edit a senice, on the Settings menu click Corporate, and
select Services section.

Volume — when entering volume being quoted, you can either use the volumes specified by client,
or count client's file with built-in AnyCount. CAT analysis can also be used to devise draft job
wlume. To count a file, click <=AnyCount button. To enter CAT analysis or load Trados or
Logoport log, click <=CATCount button.

% Note: Make sure that correct volume units have been set before using AnyCount or CATCount
options. Jobs in such wlume units as, for example, hours cannot be counted with AnyCount.

Price — price value can be either entered manually or copied from the individual price-list of client.
Click <=Prices button to copy price from client's price list. Click => button to add this price to
client's price-list.

Saving and Printing Quotes

To print or save Client Quote as an RTF document, first apply changes made to this quote by
clicking Apply button. Once the quote has been saved in database, RTF template controls for it will
become active.
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Use RTF Templates drop-down list to select the template which must be used for printing or
saving this client quote in RTF file. Click Save, Save & Open or Print button to save or print this
client quote.

% Note: You can choose to save the output file in RTF, DOC or PDF format by selecting this
format in Save As window with the help of Save as type drop-down list.

To edit templates for quotes, on Settings menu click Current user and select Templates.
Templates for client quotes are located at D:\BusinessServer\Templates\CLIENTS\Quotes\ folder.

Managing Projects and Jobs
Creating a project
Projects can be created from two areas of Projetex:

A: On the Main tab of Project window by clicking New Project button.

B: On the Projects tab of Client window by clicking New button.

New Project window
Name — project name can be 150 characters long.
Client — client which this project is assigned to (cannot be changed after creation of the project).

Client Account — this button can be used to assign a project to a different account of client.
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Current account name and the list of responsible account managers are displayed next to Client
Account button. See Account Management topic for details.

Client PM — one of the client's contacts responsible for this project on the client side. The person
selected here will be set as default client's PM for all new client jobs of this project. See Contacts
List topic for details on adding and editing contacts.

Corporate PM — Project Manager, responsible for this project on your side.

Timeline — timeline of a project in Projetex includes assigned, deadline dates and the date when
the project has been actually completed.

To mark project as completed, click Timeline button and select Completed check box.

Optional Status — these are used when project needs to be put on hold, or when you create
planned (or potential) projects. Projects with on hold status have their deadlines undetermined,
thus on hold projects cannot become overdue. On hold projects are highlighted in red. Projects
with planned status cannot be set as completed, since planned status assumes that work has not
yet started. Planned projects are highlighted in green.

5 Note: All project data except project code and client can be edited at any time later. See Main
Tab of Project Window topic for details.

% Note: Jobs data, like wolumes, pricing and so on is added to an existing project in the form of
client jobs and expert jobs. See Creating Client Jobs, Creating Corporate Jobs and Creating

Freelance Jobs topics for details.

You can save project data in a printable file or print it with the help of RTF templates. To make this
option available click Apply button first to save new entry in database of projects.

Templates for printing project data can be edited with the help of menu Settings > Corporate.

Click Templates section to quickly access all template folders. Templates for printing projects are
saved in D:\BusinessServer\Templates\PROJECTS\ folder.

See also:

Project Template Variables

Main Tab of Project Window

Creating Client Job

Creating Corporate Jobs

Creating Freelance Jobs
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Creating client jobs

Client jobs can be created in the following areas of Projetex:
A: Tree tab of Project window.
- by right-clicking the tree view and selecting New Client Job
- by clicking New Client Job button at the top of the tree view.
B: Client Jobs tab of Project window by clicking New button.

C: Using New Job Wizard. To create a quote to client, on the New... menu click Job, and follow the
steps of New Quote Wizard. This option may not be available to some of users due to their
access rights limitations.

New/Edit Client Job window

New/Edit Client Job window contains the following data:

Code — unique code of client job is created automatically along with the job itself. The first
character "J" indicates that this is a job code, letters afterwards are client code, and the number is
the value of client job counter for this client. Each client has independent code counter for this
code.

Client Ref. — client reference can be maximum 20 characters long.
Client PO — number of client purchase order, can be maximum 40 characters long.

Client PM — one of the client's contacts, responsible for this job on the client side. Client PM
name can be automatically included in inwice containing this job. By default this is the Client PM
selected for this project. Client jobs of the same project can hawe different client PMs. See
Contacts List topic for details on adding and editing options for Client PM field.

Name — name of client job appears in inwices where this job is included (usually this is the name
of document being worked with). This name does not need to include language pair or senice
name, since this data is being added separately. Also this will be default name for any corporate
job or freelance job added to this client job. Client job hame can be 100 characters long maximum.

Group — group of senices. All senices in Projetex are broken down by groups. You can select
any of the groups of senices available. To add or edit a group of senices, open menu Settings >
Corporate, and select Groups of Senices section.

Service — each group of senices contains a separate list of senices. Before selecting a senice,
select group of senices first. To add or edit a senice, open menu Settings > Corporate, and
select Senices section.

Volume — job wlume can be indicated in a number of units (characters, words, lines, hours and
so on). To add custom units, open menu Settings > Corporate, and select Volume Units section.
All expert jobs of this client job will have their default volumes same as this wlume.

You can also use built-in AnyCount or CATCount tools to quickly count wvolume of the job file, or
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calculate CAT text wlumes (100% match, fuzzy match, and so on). You can import Trados and
Logoport logs as well with the help of CATCount tool to quickly enter required wolume. See

AnyCount in Projetex 8 and CATCount in Projetex 8 topics for details.

Price — price can be entered manually or copied from client's individual price-list.

To copy price from price-list click <=Price button. Price for matching senice, group of senices and
units will be copied.

Click => button to copy the price to this client's price list.

You can set a fixed price for client job (which will not be multiplied by job wolume) by selecting flat
fee option in the drop-down list next to the price field. Select free option in the same drop-down list
to set job total to zero. Price and wlume in free job must not necessarily be zero.

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

Project Folder — when creating client jobs it is often necessary to work with project files (for
example you may need to count project file for exact volume). Once the folder has been created, its
content can quickly be accessed on the Project Folder tab of New/Edit Client Job window.

Timeline — timeline of a client job in Projetex includes assigned, deadline dates and the date
when the client job has been actually completed. Deadline and Completed values are taken into
account when the program determines status of client jobs (like due today, overdue and so on).

Optional Status — these are used when client job needs to be put on hold, or when you create
planned (or potential) jobs. Jobs with on hold status have their deadlines undetermined, thus on
hold jobs cannot become overdue. Jobs with planned status cannot be set as completed, since
planned status assumes that work has not yet started.

Instructions — any instructions or comments of client regarding a client job can be entered here in
the form of plain text note.

Work Notes — staff notes can be entered here. It is recommended to enter client notes and staff
notes separately.

Custom Fields — client jobs information can be customized by adding custom fields for additional
information not foreseen by default controls.

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

You can save client job data in a printable file or print it with the help of RTF templates. To make
this option available, click Apply button first to save new entry in database of client jobs.

Templates for printing project data can be edited with the help of menu Settings > Corporate.
Click Templates section to quickly access all template folders. Templates for printing client jobs
are saved in D:\BusinessServenTemplates\CLIENTS\Jobs folder.
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See also:

AnyCount in Projetex 9

CATCount in Projetex 9

Client Jobs Template Variables

Creating corporate jobs

Corporate jobs can be created in the following areas of Projetex:
A: Tree tab of Project window.
- by right-clicking a client job in the tree view and selecting New Corporate Job
- by clicking Expert Jobs tab, then clicking Corporate Jobs tab and then clicking New button.

B: Corporate Jobs tab of Project window by clicking New button.

New/Edit Corporate Job window

New/Edit Corporate Job window contains the following data:

Code — unique code of corporate job is created automatically along with the job itself. The first
character "J" indicates that this is a job code, letters afterwards can be either VACANT (meaning
that no expert has been assigned to the job) or represent the assigned expert's code. The humber
is a value of corporate job counter for the assigned expert. Each expert has independent code
counter for this code. If corporate jobs are reassigned to a different expert, their codes (both letters
and counter) change accordingly.

Corporate Expert — experts can be assigned and reassigned at will as long as this corporate job is
not included in a job assignment. Corporate job must be removed from job assignment before the
expert can be reassigned from it.

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

Group — group of senices. All senices in Projetex are broken down by groups. You can select
any of the groups of senices available. To add or edit a group of senices open menu Settings >
Corporate, and select Groups of Senices section.

Service — each group of senices contains a separate list of senices. Before selecting a senvice,
select group of senices first. To add or edit a senice, open menu Settings > Corporate, and
select Senices section.

Volume — job wlume can be indicated in a number of units (characters, words, lines, hours and
so on). To add custom units, open menu Settings > Corporate, and select Volume Units section.

You can also use built-in AnyCount or CATCount tools to quickly count the job file, or calculate
CAT text wlumes (100% match, fuzzy match, and so on). You can also import Trados and
Logoport logs with the help of CATCount tool to quickly enter required wolume. See AnyCount in
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Projetex 8 and CATCount in Projetex 8 topics for details.

Time spent — unlike client and freelancer jobs, corporate jobs cost is determined by multiplying
time spend on the job by average hourly cost (AHC) of a corporate expert who completed it. Results
are displayed in Total Cost string. Projetex will also calculate productivity (words per hour) of the
corporate job by taking into account volume, time spent and AHC.

JA Folder — job assignment folders contain all files an expert would need to begin working on the
job. When creating or editing corporate jobs it is often necessary to work with job files (for example
you may need to copy a name of the file or count job file for exact wvolume).

Before creating a JA folder, create a job assignment itself by clicking Create JA button. This will
create a job assignment containing this corporate job, or add this job to existing JA, if there are any.
See Creating job assignments for more details on JAs.

Once job assignment has been created, JA Folder tab becomes available. This tab can be used to
access JA folder without opening any additional windows. Also, JA Folder tab can be used to
quickly find and access a number of folders related to this job, like project folder, client folder and ftp
folders of client.

Timeline — timeline of a corporate job in Projetex includes assigned, deadline dates and the date
when the corporate job has been actually completed. Deadline and Completed values are taken
into account when Projetex determines status of corporate jobs (like due today, overdue and so
on).

Job Quality — job quality allows to evaluate quality of a job performed by a corporate expert. There
can be type any mark from 1 till 100.

Optional Status — these are used when corporate job needs to be put on hold, or when you
create planned (or potential) jobs. Jobs with on hold status have their deadlines undetermined, thus
on hold jobs cannot become overdue. Jobs with planned status cannot be set as completed, since
planned status assumes that work has not yet started.

Instructions — any instructions or comments of Project Manager regarding a corporate job can be
entered here in the form of plain text note.

Work Notes — corporate expert notes can be entered here. It is recommended to enter PM notes
and exert notes separately.

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

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

See Custom Fields topic for details.

You can sawe corporate job data in a printable file or print it with the help of RTF templates. To make
this option available click Apply button first to save new entry in database of corporate jobs.

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

AnyCount in Projetex 9
CATCount in Projetex 9
Corporate Expert Jobs Template Variables

Creating freelance jobs

Freelance jobs can be created in the following areas of Projetex:
A: Tree tab of Project window.
- by right-clicking a client job in the tree view and selecting New Freelance Job
- by clicking Expert Jobs tab, then clicking Freelance Jobs tab and then clicking New button.

B: Freelance Jobs tab of Project window by clicking New button.

New/Edit Freelance Job window

New/Edit Freelance Job window contains the following data:

Code — unique code of freelance job is created automatically along with the job itself. The first
character "J" indicates that this is a job code, letters afterwards can be either VACANT (meaning
that no expert has been assigned to the job) or represent the assigned freelancer code. The number
is the value of freelance job counter for the assigned freelancer. Each freelancer has independent
code counter for this code. If freelance jobs are reassigned to a different freelancer, their codes (both
letters and counter) change accordingly.

Freelancer — freelance experts can be assigned and reassigned at will as long as this freelance job
is not included in a purchase order. Freelance job must be removed from purchase order before the
freelancer can be reassigned from it.

Name — this nhame does not need to include language pair or senice name, since this data is being
added separately. By default this is the name of parent client job. Freelance job name can be 100
characters long maximum.

Group — group of services. All services in Projetex are broken down by groups. You can select any
group of senices available. To add or edit a group of senices, open menu Settings > Corporate, and
select Groups of Senices section.

Service — each group of senices contains a separate list of senices. Before selecting a senice,
select group of senices first. To add or edit a senice, open menu Settings > Corporate, and select
Senivces section.

Volume — job wlume can be indicated in a number of units (characters, words, lines, hours and so
on). To add custom units. open menu Settings > Corporate, and select Volume Units section.

You can also use built-in AnyCount or CATCount tools to quickly count the job file, or calculate CAT
text wlumes (100% match, fuzzy match, and so on). You can also import Trados and Logoport logs
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with the help of CATCount tool to quickly enter required volume. See AnyCount in Projetex 8 and
CATCount in Projetex 8 topics for details.

Price — price can be entered manually or copied from freelancer's individual price-list. To copy price
from price-list click <=Price button. Price for matching senice, group of senices and units will be
copied. Click => button to copy the price to this freelancer's price list. You can set a fixed price for
freelance job (which will not be multiplied by job volume) by selecting flat fee option in the drop-down
list next to the price field. Select free option in the same drop-down list to set job total to zero. Price
and wolume in free job must not necessarily be zero.

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

PO Folder — purchase order folders contain all files the freelancer would need to begin working on
the job. When creating or editing freelance jobs it is often necessary to work with job files (for
example you may need to copy the name of the file or count job file for exact volume).

Before creating a PO folder, create a purchase order itself by clicking Create PO button. This will
create a purchase order containing this freelance job, or add this job to existing PO, if there are any.
See for more details on JAs.

Once purchase order has been created, PO Folder tab becomes available. This tab can be used to
access PO folder without opening any additional windows. Also, PO Folder tab can be used to
quickly find and access a number of folders related to this job, like project folder, ftp folders of client
and JA folders of job assignments in project.

Timeline — timeline of a freelance job in Projetex includes assigned, deadline dates and the date
when the freelance job has been actually completed. Deadline and Completed values are taken into
account when the program determines status of freelance jobs (like due today, overdue and so on).

Job Quality — job quality allows to evaluate quality of a job performed by a freelancers. It may
contain any mark from 1 till 100. Job Quality can be displayed when you search freelancers using
Search button. Search button is located on Main tab of Freelancer window and on Freelance
Team Tab of Project Window.

Optional Status — these are used when freelance job needs to be put on hold, or when you create
planned (or potential) jobs. Jobs with on hold status hawe their deadlines undetermined, thus on hold
jobs cannot become overdue. Jobs with planned status cannot be set as completed, since planned
status assumes that work has not yet started.

Instructions — any instructions (like terminology to use) regarding a freelance job can be entered
here in the form of plain text note.

Work Notes — staff notes can be entered here.

Custom Fields — freelance jobs information can be customized by adding custom fields for
additional information not foreseen by default controls.

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

You can save freelance job data in a printable file or print it with the help of RTF templates. To make
this option available click Apply button first to save new entry in database of client jobs.
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Templates for printing freelance job data can be edited with the help of menu Settings > Current
User. Click Templates section to quickly access all template folders. Templates for printing
freelance jobs are saved in \...\Projetex 7.0\Projetex

Work station\Templates\EXPERTS\FREELANCE\Jobs folder.

See also:
AnyCount in Projetex 9

CATCount in Projetex 9
Freelance Jobs Template Variables

Saving and Printing Projects and Jobs

Saving and printing project

To print or save Project as an RTF document, open Projects tab of the Clients section and
double-click necessary project record. Apply changes made to this project by clicking Apply
button. Once the project has been saved in database, RTF template controls for it will become

active.
Edit Project [
Client: Internet Unified Corp. Code: 0042
| ClientAccount: | main I
Chient PM: | Ernest Dominguez
Datails Cusiom Fields
Project Mame: Knowledgebase localization
| Corporate PM; ¥William McSun
Informmation;
Project Folder: =sie | [ Explore | DBusinessiProjects\0042 William McSun Knowledgebase localiz
Timeline =Mow =Assigned | [ =peagine | [ =Mow
Assigned: Deadling; Comgpleted:
13052011 02:00 - * 05.08.2011 18:00 - *
(81 days ago) (in 3 days)
Optional Status: Mormal -
@l‘emﬂmes: [Project - Simple Template.rt ~| [ save |[ SavesOpen || Pri@
Apply W OK K Cancel
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Use RTF Templates drop-down list to select the template which must be used for printing or
saving this project in a form of RTF file. Click Save, Save & Open or Print button to save or print
Project.

3 Note: You can choose to save the output file in RTF, DOC or PDF format by selecting this
format in Save As window with the help of Save as type drop-down list.

To edit templates for projects, on the Settings menu click Current user and select Templates.
Templates for Projects are located at D:\BusinessServen\Templates\Projects\ folder.

Saving and printing job (shown on client job example)

To print or save Client Job as an RTF document, first apply changes made to this client job by
clicking Apply button. Once the client job has been saved in database, RTF template controls for it
will become active.

[Edil Chent Job [Protected — — G }
Client: Imtarnat Unified Con. Code: JHUCO006
@ Project: 0042, Knowledaebase localization Client Raf:
Chient Account: Main
[ Cliend PM: Ernest Dominguez Client PO:
De1a||5 Instructions Work Mofes Custom Fields Project Folder
Mame: Knowledgebase localization proofreading
Group: [Edrting El
senice: |Proofreading ]
Wolume: 0 [wards | [ ==AnyCount ] [ <= CATCount |
Price: 0:00 | por tm™ v [==Prices |[=] Cliant Currency: EUR
Total: 0,00
Project Folder cate |[ Explore | D\Business\Projects\0042 William McSun Knowledgebase localization’
Timeling =Now | | =Assigned | | =Deadine | | =Mow |
Assigned. Deadling: || Complelad
11.06.2011 0400 [E- ', 0507 2011 1800 [E- 05072011 1800 -
(67 days ago) (43 days ago) (43 days ago)
Optional Status: Mormal -
@Templatea: Client Job - Tempiate - English.rif ~| [ save |[ savesOpen |[ Prnt |)
[wok ][ acanca |

%,

Use RTF Templates drop-down list to select the template which must be used for printing or
sawving this client job in a file. Click Save, Save & Open or Print button to sawe or print Client Job

% Note: You can choose to save the output file in RTF, DOC or PDF format by selecting this
format in Save As window with the help of Save as type drop-down list.

To edit templates for jobs, on the Settings menu click Current user and select Templates.
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Templates for Client Jobs are located at D:\BusinessServer\Templates\CLIENTS\Jobs\ folder.

Managing Invoices
Creating Invoices

Invoices can be created on Invoices tab of Client window.
To create an inwice to client,

1. Open Main tab of Client window.

2. Select a client.

3. Switch to Invoices tab.

4. Click New button.

1":‘. Client: Enigma Server Technologies, Inc

Kain Contacts Marketing Frices Quotes Frojects Client Jobs Invoices Paymei
New Edit || Delete || void Status: | *All* ~|  Approved: |*All*
Record(s) 1..2 of 2 (Page 1 0f 1)
1 -
Code Global Code Client Status

- |-ENISE ACME-I0035/2010

Enigma Server Technologies, Settled: 12 d later

27082 )
FEMISERVO001 ACME-I0034/2010 Enigma Server Technologies,| 24.06.2010 Overdue 406 days late

Alternatively, on New... menu click Invoice command. This will start New Invoice Wizard.

-
ai Projetex: Translation Management System for Trar

Workstation Mavigation | Mew... | Team Reports

Clients 2 ’I Client I

Account

Contact -
[ Service
Quote
lob

m

Invoice

PO

Inwices can also be created by clicking the Mass Invoices button on the Invoices to Clients
window.
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Clients - b, _ .
u'pq Invoices to Clients

I:[ Mass Invoicing D{ Edit ]

j

Record(s) 1...54 of 54 (Page 1 of 1)
1 -

Code Global Code Client
HILLDESOO01 [ACME-I001042010 | The NI

-FLIGRADDOT  |ACME-I0012/2010 [The Li

New/Edit Invoice Window

New/Edit Invoice window contains the following data:

Approved — by approving the inwice, project manager users prevent changing of client job data of
the jobs added to this inwice. Select approved checkbox to lock all the client jobs, which have
been added to this inwice.

Date Sent — this date is considered inwice issue date (no matter when the inwice has actually
been created). Payment terms of client may refer to this date when determining paid status of the
inwoice.

Code — also called "client-specific" code, generated automatically. "I" character means that this
is an invoice, letters afterwards represent code of the client and the number is the value of inwice
counter for this client. Each client has independent counter for this code.

Global Code — global code is generated automatically. Outlay of global inwice code can be
configured in the Codes section of Projetex Sener Corporate Settings tab. The non-configurable
portion of the code (digits) represents the global inwice counter.

Attention — select one of the client's contact persons in this field. Name of the selected contact
person will be displayed in the resulting invoice document.

Client Jobs — lists client jobs ("items") of this invoice. Right-click this table and click Customize
columns to configure which data should be displayed.

Discount/Markup — inwices can have up to 2 discounts and markups. These are applied as
positive (markup) or negative (discount) percentage to inwice subtotal. To configure discounts and
markups, on the Settings menu click Corporate and select Discounts/Markups section.

Tax — each inwice can have up to 2 taxes. Taxes are applied as percentage to invoice subtotals
plus discounts/markups. To configure taxes, on the Settings menu click Corporate and select
Taxes section.

% Note: After some discount/markup or tax has been selected for an inwice of some client, this
discount/markup or tax will be remembered and applied as the default for the appropriate client. All
next inwices will include this discount/markup or tax. The default discount/markup or tax can be
changed in any time, choosing another value during an invoice creation.

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

Adjustments — adjustments added to inwoice totals. Discounts and taxes are not applied to
adjustments.

Payment Method — you can add payment details (banking, credit card number, PayPal account
and so on) to your inwice with the help of Payment Method tab. To configure available payment
methods, on the Settings menu click Corporate and select Payment Methods section.

3 Note: After some payment method has been selected for an invice of some client, this
payment method will be remembered and applied as the default for the appropriate client. All next
invoices will include this payment method. The default payment method can be changed in any
time, choosing another value during an invoice creation.

Linked with Payments — unless the full amount of invoice is linked with payments, the status of
this invoice will remain outstanding. On this tab you can check whether this inwice has been linked
with payments. Payments can be linked to invoices from Edit Payment window only.

Also on Linked with Payments tab phantom payments can be created. Phantom payments are
not being added to actual balance, yet they can make an "outstanding" invoice "settled".

Example:

Inwice total is 1000EUR, and inwoice is linked with payment of 997EUR (suppose your client
did not account for banking fees). When you click Add Phantom Payment you will be
suggested to create a phantom payment of 3EUR. After the payment has been created,
inwice will be automatically labeled as "settled".

Notes — any additional notes which your invoice must include, can be added on this tab. These
notes can be automatically added to printed invoice.

Custom Fields - custom information can be entered or selected in proper custom fields on this tab.
Custom database fields can be added in Projetex Server Administrator.

Saving and Printing Invoices

To print or save Invoice as an RTF document, first apply changes made to this inwice by clicking
Apply button. Once the inwice has been sawed in database, RTF template controls for it will
become active.
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Edit Tnwnice (Protected mode, 15:00 left) [ |
e — — - [ — — e
| — Fram: Advanced International Translations & Date Sent 03082010 [O-
II v Toe: The Bustrative Designs Code: HLLDESOO0Z .
o Approved (Jobs Locked) Global Code: ACME-DO112010
iaferhon |.|HI'|5 Jacobson -

Cligml Jabs AljuEImenis Fayrment Method Linked wilh Fayments Mobes Custom Fields

+ AddJob 1o Invoice = Remaowe Job from Invaice

Cormpleled Job Code | Job Mame Clignl PM Growp of S&i Serdoe

09.052011 1E JALLDESOM Localizaion o Jens Jacobsor Translafon |French == Englist

DiscourdMarnaap: | Hone (0,00%) -| 0,00 Client Curency ELIR
DiscountMarkup 2: | Mone (0,00%) (0,00
Invoice Total: 150,00
Net Jobs Total; 1400,00 Pasd: 0.00
Tax: | Hone (0,00%) «| 000 Basance Due: 1500,00
Tax 2: | Mone (0,00%) *| 0.00
o
HTF Templates: Invoice o Cliand - LandScape Template - Englisha i =| | Save SavedOpen F‘rlnl_#,

Apply ' 0K A Cancel

Use RTF Templates drop-down list to select the template which must be used for printing or
saving this inwice in an RTF file. Click Save, Save & Open or Print button to save or print
Invoice.

% Note: You can choose to save the output file in RTF, DOC or PDF format by selecting this
format in Save As window with the help of Save as type drop-down list.

To edit templates for inwices, on the Settings menu click Current user command and select
Templates. Templates for inwices are located at C:\Program Files\AIT\Projetex 9\Projetex
Work station\Templates\CLIENTS\Invoices\ folder.

Void Invoices

By woiding an inwoice, you do not delete it from your inwices list. However once wided, inwice
cannot be printed or edited, and the jobs added to this inwice revert to Uninvoiced status.

To woid invoice, open Invoices Tab of Client Window, select an invoice and click Void button.

When woiding an invoice you can enter a reason for widing, and specify a date (will be used by
Global Date Filter).

Details of woid invoice are kept in database in the form of plain text note for future reference. The
following data will be preserved in woid inwoice:

- Client Jobs: Code, Client Ref., PO Number, Name, Assigned, Deadline, Completed, Price,
Volume, Exchange Rate: Total
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- Discounts: name, percentage, and wolume
- Taxes: name, percentage, and wolume

Inwice cannot be woided if it has linked payments. Void inwices are displayed in all invoice lists.

Mass invoicing

Mass inwoicing can be done from Invoices to Clients window. It allows to quickly invoice all or
certain client jobs stored in database.

1. To begin invoicing procedure, open Invoices to Clients window and click Mass Invoicing button
(shortcut Alt+M).

Clients -

Invoices to Clients

I:[ Mass Invoicing u Edit ]

e

Record(s) 1...54 of 54 (Page 1 of 1)
1 -

Code Global Code Client
HILLDESOO01 [ACME-IO01042010 | The NI

FLIGRADDOT  |ACME-I0012/2010 [The Li

2. This will open Mass Invoicing window.

r 5
Mass Invoicing l PRl

[ selectan || clearan

Include | Client’s name Invoices added | =}
Internet Security Technologies ~
I+  |Unlimited Concepts Unified
I [+ |Translation Designs
¥ |Enigma Server Technologies, Inc
W  |Reliable Network, Inc
v |Global Interactive Resources
[+ |The Lightning Graphics
¥ |Global Concepts Universal L
W |The lllustrative Designs
| |Digital First Concierge
v  |Metwork Community Technologies
¥  |Massive Archway, Inc
W |Wireless Adept i

v Future LInified Resources ﬂ '

Local Client Filter Clients Displayed: >
off off Recent Total in Database: 21

@ One Invoice per Client
(7) One Project per Invoice
() One Client Job per Invoice

[ Include completed jobs only

«" Generate ” 3 Cancel
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e Select the clients whose jobs you wish to inwice by double-clicking check box in front of this

client.

¢ Select one of the inwicing methods:

- one Invoice per Client (all uninwiced client jobs of each client will be included into one

invoice);

- one Project per Invoice (all uninvoiced client jobs of particular project will be included into

one inwice);

-one Client Job per Invoice.

3. You can filter the clients displayed in the list by adjusting Local Client Filter. To do so, click

Edit button.

Mats Fayrresls

Chaar &

L=t Fiker .

Farar

Flgme comiaing 5F,
L ' Cpen
=2

Add

R
eele
Clear
[ wox K Cameel
\s -
Clisrts Oiaplass 21
Tolal in Dala bass i
@ Cia Papmenl per Clint
Cins Fayment per immios
Fhamom Payments
o Gienerals K Gancsl

[

Edit Filter

L

Filter:

Mame contains @
=Click here to add

~/

4. After selecting the required clients and setting up Mass Invoicing options, click Generate
button. The program will start to create invoices, which will be indicated by a progress bar.

6. Once all specified invices have been generated, Mass Invoicing window will display the number

of inwices generated opposite each client.

% Note: Once the inwices have been generated, they can be opened and edited in Invoices to
Clients window or on Invoices tab of Client window.

3 Note: To quickly select multiple clients by certain criteria, first apply Local Client Filter, and
then, once the list contains only clients you need — click Select All button.

3 Note: If you need to invoice one or just seweral clients, you can click Clear All button do

deselect all list.
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Managing Global Codes

Global codes of inwices and purchase orders can be managed in Codes area on Corporate
Settings tab of Projetex Workstation Administrator.

Setting Next Codes

Click Next Codes button to set the global code which will be assigned to the:
¢ next Project;

¢ next Invoice issued to a client;

¢ next PO issued to a freelancer.

\5 Note: Next code cannot be less than last code of this type in the database. Thus if you already
have project with code 10, next project code cannot be set 10 or less (even if some projects with
codes 1-9 have been deleted).

Editing Global Invoice Code display format

Also you can customize the prefix and suffix of global invoice and purchase order codes, and
enable annual numbering resets. Regulations in some countries may require resetting invoice
counters each year.

J’ Note: This procedure is irreversible. After Enable annual numbering resets is selected,
these resets cannot be rolled back.

Codes in naming RTF files

Codes in naming of .RTF files options determine what code will be used when automatically
generating file names for POs and inwoices (it can be Client/Expert-Specific or Global).

Managing Purchase Orders
Creating Purchase Orders

Purchase orders (or POs) in Projetex are formal orders to a freelance expert requesting them to
perform certain freelance jobs for certain fee.

To create a purchase order:
1. Open Main tab of Project window.
2. Click required project.

3. Click POs tab.
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4. Click New button.

. Project: 0020, "New challenges in virtual world"” article

Main Tree Client Jobs Corporate Jobs Freelance Jobs Freelance Team JAs Bal
{[ MNew D Edit ][ Delete] Status: [*AlIF ~ Approved: Base
Record(s) 1.7 of 7 (Page 1 of 1)
1 -

PO Code Global PO Code Expert Name Date Sent Date Due Invoice Date Status Job
ACME-I0018/2010 |Stanley Crayton 28 02 2010 Settled: 28 02 2010

Alternatively, on the New... menu click PO command. This will start New Invoice Wizard.

-

o Projetex: Translation Management System for Trans
Workstation  Mavigation | Mew... | Team Reports

Clients & e c
Account -

@\h = Contact =

: [ Service L

Client F Quote L

Job .

% Invoice C

NRRClient Price Lis o PO ﬂ

Purchase orders can also be created directly from Edit Freelance Job window. To create
purchase order this way:

1. Open any freelance job, which has a freelancer assigned, but has not yet been added to
purchase order. Freelance jobs can be found on the Freelance Jobs tab of Project window.

2. In the Edit Freelance Job window click Create PO button.

3. Freelance job can be added to existing purchase order, or to a new one. Click Add this Job to
New PO string to create a new purchase order.
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Aol | o= X Cancel

Freelance Jobs can be accessed in the following locations:

e Tree tab of Project window;

e Freelance Jobs tab of Project window;

* Freelance Jobs tab of Freelancer window;

e Schedule tab of Project window (double-click job schedule to edit that job);

e Schedule tab of Freelancer window (double-click job schedule to edit that job);
¢ Freelance Jobs window;

¢ Schedule of Freelance Jobs window (double-click job schedule to edit the job).

3 Note: Alternatively purchase orders can be created by clicking Mass POs button on POs to
Freelancers window.

New/Edit PO Window

New/Edit PO window contains the following data:

Date Sent — date when purchase order has been sent to freelancer. Payment terms of freelancer
may refer to this date when determining paid status of the PO.

Code — also called "Freelancer-specific" code, generated automatically. "PO" characters indicate
that this is a purchase order code, letters afterwards represent code of the freelancer, and the
number is the value of PO counter for this freelancer. Each freelancer has independent counter for
this code.

Global Code — global code is generated automatically. Outlay of global PO code can be
configured in the Codes section of Projetex Sener Administrator Corporate Settings tab. The non-
configurable portion of the code (digits) represent the global PO counter value.
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Approved — once a PO assignment has been approved by project manager, its freelance jobs
become locked and cannot be edited unless this checkbox is cleared.

Freelance Jobs — list of freelance jobs added to this PO. Right-click this list and select
Customize columns to configure displayed data.

Discount/Markup — POs can have up to 2 discounts and markups. These are applied as positive
(markup) or negative (discount) percentage to PO subtotal. To configure discounts and markups, on
the Settings menu click Corporate and select Discounts/Markups section.

Tax — each PO can have up to 2 taxes. Taxes are applied as percentage to PO subtotals plus
discounts/markups. To configure taxes, on Settings menu click Corporate and select Taxes
section.

% Note: After some discount/markup or tax has been selected for a PO of some freelancer, this
discount/markup or tax will be remembered and applied as the default for the appropriate freelancer.
All next POs will include this discount/markup or tax. The default discount/markup or tax can be
changed in any time, choosing another value during a PO creation.

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

Expert Invoice — you can enter freelancer's invoice data for future reference. POs can be filtered
by their invoiced status

Adjustment — adjustments added to PO totals. Discounts and taxes are not applied to
adjustments.

Linked with Payments — to settle a PO, link it with your payments to freelancer. PO can also be
settled by creating "phantom payment". By adding phantom payment you link all unlinked sum of
this PO to a virtual payment (will not be shown on the Payments tab of Freelancer window).

Notes — any additional notes which your PO must include, can be added on this tab.

Custom Fields - custom information can be entered or selected in proper custom fields on this tab.
Custom database fields can be added in Projetex Server Administrator.

PO folder — folder of purchase order can be created only after the PO has been added to
database. Click Apply button to enable PO folders options.
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Mass purchase orders

Use Mass POs feature to quickly issue purchase orders for a number of freelance jobs.

1. Open POs to Freelancers window and click Mass POs button (shortcut Alt+M).

Clients ¥ — QECEESRGRIEE] RS L
Projects ¥ (( MassPos | Edt |
e o
Comor. (% Record(s) 1..43 of 43 (Page 1 of 1)
1 -
Froalan__. (2 POCode | Global PO Code Exper
% PO-VEDOD3 |ACME-IDDZTI2008 [Vesa Kopi
PO-EFO00Z2 |ACME-I0035/2008 Ernest Fre
Freelancer PO-EWO0003 |ACME-I0036/2009 Emma Wi
m_. O-CADDDZ |ACME-IDDZ72009 | Charlotta
e
) PO-3C0001 |ACME-I0018/2010 | Stanley Cr
Freelance Price
List
PO-TS0002 |ACME-I0040/2010 | Theresa £
% PO-PPO003 |ACME-I0045/2010 Peter Pen
e =/ | PO-HHOOD1 [ACME-I0012/2010 (Hilda Her:
Cluotes from PO-CADDDZ |ACME-10009/2010 |Charlotta s
Freelancers
!' PO-EWO001 |ACME-I0010/2010  Emma W
Freslance Jobs PO-VKD001 |ACME-10019/2010 |Vesa Kopi
PO-CADDO4 |ACME-I0038/2010 | Charlotta s
PO-JFOO03 ACME-I0042/2010(Jose Fern
PO-T30001 |ACME-I0039/2010 | Theresa

2. This will open Mass POs window:
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Mass POs A~

| selectall | | ClearAl |

Include | Expert Name POs added
Hilda Herald “

v  |Ernest Fredrickson
v  |Vesa Kopitello

v  |Mavid Shahriar Javaid
W | Theresa Suarez

W |[EmmaWoodward
v  |Kirsi Murmi

v |Pamela Lafontaine
v | Charlotta Adamssen
W | Thomas Geelen

v | TakumiMizushima
v |Jose Fernandez

W  |Melissa Beaumont
v  |Peter Pendleton

v  |Stanley Crayton

v |Koen Haanrath

Local Freelancer Filter i
Freelancers Displayed: 16

Off Off Recent Total in Database: 16

@ One Project per PO
1 One Freelance Job per PO

[TInclude completed jobs only

«" Generate ” & Cancel ]

L A

¢ Select the freelance experts for which POs should be created. Do so by double-clicking check
boxes in front of each expert

¢ Select PO issuing options:

- One Project per PO (one PO to freelancer, including all the freelance jobs of this freelancer
from all the projects);

- One Freelance Job per PO (create separate PO for each freelance job).

3. You can filter the freelancers displayed in the list by adjusting Local Freelancer Filter. To do
so click Edit button.
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4. After selecting the required freelancers and setting up mass PO options, click Generate button.
The program will start to create purchase orders, which will be indicated by a progress bar.

5. Once all specified POs have been generated, Mass PO window will display the number of
generated purchase orders opposite to each freelancer.

% Note: Once the POs have been generated, they can be opened and edited in POs to
Freelancers window or on POs tab of Freelancer window.

3 Note: To quickly select multiple freelancers by certain criteria, first apply Local Freelancer
Filter, and then, once the list contains only freelancers you need — click Select All button.

3 Note: If you need to invoice one or several freelancers, you can click Clear All button do
deselect all list.

Saving and Printing Purchase Orders

To print or save Purchase Order as a text document, first apply changes made to this PO by
clicking Apply button. Once the purchase order has been saved in database, RTF template
controls for it will become active.
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Ed PO (Protected mode, 1500 left) - - — ==
== From: Advanced Imernational Translations © Dale Sent 2808 2010 I
g ]
| X Ta: Veaa Kopitella ode: FONKOOH
Project: 0020, “Hew chalenges in virbual world™ anichke
Global Code:. ACME-001%2010
| hpproved (Jaobs Locked) Froject Manager William MC Sun
Freglancs Jobs Adpustmieni Lirked with Payrments Moles Cusforn Fields
# Add.Jodto PO | ¥ Remaove Job from PO

Completed Praject Cad Jab Coda Job Harme Group of Servces
P | L

0020 New challenges in | Translation

Currency EUR

Disoountiarkop 1 _HI]nE-I:III.ﬂIIIi] = | D00
DiscounbMarkup 2 None (0000%) = | 0.00
PO Total: 50,00
Mt Jobs Totak: 50,00 Paid: 0,00
Balamce Due: 50,00
Tax1: Wone (0L00%) = | 00D
et Ivoice received
Tan 2 None (0,00%) -| 0,00 Expet vl "
: Irnoece Code
Invnice Diate
@ Templates: Purchase Ovderio Freelancar - Template - Enghsh _201 = Save SavekOpen Pfiﬁl)
Apply | | o OK # Cancel |

Use RTF Templates drop-down list to select the template which must be used for printing or
saving this PO in a file. Click Save, Save&Open or Print button to save or print Invoice.

% Note: You can sawe the output file in RTF, DOC or PDF format by selecting this format in Save
As window with the help of Save as type drop-down list.

To edit templates for purchase orders, on the Settings menu click Current user and then click
Templates. Templates for purchase orders are located at D:
\BusinessServer\Templates\EXPERTS\FREELANCE\POs folder.

Managing Job Assignments
Creating Job Assignments

Job assignments (or "JAs") are printable requests which project managers send to in-house
experts. Job assignments contain a number of corporate jobs and optionally — some instructions.
Also, a folder can be automatically created for each JA, allowing project managers to copy
workflow files for the specific expert to access.

To create a job assignment to translator:
1. Open Main tab of Project window.

2. Click required project.

3. Click JAs tab.

4. Click New button.
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. Project: 0020, "New challenges in virtual world™ article

Main Tree Client Jobs Corporate Jobs Freelance Jobs Freelance Team F

P —
{1 Mew H Edit ][ Delete] Apprnued:

Record(s) 1..1 of 1 (Page 1 of 1}
1 -

Code Expert Assigned Approved Project Manager

Latoya Pittman 14.08.2010 William McSun

Job assignments can also be created directly from Edit Corporate Job window. To create job
assignment this way:

1. Open any corporate job, which has an expert assigned, but has not yet been added to a job
assignment. Corporate jobs can be opened on Corporate Jobs tab of Project window.

2. In Edit Corporate Job window click Create JA button.

Edn Compormne lob [Protecied mode. 1500 lef) — i
1 Frofeot G004, Forty woricbos t
- Ll Acomnt Man
~ Corpoumis Expert Jeier Hustes Hme Gode RIS
Detaie] | insbucions | Workliobes | Cesfom Fiekds
MamE Nty workstap - OTP
Groun: | Translation =|
Serdce | Eagiinh = German j
: HiE: 18,00
Volume: L4000 |wards .-] == AfyLaunt s CATE cunl
Tims Sgent |0 ﬁ hewrs 0 i miradss 000005 Boure) SHOC R0 Cost: UIU 0
Profudiiy 0 suidathou Total Cosr 00
aFater Create JA
Thrrwalirs =higw P =Cisadne oW
24,11 2010 142 I* |y WzEN0E0D " - 012 2000 1B =
(24T days apal (232 days apal (232 days agol
Dpfianal Siatus:  Mermal -
Jab Cayality 43 - nxi radesd. 1 - Edremely Paor, 100 - Escallendy (D :I
ATF Tamplabes: | Coperats Joa - Temgiak - Engish = | Bawm SavebOpen || Frisl
Arpey o DR M. Cancel

New/Edit JA window contains the following data:

Date Assigned — job assignment date can be edited no matter when the JA has actually been
created.

Code — unique code of job assignment is created automatically along with the job assignment
itself. The first character "JA" indicates that this is a job assignment code, letters afterwards

represent the assigned expert's code. The number is the value of corporate job assignment counter
for the assigned expert. Each expert has independent code counter for the job assignment code.

Approved — once a job assignment has been approved by project manager, its corporate jobs
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become locked and cannot be edited unless this check box is cleared.
Expert Jobs — list of corporate jobs added to the JA.
Instructions — any additional instructions which your JA must include, can be added on this tab

JA folders — folder of job assignment can be created only after the JA has been added to
database. Click Apply button to enable JA folders options.

Custom Fields - custom information can be entered or selected in proper custom fields on this tab.
Custom database fields can be added in Projetex Server Administrator.

Saving and Printing Job Assignments

To print or save a job assignment in a printable file or print it with the help of RTF templates, first
apply changes made to this JA by clicking Apply button. Once the job assignment has been saved
in database, RTF template controls for it will become active.

Edit J4 (Protected mode, 1500 IR} - - | ]

[

| = Corporate Expert Latoya Pittman Date Assigned 14,08 2010 I
' Project 0020, “New challenges in virteal world” article Code: M-ALPDODZ

Approved (Jobs Locked)

[ExpertJons| | instuctions | Cusiom Fislds
= Remove Job from J4

Asapgnsd Jab Code | Job Mame Valume | Groug ol Serdc| Ssnis Uris Diesdlins Gt

20.05.2011 J-LPO00d | "Mew chalenges in 10| Translation

i
( ATF Templates: | Job Assignment - Tamplate - Englsh.r - E SavelDpen Prink ]

Appiy o O # Cancei

Use RTF Templates drop-down list to select the template which must be used for printing or
saving this job assignment in a file. Click Save, Save&Open or Print button to save or print this
JA.

% Note: You can choose to save the output file in RTF, DOC or PDF format by selecting this
format in Save As window with the help of Save as type drop-down list.

To edit templates for printing job assignments, on the Settings menu click Current User. Click
Templates section to quickly access all template folders. Templates for printing client jobs are
saved in D:\BusinessServenTemplates\EXPERTS\CORPORATE\JAs folder.
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Managing Payments
New/Edit Payment Window

New/Edit Payment window contains the following data:

Date Received — except for accountant's reference this date will also be used by Global Date
filter.

Code — payment code is generated automatically. In this code "P" character means that this is a
payment, letters afterwards represent code of the client (or freelancer), and the number is the value
of payments counter for this client/freelancer. Each client and freelancer has independent code
counter for payments.

Value — total amount of payment in client's or freelancer's currency. Projetex will calculate your
revenues in your base currency according to exchange rates.

If client or freelance currency differs from your base currency, Currency Exchange Rate button
will be available. By clicking this button, you may change the currency exchange rate used in this
payment. Note that this button does not change general exchange rate stored in your Projetex
database. To change exchange rate for all future payments, go to Exchange Rates tab of the
Corporate Settings.

Notes — any additional notes by accounting or other staff. For example if this is an advance
payment for future project.

Linked with Invoices (Linked with POs) — payment value can be linked with invoices or
purchase orders — fully or partially. The table on Linked with Invoices (Linked with POs) tab
indicates which amount is linked to which inwice or purchase order.

Phantom invoices and phantom POs mean to make the payment linked, without settling any of
the actual inwices or purchase orders. Phantom inwices can be used for ensuring account
consistency in case the payment for some reason should not be used to cover invoices or purchase
orders.

Linking Payment with Invoices or POs

Any inwice and PO in Projetex will be always shown as outstanding unless it is linked with proper
payment, that completely covers this inwice or PO amount.

Linking payment with an invoice

To create link between payment and inwoice:

e Open Payment record for editing

¢ Enter payment value (if not yet entered) and switch to Linked with tab
e Click New link button and select inwice to create link with

¢ Click OK twice to complete linking

Linking payment with PO
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To create link between payment and PO:

e Open Payment record for editing

e Enter payment value (if not yet entered) and switch to Linked with tab
¢ Click New link button and select PO to create link with

¢ Click OK twice to complete linking

Mass Payments from Clients

Multiple payments from clients can be created according to existing inwices and linked with them.

1. To open Mass Payments window, open Payments from Clients window and then click Mass
Payments button (shortcut Alt+M).

Clients *

Client

Client Price List

5.

b
Cluotes to Clients

Invoices
Clients

%

-

Payments from
Clients

m

® Payments from Clients

(

Mass Payments D[ Edit ]
—

o

Record(s) 1...64 of 64 (Page 1 of 1)

1

-

Code

P-ILLDE=0002
P-LIGRADDOA
P-DFCO001
P-LIGRAQDDOZ
P-INTSECO001
P-EMISERVO001
P-DEFDES0001
P-WIREADOOOA
P-WIREADOOOZ
P-INTSECO002
P-FUTUMNOOOA
P-FUTUNOOOZ2
F-METCOMODOA
P-METCOMODOZ
P-ILC0001
P-IUCO00Z2
P-lUCO002
P-UNLICONO00

Client

The lllustrative Desig
The lllustrative Desiar
The Lightning Graphit
Digital First Concierge
The Lightning Graphit
Internet Security Tech
Enigma Server Techn
Definition Designs
Wireless Adept
Wireless Adept
Internet Security Tech
Future Unified Resou
Future Unified Resou
Metwark Community 1
Metwark Community 1
Internet Unified Corp.
Internet Unified Corp.
Internet Unified Corp.
Unlimited Concepts L
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2. This will open Mass Payments window:

-~

Mass Payments

B0

| SelectAll || Clearall

<

Local Client Filter

Jon [Eat) o

@ One Payment per Client
_1 One Payment per Invoice
~ Phantom Payments

I Include | Client's name
v Internet Security Technologies

v  |Unlimited Concepts Unified

v  |Translation Designs

v Enigma Server Technologies, Inc
¥ |Reliable Network, Inc

v Global Interactive Resources

v |The Lightning Graphics

~ Global Concepts Universal

v | The lllustrative Designs

[+ |Digital First Concierge

~ Metwaork Community Technologies
v  |Massive Archway, Inc

W Wireless Adept

~ Future Unified Resources

v |Definition Designs

~ Cyber Computation Technologies, Inc

Recent

Payments addm:l

Clients Displayed: 21
Taotal in Database: 21

«" Generate ] ’ # Cancel

A

100

e Select the clients, whose inwices you wish to mark as paid, by double-clicking check box in

front of this client.

e Select one of the available payment

- One Payment per Client (one payment from Client, covering the whole due amount of

outstanding inwoices);

- One Payment per Invoice (separate payments, covering due amount of each outstanding

invoice).

- Phantom Payments (phantom payments will be created to over unpaid balance of inwices

of selected clients).

© 2011 Advanced International Translations




101 Projetex 9 Help

3. You can filter the clients displayed in the list by adjusting Local Client Filter. To do so click

Edit button.
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Edit Filter

L

Filter:

Mame contains @
=Click here to add

~/

4. After selecting the required clients and setting up mass payment options, click Generate
button. The program will start to create payments, which will be indicated by a progress bar.

5. Once all specified payments have been generated, Mass Payments window will display the

number of new payments per each freelancer.

% Note: Once the payments have been generated, they can be opened and edited in Payments
from Clients window or Payments tab of Client window.

3 Note: To quickly select multiple clients by certain criteria, first apply Local Client Filter, and
then, once the list contains only clients you need — click Select All button.

3 Note: If you need to create payments for one or several clients, you can click Clear All button

do deselect all list.

Mass Payments to Freelancers

Multiple payments to freelancers can be created in the same way as multiple payments from

clients.

1. To open Mass Payments window, open Payments to Freelancers window first, and then click

Mass Payments button (shortcut Alt+M).
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Clients ¥ Be Payments to Freelancers

Projects ¥ (L__ Mass Payments JD[ Edit ]

Compor... (v Record(s) 1..32 of 32 (Page 1 of 1)

1 -
Freclan_ (3 Payment Code Payment Date |E
P-CA0001 10.04.2008 |C
@‘ P-CA0002 30.03.2008 |C
P-EW0001 16.08.2010 |E
Freelancer P-EW0002 01122008 |E
: P-EF0001 22102010 |E
m P-EF0002 16.04.2008 |E
L . P-HHO001 14.09.2010
Freelance Price i

List P-HHOD02 14.09.2010 |H
P-JFO001 29.08.2010 |
@ P-JF0002 16.06.2010 |t
e : P-KNO0DO1 12.08.2010 K
Quotes from P-KMNOO02 16.04.2008 K
Freelancers P-KHO001 22022010 K
P-KHO002 29.07.2010 K
- P-MBO0O1 04.10.2010 (M
Freelance Jobs P-MBO0O2 03.10.2010 (M
P-NSJ0001 16.04.2008 [N
%’ P-NSJ0002 16.08.2010 [N
2 P-PLO00A 27.08.2010 |P
POs to P-PLOD02 30.08.2010 |P
FEETLEE P-PP0001 20072010 |P
< P-PPO002 2403.2010 |P
e P-5C0001 28.02.2010 |S
Pavments to P-5C0002 12102010 |S
Freelancers P-TMO0O 01.09.2010 |T:
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2. This will open Mass Payments window:

Mass Payments I. 2 iz?-l

| SelectAll || Clearanl |

Select |Expert Mame Payments adde:
e Hilda Herald N

v |ErnestFredrickson
v  |Vesa Kopitello

v  |Mavid Shahriar Javaid
v | Theresa Suarez

W |Emma Woodward
W |Kirsi Murmi

v |Pamela Lafontaine
v | Charlotta Adamssen
v | Thomas Geelen

W | Takumi Mizushima
v |Jose Fernandez

v  |Melissa Beaumont
v |Peter Pendleton

v | Stanley Crayton

W  |Koen Haanrath

Local Freelancer Filter i
Freelancers Displayed: 16

Off Off Recent Total in Database: 16

@ One Payment per Freelancer
(71 One Payment per Project

~1 One Payment per PO

(71 Phantom Payments

«" Generate ] ’ 3 Cancel

e —
¢ Select the experts whose POs need to be paid by double-clicking check boxes in front of
required experts.

e Select one of the available payment options to freelancers.

- One Payment per Freelancer (one payment to each Freelancer, cowering the whole due
amount of outstanding POs);

- One Payment per Project (separate payment, covering total amount of POs, issued to each
Freelancer within certain Project).
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- One Payment per PO (separate payments, cowering total amount each PO).
- Phantom Payments (generate phantom payments for total unpaid amount of each PO).

3. You can filter the freelancers displayed in the list by adjusting Local Freelancer Filter. To do
so click Edit button.

Mais Fayrmeais : = (’_
- r

L=t e Edit Filter —
Filar
o P — : Filter:
e Mame contains @
P =Click here to add
aa |

einie \ -‘/I
Clear

" K H Cancel
i g
Clisrts Oiaplass 21
Tolal in Dala bass i

@ s Paymeni per Cliant
D Paymenl per iraice
Fhariam Paymenis

" GEneryle H Carcal

4. After selecting the required freelancers and setting up mass payment options, click Generate
button. The program will start to create payments, which will be indicated by a progress bar.

5. Once all specified payments have been generated, Mass Payments window will display the
number of generated payments opposite to each freelancer.

% Note: Once the payments have been generated, they can be opened and edited in Payments
to Freelancers window or Payments tab of Freelancer window.

3 Note: To quickly select multiple freelancers by certain criteria, first apply Local Freelancer
Filter, and then, once the list contains only freelancers you need — click Select All button.

3 Note: If you need to create payments for one or several freelancers, you can click Clear All
button do deselect all list.

Saving And Printing Payments

To print or save Payment as a text document, first apply changes made to this payment by
clicking Apply button. Once the payment has been saved in database, RTF template controls for it
will become active.
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Edit Freelance Payment (Protected mode, 15:00 keft) lﬂé
- From: Advamced international Transkations © Dale Recerved 05082009 [O-
S To: Viesa Kopitelio Cods: P-YKDODH

Payment! Lmnked wilh POz

Value
Linked with POs. Value of Payment is Locked

Hidis

Linkad: 800,00 Currency ELR
Mot Linkad: 0,00

[ RTF Templates: Payment to Freelancer - Template - English. il =| [ save ||_SavedOpen | PHD

Apply [ o O ] 3 Cancel

Use RTF Templates drop-down list to select the template which should be used for printing or
saving this payment as a file. Click Save, Save&Open or Print button to sawve or print Invoice.

% Note: You can choose to save the output file in RTF, DOC or PDF format by selecting this
format in Save As window with the help of Save as type drop-down list.

To edit templates for payments, on the Settings menu click Current user and select Templates.
Templates for payments are located at the following folders:

e D:\BusinessServenTemplates\CLIENTS\Payments\ folder for client payments.

e D:\BusinessServer\Templates\EXPERTS\FREELANCE\Payments\ folder for payments to
freelancers.

Import
Importing Database

Client and freelancer data can be imported to Projetex with the help of Projetex Import Utility.

Projetex Import Utility is included in Projetex setup.
Projetex Import Utility can be used to:
e Import client information and prices.

¢ Import freelancer information and prices.

Projetex Import Utility supports data import from the following file formats:

e XLS (Microsoft Excel);
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DBF (dBase 5, dBase lll, dBase IV);

TXT (Text);

CSV (Comma Separated Values);

XML (Data Packet V.2.0).
Data import procedure

Before you begin importing data, switch to offline Projetex database and launch Projetex Import
Utility. One way to do so is to run the following executable:

C:\Program Files\AIT\Projetex 9\Projetex Server\import\Projetex7Import.exe

Alternatively, use Windows Start menu to run Projetex Import Utility on server PC.

1. Preparing to import
Select the type of information you want to import: client information or freelancer information.
Select the format of source data file you are going to import.

Specify path to the source file you are going to import data from.

2. Target fields in Projetex database

Target fields are the fields in Projetex database where you are importing data. For example, Client
name is a target field. Below are some basic recommendations on how to prepare fields for
importing. The import procedure itself is described in step 3.

1. If possible, split up the data according to the fields available. Information from one source file field
must correspond to one field in Projetex database.

Example:

If you have all the address information (country of residence, primary address, secondary
address, and so on) stored in one field or column of the source file, split this data into several
columns: country, address1, address2. If there are no appropriate fields for some piece of
information, you can add the necessary fields manually: shut down the utility first and then
add all necessary fields with the help of Custom Fields section of Projetex Server
Administrator.

2. The newly created custom fields should appear at the end of the Target Fields in Projetex
Database list. If the fields do not appear, please check whether they were created correctly using
Projetex Server Administrator.

Price Group, Price Senvice, Price Unit and Price Value fields were added to enable importing
clients/freelancers prices. Price Value cannot have negative value. Only one column should
correspond to Price Senice field.
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Example:

If its value is a language pair, like “English => French”, the string should be a single whole,
not “English” in one column and “French” in another column. Price Group field is not
mandatory, as its value is set "Translation" automatically, if other is not specified.

3. Clients can have more then one price (more then one senvice in other words). In this case, add
additional line per each of the prices.

Example:

Supposing you need to import information about a client, which has two prices: English =>
French price and English => Japanese price. To import these prices under the same client,
you need to duplicate the information about this client a number of times equal to the number
or price records (senices):

Cient Language Units Price
Pai r
Al ter Ego Engli sh wor ds 0.01
Sol uti ons => French
Al ter Ego Engli sh wor ds 0.12
Sol uti ons =>
Japanese

To awoid creating two "Alter Ego Solutions” client records in Projetex database, set Import
Mode to Import New and specify the list of fields, by which it can be determined that current
client has been already imported and only price data should be imported now.

3. Linking source document to target fields

Import Utility will import data from certain area of your source document to certain field in Projetex
database. Thus, the most important importing step is linking data in your document to certain field
in the database. Linking procedure may vary, depending on the source document type.

4. Regional settings: Base Formats

Adjust regional settings on Base Formats tab so that Projetex Import Utility could recognize
separator symbols in dates and numbers, date formats and other regional-specific settings used in
the source document:

Decimal separator — set a character, which delimits the decimal parts of the numbers in source
file.

Thousand separator — set a character, which separates the digit groups in the source file
numbers.

Date separator — set a character, which separates the groups of dates in source file.
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Time separator — set a character, which separates the groups of time strings in source file.

Short date, Long date, Short time, Long time — use these fields to set the date and time
formats used in source file.

Boolean True — set some variants of TRUE value representation in the source file, e.g. 'Yes' or '+'.
Use new line for each new variant.

Boolean False — set some variants of FALSE value representation in the source file, e.g. 'No' or —'.
Use new line for each new variant.

Null Values — set some variants of null value representation in the source file, e.g. '0' or 'Empty".
Use new line for each new variant.

5. Regional settings: Data Formats

You can customize format of each field being imported. Select the field in the field list on the left
and set its format using the settings to the right.

Generator value — use this edit field to set the initial value of the autoincrement field.

Generator step — set the step of the autoincrement field. For instance, if Generator value field is
set to 2 and Generator step field is set to 1, then first imported line will contain "2" in this field,
second will contain "3" and so on. If Generator step field is set to 0, then the value of the
generator will be ignored.

Constant value — use this option to set the constant value of the field.
Null value — set the value, which Projetex Import Utility should read as NULL value.

Default value — set the value which will be inserted in the database by Projetex Import Utility
instead of NULL value.

Left quote — set a character or a number of characters, which denote opening quotation marker in
the imported string.

Right quote — set a character or a number of characters, which denote closing quotation marker in
the imported string.

Quote action — select Add to add quotation marks to the imported string, Remowve to remove all
the quotation marks from the imported string, or As Is to save the original quotation marks. As is
option saves the original string char set.

Char case — set the case of the imported string. As Is saves the original string, Upper sets the
whole string to upper case, Lower sets the whole string to lower case, UpperFirst sets the first
letter of the string to upper case, UpperFirstWord sets the first letter of each word to upper case.
As is option saves the original string char set.

Char set — change the character set of the imported string to ANSI or OEM. As is option saves the
original string char set.

Use Replacements part of the dialog box to set the replacement list for the selected field. Click

@ button to add an automatic replacement rule. Each rule will replace value entered in Text to
find field with the one entered in Replace with field.

© 2011 Advanced International Translations



109

Projetex 9 Help

Example:

Set the following replacements for the field 'Continent":

Textto find: ' Sout h Anerica', Replace with:'S. Anerica'
Textto find: ' North Anerica', Replace with: ' N. America’

This means, that all the values 'South America' of the field 'Continent' will be replaced with
values 'S. America’, and values 'North America' will be replaced with 'N. America' respectively.

6. Selecting columns to import

Import Mode includes the following settings:

¢ Insert All: inserts all the records from the source file to the target object.

¢ Insert New: Inserts records which are not in the target object yet, others are skipped.

e Update: Updates those records that already exist in the target object, others are skipped.
e Update Or Insert: Updates existing records and inserts new records.

All options except Insert All, require specifying the key fields, by which Projetex Import Utility
determines if Projetex database contains this record already. Usually client name and country are
selected.

Import all records option — check this option to import all records from the source table.
Importing from .xls

With Projetex Import Utility you can import data from your XLS files directly to Projetex database.
To link source and target fields:

1. Select the required target field from the Target Fields in Projetex Database list. This is the
field in Projetex database where you wish to import data.

2. Click Add button.

3. Specify which column or which row to import data from, using Range Type settings. This is the
field in source file from which the data must be imported.

Alternatively, select required source fields by holding Ctrl or Shift key, and using mouse to select
required fields right in the table.

Create links for all the fields you wish to import.

If you do not want some first rows or columns of the source table to be imported, set a starting and
finish row or column in Start and Finish settings correspondingly.

Example:

Below the link was established between Name field in Projetex and column A of Microsoft
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Excel file.
& Projetex 8 Import Utility (v8.0.7) - Import from Clients.xls = & RS
Step 1 of 3
e Uze thi ) nges o click individual cells with Shift or Chil pressed. Press Enter to apply selection or Escape to cancel.
1. Select a field in
Target Fiel proielexdatabase Source .XL5 file [short sample] Sf Skip title columns: 0
m‘ 3. Select properites
for a new link
B C -
CLIEMT MAME CLIENT STREET1, — — — —————— ]
2. Click Add bl_.lt‘lon 2 Jalter Ego Solutions K.auppatori 4 | Range Iﬁ 01
— to create a link 3 _|Chamelecn Decorations Cg 2207 N. Buckeye 4 Range Type 4
State i . o~ Strest 41
In this case column A’ from - \lcol v] Col A =
’ [ Add ] ’ [=] Clear ] source XLS file is used. Import =541 = =
Edit data starts with row number 2, Start Finish a
and goes down until the data 50% 88 || 7 Wwhere data started @ YWhere data finished 0
i i Park B - _ 7
Import Range for selected Tar... is finished. Mae 4 () Finish Row E
[CUENTSI‘Q'EDLF'N'SHJ 10 §5nowmaker Corporation Gallen-KaIIeIankat: Direction é‘l
11 pwfishmaster Guild Entertair] 1 Balchug street | ® Down ® Up |
12 Rastral Dust Records Messedamm 10 ac
This list contains already created links. ! Eom|54 Queensborough Slheet /2
Select any of them and click Edit button ity | 7655 Decarie Blvd] || ) Default Shest 14
to edit this link. Source data link willbe & |Via Galvani 13 - 71
P A . 1 || @ Custom Sheet 1
highlighted in the table to the left natio 12 Dongkwangdon i _us o =nee |
1 e spue o, | 75, Waterloo Road (2 Sheet Number |
‘ 18 JSilent Secrets Muzeum |4 astra Hamngatan) @ Sheet Mame [Elients v] 014
Candielight Magazine | 856 Third Avenue | ic
Clouds Holograms Inc. 29, uedJacch [ ok ] [ Carcel ] 5C
21 IPocket Moon Souvenirs 13 Qian Men East 51 o~
1]
Load Scenario < Back ” Mext » ] Start Import

Importing from .dbf

With Projetex Import Utility you can import data from your DBF files directly to Projetex database.

To link source and target

fields:

1. Select the dataset field from the Target Projetex Database Fields list. This is the field where

you wish to import data.

2. Select the corresponding field in the <TABLE_NAME> .dbf list. This is the field in source file
from which the data must be imported.

3. Click Add to create a link. These fields will be added to the list at the bottom of the window.

Repeat these operations for each dataset field. If you want to remowve the linkt, select the linked
fields in the bottom list and click Remove.
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& Projetex 8 Import Utility (v8.0.7) - Impart from Clients.dbf | e

Step 1 of 3

ﬂ Click the "Add" button to zet the accordance between the imported column and the table fizld or click the "Remove’ button to remone
one.

Target Projeter D atabaze Fieldz il Clients.dbf

m

L

Irnpart b ap: Skip Deleted Rows W
DataSet DEF q Add )
(& Streett = STREET
@ Mame = MamME [ Remove
[ Clear

Mate: Import requires databaze to be in off-line mode. Shut down database in Projetes Server Adminiztiator, clicking Go Offline button,

Load Scenario Save Scenario < Back ” Mt » Start [mpart

Importing from .txt

With Projetex Import Utility you can import data from your TXT files directly to Projetex database.

1. Select the dataset field from the Target Fields drop-down list. This is the field where you wish to
import data.

2. Set two separator lines to delimit the source table column.

% Note: To associate the selected field with a column, the column itself should be enclosed by
delimiters (there should be delimiters from both sides).

3. Double-click to add a border or delete one.
4. Drag separators to change the column width.

5. Right-click area between the two borders to select it as source for currently selected target field.
This is the field in source file from which the data must be imported.

After you have set the separators, proceed to another field and repeat these operations for each
dataset field.

If you do not want some first rows of the source table to be imported set the number of such rows in
the Skip ... first line(s) edit field.
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& Projeiex 8 Import Utikky (vE0.T) - Import from Clients bt 1]

) Doubla cick: 1o add o sewwres cobann sepmston: Chick, of the s betrasen ceparators b dafine the mpoted column

Tauged Pkt = 4| Closa A1 Souren DT ik [xhor zemein] Ship e 1)

Bt o N - [ ] ] . 1. T P

Double-click inthe textto  c-a.

define area border for ,
selected Targer field o

b bex BT CLar & 3 : 5
B VaT Huvber SRS o meEEE e EE PR e R
R istetrg I . ‘
=

i b |

Importing from .csv

With Projetex Import Utility you can import data from your CSV files directly to Projetex database.

To before working with CSV file you need to specify delimiter (Comma) and text qualifier (Quote).
You can select them manually from the corresponding drop-down lists or select Auto if you are not
sure which delimiters are used in the file you import from.

1. Select the dataset field from the Target Database Fields in Projetex Database drop-down list.
This is the field where you wish to import data.

2. Click the corresponding source table column or set the column value manually in the Source
column number field. This is the field in source file from which the data must be imported.

Repeat these operations for each dataset field.

If you do not want some first rows of the source table to be imported set the number of such rows in
the Skip line(s) edit field.
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-
2 Projetex 8 Import Utility (v8.0.7) - Import from Experts.csv

[ E] e |

31 Country
@ Currency

=
B

Step 1 of 3
| ﬂ Select field name from the list box, then click at the colunin to impart this figld ko, |
Target Databaze Field - @ Source CSY file [short zample] Source column number | 2 * | Skipline(z) 0
i = s

Column 1

Column 2

Ernest Fredricksaol
Theresa Suareszs
Emmz Woodwazrd
FEirsi Nurmi

Pamela Lafontaine
Thomas Geslen
Peter PFendleton
Stanley Crayton
Epen Haanrath
Vesa Fopitello
Charlotta Adamssen
Takumi Mizushima
Navid Shahrisr Javaid

™|

STREET1
321 Collins Awvenue, Miami Beach
Danska WVagen 456

Calle Clawvel 832

883-93. ’mt Pleasant
Fakskerrantie 857,

325 Cours de 1l'Intendance
Victorieplein 7895

9970 Sauchiehall Street

Victoria

1021 5t. George's Drive,

Bepelaerstraat 575
Hameenkatu
Fungsgatan e

Shimonagamecho, Shichiku, Eita-ku
East Nosrat Street

243

Mote: Import requires database to be in off-line mode, Shut down databaze in Projetes Server ddminiztrator, clicking Go Offline button,

»

Load Scenario [

Save Scenarnio

< Back ”

Mext = Start Import

Importing from .xml

With Projetex Import Utility you can import data from your XML files directly to Projetex database.

To link source and target fields:

1. Select the dataset field from the Target Projetex Database Fields list. This is the field where
you wish to import data.

2. Select the corresponding field in the <TABLE_NAME>.xml list. This is the field in source file
from which the data must be imported.

3. Click Add to create a link. These fields will be added to the list at the bottom of the window.

Repeat these operations for each dataset field. If you want to remowve the link, select the linked
fields in the bottom list and click Remove.
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& Projetex & Import Utility (v8.0.7) - Import from Clients.xml [ =R ﬁl
Step 1 of 3

ﬂ Click the "&dd" button to et the accordance between the imported column and the table field or click the "Remove" button to ‘
IEMOVE ONE.

Target Fields in Projetex Database a Clientz.xml

m

(L k

Import Map:
k4
DataSet ML -
Add
= MAME ‘
= STREET1

Remove

Clear

Mote: Import requires database to be in off-ine mode. Shut down database in Projetes Server Administrator, clicking Go Offline button.

Load Scenario [ Save Scenario ]:k “ Mest = Start Impaort E xit

Using scenarios for Import Utility

Scenarios in Projetex Import Utility are used to sawve all settings you have selected while importing in
order to quickly use them during the future imports. For example, freelance experts profiles are
expected to be imported quite frequently from expert application forms. By saving import scenario
after your first import, future imports can be done by loading this scenario, and clicking next through

all the steps.

You can save the scenario on any step clicking Save Scenario button. After opening this scenario
later, you will not need to repeat all steps from the beginning and will start from the point, where you
saved the scenario.

To open the previously saved scenario or the default one click Load Scenario button, it is available
only from the tab where you select the format of the source file.

Importing Custom Queries

You can import a custom query to your database from a pxq file.

% Note: Custom queries which are displayed in Custom Queries section of Projetex Sener
Administrator are the ones currently integrated into Projetex database. PXQ files are used solely for
export-import purposes, simply copying new PXQ file to \AIT\Projetex 8.0\Projetex Server\Queries\
will not import the new query to database.

To import a custom query, use PXQ file to load required query.
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1. Save PXQ file being imported to \AIT\Projetex 8\Projetex Server\Queries\ folder.
2. Click Load button.

3. Locate PXQ file being imported, select it and click Open button.

Importing Custom Reports

You can import a custom report to your database from a PX8 file.

5 Note: Custom reports which are displayed in Custom Reports section of Projetex Server
Administrator are the ones currently integrated into Projetex database. PX8 files are used solely for
export-import purposes, simply copying new PX8 file to \AIT\Projetex 8.0\Projetex Server\Reports\
will not import the new report to database.

To import a custom report, use PX8 file to load required report.

1. Save PX8 file being imported to \AIT\Projetex 8.0\Projetex Server\Reports\ folder.
2. Click Load button.

3. Locate PX8 file being imported, select it and click Open button.

Export
Exporting from Projetex Workstation

To export any table from Projetex Workstation:
1. Open this table in Projetex Workstation.

2. Click Export button on the Local Report panel at the bottom of Projetex Workstation window.
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To export list of all clients, projects, corporate experts or freelancers from Projetex Workstation:

1. Open Main tab of Client, Project, Corporate Expert or Freelancers window.

2. Right-click on clients, projects, corporate experts or freelancers list and click Export to TXT or

Export to CSV.

3. Choose a location of file, which will contain exported data, and click Save.

To export Custom Reports:

1. Click Reports menu.

2. Select a custom report in the list.

3. Click Export button.

4. Select export format and click OK button.

You can disable export options for specified user in Users and Access Settings of Corporate
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Settings in Projetex Server Administrator.

To edit user access rights to export options you will need access to Projetex Server Administrator.
1. Run Projetex Sener Administrator.

2. Click Database tab.

3. Put your database offline by clicking Go Offline button.

4. Once database is offline, switch to Corporate Settings tab.

5. Click Users and Access section, select required user in the list and click Edit button.

6. In the Edit User window select or clear the Export Local Report and Print Local Report option
to enable or disable access to export options (except Export Custom Report option).

7. In the Edit User window select or clear the Custom Reports View option to enable or disable
access to Custom Reports.

Exporting from Projetex Server

Any data stored in Projetex Server can be exported directly from database using custom queries.
To export data directly from database:

1. Run Projetex Sener.

2. Switch to Database tab.

3. Click Go Offline button.

4. Click Corporate Settings tab.

5. Click Custom Queries.
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6. Select a query in the list.

7. Click Export button.

8. Select export format and click OK button.

Projetex Administration

Projetex Workstation settings

Corporate Settings

Groups of Services

118

Groups of Services section of Projetex Workstation Corporate Settings can be used to add to
the database the kinds of senices (groups of senices, in other words) you offer to your clients (e.g.
translating, editing and so on.). When creating jobs or setting prices in Projetex, you will have the
possibility to select a group of senices, among those, created here.

New button opens New Service Group window which can be used to enter name for group of
senices (50 characters maximum).

Edit button opens currently highlighted group of senices for editing.

Delete button deletes currently highlighted group of senvices.

3 Note: Group of senices cannot be deleted if it has any senices in it.
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Services

Services section of the Corporate Settings window you can enter a list of senices you offer to
your clients; (e.g. translating from English to French). While creating jobs or setting prices in
Projetex you will need to select a senice from the list created here.

Each senvice belongs to a group of senices.

New button opens New Service window which can be used to enter name for a new senice (50
characters maximum), and select a group of senices.

Edit button opens currently highlighted senice for editing.
Delete button deletes currently highlighted senice.

% Note: Senice cannot be deleted if it is used in any price, quote or a job.

Volume Units

On the Volume Units tab of the Corporate Settings window you can create and manage the list
of custom wlume units, used for estimating volumes of jobs.

New button opens New Volume Unit window, which can be used to enter name for a new wlume
unit (50 characters maximum), and specify .

Edit button opens currently highlighted wolume unit for editing.

Delete button deletes currently highlighted volume unit.

New Volume Unit Window

If the unit you are creating consists of words/characters (with or without space) and you want to
use it for text counting with built-in AnyCount:

¢ select Used by AnyCount option;

e specify if it consists of words/characters (with or without spaces) selecting the correspondent
option and number of words/characters in the new unit. (For example, volume unit "lines" can
consist of 55 characters without spaces).

If the unit does not refer to texts wlume, e.g. "hours", leave Used by AnyCount option unselected.
Currencies

In Currencies section of Corporate Settings window you can create and manage the list of
currencies, which you will be able to use in all Projetex financial records.

New button opens New Currency window, which can be used to enter the 3-letter abbreviation for
the new currency in New Currency window and the description of the currency (i.e. long name, 50
characters maximum) in the corresponding fields.

Edit button opens currently highlighted currency for editing.
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Delete button deletes currently highlighted currency.
3 Note: Currency cannot be deleted if it is used in any field of Projetex (price, quote, job, etc.).

Exchange Rates

In Projetex different currencies can be assigned to each client and expert. To maintain consistency
of financial accounts, Projetex uses exchange rates to re-calculate all the records from client/
expert currency to base currency of your company.

% Note: Base currency is set on the General section of the Corporate Settings tab of Projetex
Sener.

Exchange Rates tab of the Corporate Settings window can be used to edit the exchange rates
between your base currency and other currencies used by your clients and experts.

New button opens New Exchange Rate window, which can be used to select required foreign
currency from the drop-down list and specify the rate.

Edit button opens currently highlighted exchange rate for editing.

Delete button deletes currently highlighted exchange rate.

S Note: The currencies list consists of currencies added on the Currencies section of the
Corporate Settings of Projetex Workstation.

Taxes

Any taxes used in inwices and purchase orders can be added on the Taxes section of Corporate
Settings window.

New button opens New Tax window, which can be used to enter tax name (50 characters
maximum) and value (rate) in the appropriate fields. Note, that tax rate is entered in percentage (but
without the "%" sign).

Edit button opens currently highlighted tax rate for editing.
Delete button deletes currently highlighted tax rate.

Taxes can be entered as positive value as well as negative (with "-" sign before percentage).
Discounts/Markups

Projetex provides you with possibility to add and automatically consider discounts and markups
when issuing inwices and Pos.

You can specify discounts/markups names and rates on the Discounts/Markups tab of the
Corporate Settings window.

To open Discounts/Markups tab click Discounts/Markups in the left part of the Corporate
Settings window.

Discount rate (value) should be negative; Markups are entered/edited in the same New Discount/
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Edit Discount window but must have positive value.

To create a discount or markup, click New button, enter Discount/Markup name and value (rate) in
the appropriate fields. Note that rate should be entered in percentage (but without the "%" sign).

Countries

When creating a new client or freelancer record in Projetex you can enter postal address and
specify the country selecting it from the drop-down list. On the Countries tab of the Corporate
Settings window you can manage the list of countries.

New button opens New Country window.
Edit button opens currently highlighted country for editing.
Delete button deletes currently highlighted country.

3 Note: By default Projetex database already contains a list of countries.

3 Note: Country cannot be deleted if it is used in any field of Projetex (for example, in some
postal address of a client).

Categories

Categories setting can be used to add, edit and remove custom types of info notes, which are
displayed on Info tabs of Client, Project, Corporate Expert and Freelancer windows. These
categories can be then used to filter all the notes by them.

New button opens New Info Category window. Enter name for the new category (50 characters
maximum) and click OK.

Edit button opens currently highlighted category for editing.

Delete button deletes currently highlighted category.

Payment Methods

Payment method is one of the many parameters that can be added to inwice when it is issued

with Projetex. In this context Payment method means the details for performing the payment (bank
details, for example).

New button opens New Payment Method window. Enter payment method name (150 characters
maximum) and description in the corresponding fields.

Edit button opens currently highlighted payment method for editing.
Delete button deletes currently highlighted payment method.

Templates

Templates section of corporate settings can be used to create and edit document templates and
to configure local template saving options (like language and character set).

% Note: You can disable access to Templates settings for specified users. To disable access to
Templates settings, go to Corporate Settings in Projetex Server and click Users and Access
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settings. Then select an user, click Edit button and deselect View Templates Settings checkbox.

Template Folders

In Projetex all templates are stored in subfolders of Templates folder in centralized BusinessServer
folder on server. In order to work with a template, you will need to download a local copy, or create
new local template which later can be uploaded to server. Each template can have one of the
following statuses:

Current - the templates stored in Business folder on server and in local storage are identical.
Modified - local copy of template file has been modified, the file on server has not been updated.
Out of date - template file on sener has been modified, local copy has not been updated.

Missing - this template exists on senver, but has not been downloaded to local PC yet (or has been
deleted locally).

Not in view - template file exists locally, but has not been uploaded to server yet (or has been
deleted on senwer).

Tree field displays the structure of templates folders. This folder structure exists both in
BusinessServer folder, and in your local Business folder (default location is D:\BusinessServer\).
Templates folder contains three subfolders: CLIENTS, EXPERTS and PROJECTS. CLIENTS and
EXPERTS which contain more subfolders with correspondent .RTF templates.

Output Character Set and Language

With the help of Output Charset drop-down list different character sets can be selected to
accommodate creating templates in various languages (including Asian hieroglyphs, Arabic
characters and so on).

Output language drop-down list can be used to set the language of the date, time, currency, and
other aspects of the file being saved.

Current User Settings

AnyCount

Projetex users can enjoy the built-in AnyCount 7.0 — word, character and custom volume units
count tool. It counts single or multiple files of all commonly used file formats: BMP, CHM, CSV,
DOC, DOCX, GIF, HLP, HTM, HTML, JPG, MIF, ODP, ODS, ODT, PDF, PNG, PPS, PPT, PPTX,
PUB, RAR, RTF, SDC, SDD, SDW, SLP, SXC, SXI, SXW, TXT, VSD, WPD, XLS, XLSX, XML,
ZIP.

You can specify AnyCount settings (general and specific for different files formats) on the
AnyCount tab of the Current User Settings window.

AnyCount tab opens automatically when Current User Settings window opens.

Common Tab
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When Skip Numbers check box is selected, AnyCount results does not include numbers in the

documents.

If Show Full Path checkbox is selected, then in AnyCount Notes field (which appear after you
use AnyCount when creating Client/Expert Job ) you will see the full path of the file counted.

Example:

AnyCount notes with Show Full Path check box selected:

Edit Client Job (Protected mode, 15:00 left)

I r Client: Translation Designs
|

Client Account: Main

[ Client P: Roswell Greenstone

@ Project: 0048, Localization of internal CR

Details | Instructions | Work Notes

[AnyCount Results
Volume Units: words (without numbers)

(E?le: D:\AIT\IncDming\DDcument.dm%{)
Text

tnz
Text Boxes 1]
Example:
AnyCount notes with Show Full Path check box cleared:
Edit Client Job (Protected mode, 15:00 left)
I r Client: Translation Desiagns
i.li' Project: 0048, Localization of internal CR

Client Account: Main

[ Client FIM: Roswell Greenstone

Details Instructions Waork Motes

[AnwCount Results
Volume Units: words (without numbesrs)

(E;ie: Dacument.dné%:)

Text
Text Boxes

Loz
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Format-specific Tabs

The rest of tabs can be used to set which elements will be included in count results of AnyCount,
and which will not. The scope of elements is determined by the type of file.

% Note: You can perform counts of .wpd files only if you can open them with Microsoft Word, i.e.
you need special Microsoft Word packages for working with .wpd files to be installed.

% Note: To count unrecognized PDF files, on PDF settings tab select Enable PDF Graphic
Recognition checkbox and select PDF Graphic Recognition Language from the drop-down list.
To count recognized PDF file, on PDF settings tab just deselect Enable PDF Graphic
Recognition checkbox

Colors: General

General color settings can be used to change colors of some of the interface elements of Projetex.
Current settings of each element are displayed by color bars next to the buttons, and also in the
preview area:

fain r Market r Contacts ]

Bottom Panels

Background and text colors of the following elements can be configured:
Navigator — vertical navigation bar, in which all the icons are displayed.

Group of Icons — those are Clients, Projects, Corporate Team, and Freelancers bars on the
navigation bar.

Header — window header colors.
Choosers — choosers are lists of clients, projects, client jobs, POs and experts.

Bottom Panels — these are History, Jump, Open Folders, Local Custom Filter, Local Report,
and Global Date Filter panels, located at the bottom of Projetex Workstation window.

Reset All to Ocean/Reset all to Silver — these buttons reset all color settings to default color
schema: Ocean or Silver.

Currently selected row in all tables — these are colors for highlighting currently selected record
in Projetex tables.
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Colors: Statuses

Depending on their current status, quotes, projects, jobs, invoices and POs are highlighted with
different colors in Projetex. Colors: Statuses section of Current User Settings window can be
used to change these colors.

Example:

Fragment of client jobs table, as seen in Projetex Workstation:

Job Mame Campleted
Training Schedule Translation - Mo -
Training Schedule - Mo -
Training Schedule - proofread - Mo -
Training Schedule - OTF 1I2202008 310 P

In this case, the status colors are set as follows:

Black — the job is completed.

Green — the job is not completed yet, deadline in the future.
Blue — the job is not completed and due today.

Red — the job is not completed and overdue.

The following status colors can be changed:

Quotes statuses:

e Accepted (default status color is green)

¢ In Process (default status color is blue)

e Rejected (default status color is red)

Current Projects and Jobs statuses:

e Deadline isin the future (default status color is green)
e Deadline istoday (default status color is blue)

e Deadline isin the past (default status color is red)
Outstanding Invoices/POs statuses:

e Not Due Yet (default status color is green)

e Due Today (default status color is blue)

e Overdue (default status color is red)

e Not invoiced (POs only) (default status color is orange)

Use the corresponding buttons to open color panel and set the color for each status of quotes,
current projects and jobs, outstanding invoices/POs.
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A color highlight warning for projects and jobs is even more customizable: you can specify how
much in advance warning statuses are assigned.

Fonts and Sizes

On Fonts and Sizes tab of Current User Settings you can set font and size of the text in Projetex
tables.

Select the font type and font size from the corresponding drop-down lists:

e Font name and font size in all tables section contains controls for fonts used in grids (tables).
Click Reset button to set default value of font and size: MS Sans Serif, 8pt.

¢ Interface font size drop-down list can be used to set size of fonts used in GUI (buttons, drop-
down lists, labels and so on). GUI fonts size can be scaled from 8 to 10.

Select size of pages:

e Number of rows in page mode allows to set proper number of rows to be shown on single
table page in case Page Mode is activated.

e Number of rows in page mode for schedules allows to set proper number of items shown on
single schedule page in case Page Mode is activated.

% Note: To disable Page Mode, choose Page Mode Off option from Number of rows in page
mode and Number of rows in page mode for schedules drop-down lists.

Position of Custom Fields

Custom fields can be used to customize database structure. By adding custom fields, you create
possibility of entering additional data types to various areas and profiles of Projetex. Each field
appears as additional control (text line, drop-down list and so on) in respective windows of Projetex
Workstation.

Custom fields presence for each part (Navigation bar areas) of Projetex :

e Clients: Main, Quotes and Client Jobs and Invoices tabs of Client window

e Projects: Main, Client Jobs, Corporate Jobs, Freelance Jobs, JAs and POs tabs.

e Corporate Team: Main, Corporate Jobs and JAs tabs, Corporate Expenses

e Freelancers: Main, Quotes, Freelance Jobs and POs tabs.

Available types of custom fields: number, checkbox, string, text, date, time, date and time.
Each custom field belongs to a certain group of custom fields.

Custom fields can be added on Custom Fields tab of Corporate Settings (Server Administrator)
window.

On the Custom Fields design tab of the Current User Settings you can design the view of
custom groups (custom fields are grouped by) you create.
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Check Top option to place custom groups' tabs on the top of the tab. Check Left option to place
custom groups' tabs on the left of the tab.

Schedules

Use Schedules tab of the Current User Settings window to select icon display options on the
Schedule bars marking the Projects/Client Jobs/Expert and Freelance Jobs in the Schedules
of Projetex:

Always — Icons are displayed on all Schedule bars:

Client Jobs and their {UERRl]
Expert Johs 22 |23 |24 |25 |26 |27 |2 |23 |30

,i;. Tranzlation

Content translation

.ﬁ. Caontent tranzlation

With Distinct Jobs — The icons are displayed only on Schedules where both Corporate and
Freelance Jobs are displayed:

Client Jobs and their 20l
Expert Jobs

&7 GlobalSy's manual |

Global=YS manual [can...

™ GlobalSys manual [zanzulti

Never — No icons displayed on Schedule bars whatsoewer:

Client Jobs and their FEuCyli=ganiil
Expert Jobs

Localization s TUUM...

Localization wia fulnne. com [conb

Localization e fuun. . Localization e fuunre. com [i

Projetex Server settings

Corporate Settings

General Section of Corporate Serrings Tab

On the General tab of Corporate Settings window base currency, payment terms for freelancers
and postal address format can be set.

General tab opens automatically when you switch to Corporate Settings tab of Projetex Server
Administrator.

Base Currency button can be used to set or change base currency of your company. After
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changing base currency the program will offer to re-define the currency exchange rates. Base
Currency button is available only in offine mode of database. To switch database offline, Go
offline button on Database tab of Projetex Server Administrator.

Freelancer Payment Terms button can be used to edit default payment terms for freelancers.
Click this button to open Edit Payment Terms for Freelancers window. With the help of Edit
General Payment Terms for Freelancers dialog you can configure payment conditions for
freelancers, including:

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

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

e Select Unknown/Other to disable automatic payment terms control.

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

% Note: To set individual payment terms to certain freelancer, use Payment Terms button in the
freelancer's profile on the Main tab of Freelancer window.

Postal Address Format button can be used to set default display order of postal address elements
(like country, city, ZIP code and so on) in the printed documents. Use Move Up and Move Down
buttons to change order of postal address elements. If you need to separate postal address
elements using some special character (for example, comma), you can type this delimiter in
Address Fields Delimiter field.

Invoices in the middle of range can be deleted check box deactivates default security system
that does not allow deletion of inwoices, which are in the middle of range.

To Enable numbering of Client Invoices copies - select the corresponding option.

Mark new corporate jobs as approved - select this checkbox to have all new corporate jobs
automatically marked as approved.

Mark new freelance jobs as approved - select this checkbox to have all new freelance jobs
automatically marked as approved.

Users and Access Section of Corporate Settings Tab

Users and Access area can be used to browse existing user accounts, create new users, modify
access rights of existing users, and export user list.

Double-click any user in the list to edit access rights of that user.
Click New button to add a new user account.

Click Edit button to edit currently selected user account.

Click Delete button to delete currently selected user account.

Hide blocked users option remowves the users, which are marked as blocked, from the view in the
list.
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ODBC Access Section of Corporate Settings Tab

ODBC Access area of Corporate Settings tab can be used to enable access to Projetex database
through the ODBC and to set a password for such access.

Detail information regarding ODBC access processing can be found in ODBC access in Projetex
section.

Access Roles Section of Corporate Settings Tab

Access roles are presets of access configuration for a number of users with similar access to
Projetex windows and tabs. These presets can later be used to quickly assign access rights to
new users or change access rights of existing users.

Double-click any access role in the list to edit access rights granted by that role.
Click New button to add a new user access role.
Click Edit button to edit currently selected access role.

Click Delete button to delete currently selected access role.

Codes Section of Corporate Settings Tab

In Projetex "global" codes are used to identify projects, clients, experts, inwices and POs. These
codes are generated automatically upon creation of respective item and cannot be edited by users.

Next Codes button will open Next Global Codes dialog, which can be used to assign next values
of global project, inwice and PO code counters.

Prefix field can be used to enter custom prefix to Global Inwice Codes.
Suffix field can be used to enter custom ending to Global Invoice Codes.

Enable annual numbering resets checkbox can be used to perform a switch from sequential
invoice numbering to the one which would start from inwice number 1 each new year.

J’ Note: This procedure is irreversible. After Enable annual numbering resets is selected,
these resets cannot be rolled back.

Invoices for Clients drop-down list can be used to select the code (global or client-specific) to be
used as default file name when saving invoices for printing.

POs to Experts drop-down list can be used to select the code (global or expert-specific) to be used
as default file name when saving purchase orders for printing.

Folders Section of Corporate Settings Tab

Location of BusinessServer folder as well as automatic folder creation options can be changed with
the help of Folders tab of Corporate Settings window in Projetex Server Administrator.

To open Folders tab, click Folders in the left part of the Corporate Settings window.

© 2011 Advanced International Translations



Projetex Administration 130

Business folder location

General tab of the Folders section can be used to change location of the Business folder. Client,
project and expert folders are located inside the Business folder.

To change the default location, click Change button and select new location on a local PC or in a
network.

Folder settings
Other tabs of the Folders section represent different types of folders inside Business folder.

Use Add Folder or Add Subfolder buttons to add folders which will be automatically created
inside of each new client, project, expert, JA and PO folder.

Project folder tab also can be used to configure the names of project folders.

Automatic folder creation

With the help of automatic folder creation feature for any folder in Projetex you can define a number
of subfolders to be automatically created upon creation of their parent folder . To enable this feature
for certain folder type, select Automatic Folder Creation checkbox on the tab of required folder in

Projetex Server Administrator, in Folders section of Corporate settings tab.

Every time Client, Project or Expert folder is created by Projetex Workstation, any folders or
subfolders added to respective tab of Folders settings will be created in that folder automatically

To disable creation of customized folders clear Automatic Folder Creation on the corresponding
tab.

All changes with these custom folders will not be implemented for client and expert with existing
Client or Expert folder.

Project folder name

The way Project folders are named can also be customized to some extent. Name of each
Project folder can consist of the following components:

Project code (obligatory)
Project manager name
Project name

Composition of Project folder names can be modified on the Project Folder tab of the Folders
tab of Projetex Sener Administrator Corporate Settings.

Click Update Folders button to apply changes to the names of all Project folders, created before.
This feature is available only for name of projects' folders and does not have effect on other folder
names.
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Salutations Section of Corporate Settings Tab

Use Salutations tab of the Corporate Settings window to create new or edit existing salutations if
needed.

Double-click any salutation in the list to edit it.
Use New/Edit/Delete buttons to create, modify or delete custom salutations.

These are the options which appear in the Salutation drop-down list when creating or editing
contacts.

[ Edit Contact

Custom Fields Section of Corporate Settings Tab

Custom fields and their groups can be created and edited in this area.

Clients, Projects, Corporate Team and Freelancers tabs represent respective windows in
Projetex Workstation. The tabs below them represent concrete areas where custom fields can be
added.

Groups of custom fields can be managed with the upper buttons line.
Custom fields of each of the groups can be managed with the help of lower buttons line.

Move Up and Move Down buttons can be used to change the order in which custom fields are
displayed in Projetex Workstation.

Corparate S These tabs represent Projetex windows in which custom fields can be created

Clients (] (=T (S el | 1SCIal L

b ain [luotes Jobs |Fvoice These buttons control

( NewGroup || EditGroup || Deletsroup | Move Up Grop || o= [ 9"OUPS OF custom fields

Group of fields ( MewField || EditField || DelsteField || MoveUpField || Move Down FieIdD
Cormrmot

Confirm Changes Cancel [ Fix Sarting ]E ange Group
Field Mame Field tppe
First contact: These buttons
Active Client Checkbox control custom
5 pecialization Test Line fields of currently
Refernal Text Line selected group
Special terms Tesxt Line
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Detail information regarding Custom Field processing can be looked into Database Customization
section.

Custom Variables Section of Corporate Settings Tab

Global custom variables can be created here. These variables can then be used in document
templates.

Double-click any custom variable in the list to edit it.

Use New/Edit/Delete to create, modify or delete custom variables.

| New | Edit || Delete |

E -
CORPADDRESS Existing custom variables _
EtalL

SLOGAMN

COMPaMNY_FULL_MAME

Text, which currently selected variable -

Pleaze remit funds to Bank of Mew “ork, will display in a document

this custom variable - \PAYMEMT 1Y iz global can be uzed in any R TF-report throughout Projetes

Example:

If you enter EMAIL as a name of the variable and info@marsonlymars.com as a content, you
will be able to use \EMAIL\ variable inside all your .rtf templates.

If later e-mail of your company changes to info@venusforever.com you will not have to change
it in all templates but will be able to do this only once in Administrator: global custom
variables.

When adding custom variables to templates, be sure to enclose variable name between two
"backslash" symbols.

Example:

To add an EMAIL variable to a template, open template with a text editor and type \EMAIL\ on
the location where variable text must be displayed.
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Custom Queries Section of Corporate Settings Tab

Custom queries can be created here. Queries can be used to extract and export data directly from
Projetex database without the use of Projetex Workstation.

Double-click any of the queries in the list to open this query Query Builder window.

Use New/Edit/Delete to create, modify or delete custom queries.

Click Export Data button to save query results in TXT, CSV, HTML, RTF, XLS or PDF file.
Click Print Data button to send query results directly to printer.

Click Load button to import a custom query from a PXQ file.

Click Save button to export custom query to a PXQ file.

Custom Reports Section of Corporate Settings Tab

This area is intended for custom reports administration. The following options are available for
custom reports:

Use New/Edit/Delete to create, modify or delete custom reports.

Click Edit Details button to open Edit Custom Report window where reports name and description
can be changed.

Click Set button to create a display sample of currently selected report. This sample will be
displayed when the report is accessed from the Projetex Workstation.

Click View button to preview saved sample of currently selected report.

Click Clear to delete saved sample of currently selected report.

Click Preview button to run currently selected report and view its results in a separate window.
Click Load button to import a custom report from a PXR2 file.

Click Save button to export currently selected custom report to a PXR2 file.

% Note: Custom reports which are displayed in Custom Reports section of Projetex Server
Administrator are the ones currently integrated into Projetex database. PXR2 files are used solely
for export-import purposes, thus deleting PXR2 file from C:\Program Files\AIT\Projetex 9\Projetex
Server\Reports\ will not delete any of reports in database.

CATCount Section of Corporate Settings Tab

This area contains a few controls of CATCount tool used to calculate wolumes of computer-assisted
translation.

Select Enabled check box to enable CATCount in Projetex Workstation.

Click Change button and select wordcount units in which CATCount must provide its counts.
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CATCount supports only word-based units.

When this feature is enabled, CATCount button appears in New Client Job (Edit Client Job),
New Corporate Job (Edit Corporate Job), New Freelance Job (Edit Freelance Job), New/
Edit Client Quote, and New/Edit Freelance Quote dialog windows of Projetex Workstation.

% Note: Units displayed in this list can be edited in Volume Units area of Corporate Settings
tab of Projetex Workstation.

Sound Alerts Section of Corporate Settings Tab

In Projetex the following events are announced with Sound Alerts:

¢ insufficient disk space reached on Projetex Sener PC;

¢ time for editing of a locked record expires on Projetex Workstation PC.

To open Sound Alerts tab, click Sound Alerts in the left part of Corporate Settings window.

To enable insufficient free disk space alert select Insufficient disk space on Server PC, warn if
less than ... Mb option and specify free disk space (If free space left becomes less than a volume
specified, sound alert starts).

To enable locked records time expiry alert, select the corresponding option.

Database Administration
Starting and Stopping Database Server

Firebird Database Server is a database engine which should be up and running in order for Projetex
database to function. Though in some cases you may need to stop Firebird Server temporarily.

You can start/stop Firebird Database Sener from the Database Server tab of the Projetex Server
Administrator.

When Firebird Database Server is stopped, all database operations are not accessible. No Projetex
Workstations can connect to database, and set of Projetex System Administrator features is
limited by Database Server tab.

Stopping the Server
The following procedures may require stopping Firebird Senver.

e Manual backup. When Firebird Database Sener is stopped, it is safe to copy projetex.fdb
database file to another location by means of Windows® Explorer. Resort to this kind of backup
only in cases when regular backup does not work for some reason. In all other cases regular
Backup command does its job well without need to switch database into offline mode or stop
Firebird Database Senver.
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e Manual restore. When the server is stopped, it is safe to place projetex.fdb stopped-server
backup file you have made before into its original location (C:\Program Files\AIT\Projetex 9
\Projetex Server\Database\).

e Moving current database away before running regular restore.

e Upgrade of the Firebird Database Server software. You will be notified when this upgrade would
be recommended.

j Note: Stopping Firebird Database Server is a critical operation, which can result in data loss if
some users are connected to the senver. Always switch database into offline mode (it can be done
from the Database tab of the Server Administrator) to ensure no Projetex Workstations are
connected to the Database Sener before running Stop Server command.

j Note: It is not recommended to install newer versions of Firebird Database Server unless there
is an explicit recommendation to do this from Projetex Support. We will thoroughly test all future
versions of Firebird, their proper functioning with Projetex Server and Workstation software, and will
consider all pros and cons before recommending upgrade. Voluntary upgrades may cause unstable
operation of Projetex.

Switching database offline or online

To change status of the database click Go Online or Go Offline button (depending on current
database status) on Database tab of Projetex Server Administrator.

The following options are available when switching database offline:

Normal (recommended) — Projetex will wait for the specified time until all workstations have
disconnected before turning database offline. Projetex Server will not proceed with shutdown if at
least one Workstation remains connected.

Restrictive — this shutdown mode is the same as Normal mode, only this time new connections
are not permitted while Projetex Server is waiting for Workstations to close. Projetex Server will not
proceed with shutdown if at least one Projetex Workstation remains connected.

Forced — forcefully disconnect all Projetex Workstations from database. Using this option is
inadvisable, since such operation may cause the loss of data being entered into Projetex at the
time of shutdown.

Backup

It is recommended to perform regular backups of Projetex <%VAERSION%> database. You can
perform backup of the database at any time by clicking Backup button on the Database tab of the
Projetex <%VAERSION%> Server Administrator.

To perform a backup operation:

1. Click Backup button on the Database tab of Projetex Server Administrator.
2. Specify the location of backup file by clicking Select button.

3. Enter backup file name in the Backup File field.

4. Click OK button to begin backup operation.
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Quick Optimization

Optimization operation frees up the unused space in the database file which may improve
performance on some systems. This operation can be performed from the Database tab of the
Projetex Server Administrator.

To perform a quick optimization:
1. Click Quick Optimization button on the Database tab of Projetex Server Administrator.

2. Click Yes button in the confirmation dialog and wait for the quick optimization process to
complete.

Need for optimization may vary depending on the number of records in database and number of
everyday writes to database, but running Quick Optimization at least once a week is a good
practice.

J’ Note: Quick Optimization is performed automatically during Backup command. If you do
backups regularly, there is no need to run Quick Optimization.

Autobackup Service

Autobackup engine allows to configure Projetex to back up database automatically by defined
schedule.

Autobackup Service Options I e et

b ain Advanced
Autobackup available
_ . < Wheek dayz
(@ After each interval [bh:mm) m Monday
(71 By zchedule Tuesday
Wednesday
Thursday
Friday
S aturday
Add Femove Sunday
Backup Fath:
C:AProgram Filesal TAProjetex 34Projetes SereertBackupsh,

On the Main tab of Autobackup Service Options window the following options can be configured:
e Autobackup available - select this check box to activate autobackup senvice.

e After each interval (HH:MM) option configures senice to be run every time after given time
passed since last autobackup. Maximum periodicity available is every 15 minutes.

e To configure autobackup service to be run in the certain time, select By schedule check box.
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Use Add and Remove buttons to create new time rule and delete existing respectively.
e Week days block - select necessary days of the week for automatic backup

e Path to sawe autobackup files can be changed by clicking Select button to the right of current
path and browsing for proper folder in Select directory dialog.

On the Advanced tab of Autobackup Service Options window the following options can be
configured:

e Cleanup old backups block - for disk space economy system can periodically delete old
backup files. Select Enable cleanup to switch this option on. Enter number of days after which
backup files will be considered as outdated into Cleanup backups which are older than field.

¢ In Log block it is possible to activate autobackup log to record all automatic backup senice
operations. Select Enable Log check box to activate proper option. Logs can be recorded either
within predefined period or constantly. Use Keep logs for last N month drop-down list to specify
log record duration. Click View Current Log... button to browse through latest blog records.

e ZIP block - select Backup as ZIP archive to make senice generate automatic backups in ZIP
format instead of FBK.

Restore

Restore command is performed to restore the database which you have saved in the backup file
created earlier (by running Backup command).

To restore your database from a backup file:
1. Turn your database offline by clicking Go offline button.

2. Open your database folder (its address is displayed in Projetex Database: information string)
and rename (or delete) your current Projetex.fdb file.

3. Click Restore button on the Database tab of Projetex Server Administrator.

4. Click Select button in Restore Database dialog and locate required backup .FBK file (by default
these files are stored in C:\Program Files\AIT\Projetex 9Projetex Server\Backups\) and click OK to
begin restore operation.

3 Note: As a security measure, Restore command requires you to move away existing database
from database path (C:\Program Files\AIT\Projetex 9\Projetex Server\Database\projetex.fdb) first.
Make sure that the database is in Offline mode before moving it away. If Windows® generates
"Access denied" error during move operation, stop Firebird Database Sener.

Run Update Script

In some cases, when you update your Projetex Server Administrator or Projetex W orkstation,
database needs be updated as well. Usually database version is automatically updated during
Projetex Senver setup, howewer there may be exceptions. In this case database can still be updated
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manually by running a database update script.

Update scripts are always installed together with Projetex Server Administrator and can be found in
C:\Program Files\AIT\Projetex 9\Projetex Server\DBUpdates\ folder in the form of .PTU files.

To update database using a database update script:
1. Turn your database offline by clicking Go Offline button.
2. Click Run Update Script button from the Database tab of the Projetex Server Administrator.

3. Locate the script which updates your current database version to a next version. Current
database ersion is displayed in Database Version: string on the Database tab of Projetex Server
Administrator. Repeat update operation until you have the most current database version.

Example:

Installed database version is 8.91.0 and software update requires 8.93.0 database version. In
this case you need to consecutively run two updates (first dbx91t092.ptu and then dbx92t093.
ptu). Update files are not necessarily updating from the one number to the next.

J’ Note: Projetex Sener Administrator does mandatory backup before each database update
operation, for maximum security of data in case anything goes wrong during the update.

J’ Note: You can run Update Script command in Offline mode only.

Clear Locks

To preserve database integrity in cases when several users simultaneously try to access certain
database record, Projetex locks the record when it is being edited and unlocks it when the edit
window is closed.

If some technical problems occur the unlocking of the record may fail and this will render the record
unavailable for all users.

In this case you can use Clear Locks procedure to unlock the record.
To run Clear Locks procedure:
1. Turn your database offline by clicking Go Offline button.

2. Click Clear Locks button from the Database tab of the Projetex Server Administrator.

% Note: Be sure to switch back to the Online mode to make Projetex Server available for Projetex
Workstation again.

Check Integrity

Run Check Integrity operation in case if Projetex displays check integrity error messages.
To check your database for integrity:
1. Turn your database offline by clicking Go offline button.

2. Click Check Integrity button.
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% Note: Do not forget to switch back to the Online mode to make Projetex Sener available for
Projetex Workstations again.

Repair

Repair operation attempts to repair database integrity using a "healthy" database file copy. Perform
Repair operation in case you are receiving errors after running Check Integrity command.

To repair your database structure with the help of backup database file copy:
1. Turn your database offline by clicking Go Offline button.
2. Click Repair button.

As a security measure, Projetex Server Administrator cannot run any repairs on the original
location of the Projetex database (C:\Program Files\AIT\Projetex 9\Projetex Server\Database
\projetex.fdb). You should copy the database to some other location before running Repair
command. Do not forget to switch database into Offline mode before copying, otherwise copy can
be imperfect.

3. Specify the location of the database copy by clicking Select button.

% Note: One way to obtain a copy of your database file with the help of backup database file copy
is to rename or mowe your current Projetex.fdb file and run Restore operation. After the process has
been completed, mowve the restored Projetex.fdb file to C:\Program Files\AIT\Projetex 9\Projetex
Server\Repain folder, return your current Projetex.fdb to C:\Program Files\AIT\Projetex 9\Projetex
Server\Database\ folder, and attempt repair operation.

3 Note: If Repair fails, the only alternative is to restore database from most recent backup,
therefore it is important to backup often or use Autobackup Senice.

View Online Users

Current Projetex Workstation connections can be viewed on the Database tab of Projetex Sener
Administrator. The total number of current connections is displayed in Active Connections:
information string.

To view connection details, click List button on the Database tab of Projetex Server Administrator.

This will open Logged users window listing all currently logged in users. You can disconnect
selected user using Disconnect button in Connected Users window.

Database Customization
Custom fields

Projetex supports database structure customization in the form of adding custom fields to certain
tables in database. Custom fields can be added with the help of Custom Fields section of
Advanced Settings window.

% Note: You can create custom groups of fields as well and variables for displaying custom fields
value in your .rtf templates.

© 2011 Advanced International Translations



Projetex Administration

140

To open Custom Fields tab click Custom Fields in the left part of Projetex Serner Corporate
Settings window.

When creating a new custom field, you will need to specify a group of fields to which the newly
created field belongs. So if you want it to be other than default Common group, create custom
Group of fields first.

Custom fields can contain the following data :

1. Clients:

Main tab of Client window (client profile)

Quotes to Clients

Client Jobs
* Invoices
2. Projects (Main tab of Project window only).
3. Corporate Team:
e Main tab of Corporate Expert window (expert's profile)
e Corporate Jobs
e Corporate Expenses
* JAs
4. Freelancers:
e Main tab of Freelancer window (freelancer's profile)
e Freelancer Quotes
¢ Freelance Jobs

* POs
Creating Groups of Custom Fields
Each group of custom fields represents a separate tab in Projetex Workstation.
Example:

Client Profile Accounts Custom Fields
C Commaon Data Financial Data Additional Information )

First contact:
IEI Groups of custom fields
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To create or modify a group of custom fields:

1. Run Projetex Server Administrator.

2. On the Database tab click Go Offline button.
3. Switch to Corporate Settings tab.

4. Click Custom Fields.

5. Select the table to which a new custom field must be added.

W Projetes B Serser Sdeninmtrabor S -
Halz

Dintabisss 5 anwm [rmisbosie Ciapesies 5 stiengy

[] Genewsi If’ T e Ty pe— e p— )

I.EI ::LEH;:T‘::-N % Man Chades Sk [

B oo Aok Mew Giosn || B Bioag Dot Do s Lip Gaocna iyt Do B |

ﬁ;xm T ’ | = s e e ey re———— .

—— Frar Clients Projects Corporate Team Freelancers

L Custom pinties " . L "l -

B Comrens Main | Quotes | Jobs Invoice

E -;':.r.t:::n Fsteral Test Line

5 pesoa bearvs Tiealt Line:

6. Click New button in the group of fields control buttons or double-click any group to edit its name.

% Note: To be able to delete the Group of fields, you need to delete all Custom Fields it
contains first.

To change the order of the Group of fields, i.e. the order of tabs with custom fields, use Move Up
Group/Move Down Group buttons.

Creating Custom Fields

Custom fields can be created on Corporate Settings tab of Projetex Server Administrator. To
create or modify custom fields:

1. Run Projetex Sener Administrator.

2. On the Database tab click Go Offline button.
3. Click Corporate Settings tab.

4. Click Custom Fields.

5. Select the required area tab (Client, Project and so on)

© 2011 Advanced International Translations



Projetex Administration 142
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6. Select a group of fields.
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6. Click New button.

i Projeiex & Senver Adminainetor

Help
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3. Fill the fields of the New Custom Field window:

Coxlat

Confirm Ehanges

¢ Enter the name of the new custom field in Name field.

¢ Select the data type of the new custom field from Type drop-down list.

¢ (Optional) Enter the name for this custom field; you will be able to use this variable in the .RTF
templates.

¢ Click OK button to add the specified custom field or click Cancel to discard.
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Example:

To create a custom field that will look like a drop-down list, select Text line as data type, and
then select Has fixed list of values check box. Enter the options for that check box in the
field that appears:

Mew Custom Field Iiléj

Marne: Drop-down lizt field

CTHPE: | Text Line )

Warable: Y \

C haz fived list of valueD
I ﬂl;tiu:-n 1 “

Option 2
Option 3
Option 5

ooo
ooo
ooo

S ~/

[ " OK ” 38 Cancel ]

To mowe the custom fields to another Group of fields, i.e. another tab, click Change Group
button, point with the mouse arrow at the target Group of fields (Group of fields records become
blue when you point at them), and click on it once.

To change the order of custom fields, use Move Up Field/Move Down Field buttons.

To confirm changes which you have done, click Confirm Changes button.

3 Note: If you have not clicked this button and go out from Custom Fields settings, Projetex will
ask you whether changes must be saved.

Accessing Custom Fields

Custom fields can be accessed on Custom Fields tab of respected area in Projetex Workstation.

Fields created under Clients and Main tab can be accessed on Main tab of Client window in
Projetex Workstation.
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@3' Client: Internet Security Technologies

Main Contacts Marketing Prices Quotes Projects Client Jobs Invoices Payments
[ Mew Client ] [ Clone ] Client Profile Accounts Custom Fields
[ Delete ] [ Client Code: | INTSEC
MName: Internet Security Technologies
Starts with - | ! )
[ Account Managers: | wvilliam McSun
Mame

Internet Security Technologies

Unlimited Concepts Unified

Translation Designs fo [ Postal Address: J Kauppatori 4
Culu
Enigma Server Technologies, Inc Finland

Fields created under Clients and Quotes tabs can be accessed on the Edit Client Quote window
in Projetex Workstation.

[Edit Client Quote (P —
= Client: Internet Security Technologies
Fe'S ClientPM: | Olle Rosenaren

Caorporate PM: | John Brown

Draft Project:  Mulla quam.

Client Jobs Request for Quote Answer Custom Fields

| New || Edit || Delete

Mame Group of Semnvic| Senvice LInit
DTP Tasks DTP in Adobe PageMake|pages (1800 charact

Fields created under Clients and Jobs tab can be accessed on the Edit Client Job window in
Projetex Workstation.

Edit Clhent Job (Protected mode, 15:00 left) e
II 0 Client; Definition Designs
i:J;F' Project: 0018, Engine scheme ER-34221
Client Account: Main
| ClientPM: Sung Chang

Instructions Wark Motes Custom Fields Praoj

Mame: Engine scheme ER-34221 (DTP)

Group: |Editing j

Fields created under Clients and Invoices tab can be accessed on the Edit Invoice window in
Projetex Workstation.
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Edit Invoice (Protected mode, 15:00 left) [ 2 [weess
= From: Advanced International Translations @ Date Sent 25.08.2010 [~
,"; To: Internet Security Technologies Code: IMTSECOO01
[¥| Approved (Jobs Locked) Global Code: ACME-I0017/2010
Aftention: |Char|0ﬂa Rintala ﬂ
IlentJobs Adjustments Fayment Method Linked with Payments Motes Custom Fields
[ [#] Add Job to Invoice ] [ [=| Remave Job from Invoice ]
Completed Job Code | Job Name Client FM Group of Ser| Sernvice
JINTSECODI|SSH technolo | Charlotta Rintala

Fields created under Projects tab can be accessed on the Main tab of Project window in Projetex
Workstation.

. Project: 0035, SSH technology

Main Tree Client Jobs Corporate Jobs Freelance Jobs Freelance Team JAs PC

Project Profile Custom Fields

Starts with
Client; Internet Security Technologies

5 Sl J Client Account: (Default) Main: William McSun

0021 HIGHTECHPRO H-210 smartphone sp | X

002z Translation conference report Client PM: Charlotta Rintala
0022|VPM connection troubleshooting R Corporate PN | William McSun
= '

| NewProject || Delete |

0024 Virual Interface Motes

Fields created under Corporate Team and Main tab can be accessed on the Main tab of
Corporate Expert window in Projetex Workstation.

_ f_f‘ Corporate Expert: Allyson Laven

Main Corporate Jobs JAs Files Infa Schedule

[ TV e " H Bkl ] Expert Profile Custom Fields

[ Expert Code: | AL

Starts with h [E [ MName: ]Allyson Laven

Mame [ Contact Info: ] E-mail: Allyson@projetex.com
] Phone: + 32 223 4390324
Javier Kuster [ Mext Codes: ]
Bryon Ortolano
: — [ AHC: ] 15,00
Alvaro Wigren =

Fields created under Corporate Team and Jobs tabs can be accessed on Edit Corporate Job
window in Projetex Workstation.
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Edit Corporate Job (Protected mode, 15:00 left)

Instructions

Project: 0047, Marital contract translation

i Client Account: Main

Corporate Expert: - Not Selected -

Wark Motes Custom Fields

Mame: Marital contract proofreading

Group: |Editing

Senvice: |F'rnnfreading

-]
-]

Yalume: 22100 |wnrds

ﬂ[ ==AnyCount ]

Time Spent; |EI EI: hours |EI EI: minutes

Productivity: 0 wards/hour

146

Fields created under Corporate Team and Corporate Expenses tabs can be accessed on Edit
Corporate Expense window in Projetex Workstation.

-

Mew Corporate Expense

] :_:: :_-..

L)

Date: 01.08.2011

Value:

Description:

Main Custom Fields

Dv

1000,00

Transportation cnstsl

Fields created under Corporate Team and JAs tabs can be accessed on Edit JA window in

Projetex Workstation.

-

Edit JA (Protected mode, 15:00 left)

E1:Y

tdd Job to JA

= Corporate Expert: Jennie Schofield

- 5!- Project: 0025, LS Drive - 1305m
[] Approved (Jobs Locked)

Expertans Instructions Custom Fields

[ [=] Remave Job from JA ]

Assigned Job Code
J-J50001

Job Mame

LS Drive - 1305m -

Volume | Group of Senvi

Translation
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Fields created under Freelancers and Mains tab can be accessed on Main tab of Freelancer
window in Projetex Workstation.

,w Freelance Expert: Hilda Herald

Main Application Prices Quotes Freelance Jobs POs FPayments Balance Files
[ TR e ] [ Delete Expert Profile Custom Fields
[ Search ] Expert Code: ] HH

(
Name: Hilda Herald
gL e e
( | 321 Callins Avenue, Miami Be;

Postal Address:

MName Miami Beach

Hilda Herald s Florida

Ernest Fredrickson ,l]'-tl £ i hild ithel
UEEELALE R [ cantad Info. ) o o1 308 700904

Fields created under Freelancers and Quotes tabs can be accessed on Edit Freelancer Quote
window in Projetex Workstation.

Edit Freelance Quote (Protected mode, 15:00 left)

Freelancer:
Vesa Kopitello

Details Request for Quote Answer Custom Fields

Possible Job: Purchase estimates

Group: |Trans|atinn j
Senvice: |Eng|ish == Finnish j
Volume: 23445 |words j ==Any

Price: 0,023 perunit -+ | ==Prict
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Fields created under Freelancers and Jobs tabs can be accessed on Edit Freelance Job window
in Projetex Workstation.

Edit Freelance Job (Protected mode, 15:00 left)

l} Project: 0020, "New challenges in virtual world" i
' Client Account: Main

et

Freelancer: Vesa Kopitello Mane

Details Instructions Waork Motes Custom Fields PO

MName: |"Mew challenges in virtual world™ article

Group: |Tra|15lati-3n J
Senvice: |Eng|i5h == (zerman J
Valume: 11 |- Mone - J == AnyCount

Price: 50,00 | | per unit == Prices
Total: 50,00

Fields created under Freelancers and PO tabs can be accessed on Edit PO window in Projetex
Workstation.

[Edit PO (Protected mode, 15:00 left D — ~
— From: Advanced International Translations © Date Sent 10.C
R . i
] fh To: Vesa Kopitello Code: PO-
) Project: 0035, 55H technology
Global Code: ACHK
[ Approved (Jobs Locked). Project Manager: William McSun
Freelance Jobs Adjustment Linked with Payments Motes Custom Fields
Add Jobto PO [ Remove Job from PO
Completed Praoject Cod Job Code Job Mame Group ¢
- 22052011 18:00:00 JVK0002 SSH technology
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Managing Users
Adding/Editing a user

Projetex Workstation accounts can be created and modified in the Projetex Server Administrator.
To add or edit a user account:

1. Run Projetex Server Administrator.
2. Click Corporate Settings tab.
3. Click Users and Access.

4. Click New or Edit button to create a new user account or modify an existing one. Also you can
double-click any user in the list to edit access rights for this user.

5. Enter new user credentials and configure necessary permissions to certain sections and tabs in
New/Edit User window.

Edit User (-8

Positior:  Project Manager Local Reports
Yiew Reports [] Export
Show 8HC data [ Print
[ Wiew Template Settings
Marme
Femando Lusena Access to Mavigator
e Access to windows with multiple pages
Login EET -
Fermanda | Client Price List
v Em?ﬁﬂlgfhams Project Corporate Expert Freelancer
Password W Invoices to Clisnts Main V| Main W Main v Main
xxxxx W Payments from Clistits Contacts v| Tiee | Corporate Jobs ¥| Application
w| Balances of Clients Marketing v| Client Jobs Wl i v Frices
| Schedule of Projects Prices | Corporate Jobs v Files v Quotes
[l Acoess i blocked | Project Quates v Freelance Jobs | Info | Freelance Jobs
W/ Client Jobs L Projects v Freelance Team W Schedule v| POs
[ a— Fiol | Corporate Jobs 3 Cliertt Jobs vl Jas v Payments
I et on pngess ok V! Freslance lobs Inuoices ¥ POs ¥ Balances
v Project Balances Papments vl Balances ¥ Files
User's E-mail | Schedule of Client Jobs Balances v/ Files ¥ Info
| Corporate Expert Filers v Irfio v Schedule
Corporate Jobs [s] v Schedule
| Job Assignments Schedule
Corporate Expenses
| Schedule of Corporate Jobs
! Freelancer
| Freelance PriceList
| Quotes from Freelancers
Freelance Jobs Z

) Advanced [uzer can wiew all clients and projects and can assign Account Managers and Project Managers]
@ Mormal [user can wiew only assigned clients or projects and can assign Project Managers |

) Corparate Expert (Auto]

o
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New/Edit User Window
In this window access rights of a user can be configured.

General information

Edit User (L9 [

Positior: - Production Manager X Local Reports
V| iew Reports V] Export
V| Show AHC data 7| Prirt:
/| Wiew Template Settings
Name
Bartholomeo Rodriges Access to Mavigator
Access to windows with multiple pages
Login Client -
production Client Price List ol
E‘ll.::;ejolgsthenls Project Freelancer
facsseord Invoices to Clients M i v Main Main v ain
Payments from Clients Contacts v Tree Corporate Jobs | Application
Balances af Clients Matketing v Cliert Jobs diss ¥ Prices
W Scheduls of Projects Prices v Corporate Jobs Files | Cluotes
aec=stibocked | Project Quotes v| Freelance Jobs Intoy | Freelance Jobs
| Client Jobs L Projects v Freelance Team Schedule ¥ POs
W Corporate Jobs 3 Clignt Jobs vl JAs v| Payments
Copy from Access Raole ¥ Froclanca Jobs |woices v| POz | Balances
| Project Balances Paymerts v/ Balances W Files:
User's E-mail | Schedule of Client Jobs Balances v| Files | Info
Corporate Expert Files v Irfa v Schedule
Corporate Jobs Info v| Schedule
w| Job Azsignments Schedule
Corporate Expenzes
| Schedule of Corporate Jobs —
| Freelancer
Freelance Pricelist
Quates from Freelancers
Freelance Jobs b

@) Advanced [user can wiew all clients and projects and can assign Account Managers and Project Managers)
Naormal [user can view only assigned clients or projects and can assign Project Managers |

Corporate Expert [Suto)

o OK 3¢ Cancel

Name field is used to enter actual full name of the user. This name will be used in Projetex to refer
to this user. This is not a login name.

Login field stores user name, used to log in to Projetex.
Password field stores this user's password. Passwords are case-sensitive.
Access is blocked check box can be used to disable this user account.

Also you can quickly assign pre-defined access rights to this user by clicking Copy from Access
Role button. This will copy settings from one of the access roles you have previously defined in
Access Roles tab.

User's E-mail field is used to enter e-mail address to which all the automatic e-mail notifications for
this user will be sent.
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Edit User ==
. Local Reports
Posiion; Production Manager )
@ [ Yiew Reports Export
Show AHE dats Piint
[¥] Wiew Template Settings
Hame
Bartholamen Rodiges
L. . Local Repoits
Login Position: Production Manager B p
pioduction v| View Reports [¥] Export
Password [ .
FERKE] | Show 8HC data [] Print
| V| View Template Settings
[ Access s blocked
TR = T = hvamaake vro—
v Corporate Jobs T iEnt Jobs 3 apments
Copy from Access Rols B Iwcices ¥ POs ¥ Balances
¥l Praoject Balances Payments vl Balances ¥ Files
User's E-mail | Scheduls of Client Jobs Balances v Files I Info
Comporate Expert Filess W Infa | Schedule
Corporate Jobs Info ! Schedule
| Job Assignments Schedule

Corporate Expenses
! Schedule of Corporate Jobs
! Freelancer
Freelance PriceList
Quotes from Freelancers
Freslance Jobs hv/

@ Advanced [user can view all clients and projects and can assign Account Managers and Projsct Managers)
%) Nomal (user can wiew only assigned clients or projects and can assign Project Managers )

) Corporate Expert [#uto]

75

Position field contains description of user's position. Usually this is the name of Access role
preset. Position field does not affect any actual access rights.

View Reports - select this check box to permit current user access to custom reports in Projetex
Workstation.

Show AHC data - select his check box to permit current user access to average hourly cost rates
of in-house translators (corporate experts).

Export and Print options in Local Reports block - select proper check boxes to enable export and
print operations with local reports for current user.

View Templates Settings - select this check boxes to enable editing Templates Settings
located in Corporate Settings for current user.
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Access rights

Edit User D |
Position; Production Manager Local Reports
‘iew Reports Export
Show dHC data Prirt
“iew Template Settings
Name
E artholomen Rodriges Access to Mavigator i
Access to windaws with multiple pages
Login Client -
croduction Client Price List
gl‘i'lear:fjolgsulem Froject Freelancer
Repar Inweices to Clients Main ¥ Main Hain & Main
= Payments from Clients Cantacts vl Tree Corporate Jobs | &pplication
Balances of Clients Maiketing v Client Jobs Jbs | Prices
s Schedle of Broiacts. Prices ¥ Camarate.lohs Files W Quntes
[T Access is blocked

User's E-mail

\ Corporate Expert [&uto)

e @) Advanced [user can view all clients and projects and can assign Account Managers and Project Managers)

Normal (user can view only assigned clients or projects and can assign Project Managers )

| Freelancer
Freelance Pricelist
Quotes from Freelancers
Freelance Jobs

_) Corporate Expert (Auta]

1 Marmal [user can view only assigned clients ar projects and can assign Praject Managers |

@ Advanced (user can view al clients and projects and can assign Account Managers and Projsct Managers]

X

Each user can have one of three general access lewels:

¢ Advanced is the highest access lewvel possible. Users with advanced access lewvel can view all
clients and projects in the database. These users can also assign account managers and project
managers. Advanced access level users can also create client accounts.

e Normal access lewvel permits a user to view only assigned clients and projects. Thus, if a normal
access lewvel user is not a project manager of a project, or not an account manager of this client's

account, he or she cannot view this project.

\j’ Note: This access level is recommended for project managers.

e Corporate Expert (Auto). This would disable Access to Navigator options and enable special
mode for this user when only expert jobs and job assignments of this particular expert will be
displayed. If this option is selected for a certain user, Projetex will display a drop-down list
containing names of the corporate experts added to database. Selected expert will be associated

with this user profile.

1 Advanced [uzer can view all clientz and projects and can azzign Account Managers and Project b anagers]

M armal [uzer can view only azzigned clientz or projects and can azsign Project Managers |

@:Drpnrate Expert [Auta]

Allvzon Laven

ERD
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Access to Various Areas of Projetex Workstation

Edit User ==
Pasition: Production Manager ) Local Reports
‘fiew Reports E rport
Show AHC data Print
iew Template Settings
@ms (B i=iEn fcoess o windows with muliple poges
Lagin Client o
production Client Price List
Guotes to Clients R
Client Jobs Access to Navigator \
Passwaord h Wi
nvoices b Clients an
Payments from Clients ;ﬂn':ac_ts Client ~
Balances of Clients arketing G . .
Bl — V| Schedule of Projects Prices Client Price Llst
oess is blacks! v Project Euntaf Quotes to Clients
v Client Jobs £ tafects Client Jobs
| Corporate Jobs T Clignt Jobs ! N
Capy from Access Role | Froslarce Jobs nvoices Invoices to Clients
v Project Balances gaff"e”‘-" Payments from Clients
User's E-mail | Schedule of Client Jobs alances :
Corporate Expett Files Balances of EI[E'.-_nls
Corporate Jobs Info ¥| Schedule of Projects
| Job Assighments Schedule | Project
Corporate Erpenses "
| Schedule of Corporate Jobs v| Client Jobs =
~ Eree:ancevp el v| Corporate Jobs
reelance PriceLis
Buotes from Freelancers v Fre _EIEHGE Jobs
Freelance Jabs - v| Project Balances
| Schedule of Client Jobs
@ Advanced [user can view all clients and projects and can assign Account Managers and Projec Corporate Expert
) Mormal [user can view only assigned clients or projects and can assign Project Managers | EOI’DDIG!B Jobs 2 1__”_“3 _ _
v/ Job Assignments Schedule
_) Corporate Expert [Auta) EOIDOI&[& E ¥penses
v| Schedule of Comporate Jobs
v| Freelancer
Freelance PriceList
Quotes from Freelancers
Freelance Jobs 52
= - -

This area is used to configure user's access to various Projetex windows and tabs.

Select or clear check boxes in Access to Navigator field to grant or deny access to particular
icons of navigation menu (and therefore windows of the Projetex Workstation).

Selecting Client, Project, Corporate Expert and Freelancer checkboxes under Access to
Navigator header will activate Client, Project, Corporate Expert and Freelancer areas under
Access to windows with multiple pages header, representing respective windows in Projetex
Workstation.

Select or clear check boxes in Access to windows with multiple pages fields to grant or deny
access to respective windows in Projetex Workstation.

Creating/Editing Access Role

Access roles are presets of access rights which can be quickly assigned to new user accounts. To
create or modify an access role:

1. Run Projetex Sener Administrator.
2. Click Corporate Settings tab.
3. Click Access Roles.

4. Click New or Edit button to create a new user access role or modify an old one. Also you can
double-click any access role in the list to edit preferences for it.

5. Configure default permissions for this access role in the New/Edit Access Role window.
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Example:
-
Edit Access Role — - G-
- _ — -
Position: | SEIE=R==0bg [ Wi
[] Shav
Access to Mavigator Arcess bo windows
| Client -~
| Client Price List B
| Quates to Clents ]
Client Jobs Elizs:
| |rvoices ta Clients v b ain EET
v| Payments from Clients v| Contacts Tree
v Balances of Clients v Marketing Client Jobsz
Schedule of Projects v Prices Corporate Jobs
Project v Quotes Freelance Jobs
Client Jobs v| Projects Freelance Team
Corporate Jobs 1 | Client Jobs iz
Freelance Jobs = v |nvoices POz
Project Balances v| Payrnents Balances
Schedule of Client Jobz v| Balances Files
Corporate Expert W Files Infa
Corporate Jobs v Irfo Schedule
| Job &ssignments S chedule

New/Edit Access Role Window
In this window access roles can be configured.

General information

Edit Access Role T ||
) Local Feparts
Fosition: B [E]View Repots —
[T Show AHC data Print
s B Aosess to windows with muliple pages
| Cligt Al
b Position: TR . Local Reports
osition: | EEIES SIS 2
[ View Reports [¥] Export
[] Show AHC data [¥] Print
Project ) | Quotes Freslance Jobs o Freslance Jobs
Client Jobs ¥ Projscts Freslance Team Scheduls FO:
Corporate Jobs L | Client Jobs i Payments
Freelance Jobs = | Invoices POs Balances:
Project Balances v Papments Balances Files
Schedule of Clent Jobs ¥ Balances Files Info
Corparate Expert v Files Info Schedule
Corparate Jobs ¥ Info Schedule
Job Assignments Schedule
Corporate Expenses
Schedule of Corporate Jobs
Freelancer
Freelance FriceList R
Quotes from Freelancers
Freelance Jobs
Ps to Freelancers
Payments to Freelancers k™
v

Position field contains description of user's position. Position field does not affect any actual
access rights.

View Reports - select this check box to permit current user access to custom reports in Projetex
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Workstation.

Show AHC data - select his check box to permit current user access to average hourly cost rates
of in-house translators (corporate experts).

Export and Print options in Local Reports block - select proper check boxes to enable export and
print operations with local reports for current user.

View Template Settings - select this check boxes to enable editing Template Settings located
in Corporate Settings for current user.

Access to Various Areas of Projetex Workstation

Edit Access Role l B
. = Local Reports:
Position: |5 [T]Wiew Reports Export
[ Showe SHC data Frint
@CBSS to Navigator Access to windaws with multiple pages
| Client -
| Client Price List /_ -
o] Dlotes to Clionts cient Biccess to Navigator )
Client Jobs ten .
| Irwnices to Clients v Main Main v/ Client -~
| Payments from Clisnts : Elmltacl'ls EI['EEtJ v Client Price List
| Balances af Clients arketing ien n
Schedule of Projects v| Prices Corpord v ﬂl_.ll:lles to Clients Client
Project rd Quqtes Freelar] Client Jobs .
Client.Jobs ¥ Pusiects Feearl| vl Invoices to Clients v Main
Corporate Jobs L | Client Jobs 3 "
Fretlance Jobs =||| | ™ Invoices Fos || ¥ Payments from Clients v| Contacts
Project B alances v Payments Balanc|| W] Balances of Clients V! Marketing
Sehedule of Client.Jobs v E_?‘BHCES IFIIFES Schedule of Projects V| Prices
Corporate Expert ¥ Files nfo .
Corparate Jobs v Info Schedy FI_CI|BCt v Qu?t3$
Job Assigrments Scheduls Client Jobs ¥ Projects
Corporate Expenses EGI’DDIB[E Jobs | Client Jobs
Schedule of Corporate Jobs = v H
Freglancer Freelance Jobs nvoices
Freelance PriceList PID|ECQ Balances v F'ayments
Quotes from Freelancers Schedule of Client Jobs v| Balances
Freelance Jobs C E v| Files
PO to Freelancers orporate Expert
\ Payments to Freelancers Sk Eorporate Jobs ¥| Infa
Job Assignments Schedule
Corporate Expenses
_ Schedule of Corporate Jobs
Freelancer
Freelance Pricelist
Quaotes from Freelancers
Freelance Jobs
POs to Freelancers
\[_] Payments to Freelancers ol

This area is used to configure user's access to various Projetex windows and tabs.

Select or clear check boxes in Access to Navigator field to grant or deny access to particular
icons of navigation menu (and therefore windows of the Projetex Workstation).

Selecting Client, Project, Corporate Expert and Freelancer checkboxes under Access to
Navigator header will activate Client, Project, Corporate Expert and Freelancer areas under
Access to windows with multiple pages header, representing respective windows in Projetex
Workstation.

Select or clear check boxes in Access to windows with multiple pages fields to grant or deny
access to respective windows in Projetex Workstation.
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ODBC access in Projetex

Database of Projetex can be accessed through ODBC.

The ODBC (Open Database Connectivity) of the Microsoft Corporation represents a general
interface for access to SQL-compatible databases. SQL language is used as a standard
mechanism for data access.

The interface ensures a high degree of interaction: one application can refer to different SQL-
compatible DBMS (Data Base Management System) by means of generic code. This allows a
deweloper to create and distribute “client/sener” applications without taking into consideration
characteristics of specific DBMS.

ODBC driver is required to connect an application with any DBMS. Although ODBC is considered to
be a good data transfer interface, nevertheless, it has a number of restrictions as a program
interface.

Enabling ODBC access

To enable ODBC access, run Projetex Server Administrator and click Corporate Settings tab.
Then select ODBC Access section of Corporate Settings.

Select ODBC Access check box and set preferred ODBC password in the dialog which appears:
The ODBC login is “ODBC” and it is fixed.
Download ODBC driver using the following URL.:

http://ibphoenix.com/main.nfs?a=ibphoenix&tab=ibp 60 odbc

After ODBC driver has been installed, open Windows Control Panel, double-click Administrative
Tools and then double-click Data Sources (ODBC) to run ODBC Data Source Administrator.

Click the Add... button in ODBC Data Source Administrator window.
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-
5' ODBC Data Source Administrator

S

User DSN | System DSN | File DSN | Drivers | Tracing | Connection Poaling | About |

User Data Sources:

MName

Excel Files

Diriver
Microsoft Access dBASE Driver (*.dbf, * ndx
Microsoft Bxcel Driver ("xds, ~xds, *xdsm, ~“x

M5 Access Database Microsoft Access Driver (" mdb, ~accdb)

< |

T | b

An ODEC User data source stores information about how to connect to
0| the indicated data provider. A User data source is only visible to you,
—  and can anly be used on the cument machine.

Remove

i

Corfigure...

| oKk || Canesl Apply

Help

L

Select the newly downloaded driver for the Firebird.

-
Create Mew Data Source

Select a driver for which you want to set up a data source.

Mame

Driver do Microsoft Access (" mdb)
Driver do Microsoft dBase (*.dbf)
Driver do Microsoft Bxcel(™2ds)
Driver do Microsoft Paradox (*.db )
Driver para o Microsoft Wisual FoxPro

Firebird/InterBase(r) driver

(I . T 1 e e

—-
4 I

Driver da Microsoft para arquivos tesdo ("hd; ~.csv) 'E| E

< Back Finish

==
=
;
;
;
;
1
Ev—
L3
| | Ccancel
T A

L5

Specify ODBC parameters in FireBird ODBC Setup window.
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e Use the password which you created with the help of Projetex Server Administrator:

158

e Specify path to PROJETEX.FDB in Database field. This file is located in Projetex Server setup

older:
...\Projetex 7.0\Projetex Server\Database\PROJETEX.FDB
e Specify path to foclient.dll in Client field

e Be sure to enter PROJETEX_ODBC in the Role field

-

FireBird ODEC Setup

Drata Source Mame [DSM] Drriver
Projetes 8 Datasource lzzDbe
Dezcription

Database

C:AProgram Files [86)%AI T \Projetex 8YFrojetex ServertDatabasehProjet: Browse

noweait [default wait]
Lock Timeout

Dialect @ 3 1
| zafe thread

zenzitive identifier

autoguoted identifier

Set null field SCHERA,

Ok ] | Cancel |

Cliert
C:%Program Files [#36]\A1T WFirebird Serversbin‘fbchent. dll Browse
Database Account Pazsword Role
ooeC . PROJETE=_ODBC
Character Set
WOME - Services | | Test connection |

Ophions

Tranzaction Extended identifier properties
/| read [defaul wite} 7] quoted identifiers

Help
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Click Test connection button to verify whether all the settings are correct.

( FireBird ODBC Setup - S |

Drata Source Mame [DSM] Drriver

Projetes 8 Datasource lzzDbe -
Dezcription
Databasze

C:AProgram Files [86)%AI T \Projetex 8YFrojetex ServertDatabasehProjet: Browse
Cliert

C:%Program Files [#36]\A1T WFirebird Serversbin‘fbchent. dll Browse
Database Account Pazsword Role

ooeC . PROJETE=_ODBC

Character Set

WOME - Services | Test connection

e —

Ophions
i Extended identifier properties

| quated identifiers

zenzitive identifier
Lock Timeout

Dialect @ 3 1
| zafe thread

autoguoted identifier

Set null field SCHERA, -

k. ] | Carnicel | Help

L

-~

% Note: If database file has been replaced, run Projetex Server Administrator, open ODBC Access
section of Corporate Settings tab. Clear and select again ODBC Access check box.

File Storage and Management
Projetex Folder Structure

BusinessServer Folder

Projetex automatically creates and maintains folder structure designed to streamline storage,

linking and sharing your work files.

All workflow files (such as client-sent files and files to be sent to clients, as well as saved
documents like invoices, job assignments, purchase orders and quotes) are stored in respective
subfolders of BusinessServer folder, a centralized and unified folder, accessible by each team
member within necessary limits and also local Business folders on Workstation computers.

The main purpose of BusinessServer folder is to be a centralized storage location for client folders,
project folders, and expert folders (these folders are described below). By default it is created in the

root of disk C:\ of PC where Projetex Server is installed.

© 2011 Advanced International Translations



File Storage and Management 160

Location of BusinessSenver folder can be changed on Folders tab of Corporate Settings window.
Having changed BusinessSenver folder location you must move the content from the old
BusinessServer folder manually.

Different folder types

Business folder contains six folders: Clients folder, Projects folder, Experts folder, Output folder,
Templates folder and Versions folder. Experts folder consists of two subfolders: Corporate and
Freelance. Corporate folder stores corporate experts files; Freelance folder — for freelance experts
files.

Clients folders (a separate folder for each client) are stored in Business\Clients\ folder. Each folder
is named by unique Client Code.

Experts folders (a separate folder is created for each expert) are stored in
Business\Experts\Corporate and Business\Experts\Freelance folders.

Project folders (a separate folder is created for each project) are stored in Business\Project folder.
Each folder name contains unique project code. Project folder name can also contain project name
and project manager name.

Templates folder is the storage of templates used for issuing quotes, inwoices, payment etc.
Versions folder contains all versions of files, which ever have been modified on Server.

These folders, as well as their subfolders are created automatically when Projetex Workstation user
clicks Create button in respective areas of the program (like Main tab of Project window). Projetex
can also automatically create such folders when needed (for example an Expert folder is
automatically created upon this expert's login).
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Example:

Sample str

ié; SYSTEM (C1)

=W Fisiness
—=1 1) Clients

ucture of folders in Projetex

= L) CHAMELE
|20 Marketing
= L) QCEAN
|20 Marketing

—=l ) Experts

IT) Tests

—=1 | ) Projects

| Incoming
| Dubgoing
|2 whork,
=1 [ 0018 William McSun Engine shceme ER-34221

|20 Incoming
|20 ©ukgaing
| whark,

Client Fol

—=] |y 0023 Bartholomen Rodriges Spatial index
|20 Incoming
|20 Dukgaing
|2 wark,

ders

Client folder is a storage location for all files relevant to a particular client. This folder is created with
the help of Main and Files tabs of Client window. The following subfolders are created
automatically in Client folder, depending on the document being saved:

* Prices
¢ Quotes
¢ |nwices

* Payments
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Each client folder can contain custom subfolders which will be created automatically along with a
client folder. These subfolders can be specified on Folders tab of Server Administrator
Corporate Settings.

Expert Folders (Corporate and Freelance)

Corporate experts' folders are created in Corporate folder (Business\Experts\Corporate), freelancers'
folders — in Freelance folder (Business\Experts\Freelance).

Primary purpose of every Expert folder is to sene as storage location for all files relevant to a
particular expert. It can be created from Main and Files tabs of Corporate Expert or Freelance
Expert window. The following subfolders are created automatically in Expert folder, depending on
the document being saved:

In Corporate Expert's folder:
* JAs

e Corporate Jobs

In Freelance Expert's folder:
* Quotes

* Prices

e POs

¢ Payments

% Note: When a PO/JA is saved using RTF template, a resulting file is stored in a separate folder
(it's name will contain PO/JA Code) and the link to this file is saved in the Pos/JAs subfolder of the
expert's folder.

Each expert's folder can contain custom subfolders which will be created automatically along with
an expert folder. These subfolders can be specified on the Folders tab of Server Administrator
Corporate Settings.

Project Folders

Primary purpose of every Project folder is to serve as a storage location for all files relevant to a
particular Project. It can be created from Main and Files tabs of Client window. It is created
automatically when any project-related document is saved. Project's folder always contains at least
three subfolders:

¢ Incoming (where you can store the files sent you by a client)
e Work (where you can store files while working on them)
e QOutgoing (where you can put files ready to be sent to a client)

Each project's folder can contain custom subfolders which will be created automatically along with
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a project folder. These subfolders can be specified on the Folders tab of Server Administrator
Corporate Settings.

All client jobs are stored in projects' folders, not in clients' folders, because project may contain
single client job or multiple client jobs to be completed.

For consistency purposes, hame of the project's folder is the same as project code (the default
value) and cannot be modified manually. Name of the project folder can include not only unique
project code.

File Sharing and Synchronization

Projetex uses own file sharing and synchronization system, which does not require configuring of
any additional folder sharing settings on your server PC. All files stored in BusinessServer folder
can be downloaded, updated, uploaded in Projetex Workstation.

Projetex Workstation automatically creates local copies of files and folders stored in
BusinessServer folder on Projetex Server PC. All these files and folders are contained in Business
folder on Workstation PC.

Main Tree Client Jobs Corp: Upload buttons ©J Unlock buttons n JAs POs Balance Files Infa Schedule

Explore | D:\Business\Projects\0038 Williarm mcsuris, 09 Uevialon GesUipuy JIComing

) x@HCDH

Projects\0038 William McSun Anall| Name Size DataiTime Status

Versions Author Locked By
'ﬁDccument 1xsx 9KB 29.07.2011 11:25:34 Team - Changed on Workstation 1 William McSun William McSun
?_::i”'"“ # Document 2 docx OKB  29.07.2011 11:24:32 Local
- Author who
FOI‘:E' sﬁuti:ure - File time Synchronization Number of file created or User who
of currently ile names : f k locked this file
selected project stamp siatis i file version modified this file

[ '

SNote: All users running Projetex Workstation on the same PC have one common local repository
folder and work with the same local files.

File statuses and operations with files

When a user opens such a file, he or she in fact opens a downloaded copy of a file stored in
Business folder. To update this file on sener, user will need to upload this file to Projetex Server PC
by right-clicking the file and then clicking Upload on the drop-down context menu.

Each file or folder can have one of the following statuses:
Team - the files stored in Business folder on sener and in local storage are identical.

Team - Changed on Workstation - local copy of file has been modified, the file on server has not
been updated.
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Team - Changed on Server - file on server has been modified, local copy has not been updated.

Team - Missing - file exists on sener, but has not been downloaded to a local PC yet (or have
been deleted locally).

Local - file exists locally, but has not been uploaded to sener yet (or have been deleted on sener).

Locking files

When a file exists both locally and on server (i.e. it has status Team, Team - Changed on
Workstation, Team - Changed on Server or Team - Missing), it can be locked using Lock
button. In this case only a user, who locked the file, will be able to change it on server. Other users
will be able to download the locked file but upload option will be denied for them. Thus the user who
are working with this file can be sure that the file will not be replaced on server by other users.

In the case when file was locked accidentally by some user but another user should work with this
file, he or she can right-click on the locked file and click Break Lock button. Then file will be
unlocked and it can be locked by another user. Break Lock does not affect on files locked by the
current user. Use Unlock button or Clear Locks from Team menu to unlock such files.

These operations can be performed on Files tabs of Client, Project, Corporate Expert, and
Freelancer windows. The list of files these tabs display includes both local files and files existing
on sener, as well as files which exist both in Business and in BusinessServer folders.

BNote: It is advisable to lock file every time when you work with it, because in this case all users
will be able to see that someone is working with the file. Thus you will not get a situation when
several users work with the same file and then upload changes on server. Only your changes will be
accepted by sener.

Bnote: Projetex will check only locked modified files which have not been uploaded on server.

Working with files in Projetex

General Client, Project and Expert Folders windows
General folder windows contain all available folders of certain type:

Client Folders — contains folders of all clients in database.

Project Folders — folders of all projects can be opened from this window.

Expert Folders of Corporate Experts — this folder is used for quick access to all Corporate
Exert folders.

Expert Folders of Freelancers — use this window to quickly access the folders of all
freelancers.

All the general folder windows can be opened using Projetex navigation bar. Click any of these
icons to open appropriate folder window.

Folders are opened with Projetex built-in file manager. Interface of Projetex file manager is very
much like interface of Windows Explorer with some additional options to enhance the management
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of your workflow files.

The structure of specified folder group (Project folders in this particular case) is displayed in the
form of folder structure tree to the left. Click any of these folders to view its contents in the field to
the right.

Folders of certain Clients, Projects, and Experts

Files of any particular client, project, or expert can be viewed with the help of Files tab, available in
each Client, Project and Expert window in Projetex. File manager interface in this case has more
options, like related folders and FTP access.

Create button: if the opened project does not hawe its folder created yet, click this button to
automatically create folder of current project.

Explore button: click this button to open currently viewed folder in Windows Explorer window.
Once opened, this window can be accessed with the help of Open Folders drop-down list.

Search button: opens common Windows search tool pre-set to search in currently viewed folder.

Folder address displays path to currently opened folder. It can be quickly copied to clipboard by
double-clicking this string and using context menu to select Copy option.

Common file options buttons can be used to perform standard operations with selected files and
folders.

Folder structure tree and contents of currently selected folder are identical to those of general
folders windows.

Folder creation options in different Projetex windows

Edit windows for quotes, projects, experts, jobs and so on have option for quick folder creation —
Create and Explore buttons.

Also Edit Job windows hawe files access tabs for quick access to job work files. These tabs are:
¢ Project Folder for client jobs
¢ JA Folder for corporate jobs
e PO Folder for freelance jobs

Each of these folder types has a number of own related folders. Use Related Folders drop-down
list to quickly open any of them in the field to the right. The following folders can be quickly
accessed from Edit Job windows:

New Client Job (Edit Client Job) — Project folder of related project. Related folders options:

e FTP client

e JA folders of corporate jobs belonging to selected client job
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e PO folders of freelance jobs belonging to selected client job

e Client folder of respective client.

New Freelance Job (Edit Freelance Job) — PO folder of related purchase order. Related folders

options:
e Project folder of respective project

e FTP client
e JA folders of corporate jobs belonging to the same project

e PO folders of the rest of freelance jobs belonging to this project

New Corporate Job (Edit Corporate Job) — JA folder of related job assignment. Related folders

options:

¢ Project folder of respective project

e FTP client

e PO folders of freelance jobs belonging to the same project

¢ JA folders of the rest of corporate jobs belonging to this project

Contextual Menu
Open
Systern Menu

# Upload
Upload and Unlock
# Download

v Unlock
Download version...

Cut
Copy

Rename
Delete

When a user right-clicks on files or folders in Files tab, Contextual Menu is called. It has the
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following options:

Open - open a file using a default application.
System Menu - calls Contextual Menu of Windows.
Upload - upload selected files on server.

Upload and Unlock - upload selected files on server and unlock files which have been locked by
the current user.

Download - download selected files to a local PC.
Lock - lock selected files.

Break Locks - unlock selected files locked by another user. It does not affect on files locked by the
current user.

Unlock - unlock selected files locked by the current user.

Download versions - open File versions window to load a previous version of a selected file.
Cut/Copy/Paste - cut, copy or paste files and/or folders.

New Folder - create a new folder in the selected location.

Rename - rename a folder.

Delete - delete selected folders.

Shortcuts

Shortcuts contain information relevant to currently open folder. For example, manager working with
project files might also need access to purchase orders and job assignment folders. To quickly
open folders of particular project's POs and JAs, this person can use Shortcuts area.
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Example:

D-\Business\Projects\0043 William McSun Med

Foldersrelatedto ¢ | 4
~ Project 43

, Projectsi0043 Willi .

- m & Document1.docx
;g Uigoing 1 Document2. docx
b ; Work
4| El 4|

FTP folders of Client who
| shorteuts ordered Project 43

Client FTP 1] jrr—
W] Local Folders| Job Assignments related to
1) JA Foiders Project 43

- b JA-RHOD0Z 1] et 2 4
= PO Folders Purchase Orders related to

- ® pO-PPOO0L Project 43

L% pO-VK0DD03 Il
I Client Folder Folder of Client who
K\ vy ordered Project 43

| LI

Shortcuts vary, depending on the context.
¢ Client related folders are: Project folders of this client's projects.

e Project related folders are: Job Assignment folders, Purchase Order folders, Client folder of
selected project.

¢ Corporate expert related folders are: Job Assignment folders of selected expert.
¢ Freelance expert related folders are: Purchase Order folders of selected expert.

Shortcuts list can also be used to open any folder on local PC, as well as to connect and work
with FTP folder.

e Select Local Folders option to open folders on local PC.
e Select Client FTP, Expert FTP or Freelancer FTP to connect and work with FTP folders.
Any option selected in Shortcuts list is opened in separate field of Files tab:

3 Note: If you change the client code or expert name (it can be done from Main tab of the Client
or Expert window respectively, Projetex will attempt to rename the appropriate folder.

% Note: The location of BusinessServer folder is specified on the setup stage and can be changed
on Folders tab of Advanced Settings window.
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FTP folders access

Projetex features built-in FTP client, which can be used to quickly access FTP folders of clients
and experts to upload or download workflow files.

To access FTP client:
1. Open Files tab of any client, project or expert.

2. In Related Folders field select Client/Expert/Freelancer FTP option.

FTP access interface

e FTP indicator indicates connection status. Red indicator is displayed if FTP senrver status is
disconnected. When the server is connected, indicator will change to green.

¢ Click Connect/Disconnect button to connect/disconnect to currently selected FTP senver in
nearby drop-down list.

e Click Manage Connection button [ to create new FTP connection, edit or delete currently
selected FTP connection.

Creating new FTP Connection

In order to connect to FTP folder you will need to create an FTP Connection for this folder, which
implies entering FTP sener address, and login information, which later will be used by Projetex to
log in to this FTP folder.

To create a new connection:
1. Click Manage Connections button [
2. Select New connection ... in the appeared menu:

3. Enter a name of new connection, FTP server address, user name (FTP login) and password (
Projetex will memorize your password).

4. Click OK button to create this FTP connection.

Connecting to FTP

Once FTP connection has been created, it can quickly be activated with the help of FTP
connections drop-down list.

1. Select the required FTP Connection in the drop-down list to connect to this FTP senser.

2. Click Connect button to display the contents of FTP in the field below.
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File versions

Any changes to files stored on senver are tracked. When the file has been changed, previous
version is saved as a separate file to Versions subfolder within BusinessServer on Server
Administrator computer.

It is possible at any time to restore any version of the file in Files tab of Client, Project,
Corporate Expert and Freelancer window.

Download version command from context menu opens File versions window.

I i
File versions . — i ﬁ
File: JA-BOODOO1.rtf
Version Date,Time File Size Author |

1 08.12.2010 16:20:22 116 KB (118503 bytes) Unknown

2 16.08.2011 17:03:56 138 KB (141761 bytes) William McSun
3 15.08.2011 17:04:02 139 KB (142244 bytes) William McSun

SelectedVersion: 1 |+ Download | [ #& Cancel

L 4

Table of file versions shows the version number, modified date and time, file size and author.

Selecting version and clicking Download button will copy the file from Versions archive to proper
Client, Project, Corporate expert or Freelancer folder.

Mass File Operations

Projetex provides the following mass operations with files saved in Projetex file system: Upload
Changes and Clear Locks.

Upload Changes

To open Upload Changes window, click Team and then click Upload Changes button. Projetex
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will find all unloaded on server and modified locally files and sort them by the following tabs:
¢ Clients tab contains unloaded modified files from clients folders;

e Projects tab contains unloaded modified files from projects folders;

e Corporate experts tab contains unloaded modified files from corporate experts folders;
¢ Freelancers tab contains unloaded modified files from freelancers folders.

By default, all modified files are selected to upload. To awoid loading of some files, deselect
checkboxes opposite to names of these files. Then click Ok button to start uploading.

J’Important Notice: Only those files which have been already locked will be added to the list of
unloaded modified files .

Clear Locks

To open Clear Locks window, click Team and then click Clear Locks button. Projetex will find all
locked files and sort them by the following tabs:

¢ Clients tab contains locked files from clients folders;

* Projects tab contains locked files from projects folders;

e Corporate experts tab contains locked files from corporate experts folders;
* Freelancers tab contains locked files from freelancers folders.

By default, all locked files are selected to unlock. To awid unlocking of some files, deselect
checkboxes opposite to names of these files. Then click Ok button to start unlocking.

J‘Important Notice: If you cleared locks of files and these files are unloaded on server and
modified locally, they will not be displayed in Upload Changes window.

BNote: Projetex will display only those unloaded modified files or locked files which have been
locked by the current user.

Printed Document Templates

Templates Basics

All documents issued in Projetex can be saved to an RTF, DOC or PDF file, or sent directly to
printer. The outlay of the resulting file or printout will be determined by a template.

Template is an RTF ("Rich Text Format") file which outlay and text format is used when saving
Projetex documents. RTF files can be opened using most text editors, including MS Word.

Document templates can be created and edited by user. Each document can have a number of
alternate templates.
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The following documents can be sawved as printable RTF, PDF and DOC files using their own

templates:

Inwices to clients.
Purchase orders to freelancers.
Payments from clients summaries.

Payments to freelancers summaries.

Projects, client jobs and expert jobs summaries.

Job assignments to corporate experts.
Quotes to clients.

Quotes to freelancers.

Prices for clients.

Prices for freelancers.

172

% Note: You can disable access to Templates settings for specified users. To disable access to

Templates settings, go to Projetex Server Corporate Settings and click Users and Access

settings. Then select an user, click Edit button and deselect View Templates Settings checkbox.

Saving and Printing Documents

Documents can be saved using windows Edit Invoice, Edit PO, Edit Project and so on, as well
as Prices tabs of Client and Freelancer windows, and General Prices for Clients and General
prices of Freelancer windows.

Any window which has RTF Templates area can be used to sawe its data in a printable document.
Until the data which you are editing is saved in your database, RTF Templates area of document
window will look like this:
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Mew Invosce (incheded client jobs locked, time for linking: 15:00) |M
—] From: Advanced International Translations © Dale Sent 1208.2011 [~
a To: Transiation Designs Code: Aulo
¥ Approved (Jobs Locked) Global Code:; ACME-lAuin/2011
Aftention: |Rn5we|l Greenstone j

Clignt Jobe Adjustments Payment Method Linked with Payments MNotes Custom Fields

f [+ Ada Job to invoice [ [=| Remaove Job from Inwoice
Completed | Job Code |JobMame |Client PM Group of Ser Sendce
3 & mplementing coreclions
I 05.07.2011 1€ J-TDESQODZ | Inl. CRM 2ysti| Roswall Graanst Edting Proofreading I
1 | ¢
DiscountMarkup: | None (0,00%) - |0,00 Client Currency USD

[ 1USD=D77EUR |

Invoice Total: 2400,00
Paid: 0,00

Tax | None (0,00%} ~|0.00 Balance Due: 2400,00

DiscountMarup 2 | None (0,00%} ~|0.00
Net Jobrs Total: 2400,00 |

u Tax 2 [ Mone (0,00%) - |0,00

l.' RTF Templates will be available afer Invoice 15 entered in database. ,.I

Aoply | | & OK || 3 Cancel

e A

To save a document, first apply changes made to this document by clicking Apply button. Once
the document has been saved in database, RTF template controls for it will become active:

RTF Templates: | Invoice Template.rif v][ save || Save&Open || Print |

Use RTF Templates drop-down list to select the template which must be used for saving this
inwice in an RTF file.

e Click Save button to save template in the respective invoice folder.

¢ Click Save&Open button to open this inwice in your default text editor immediately after saving
it.

e Click Print button to quickly send this invoice to printer.

% Note: You can choose to save the output file in RTF, PDF or DOC format by selecting this
format in Save As window with the help of Save as type drop-down list.
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Editing Templates

Template files

Each document type (like inwices, purchase orders, quotes, and so on) uses templates stored in
specific folder, related to certain document type:

) Templates
=1 CLIEMTS
I Inwoices
I Johs
I Payments
I Prices
I Quotes
=) EXPERTS
- CORPORATE
I Jas
|3 Jobs
-1 FREELAMCE
I Johs
I Payments
I POs
|0 Prices
| Quotes
Iy PROJECTS

By editing template overlay and format, you edit overlay and format of all the documents which will
be saved with the help of this template. A number of alternative templates can be created for one
document type.

Opening Templates for Editing

Templates can be downloaded, created, edited and uploaded to server on the Templates section
of Projetex Workstation Corporate Settings window.

To open Templates settings:

1. On the Settings menu of Projetex Workstation click Corporate command.

2. On the Corporate Settings window click Templates area.

3. Navigate template folders to locate required template.

4. Open template file in text editor (MS Word or any other editor supporting RTF format).

5. After making all the necessary changes, save Template in the same or new RTF file of the
same folder.

% Note: When you open a template file for editing, you open your local copy of that template. Any
changes you make will be valid for your Projetex Workstation only, unless you choose to upload or
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update template on senser.

DBusiness\Templates\CLIENTS\nvoices

i o X -

Templates Mame Size Status

= CLIENTS lﬂjlnwnice Template.rif 122 KB Team - Changed on Workstation
""" i @ @ invoice to Client - Land.. 83 KB Team
F i J00s @] invoice to Client- Tem... 73KB Team
i | Payments -
- | Prices
- Quotes Be sure to check this column to

-y EXPERTS see if you need to update any

----- . PROJECTS temlpates locally or on server

Template Variables

Variable is a certain symbol combination which is entered in template files. When a document is
saved using template, Projetex recognizes the variable and inserts required data in the resulting
document.

Variables are indicated with "\" (backslash) symbols in the beginning and in the end,

Example:

\ CLI ENT_NAME\, \CLI ENT_STREET1\, \CLI ENT_PHONE1\

Each variable represents a portion of data which will be inserted in its place when the document is
saved.

3 Note: Template can be edited without changing the variables wording and outlay (fonts and
colors can still be changed).

Advanced users can learn about templates variables; add/delete them as necessary, customizing
templates to the maximum.

Logic and Syntax of Templates

Variables

All variables and commands can be identified by \ (backslash) symbol in the beginning and in the
end. Variables display data, extracted from Projetex database, and relevant to each particular
saved document.
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Example:

In example below you can see \CLIENT_NAME\, \CLIENT_STREET1\ and
\CLIENT_PHONEZ1\ variables, along with some static text:

To: \ CLI ENT_NAME\
Addr ess: \ CLI ENT_STREET1\
Phone: \ CLI ENT_PHONE1\

When you use this template by clicking on Save or Print in some dialog box,
\CLIENT_NAME\ variable will be replaced by name of currently client, valid to this particular
document, \CLIENT_STREET1\ — by client’s street address and \CLIENT_PHONE1\ — by
client’s phone number. The final output will look like this:

To: XYZ Conpany
Address: Elm Street, 1
Phone: +1 212 898 11 31

Variables like \INVOICE_CODE\ will display code of currently saved invoice, variables like
\INVOICE_DATE\ will display issue date of current inwice, and so on.

% Note: Numerical values sometimes are surrounded by fnum command. This command simply
tells the parser to round up the value to specified number of digits after decimal point (2 digits in the
example below).

Example:
Job Total: \fnunm(dtLinkJobs: TOTAL, 2)\

Data Scan commands

Another of RTF templates is Data Scan commands. These are used to create tables in which
number of rows is determined by the number of records in database.

1. Begin by entering \scan(dtLink Jobs)\ command. This must not necessarily be dtLinkJobs,
depending on the template, this can be:

e \scan(dtLinkJobs)\ — in invoices, job assignment and PO templates, to display jobs included in
inwice, JA or PO.

¢ \scan(dtLinkIinwices)\ — in payment templates to display inwices linked to the payment.
¢ \scan(dtLinkPayments)\ — in invoice and PO templates to indicate linked sums.
2. Insert table header between \scan(dtLinkJobs)\ and \scanentry\.

3. Insert one row of data-columns after \scanentry\. Every variable in table must be preceded with
dtlink command. For instance if the table begins with \scan(dtLinkJobs)\, each variable must have
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this link included: \dtLinkJobs:JOB_NAME\, \dtLinkJobs:COMPLETED\, and so on.

4. Insert \endscan\ after data-columns.

% Note: Use noeof to hide table's header and footer if the table body appears to be empty. For
instance, if your invoice includes only jobs and no expenses, the header and footer for expenses
will not be saved/printed.

Example:

\'scan: dtl i nkJOBS\

PO No. Job Nane

\'scanent ry\

\dtlinkJobs: PO \dtlinkJobs: JOB_NAME\
\ scanf oot er\

Jobss Total: \JOBS _TOTAL\

\ endscan\

Command \scan(dtLinkJobs)\ will make the parser scan (go from first record to the last one) all
selected data in Jobs table (in this particular case all jobs included in the invoice) and output them
to file or printer.

Text between \scan(dtLinkJobs)\ command and \scanentry\ command is table header.

Text between \scanfooter\ and \endscan\ commands will be considered table footer and will only be
displayed once at the end of this table.

Text between \scanentry\ and \scanfooter\ commands is table "body". It includes variables from
columns which must be listed in the table. In example abowe these are:

¢ \dtLinkJobs:PO\ — PO Number.

¢ \dtLinkJobs:COMPLETED\ — Date of job delivery.
e \dtLinkJobs:JOB_NAME\ — Name of the job.

e \dtLinkJobs:SERVICE\ — Senvice provided.

Condition checking

This allows the template to react to certain varying conditions and produce output suitable to each
of possible conditions. The logic is the following \IF(condition)\ Reaction \ENDIF\.

Example:

If Discount 1 is applied, display discount name, discount value and subtotal. The code is as
follows:
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\ | F( DI SCOUNT1) \
\ DI SCOUNTINAME\ : \ DI SCOUNT1VAL UE\

Subt ot al : \ AFTERDI SCOUNT1\\ endi f\

This will make the template check if discount 1 is applied, and if so — display data between \IF(...)\
and \ENDIF\ commands.

e DISCOUNTL1 is a logical variable, i.e. it can have one of two values: either true or false. In this
particular case, Projetex sets DISCOUNTL into true if first discount is present and into false, if
there is no first discount.

e When \IF(DISCOUNT1)\ is encountered in template, parser checks DISCOUNT1 logical value, and
if it is true, runs the code below this command, until \endifi is encountered, which instructs parser
to stop. If DISCOUNTL is false, everything until \endifi command is skipped.

e In this particular case, without \IF(DISCOUNT1)\ command, the parser would output empty string
with: and empty Subtotal: in cases when there would not be discount. But with \IF(DISCOUNTL)\
command, in such cases abowe block is skipped in its entirety.

Arithmetic calculations syntax

Arithmetic can be performed in templates with the following syntax:
\((JOBS_TOTAL+100-10)*10)/2\

¢ The whole expression must be included in backslashes;

¢ All arithmetic operations must be defined by the following symbols + -/ *;

¢ The brackets inside backlashes must be positioned by the rules of arithmetic.

Logical operations syntax

Logical operations: && (and), || (or), ! (not), can be performed in templates with the following syntax:

\IF( (tablel:fieldl>b+1) || (tablel:fieldl=0) )\

\ ENDI F\

Advanced commands and functions

Format of IF-ELSIF-ELSE-ENDIF construction is:
\1f(Conditionl)\

Reactionl

© 2011 Advanced International Translations



179

Projetex 9 Help

\el sif(Condition2)\
Reacti on2

\el se\

Reacti on3

\endi f\

% Note: \If\ and \endif\ are the mandatory commands in this construction, \elsif\ and \else\ are an
optional commands. Condition must be a variable with boolean value. Such variables can have only

two values: True or False.

Example:

Invoice template

Explanation

\If(INV_IS_PAID\

I nvoice is paid

\el se\

I nvoice is not paid

\ endi f\

If the inwice is paid(INV_IS_PAID=True),then
Inwice is paid

is displayed in produced inwoice, if invice is not paid
(INV_IS_PAID=False), then

Inwice is not paid

is displayed in produced invoice.

or

Invoice template

Explanation

\'scan(dtLi nkJobs)\

\If(INV_I S_PAID)\
I nvoice is paid

\ el si f(DTLI NKJOBS:
CJOB_| SCOVPLETED=t r

If the inwice is paid(INV_IS_PAID=True),then
Inwice is paid is displayed in produced inwoice,

if invoice is not paid(INV_IS_PAID=False), then, if
(DTLINKJOBS:CJOB_ISCOMPLETED=true),
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ue)\
I nvoice is not paid
\el se\

Job is not
conpl et ed

\ endi f\

\ scanf oot er\

\ endscan\

then Inwoice is not paid is displayed in a produced
invoice,

if invoice is not paid(INV_IS_PAID=False) and if
(DTLINKJOBS:CJOB_ISCOMPLETED=false),then

Job is not completed is displayed in a produced inwoice.

lIF function

Function IIF returns one of the two values depending on the value of a logical expression. The
syntax is: lIF(Logical_expr, Valuel, Value2)

Invoice template

Explanation

\'scan(dtLi nkJobs)\

\ scanentry\

\ 11 F( DTLI NKJOBS:
CJOB_| SCOMPLETED=t r ue, 1
00, 0)\

\ scanf oot er\

\ endscan\

If the Client Job is completed (DTLINKJOBS:
CJOB_ISCOMPLETED=true) then 100.00 is
displayed in a produced inwoice. If the Client Job is
not completed (DTLINKJOBS:
CJOB_ISCOMPLETED=false), then 0.00 is displayed
in a produced inwice.

Numeric report functions.
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ROUND - The Round function rounds a real-type value to an integer-type value. 0.5 is always
processed to largest integer number. This is not a banker's rounding.

Invoice template

Explanation

\ Round(JOBS_TOTAL)\

If Jobs Total is 504.49, then 504 is displayed in a
produced inwoice,

If Jobs Total is 504.50, then 505 is displayed in a
produced inwoice.

INT - The INT function returns the integer part of a real number.

Invoice template

Explanation

\ I nt (JOBS_TOTAL)\

If Jobs Total is 504.49, then 504 is displayed in a
produced inwoice,

If Jobs Total is 504.51, then 504 is displayed in a
produced inwoice.

SUM function

Function SUM can be used after \scan(dtLinkJobs)\, \scan(dtLink Invoices)\ or \scan
(dtLink Payments)\ to give to some new custom variable the value of sum of the values in the

defined field. The syntax is:

\'scan(tabl el)\

\endscan, sun(field of the tablel, variablel)\

Total : \vari abl el\

Invoice template

Explanation

\'scan(dtLi nkJobs)\

\ endscan, sum
(DTLI NKJ OBS:
CJOB_TOTAL, VI1)\

Total : \VI\

Variable V1 is set to return the sum of client job totals
anywhere in this inwice, just by entering \V1\ anywhere
below in this inwoice. If there are two client jobs in this
inwice with totals of 345.00 and 678.00, then

Total: 1023.00 will be displayed in a produced inwoice.
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CTN function

Function CTN can be used after \scan(dtLink Jobs)\, \scan(dtLink Invoices)\ or \scan
(dtLink Payments)\ to give to some new custom variable the value of number of data field entries
with values <> 0. The syntax is:

\'scan(tabl el)\
\endscan, ctn(field of the tablel, variablel)\

Total : \vari abl el\

Invoice template Explanation

\'scan(dtLi nkJobs)\ Variable V1 is set to return the number of client jobs
with totals that are <> 0 anywhere in this invoice, just

\ endscan, CF n by entering \V1\ anywhere below in this inwice. If there

(DTLI NKJIGBS: are three client jobs in this inwice with totals of 345.00,

CIOB_TOTAL, VI)\ 678.00 and 901.00, then

Nunbgr of Client Number of Client Jobs: 3.00 will be displayed in a

Jobs: \ VI1\ produced inwice.

NORESET option with SUM and CTN functions

NORESET option can be used with SUM and CTN functions to add the new values of the source
field to the previous result of the function. The syntax is:

\'scan(tabl el)\

\endscan, sun(field of the tablel, variablel)\
\'scan(tabl e2)\

\endscan, sunm(field of the table2, variablel, noreset)\

All totals: \variabl el

Invoice template Explanation

\'scan(dtLi nkJobs)\ Variable V1 is set to return the sum of
. client job totals plus payment totals

\endscan, sun(DTLI NKJOBS: anywhere in this inwice, just by

CI0B_TOTAL, VI)\ entering \V1\ anywhere below in this

invoice. If there are two client jobs in this

\ scan(DTLI NKPAYMENTS) \ invoice with totals of 345.00 and 678.00 and
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\ endscan, sun( DTLI NKPAYMENTS: one payment with total of 77.00 , then
CPAYM TOTAL, V1, noreset)\
Total: 1100.00 will be displayed in a
Total : \VI1\ produced invoice.

Locale Settings And Date Format

Locale format determines the format of dates, decimal numbers, currency wolumes in the resulting
document. If your clients or freelancers work in different countries their locale format is very likely to
be different. To make templates display correct date and time format, correct digit grouping or
decimal separator symbols, and so on, configure locale settings and set the desired format.

There are two ways of configuring locale format:
1. In Projetex Workstation (for each client and freelancer individually):
e open Client window and click Main tab;
¢ click Locale Format button in client profile;
e select Custom locale in the drop-down list next to Generation of RTF files: string;

¢ configure the code in Short Date Format or Long Date Format to include 4-5 capital M
letters (like dd.MMMM.YYYY).

3 Note: Long Date Format is being used for "long” date variables: \DATE_DUE_LONG)\,
\INVOICE_DATE_LONG)\, and so on. Settings in Short Date Format will affect regular variables,
like \DATE_DUE\, \INVOICE_DATE), and so on.

2. In Windows Control Panel (these settings are used as default in Projetex):

e open Windows Control Panel

double-click Regional and Language Options
e click Customize button on Regional Options tab
¢ click Date tab

e configure long (or short) date format options to include 4-5 capital M letters (like dd.MMMM.
YYYY). To remove day of the week from view, delete extra "d" letters, so that no more than 2
"d-s" are present in the code string.

Templates Storage and Management

In Projetex all templates are stored in subfolders of Templates folder in centralized BusinessServer
folder on server. In order to work with a template, you will need to download a local copy, or create
new local template which later can be uploaded to sener.
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To manage templates:
1. On the Settings menu click Corporate.
2. On the Corporate Settings click Templates.

Templates are stored in different folders, each determining a type of document, this template is
meant for. Any RTF file located in that folder will be recognized by Projetex as a template for the
document that folder represents.

Example:

An RTF file anyname.rtf, located at D:\BusinessServen\Templates/CLIENTS/Invoices/ will be
recognized by as an inwice template. It will appear in the RTF Templates drop-down list of
Edit Invoice window.

Only local template files, located in local Business folder (by default D:\BusinessServer\) can be
used to save documents. Templates stored in centralized BusinessServer folder are meant for
sharing and updating templates on Projetex Workstation. Thus when you open a template file for
editing, you open your local copy of that template. Any changes you make will be valid for your
Projetex Workstation only, unless you choose to upload or update template on sener.

Templates synchronization

After templates have been uploaded to sener, they will update on all local Business folders
automatically. Such new template will be uploaded to local Business folders after a user will
choose this template from RTF Templates drop-down list and click Save, Save&Open or Print
button.

Available Templates Variables

Common Template Variables

The following variables can be used in all of the Projetex templates.

User Information Variables

Code to paste to template Information to be displayed in the saved
document
\ COMPANY_NAME\ Name of registered company (i.e. your

company name) taken from your License
Key. This name cannot be modified,
however you can delete this variable from
template and type your preferred name
directly.

\ COMPANY_PAYMENT _TERMS\ Payment terms set for freelance experts.
Can be changed on Corporate Settings tab
of Projetex Server Administrator.
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\ COVPANY_PAYMENT_TERMS_NOTES\ Notes, entered for payment terms to
freelance experts. Can be changed on
Corporate Settings tab of Projetex Sener
Administrator.

\ COMPANY_CURRENCY\ Base currency of your company. Can be
changed on Corporate Settings tab of
Projetex Server Administrator.

\ CURRENT _USER_NAME\ Name of the Projetex Workstation user, who
saved (printed) document. Can be changed
on Corporate Settings tab of Projetex
Server Administrator.

\ CURRENT_USER _POSI TI O\\ Position of the Projetex Workstation user,
who saved (printed) document. Can be
changed on Corporate Settings tab of
Projetex Server Administrator.

Date Variables

Code to paste to template Information to be displayed in the saved
document

\ DATE\ Date in short format.
Example:
10/ 4/ 2006

\ DATE_LONG Date in long format.
Example:

Monday, October 04, 2006

Client Template Variables

Client variables refer to clients, connected with the document. For example, in the inwice
template \CLIENT_NAMEN\ variable will return the name of client, to whom the inwice was issued.
This data can be changed on the Main tab of Client window.

Client Data Template Variables

Code to paste to template Information to be displayed in the saved
document

\ CLI ENT_NAME\ Name of client.

\ CLI ENT_CODE\ Client Code of client.

© 2011 Advanced International Translations



Printed Document Templates

\ CLI ENT_CURRENCY\

\ CLI ENT_PAYMENT _TERVS\

\ CLI ENT_M NFEE\

\ CLI ENT_PAYMENT_TERMS_NOTES\

\ CLI ENT_ADDRESS\

\ CLI ENT_STREET1\

\ CLI ENT_STREET1_C\

\ CLI ENT_STREET2\

\ CLI ENT_STREET2_C\

\ CLI ENT_CI TY\

\ CLI ENT_CI TY_Q\

\ CLI ENT_STATE\

\ CLI ENT_STATE_C\

\ CLI ENT_COUNTRY\

\ CLI ENT_COUNTRY_C\

\ CLI ENT_ZI P\

\ CLIENT_ZI P_C\

\ CLI ENT_EMAI L1\
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Client's currency.
Payment terms of a client.
Example:

Wt hin 30 days

Minimum fee set in payment terms of a
client.

Text, entered in the Additional Notes field
of client's payment terms.

Complete address of client. Order of
different elements can be changed on
Corporate Settings tab of Projetex Sener
Administrator.

Street address of a client (entered into the
upper Street Address field).

Street address of a client, followed by a
comma (not displayed if Street Address
field is empty).

Alternate/second street address of a client
(entered into the lower Street Address
field).

Alternate/second street address of a client,
followed by a comma (not displayed if
Street Address field is empty).

Client's city of residence.

Client's city name, followed by a comma
(not displayed if City field is empty).

Client's state/province of residence.

Client's state/province, followed by a comma
(not displayed if State field is empty).

Client's country of residence.

Client's country of residence, followed by a
comma (not displayed if Country field is

empty).
Client's ZIP code.

Client's ZIP code, followed by a comma (not
displayed if ZIP Code field is empty).

E-mail address of a client.
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\ CLI ENT_EMAI L2\
\ CLI ENT_PHONE1\
\ CLI ENT_PHONE2\
\ CLI ENT_PHONE3\
\ CLI ENT_PHONE4\
\ CLI ENT_FAX\

\ CLI ENT_W\EB\

\ CLI ENT_M NFO

\ CLI ENT_MAEB\

\ CLI ENT_I NFO\

\ CLI ENT_VATNUM

Project Template Variables

Code to paste to template

\ PROJECT_NAVE\

\ PROJECT_CODE\

\ PROJECT_CLI ENT_NAME\
\ PROJECT_CL| ENT_CODE\
\ PROJECT | NFO\

\ CORPORATE_PM NAVE\

\ CLI ENT_PM NAME\

\ PRQJECT _DATE_STARTED\

\ PRQJECT_DATE_DEADLI NE\

\ PRQJECT_DATE_COMPLETED\

Additional e-mail address of a client.
Phone number of a client.

Additional phone number of client.
Additional phone number of client.
Additional phone number of client.
Fax number of client.

Web site address of client.

Text, entered in Marketing Notes section
on the Marketing tab of Client window.

Text, entered in Marketing Link section on
the Marketing tab of Client window.

Text, entered in Additional Information
section on the Main tab of Client window.

VAT code of a client.

Information to be displayed in the saved
document

Name of project.

Project code.

Client project created for.
Client reference number.
Information about the project.
Corporate project manager
Client project manager

Date when project was started in following
format:

10/ 4/ 2006.
Project deadline in following format:
10/ 4/ 2006.

Date of project completion in following
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format:
10/ 4/ 2006.

\ PRQJECT_DATE_STARTED_LONG Date when project was started in following

format:
Monday, Cctober 04, 2006.

\ PROJECT_DATE_DEADLI NE_LONG\ Project deadline in following format:

Monday, October 04, 2006.

\ PROJECT_DATE_COWPLETED_LONG Date of project completion in following

format:

Monday, October 04, 2006.

Contact Template Variables

Code to paste to template Information to be displayed in the saved

document

\ SALUTATI O\\ Salutation of contact.
Example:
M., Ms., Ms.

\ TI TLE\ Contact title.

\ CONTACT_NAME\ Contact name.
\ PM_NAME\

\ ATTENTI O\\

\ CONTACT_EMAI L1\
\ CONTACT_EMAI L2\
\ CONTACT_PHONE1\
\ CONTACT_PHONE2\
\ CONTACT_FAX\

\ CONTACT_NOTES\

Quote Template Variables

Common Quote Variables

Code to paste to template

Contact email address.
Contact email address 2 (if available).

Contact phone number.

Contact phone number 2 (if available).

Contact fax number.

Contact notes.

Information to be displayed in the saved
document
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\ QUOTE_NAME\ Possible quote name.

\ QUOTE_CODE\ Quote code.

\ CCDE\

\ SERVI CE\ Senice name.

\ REQUEST\ Request for quote.

\ ANSVEER\ Answer to request for quote.

\ VOLUME\ Quote wolume.

\ PRI CI NG\ Quote pricing type (per unit, flat fee, and so
\ TYPE\ on-

\ PRI CE\ Quote price.

\ UNI TS\ Quote units.

\ TOTAL\ Quote total.

\ DATE_SENT\ Date sent in following format:

\ SENT\ 10/ 4/ 2006

\ DATE_SENT_LONG Date sent in following format:

\ LONGSENT\ Monday, October 04, 2006
\ START\ Date assigned in following format:
\ ESTSTART\ 10/ 4/ 2006

\ START_LONG\ \ LONGESTSTART\ Date assigned in following format:

Monday, October 04, 2006

\ COVPLETI ON\ Deadline date in following format:

\ ESTCOVPLETI ON\ 10/ 4/ 2006

\ LONG_COWVPLETI O\\ Deadline date in following format:

\ LONGESTCOVPLETI ON\ Monday, October 04, 2006

\ COUNT_NOTES\ CATCount notes.

\ STATUS\ Status of quote (unknown, accepted,
rejected)

The following variables refer to draft client jobs, added to quote to client. These variables do not
apply to freelancer quotes.
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Draft Client Job variables for Quotes to Clients

Code to paste to template

\ DTMULTI QUOTEI TEMS: Q _ NAVE\
\ DTMULTI QUOTEI TEMS: GROUP_NANE\
\ DTMULTI QUOTEI TEMS: SERV_NANME\

\ DTMULTI QUOTEI TEMS: UNI T_NAME\

\ DTMULTI QUOTEI TEMS: Q _PRI CE\
\ DTMULTI QUOTEI TEMS: Q _ VOLUVE\

\ DTMULTI QUOTEI TEMS: QI _FEE_KI ND\

\ DTMULTI QUOTEI TEMS: Q _TOTAL\

\ DTMULTI QUOTEI TEMS:
Q _ COUNTNOTES\

Client Job Template Variables

Code to paste to template

\ JOB_NAME\

\ JOB_CODE\

\ CODE\

\ PO_CODE\
\ PO

\ CLI ENT_REF\

\ SERVI CE\

\ I NSTRUCTI ONS\
\ WWORK_NOTES\

\ VOLUVE)

\ TYPE\
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Information to be displayed in the saved
document

Name of draft client job.
Group of senices of draft client job.
Senice name of draft client job.

Units in which draft client job volume is
specified.

Price of draft client job.
Volume of draft client job.

Type of price set for client job (can be per
unit, flat fee, or free).

Draft client job total.

CATCount notes of draft client job (if job
wlume had been entered with the help of
CATCount).

Information to be displayed in the saved
document

Job name.

Job code.

Purchase order client issued for this job.

Client reference number in accounting
system of client.

Senice name.
Job instructions.
Work notes.

Job wlume.

Job type (for example: per unit, flat fee, free)
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\ PRI CE\
\ UNI TS\
\ TOTAL\

\ ASSI GNED\

\ ASSI GNED_LONG

\ LONGASSI GNED\

\ DEADLI NE\

\ DEADLI NE_LONG\

\ LONGDEADLI NE\

\ COMPLETED\

\ DONE\

\ COMPLETED_LONG

\ LONGCOMPLETED

\ COUNT_NOTES\

\ I N\VOI CE_CODE\

\ I N\VOI CE\

\ I N\VOl CE_GLOBAL_CODE\

\ I NV_GLOBAL\

Corporate Job Template Variables

Code to paste to template

\ CEXPERT_NAVE\
\ CEXPERT _CODE\
\ CEXPERT_EMAI L1\
\ CEXPERT_EMAI L2\

\ CEXPERT_PHONE1\

Job price.
Job units.
Job total.

Date when job was assigned in following
format:

10/ 4/ 2006.

Date when job was assigned in following
format:

Monday, October 04, 2006.
Job deadline in following format:
10/ 4/ 2006.

Job deadline in following format:
Monday, October 04, 2006.
Completion date in following format:
10/ 4/ 2006.

Completion date in following format:
Monday, October 04, 2006.

CATCount or AnyCount notes.

Invoice code.

Invoice global code.

Information to be displayed in the saved
document

Name of employee.
Code of employee.
Employee email 1.
Employee email 2.

Employee phone number 1.
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\ CEXPERT _PHONE2\
\ CEXPERT_FAX\

\ CEXPERT_AHC\

\ CEXPERT_I NFO\

\ JOB_NANE\

\ JOB_CODE\

\ CLI ENT_PO\

\ CLI ENT_REF\

\ JA_CODE\

\ SERVI CE\

\ I NSTRUCTI ONS\
\ WWORK_NOTES\

\ VOLUVE\

\ TYPE\

\ AHC\

\ PRI CE\

\ UNI TS\

\ TOTAL\

\ ASSI GNED\

\ ASSI GNED_LONG

\ DEADLI NE\

\ DEADL| NE_LONG

\ COWPLETED\

Employee phone number 2.

Employee fax number.

Employee average hourly cost.
Employee information.

Job name.

Job code.

Purchase order client issued for this job.

Client reference number in accounting
system of client.

Job Assignment code.

Senice name.

Job instructions.

Work notes.

Job wolume.

Job type (for example: per unit, flat fee, free)

Awverage hourly cost of the expert job is
assigned to.

Job price.

Job units.

Job total.

Date job was assigned in following format:
10/4/2006.

Date job was assigned in following format:
Monday, October 04, 2006.

Job deadline in following format:

10/ 4/ 2006.

Job deadline in following format:

Monday, October 04, 2006.
Completion date in following format:

10/ 4/ 2006.
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\ COVPLETED_LONG

\ TI ME_SPENT\

\ HOURS_SPENT\

\' M NUTES_SPENT\
\ COUNT_NOTES\

\ I N\VOl CE_CODE\

\ JOB_QUALI TY\

\ NET_JOBS_TOTAL\

\ NETJOBSTOTAL\

Freelance Job Template Variables

Code to paste to template

\ FEXPERT_NAME\

\ FEXPERT_CODE\

\ FEXPERT_CURRENCY\

\ FEXPERT_M NFEE\

\ FEXPERT_PAYMENT_TERMS\

\ FEXPERT_PAYMENT_TERMS_NOTES\

\ FEXPERT_ADDRESS\
\ FEXPERT_STREET1\
\ FEXPERT_STREET?2\
\ FEXPERT_CI TY\

\ FEXPERT_STATE\

\ FEXPERT_COUNTRY\
\ FEXPERT_ZI P\

\ FEXPERT_EMAI L1\

\ FEXPERT_ENMAI L2\

Completion date in following format:
Monday, October 04, 2006.
Time spent on job completion.
Hours spent on job completion.
Minutes spent on job completion.
CATCount or AnyCount notes.
Invoice code.

Quality of completed jobs (set by project
manager).

Net jobs total number.

Information to be displayed in the saved
document

Name of freelance expert.
Freelance expert code.
Freelance expert currency.
Freelance expert minimum fee.
Freelance expert payment terms.

Freelance expert payment terms additional
notes.

Freelance expert address.
Freelance expert street 1.
Freelance expert street 2.
Freelance expert city.
Freelance expert state.
Freelance expert country.
Freelance expert zip code.
Freelance expert email address.

Freelance expert email address 2.
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\ FEXPERT _PHONE1\
\ FEXPERT _PHONE2\
\ FEXPERT _PHONE3\
\ FEXPERT _PHONE4\
\ FEXPERT_FAX\

\ FEXPERT WEB\

\ FEXPERT_Al NFO\
\ FEXPERT_| NFO\

\ FEXPERT_VATNUM
\ JOB_NAME\

\ JOB_CODE\

\ PO_CODE\

\ PO_GLOBAL_CODE\

\ CLI ENT_REF\

\ SERVI CE\
\ I NSTRUCTI ONS\
\ WORK_NOTES\

\ VOLUVE\

\ TYPE\

\ PRI CE\

\ PRI CI NG\

\ UNI TS\

\ TOTAL\

\ ASSI GNED\

\ ASSI GNED_LONG\
\ LONGASSI GNED\

\ DEADLI NE\
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Freelance expert phone number 1.
Freelance expert phone number 2.
Freelance expert phone number 3.
Freelance expert phone number 4.
Freelance expert fax number 2.
Freelance expert Web site address.
Freelance expert application information.
Freelance expert general information.
Freelance expert VAT number.

Job name.

Job code.

Purchase order client issued for this job.

Purchase order client issued for this job
global code.

Client reference number in accounting
system of client.

Senice name.
Job instructions.
Work notes.

Job wlume.

Job type (for example: per unit, flat fee, free)

Job price.
Fee type.
Job units.

Job total.

Date job was assigned in following format:

10/ 4/ 2006.

Date job was assigned in following format:

Monday, October 04, 2006.

Job deadline in following format:
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\ DEADL| NE_LONG

\ COVPLETED\

\ COVPLETED_LONG

\ COUNT_NOTES\
\ JA_CODE\
\ JOB_QUALI TY\

\ NET_JOBS_TOTAL\

\ NETJOBSTOTAL\

Invoice Template Variables

Date and code

Code to paste to template

\ STATUS\

\ DATE_DUE\

\ SETTLEMENT_DATE\

\ DATE_DUE_LONG

\ SETTLEVENT L ONGDATE\
\ DUE_DATELONG

\ I N\VOI CE_DATE\

\ I N\V_DATE\

\ I N\VOl CE_DATE_LONG\

10/ 4/ 2006.

Job deadline in following format:
Monday, October 04, 2006.
Completion date in following format:
10/ 4/ 2006.

Completion date in following format:
Monday, October 04, 2006.
CATCount or AnyCount notes.

Job assignment code.

Quality of completed job (set by project
manager).

Net jobs total number.

Information to be displayed in the saved
document

Invoice status
Example:

Expected within 30 days, Settled
5 days earlier

Date when inwoice is due in following
format:

10/ 4/ 2006

Date when inwoice is due in following
format:

Monday, October 04, 2006

Date inwoice sent in following format:

10/ 4/ 2006

Date invoice sent in following format:
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\ I NV_LONGDATE\

\ I N\VOl CE_CODE\

\ I NV_CODE\

\ | N\VOI CE_GLOBAL_ CODE\
\ I NV_GLOBAL\

\ I NV_GLOBALLONG\

\ NOTES\

\ I NVOI CE_NOTES\

Invoice totals

Code to paste to template

\ I N\VOI CE_TOTAL\

\ | \VOI CE_TOTAL_BASE\
\ JOBS_TOTAL\

\ JOBS_TOTAL_B\

\ NET_JOBS_TOTAL\

\ NET_JOBS_TOTAL_B\

Taxes

Code to paste to template

\ TAX1\

\ TAX1_NAME\
\ TAX1_VALUE\
\ TAX1_VALUE_B\

\ TAX2\

\ TAX2_NAME\

196

Monday, October 04, 2006

Invoice code

Inwice global code

Inwoice notes from Notes tab of Edit
Invoice window

Information to be displayed in the saved
document

Inwoice total in client's currency

Inwoice total in base currency

Jobs total in client's currency

Jobs total in base currency

Jobs total with discounts in client's currency

Jobs total with discounts in base currency

Information to be displayed in the saved
document

Indicates if the tax 1 has been added; used
in algorithms (If tax 1 exists = True, if it
doesn’t = False)

Tax 1 name
Tax 1 value in client's currency
Tax 1 value in base currency

Used in algorithms (If tax 2 exists = True, if
it doesn’'t = False)

Tax 2 name
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\ TAX2_VALUE\
\ TAX2_VALUE_B\

\ TAXES\

\ AFTER_TAX1\

\ AFTER _TAX1_B\

Discounts

Code to paste to template

\ DI SCOUNT1\

\ DI SCOUNT1_NAME\
\ DI SCOUNT1_VALUE\
\ DI SCOUNT1_VALUE_B\

\ DI SCOUNT2\

\ DI SCOUNT2_ NAME\
\ DI SCOUNT2_VALUE\
\ DI SCOUNT2_VALUE_B\

\ DI SCOUNTS\

\ AFTER_DI SCOUNT1\

\ AFTER_DI SCOUNT1_B\

\ NET_JOBS_TOTAL\

\ NET_JOBS_TOTAL_B\

Tax 2 value in client's currency
Tax 2 value in base currency

Indicates whether the taxes in Tax fields are
set; used in algorithms (If any tax is set =
True, if it they are not = False)

Total in client's currency after Tax 1 applied

Total in base currency after Tax 1 applied

Information to be displayed in the saved
document

Indicates if the discount/markup in the
Discount/Markup field is set; used in
algorithms (If discount 1 exists = True, if it
does not = False)

Discount 1 name
Discount 1 value in client's currency
Discount 1 value in base currency

Indicates if the discount/markup in the
Discount/Markup field is set; used in
algorithms (If discount 2 exists = True, if it
does not = False)

Discount 2 name
Discount 2 value in client's currency
Discount 2 value in base currency

Indicates if the discounts/markups in the
Discount/Markup fields are set; used in
algorithms (If any discount is set = True, if
there are no = False)

Total in client's currency after Discount 1
applied

Total in base currency after Discount 1
applied

Jobs total with discounts in client's currency

Jobs total with discounts in base currency

© 2011 Advanced International Translations



Printed Document Templates 198

Payment status variables
Code to paste to template
\' I N\VO CE_DUE\

\ I N\VOl CE_DUE_BASE\

\ | N\vOl CE_PAI D\

\ I N\vO CE_PAI D_BASE\

\INV_I S_PAI D\

\ BEFORE_ADJUSTMENTS\

\ BEFORE_ADJUSTMENTS_B\

\ ADJUSTMENTS_ VAL UE\
\ ADJUSTMVENTS_VALUE_B\
\ ADJUSTMENTS_DESCR\
\ | N\VOI CE_PAYMETHOD\

\ I N\vO CE_PAYMETHOD_DESCR\

Client Job Variables in Invoice

Code to paste to template

\ DTLI NKJOBS: CJOB_PONUMB\
\ DTLI NKJOBS: CJOB_NAME\
\ DTLI NKJOBS: CJOB_ASSI GNED\

\ DTLI NKJOBS: CJOB_DEADLI NE\

\ DTLI NKJOBS: CJ0B_| SCOVPLETED\

\ DTLI NKJOBS: CJOB_COVPLETED\

\ DTLI NKJOBS: CJOB_PRI CE\

Information to be displayed in the saved
document

Balance due in client's currency
Balance due in base currency

Total payments linked to this inwoice in
client's currency

Total payments linked to this inwice in base
currency

Used in algorithms (If the inwoice is paid =
True, if it's not = False)

Inwice total in client's currency, excluding
adjustments

Invoice total in base currency, excluding
adjustments

Value of the adjustments in client's currency
Value of the adjustments in base currency
Description of the adjustments

Inwice payment method.

Payment method description.

Information to be displayed in the saved
document

Client PO of the job

Client job name

Date the client job was assigned
Deadline of client job

Completed (Boolean: True/False)
Date the client job was completed

Price of client job
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\ DTLI NKJOBS: CJOB_VOLUME\ Client job volume

\ DTLI NKJOBS: CJOB_FEE_KI ND\ Pricing (per unit, flat fee)

\ DTLI NKJOBS: CJOB_RATE\ Exchange rate

\ DTLI NKJOBS: CJOB_TCOTAL\ Job total in client's currency

\ DTLI NKJOBS: CJOB_TOTAL_B\ Job total in base currency

\ DTLI NKJOBS: CJOB_| NSTRUCTI O\\ Instructions of client job

\ DTLI NKJOBS: CJOB_WORKNOTES\ Work notes of client job

\ DTLI NKJOBS: CJOB_COUNTNGCTES\ CATCount notes of client job

\ DTLI NKJOBS: SERV_NAME\ Senice name of client job

\ DTLI NKJOBS: UNI T_NANME\ Volume units of client job

\ DTLI NKJOBS: PRQJ_CODE\ Project code of client job

\ DTLI NKJOBS: CJOB_CODE\ Client job code

\ DTLI NKJOBS: CJOB_CLCODE\ Client Ref. of the job

\ DTLI NKJOBS: CCON_NANME\ Client PM of the client job

Payment Template Variables

Basic payments template variables

Code to paste to template Information to be displayed in the saved

document

\ PAYMENT_CODE\
Payment code.
\ CODE\

\ PAYMENT_DATE\ Date payment received in following format:

\ PDATE\ 10/ 4/ 2006

\ PAYMENT_DATE_LONG Date payment received in following format:

\ PLONGDATE\ Monday, COctober 04, 2006

\ PAYMENT _NOTES\ Notes about payment.

\ TOTAL_PAI D\
Total paid (in client's currency).
\ TOTAL\

\ TOTAL_PAI D_BASE\

\ PAYMENT_RATE\

Total paid (in base currency).

Exchange rate.
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\ NOT_LI NKED\
\ LI NKED\

\'I S_LI NKED\

\ PAYMENT_NOTES\

\ NOTES\

Linked invoice variables
Code to paste to template
\ DTLI NKI NVOl CES: | DATE\
\ DTLI NKI NvOl CES: | CODE\
\ DTLI NKI NVOI CES: GNUMB\

\ DTLI NKI NVOI CES: TOTAL\

\ DTLI NKI NvOl CES: OTHER\
\ DTLI NKI NVOI CES: ADJUST\
\ DTLI NKI NVOI CES: LI NKED\

\ DTLI NKI NVOI CES: BALANCE\

\ DTLI NKI NVOI CES: DATEDUE\

PO Template Variables

Date and code

Code to paste to template

\ STATUS\

\ DATE_DUE\
\ DATE_DUE_LONG

\ PO_DATE\

Amount not linked with invoices.
Amount linked with invoices.
Used in algorithms (If payment is linked with

invoice = True, if it's not = False).

Payment notes.

Information to be displayed in the saved
document

Linked invoice date.
Linked invoice code.
Linked invoice global code.
Linked invoice total.

The part of the linked invoice total covered
by other payments.

The sum of the phantom payment of the
linked inwoice.

The part of the current payment total linked
to the inwice.

Balance Due of the linked inwoice.

Linked inwoice due date.

Information to be displayed in the saved
document

PO status (overdue, settled (with date),
outstanding and so on.).

Due date (according to the payment terms)

The date when the PO was issued in the

© 2011 Advanced International Translations



201 Projetex 9 Help

following format: 10/ 4/ 2006

\ PO_DATE_LONG The date when the PO was issued in long
format:

Monday, October 04, 2006

\ PO_COCDE\ PO code
\ PO_GLOBAL_CODE\ PO global code
PO totals
Code to paste to template Information to be displayed in the saved
document
\ JOBS_TOTAL\ Jobs total for the jobs included to the PO in

freelancer's currency

\ NET_JOBS_TOTAL\ Net Jobs Total (Jobs Total after the
discounts/markups are applied) in
freelancer's currency

\NET_JOBS_TOTAL_B\ Net Jobs Total (Jobs Total after the
discounts/markups are applied) in base
currency

\ PO_TOTAL\ PO Total value in freelancer's currency

\ PO TOTAL_BASE\ PO Total value in base currency

PO taxes

Code to paste to template Information to be displayed in the saved
document

\ TAX1\ Indicates if the tax 1 has been added; used

in algorithms (If tax 1 exists = True, if it
doesn’t = False)

\ TAX1_NAME\ Tax 1 name

\ TAX1_VALUE\ Tax 1 value in freelancer's currency

\ TAX1_VALUE B\ Tax 1 value in base currency

\ TAX2\ Indicates if the tax 2 has been added; used

in algorithms (If tax 2 exists = True, if it
doesn’t = False)

\ TAX2 _NAME\ Tax 2 name
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\ TAX2_VALUE\
\ TAX2_VALUE_B\

\ TAXES\

\ AFTER_TAX1\

\ AFTER _TAX1_B\

PO discounts

Code to paste to template

\ DI SCOUNT1\

\ DI SCOUNT1_NAME\
\ DI SCOUNT1_VALUE\
\ DI SCOUNT1_VALUE_B\

\ DI SCOUNT2\

\ DI SCOUNT2_ NAME\
\ DI SCOUNT2_VALUE\
\ DI SCOUNT2_VALUE_B\

\ DI SCOUNTS\

\ AFTER_DI SCOUNT1\

\ AFTER_DI SCOUNT1_B\

\ NET_JOBS_TOTAL\
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Tax 2 value in freelancer's currency
Tax 2 value in base currency

Indicates if the taxes in the Tax fields are
set; used in algorithms (If any tax is set =
True, if it they are not = False)

Total in freelancer's currency after Tax 1
applied

Total in base currency after Tax 1 applied

Information to be displayed in the saved
document

Indicates if the discount/markup in the
Discount/Markup field is set; used in
algorithms (If discount 1 exists = True, if it
does not = False)

Discount 1 name
Discount 1 value in freelancer's currency
Discount 1 value in base currency

Indicates if the discount/markup in the
Discount/Markup field is set; used in
algorithms (If discount 2 exists = True, if it
does not = False)

Discount 2 name
Discount 2 value in freelancer's currency
Discount 2 value in base currency

Indicates if the discounts/markups in the
Discount/Markup fields are set; used in
algorithms (If any discount is set = True, if
there are no = False)

Total in freelancer's currency after Discount
1 applied

Total in base currency after Discount 1
applied

Jobs total with discounts in freelancer's
currency
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\ NET_JOBS_TOTAL_B\ Jobs total with discounts in base currency

PO payment status

Code to paste to template Information to be displayed in the saved
document

\ PO_DUE\ Balance due in freelancer's currency

\ PO_DUE_BASE\ Balance due in base currency

\ PO_PAI D\ Total payments linked to this PO in
freelancer's currency

\ PO_PAI D_BASE\ Total payments linked to this PO in base
currency

\ TOTAL_PAI D_BASE\

\ PAYMENT _RATE\ Exchange rate of a payment

\ PO_I S_PAI D\ Used in algorithms (If the inwoice is paid =
True, if it's not = False)

\ PO_TOTAL\ PO Total value

\ PO_TOTAL_BASE\ PO Total in Base currency

\ BEFORE_ADJUSTMENTS\ Inwoice total in freelancer's currency,
excluding adjustments

\ BEFORE_ADJUSTMENTS_B\ Invoice total in base currency, excluding
adjustments

\ ADJUSTMENTS_VALUE\ Value of the adjustments in freelancer's
currency

\ ADJUSTMENTS_VALUE_B\ Value of the adjustments in base currency

\'I N\VO CE_I S_RECEI VED\ Indicates if the invoice from the expert was

received; Boolean type: True if the Expert
Inwoice received option is selected.

\' I N\VO CE_CODE\ The code of the expert's invoice

\' I N\VO CE_DATE\ The date the expert's inwice was received

\'I N\VvO CE_DATE_LONG The date the expert's inwice was received in
long format

Monday, COctober 04, 2006

\ PO_NOTES\ The text entered on the Notes tab of the
New/Edit PO window
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POjobs variables

Code to paste to template

\ dt Li nkJobs:
\ dt Li nkJobs:
\ dt Li nkJobs:

\ dt Li nkJobs:

\ dt Li nkJobs:
\ dt Li nkJobs:
\ dt Li nkJobs:
\ dt Li nkJobs:

\ dt Li nkJobs:

\ dt Li nkJobs:
\ dt Li nkJobs:

\ dt Li nkJobs:

\ dt Li nkJobs:

\ dt Li nkJobs:

\ dt Li nkJobs:

\ dt Li nkJobs:
\ dt Li nkJobs:

\ dt Li nkJobs:

\ dt Li nkJobs:

\ dt Li nkJobs:

RJOB_NAME\
RJOB_ASSI GNED\
RJOB_DEADLI NE\

RIOB_I SCOVPLETED\

RJOB_COVPLETED\
RJOB_PRI CE\
RJOB_VOLUVE\
RIOB_FEE_KI ND\

RIJOB_RATE\

RJOB_TOTAL\
RIOB_TOTAL_B\

RIOB_QUALI TV

RJIOB_I NSTRUCTI ON\

RJ OB_WORKNOTES\

RJIOB_COUNTNOTES\

GROUP_NAME\
SERV_NAME\
UNI T_NAME\
PROJ_CODE\

RJOB_CODE\

204

Information to be displayed in the saved
document

Name of the job
Date of the job assignment
Deadline date of the job

Indicates if the job was is completed,
Boolean type: True if the job is completed

Date of the job completion
Price of the job

The job wolume

Fee type for the job

Exchange rate between expert's and base
currency

Job total in freelancer's currency
Job total, in base currency

Job quality, as specified in the New/Edit
Job window

Text entered on the Instructions tab of the
New/Edit Job window

Text entered on the Work Notes tab of the
New/Edit Job window

Text from the Count Notes tab of the New/

Edit Job window

The job's group of senice name

The job's senice name

The units the job is measured in.

The code of the project the job belongs to.

Job code

These variables can add information from linked payments to purchase order template
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Payment PO variables

Code to paste to template Information to be displayed in the saved
document

\ dt Li nkPaynment s: LI NK_SUM The amount linked with the PO

\ dt Li nkPaynent s: PAYM_DATE\ Payment date

\ dt Li nkPaynent s: RPAYM TOTAL\ Payment total value

\ dt Li nkPaynent s: RPAYM_CODE\ Payment code

Custom Queries to Database

Custom Queries

SQL queries can be made to Projetex database with administrative access rights. This feature
recommended for system administrators and IT specialists since it requires basic knowledge of
SQL.

Structured Query Language (SQL) is a language of structured requests. It is intended for working
with relational databases, which constitute the sets of interrelated data, stored in tables.

Nowadays SQL is a part of a large number of programs, executed on various types of computers.
"Owing to its elegance and machine independence, as well as to the industrial leaders support in
relational base technology, SQL was acknowledged the standard language and will keep this
position in the foreseeable future."[2000, Mastering SQL, Martin Grubber]
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Query Building Tutorial

User queries are built and managed with the help of Custom Queries section of Corporate
Settings tab of the Projetex <%VAERSION%> Server Administrator.

1. Beginning creating a query

Click the New button and the Query Builder window shown below appears. Enter the name of
your query in Query Name field, and (optionally) description of the new query in the Description

field.
o '
i Query Builder E@&J
42 v X
Run Query 0K Cancel
DData |
:-': =
M -
Query Mame JI
Content: -

ﬁlzscriptiun: }

L —
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2.Beginning creating the model of the query

Switch to the Model tab:

(& Query Builder E=RET)
R ¥ v X
Generate Query  Pun Query oK Cancel
( Model ) query

-
=
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3. Selecting database tables

Locate the required tables on the list to the right (in this case — CINVOICES table) and drag them
to the gray field of the Model tab of Query Builder window.

I Query Builder E‘M
km ¥ v ot

Generate Query Run Query OK Cancel

II Model | Query | Data

r

CACCMANAGERS
CACCOUNTS
CCONTACTS
CDISCOUNTDEFRS
CFIMLIMES

»

CMETAINVOICES

CMULTIQUOTEITEM:

CMULTIQUOTES i
COUMTRIES
CPAYMENTS I
CPRICES o

Field

Table

Show

Sort

Function

Group
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4. Selecting fields to be added to query

Select two fields, (in this case CLIENT_ID and CINV_TOTAL_B — client ID and sum of the inwice
in basic currency) by clicking near the names of this fields in the table windows. These fields will
appear in the lower area, which represents the list of selected fields.

-
lF Query Builder

ESREER =)

km % V’ x

Generate Query Run Query OK Cancel

Model | Query | Data

CIMY NOTES

CLIENT_ID

CURR_ID
CIMY_IS_AOID
CIMW_WOID_DESC
CItY_VOID_NOTE
CIMNY_FHUMB
CIMNY_T&x1_TOTAL_B

»

CACCMANAGERS
CACCOUNTS
CCONTACTS
CDISCOUNTDEFRS
CFIMLIMES

CIMY_Tax2 TOTAL B 1
CIMY_DIST_TOTAL_B CMETAINVOICES I
CIMNY DIS2 TOTAL B CMULTIQUOTELITEM:
CIMNY_TOTAL_B CMULTIQUOTES
CINY_ASSIGM_TOTAL_B COUMNTRIES
CIN_ADJUST_TOTAL_B CPAYMENTS ]
_WOID_DATE CPRICES |
Field CLIEMT_ID |CINV TOTAL_B I
Table CIMNVOICES i
Show Show Show
Sort
Function
Group
L% E— -
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5. Assigning functions

Right-click on the cell where fields CLIENT_ID (the selected field) and GROUP (SQL section Group
by) intersect and select the Group option. Similarly in the cell of intersecting CINV_TOTAL B and
Function fields we select the Sum option:

- _ -
i Query Builder S -- e ==

.;ml. g v X

Generate Query Run Query Ok Cancel

Model | Query | Data

* CFTPS ~
CIMNY_ID CINFO
CIMY_DATE CIMNVOICES
CIMY_MUMB CIOBS
CIMY_GNUME CLIENTS
CINV_JOBS_TOTAL CMETAINVOICES |
CINY_Taxd_TITLE CMULTIQUOTETTEMY
CMULTIQUOTES  |=
CIMW_ Tax1 WallE COUNTRIES
CIMY_Tax2 TITLE CPAYMENTS
CINY_T42_VALUE CPRICES 1
CIMY_DIST_TITLE CTAXDEES
CIMNY_DIST_WaLUE CTRACK
CIMW_DISZ2_TITLE CURR
CIMY_DIS2 WALLE DISCOUNTS ]
A T o EEXPEMSES |
Field |cuEnt 10 |emv Right-click en any field to l
Table [CINVOICES icinv.  bring up context menu i
Shaow Show Shiow
Sort ‘Z,/’
Function .
Group Group } @ Mo function
Average
Count
Maximum
Minimum
(.-— Sum )

6. Generating query
Click the Generate Query button.

I Query Builder - B
(" k.. g v X

enerate Quer Run Cuery 0K Cancel
Model

Newly built SQL-query will appear.
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-
7 Query Builder

kﬂl

enerate Ouery | Run Query - This code has been generated by
Query Builder according to your
settings in the Model tab

Query Mame: Invoices

Content: s2LECT  c10.client _name, cf._cinv date
FROM eclients cl0, cinvoices cB
WHERE cB.client id=cl0.client id
GROUP BY cl0.client name

Description: optional description|

L

A

Start executing the query (clicking Run Query button from the toolbar in the upper part of the

window) and you will see the results.
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i !
7 Query Builder = | B |t
7 v X
Cun Query 0K Cancel Results of your query
| Model | Query | Data |
ck 'Run Query' to see the data. You can Expart or Print Data from Corporate Sefungs page.
Il [cLenT mame COUN_NAME | -
- Finland E
Hill_| Unlimited Concepts Unified Spain
_Translaﬁu:un Designs LInited States
|_|Enigma Server Technologies, Inc France
n Reliable Metwork, Inc Morway
n Global Interactive Resources Sweden
The Lightning Graphics LInited States
B Global Concepts Universal Japan
| |The Tlustrative Designs Finland
: Digital First Conderge Russia
a Metwork Community Technologies Germany
'Hassive Archway, Inc LInited Kingdom _/
, _;

3 Note: Although for most basic queries you are not required to write the SQL code of the query
manually, any additional code can be added by SQL-versed users to fully customize their queries.

Example:

The following strings can be added to this particular query:

SELECT FIRST 10 c4.client_id, SUMc4.cinv_total _b),

(select client_nane fromclients where client_id = c4.client_id)
FROM ci nvoi ces c4

GROUP BY c4.client_id

ORDER BY 2 DESC

In simple words it will mean the following: To select first ten clients (first 10 client_id) by
counting the sum of inwices and display them in the order of sum reduction (ORDER BY 2
DESC).

Click Run Query button once again to see the new result.

3 Note: If you click Generate SQL after editing the query manually the query will be rebuilt and
the results of your work will be lost.
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7. Saving newly created query

To sawve the query model switch to the Query tab, specify the Query Name and Description

(optionally) and click OK button.

-
7 Query Builder

= | B S |

km ¥ v X
enerake guerx Run Query Ok Cancel
: Query )pata |
(Query Mame:
Content:

=
]
e

ﬁgsaipﬁun:

%

~
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Example: Single Table Query

Objective: Get the list of corporate experts with all data sorted by experts’ names.

1. Drag&drop EMPLOYEES table at the working area.

2. Select the asterisk “*” (to display all table fields) and the field EMP_NAME (needed for sorting).
After performing of these actions we can see the following picture under model working area:

i '
i Query Builder Elﬂlg

km % J x

Generate Query Run Query 0K Cancel

Model | Query | Data

DISCOUMNTS -
EEXPEMSES
E:'II:I_GYEE: ES EINFO
ErP D
v EMP_NAME
L] EMP_CODE
ErMP_GIMFO INFSTAT
FRP Fhiall 1 T A &
| |Field = EMP_NAME |
Table EEMPLOYEES {EMPLOYEES
I| |Show Shiow Show
Sort
|| IFunction
f Group
|
tlf
S — e J

3. In order to sort data by the corporate experts names you need to right-click the cell where
EMP_NAME column and the Sort row intersect, and choose the sorting type:
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-
i Query Builder Elﬂu
km ¥ v
Generate Query Fun Query Ok Cancel
Model | Query | Data
DISCOLUNTS -
il . EEXPENSES
EHI:LGYEE H =3 EINEO '
v EJOBS
| EMP_ID EJOB_EVENT 3
| v EMP_NAME EMPLOYEES 1
N EMP_CODE EXCHRATES
EMP_GIMFOD INFSTAT
FP FRAAI 1 T s i
|| |Field * EMP_NAME | |
| [Table FEMPLOYEES :EMPLOYEES
l Show Show Show
Sort
|| |Function @ MNoSort
| Group ]
Ascending
Descending

4. The EMP_NAME field will be displayed twice in the results of this given model. To awid this
problem, right-click the cell where the EMP_NAME column and Show row intersect and clear the
Show option.

F - -
ey B | = (S

kﬂl g J x

Generate Query Run Quersy QK Cancel

Model | Query | Data

DISCOUMNTS -
EEXPEMSES
EMPLOYEES : ES EINFO |
v EIOBS
v EMP_NAME 1
L] EMP_CODE EXCHRATES
EMF_GINFD INFSTAT
FIP Fhiall 1 T a &
| |Field = EMP_NAME |
| |Table EEMPLOYEES :EMPLOYEES |
l Show Show Showy =t =™
Sort Q\f Show )I
I Function
! Group
I ——

© 2011 Advanced International Translations



Custom Queries to Database 216

5. Click the Generate Query button to generate and see the SQL code. Generated request will be
located in Content field on the Query tab.

6. You can view results by clicking the Run Query button. You will get a table with a list of all the
Corporate Experts and their data including senice data.

- - ~
i Query Builder SR
7 v X
Run Query CK Cancel
Model | Query | Data
Click 'Run Query' to see the data. You can Export or Print Data from Corporate Settings page.
EMP_ID EMP_MAME EMP_CODE  |EMP_EMAIL1 EMP_EMAILZ | =
Ei.ﬁllysnn Laven AL Allyson@projetex,com Allyson@catco
n 2 |Javier Kuster K Javier @projetex.,com Javier @to 3000
|| 3 Bryon Ortolano BO Bryon@projetex. com Bryon@aithelp
n 4 | Alvaro Wigren AW Alvaro@projetex, com alvaro@anycol =
5 Ronald Holton RH Ronald@projetex. com Ronald@catco
B 6 | Jennie Schofield 15 Jennie @projetex, com Jennie @catool
B 7 Latoya Pittman LP Latoya@projetex, com Latoya@aithel| I
B 8 Timo Turunen T Timo@projetex, com Timo @anycour
: 9 |Sheryl Hirsch SH Sheryl@projetex. com Sheryl@translz
|| 10 Shelia Watts S watts @projetex.com
1 [ b
. = _— 4

7. To save the request model switch to Query tab, specify Query Name and Description
(optionally) and click OK button.

% Note: You can export or print these data from the Custom Queries tab of the Server
Administrator Corporate Settings (using Export Data and Print Data buttons) (the query should
be saved as described in the previous paragraph).

Example: Linking Tables

Objective: Get a list of all the projects with all their data sorted by experts names, with client,
project manager name and currency names.

1. Drag&drop PROJECTS, CLIENTS, CURR and AITSUSERS tables to the working area. In the
PROJECTS table select “*” field (to display all table fields); select also CLIENT_NAME field in the
CLIENTS table, CURR_NAME field in the CURR table and AITSUSER_REALNAME field in the
AITSUSERS table.
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PROJECTS:P3 ==l cLIENTS: C10 ~=l=|| Curr:C19 =lx|| AIT$USERS:A13 =l
( W } " E =
PROJ_ID CLIENT_ID CURF_ID AIT$USER_ID
FROJ_NUME (¥ CLIENT_MNAME > (v CURR_MAME ) AITFUSER_NAME
PROJ_MAME CLIENT_CODE CURFR_DESC AIT$USER_PASS
CLIENT_ID CLIENT_PT_T'PE AITHUSER_TITLE
PROJ_PH CLIENT_PT_D&YS ¥ AITHUSER_REALNAME
PROJ_IS_STARTED CLIENT_STREETT AIT$USER_IS_DISABLED
FROJ_IS_COMPLETED CLIEMT_STREETZ AIT$USER_COMMON
PROJ_DEADLINE CLIENT_CITY ACCESST

2. In order to get the name of the client the project is assigned to, you need to set connection
between PROJECTS and CLIENTS tables by unique field CLIENT_ID: click and hold left mouse
button on CLIENT_ID field in PROJECTS field, drag it to CLIENT_ID field in CLIENTS table, and
release the button. Similarly you need to connect the tables CLIENTS and CURR by unique
CURR_ID field, PROJ_PM field of the PROJECTS table and AITSUSER_ID field of the AITSUSERS
table. As a result you get the following:

CLIENTS : C10 == PROJECTS: P3 == ATT$USERS : A13 =l=|
3 v £ ®
CLIENT_ID PROJ_ID AIT$USER_ID

w CLIENT_NAME PROJ_MUME AITHISER_MAME
CLIENT_CODE PROJ_MAME AITHISER_PASS
CLIENT_PT_TYFE CLIENT_ID AITHISER_TITLE
CLIENT_PT_DAYS PROJ_PM v AIT$USER_REALNAME
CLIENT_STREETT PROJ_IS_STARTED AITHISER_IS_DISABLED
CLIENT_STREET2 PROJ_IS_COMPLETED AITHISER_COMMON
CLIENT_CITY PROJ_DEADLINE ACCESST
CLIENT_ZIP PROJ_COMPLETED ACCESS2
CLIENT_STATE PROJ_CODE ACCESS3
CLIENT_GINFO PROJ_FULL ACCESS
COUN_ID PROJ_DESC ACCESSS
CURR_ID PROJ_STARTED CLIENT_CURRENT
CLIENT_ Wi CLIENT_PM CLIENT_RECENT
CLIENT_WATHUM PROJ_ADD_STATUS FREELANCER_CURRENT
CLIENT_LOCALE CLIEMT_ACCOUNT FREELAMCER_RECENT
CLIENT_&PPINFO PROJ_FLAG EMPLOYEE_CURRENT
CLIENT_&PPURL AIT$CUSTOMFOO034 EMPLOYEE_RECENT
CLIENT_NEXT_QUOTE AIT$CUSTOMFOODES GRID_COLUMNS
CLIENT_NEXT_JOB AIT$CUSTOMFOODEE GRID_SORT
CLIENT_MEXT_INVOICE AT $CUSTOMFOODET DATA_SORT
CLIENT_MEXT_PAYMENT CRUOID REPMENU
CLIENT_MINFEE AITHISERTYFE
CLIENT_ADDONS SHOWAHC
AIT$CUST OMFOO0Z2 e =l PROJECT_CURRENT
CLIENT_PT_DESC ) PROJECT_RECENT
CLIENT_EMAILI CURR_ID AITHISER_EMAIL
CLIENT_EMAILZ v CURR_NAME AIT$ALERT_USER
CLIEMT_PHONE1 CURR_DESC | EXPORT_LOCAL_REPORTS
CLIENT_PHONE2 PRINT_LOCAL REPORTS
CLIENT_PHONE3 SHOW _TEMPLATE_SETTINGS

3. After the request model has been created, click Generate Query button. SQL code of the
request will be generated and displayed in the Content field on the Query tab.

4. You can view the results clicking Run Query button: you will get a table with a list of all the
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projects and their data including senice data.

& Query Builder
g Vs x
Run Query aK Cancel
Model | Query | Data
Click 'Run Query' to see the data. You can Export or Print Data from Corporate Settings page.
(CLIENT_MAME AITSUSER_REALMAME CURR_NAME |PROJ_NUMB|PROJ_CODE [PROJ_NAME PROJ PM  |PROJ_IS_STARTED|PROJ IS COMPLETED|PRO]C »
|4 Internet Security Technologies William McSun EUR 35 0035 SSH technology -1|True True 07.03.2]
Internet Security Technologies Fernando Lucena EUR 36 0036 Training Schedule 6 True True 03.04.2
7Ur|hmitEd Concepts Unified William McSun usb 44 0044 UCU web-site localization -1 True False 22.06.2
7Ur|hmitEd Concepts Unified William McSun usb 45 0045 Booklet about Unlimited Concepts Unified -1 True False 13.06.2
:Translanun Designs William McSun usp 48 0048 Localization of internal CRM system -1 True False 14.08.2
_Translahon Designs William McSur usp 49 0049 CRM system guide -1 True False 02,052
| |Enigma Server Technologies, Inc William McSur EUR 37 0037 Server-dient technology specification -1 True True 21.05.2
| |Enigma Server Technologies, Inc William McSur EUR 50 0050 Proofread www .enigmaservertech.com -1 True False 17.08.2
_Rahab\a Network, Inc Bartholomeo Rodriges EUR 23 0023 VPN connection troubleshooting 8 True False 16.06.2
Reliable Network, Inc William McSun EUR 51/0051 Virtual Private Netwark Scheme -1 True Falze 11112
7G\ﬂha| Interactive Resources William McSun EUR 52 0052 GlobalSYs manual (consulting only) -1|True False 21.08.2
7G\uhal Interactive Resources William McSun EUR 53 0053 Web-site content review -1 True False 23.06.2
| |he Lightning Graphics \William McSun usD 12 0019 Marketing booklet -1 True True 18.08,2
:The Lightning Graphics Bartholomeo Rodriges usp 32 0032 Thermal Displacement Guide 8 True False 05,06,2
_The Lightning Graphics Fernando Lucena usp 34 0034 Morby workshop & True True 16.12.2
_G\obal Concepts Universal William McSur JPY 27 0027 Tax policy in EU -1 True False 21.06.2
_G\obal Concepts Universal Fernando Lucena IPY 31 0031 Virtual Reduction Engine & True False 16.07.2
<[ v

5. To sawe the request model switch to the Query tab, specify the query name and description
(optionally) and click OK button.

% Note: You can export or print these data from the Custom Queries tab of the Sener
Administrator Corporate Settings (using Export Data and Print Data buttons) (the query should
be saved as described in the previous paragraph).

© 2011 Advanced International Translations



219

Projetex 9 Help

Example: Using Functions in Queries

Objective: Get statistics on clients by countries (i.e. the number of clients from each country).

1. Drag&drop the tables CLIENTS and COUNTRIES to the working area. In the CLIENTS table
check the COUN_ID field, and also COUN_NAME field in the COUNTRIES table.

L8

Model | Query | Data

I B
W7 Query Builder . | — E ——— o | (Bl
km ¥ v X
Generate Query Run Query 0K Cancel

CLIENTS : C10

CINVOICES -
CIOBS

W

=

CLIEMT_ID

CLIEMT_MNAME
CLIEMT_CODE
CLIEMT_PT_TYPE
CLIEMT_PT_D&YS
CLIEMT_STREET1
CLIEMT_STREET2

CLIEMT_CITY
CLIENT_ZIFP

CLIEMT_STATE
CLIEMT_GIMFO

COUM_ID
CURR_ID

CLIEMT _wiahaf

COUNTRIES:C14 =[x

CLIENTS
CMETAINVOICES
CMULTIQUOTELTEM:
CMULTIQUOTES

COUNTRIES i
CPAYMENTS
CPRICES
CTAYDEFS
CTRACK
CURR
DISCOUNTS
EEXPENSES
EINFO
EJOBS
EJOB_EVENT

EMPLOYEES
F¥rHRATFS

m

Field COUN_ID |COUN_MAME |
Table CLIENTS :COUMNTRIES
Show Show Show

Sort

Function

Group

2. Set the connection between the tables CLIENTS and COUNTRIES by unique field COUN_ID:
click and hold left mouse button on the COUN _ID field in the CLIENTS field, drag it to the COUN
_ID field in the COUNTRIES table, and release the button. As a result you get the following:
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r B’
lF Query Builder . | —— : —— e | |- (E]
km % v ot
Generate Query Run Query 0K Cancel
Model | Query | Data
CINVOICES -
CLIENTS : C10 COUNTRIES:C14  =|x CIOBS
« = CLIENTS
CLIEMT_ID COUN_ID CMETAINVOICES ‘
CLIENT_NAME v COUN_NAME Eﬂﬂﬂqﬂg&ﬂ?
CLIENT_CODE COUN_FLAG i |
CLIEMT_PT_TYPE CRAYMENTS
CLIENT_PT_DA&YS CPRICES L
CLIEMT_STREET1 CTAXDEFS =
CLIEMT_STREETZ2 CTRACK
CLIEMT_CITY CLRR
CLIEMT_ZIP DISCOUNTS
CLIEMT_STATE EEXPEMSES
CLIEMT_GIMFO EIMNFO
v COUN_ID EJCES
CURR_ID EJOB_EVEMT
CLIEMT \whaha . |EMPLOYEES I
F¥rHR ATFS
Field COUN_ID |COUM_MAME
Table = COUNTRIES
Show Show Show
Sort
Function
Group
L% ’

3. Now you need to specify the selection conditions. Set the necessary sorting order: number of
countries (in the CLIENTS table) — descending, names of the countries — ascending). For the
COUN_ID field choose the Count function, and also set grouping by country name:

Field COUN_ID |coun mame |
Table CLIENTS  COUMTRIES
Show Show Show

Sork Desc hsc

Function Count

GGroup Group

4. After the request model was created, click Generate Query button. SQL code of the request
will be generated and displayed in Content field of Query tab.
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-

lF Query Builder

£ v X
Run Query 0K, Cancel
odel | Qvery [Data

Query Mame: |

Content: g2LECT  COUNT (210.ccun id), cld.coun name
FROM clients cl0, countries cl4
WHERE cl0.coun id=cl4.coun id
GROUP BY cld.coun_ name
ORDER BY 1 DESC, cld4.coun name

Description:

% =

5. You can view the results by clicking Run Query button. You will get the table with countries
rating according to the number of your clients from each country. For example:
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w

( 7 Query Builder = | B (i
¥ v X

Run Query 0K, Cancel

Hodel [ Query | s

Click 'Run Query' to see the data. You can Export or Print Data from Corporate Settings page.

COUNT COUM_MAME -
iumted States
Finland
France

Sweden

United Kingdom
Canada

China

Germany

Italy

Japan

Korea, South
Morway

m

Russia

[ R e = = e e I S N |

Spain

L A

6. To save the request model switch to the Query tab, specify the Query Name and Description
(optionally) and click OK button.

% Note: You can export or print these data from the Custom Queries tab of the Serner
Administrator Corporate Settings (using Export Data and Print Data buttons) (the query should
be saved as described in the previous paragraph).

Custom Reports in Projetex

Using Custom Reports

Custom reports are used to extract and view consolidated and summary printable information from
Projetex database. Custom reports can be viewed, exported and printed from Projetex Workstation
window.

To access custom reports, on the Custom Reports menu of Projetex Workstation click List.

Access to custom reports

Access to custom reports can be granted or denied for any Projetex user with the help of Projetex
Server Administrator.

To edit user access rights to custom reports you will need access to Projetex Server Administrator.
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1. Run Projetex Sener Administrator.

2. Click Database tab.

3. Put your database offline by clicking Go Offline button.

4. Once database is offline, switch to Corporate Settings tab.

5. Click Users and Access section, select required user in the list and click Edit button.

6. In Edit User window select or clear Custom Reports View option.

Managing custom reports

Custom Reports settings in Projetex Server Administrator
Custom reports can be created edited and deleted with the help of Projetex Server Administrator.

To create, edit or delete custom reports open Custom Reports section of Projetex Server
Administrator Corporate Settings tab.

1. Run Projetex Sener Administrator.

2. Click Database tab.

3. Put your database offline by clicking Go offline button.

4. Once database is offline, switch to Corporate Settings tab.

5. Click Custom Reports section to open custom report management options.

Exporting a custom report

To export a custom report, save required report in .PXR2 file. This file can later be imported into
another Projetex database.

1. Select the required custom report in the list.
2. Click Save button.

3. Specify name and location for PXR2 file being saved.

Importing a custom report
You can import a custom report to your database from a PXR2 file.

% Note: Custom reports which are displayed in Custom Reports section of Projetex Server
Administrator are the ones currently integrated into Projetex database. PXR2 files are used solely
for export-import purposes, simply copying new PXR2 file to \AIT\Projetex 8\Projetex
Server\Reports\ will not import the new report into database.

To import a custom report, use PXR2 file to load required report.
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1. Save PXR2 file being imported to \AIT\Projetex 8\Projetex Server\Reports\ folder.
2. Click Load button.

3. Locate PXR?2 file being imported, select it and click Open button.

Editing a custom report

To make changes to a custom report, select this report in the list and click Edit button. This button
opens FastReport window (report designer interface). FastReport designer is a complex tool
intended for IT specialists. It requires some basic SQL knowledge. Step-by-step creation of simpler
reports is described in Example: creating a report topic. Also you can download FastReport manual
from our website using the following link: http://version7.projetex.com/images/stories/files/
documents pdf/CustomReports ReportEngine Guide.pdf

For detailed information visit the Fast Report Inc. Internet site: http://www.fast-report.com

Creating Custom Report

This topic will cover the process of creating a simple custom report.

5 Note: This is a sample of FastReport engine functionality intended for users generally unfamiliar
with SQL. For SQL-versed users it is recommended to refer to FastReport manual available for

download on http://www.projetex.com/documentation

Creating A Custom Report

1. Run Projetex Sener Administrator, turn the database offline by clicking Go Offline button and
switch to Corporate Settings tab.

2. Click Custom Reports on Corporate Settings tab of Projetex Server Administrator.

3. Click New button; enter report name and description in New Custom Report window and click
OK.

4. Add data which should be used in the report. To do so, on Report menu click Data in
FastReport Designer window (it will open automatically, once you click OK button).

This will open Select Project Datasets dialog window, in which all your custom queries are
displayed. Select the required queries by selecting check boxes in front of their names. For this
example we selected Projects (with Model) query, since we are composing a "Projects report".

Click OK button to confirm selection.

% Note: You can create your own custom queries with the help of built-in query builder. Any
custom queries created this way will appear in this dialog window.

5. Now, contents of the selected query are displayed in the Data field to the right:
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| Data

=1L 5 Projects {with Model}
=] PROJ_STARTED
=] PROI_DEADLINE
=] PROI_COMPLETED

I 0§ I 0
[ L. R = By w |
292D
m o o0
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E':BFI
EEOn
= m o
m =

s
—
m
—
m
L]

H| AIT$USER_REALMAME

These are the fields from Projetex database, which have been added to the query you selected. In
this particular case, the fields are those, containing project names (PROJ_FULL) and codes (
PROJ_CODE), dates of project timeline (PROJ_STARTED, PROJ_DEADLINE and
PROJ_COMPLETED), information as to whether project has been completed or not (
PROJ_IS_COMPLETED) and corresponding client names (CLIENT_NAME).

6. Begin designing your report by placing Data Bands.

These “bands” bind report elements together, specifying their location on the page relatively to page
itself and to the other bands. More detailed description of the bands can be found in FastReport
User Manual. For this particular report you will need to use only few of the bands available.

6.1. Click Insert Band button and select Report Title band. This will place mentioned band to your
report page. Click Insert Band button again and select Header band to place it.
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6.2. Click Insert Band button one more time and select Master Data band to place it in your

226

report. When placing Master Data band select your Projects (with Model) query when prompted

to do so:

e

Select Dataset

==

| [not assigned]

' T FProjects (with Model)

Mumber of records:

Ok

| ’ Cancel
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Your report page should look approximately like this:

Example:

ReportTitle; ReportTitle1

Header: Headerl

MasterData: MasterDatal

| | Projects (with Model)

7. Adding data to Master Data band.

To add a variable data to your report, you will need to drag-and-drop the required fields from your

query to Master Data band.

ReportTitle: ReportTitlel

;[F'rojects [witE

m e

PageFooter: PageFooterl

Data | Variables |Fur1ct M
\J Data
EIL.E e el

PRO]_COMPLETED
PRO]_IS_COMPLETE
PROJ1_CODE

----- =] PROI_FULL

=] CLIENT_NAME

""" H| AITSUSER_REALMANM

Any Master Data band can be linked to certain dataset (or query in this case) only, so in case you
have more than one query, be sure to drag and drop fields only to that Master Data band, which

has been linked to this query.

Example:

For example, the Master Data band below can contain fields from Projects (with Model)

query.
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MasterData: MasterDatal Q;J Projects (with Model) |)

Drag sequentially the following fields from the Data area and place them inside Master Data band
in a row:

Example:
PROJ_FULL, CLIENT_NAME, PRQOJ_DEADLI NE

When placed into your report, the fields take form of text objects, like the example below:

Example:
[Projects (with Mdel)."PRQJI_FULL"]

These text objects act very much like text variables in Projetex RTF templates.

% Note: Some of these objects may be very wide. You can adjust their width by dragging the
borders of these objects. Alternatively, you can enter exact object length by selecting it and typing
their width in Properties area:

Example:

]
I lﬂ ProjectswithModelPRO. . T "
z ["Properties | Events| | ([ dProjects (with MudeIE_"F'F{DJ_STAF{TED"]
URL - -
i3] | UseDefaultct[]False
L__'fl Ufa'!i vaTop PageFooter: PageFooter1
Ll
=
' [y Width of the object
4} A | 1] |
Centimeters  'i0,30: 0,00 ™ 5,80: 0,50 ProjectswithiModelPRO]_STARTED: [Projects

Once all the data has been added, your report should look like this:
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you have just added

[— These are the fields _J

-

 [Prajects (with Model)"PROJ_FULL"]|[[Prajects (with Model) "CLIENT_NAME] [Projects (with Model)."PROJ_DEADLIN

b = - -

8. Adding stationary data to other bands.

8.1. Add a header for your report by clicking Text object button and placing the object on your
report, within the Report Title band.

h |Code |Data | Pagel |DislogPagel |

:_ﬁl | 1 i 1 z 1 1 1 4
@ -9 GroupHeaderl "
(| DialogPage1
T “TF) DateEdit1
- DateEdit2
J - Eljttoni @ ReportTitle: ReportTitle1
= |{ab] Button2 ~ B _I_ ______________
AN — " ( , 5

GroupHeader 1: TfraGre =

Properties |Events| ]
Properties | Events .
Z [ Alowspit alsex]. - GroupHeader: GroupHeader 1
Child =3 '
Condiion  FIBQuer| |

Description )
Drilbown ] Falze “
= ExpandCrillle[ ] False -

[#IFont (TFont) =
Bl | Height 060 )
s | KeepChid [False . | PageFooter: PageFooter 1

8.2. Type the header for your report in the memo window which appears.
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Text | Format | Highlight
aeg] FO&

- - -

Projects Repor]

o [ concel |

8.3. Data will be displayed in your Master Data band in columns (each indicated by a field from the
query). Add the names of these columns right above the query field objects in your Header band:
Project name, Client, and Deadline the same way you added the header text object.

After this your report should look as follows:

Example:

Report Title: Report Telel
'-Pm]ecls Repor
I

Header: Header |

:PIQ]E'EI Name jfﬂhent 1 IrDeadhne 1
MasterData: MasterDatal "1 Projects (vith Model)
| Prajects fwith " [Projects (with Model)."CLIENT_NAME"] [Projects (with Model)."PRCU_DEADLINE"]

9. Preview your report by clicking Preview button. Your report preview will be displayed in the
Preview window.

% Note: You can further configure style of your report by configuring the style of text objects.
Select required text object and adjust its format in the Properties area to the left.

10. Save your newly created report by clicking Save button and close report designer.
New report is now ready to be used.

If you want to save this report in a separate file in the Reports folder of Projetex (so that you can
send it to other Projetex users), select the report in the list and click Save button.

Creating a Master-Detail Report

It is often needed to gather information from different database tables. For example, to obtain list of
quotes and list of marketing records for each of clients. In this case, list of clients represents

"master" data, and lists of quotes and events are called "detail" data (they show details on each of
the client).

Objective: Create a report showing lists of quotes and marketing events per each of clients.
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1. Run Projetex Sener Administrator, turn the database offline by clicking Go Offline button and
switch to Corporate Settings tab.

2. Switch to Custom Reports section on Corporate Settings tab of Projetex Server Administrator.

3. Click New button; enter report name and description in New Custom Report window and click
OK.

In this case none of the pre-designed queries suits this report, thus new queries must be created.
4. Click Data tab to begin adding data to your query,
DEHR | A @E " M@|
= | T arial

Data ElF‘age 1

iy |

— | id Report
\_{ ..... l_.J Data
7

5. Click FIB Query button and place an FIB Query object anywhere on the white field.

File Edit Report WView Help

DR | Q& | & |
| T Arial - 10 -
R Data |Paget
| | 100
A i3 Report |
,‘_]\ ..... | | Data
{ ._..;1 J __] Pagel

oS

X
cos

Data: ThrxDataPage -

6. Double-click the new object, and enter the code text of the first query:

Example:
SELECT
CQUO_NANME,
CQUO_SENT,

CQUO_TOTAL_B
FROM CMULTI QUOTES
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WHERE CLIENT_I D = ?MAS_CLI ENT_I D

This query will extract quote hames (CQUO_NAME), dates (CQUO_SENT), and quote totals in base
currency (CQUO_TOTAL_B). Line WHERE CLI ENT_I D = ?MAS_CLI ENT_I D arranges the data by
master client reference.

7. Repeat step 5 (click FIB Query button and place an FIB Query object anywhere on the white
field) and add the following code to second query:

Example:

SELECT

CTRACK_DATE,

CTRACK | NFO

FROM CTRACK

WHERE CLIENT_ID = ?MAS_CLI ENT_ID

This query will extract dates (CTRACK _DATE) and notes (CTRACK | NFO) of marketing events
(shown on the Marketing tab of Client window), and will also organize the data by master client
reference field.

8. Repeat step 5 (click FIB Query button and place a FIB Query object anywhere on the white
field) and add the following code to third query:

Example:
SELECT
CLI ENT_NAME

FROM CLI ENTS

This query will extract client names, which are also needed to build this report.

9. Click Page 1 tab to begin designing the report page.
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File Edit Report View Help

DEdR| Q3

J| &| $# G|

o 1y | (L

E] Code |D313 GPEQEID
A —A

i gﬂ Report
0| & pata
B . L7 FIBQuery1 —
* j_f;j FIBQuery2 -
Lnig - ,';1 FIBQuery3
ICEE b ::] Pagel
O :

1%
FIBQuery3: TirxFIBQue

FIBQueryl

20 '

.'-‘?-E

FIBQuery3

10. Click Insert Band button and add a Master Data band. Select FIBQuery3 as dataset for this

band.

[not assigned)]
| FIBQuery1
| FIBQuery2

I FIBQuery3

Mumber of records; 0

o [ conee

L

r B’
Select Dataset M

A

11. Click Insert Band button and add a Detail Data band. Select FIBQuery2 as dataset for this

band.

12. Click Insert Band button and add a Detail Data band. Select FIBQuery1 as dataset for this

band.

13. Drag necessary fields to the appropriate data bands.

Example:

Dragged the following fields: CLIENT_NAME - to the MasterDatal band, CTRACK_DATE,
CTRACK_INFO - to the DetailDatal, CQUO_SENT,CQUO_NAME - to the DetailData2.
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[FIBQuery3."CLIENT_NAME"] |

[FIEQuery2.” [FIBGuery "CTRACK_INFO"]

[FIBQueryl.” [FIBGuery? "CQUD_NAME"] ]

14. Add Header and Footer bands to separate various fields visually.

Example:

The following bands were placed in this example: ReportTitle, 2 Header-type bands (
Headerl and Header?2), Footer band and PageFooter band. Also labels for header bands
have been added.

ReportTitle: ReportTitlel

[FIBQuery3."CLIENT_NAME"]

Header: Header1

:Marketing History

[FIBQueryl " [FIBCIuery2 "CTRACK,_INFO®]

Header: Header2
r
Quotes

[FIBQuery1.” [FIBGuery?. "CQUO_NAME®]

Footer: Footerl

PageFooter: PageFooter]

Repart collectad: [Date] [Time] " Page [Paged)] of [TotalPages#]
L L |

15. Now the report can be obtained:

Example:
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Fragment of resulting report, showing clients (master data), lists of quotes and marketing
records per each of them (detail data).

Alter Ego Sohntions
Quotes
200492006 Mulla quam.

Electric Dream Design
Marketing History
25052008 S6nd n
25052008 S6nGnSGn
Cuotes
21012005 Field mis-match (Description)
16.022002  Acrobexic Dictionany

Mythology Development Company
Mar keting History

25052009 S5nESn

05052009 S5n85n

26042003 S6RS6RS5NH

Quctes

100420028 EconomicHistory Manual

Feport colleced: ar0va0s 102613 A0 Page 1ar3

Other Products by AIT

AcroLexic

Dictionary of Acronyms and Abbreviations

AcroLexic 2.0 is a capacious dictionary of acronyms and abbreviations. With AcroLexic you can
forget about tedious searching through countless pages of dictionaries each time you come across
an unknown abbreviation. Currently it contains more than 70,000 terms with more than 150,000
definitions! The dictionary enables quick look ups of acronym definitions from different areas of
knowledge and provides results in a convenient format. AcroLexic will be a valuable addition to your
electronic bookshelf.
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Web-site:

http://www.acrolexic.com

Download free trial:

http://download.acrolexic.com/AcrolLexic2Setup.exe

AnyCount

Word Count, Character Count, and Line Count Software

AnyCount is an essential timesaving product for any translation business. It produces quick and

exact automatic counts both in words and in other volume units (characters with spaces,
characters without spaces, lines, pages, custom units) for all common file formats. AnyCount
counts words — you count money!

Web-site:

http://www.anycount.com

Download free trial:

http://download.anycount.com/AnyCount7Setup.exe

AnyLexic

Terminology Management Software

AnyLexic — Terminology Management Software. It's a long-awaited software which could take any

glossary and make it easy-to-use. With the terminology stored in one database terminology

management becomes simple: you can easily create, edit and exchange terminological dictionaries
in a reliable and convenient way. The software is not tied to any particular terminology. AnyLexic

will help you to gain high quality and consistency in translation.

Web-site:

http://www.anylexic.com
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Download free trial:

http://download.anylexic.com/AnyLexic2Setup.exe

AnyLexic Server

Server for Terminology Management Software

AnyLexic Server is a serner software that enables a harmonious teamwork with terminology among
AnyLexic users. You needn’t ping-pong dictionaries anymore. Different users with granted rights
may have access to a common term database either via local area network or via Internet. With
data back-up security, integrity check and repair AnyLexic Server helps to gain ultimate
terminology among translators working under one project.

Web-site:

http://www.anylexic.com

Download free trial:

http://download.anylexic.com/AnyLexic2SenerSetup.exe

AnyMem

User-Friendly Translation Memory Software

AnyMem is a user-friendly translation memory software. AnyMem is compact, stable, easy to learn
and to use. AnyMem CAT engine fully supports Unicode and can work with any language pair
without the need of external components, like .NET Framework or Java Virtual Machine, commonly
required by other translation memory software.

Web-site:

http://www.anymem.com

Download free trial:

http://download.anymem.com/AnyMem2Setup.exe
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CATCount

Computer Assisted Translation Tool for Easy Word Count

CATCount is useful software tool for translation industry professionals. It greatly eases task of
accounting of Computer Assisted Translation jobs. CATCount does this by translating complex
CAT Scheme into one easy number, i.e. CATCount. Additionally, it provides great features for
printing and export of used CAT Scheme together with original word counts, and resulting
CATCount. Word count analysis logs of Trados Translator's Workbench are processed
automatically.

Web-site:

http://www.catcount.com

Download:

http://download.catcount.com/CATCountSetup.exe

ClipCount

Clipboard Wordcount Software

ClipCount is ideal for fast text count in any file or program. Just select text you want to count and
press CTRL+C keys (or any other combination you select) and window with count results appears

in the bottom right corner of the screen. ClipCount can count word, characters with spaces,
characters without spaces and custom count units.

Web-site:

http://www.clipcount.com

Download free trial:

http://download.clipcount.com/ClipCount2Setup.exe

ExactSpent

Easy and Exact Time Tracking Software
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ExactSpent is an efficient time management software that enables you to calculate exact time you
spent on particular job. You can track multiple jobs for multiple clients in a single place. The
software will help you get organized, increase your productivity, and make better use of your time.
ExactSpent allows you to see clear picture of all your tasks and time expenses. Let you rule time,
not time rules you.

Web-site:

http://www.exactspent.com

Download free trial:

http://download.exactspent.com/ExactSpent2006Setup.exe

Projetex

Project Management Software for Translation Agencies

Projetex is a Project Management software for translation agencies. It is a flagship product by AIT
being used by 200+ translation agencies around the world. Our customers have already appreciated
how Projetex simplifies task of corporate and freelance workflow management, data and files
sharing within a translation agency.

Web-site:

http://www. projetex.com

Download free trial:

http://download.projetex.com/Projetex7Setup.exe

Translation Office 3000

Portable Headquarters of the Freelance Translator

Translation Office 3000 transforms the complex and diverse world of your translation business into
an easily-manageable one. It is widely used by small translation agencies. It is a unique
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combination of many benefits for your translation business in a single software package. With
Translation Office 3000 you can communicate more consistently keeping track of all the important
things, which happen in your freelance translation business. This software will be your personal
accountant, adviser, assistant, and project manager. Simplify your task of administration workflow
with Translation Office 3000!

Web-site:

http://www.to3000.com

Download free trial:

http://download.to3000.com/SetupTO3000V9.exe

WinLexic

GUI to Microsoft® Glossaries for Technical Translators and Technical
Translation Agencies

WinLexic — GUI to Microsoft Glossaries for Technical Translators and Technical Translation
Agencies. Displays glossaries in a nice and convenient dictionary form. Allows fast search for
glossary terms. It simplifies the work with multilingual terminology used in Microsoft software
products.

Web-site:

http://www.winlexic.com

Download free trial:

http://download.winlexic.com/WinLexic2005Setup.exe
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Index
A -

access role 153, 154
account
create 27

accountant 17

accounts 26
assigning and removing account managers 27
default 28
managers 27

AcroLexic 235

add 65
address 48, 58
AnyCount 31, 236

AnyLexic 236

AnylLexic Sener 237
AnyMem 237

assign account managers 64
autobackup 136

backup 136
CAT
count 32

scheme 32
CATCount 238
change 88
Clear Locks 170
client 52

profile 46
client contacts

create 62

edit 62
clientjob 74

new 74
client profile

create 61

edit 61
clients

window 45
ClipCount 238
clone client 62

code 49
columns 23
commands
functions 178
connection 51, 55
contact 59, 63

contact email 55
contacts 49

contextual menu

break locks 164
download 164
download wersions 164
lock 164

system menu 164
unlock 164

upload 164

upload and unlock 164

corporate 20, 21, 60, 65, 76
corporate expert 19

profile 53
corporate job

new 76

corporate settings
base currency 127
business folder 129
CATcount 133
codes 129
custom fields 131
custom queries 133
custom reports 133
custom variables 132
database access 129

folders 129
freelancer terms 127
general 127
inwice codes 129
OobBC 129

PO codes 129

postal address format 127
salutations 131

sound alerts 134

user access rights 128
user access roles 129
user accounts 128
users and access 128
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corporate team
expert 53
create 63, 69, 71, 74, 76, 78, 149, 150
JA 95
job assignment 95
PO 88
purchase order 88
create client accounts 63
create draft job 70
create inwice 82
create quote 69
currency 29

add 30
base 29
client 30

exchange rate 30
freelancer 30

prices 31
custom fields 140, 141, 143
custom queries 205
example 214, 216, 219
tutorial 206
custom query

SQL 114
custom report

creating 224, 230
master-detail 230
SQL 115

custom reports
administration 223
obtaining 222

user access 222
customization 141
customize 23

D -

data filter
search 39
timeframe 39
database
backup 135
check 138

compress 136
connected users 139

offine 135
optimize 136
repair 139

restore from backup 137
start 134

stop 134

switch 135

unlock 138

update 137
database management 156
document 49
download 8
draft 71

_E -

edit 63, 65, 71, 74, 76, 78, 149, 150, 154
JA 96
job assignment 96
PO 90
purchase order 90
edit inwice 83
edit payment 98
ExactSpent 238

expert 55, 65

export 43, 115, 117
excel 43
html 43
pdf 45
rtf 44
word 44
xls 43

-F -

fle 163

files 22, 167

files and folders
operation 164
structure 159
folder 163, 167
folders
ftp 169
format 49, 59
freelance job 78
new 78
freelancer 58, 59, 60, 65
profile 57
freelancers
window 56

242
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FTP 51,55

-G -

general prices 67
global code 88

group 140
import
clients 106

comma-separated 112
csv 112
database 105

dbase 110
dbf 110
excel 109

freelancers 106
plain text 111
scenario 114

text 111

txt 111

xls 109

xml 113
interface

buttons 33

menu 38

moving columns 24

navigation 35

sorting records 23
inwice 50, 98, 172

_ ] -

JA 22

job 71,76

job assignment 22
jobs 20, 21, 52

L -

link 98
local report
export data 39
locale 59
locking files 163

login 13

-M -

mass
PO 92
purchase orders 92
mass client payments 99
mass freelancer payments 101
mass inwice 86

menu
custom report 42
help 42

navigation 41
new object 41
settings 42
team 42
workstation 40

_N -

new 154

JA 96

job assignment 96
PO 90
purchase order 90
new inwice 83
new payment 98
next 49
next code 55, 60

-0 -

odbc 156
open 143
page 25

page mode 25
payment 49, 98
payment terms 59
person 63
persons 49

PM 15

PO 98

policy 50
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postal 48, 58

price copy from general 68
prices of

clients 67
freelancers 67
print 172

JA 97

job assignment 97
PO 80,94
purchase order 80, 94
print inwice 84

print payment 104
print quote 71
procedures 15, 17, 19
project

new 72

project manager 15
Projetex 239

Projetex 7.0 12

_Q_

quote 69, 172

"R -

Registration 10
related folders 167
requirments 8

_S-

save 172

sawe inwice 84
save payment 104
search freelancer 65
senices 68

set default account 64
settings 60
categories 121
countries 121
currencies 119
currency exchange rates
custom fields 126
discounts 120
fonts 126
general colors 124

groups of senices 118
inffo 121

markups 120

notes 121

payment methods 121
schedules 127
senices 119

status colors 125
taxes 120
templates 121
wlume units 119
wordcount 122
setup 8

Internet 15

LAN 14

share 163

shortcut 167

status 163

system 8

ST -

table 25
temlates
date format 183
locale 183
template variables
client 185
client job 190
common 184
contact 188
corporate job 191
freelance job 193
inwice 195
payment 199
PO 200
project 187
purchase order 200
quote 188
templates 171
editing 174
manage 183
store 183
synchronization 183
syntax 175
terms 49
Translation Office 3000 239
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U -

Upgrade 10, 12
Upload Changes 170
user 149, 150, 153

_V -

version
revision 170
wlume usints 68

W -

WinLexic 240
wordcount 31
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