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Introduction to PCB

Content description

This document lists relevant windows only. For information on the other windows, please refer to the online help.
Likewise, prerequisites and menu commands are not listed here, except in certain cases. You will find information
about the basic setup of Unit4 ERP and common functionality in the reference manuals Basic setup and System
Administration. This document introduces Project Costing and Billing (PCB) and explains what this product family
contains. It also describes links to other Unit4 ERP product families.

Parts of the document

The first part of the document features the PCB functionality, some basic setup and the common functionality for the
Desktop platform and the Unit4 ERP platform. The second part focuses on functionality exclusively found on Unit4
ERP and on timesheet entry and processing on this platform.

There is also an appendix with the PCB system parameters.

Diagrams

The diagrams used contain boxes illustrating windows, server processes and tables in the Unit4 ERP application.
Some of these boxes are optional, and this is illustrated by this dash type:

You will also find boxes containing the letters 'A’, 'B' or 'C":

rA-

These letters refer to the statuses of the rows (for example timesheet rows or invoice rows) sent to the tables.
Normally, they would have the following meanings:

A - Not validated.
B - Open items
C - Historical items

For further reading on these statuses, please refer to the Reporting reference manual
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What can PCB do?

Introduction

Projects are the key operational focus of many organisations in Agresso’s target market. A variety of organisations
are required to manage jobs or projects, ranging from small internal projects to large contracts that may span several
financial years, generate significant contributions to operation turnover and profitability, involve large numbers of
resources, and incur high costs.

Project Costing and Billing is designed to be a tool creating the flexibility needed to perform the required project
activities, adding to the organisation's profit, and reducing costs.

Essential needs

Itis vital for project managers in such organisations to fulfil its customers’ expectations while achieving maximum
profitability and optimum cash flow. This means effective utilisation of resources and tight management control of all
aspects of the project, including budgets and commitments. Flexible project structures are needed to support the
requirements of different types of organisations whose projects can differ in nature. A project system must support
the processes involved in executing a project, from cost capture to invoicing, by automating them where possible.

While giving full control and readily available information to project managers and administrators, powerful, flexible
enquiries must exist to give the project manager excellent snapshots of the bigger picture, making it possible to
anticipate problems as early as possible, in order to ensure the project targets can be achieved.

Unit4 ERP PCB

The Time/Project module delivers the core Project functionality and is where projects are defined, together with their
structures and reporting parameters. The project concept is very flexible, with sub-projects grouped under main
projects, made up of various activities and/or work orders. Linked with the flexibility around resource structures in
Human Resources, PCB becomes a very versatile application, coping with the needs of different types of
organisation.

Features

The Time/Project module offers control over project costs, and automation of costing information. This is particularly
true if timesheets are used, as the project managers can control who can post time to projects, activities and work
orders within projects; for example by designating specific people, or certain types of people (engineers as opposed
to salesmen etc). Follow-up authorisation and control procedures are available to trap time and costs that may not be
recoverable, or which are inappropriately analysed.
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PCB in Unit4 ERP

Links

The PCB module links to a number of other Unit4 ERP modules:

Financials

PCB can:
« Pick up costs and expenses from the General Ledger for billing.
» Post the cost of time incurred.
« Post the revenue from the sales of goods and services.
» Postincome accruals.

o Use the common customer master file.

16
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Purchasing

PCB can link purchase orders to specific projects.

Sales orders

Sales orders can be invoiced in PCB. Sales products will be transferred to the Invoice base, where the due date will
be taken from the sales order details.

Human Resources

PCB can:
» Use the common Resource Master file
« Link time booked on timesheets to the Absence module.
« Generate personal work schedules.

« Import absence

Payroll

PCB can:
« Derive hourly cost rates for employees from Payroll

« Link overtime recorded to payments to be made through Payroll

Contract accounting

PCB can:

« Derive hourly cost rates for contractors from Contract Accounting

And elsewhere

In addition, any module that uses GL postings may well also use the project, work order or activity attributes.

Planner

Through Planner, PCB has a direct link to project budgets.

Field Force

Field Force registers service projects and service orders sent to the master files in PCB, and also do their billing
through PCB.

17
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General Business Flow of PCB

Business Flow

This figure is a rough overview of the way data is entered and processed in PCB. Time is either a source for billing or
project costs:

Business flow Project management

*  Planning

. Budgeting

=  Change management
Approval

=  Project tracking and
forecasting
s [nvoice management
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Setup Projects

Common setup

Introduction

The first step in the implementation of any of the modules in the Unit4 ERP family is to review the requirements
related to Common.

This chapter describes the necessary setup in modules outside of the PCB module itself, mainly Common.

Important

Both the required setup for the specific module and the business requirements of the specific organization must be
taken into consideration. At the start of any module implementation it is important to revisit the Business and
Transaction plans and re-analyse the functional and reporting needs of the organization.
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Attributes

Introduction

The Attributes cornerstone in Unit4 ERP is an important key to understand how this solution can be so flexible and
easily adapted to individual user needs, even in the post-implementation phase.

Project attribute IDs

Attribute IDs starting with a B are project attributes required by Unit4 ERP. In this section, some of the key attributes
are mentioned.

Project attributes

This figure shows a listing of attributes directly related to PCB:

ﬁﬂttributes 4 b

ID | Attribute Description Owner | Descr | Type | Field (Len| Mnt DC P A M| W /| MF| Form | S5
?

| 1 B0 PROJECT  Project code COSTC A Ca2 12 A OO00X®E O O N
| 2 Bl ACTIVITY | Activity code A Cats 12 /M OoOooxROdO O d N
3 B2 |INC.CAT Income categories A Free 12/M Oooo®O O O N
| 4 B3 COST.CAT | Cost categories A Free oM ODOOEOO O N
| 5 B4 |PROTYPE  Project type A Free 12/ M OO00XE®A O O N
6 B5 | DISCIP Discipline A Free 12/ M [ [ o o v o o R R
| 7 86 PRLELMM | Price element A Free 2 A [ = R Y
| 8 B7 | TIMECODE Time code A Catt 124 [ [ o o v o o R
| 9 B8 INV.SPEC Invoice specification type A Free 1A Oooo®0O d O N
10 B9 LEAVE Leave A Free 1M OOOo=EOdOd d o
11 BA INV.STAT  Invoice status expenses A Cat? 1M Oooo®RO d O N
| 12 |BC |COMMNECT |Rescurce connection A Free 12 M OO00®0O Od O N
| 13 BE | TS.PER Tirme period N Free 6 A [ = R ¥
| 14 BF |WORKORD Work order code A Catt 12 A OO00O0XR®K O O N
15 BG |INVRULE Invoice rule A Cat? 12 A OoOOo=EOdO 0O d N
| 16 BH JOBTYPE  Jobtype A Cats 12/ M [ g = R Y
| 17 B | DOCTYPTS Document type project/work order |IMAGE A Free 2 M OOoOo®rROdOOdO Ol
18 B/ INVELMT |Invoice element A Cat7 1A [ = R Y
| 19 Bk |UNIT Unit A Free 12/ M [ [ o o v o o R
| 20 BL |ACE Additional cost/income element A Free 12 A OoOooxEO O d M
| 21 BM EXPTVPE Expense type A Free 12 A OO00x0O0 O N
| 22 BN |SITE Site A Free 12 /M OO0REO O O N
| 23 BO SHIFT Shift A Free 12/ M OOoO0xRO 0O d o
24 BP RATE Rate code RATE A Free 12/ M Oooo®rO Od O N
| 25 |BQ |FUNCTION |Function ON/OFF A Free 12/ M OoO0O®xROO O«
26 BR |FUMCTYPE  Function type A Free 12/ M [ [ o o v o o R R
| 27 BU MAINPROJ |Main project A Free 12 A OO00XE®RE O O M
| 28 BV | MILEST  Milstone code A Free 124 OO0O0XROO0O d
| 29 BW |PRICELIST | General project price list A Free 12A OOoO0xR0O 0O d o

Important attributes

This table features some important attributes when using PCB:
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Attribute

PROJECT
(BO)

PRO.TYPE
(B4)

WORKORD
(BF)

ACTIVITY
(B1)

ACE
(BL)

INV.RULE
(BG)

INC.CAT
(B2)
COST CAT.
(B3)

TIMECODE
(B7)

INV.STAT
(BA)

UNIT4

Function and options

Project. The central posting attribute in PCB. Set in category 2, this attribute is a defining componentin
accountrules, timesheets, and a number of PCB server processes. The structure definition for projects is
an important part of the implementation of PCB.

Project type. This attribute groups projects for various GL analysis. An example is which accounts to use for
external and internal projects.

Work order. This is a subdivision of a project that may or may not have separate characteristics. Setin
category 4, this attribute is a posting attribute of its own.

Activity. This is a crosscutting subdivision of projects or work orders that may or may not be unique for a
given project. Setin category 5, this is also a posting attribute.

Additional cost or income element. This attribute groups various cost and income components into one
price or cost per unit.

Invoice rule. This aftribute defines what can be invoiced, and how, per project.

Income category. This attribute groups resources with the same income rate.
Cost category. This attribute groups resources with the same cost rate.

Time code. This attribute links time with Payroll.

Invoice status expenses. This attribute defines values for posting of billable transactions to General
Ledger, Accounts Payable or Expense Ledger. Itis setin category 7. It must not be confused with attribute
INVSTAT (AA) from Accounts Payable.

Note on INV.STAT

The attribute INV.STAT (BA) is an important point of connection between PCB and Travel expenses.

Values

INV.STAT needs values defining whether or not something is billable. The following attribute values are commonly

used:

EN Attribute values |Z||E|[zl

Attribute [MW STAT +w | Invoice status expenszes

Attr.yalue | Description ¥alue | Per from | Perto | S

Mok billable 0 209999 M
Billable 0 209999 M
Parked For billing 0 209999 M
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Default value in account rules

In account rules using this attribute’s category, a default value of N or P is recommended. If not, the account rule will
never be applied to expenses in PCB. If left blank or with value of C, the transaction table will not be picked up by the
EXPENSES (atsexpences) balance table’s standard SQL criteria, as this searches for a status of N or P in category
7.

Other attributes

This table features some important attributes from other modules that are used in PCB.

Attribute Function and options
RESNO (C0) Resource. This attribute identifies resources.
COSTC (C1) Cost centre. This attribute defines cost centres.
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Account rules

Introduction

Account rules relating to implementation of the Financials family, are assumed to have been set up previously. At
this point, additional account rules for use with the PCB module and the project accounts must be defined.

Additional rules

The additional rule types listed below are frequently needed in PCB implementations:
« Project expenses
« Hourly costs
« Additional hourly costs
o Recovery
« Project revenue

Account rules are company-specific, but we have included some setup examples below.

23
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Project expenses account rule

Function

This type of account rule allows for the recording of project-related expenses through the General Ledger or AP. The
attribute INV.STAT is included in category 7, activating transfer of all transactions using this account rule to the

atsexpences balance table. Please refer to the PCB data entry chapter for more detail on how expenses are moved
through the modules toward eventual invoicing to customers.

Example

This figure shows a project expenses account rule. Category 7 is highlighted to emphasise the setting of this

category:

Note

EN|Account rules

Fiule | Froject expenses

v‘Z

Status

Field |

Attribute

| User |Valuematriu

Default

Relation

| Control

Account
Cateqgory 1
Zabeqory 2
Zabegory 3
(Zakegory 4
Cateqory 5
Cateqgory 6
Category ¥
Currency
Tax code
Tax system

Mo s (W e e

ACCOUNT
CO3TC
PROJECT

WORKORD
ACTIVITY

INY.STAT
CURREMCY
TAXCODE
TAXCAT

Mandatory |Category 2
IMandatory

Fixed

Optional

Optional

Fixed

Optional

IMandatory

Fixed

Optional

OO00O0000oood

Amount

| Mandatory

vl | Daily rates v‘

Amount3

Value QTy

I

Humber

Text

Updated

Euro rates e

Debit/Credit
[ Template
D Text

18/07/2001 17:00:00

Marmal v

« Work order and activity are set up in this rule with User column value set to Optional as some projects may be
only activity-based and others only work order-based.

« Unit4 ERP requires the attribute INV.STAT in category 7 for billable project expenses. A default attribute value
N has been included in the account rule to ensure that all transactions posted are transferred to PCB for billing.

« The Currency attribute has been set to mandatory instead of fixed. This makes posting in other currencies
than the company currency possible. It is, however, important to be sure that currencies used are set up in the
Exchange rate entry window.

« Unit4 ERP does not perform project/work order/activity validation outside of the PCB module, so in order to
control user input in the GL or AP either direct relations, that is, either a work order or value matrix relation on
Project must be used. You will find an example of this later in the document.
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Hourly costs account rule

Function

UNIT4

This type of account rule is for accounts used in project time costing with base pay as basis. All calculated time
costs will use this rule to post the hours when posting to the General Ledger. A value of hours has been added, where
the number of hours on each transaction will be counted.

Example

This figure shows an account rule for hourly costs:

EN Account rules

EBEX

Rule | Hiurly Cost w | 1 Skatus
Field | Attribute | user [ ¥alue matrix Default [ Relation | Control
0 |Account ACCOUNT |
1 |Cakegory 1 COSTC Mandatory O
2 |Cakegory 2 PROJECT fandatary O
3 |Cateqgory 3 Fixed O
4 |(Category 4 WORKORD COptional O
5 |Category 5 ACTIVITY COptional O
6 |Cateqgory A Fixed O
T |Category 7 Fixed O
Currency CLURREMCY Fixed GEBP O
Taxcode  TAXCODE Fixed a 0l
Tax syskem  TAXCAT Optional ]
Amount | Mandatary | Daily rates w
Amount3 Euro rakes
VYalue HOURS [ZlDebit/Credit Mormal v
Mumber I:I [ Template A4
Text [Text
Updated 18/0772001 17:01:00 User SYSEN

Direct relation on cost centre

« Thereis a direct relation of COSTC on PROJECT, as shown previously. An example of this setup is provided
later in this document. Each project is assigned to a cost centre in the Project master file. The cost centre will
be automatically filled in when a project code is selected.

« To enable reporting on hours worked from the aggregated balance tables, a value of HOURS is set up in the

account rule.
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Additional hourly costs account rule

Function

This rule is used on the account for Additional hourly costs calculated on top of base pay.

Example

This figure shows an Additional hourly costs rule. The value field is not used here, as hours have already been
counted in the Hourly costs rule:

EN Account rules

Fiule | Hourly Cost - Additional Cost

v| 92

Status

Field | Attribute

| User

| ¥alue matrix | Default Relation [ control

ACCOUMT
COaTC
PROJECT

Accounk
Cakegory 1
Cakegory 2
Cakegory 3
Cakegory 4
Category 5
Category 6
Category 7
CUrrency
Tax code
Tax syskem

Mandatory
rMandatory
Fixed
Optional
Optional
Fixed
Fixed
Fixed
Fixed
Opkional

WIORKORD
ACTIVITY

A - R AL L]

CURRENCY
TARCODE
TAKCAT

OOooOoooOooOodd

Amount | Mandatory " | | Daily rates " |

Eurorates -

Cebit/Credit

Amount?

[ ]

[ Text

28/04/1998 09:44:00

Yalue

Marmal w

Usger

Humber
Text

dpdated

Note

The Value field has no HOUR value here, as hours have already been accounted for on the Hourly costs rule.
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Recovery account rule

Function

This rule is used with the account for the credit side of time transactions to balance the costing entries. Only COSTC
is tracked here, in order to do labour recovery analysis by cost centre.

Example
EN Account rules |L”E”£|
Rule | Recovery v | 94 Status
Field | Attribute | User | ¥alue matrix | Default | Relation | Control
0 |Account ACCOUNT Ul
1 |Category 1 (COSTC Mandatary O
2 |Category 2 Fixed O
3 |Category 3 Fixed O
4 |Category 4 Fixed O
5 |Category S Fixed O
6 |Category 6 Fixed O
T |Category 7 Fixed O
Currency CURREMCY IMandatory GEP O
Tax code TA%CODE Mandatory 0 O
Tax syskem  TAXCAT Opkional O
Amount | Mandatory £V | Daily rates £V
Amount3 Euro rates
Value l:l Dehit/Credit Mormal v
Number l:l [ Template ~
Text O Text
Updated 28/04/1998 09:50:00 User SYSEN
Notes

Depending on the type of analysis required, more categories may be used, and additional account rules may be
needed.
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Project revenue account rule

Function

This account rule is used for accounts placing the actual project revenue through the project billing process. The
setup is determined by the reporting needs of the customer.

In this example, the company tracks revenue both on cost centre and on project. However, both work order and
activity can be added, if such a level of detail is necessary for the client.

Example

This figure shows an account rule tracking only cost centre and project:

EN Account rules

Rule | Project Revenue vl 93 Shatus

Field | Attribute [ user [ value matrix Default Relation | Control
Account ACCOUNT
Category 1 COSTC Mandatory
Cakeqory 2 PROJECT Mandatory
Cakegory 3 Fixed
Category 4 WORKORD Optional
Cakegaory 5 Fixed
Cakegary & Fimed
Caktegary 7 Fized
CUrrency CURREMCY Mandatory
Tax code TAXCODE Mandatory
Tax system  TAXCAT Optional

R TR — ]

OoOooOoOooooog

Amount | Mandatory v| | Daily rates v|

Value |:| Dehit/Credit Marmal
Number [ | [Template

Text [ Test

Updated 180742001 17:02:00

Note

The TAXCODE attribute is set to Mandatory as the actual tax code defined in the Project master file will over-ride
the default value.
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Chart of accounts

Introduction

In addition to the chart of accounts set up as a part of the Financials implementation, a set of accounts to handle the
costing and billing of projects must be defined. Below you will find some examples listed.

Chart of accounts

This is an example of a set of accounts for time/project:

EN Chart of accounts

Account Description

Accrued AR Balance/Finance 199300 209912
Retained receivables Balance/Finance 114 199401 209912
Information swstems Project Revenue 115 199300 209912
Project revenue Project Revenue 400 199300 209912
Project revenue ACE Project Revenue 400 199401 209912
Unbilled Project revenue Project Revenue 400 199401 209912
Interdepartemental revenue  |Project Revenue 400 199401 209912
Interdepartemental charges |Project Revenue 400 199401 209912
Salaries capital project revenue Recovery S00 199401 209912
Project expenses Project expenses 510 199300 209912
Hourly costs Hourly Cosk as0 199300 209912
Additional hourly costs Hourly Cost - Additior &30 199300 209912
Additional costing elements Hourly Cosk as0 199401 209912
Recovery Recovery 30 199401 209912

2222|2222 |22
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Fixed registers

Introduction

In this section, the setup of tax codes, transaction series, transaction types and posting cycles is explained.

Process diagram

This diagram shows the setup process for the fixed registers items:

Agresso Common windows

Tax codes

Transaction
series

Transaction
types

Posting
cycles

Procedures

Enter, update and enquire about
the tax codes used for automatic
posting of tax

Enter, update and enguire about
transaction series

Enter, update and enquire about
the transaction types associated
with the transaction series

Enter, open/close and enquire
about posting cycles.

30



UNIT4

Additional transaction series

Introduction

Standard TS period is the period linked to the attribute TS.PER and can be either a week or month (depending on
setup of system parameter PERIOD). TS13 Transfer timesheets transfers time entered on other period types used
in time entry to the standard TS periods. All timesheets can then be maintained in Timesheet —maintenance using
the same period type — the standard TS- period.

New series of transaction numbers

When you enter a timesheet in, for example Timesheets - standard, the system assigns a transaction number to
this timesheet. If you run TS13 Transfer timesheets, the timesheet will have a new transaction number based on
regular TS periods. This means that a timesheet will have two transaction numbers, one from the timesheet entry
process and one given by TS13. The transaction number from the timesheet entry will make it easier to trace the
original timesheet. This may be helpful, for example, when reversing timesheets.

REG_VOUCHER_NO

The REG_VOUCHER_NO system parameter tells the system from which transaction type it should get the
transaction numbers for timesheet entries. Please refer to the section on system parameters for further details.

Note

To make this transaction series, you must take care to create the following items for timesheet entry:
« Transaction types, made in Transaction types, Common.
» Transaction series, made in Transaction series, Common.

» Posting cycles, made in Posting cycles, Common.
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PCB setup resources and workflow

Overview

Required steps for resources and workflow are discussed in the following PCB Setup chapters. It is assumed that
Financials is already implemented.

PCB setup Resources

What are resources?

Resources are normally thought of as people. This need not be the case in PCB. In PCB, a resource is an entity for
which time is recorded and monitored, almost certainly costed and sometimes charged out. Clearly a person fits this
definition, but so do a forklift truck, a tower crane, a video conferencing facility, a computer and a training room.

Resource links

The various connections that can be made to a resource in the PCB module:

Relation values

PCB and resources

Resources who are people are not all the same. People may be employees or contractors. Employees may be split
into different categories, e.g. fixed-term contracts, full-time and part-time. All can have different procedures for
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costing their time. These resource types can be reflected in the costing structures within Unit4 ERP.

Resource setup in HS01 (THS005)

Unit4 ERP offers a range of setup possibilities for resources. This part will focus on setup related to persons. A key
window in Unit4 ERP is Personnel (HS01/THS005), where you define settings and relations on a person.

Apart from the personal information, the Part-time% and Resource type fields contain important values for billing:

« Part-time%. This field is used to control how large a part of a normal working period the resource should work in
a given pay period. Part-time percentage is stored as an ordinary rate in Unit4 ERP, in the Value references
window.

o Resource type. A person that is an employee may have other payment terms than, for example a consultant on
a contract. Resource type is also an attribute, and can also be defined as a relation on the person, on the
Relation tab.

On the Relations tab, you set up important information as relations on the person, so that Unit4 ERP easily can
retrieve information about this person in PCB, for example how to calculate cost orincome connected with the
person's engagement in projects.

Important relations on a person

This is an overview of some of the most important Unit4 ERP relations on a person (resource) for PCB:

Relations Usage

Cost category Cost categories are used to group people so that time costs can be defined for each cost category

instead of each individual person.

Income category | Income categories are used to group people so that hour prices can be defined for each income

category instead of each individual person.

Work schedule A work schedule defines the day type for a particular day in the work cycle (For example, if Saturday
is a work day or a day off). All employees that need to register timesheets must have a personal work
schedule, which will be the relation on the person. A personal work schedule is generated from the

work schedule setup, but adapted to the employee when it comes to part-time percentage.

Resource type Resource types are used to group resources for reporting purposes and to define the cost rates and

posting rules you use when posting time costs.
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PCB Workflow

Introduction

The PCB workflow functionality is designed as a means to help a project manager to monitor his or her projects.
Approval steps may be put on various items, like timesheets, invoices and changes in the project master file fields.

This part of the document presents some of the workflow possibilities in Project Costing and Billing. For a detailed
description of the workflow setup process, please refer to the Workflow reference manual.

Required setup

The general setup of a workflow process is described in this table:

Action

Window

Part of Agresso

Define workflow users.

User master file

System Administration

Define workflow roles and add workflow users to

Role master file

System Administration

these roles
Create distribution rules and groups Distribution rules Common
Define business process Process definition Common

This setup is normally done by an administrator.
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Master file approval

Introduction

You can set up approval of changes done in the master file fields as a workflow process.
Note: Changes are only sent on approval from the Project master file (TTS001) on Unit4 ERP Web.

The Project master file (TS01) on the Desktop will not send changes on workflow, only display what
is on workflow already.

Setup details

Master files have their own details setup in System Administration.

Element types, Master file details setup

In Master file details setup, define which fields that will trigger approval by selecting Master file workflow for those
fields.

Process definition

Upgraded versions from Unit4 ERP 5.5 should park their existing workflow for draft projects and create one for
master file approval on the Project master file element type in Process definition.

Master file approval window

Create a new project and it will be sent on approval. All fields that have been marked for master file workflow will be
displayed on a new entry in Master file approval (TTS121).

Warning message on project

Making a change to a project will show a message to other users if it is on workflow.

Approval of change

And the user will only approve the change that was made.
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Setup Timesheets

Timesheets - look-and-feel options

Introduction

The timesheet window can be set up according to an organisation's need for a flexible and time-saving timesheet
procedure.

The list below shows Unit4 ERP windows allowing you to create your own settings for the timesheet windows:

Window options

Window options allows you in Desktop and Web to set up timesheet windows to contain only relevant fields and, if
required, default information.

Distributed information access

Distributed information access(AG74)in Desktop allows you to grant people access to windows, for example
timesheet entry windows, to register information on behalf of other people.

Timesheet setup

Timesheet setup allows you to make the desired settings for Timesheets - standard. This window is useful, for
example to enhance performance of the standard timesheet window. The list below shows some examples:

« Performance
« Set startup default values

« Control appearance

I Note: Take into account that Timesheet setup is not relevant for X2 Timesheet.

For example, the Balances section in Timesheets - standard (TTS025) is displayed if you tick off the Load balance
at start-up check box. The flexi saldo will be calculated when you enter hours when you tick off Calculate flexi in
timesheets.

Note: The colour codes can only be used on Desktop and is set up inTimesheet setup (TS11) on
this platform.
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Other options

Introduction

In order to enhance flexibility, an organisation may also set various default values for timesheet entry. Below is a
listing of some such settings:

« Work schedules
o Time codes
o Limit control

« Connection control

Work schedules

A work schedule defines the number of hours and when a person should work. Work schedules may be personal or
general for all resources. The work schedule is set up in Work scheduleon Desktop.

This table shows the procedure for connecting people to a personal work schedule:

Step Personal work schedule

1 Open the Resources window.

2 Enter the relevant resource ID.

3 Open the Relations tab.

4 Enter the work schedule code as a relation value on the relation attribute WORKSCH.
5 Choose Save.

To generate work schedules for people, you must use the server process HS04 Generate personal work schedule.

The normal hours are calculated from the work schedule registered on the person, and can also define the limit for
when flexi hours or overtime should be calculated. In order to calculate flexi hours and overtime, you will need to set
up time codes.

Time codes

When a person registers work hours, Time code is a mandatory field. Thus, a standard time code for administration of
normal hours should be defined. Time codes can be registered in the Time codes window.

Time codes features

Time codes in Project Costing and Billing have these features:
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They can be connected to payment and deduction codes.
They can be connected to absence codes.

They can default project, work order, activity and job type. The posting information can be fixed. Thus, when
you use a specific time code in timesheet entry, the system will enter the project, work order et cetera by
default. The employee will be unable to change these values if fixed (see check box Fixed in illustration above).

They are connected to registration units.
They can be connected to balances.

One absence code can be connected to only one time code.

Limit controls are entered in Limit controls on Desktop. This control may be used to monitor that resources do not
enter more hours than allowed on different time codes, for example, overtime or flexi-time codes per work week. Limit
control may trigger warnings to the resource (still possible to save a timesheet), or cause the timesheet registration
process to stop.

This is a listing of limit control features in Project Costing and Billing:
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Checks against the work schedule (normal time)

« Checks against the work schedule (overtime)
o Checks on individual time codes
o Checks on individual balances

« Checks on individual resources or groups of resources

Connection controls are entered in the Project master file, for either projects, work orders or activities connected to
the project.

Connection control can be used mainly in two ways:

1.

To set up default values for the combination Resource position plus income category plus additional cost and
income elements (ACE). This means, for example, that if a resource enters time on a specific activity, the
system will insert default values forincome category and ACEs.

To define who are allowed to enter hours on certain combinations of the project values. This is done by ticking
off the Connection control check box in the Project master file, the Connections tab.

Note: You can use Timesheet setup to disable the limit control functionality for performance
reasons.
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Charge codes

Introduction

This chapter describes the steps necessary to:
« define charge codes for yourself (Personal charge codes (TTS074A)),
« define charge codes for others (Charge code administration (TTS074B)),
« distribute charge codes (Distribution of charge codes (TTS077)).

You can find the windows under Time and Expenses > Time > Charge codes.

Prerequisites

You may add fields to the windows by giving values to the TS_FLD_x_ID system parameters. Use Window
options to decide whether or not to display these fields.
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Personal charge codes (TTS074A)

Use this window to make your personal charge codes.

Explanation of fields

The section Charge code details shows the fields below, possibly with some optional fields inserted with the TS _
FLD_x_ID system parameters.

Charge code
The name of the charge code.

Work order
The work order for the charge code.

Project
The project for the charge code.

Activity
The activity for the charge code.

Status
The status of the charge code.

Favourite
Read-only field which displays the favourite order number defined for the charge code in the Favourite field in the

Details section.

Personal
A charge code entered in this window will always be personal. A charge code that has been distributed to you is not.

If the check box is selected, it is a personal charge code. If the check box is cleared, the charge code is cleared.

What would you like to do?

Make a new personal charge code
This is how you make a new personal charge code:

1. Click on Add.
Type the name of the charge code.
Type, if desired, the work order for the charge code.
Type, if desired, the project for the charge code.
Type, if desired, the activity for the charge code.

Select the status of the charge code.

N o o > w0 D

Click on Save.

Open existing charge codes

Click the line to open existing charge codes.
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Change personal charge codes

You are not allowed to change charge codes, as you may already have used them on timesheets in the past.
However, you are allowed to change their names. Then you are actually making a new charge code, just with the
same data included. You may also change the status of the charge codes to Parked.

This is how you change the status or the name:
1. Click Load to open the table.
2. Select the row containing the charge code for which you wish to change status or name.
3. Usethe Details field to type the new name or select the new status.

4. Click Save.

Delete personal charge codes

You cannot delete distributed charge codes.
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Charge code administration (TTS074B)

Use this window to make charge codes for other employees. Only administrators are allowed to do this.

Explanation of fields

The table shows the following fields, with possibly more fields inserted with the TS_FLD_x_ID system parameters.

Charge code
The charge code name.

Work order
The work order for which you are making a charge code.

Project
The project for which you are making a charge code.

Activity
The activity for which you are making a charge code.

Job type
The work type for which you are making a charge code.

Global
All charge codes are shown in this window, but this field shows whether the charge code is global or private. If the

charge code is global, the field is marked. Otherwise, it is blank.
« Global charge codes = distributed to you from an administrator.

« Private charge codes = made by yourself.

Status
The status of the charge code.

What would you like to do?

See existing charge codes

To see existing charge codes, click Load.

Search for charge codes

1. If you want to search for charge codes for specific columns, click on the arrow next to the column name and
choose a value.

2. Click Load.

Add new charge codes
1. Toadd new charge codes, click Add.
2. Fill'in the required values.

3. Click Save.
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Distribution of charge codes (TTS077)

Use this window to distribute charge codes to attributes. A valid attribute may be, for example, RESNO (Resource),
if you want to distribute charge codes to other employees.

Explanation of fields

Charge code
The charge code name.

Relation
The attribute to which you choose to distribute the charge code. Only relations on the resource are displayed in the

list.

Relation value
The attribute value to which you choose to distribute the charge code.

Available
The available resources to which you distribute the charge code.

Selected
The selected resources or roles to which you distribute the charge code.

What would you like to do?

Distribute charge codes
1. Select the charge code you want to distribute.
Select an attribute in Relation.
Select an attribute value in Relation value which has charge codes.
Click on Filter.

Select the Resources to which you want to send the charge codes by using the arrow buttons.

o o k~ w0 b

Click on Save.
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Time balance setup

General time balance setup

Time balances can be used on any time code to enable you to keep track of what types of time units have been
worked. They are particularly useful in any company or organisation where people are allowed to add overtime-hours
to their time balance instead of taking it out in pay. PCB can be used to register and enquire on time unit balances.
You will have access to the time unit balances using the Tools menu in the various timesheet entry windows.

Balance codes

In PCB, you set up the required balance codes in the Balance codes (PR21) window:.

Prerequisites

To use the Balance functionality, you must do the following:

Step Window Procedure
1 Balance codes Create balances.
2 Time code Create a time code and connect it to a balance code.

Balance states
There are three balance states values you can set when you use this functionality. These are:

Proposed - the time units you have entered
Confirmed - the confirmed number of time units
Approved - the approved number of time units.

In the Balance states window, you can set where to view the balance states values in the balance handling process,
by simply selecting the appropriate column for each process.

Balance variants

The balances changes status as they go through the flow from timesheets to payroll/absence. In the ahsbalance
table, different variants are set as the balance changes status. This table shows the variants in ahsbalance:

Variant  Description Processed by

100 Timesheet entry TTS025, TTS054, TTS080, TTS081, TS55
110 Timesheet transferral and amendment TS13, TS04

120 Validation of timesheets and expenses TS03

210 Transfer of hours to payroll TS20

400 Variable payment and deduction transactions PRO06, PR28, PS09
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0 Completed TS03, PR02

Use balances in PCB only

Prerequisites

In order to use balances in PCB, the following prerequisites must be met:

1 Timesheet setup Select the Calculate balances check box.
2 Balance codes Create balances.
3 Balance codes Select the check box Complete in TS for the balance code. Balances are completed

with the TS03 Process time and expenses server process, and cannot be transferred
to absence and/or payroll.

Process illustration

This illustrates the process you must run to get the correct balance:

Prerequisites

v

Save time
transaction ina
timesheet entry

window.

v

1513 Transfer
timesheets

|_ _______ A
|
: Timesheets - |_’l atstimedet
| maintenance | atstimehead
o | :
T503 Process time
and expenses
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This table explains how to use the balance functionality in PCB:

Step Window

1

Transfer balances to Payroll

Any timesheet entry window

TS13 Transfer timesheets

Timesheets - maintenance

Procedure

Enter time on the relevant time code. Balances are saved when you

save the timesheet with header status Ready.
Run the TS13 server process

Make any adjustments in the timesheet.

TS03 Process time and expenses Run the TS03 server process.

In order to transfer balances into Agressso HRMS Payroll, the following prerequisites must be met:

Step

1

Window
Timesheet setup
Balance codes

Time codes

Time codes
P&D register

Value reference, the HS

variant of Balance codes

Procedure
Select the Calculate balances check box.
Clear the check box Complete in TS for the balance code.

Connect the time code used in timesheet entry to a valid P&D code (defined in
Transfer P&D).

Define the time code and the P&D code with the same balance code.
Connect the P&D code to the balance on the Limits tab.

Define the balance code to be used with the check boxes TS and PR selected.

Make sure the Balance check box is selected.



Process illustration

This illustrates the process you must run to transfer a balance from timesheet to payroll:

: Timesheets -
[ malntenance
|

Prerequisites

v

Save time
transaction ina
timesheet entry

window.

v

7513 Transfer
timesheets

v

atstimedet
arstimeheod

v

T503 Process time

B e T
| Variahle payment I

| and deduction

UNIT4

and expenses [ transactions |
v .
PRZE Batch input
T520 Transfer to PRO1 Payment PRODZ Payment
payrell and absence Bl e proposal > confirmation

external systems
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This table explains how to transfer balances entered in a timesheet to payroll:

Step

1

Window

Any timesheet entry window

TS13 Transfer timesheets
Timesheets - maintenance

TS03 Process time and expenses

TS20 Transfer to payroll and absence

PR28 Batch input transactions from

external systems
PR0O1 Payment proposal

Variable payment and deduction

transactions and PR0O1

PR02 Payment confirmation

Procedure

Enter time on the relevant time code. Balances are saved when you save

the timesheet with header status Ready.
Run the TS13 server process
Make any adjustments in the timesheet.

Run the TS03 server process. Make sure the Payroll parameter is

defined with either Hours or Hours and expenses.
Make sure the Unit parameter is defined with Hours.

Run the PR28 server process.

Run the PRO1 server process.

Make any adjustments in Variable payment and deduction

transactions, and rerun PRO1.

Run the PRO2 server process

Transfer balances to Absence and complete in Payroll

In order to transfer balances into Agressso HRMS Payroll, the following prerequisites must be met:

Step

1

Window
Timesheet setup
Balance codes

Time codes

Time codes

Connection of absence codes and P&Ds

P&D register

Procedure
Select the Calculate balances check box.
Clear the check box Complete in TS for the balance code.

Connect the time code used in timesheet entry to a valid absence

code in the Absence code field.

Connect the time code to the balance code.

Connect the balance code to a valid absence code.

Connect the absence code to a P&D.

Connect the P&D code to the balance on the Limits tab.
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Step  Window Procedure
7 Value reference, the HS variant of Define the balance code to be used with the check boxes TS and
Balance codes PR selected. Make sure the Balance check box is selected.

Process illustration

This illustrates the process you must run to transfer a balance from timesheet via absence to payroll:

Prerequisites

¥

Save time
transaction in a
timesheet entry

window.

'

T513 Transfer
timeshaets

l____i___'I

I
Timesheets - |

I
I
| maintenance |
| |

——

T503 Process time
and expenses

i

PS03 Transfer
T520 Transfer to - P514 Update ; .| PROL1Payment 3 PROZ Payment
payroll and absence | | absence register abssnchiopay:ol - propoasal confirmation
[amendments)
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This table explains how to transfer balances entered in a timesheet via absence to payroll:

Step Window

1

Any timesheet entry window

TS13 Transfer timesheets
Timesheets - maintenance

TS03 Process time and expenses

TS20 Transfer to payroll and absence

PS14 Update absence register
PS09 Transfer absence to payroll
PR0O1 Payment proposal

PR02 Payment confirmation

Procedure

Enter time on the relevant time code. Balances are saved when you

save the timesheet with header status Ready.
Run the TS13 server process
Make any adjustments in the timesheet.

Run the TS03 server process. Make sure the Payroll parameter is

defined with either Hours or Hours and expenses.

Make sure the Absence and Payroll parameters are cleared in order

to avoid absences being transferred twice to Payroll.
Run the PS14 server process.

Run the PS09 server process.

Run the PR0O1 Payment proposal server process.

Run the PR0O2 server process
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Time costs setup

Introduction

This chapter describes the steps necessary to define costing of time used by resources, and the mechanisms that
will post the costs to the General Ledger.

I Note: The invoicing of time used by resources are included in the chapter on invoice setup.

Project analysis framework

Before building projects and using the PCB module, it is important to understand the company’s needs:
« How does the organisation want to register its standard costs?

« How does the organisation want to account for its costs?

Hourly costs

Project costs generated through a resource's time and engagement in the project, may be defined as either costs or
income. Hourly costs are costs that have been set up per hours for combinations of project type, cost component,
cost category, resource type and the relevant project periods.

Time costs

Elements working together to define time costs:

Project type Cost category Resource types Cost component

I

Time costs
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Process overview

This diagram illustrates the various steps in time cost setup:

Define cost
Select acounts to post Define periods to be components to be used
Time cost costs and income and _ used for hour _| for caleulation of hourly
administration to budget on i registration i costs
[Timeproject accounts) (Tima'project periods) {Ciost and income
componants)
h J
Group projects for
Define how to charge,
transfer and/or allocate Deﬁine *:: rulaa.l reporting (o] et and
Time cost revenue from one cost governing the posting e et
] + of time costs 4—| rates and posting rules
calculation cantre to another .
{Interdeparimental (Posting rules for cost are used when posting
rervene) components) time costs
(Project typas)
—- Extend the cost and
Define the hourly costs income structure to
for every cost element cover registration of
that you want to M:L:I:',t"d elements other than Time codes Decnur‘d:lime
include in the total lements hours with both a cost (Time codes)
howurly cost and income side
[Hourly costs) [Addilional costincome
elements)
w
Defina systam
parameters for
tima, lime costs, 5'::1'::“
flei time and pa
time entry

Time cost administration

Before doing the actual pricing of different costs, Unit4 ERP needs to know how costs are categorised, how they are
separated in time and how different costs will be posted to the GL.

Additional cost elements

This function extends the cost and income structure to cover registration of elements other than hours with both a
cost and income side. Additional cost element (ACE) codes may be used to invoice transactions that consist of a
predefined set of raw materials and/or units of labour or to bill fixed additional pay, such as hazard pay. As opposed to
other building blocks of PCB, ACE contains both the cost and the income side in one registration window. This
means that ACE may be included:

« Only in the cost of an hour or a project.

« Inboth the cost and income side of a project.
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Time codes

Time codes are used to vary cost and sales rates, define overtime transactions for reporting and approval and provide
links to HR modules including Payroll.

All hours registered in PCB must be matched to valid time code.

System parameters

System setup parameters and report variants control how Unit4 ERP behaves/functions within each separate Unit4
ERP module. The EN system setup has different values from the NO system setup. Consequently, companies
belonging to each separate system setup may function differently in similar processes.

There are a number of system parameters available for the Project product family. Only the more important ones are
reviewed here.

A complete list and description of parameters is available in online help and in the Appendix.
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Timesheet approval setup

Introduction

A timesheet may be submitted to approval by the project manager, for example to check that the person has
registered the correct time for activities. The available actions above are to park, approve or reject the timesheet. You
may also enter comments to explain the various actions done, as illustrated in the Workflow log section.

Window options

Settings for the Timesheet approvalwindow can be added in System administration>Users and access>Window
options (TAG100), for example to which columns to display or default values in a column.

Available actions

Above, the available actions in Timesheet approval were to either park, approve or reject the timesheet.

Tids Tameshent spprovdl

G 40 tseng | Aatioes | fecients | Cesdnes ixm
Actian:
Auamilable Selected
Ao Fark
Aot pprira
Distrbute e
Escalate. i i
Fovand st id| Hl
e = =
st goods (& =]
o S it
Sk rom
Tk (omoks

- Bustematic approval
E1 Rustormatic approval

T Two-step approval

Excluck manuil approvers from tan-step appreal

There are, however, as you can see in the picture above, many more actions available in
Common>Workflow>Process definition, where you set up the available actions for a particular system step in
timesheet approval:

Available element types

The element type used for timesheet approval is Timesheets, as defined in System administration>System
setup>Element types (WF16).

Distribution rule

You will also need a distribution rule - who should receive the timesheet for approval. The timesheet approval
distribution is set up in Common>Workflow>Distribution rules (WFQ09).
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Attach documents to Timesheets

A new document key called Timesheet has been added to Unit4 ERP, for use in the Timesheets - standard
(TTS025) and Timesheet approval (TTS080) screens.

Users can attach a document such as a doctor's note to their timesheet which can then be viewed in the Timesheet
approval screen.
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Setup Invoicing

PCB Invoice setup

Introduction

Unit4 ERP needs to be told how customers are to be invoiced, at what price, at what level of detail, and under what
main headings. The system also needs to define how revenue will be posted to the General Ledger, towards projects

and resources, and towards the AR.

Invoicing methods

Invoicing can be done in various ways. Unit4 ERP supports most of them:

Invoicing method | Description

Advances Customer pays certain fees before work actually starts. This may or may not be deducted later

Fixed fee A fixed fee has been agreed with the customer.

Milestone billing Fixed fee at defined due dates.

Progress billing Fixed fee contract - change the percentage to be billed every time you invoice.

Time and materials | Hours and expenses are invoiced.

Stepped prices Price per hour changes according to the total number of hours invoiced to the customer for one job.
Cost plus The customer is billed for time at standard cost plus a mark-up.
Minimums The customer is billed at minimum time increments.

Income to GL - overview figure

This figure shows how PCB uses different pieces of information to decide how income moves to the General Ledger:

Rewvenue account

Tax code

Add-up account

— :
. Income ' . |
|
Project type + component + Optional
]
| | | |
Customer . .
group Customer Activity lob type

56




Invoice setup process

This tableshows how to set up the invoicing setup:

Step | Action

1

2

Define additional detail levels for all invoice types.

Set up standard GL analysis for each project type that may involve invoicing.

Set factors on time codes.

Set up rules for invoicing more than the actual hours recorded/booked on a particular time

transaction

Define the attribute JOBTYPE (BH) to allow multiple price rates per resource/person and/or

income category on the same project
Set up standard invoice type values for use with the standard invoice reports.

Define price lists which give the price for one or several members of an income category

when invoicing.

uniT

Window
Invoice elements (

GL analysis of

income items
Income factors

Invoice increments
Job types

Details - Invoice

Price lists
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Invoice rules

Definition

An invoice rule determines what invoice elements can be invoiced and how those elements are treated for billing.
There are two main categories of invoice rules in PCB:

« A standard invoice rule is an invoice rule that can be shared by several projects and work orders. Any number
of standard rules can be set up to be used on projects, work orders and activities.

« A specific invoice rule is defined for a project or a work order specifically, and can only be attached to the
project or work order for which it was defined originally. This facility is used when very special conditions apply
for the billing of a specific project.

« Apart from this distinction, the two categories of invoice rules share nearly all characteristics.

Invoice rule links

The figure below shows links possible to use in an invoice rule to specify how a given project is to be billed:

= 7 [ "Project- or work |
I order-specific price |

Project |
; h 4

Activity l Work order

r——- |
: Milestones |
|

L —

e —
| StepE— — — — — — — — — —
]

Invoice element Invoice unit cP Price list Income factar Inv. increments Formula
Income category lob type Time code Resource ACE
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Invoice proposal approval

Introduction

The Invoice proposal approval (TTS008) window is a means to check at a early stage that the invoice rows sent to
customers are correct, as these invoice rows are taken from the Invoice proposal maintenance window.
Note: There are two ways to handle the invoice proposals:
« Atarow level (where you can amend the invoice details),
« At aheaderlevel (to improve the performance).

See Invoice approval processes for more information.
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Process definition example

The diagram below, also shown under the Invoicing part of this document, shows one possible setup for invoice
proposal approval, taken from the Process definition window in Common:

Status:  Draft
Updated: ABWDD 10.11.2011

-~
o 1a. Approve

invoice propesal

i~
n Correctinvoice
propasal

v

F

Correct proposal

Please invoice Fostpone inveicing

v

T M oIcing

v v

8 (o]
TS02 to update the
o 1b. Approve 5 rows in the invoice
invoice proposal baze

Postpone invoicing Flease invoice Park for invoicing

Fiiazeas nananag!
(2]

Postpone - L
- invoicing (=S| Park for invoicing
v - h 4
- TS02 to update the | s | - TS02 to update the
“a rows in the invoice = Invoicing (TS02) 5 rows in the invoice
base base
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Projects in PCB
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Structure and master files windows

Introduction

In Project Costing and Billing, a project is broken down into work orders and/or activities as to create controllable
work tasks. The Project structure figure below illustrates how this can be done:

Project structure

Main project Anti-illiteracy 20th
century
Project Project ABC
I
Work order ABC-1 ABC-2
* L4 +
SRy Research Design Implementation

In the Projects master file menu item in Project Costing and Billing, you create your projects and set their work
breakdown structure (WBS) with work orders and/or activities on the first tab. This setup corresponds to the figure
above:
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Projects (EN)
g ;j £ d\}ﬂ I g ﬁ Planner ‘2 Invoice plan [ Export i i My shortcuts - m Home
[ | !]EH | L [ Q Price list @ Address iﬂ? @ Icons and navigation keys

Save Clear Documents Mew Copy Activate ﬁ Invoice base  §§ Delete draft Add Help £ | UNIT4Ideas
project to shortcuts

‘o Successfully saved. Project code ABC is now created. ‘

Project | Relation group | Billing | Work orders | Activities | Milestones | Memo | Connections | Action overview | Groupl | My projects | Project team | Project risks

Froject f
Lookup

Anti-illiterzoy projec Al

Project code * Project name
ABC =] [anti-iliteracy project ABC

Management Key dates Progress
* Project manager * Start date * Status
[wanda weir [E 05112012 B [active ~|
87010101
. ) * End date Probability {3%)

Project type [05.11.2012 =R 0,00]
|Research and development -|

Final completion date Completion (%)
B 0,00|
Timesheet completion date
=

Work breakdown structure Autharisation
Work orders Activities * Approver
[Project mgr -
Main project Mormal hrs Overtime
[ANTIILLITER [=]
Anti-illiteracy 20th century

Billing infarmation
Customer * Currency * Currency type
|Binder Limited | |Sher|ing Pound (GB) | |Dai|y rates v|
1003 NOK 1
Invoice level Invoice rule Billable status
[mv.RULE v  |[standard ~|  [pilable -

STD

Analysis
* Cost centre
|consultancy |
240

¥ History

Agresso Business World TTS001 sysenlong EM

When ticking off the check boxes for work orders and activities, you open the relevant tabs for registration all work
orders and/or activities relevant for your project.

Note: As you break down your project into smaller tasks you can specify invoice rules and
addresses for all levels.
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Window usage

Use this master file window to set up new projects and to amend or enquire about existing projects and their details.
Each project can be connected to a customer for the invoicing of hours, expenses, products from
Purchasing/Inventory Management and fixed prices. You can either invoice a single customer, or distribute the
invoice amount among several customers (financing).

Example

This is an example of how to use the Projects master file window (TTS001). Apart from the system-defined tabs, you
may also define your own tabs:

The project is connected to a project type that can be used to group projects for reporting purposes. The project type
controls the cost rates and posting rules used for the posting of time costs and the GL analysis of income items.
Activities, work orders and invoice rules can be defined for each individual project.

Note that work hours can only be registered on timesheets for active projects. The available project statuses are:

Active (N). Open for time registration and for processing.

Draft (D). The project can be deleted.

Parked (P). The project is closed for registration, open for processing.

Closed (C). The project is closed for registration and for processing.

Terminated. (T) The project is permanently terminated and cannot be re-activated, re-parked or amended.

In addition, you cannot register work hours on the project after date limits set in the Timesheet completion date field
(TS compl in the Desktop).

I Note: You can also add, review or carry out actions on the Action overview pane.

Note: This is a master file window and you can send individual fields for approval in the Vaster file
approval window.

Set up a new project

1. Type a unique code for the project in Project . Then type the project’s name in the following field. You can use a
previously registered project as a template (see Use of existing projects as templates under Related topics).

2. If the new project is to be connected to a main project, select this project in the Main project field. If you define
a main project, the system will use default values from this project in the other tabs of this window.

3. Forexternal projects that are billable you must type in the relevant customer number in the CustID field on the
Project tab. If it is an internal project then leave the Cust/D set to 0.

4. External projects must be connected to an invoice rule. This rule determines, among other things, what can be
invoiced and which prices are to be used. Choose an alternative in the drop-down list for the invoice rule.



10.
1.

12.

13.

14.
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INVRULE (BG) allows you to choose a standard invoice rule. Standard rules can be used by several projects
simultaneously and are defined in

If you select PROJECT (BO0), project-specific invoice rules will be used. You can choose whether you wish to
use the main project’s invoice rule or define new rules for the project. New invoice rules can be set up on the
InvRule tab.

Cost centre is mandatory for both draft projects and active projects.

On the Activity and Work order tabs, activities and/or work orders connected to the project are registered.
Select the desired project elements from the check box on the Project tab. You must choose at least one of
the two.

The Relation tab is used to enter relational values for the project. Relations must be defined previously in
. A number of attributes are displayed as relational values if the relation is defined.

If the project has connection control defined, relevant connections can be defined on the Connection tab.

If individual resources are to have a special position in this project you can register this by choosing the
Positions command on the Tools menu.

You can also register budgets for the project, maintain the project’s relations and register other additional
information via commands on the Tools menu.

If steps are used to get different prices on hours, the intervals of the fields From value and To value on the
InvRule tab must be defined so that the To value on the first row is the same as the From value on the next
row.

To over-ride a standard price list with a project specific price list, the OP (Own price list) field must be selected.

Set invoice status

On the Billing tab (Invinfo tab on the Desktop), you can set the invoice status for the project and define whether or
not the project should be on a separate invoice.

Auto-numbering

When you create a project, the system requires a project ID. Your options for a project ID will depend on your setup in

1.
2.

in Common, on the Desktop platform:
No auto-numbering; you create project IDs manually

Auto-numbering with a combination of relation values, fixed text plus a counter

3. Auto-numbering which allows manual over-ride (the Manual check box is ticked off in Auto-numbering).

I Note: Only one auto-numbering series can be active at a time.

Note: If any of the entities work with Global projects, it is advised to use a unique Project ID across
entities. See for more information.

Below auto-numbering with a relation on project type is set up with a counter between 1000-1999, plus manual
numbering allowed:
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[E] Auto-numbering Xl b x

J MNew link Crganise links

D I PROJECT LI ‘roject master filg (
Master file I Project LI Mo of chars I 17 Manual | # Status I Active vl
Type | Element | No from | No to | Next no | No of chars
1 |Relation ;I Project type 0 0 0 2
2 | Counter 1000 1999 1006 4
Updated 05.11.2012 12:29:13 User SYSEN

Copy a project

You can copy an existing project to re-use its data in a new project.

66

1.
2.
3.

Open an existing project.
Click the Copy button.

If auto-numbering is activated, the system can generate the project code for you, but you still have to write in a
project description.

Click Save: your new project is saved with all data from the existing project intact.

Note: Reference projects is a new Experience pack that allows users to use an existing project as
the basis of a new project. This allows you to use similar projects to assist and speed up the project
creation and the estimation phase. Therefore we recommend to start using Reference projects
instead of copying projects. In principle no new development will be done about copying project.

Saving the project

Upon saving, the project is set up as an attribute value for the project attribute (PROJECT (B0)) if the attribute
has automatic maintenance (Mnt. = A).

The project manager will be set up as a relational value to the project if the relation between project (PROJECT
(BO) as attribute) and resource (RESNO (C0) as relation) is defined.

The cost centre will be set up as a relational value to the project if the relation between project (PROJECT (BO)
as attribute) and cost centre (COSTC (C1) as relation) is defined.

The project type will be set up as a relational value to the project if the relation between project (PROJECT
(B0) as attribute) and project type (PRO.TYPE (B4) as relation) is defined.

Any values entered in the four free choice attribute fields (determined by the system parameter TS FLD 1 D -
TS FLD 4 1D will also be saved as relational values to the project if the relation between project and the
attribute is defined.

Main project is set up as a BU (MAINPROJ attribute) relation on PROJECT on the Relations tab.

Relation values

On the Relation tab you can register, enquire about and amend relation values for the project. In addition to pure
information, relations can be used in enquiries and reports so that all projects with the same relation value are
grouped together. The relations can be used when invoicing. When you order the TS0 Invoice proposal server
process, you can define a relation and its value as selection criteria for the projects you are invoicing.
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Billable projects

If the project is billable, the invoice rules which apply to the project is displayed on the Billing tab for Unit4 ERP Web
and on the InvRule tab for Desktop. If the project has separate invoice rules and uses neither the invoice rule of the
main project nor the standard rules, you can change the invoice rule here.

This tab is also used to set the invoice status for the project and to defined whether or not the project is to be printed
out on separate invoices.
Activity

On the Activity tab, you can define an unlimited number of activities for the project. You can easily copy all activities
from an existing project to the project you are working with.

The activities can be used on timesheet registration and on posting/invoicing of costs and fixed price. An activity
code can be shared by several projects and you can choose to validate the activity against a register of valid activity
codes.

I Note: This tab can only be used if the Activity check box is selected.

Work order

The Work order tab is used to register and enquire about work orders that belong to the project. Work orders can
either be entered directly in this window tab or via the Work order command on the Tools menu. Orders entered
directly inherit all the values from the project and the \Work order master file window must be opened if you wish to
over-ride these values.

Note: You will only be granted access to register new orders if the Work ordercheck box on the
Projecttab is selected.

Registration of new work orders

It is possible to enter new work orders directly in this window. The order inherits all the information such as invoice
rule, attribute values, work order responsible and customer identifier from the project.

1. Openthe Work order tab. Note that you must have ticked off the Work order check box in the Work
breakdown structure section to have access to this tab.

On the Work order tab, add a new work order with a work order ID and a description.
Click Save.
Re-open your project, and the Work order tab.

Click the Zoom icon in the beginning of your work order row to open the work order details window.

o o ~ 0D

Write in the required work order information.

7. Click Save.
Global project

This tab is enabled when the Global project check box is selected in the Project tab.
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In this tab, the users can select the supporting companies related to that specific project. When the changes are
saved, it triggers the server process TS77 - Update supporting projects so the project is made available in those
supporting companies. Users can see as well the status of this copy and the date when it was performed.

You can add the supporting companies manually to the list or use the system parameter GP DEFAULT
COMPANIES to define a list of Supporting companies to be defaulted in the tab when a project is marked as Global
in Projects (TTS001).

Additionally, a Refresh button is available so the Update status column can show the most up-to-date results of the
SEerver process.

Note: You can delete supporting companies from the list as long as any of these conditions are met:
TS77 has not run, and the project has still the status Draft.

Connection

On the Connection tab you can set up and amend connections between projects and resources and groups of
resources. The aim of setting up connections is to limit which resources or groups of resources can register hours
against a specified project. Connections are set up for individual activities, work orders or for the project in general.
You can specify connections directly for a resource or by using the cost centre, discipline code or special
connections groups. You can define an income category and an additional charge for each individual connection.
These values over-ride the resource’s income category and any additional charge defined for the activity.

Note: If you make connections for projects, but do not select the Conn.control check box in this tab,
the connections will be only default values in timesheet entry.

Saving milestones

You can enter milestones in the Proj.info tab. When you insert a milestone for the first time, the field Origin.date is
updated with the same value as for the field Date. If you afterwards update an existing milestone, only Date is
changed.

Deleting milestones

It is possible to delete a milestone, but a check will be performed first to control whether the value typed in the
Milestone field is already in use in the project (in Invoice base or Invoiced details). If that is the case, you will get an
error message, and it will not be possible to delete the milestone.

Related topics

Connections to the Project planner module

The Project master file has ties to the AGR Project planner module, where project plans are defined. This is an
overview of these ties.

WBS

If a project has project plans on it (defined in Project planner), you will get a warning if you try to change the work
breakdown structure (WBS) of the project. For example, if you decide to no longer have activities on a project and the
activity in question is part of a project plan.
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Delete a work order

You cannot delete a work order that is a work task in a project plan.

Prerequisites

Data control is carried out on the project if the project attribute (PROJECT, ID = B0) has data control switched
on.

If the project should be connected to a customer (for invoicing), this must be set up in in Accounts
Receivable.

Project managers must be defined as valid resources in

The cost centre to which the project belongs must be defined as a valid attribute value for the cost centre
attribute (ID = C1)in in Common.

The project type must be defined in

The invoice’s detail level must be defined in

The currency code must be defined in in Common.
The tax system must be defined in in Common.
The tax code must be defined in in Common.

To use the financing function (invoice several customers on one project) the value for the system parameter
must be set to A4.

1. The factor selection hierarchy must be set up in

2. The check box for cost plus (CP field) must be selected and the desired income factor (IncFac field) must
be selected in

3. If the project has a project specific invoice rule, the CP flag should be activated on the InvRule tab in
Project master file.

4. If you wish to use the minimums functionality, set up the increment reference lists in

5. If Additional cost/income elements (ACESs) are to be invoiced, they must be defined as invoice elements
on the InvRule tab.

6. If you use formulae, they must be defined in

7. Inorderto retrieve values in the table on the Relation tab, relations between the project attribute
(PROJECT, ID = B0) and the attributes to which you wish to connect the project, must have been
previously defined. These relations are defined in

8. Therelation to cost centre (COSTC, /D = C1) should always be defined.

In order to use the Connection tab:

The cost plus functionality can be used for the Hours element where the unit is defined as Hours. To use the
cost plus (multiply hourly cost rates by a user-defined factor) functionality, please follow this procedure:

1. Activities and work orders to be used in this tab must have been previously defined.

2. If the connection is to be specified per resource, the resources must be set up in

69



UNIT4

3. Ifthe connection is to be specified per cost centre, the relevant attribute values for cost centre (COSTC,

(C1) must be defined in Attribute values in Common.

4. |f the connection is to be specified per connection group, the relevant attribute values for connection

(CONNECT (BC)) must be defined in Resource connection.

5. If the connection is to be specified per discipline, the relevant attribute values for discipline (DISCIP

(B5)) must be defined in Discipline.

6. If aspecial income category is to be linked to the connection, this must be defined in Income categories.

About Open transactions

Open transactions (TTS010) is a functionality that allows you to know, for any specific project in Unit4 ERP, the
transactions currently open in the system. Therefore, it provides useful information to help you understand the

situation of the project.

g N Qpen transections %

4| Projeces » Open tarsactons

DOpen transactions

Prajact

.....

mE e

For example, with this information you can decide if it is suitable for you to close that project, or if you prefer to close

those open transactions first.

Prerequisites

User must have access to the window Open transactions (TTS010).

Open transactions context

Open transactions consists of a set of rules that define the existing open transactions for a project in Unit4 ERP.
Every rule defines a query that returns the open transactions of a project according to these specific types:

Time and Expenses
o Open timesheets
« Open timesheets in Timesheet maintenance

« Time costs not posted on the GL
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« Project expenses

« Travel expenses
Project Costing and Billing

« Invoice base

« Invoice proposal
Revenue recognition

« Revenues not posted on the GL

Project and People planner

« Future assignments

Procurement

o Contracts

« Requisitions

« Purchase orders
Commitment accounting

« Manual commitents
Sales orders

o Sales orders
Financials

« Customer and supplier invoices

« Registered transactions

« Transactions from external system

Field service management
« Service orders

« Asset objects

I Note: These rules cannot be modified from within Unit4 ERP.

Open transactions process

UNIT4

1. Open the Projects (TTS001) window.

Select the project.

> w0 N

for the selected project.

At the bottom of the window, click More actions, and then click Open transactions.

The Open transactions window opens in breadcrumb, with a read-only list of the transactions currently open
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Work orders (TTS047)

Window usage

Use this master file window to define new work orders for the project or change an order that has previously been
registered.

Default values

The majority of project information can be overridden at work order level. When you enter a work order, default values
will be retrieved from the project to which the work order belongs, however new values can be entered which over-
ride those defined for the project.

Example

This illustrates the work order master file:

Work orders (A98)
1 oh o R pricelist  [) Address A, T My shortouts - G) D Home
H i!i %I Q T teas Tﬂ Export \/L,j L (@) Icons and navigation keys

Save Clear Documents — New Copy ﬂ Invoice plan Add Help @& | UNITaldeas
to shortcuts

Work order | Relations | Billing | Memo |

Work order
Lookup
[Ex1000-10 [=]
Consultancy Elevier
Work order code _ * Work order name
EX1000-10 ﬁ |Consulianq-I Elsevier
Management Key dates Progress
Project * Start date * Status
EX1000 [1/1/2008 & [actve |
- kOdezmg = Esvier * End date Completion (%)

'ork order manager 31/2009 0.00
= = [12/31/ B |
10 Timesheet completion date

| [=1]

Billing information
Customer * Currency
Elsevier Ltd ‘ [Euro |
COM-1002 EUR
Invoice level Invoice rule Billable status
|IN\|'.RULE v| |chrs + other invoice elements v| |Billab\e -

HOURS+ N

Analysis
* Costctr Type_of_proj Businessarea
Business Consulting ‘ |ﬂd\¢'i50ry | |Comrr|ercia| |
120 o1 oM

¥ History

Agresso Business World TTS047 ABWOO A29

Work order ID

The work order code must be unique for the company (several projects cannot share the same order). This means
that you only need to enter the work order code (not both the project and the work order code) on registration of hours -
the project code will be filled out automatically when the work order code is entered. Whenever you register a new

73



uniT

work order in this window, the system will check if the code has already been used on a draft work order. If that is the
case, you cannot continue without changing to another work order code.

74

Note that work hours can only be registered on timesheets for active work orders and projects. The available work
order statuses are:

Active (N). Open for time registration and for processing.

Draft (D). The work order can be deleted.

Parked (P). The work order is closed for registration, open for processing.
Closed (C). The work order is closed for registration and for processing.

Terminated (T). The work order is permanently terminated and cannot be re-activated, re-parked or amended.

In addition, you cannot register work hours on the work order after date limits set in the Timesheet completion date
field (TS compl. on the Desktop client).

Set the invoice status for the work order and define whether or not the work order is to be printed on a separate
invoice on the Billing tab on Unit4 ERP Web and on the Invinfo tab in the Desktop.

Note: This is a master file window and you can send individual fields for approval in the
window, according to the settings done for connected projects in

Register a new work order

1.

Enter a unique code for the work order in the Work orderlist. Then type the work order's name in the following
field. You can use a previously registered work order as a template.

Connect the work order to a project in the Project list.

For external work orders that are billable you must enter the relevant customer number in the Cust/D field on
the Work order tab. If it is an internal work order then leave the CustID set to blank. Default value will be
retrieved from the project.

External billable work orders must be connected to an invoice rule. Default value will be retrieved from the
project.

The Relation tab is used to type relational values for the work order. Relations must have been defined
previously in . A number of attributes will automatically be entered as relational values if
the relation is defined (see the Explanation of fields section). Default values will also be retrieved from the
project. This happens after you have saved the work order. If you do not want the work order to automatically
inherit project relation values, you may have to first register the project and its work orders without any relation
values; rather filling in the relation values after first saving of project and work order.

If steps are used to get different prices on hours, the different intervals of the fields To value and From value on
the InvRule tab must be specified so that the To value on the first row is the same as the From value on the
next row.

To over-ride a standard price list with a work order specific price list, the OP (separate price list) check box
must be selected.
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Auto-numbering

When you create a work order, the system requires a work order ID. Your options for a work order ID will depend on
your setup in Auto-numbering in Common, the Desktop platform:

1. No auto-numbering; you create work order IDs manually
2. Auto-numbering with a combination of relation values, fixed text and counter

3. Auto-numbering which allows manual over-ride (the Manual check box is ticked off in Auto-numbering).

I Note: Only one auto-numbering series can be active at a time.

Below auto-numbering is set up for work orders with a relation on cost centre with the counting set between 100-999,
plus manual numbering is allowed:

EAMﬂ-numbering x l b %
J Mew link Crganise links ‘
ot
D I BF LI Work order fService order /
Master file I Work order ;I Mo of chars I 12 Manual v  Status I Active vl
Type | Element | No from | No to | Next no | No of chars
1 |Relation ;ICnst centre 0 0 0 3
2 | Counter Cost centre 100 aag 100 3

Updated 17.01.2007 09:33:00 User SYSEN

Copy a work order inside Work order master file

You can copy an existing project to re-use its data in a new project.
1. Open an existing project.
2. Click the Copy button in the top ribbon.

3. If auto-numbering is activated, the system can generate the project code for you, but you still have to write in a
project description.

4. Click Save. Your new project is saved with all data from the existing project intact.
Relation values

On the Relation tab you can register, amend and enquire against relational values for the order. In addition to pure
information, relations can be used in enquiries and reports so that all orders with the same relational value are
grouped together.

Invoicing

The relations can be used when invoicing. When you order the TS01 Invoice proposal server process, you can define
arelation and relational value as selection criteria for the work orders to be invoiced.

Relations to attributes

If there are any relations to the attributes for cost centre (COSTC (C1)), project manager (RESNO (C0)) and the four
user defined attributes, these will be entered automatically on the Relations tab when you save if any of these
values are changed on the Work order window tab (this is only valid if the value in the Percent field is 100).
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Billable work orders
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If the work order is billable, the invoice rules which apply to the order is displayed on the Billing tab on Web (the
InvRule tab in the Desktop). If the work order has separate invoice rules and does not use the project’s or the
standard rules, you can change the invoice rule in this window.

Prerequisites

If the attribute for work order (WORKORD, /D = BF) has data control, this control will be carried out on the
work order.

If the work order is to be connected to a customer (for invoicing), this must be defined in in Accounts
Receivable.

The work order responsible person must be defined as a valid resource in

The cost centre to which the work order belongs must be defined as a valid attribute value for the attribute for
cost centre (/D =C1)in in Common.

The invoice’s level of detail must be defined in

The currency code must be defined in in Common.
The tax system that is to be used must be defined in in Common.
The tax code that is to be used must be defined in in Common.

If additional cost/income elements (ACEs) are to be invoiced, they must be defined as invoice elements on the
InvRule tab in the Work order master file window.

In order to retrieve values in the table on the Relation tab, relations between the work order attribute
(WORKORD (B0)) and the attributes to which you wish to connect the project, must have been previously
defined. These relations are defined in the window.

The relation to cost centre (COSTC, ID = C1) should always be defined.

If you want to use the cost plus (multiply hourly cost rates by a user-defined factor) functionality, the
prerequisites are as follows:

« The factor selection hierarchy must have been set up in

« The check box for cost plus (CP field) must be selected and the desired income factor (IncFac) field
must be selected in

« If the work order has a work order specific invoice rule, the CP flag should be activated on the InvRule
tab in the Work order master file.

This functionality can be used for the Hours element where the unit is defined as Hours.

If you wish to use the minimums functionality you must set up the increment reference lists in

If formulas are used, they first have to be defined in
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Plan a project

Introduction

The Project master file is a natural starting point to plan a project. The window is also a launching page for other
Unit4 ERP windows through its commands which give you access to planning activities apart from the project entry
itself.

Project planning

The Planner command will take you to the Project planning window connected to Planner.

Project plan setup

First, however, the Project planning setup window in the Planner module should be defined as to choose what type
of project budgets that should be available to the different projects or project types.

When a project manager opens the Project master file and clicks the Planner button, he or she is presented with the
budgets available for the current project. There is also a link back to the project from the Project planning window.

When you click the Load button, you are taken to the Transaction entry window in Planner, where you may enter
budgets for your project.

For further explanations on budgeting in Planner, please refer to the relevant online help and reference manual for this
module.

Price list

The Price list command allows you to enter price lists that may be specific for projects, or standard price lists.
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Invoice base

The invoice base for a project is where you find rows ready for billing.

Invoice plan

The Invoice plan command allows you to plan the invoicing process. Below is a billable project containing both the
Fixed price invoice element in its invoice rule, and some milestones:

Fixed price

To see the project-specific invoice rule, go to the Billing tab, Invoice rule sub-tab.

Milestones

To see the project's milestones, go to the Milestones tab.

Invoice plan

The invoice plan can be defined:

Invoice plan (EN}
g ] @ Reports O Invoice proposal maintenance \_,"‘.3 'i} My shortcuts = i Q Home
L]

7); T IQ) Icons and navigation keys
Save Clear Add Help @ | UNIT4Ideas
to shortcuts
Invoice plan
Responsible |Wanda Weir | —
E7010101
Work order wo1 B Project ABC1 B
Planning Research AEC
ol ptn I;L—"E [ Invoice element  |Fixed price - ]
Currency GBP
Sterfing Pound (GE)
Amount to distribute Follow-up
* Total amount 100 000,00 Actual work in progress 0 Used hours 0
% Invoice plan details
|:| Activity Date to invoice % complete | Used hours Milestone Curr. amount | % of total amount Description Accruals key | Time period  Inv.status
| 17.03.2011 0,00 0,00 1STEP 10 000,00 10,00 fPlanning phase 201111 N
E 17.06.2011 0,00 0,004 25TEP 25 000,00 25,00 JCustomer case finished 201124 N
0 17.09.2011 0,00 0,004 35TEP 65 000,00 65,00 [First delivery 201137 N
z 100 000,00
Add E Delete
Address

The Address command takes you to a window where you may enter all addresses relevant to a project.

Note that in Unit4 ERP there is an address hierarchy. When invoicing a project/work order, the system will look for
the invoice address in different places. This list shows the order of this search:

1. Work order invoice-specific address

2. Work order general address
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. Project invoice-specific address

3

4. Project general address

5. Customer invoice-specific address
6

. Customer general address

Delete draft

The Delete draft command is described in the chapter about Draft projects on the following pages.
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Create a draft project

Introduction

In Unit4 ERP Web a project manager may save projects as a draft, as a first step to planning and maintaining
projects.

Some draft project elements

Project type

Resources

Activities

Schedule

Since the project in the example above has status Draft, the only mandatory fields in this entry are Project code,
Description, Project type, Project manager and Cost centre.

Note: All work orders and activities connected to a draft project will also have status as drafts, and
the fields are read-only. Milestones do not use any drafts.

Activate a draft project

When a draft project gets the green light, the project manager can activate it.
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To activate a project, click the Activate project button:

Normally, a change of project status will trigger an approval process, where the person responsible approves the
activated project in Project entry approval. Once the project entry is approved, these points apply:

« The project status is changed to Active.
« The project status cannot be reset to Draft.

« Work order and activity statuses are also changed to Active.

Mandatory fields in an active project
In addition to the fields required to enter a draft project, these fields must be filled in:
» Cost centre
o Currency type
o Currency
o Work order or Activity

« Project manager

A draft project on the Desktop client

After saving, you may choose to open the draft project in the Project master file on the Desktop. From this window,
you may choose to save the project as an active project, or without changing its draft status. The message below will
appear, but note that you may also save the project with its Draft status intact:

Deleting a draft project

A draft project may come to nothing, and thus should be deleted from Unit4 ERP. You may delete draft projects, you
cannot delete active projects. When deleting a draft project, you will also delete all connected data. This includes all
data from the project and work order registers, activities, all Planner data and all attribute values.

I Note: A draft project can be opened and activated on Desktop. It cannot be deleted in the Desktop.
To delete a draft project, you use the Delete draft button:

Deletion of work orders

Draft work orders are deleted when you delete the draft project. If only the draft work order should be deleted, you can
use the Delete draft button in the Work orders window.

Workflow functionality

When the draft project is ready to be saved as an ordinary active project, various fields (changes in fields) may be
sent on workflow to other employees in the organisation to allow them to approve changes on the Master file
approval page. This may for example be a change in project dates. Other possible changes are listed below:

« Billing information
« Work orders and activities

o Other
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Overview

Two common parameters enable you to propagate the changes done to a project's fields or relations to its work
orders, rather than have to manually update each one of them.

Please note that changes in Projects (TTS001) are applied to work order only for existing projects - i.e. projects that
have been saved at least once. The functionality is not available for any new projects - i.e. any projects that have
never been saved yet, even if they are created with the button Copy.

Note: With standard workflows, the changes are applied to the work orders when the users save in
the Projects (TTS001) window. If you have configured Master file approval, then the changes are
applied only when the task is approved. NB: The functionality is equally unavailable for any new
projects through a master file approval.

Apply a project update on the work order fields

« Set common parameter TRANSFER_CHANGE_FIELDS as Active.
« Add the valid values to the parameter:

o resource_id (for Project manager);

o department (for Cost centre);

o invoice_code (for Invoice rule?);

o dim1; dim2; dim3; dim4 (for additional dim values).

1. Make sure that Cost centre is a value of TRANSFER_CHANGE_FIELDS.
Go to Projects (TTS001) and select the project to update.

Modify the value of the field Cost centre.

Click Save.

Go to the tab Work orders.

Click the icon Zoom to open one of the work orders.

N o o > w0 Db

Observe that the cost centre of the work order is the same as the project.

1Changes on Invoice rule will be propagated only to work orders sharing also the same /nvoice level value with the
project. If you have configured Master file approval, the changes will be propagated only if both fields have the same

Master file workflow configuration on the element type (i.e. either both fields or none of them are sent to workflow).
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Note: NB: Only work orders with the same original field value as the project will be updated with the
new value.

Apply a project update on the work orders relations

®©® N o o > »w N

Set common parameter TRANSFER_CHANGE_RELATIONS as Active.
Add the valid values to the parameter:

o C1 (for Cost centre);

o B4 (for Project type);

o CO (for Resource);

o AO (for Market).
The project and work orders' relations setup are the same.

If project and work orders are configured with date on relations then the work orders to be updated are those
with the same relation value on today's date.

Relations do not allow duplicates, neither on project nor on work orders.

Make sure that the attribute Market is a value of TRANSFER_CHANGE_RELATIONS.
Go to Projects (TTS001) and select the project to update.

Go to the tab Relation group.

Modify the Market value.

Click Save.

Go to the tab Work orders.

Click the icon Zoom to open one of the work orders.

Go to Relation group: the Market relation value is the same as in the project.

Note: NB: Only work orders with the same original relation value as the project will be updated with
the new relation value.
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Introduction

Click the button Financing in the Projects master file's tool bar to open the Financing (TTS042) window, where you
can state which customers are to finance the project and the rules for the invoicing of these customers. The invoice
amounts will be distributed to the relevant customers based on the rules given in this window. You can limit what can
be invoiced, when the customer can be invoiced, and how much can be invoiced.

Before you start

« The system parameter must be activated and have the value A4 (Attribute ID for the
customer’s attribute).

« Make sure that the system parameter TS_INV_ROUNDING is deactivated. In case of project financing
invoices, the rounding correction procedure is controlled by the system parameter TS_FINANCING_INV_
ROUNDING. If the TS_INV_ROUNDING is set to On when running the server process TS01 Create invoice
proposals, the report will stop.

« Customers who are financing the project must be set up in the Customer (TCU002) window in Accounts
Receivable.

« Only customers different from the main customer will be used in the split of the invoice defined in the
Financing window. If the split percentage is less than 100% or if the amount is larger than the amount limit, the
main customer defined on the project will be used for the remaining amount.

What would you like to do?

1. Select the project in Projects master file window.
2. Click the Financing button: the Financing window opens.

3. InFunding, create as many date intervals as needed and give a title to each. NB: no gaps are allowed
between dates.

4. InFunding details, click Add and fill in the required fields.

5. The check boxes Hours, Expenses, and Fixed price check boxes are selected by default when creating a new
row. Unselect the ones you don't need.

6. If youwant to assign a specific address to an invoice, click the goggles icon in the column Address and choose
one of the available addresses in the list.

7. Click Save.

1. In Funding, click on the row you want to update.

2. Change the row description or the dates. NB: you can only change values if there are no invoice or invoice
proposals for the funding dates.
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3. InFunding details, change the values in the fields Currency amount, Hours, Expenses, Fixed price, Priority ,
Percent or Address. NB: you can only change values if there are no invoice or invoice proposals for the
respective funding header dates.

4. Click Save.

1. InFunding details, place the cursor in the field upon which you wish to enquire.
2. Enteryour search criteria.

3. Click Filter.

Explanation of fields

Value
The project code and its description are displayed automatically and cannot be changed.

Funding
The funding description.

Date from
By default, the start date of the project for the first interval. When adding a new interval, the previous interval Date to

will be dynamically changed to fill in any gap.

Date to
By default, the end date of the project. When adding a new interval, the previous interval Date to will be dynamically

changed tofill in any gap.

Customer
The customer ID for the customer that is to finance the project. The customer must have been set up in in Accounts

Receivable. You are not allowed to enter a customer registered in Unit4 ERP with a fixed currency different from the
project’s currency.

External reference
The external reference for the customer.

Currency
Currency (will always be the project’s currency).

Currency amount
The limit on the amount this customer can be invoiced for. If this limit is exceeded, the main customer will be

invoiced for any new transactions. The amount must be stated in the project’s currency. If there is no ceiling on the
financing this amount must be set so high that nothing will limit the invoicing.

Percentage
This field states the percentage of the total amount that this customer is to be invoiced for. This field is only

accessible if you left the Priority field blank. You cannot use both priority and percentage distribution in the same
project.

Priority

States the customer’s priority in relation to the other sources of finance. The customer with the highest priority will be
invoiced for the total amount before any of the others are invoiced. 1 is the highest priority. This field is only
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accessible if you enter 0 in the % field. The amount must be entered in the Currency amount field. NB: The lines with
priority values will take precedence over the lines with percentage values when generating invoices.

Invoiced
The previous amount that the customer has been invoiced for. The value is updated by each invoicing.

Rest amount
The amount still left for invoicing (= Currency amount - Invoiced).

Hours
Determines whether the financing includes hours and ACEs. Settings are:

B The hours and ACEs can be invoiced.
[ The hours and ACEs cannot be invoiced.

Expenses
Determines whether the financing includes expenses and products. Settings are:

B Expenses and products can be invoiced.
O Expenses and products cannot be invoiced.

Fixed price
Determines whether financing includes fixed price, advance payment, deduction advance payment, rate and

retentions. Settings are:
[ Fixed price, advance payment, deduction advance payment, rate and retentions can be invoiced.
O Fixed price, advance payment, deduction advance payment, rate and retentions cannot be invoiced.

Address
Click the icon in this column to display the available addresses of the customer master file. If necessary, select

among those the address which is going to be used as the invoicing address of the project. Not mandatory.

Address details
Shows the formatted address that was assigned to the financing detail line when clicking Address.

Related topics

1. Open the Create new report (XRA005) window.
Go to the tab Project management.
Click the object Project financing.

Select columns and criteria.

o > 0D

Click View result.
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Time and expenses in PCB

Time and expense entry

In this part, you will find descriptions of the time and entry routines.

Time entry

This chapter describes the various ways of entering time in Project Costing and Billing (PCB), as well as the follow-
up needed to prepare data for processing. Both Desktop and Web solutions are described. It is assumed that all
setup necessary to run PCB has been completed. This diagram shows the overall process in Timesheet entry:
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Timasheets - standard
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timashest approval
Trarsfer imashsel
e

Alstimahead
Atstirmedat ARME
A Timesheets -
mainkanancs :
Alsirans !

Projact expansas Im ————— 7835
Posting of TTS101 Transfar hours
EXpENSES ardl expenses
TPTD o history
TvROOZ |

Afegltrans

|GL, AP]
L L i Imvnice base

Posting of

: ~
Atsexphistr e - Delata inv.proposal

Reganerate imvoice
propesal documant o

#
# Inw.prop. maintenance

l
H—AI_J TEOE
TTS108 Warkfiow TTS008
Einwdet

v proposal approval

Fasting valid |
timasheats

Credit
mioice
A i Acrbatchinput
Copy Iiieligne Atsgihistr
rsing Ainvhirst
Agitransact !
Acutrans

Desktop and Web platforms work in parallel

The Desktop timesheet entry and Web timesheet entry are as one system that uses the same database tables and
the same workflow routine for entry and approval of hours. The user can choose whether to enter time in the Desktop
or the Web platform at any time, whichever is most opportune in a given moment. Updates done in one platform are

immediately available in the other.
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Expense entry

Introduction

Expenses may be registered in General Ledger expense accounts by means of supplier invoices, employee expense
claims or journals. The Expenses balance table can pick up any GL/AP transaction fulfilling certain rules. Anything
on this balance table can be billed through PCB, given that an invoice element of type Expenses is present in the
invoice rule of the relevant project or work order. The TS03 Process time and expenses server process values the
expenses for use in the invoicing processes.

Expense entry data flow

The flow of expense data can be described as below. Expenses are registered either through the VP10 Posting
window after they have been approved, or in the Project expenses window on Unit4 ERP Web. The AGRDWS
process updates the GL and AP/AR and the atsexpences table, which populates the Expenses balance table:

Project axpensa antry
(Saif sarvica)

VP10 Expanse entry
(Srart cliant)

Project expense
approval
[Seif service)

A
atseXpEnsEs

VP10 Posting
aBXpEnses
{Seif sarvica)

TS03 Process timea
and expansas

GLARIAR
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Expenses balance table

Introduction

Once these transactions are updated by AGRDWS from the General Ledger, they are also updated to the
EXPENSES balance table (atsexpences). This can be verified in the Expenses window on Desktop.

EXPENSES balance table

The EXPENSES balance table is the vehicle through which expense transactions reach Project Costing and Billing.
It uses all posting attributes (ACCOUNT, PROJECT, RESNO, SUPP.ID, ACTIVITY, COSTC, INV.STAT, and
WORKORD) available.

The balance table SQL determines how the table is updated. The Unit4 ERP default (SQL set 0) requires a resource
ID or supplier ID as well as project and activity or work order information, but if a client wishes to invoice commitment
invoices for example then the SQL may be rewritten to select WBS instead of activity.

SaL

Any transaction to be posted to the EXPENSES Balance Table by the AGRDWS must conform to criteria set up in
the SQL. The system is supplied with SQL that conforms to a Norwegian standard setup, which should be amended
in consultation with Unit4 ERP implementation consultants.

There are three active sets of SQL supplied. Please ensure that the one relevant for a given setup is active. The
criteria that each uses for picking up transactions are shown below:

Criteria SQLO0 SQL1 sSaQl2
Account begins with 4,5,6 or 7 Y Y Y
Posting category 2 contains a project Y Y Y
Posting category 3 Any RESNO | Blank
Posting category 4 contains a work order OR Y Y Y
category 5 contains an activity

Posting category 7 contains an invoice status | Y Y Y

of NorP

Transaction type is not Tl (i.e. not an invoice Y Y Y
transaction)

Transaction type does not begin with P (i.e. not | Y Y Y

a payroll transaction)

Transaction has a supplier on it Y N N

Expense entry on Desktop

Follow this procedure to enter expenses on Desktop:
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1 Open the VP10 Posting window for relevant transaction type.

2 Post each expense entry as a transaction line, using GL accounts that have an account rule serving project
expenses.

3 Offset entries to the appropriate balance account

4 Save. When the DWS has run, check in the Expenses window that the atsexpences table has been updated
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HRMS travel transaction transferred to PCB for invoicing

The figure below is an example of expenses transferred from another module into Project for invoicing. The expenses
are posted in Human Resources.

Posting travel
invoices : o
(TTO2)

The code in TTO2

TPS

DWs
Balance table def
(query)

aisexpences

atsinvtrans [TS27)
arstrons
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Unit4 ERP Web project expense entry provides users with a quick and easy way to get project expense claims into
Project Costing and Billing and enables companies to invoice the expenses much faster than before. This means
recovering money from their customers quicker. Both Expense types and Charge codes can be used.

Process diagram

This diagram shows the project expense process in Unit4 ERP Web, compared to the Desktop:

| Enter project :
| expenses using I
| charge codes |
! 4

e

Process

Smart client

Self service

Enter project
EXNpeEnses

h 4

Posting of expenses
Posting travel invoices
Timesheet entry

Posting GL transaction
Project expenses
Travel expenses
Timesheet entry

Approve project
EXPENSES

Project expense
approval

There are some important points not shown in the diagram above:

« Project and work order information is not entered by default, if expenses are posted in another module than
Project. Validation on project values, however, can be set up by using relations and account rules (see diagram

below for explanation).

« The main difference between project expense entry and travel expense entry is that in Project expenses, only
expenses are registered. In Travel expenses, allowances are also included.

o« The TS03_ONLY_POSTED_EXP system parameter sets if TS03 Process timesheets and expenses should
transfer all authorised and registered project expenses to the invoice base, or only posted expenses .
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« InProject expenses (TTS101), you cannot specify VAT on your expenses. This is possible in, for example,

Posting of expenses (VP10) and Posting GL transaction (TVP001).

Validation on project values when posting expenses from other modules

By using relations and account rules, you may have validation on project values when you post expenses from other

modules into Project.

Example

Agresso windows

Project master file
(TS01)

.

Relations
{GLOE)

v

Account rules
(GLOZ)

"

Chart of accounts
(GLO1)

-

Example:
Authorisation
supplier invoice
{VP10)

Procedure

Project registered with work
orders and activities

ACTIVITY and WOREORD
are set as relations on
FROIECT

Attributes ACTIVITY AND
WORKORD get Relation
FROIECT in the account rule.

Account used for project
expenses gets account rule
with settings abowe.

Combination of project
values are validated In VP10
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Time entry on Unit4 ERP Web

Introduction

As time entry and how to report time spent on a project may be a quite important part of the project manager's work
load, the flexibility issue arises when it comes to how to enter time, and how to monitor time entered by resources
connected to a project.

The Web platform contains slightly more functionality for time entry on projects than the Desktop.

The figure below shows the main menu items for Time and expenses:

Agresso

Time and expenses

We will focus mostly on the Time and Maintenance parts here.
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Timesheets flow

Time may be a source for both income and for costs. The figure below shows the two flows in Unit4 ERP, not
including workflow steps for approval:

Costs Income
Timesheet entry Timesheet entry
T513 Transfer T513 Transfer
timesheets timesheets
Timesheets - Timesheets -
maintenance maintenance
T503 Process T503 Process
time and time and
EXPENSEs EXpenses
T504 Post T501 Create
timesheets invoice proposal

T502 Generate
invaices
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Unit4 ERP timesheets windows

Timesheets are the link between the resource and the cost or income his or her involvement in projects will generate.
The diagram below shows flow of data starting with timesheets:

Timashaels - standard

Timesheets —
multiple resounces TTE025

TT3054 Timeasheels — lime
and atiendancea
TTE026
Timeshael aporoval

TTS0A0 "-——__R___‘. Atslsahaadar
Atsteshourdst
Worktlow Alsisegidatall

Atsisadatehsad

Atachargecode

Praject basad

timeshest approval
Trarefer Umashest
R
Adshisir

Adstimahead
Alstimedet S
Al eesheats -
Trsngs | 1IMesheats Bigscus
mainkananca =g
&
Alsirans [
Projact expenses e e 1535
g
Posting of TTE101 Transfar hours
and expenses
P o hisbary
TVF! Arsgltrans
[i]
Alzimdrans lrvoipa basa
Posting of T527
GLIAP s TT80I?
trarsacions i
Atsexphiste % ~Delata inv.proposal

Reganerats imaice TS0
-

propasal documant

$ /,I yii=]
| o M. proip. makntenance
THO8
Inv.proposal approval | TTS108 Warkfiaw 113008
Alsinedet ¥
Atsinvhesad B Poeting vaid
timeshests
Credit
nmvoice
e i Acrbatchimput
Gopy |mhsa. dihis
iela Afminvhirst
Agitransact /
Acutrans

99



uniT

The table below is a simplified overview of the Unit4 ERP Web windows used to enter timesheets and process

costs:

Window/Server process

Timesheets - standard

Timesheets - multiple
resources

Timesheets - time and
attendance

TS13 Transfer timesheets

Timesheets - maintenance

TSO03 Process time and

expenses

TS04 Post timesheets

Purpose

Timesheet entry, by resource or by person entitled to do so on behalf of other resources.

The timesheets may be sent on workflow for approval.

Timesheets are prepared for calculation of costs, and time periods used are synchronized
into the same TS period. No longer possible to change timesheets from timesheet entry

windows. Flexi-time is calculated.

Manual changes can be made on transferred time.

Hourly costs are calculated

Timesheets are validated on the following:
Valid time costs?

Valid posting rules?

Valid additional cost elements?

Valid period?

Calculated time costs are posted to the General Ledger

The table below is a simplified overview of the Unit4 ERP Web windows used to enter timesheets and process

income:

Window/Server process

Timesheets - standard

Timesheets - multiple
resources

Timesheets - time and
attendance

TS13 Transfer timesheets

Timesheets - maintenance

TS03 Process time and

100

Purpose

Timesheet entry, by resource or by person entitled to do so on behalf of other resources.

The timesheets may be sent on workflow for approval

Timesheets are prepared for calculation of costs, and time periods used are synchronized
into the same TS period. No longer possible to change timesheets from timesheet entry

windows. Flexi-time is calculated.

Manual changes can be made on transferred time.

Hourly income is calculated



Window/Server process

expenses

TSO01 Create invoice

proposals

TS02 Generate invoices

UNIT4

Purpose

Income is transferred to the invoice base
Timesheets are validated on the following:
Valid time costs?

Valid posting rules?

Valid additional cost elements?

Valid period?

Hours, expenses, fixed prices, ACEs and other rows to be invoiced are retrieved from the
invoice base.

An invoice proposal is generated based on the relevantinvoice rule.

Invoice rows are sent for posting.

Time entry windows in detail

In the following, you will get a detailed presentation of some of the windows listed above. The window description will
include field explanations and some commands. For prerequisites, please refer to online help. The following windows

will be presented:

Timesheet entry

« Timesheets - standard

« Timesheets - multiple resources

Timesheet maintenance and processing

o T1S13 Transfer timesheets

« Timesheets - maintenance

o TS03 Process time and expenses

e TS04 Post timesheets
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Use this window to register your own or other people's work time. Choose the relevant period, add one row per work
task (work order and/or activity) and either save your timesheet as a draft or submit it for further processing. The
normal work hours from your work schedule (work hours due for the period) are displayed so that you can compare
actual time worked with your work schedule.

Dates on relations

This window will use default values from project or work order master file, except when using the resource's cost
centre (which will use transaction date).

Note: Timesheets must be completed within a project's time interval, according to the value in the
Timesheet completion date field in the Project master file.

What would you like to do?
Register work time
1. Specify the time period for which you want to register a timesheet.
Your personal work schedule is displayed automatically with the dates for the period.
Click on Add to open an empty row.
Register the required values.
To see more details, click on the Details section.
Register the required values.

To see your balances, click Refresh in the Balances section.

® N o o M w0 N

Optionally, if distribution is set up you can distribute time units like overtime by selecting the wanted row and
clicking Distribute.

9. Optionally, register the required values on the Distribute tab.
10. Click on Save and use the following status:
11. Save arow as Ready when it is ready for approval or timesheet transfer.

12. Save atimesheet as Ready when it is ready for approval or timesheet transfer.

Note: Note that the transaction type TS Timesheet entry must be set to N in Transaction types to
save a timesheet as a draft, or to set its status to Ready.

Change rejected rows

1. Open the timesheet with rejected rows from your tasks list.

2. Inthe Workflow comments section which is opened automatically for rejected rows, you correct the red rows.
3. Enter comments to the approver and any comments from the approver are displayed in the Workflow section.
4

Click on Save and save the row as Ready.
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Enter parts of the day
To enter part of a day:

1. Set the registration unit to Days.

2. Define number of decimals to be used in the Number of digits after decimals point field in the Timesheet setup
window.

I Note: Use limit control functionality to avoid entering more than 24 hours a day.

View and print timesheet information
1. Click the Print preview button on the toolbar to get a timesheet print preview.
2. Toenhance the printout format, select the Landscape orientation in the print setup.
3. Tosee apreview of the printout, choose Print Preview on the File menu in the browser.

4. Select Print on the File menu.

Note: You must activate the TTS025_VIEW_FILE system parameter to display the Print preview
button.

Related topics
TS periods vs Payroll periods

You can have different Payroll and TS periods in the same time interval for one employee. The TS period is used for
timesheet entry. However, as you can use periods that do not correspond to standard TS periods in the timesheet
itself, TS13 Transfer timesheets will recalculate the period you have used in the timesheet to ordinary TS periods
(for invoicing and GL Analysis). Timesheets - maintenance will have the standard TS periods.

Show/Hide fields on printouts
You can determine which fields to show/hide on printouts.

o Thevalue in the system parameter TTS025 VIEW_FILE points to the *.xsl file which holds the design and
which type of data to be displayed on the printout.

« The *.xsl file must exist in the asysvisualizerfile table and must be of the type XSLT. It is possible to edit this
file. Use the BlobViewer in the Management Console and the aagvisualizerfile table to edit existing files and to
add new files.

The tailored version which is saved in the asysvisualizerfile table will be overwritten when you update Unit4 ERP.
Tailored version which are saved in the aagvisualizerfile table are not overwritten.

Default *.xsl file

Unit4 ERP is shipped with two standard *.xsl files:
xxx_EU This file uses the comma sign (,) as decimal separator.

Xxx_US This file uses the full stop sign (.) as decimal separator.
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Validation of project dates

If the defined project, work order and/or activity dates and any connection control dates, from various tabs in

Projects do not correspond to all the dates in the selected period in the Period field in the timesheets entry windows,
these dates are displayed as unavailable.

104



uniT

Use this window for entry of timesheets for multiple resources. You may choose between different time units;
minutes, hours and days. The time units are distributed in dates in the timesheet. You may see employees' balances.
The timesheet can be part of the workflow process in Unit4 ERP. This means that you can send them as approval
tasks to the approver of the rows.

Dates on relations

This window will use default values from project or work order master file, except when using the resource's cost
centre (which will use transaction date).

What would you like to do?
Register time in Timesheets - multiple resources
1. Specify the time period for which you want to register timesheet transactions.

2. Thetable is filled with the resource IDs for the employees for whom you are allowed to register time units.
There will be one row per employee.

3. Click on Add to open new, empty rows. You are only allowed to add rows for employees that you are
responsible for according to Distributed information access.

Register the required values.

To see and register more details, click on the Details section.

Click on Apply to add the row to the timesheet.

Select the check box for the employee balances you want to see and click Balances.

Click on Save.

© ® N o g &

Save arow as Ready when it is ready for approval or timesheet transfer.

10. Save atimesheet as Ready when it is ready for approval or timesheet transfer.

Note: The transaction type TS Timesheet entry must be set to N in Transaction types to save a
timesheet as a draft, or to set its status to Ready.

Enter parts of the day
To enter part of a day:

1. Set the registration unit to Days.

2. Define number of decimals to be used in the Number of digits after decimals point field in the Timesheet setup
window.

I Note: Use limit control functionality to avoid entering more than 24 hours a day.

Validation of project dates
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If the project, work order and/or activity dates and any connection control dates, all defined on various tabs in the
Projects, do not correspond to all the dates in the selected period in the Period field in the timesheets entry windows,
these dates are displayed as unavailable.
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Window usage

The purpose of this window is to provide a timesheet entry window where the focus is on the attendance at work and
less focus is on the type of work carried out.

Note: You cannot enter project values in this window. They are retrieved in the background from the
time codes. You can only enter time on one time code per day.

Status change is done on the header level, when status is changed to Ready, the whole timesheet will be processed.
It is not possible to process parts of the timesheet.

The time worked is entered in Time from and Time to, and can either be entered manually, or by using the Clock in
and Clock out buttons.

This timesheet can, in addition to ordinary time entry, be used with only distribution or only flexi-calculation.

You can print the timesheet.

Dates on relations

This window will use default values from project or work order master file, except when using the resource's cost
centre (which will use transaction date).

The window is divided into 4 sections:
« Timesheet for— contains information about the resource, period and status for the timesheet.

« Balances — contains status information for balances connected to time codes used in time entry and
distribution.

« Timesheet entry — entry point for hours to be registered.

o Distributed —shows the distribution of hours on time codes different from Normal time.

What would you like to do?
Register hours, distribute hours and send on workflow

1. Enter the hours you have worked in the Time from/to fields in the Timesheet entry section. The days and dates
for the period selected in the header section are displayed in this table. In the Hours field, the number of hours
between Time from and Time to are calculated.

2. Enter zero hours (for example for time off), by registering Time from: 00:00 and Time to: 00:00.

3. Click the Calculate distribution button to distribute the entered hours to the different time codes. Hours
entered in the Normal hour’s interval are not distributed. All other hours, which are distributed, are displayed in
the Distributed section with the time code they are distributed on. You can amend and add hours in this
section, for example to allocate overtime time codes. A check is made to ensure that the sum of hours
additional to or less than normal hours are equal to distributed hours per day.
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4. Setthe status as Ready in the Status field in the Timesheet for section to send the hours for workflow approval
and posting.

5. Click the Save button.

Note: The transaction type TS Timesheet entry must be set to N in Transaction types to save a
timesheet as a draft, or to set its status to Ready.

Amend and add hours

You can amend and add hours in the Distributed section, for example to allocate overtime time codes. A check is
made to ensure that the sum of hours additional to or less than normal hours are equal to distributed hours per day.

« Use the Add button to add rows if you want to put your work hours deviating from your normal time schedule
on a different time code than the one automatically used.

« Use the Delete button to delete the row with the wrong time code.

« Usethe Recalculate button if you have done changes in the Distributed section, and want to set the hours
back to the original distributed values.

Workflow approval and posting

1. Register your hours as described above.

2. Set status as Ready in the Status field in the Timesheet for section to send the hours for workflow approval
and posting.

3. Click Save.

Clock in and out

This timesheet entry window offers functionality for clocking in and out for the times you arrive and leave work.

1. Click the Clock in button. The current time on the web server is entered in the Time from field for the current
day in the Timesheet entry section. The button is not available if you already have entered data in the Time
from field.

2. Click the Clock out button. The current time on the web server is entered in the Time to field for the current day
in the Timesheet entry section. The button is not available before you have clicked the Clock in button or if you
already have entered data in the Time to field.

Enter absence

You must create separate time codes in the Time codes window for absence and use these when you enter any kind
of absence in the Timesheet entry section. The normal hours’ values are automatically entered in the Time from/to
fields when you choose a time code defined for absence.

Related topics

Important
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« Itis recommended that resources working part time use separate work schedules giving their correct time from
and time to, as opposed to using a part-time percentage of a full-time normal work schedule. This is because
the system needs to know the exact normal working time to be able to calculate deviating hours from normal
work time and distribute these correctly.

« lItis not recommended to let the same resource enter time in Timesheets - standard (TTS025) and
Timesheets - time and attendance (TTS026). If a resource is eligible to enter time in TTS026, this should be
the only entry point.
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« Itis recommended that resources who can do changes to their distributed hours, should do this after they have
entered all their work hours for the period (saved the timesheet as Draft and have no more hours to enter). This
is because manual changes will conflict with the automatic distribution functionality. Example: If a resource
works too many hours on Monday, the system may automatically set the extra hours to flexi hours. The
resource may change this to, for example, overtime. This manual change, however, will be reset if he on
Tuesday also has too many hours and these extra hours are automatically set to flexi by the system. That is,
all extra hours will be automatically distributed by the system.

« TS_BALANCE_VARIANT value 4 is only in use for Timesheets - time and attendance (TTS026). It cannot
be used for distribution in Timesheets - standard (TTS025).

« Absence must be entered directly into the timesheet as there is no import functionality from Absence.
Time distribution

« This timesheet can be used with distribution functionality as defined by system parameter TS_BALANCE _
VARIANT and its different variant values.

« Time worked more than normal work time will use time codes from the Day type master file.

« Time less than normal work time will be distributed to the time code setup in FLEXI_TIMECODE.
Workflow

You can define a workflow process for this timesheet to approve/reject hours. Rejected timesheets will be returned to
Timesheets - time and attendance for correction.

Since distribution functionality is used, you cannot use the Approval step to change data even if this is set up as
allowed in the Process definition window. Instead, changes must be done in the Correction step.

Window setup and options

« Sections or columns in sections can be hidden or made visible from Window options in System
administration.

« Colouring of non-working days will follow the setup in Timesheet setup.

« Users can enter time for other resources by setting up Distributed information access in System
administration.

« Resources can use different period lengths.
« Limit control is available.

« Data control is available.
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TS13 Transfer timesheets

Window usage

Once all personal timesheets for a given time period have been entered and approved (where necessary), a number
of follow-up routines are required before the actual processing of costs and income starts. First of all, the data needs
to be transferred to the correct database tables.

This server process transfers all timesheet rows where at least one day has time different from 0 and within the date
interval defined in the Date from and to fields in this process. All active timesheets for the period are specified into the
atstimedet table. In the atsteheader table, the status on the timesheet will be changed to T for transferred (N =
Ready, P = Draft). All subsequent changes to the timesheet must be done in the Timesheets - maintenance
window.

Dates on relations

This server process will filter on resource relation values matching the start date of the timesheet periods. Revalidate
resource relations uses the transaction date of the timesheet day to revalidate income category, cost category, cost
centre and resource type.

Timesheets with status T

When the server process is run, the daily timesheets will have status T (Terminated) and can no longer be amended
in the Timesheets - standard window. The timesheets can still be called up and amended in the Timesheets -
maintenance window. Any changes here are not reflected in the original timesheet.

Hour differences

« Differences between the actual number of hours (registered on time codes where Normal hrs is set to
Activated) and the resource’s normal working hours for the period can be calculated.

« Differences (flexi-time) are entered as a separate time item with values called up from the system setup.
Normal working hours differences are not calculated for contracted resources.

Note: If an ACE transaction is aggregated, the system will automatically set the transaction date to
the last day of the timesheet period. Activate the check box in the Split per dateparameter if you
would rather have the ACE transaction broken down by date.
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Window usage

Use this window to register hours and to make amendements/revise transferred timesheets that are entered in one of
the timesheet entry windows.

Dates on relations

This window will use default values from project or work order master file, except when using the resource's cost
centre (which will use transaction date).

When you have finished your changes, you may run TS03 Process time and expenses by clicking the Process
time and expenses button in the upper part of the window. You may also reverse the timesheet.

Narratives

Please note that, although they don't appear in this window, the narratives linked to your timesheets can be impacted
by your actions in this window. For example, copying a timesheet (or reversing one with copy) will also create a copy
of the narrative, and deleting a timesheet will also delete the narrative. These changes are stored in the table
atsnarrative. For more information about narratives, please see Invoice base (TTS027).

What would you like to do?

Register hours for a resource

1.
2.

4
5.
6

7.

Enter the code of the resource for which you are going to enter hours.

Enter either theDate in period or Period when the work was carried out. The values in Res/D and Period
together identify a timesheet.

Select the check box Park timesheet if you want to prevent the timesheet from being processed by TS03
Process time and expenses. Note that the Status field in the Information section is set as P (parked) or A
(partly processed). If you select the check box, the timesheet gets status Normal, Parked or Partly
processed.

Select the check box Calculate flexi if you want to automatically calculate flexi time.
Fill in the columns in the Time entry section. See the Explanation of fields for details on each field.
If all the data on the row is valid, it will be given status N.

Choose Save.

Retrieve existing timesheets

« When you move out of the Period field, a check is carried out to see if a timesheet already exists for the

resource in this time period. You cannot call up timesheets which are being treated by the server process TS03
Process time and expenses.

« Ifthe timesheet exists and has not already been posted by TS03 Process time and expenses, the timesheet

transactions can be registered, amended or deleted.
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Timesheet transferral

When timesheets are registered in Timesheets - standard, timesheets are transferred to Timesheet-maintenance
by the TS13 Transfer timesheets server process and can be amended here. Additional rows may be registered in
timesheets that have already been posted or be reversed here. Timesheets that are partly transferred have status F.
You cannot amend timesheets with this status.

No registration on reg.unit Day
If the system parameter TS_ENFORCE_DATE is deactivated, you cannot register time on Days. The only available

time units are Hours and Minutes.

Maintenance on Unit4 ERP Web

Below is a description on how the following Timesheet - maintenance concepts work in the Web application. These
concepts are described:

o Status
« Flexi calculation
« Amendments

Note that all these concepts have a different behaviour on Desktop, but the database transactions are exactly the
same.

Hereafter, Timesheets - maintenance on Unit4 ERP Web is named TTS004, while Timesheets - maintenance on
the Desktop is named TS04.

Status concepts

Header status in TTS004:
The status concept on the header section in Unit4 ERP Web differ from the status concept in the Desktop.

In TTS004, you use thePark timesheet check box to park a timesheet and the Statefield to view the status of the
timesheet.

The table below shows when the various states are displayed:

State Park timesheet @ Processed by Status field
=k TS03 value

New No No N

New Yes No P
Processed No Yes B

Partly No Partly E
processed

Partly Yes Partly A
processed
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State Park timesheet | Processed by Status field
=k TS03 value

Deleted No No D

Deleted No Yes T

Partly No No F

transferred

In progress No In process/TS03 | R,S,C

failed

This is an example of how the first row in this table reads: TheState equals New when the check boxPark timesheet
is selected and TS03 Process time and expenses is not yet run. This equals the status valueN.

Use Window options to display theStatus field in the Information section.

Row statuses in TTS004

The status on the rows in Unit4 ERP Web also differs from the status concept in the Desktop: the S and T columns
which were used in the Desktop are combined into one Status columnin Web.

TheStatus column has the following valid values:
« Ready — Ready to be processed by TS03
« Parked - Not to be processed by TS03
« Processed - Processed by TS03
« To be reversed - To be reversed by TS03
« Mass update - Currently processed by TTS141 and ignored by TSO03.

You can set status as Parked or Ready via the buttons Park and Ready. These buttons can be displayed/hidden via
Window options.

Flexi time concepts

In Unit4 ERP Web, if you select the check box Calculate flexi, flexi time is generated when you save the timesheet.
This check box can be displayed/hidden with Window options.

Use the button Reverse timesheet to reverse selected timesheet rows. When you click this button, a window is
displayed where you can choose to copy the reversed rows into the window. The reversed rows are displayed in the
window with statusTo be reversed, but are excluded from the calculation of total hours.
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Amending timesheets

In TTS004, timesheets already processes by TS03 Process time and expenses have State=Processed. If you
add a new row to the timesheet, the State automatically changes to Partly processed.

In TTS004, you are not allowed to change any timesheet transactions processed by TS03 Process time and
expenses, but you may amend the timesheet by adding new rows.

Show transaction number

In Unit4 ERP Web, the transaction number field can be displayed/hidden in the Information section with Window
Options.

Functionality not supported in the Unit4 ERP Web instance of this window:

« Timesheet distribution (the window cannot be opened when TS_BALANCE_VARIANT is activated)
« Limit control

« Draft concept (allow forillegal values when you enter data)

« Viewing personal work schedule

o System parameter TS04_SHOW_REL
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TS03 Process time and expenses

Window usage

Use this server process to process timesheets and other expenses.

Dates on relations

This server process will filter on resource relation values matching the start date of the timesheet periods. The
system parameter TS_INC_REL_ATTR_ID will consider relation values based on transaction date.

Related topics
Timesheets

The server process picks up all timesheets with status N (normal or reversed) or E (additions or remainders) and
validates the timesheets. It works out the hourly cost for each individual time transaction for subsequent posting in
the General Ledger by TS04 Post timesheets. It adds billable time to the invoice base.

Stepped price and formulae

The server process also handles stepped prices and formulas (refer to the Formula register). If some of the invoice
units put on a billable project do not belong to the same step in the invoice rule, the report splits the row into as many
rows as it passes steps.

Calculation of hourly costs

The total hourly cost for a time transaction is calculated as described below. If the system parameter EMPLOYEE_
VALUE is activated, cost will come from Payroll, else:

« The sum of the hourly costs for all the cost elements which are specified for this project type are retrieved from
Hourly cost with regard to resource type and cost category.

« Forcontracted resources, the cost rate can be retrieved from Contract Accounting. For cost element BP (Base
pay) the cost rate can be retrieved from Contract Accounting or Payroll.

« The hourly cost of any additional costs are added.

All cost rates will be retrieved in accordance with the time transaction’s time period.

Billable and non-billable expenses

This server process transfers expenses that are billable to the Invoice base. Expenses that are not billable
according to the invoice rule are transferred to the register for historical expenses.

Work order currency
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The report reads the relevant currency from the work order if this differs from the currency of the connected project. It
also puts the work order currency code on the rows that have been put into the invoice base.

GL Analysis
The server process prepares posting of the hourly costs for the validated timesheets.

The transactions which are transferred to the general ledger are generated with account, contrary account and
corresponding cost centres from the posting rules given in Posting rules for cost components. These posting
rules are defined by resource type for each individual cost element which is included in the hourly cost for the relevant
project type.

Completion of the GL Analysis and also the posting in the general ledger occurs when the server process TS04 Post
timesheets is run.

Errors

During validation of timesheets, errors and omissions are detected. The time transactions containing errors are held
back. The timesheet can therefore be partly processed. You can retrieve and correct transactions containing errors in
the Timesheets - maintenance window.

All time transactions with an error appear on an error list with a description of the error.

Transactions that are missing prices are either transferred to the invoice base, or remain unprocessed, depending on
the status of the system parameter TS03_CHK_PRICE.

Printouts

« When the server process TS03 Process time and expenses is finished you receive confirmation that
validation and treatment have been completed.

« If errors or omissions are detected on a time transaction, the hours are printed out on a separate error list.

Running TS03 with Global projects

For Global projects, some specification must be taken into account when running TS03 Process time and
expenses in the Leading company. Please refer to Running TS03 from a Leading company for further details.
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TS04 Post timesheets

Window usage

This server process posts the costs for approved hours in the General Ledger after time costs are calculated by TS03
Process time and expenses.

Dates on relations

This server process will update project and work order relation values based on transaction date in the report
parameter if the system parameter TS_USE_REL_IN_GL_ANAL is activated.

The posting process

When you run this server process, the time costs are registered in accordance with the relevant account rules and
assigned transaction numbers before posting in the General Ledger.

The costs are posted in accounts by the server process GL07 Batch input transactions from external system
which is started automatically from Post timesheets.

The original time transaction is updated with the transaction number that posted the time transaction and the
accounting period. Thus it is easily connected to the transaction in the General Ledger which the time costs were
posted against.

The server process also updates the corresponding row in the invoice base with the GL period.
GL Analysis

The server process Process time and expenses prepares the posting of time costs by entering accounting analysis
information from the posting rules (account, balancing account and the corresponding cost centres which will be
used) for each individual cost element.

In the server process Post timesheets the GL Analysis is completed in accordance with the accounting rule with the
following information (attribute values):

o Cost centre (C1)

« Project (BO)

« Activity (B1)

« Work order (BF)

« Resource (C0)

« Any project relations (e.g. project type)

« Any of the four free attributes defined by the system parameters TS_FLD_1_ID -TS_FLD_4 ID.
The items will be compressed by GL Analysis before the time costs are posted in the general ledger.

Note: The ACE attribute (BL) may be used for General Ledger analysis for both cost and income
transactions.
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Posting of expenses and product costs

Expenses are posted through VP10 Posting of expenses (the PCB version of VP10). Products are posted in
respective SO/PO module - the Accounts Payable module and the General Ledger.

Posting of time costs

Time costs data are transferred to the General Ledger. After transferral and validation, timesheets are ready for
posting in the General Ledger. TS04 Post timesheets posts hours and ACE, completing the GL analysis. The server
process updates the time transaction tables with the posting period and starts a separate server process: GL07
Posting of time costs and invoice details to do the posting to GL.

I Note: Note that for posting of interdepartmental revenues, you will need to create a variant of TS04.

Timesheet and expenses processing for billing

Introduction

This chapter describes the processing of data and what happens when you run TS03 Process time and expenses.
It starts with the validation of data, which calculates amounts for posting to the General Ledger, and checks what
data can be invoiced to the customers. After running the TS03 Process time and expenses server process, posting
of costs to the General Ledger and invoicing can be done independently, as they do not have any influence on each
other.

Flow chart

This chart illustrates the processes described in this document:
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Validation of time and expenses

Description

TS03 Process time and expenses is one of the key server processes in the PCB module. It goes through a long
sequence of routines:

First cost rates, invoice prices and status codes on time and expense entries are checked.
Then the results are matched with settings in the invoice rules for each project or work order.

Forinvoice rules with stepped prices, the process checks whether hours entered belong to the same step or
not, and if there are gaps in the steps, before it continues.

After a base price for each time entry has been established, the report looks for any formula for add-up
calculation.

Then, costs to post in the GL and billable entries for the invoicing process based on the checks and matches
are established.

Lastly, the validated data is moved to the atsgltrans table for subsequent posting to the General Ledger, and to
the invoice base (atsinvtrans) table for subsequent invoicing.

Flow of time data

A summary of the TS03 Process time and expenses handling of time rows can be illustrated like this:

-
atsgltrans

Data from the atstimedet and timehead tables is extracted and calculated based on invoice rules and hourly costs,
then moved in three directions: To the atsgltrans table for subsequent posting of costs to the GL, to the atstrans table
for enquiry on time transactions and to atsinvtrans which is the invoice base.

Flow of expenses data

Expenses data is not moved to the GL, as the expenses were posted there in the first place:
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Expenses data from the atsexpences table is validated against invoice rules and placed in the atsinvtrans table,
ready for invoicing. It is also placed in atsexphistr.

Common error messages for TS03

Introduction

Since TS03 Process time and expenses is in reality checking all setup and all entries made to the PCB system,
running this report successfully is a good indication that the setup is working. However, this also means that any
omissions in the setup for projects, resources, time, expenses or invoice rule are likely to create error messages in
when this report is run.

Frequently occurring errors

Some common error messages. Please note that this list is far from complete:

Message

402 - Wrong
status on
transaction

403 - No
income
category

408 -
Transactions
missing cost

409 -
Transaction
missing
department

What's wrong

Project or work order has status C, or Date fo field has a
value before the date on the time transaction row.

Income category missing or not valid for the time period of
the time transaction.

Cost category not defined or not valid for the relevant time
period. Occurs particularly if cost category on a resource
is changed after timesheet for a period is initiated, but
before it is validated.

Solution

Set status to N, run TS03 Process time and
expenses again and reset status to C if
necessary on relevant project/work order, or
change Date to to a date after the end of the
relevant time period.

Check that resource is connected to income
category valid for the period. Rerun TS03
Process time and expenses.

Re-enter time in the next period.

Go to Timesheets - maintenance. Open the
relevant timesheet and select the row in

question. Some field values will be missing.
Click the Check row command on the Tools
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Message What's wrong Solution

for project, menu, and the missing values will appear

resource or

line

410 - No account is defined for the time transaction Make sure an account for hourly costs is

Transaction defined in Time/project account.

missing

account

411 -Can’t | The system parameter EMPLOYEE_VALUE and/or Unless integrated with payroll, turn off

find price CONTRACT_PRICE are active, but there is no value parameters and establish resource or

from contract | reference rate for the value reference, or a contractin the | resource’s cost category with a BP rate in the

or payroll Contract accounting module. BP (Base pay) in the Hourly | Hourly costs window. Rerun TS03 Process
costs window has not been defined for the resource. time and expenses.

414 - A warning, not an error. No price was defined on the time transactions when it was registered. The system

Missing parameter TS03_CHK_PRICE sets whether the transaction will go through the next time. If the system

income price | parameter is active, the hours will remain on the error list.

for

transactions

Introduction

Extended functionality in TS03 Process time and expenses makes it possible to run selected timesheets using
relational values. However, the server process cannot be ordered for a specific project or work order, only for some
limiting aspect of a resource or group of resources.

Procedure

To run the reports for a particular selection, the user must:

1. Choose arelation to limit the report and select an attribute value for it. All relational values that are connected
to a resource can be used to limit what data is processed, but only for relations on RESNO (CO0).

2. Order the report for the period wanted, with the chosen settings included.

Relations

The relational values set up in the Relations tab in Resource (HS01) are the default relational values that can be
used to limit the report.

When a default relational value has been overridden, for example income or cost category at timesheet entry, this
relational value will not be used as selection criterion. The selection criteria of relational values are those that are
stored in ahsrelvalue. This avoids the production of reports on a resource where half of the timesheet is processed
and the other half is not.
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Handling of rows with no prices in TS03

Function

Previously, TS03 Process time and expenses processed all timesheet rows even if the system had been unable to
find a price automatically. This resulted in a row with a zero price in the invoice base. It is better to see this situation
reported on an error report and not processed through to the invoice base. The TS_CHK_PRICE system setup
parameter makes this possible.

Effect of system parameter

Rows with no price are not transferred to the invoice base (atsinvtrans), but will remain in the time transactions table
(atstimedet). It will be necessary to correct the error and then re-run the server process.

Without the parameter

If the TS03_CHK_PRICE system setup parameter is not activated, rows with no price are transferred to the invoice
base. Any corrections to price can be made within the invoice base.

Steps and free hours

To give a customer some hours for free, the first step for hours on the invoice rule must be connected to a price list
with zero prices. These rows will be handled by TS03 Process time and expenses exactly like rows that
accidentally are without price. To have these rows transferred to the invoice base, TS03_CHK_PRICE must be
deactivated. Since some customers want these rows to be visible on the invoice to the customer, these rows are
sent to the invoice base.

Maintenance of processed time data

Introduction

If timesheets have been registered but not transferred, they can be amended in the original entry window (personal or
group). Timesheets can also be amended or reversed at any point in the time process, but different procedures need
to be followed depending on where in the process the amendment takes place.

After transferral

If timesheets have been transferred through the TS13 Transfer timesheets server processes, they can only be
amended in the Timesheets - maintenance (TS04) window.

After validation

If time data is amended at any point after it has been processed by TS03 Process time and expenses, this server
process needs to be re-run for the amendment to be registered.
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After posting

If data needs to be amended after it was processed by the TS04 Post timesheets server process, this server
process must be re-run to update the General Ledger.

After invoicing

If time data needs to be amended after TS02 Generate invoices has been run, the invoices affected can be
corrected using these methods:

« The easiest way is to amend the relevant time entries in Timesheets - maintenance (TS04), then re-run all

processes for validation and invoicing. This produces a new invoice to the customer, including both credits and
debits of the invoices previously produced.

« Acreditinvoice can also be made. This updates the invoice base. The amendments made in time Timesheets
- maintenance (TS04) will then be credited or debited towards the invoice base before the customer is
presented with an invoice.

Important

Although the amendment process is treated here, it is relevant for any point in the processing of time data after
transferral of timesheets.
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Mass update of time transactions

You can amend simultaneously several time transactions in Unit4 ERP, including the ones which have already been
registered. More specifically, you can update the time transactions' project, work order and activity.

The general process and the relevant windows and server processes are described in this diagram:

Mass update process

Timesheets - H Mass update Timesheets -
maintenance —» TS1¢;CI Create ma?s maintenance Tﬁlﬁ ﬁ;s:{:‘ » maintenance
(TTS004) 5 Ml o e (TTS141) (TTS004)

Some time
transactions' work
orders, projects or

Verify and manage The time
the mass update

batch.

Canfirm the mass
update batch.

Create the mass
update batch .

transactions are
activities need to be updated.

updated.

Note:
To enquire on mass update proposals via Information browser, use the following reporting objects:

« Mass update: for the elements that are currently in the mass update process,
« Mass update history: for the elements confirmed and transferred to the database.

Remember to grant access to those objects via the window Object access (XAG002).

Prerequisites

This mass update process will only work for projects that have the same structures. This means that you need to
respect the project definitions: if the original project structure has work orders and activities, the new project must
have work order and activities too.

What would you like to to?

Create a mass update proposal

1.

2
3.
4

Go to the server process TS140 Create mass update proposal.
Enter a BatchlD number.
Select the range of dates of the time transactions you want to mass update.

Select in Current project the original project attached to your time transactions, and in New project the one you
want to transfer them to (or the same if no change is required at that level).

Select in Current work orders the original work orders of the time transactions, and in New work orders the one
you want to transfer them to (or the same if no change is required at that level).
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6. Select in Current activity, the original activity attached to your time transactions, and in New activity, the one
you want to transfer them to.

7. Click Save to create the batch.
Confirm a mass update proposal
1. GotoMass update maintenance (TTS141): the batches successfully run through TS140 will appear.
2. Sort out and browse the proposals to confirm in the left-hand panel.
3. Click Confirm proposal to open the server process TS142 Confirm mass update.
4. Select the BatchlD number and click Save.
Delete a mass update proposal
1. GotoMass update maintenance (TTS141): the batches successfully run through TS140 will appear.
Browse and sort out the proposals with the left-hand panel.

2
3. Select the proposals to delete.
4. Click Delete and confirm.

5

Click Save.

Important information

Output of the mass update confirmation in Timesheets - maintenance (TTS004)
If the status of the time transactions that you update is:
o Processed: TS142 will add two rows to each original transactions in TTS004:
m anegative row to cancel the original transaction,
m asecond row with the mass update time transactions data.
« Ready: TS142 will update the original row.
Best practice
For optimal performances:
« Keep the mass update proposals under 2500 rows.
« Confirm the proposals frequently to remove data from Mass update maintenance.
Project connections

If the project, work order or activity have connections in the project's Connections tab, only the Inc.cat connection
will be taken into account by the mass update batch.

Work order's Analysis

If the system parameter DEF_PROJECT_DEP is activated:
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1. the mass update will take into account, if any, the cost centre of the work order (defined in the tab Work order
> Analysis),

2. and, if none is defined at work order level, the mass update will assume the project's cost centre itself.
Note: In the work order's Analysis tab, the only dimension considered to work with the mass

updates is the cost centre. Other possible analysis dimensions (Localization, Market, etc.) are not
covered.
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Invoicing in PCB

Invoicing

Introduction

As stated earlier in this document, time is a precious asset for a project manager. Time may also be the source for
either costs or income. In this part of the document, we will show how time can be invoiced and generate income
based on a timesheet entry. In this process, we will also show how the use of system parameters may influence the

setup of invoicing.

Timesheets and invoicing

We have already described timesheet entry and how the TS03 Process time and expenses server process
validates all rows and sends the rows ready for invoicing to the Invoice base (TTS027). Now, however, we will look
solely on the invoicing side. The figure below illustrates this chapter. The flow downwards shows the mandatory
process through invoice proposals to the final posting to the General Ledger. The sideways flow shows an optional
addition, where you may maintain the invoice rows after the invoice proposal is created. It will also show how you
through the TS56 Regenerate invoice document server process, and the use of system parameters may create an
invoice document already at the invoice proposal stage. Finally, we will touch upon workflow, and how to use the
Invoice proposal approval (TTS108) and Invoice header proposal approval (TTS138) windows:

System parameters:

R Invoice base TS01_VARIANT
Timesheet entry |—» time and (TT5027) ms29_vamaNT)
EapEEs I Invoice header |
¢ IPTOPDSE' apprmrall
_______ (TT5138) |
'_Invu'ce R Workflow or I
TS01 Create —HI '.mp P | Invoice proposal |
invaice proposals | | Phiri b | > [ el
I [TTSOO08) | I [TTS108) |
¢ _______ 4
T502 Generate r——————— 1
invoices | TS56 Regenerate |
invoice proposal I
¢ | document i
LT J
GLO7 i
GlJAFl System parameters:

T556_VARIANT

TS_INVPROP_DOCTYPE

TS_WAIT_FOR_DOCUMENT

First, however, it may be useful to repeat the Price list and Standard invoice rulewindows on Unit4 ERP Web, and
repeat some facts about the project master file, and define the concept of system parameters.
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This window is used to create price lists for billing of projects.
1. This is how to use the Price list window:

Click on Price listin the Unit4 ERP menu.

Enter a code and a description for the price list.

Click on Add.

o ~ w0 D

Click on either Resource for a resource-specific price list, or on Inc. cat. for a price list specific for an income
category.

Enter the time span for the price, in Date from and Date to.
Enter the price.

Repeat the steps above for as many currencies as you wish.

© ® N O

Click on Save.

The table below shows an overview over preferences and hierarchies in price lists. The most specific price is on the
top of the list:

Hierarchy Description

1 Resource, Job type and Time code
2 Resource and Job type

3 Resource and Time code

4 Resource

5 Income category, Job type and Time code
6 Income category and Job type

7 Income category and Time code

8 Income category

9 ACE, Job type and Time code

10 ACE and Job type

11 ACE and Time code

12 ACE

13 Job type and Time code

14 Job type
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15 Time code

16 None
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Standard invoice rule:

This window is used to create a standard invoice rule for a project.
This is how to use the Standard invoice rule window:
1. Click on Standard invoice rule in the Unit4 ERP menu.
2. Enter a code and a description for the invoice rule
3. Click on Add to add an invoice element to the invoice rule.
4

Select an invoice element from the drop-down. If you select the Hours element, you must add additional
information like the price list and the price unit.

o

Add all required elements.

6. Click on Save.

I Note: Only selected elements will appear on the invoice.
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Project master file

The project master file gives you opportunities to plan the invoicing process at an early stage in the project.

You may create invoice plan, project-specific price lists, and select invoice rules.

On the Billing and Invoice rule tabs, you may create project-specific settings for invoicing.

System parameters

System parameters are commonly used in Unit4 ERP. They may be defined as a kind of switches that tumn
functionality on or off, according to the user's preferences. They may also set default values once a functionality is
activated/on, and define specific variants of server processes - variants containing default settings, for example, to
trigger another server process without going into the menu to do this manually.

Below is a table containing a short description of the relevant system parameters:

System parameters Description

TSO01_VARIANT Sets which variant of TS01 Create invoice proposal to run from the Invoice baseon Unit4
ERP Web

TS29 VARIANT Sets which variant of TS29 Recalculate prices to run from the Invoice baseon Web

TS56_VARIANT Sets which variant of TS56 Regenerate invoice proposal document to run, to create an

invoice document.

TS_INVPROP_ Sets the invoice proposal document type taken from the Document typesetup window in
DOCTYPE Common.

TS_WAIT_FOR_ Sets if the user should be made aware of the TS56 server process running in the background
DOCUMENT

Note: In the Appendix of this document, you will find all system parameters used in Project Costing
and Billing listed, with an abbreviated explanation. For the complete description, please refer to
online help on System parameters.
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Window usage

Use this window to display all rows containing hours, expenses and other types of billable income that are ready for
invoicing. Invoice elements of the types hours, expenses and ACEs transferred to this register when the TS03
Process time and expenses server process is run.

Note: The tables on the Summary tab are based on System browser templates (SBRT). The top
table (Transaction up to and including) is based on SBRT number 327 and the bottom table
(Transactions for later invoicing) is based on SBRT number 330. These browser templates can be
amended in the System Browser templates window.

You can refine your search for invoices with the following options:

« The Responsible field enables you to enquire on invoice transactions even though you are not defined as the
project manager or work order responsible for the selected work order/project.

« The Project field enables you to enquire on invoice transactions across projects.

« The section Invoice status enables you to select one or more of an invoice status you want to search for. Valid
values are:

o Ready for invoicing (N). Transactions with this status will be included in the next invoice proposal.

o Partly invoiced (A). If the system parameter TS_PART _INVOICE is activated, partly invoice
transactions will get this status.

o Parked (P). Transactions with this status will be excluded from invoice proposals.

o Not to be invoiced (C). Transaction will be excluded from invoice proposals. Transactions with this
status can be removed from the invoice base by running the server process TS11 Delete non-billable
items.

o On proposal (R). Transaction is already part of an existing invoice proposal.

All fields in this window are validated and must have a valid value.

Recommended configuration

For an optimal use of this window, we recommend you to follow this configuration:
« Parameter is active.
« Parameter is not active.

« Hide in the tables the columns that are not relevant to the user. For example, if Activity is not indicated in any
project, the corresponding column in the tab Time and ACE could be hidden with Window options.

« Use at most the 100 lines view per page.

« Use the table filters, to display only the information that requires editing.
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Narratives

When you need to add a longer description to your timesheet entries, you can also enable the narrative functionality
and add longer descriptions for each invoice line row.

Enabling narrative columns

Timesheet narratives columns are hidden by default. To activate them, go to Window options, to make them visible
in the tab Time and ACE.

Importing narratives with Web Services

You can import narratives from a third party tool with the Timesheet Web Service (V201205). In the AddTimesheet
method, a field Narrative allows you to import narratives of up to 4000 characters. When Web service runs
successfully, the narratives are stored in the table atstsenarrative. Then, run the TS13 Transfer timesheets server
process to import the narrative into the atsnarrative table.

Here is a flowchart of the whole process:

Run
T813 Transfer
timesheets

Narratives are
stored in
atsnarrative

Run
Timesheet Web
Service (V201205)

Narratives are
stored in
atstsenamative

The narratives are
transfemed
in atsnarrhistr

Adding narratives to the invoice layout

You can display the Narrative field content in your invoice layout. This information can be retrieved from the
atsnarrhistr.

Reporting on narratives
You can use Information browser to enquire on timesheets narratives with these two objects:
« Timesheet narrative (Associated to Invoice base object).

« Narrative History - (Associated to Project invoiced items object).
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What would you like to do?

> w N

1.
2.

Only fixed price rows (rows with type other than Hours, Expenses or Products) can be registered in this

window. Fixed price transactions can only be entered if the invoice rule for the project/work order allows this.

You enter these transactions either directly into Invoice base or via Invoice plan.

All time and expense transactions are transferred automatically to the invoice base via the
server process.

Product rows are transferred automatically when goods are received/delivered on sales orders/purchase orders

marked for transfer to Project Costing and Billing.

Do not enter any data in the Responsible field and/or Work order fields.
Select a value in the Date to invoice field.
Click Load.

The Transaction up to and including and Transaction for later invoicing tables are filled.

Click Recalculate prices.

The server process TS29 Recalculate prices opens and enables you to correct prices before the invoice
proposal is created.

Click Create invoice proposals.
The server process TS01 Create invoice proposals opens.

Click Save to generate an invoice proposal based on the relevant invoice rule.

Note:
« If you activate the system parameter TS01_VARIANT and give it a value, this value will set
the report variant for the server process by default.

« Ifthe system parameters TTS027_ENABLE_TOOLS or TS_PART_INVOICE are active, the
price displayed in the outcome corresponds to the one indicated in the /nv price column in
Invoice base (TTS027).

Select rows in the table on the Time and ACE or Other invoice elements tabs.

Click the button Change values.
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3. Inthe dropdown list Change, choose one of the available column/option:

« Inv. status: to change the invoice status for several rows simultaneously. The following status can be
selected: Not to be invoiced (C), Parked (P), Ready for invoicing (N).

« Description: to change the description for several rows simultaneously.

« Inv price - amount: to change the invoice price for several rows simultaneously. It admits negative
amounts.

« Inv price - Write up/down (%): to modify the invoice price for several rows simultaneously by applying
a percentage.

Note:

To enable the mass update for Invoice price:
o The system parameter TTS027_ENABLE_TOOLS must be active
o The system parameter TS_PART_INVOICE must be inactive.

4. Enterthe new value in the subsequent field.

5. Click OK.

Note: To use the fields Invoice status, Description or Invoice price, they must be enabled via
Window options.

1. Make sure that the parameter TTS027 _ENABLE_TOOLS is active.
2. Gotothetab Time and ACE.
3. The displayed rows must have:
« the same project,
« the same currency
« and the status Ready for invoicing (N), Parked (P) or Partly invoiced (A).
4. Click the button Change subtotal.
5. Enteranew amount in the pop-up window and click OK.

6. The new amount is displayed under To be invoiced, and the invoice lines are recalculated proportionally to
meet the new subtotal.

Note: There can be mathematical inconsistencies from the formula Invoice price x Units to invoice
when applying the distribution of the new subtotal between the invoice lines.

Example:

Project ABW1 has 4 rows for a total of 27,200 NOK
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m (& [0l [
Summary | Timeand ACE | Fixar price || Othee invnice alemants
Transsctions up te and Including period 202024
Projct | Workoeder | Actwiy  Elemens  Descnphion  Costelr | ACE  Cunmency | Cuw amount I Cltamou.  Invant | wvalie Prize Iy prace % Initsto i, To beinvoiced | Invwstacus
ABW1 ABWL-2 2-01 Haurs MoK 800 850,04 B50.00 100,00 a0 620000 N
ABW1 ABWI-2 B-01 Hours. MOk 800 85000 BS0.00 100.00 00 6E0000 N
ARl ABWL-2 8-01 Hours NOK f00 250,00 BE0.O0 10000 a00 620000 N
ABW1 ABWL-2 B-01 Hiours Project ABWL 410 WO 800 85000 BS0.00 100.00 09 680000 N
I 27,200.00 17,20000 3200 T200 27.200.00

Add || Delets | Changewahsss || Changs subtots

When the user changes the subtotal for 28,000.02. The percentage of increase is 28,000.02 + 27,200
= 1.0294117647058822, therefore:

» Tobeinvoiced: 6,800.00 x 1.029411767058822 = 7,000.00
« Invoice price: 850 x 1.0294117647058822 = 875

= BN nvoice bass %

m (& [0l [
Summary | Timeand ACE | Fixad price | Oither invaice
Transsctions up te and Including period 202024
Projct | Workoeder | Actwiy  Elemens  Descnphion  Costelr | ACE  Cunmency | Cuw amount I Cltamou.  Invant | wvalie Prize Iy prace % Initsto i, To beinvoiced | Invwstacus
ABW1 ABWL-2 2-01 Haurs MoK 800 850,04 B75.00 100,00 a0 700002 N
ABW1 ABWI-2 B-01 Hours. MOk 800 85000 B75.00 100.00 00 700000 N
ARl ABWL-2 8-01 Hours NOK f00 250,00 B75.00 10000 800 7.00000 N
ABW1 ABWL-2 B-01 Hiours Project ABWL 410 NOK 8.00 85000 B75.00 100:00 09 7.00000 N
3 27.200.00 26,000.00 3200 3200 2800002

Add || Delets | Changewahsss || Changs subtots

The remaining amount (0.02) is added to the first row. As a consequence, in this first row, there is a
mathematical inconsistency for the calculation of 875 x 8.

Enable and add narratives

N o ok~ 0 Db

Click the Window options icon, in the top right corner of the window.

Find the window element Narrative, select the check box Visible and click Apply.

Click Save, then click Window options distribution and select the roles or clients to have access toit.
Close Invoice base, clear cache and reopen it to display the narrative columns in the tab Time and ACE.
Click the Narrative detail icon in the required row to open the narrative dialog.

Fill in the Narrative description text box.

Click Save.
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Note:
« When you are in the Narrative detail pop-up window, you can click the thumbnails Previous
narrative and Next narrative to navigate between all the narratives in the table.

« You can't add or edit a narrative to an invoice line with the state On proposal: the Narrative
description text box will appear greyed out.

« lItis not possible to delete rows manually from the invoice base. By setting the status to Not to be invoiced,
you confirm that the hours should not be invoiced. You can also delete rows with the server process TS11
Delete non-billable items.

« Rows which have been invoiced (the Generate invoices server process has been run) are deleted from the
invoice base. It is not possible to run enquiries on these rows in this window.

Related topics

You can invoice parts of rows in the invoice base if you activate the system parameter TS_PART_INVOICE . When
arow is partly invoiced by Generate invoices, the row is placed in the invoice base with the status Partly invoiced.

It is possible to make split invoices several times until the total % invoiced equals 100%. In order to make a new
proposal, the invoice status must manually be set back to Ready for invoicing. When you have updated Number,
Price or Inv Curramount , the percentage is recalculated and added to the previous percentage.

I Warning: TS_PART _INVOICE and TTS027_ENABLE_TOOLS can't be active at the same time.

Partial invoicing of hours:
You can only amend these fields when the system parameter TS_PART _INVOICE is activated.
« Amend the % column

« Amend the amount by updating column Inv Curramount. Note that this change overrules the number and price
columns. This use cannot be combined with changes in number or price.

« Amend the number to be invoiced and/or Inv price.
Partial invoicing of expenses and fixed price rows:

« Amend the % column

« Amend the column /nv Curramount with the amount that is to be invoiced. (Price and number are not used in
fixed price or expenses)

Note:
The following fields are affected by the use of partial invoicing:

Curr. amount
Currency amount is always fixed and can never be updated with any changes done in the invoice

base. Currency amount will keep track of the original amount to invoice.

138
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connections prevents you from modifying them. The following table indicates which fields can have impact on other

fields:
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Inv Curr.amount
The amount to be invoiced. It can be used for all invoice elements.

Inv price
This is the amended price that will be used for invoicing. (The price column is the original price

calculated in Process time and expenses).

Example:

1.

2
3.
4

You want to invoice 40% of a total sum of 100 000.
You add 40.0 in the % column and 100 000 in the Curr.amount column.
The value in the To be invoiced column becomes 40 000.

After invoicing, the value in the /nvoiced column becomes 40 000 whilst the To be invoiced
column is set to zero.

If you wish to invoice a further 20% in the next invoicing round, the % column is increased from
40% to 60%. The value in the To be invoiced column will then become 20 000.

The row will be invoiced and removed from the invoice base when the percentage reaches 100.

Field modifed Impact on other fields

Units to invoice = Inv. value.

To be invoiced = Units to invoice % Inv price.

Inv.value

Curr. amount = To be invoiced.
Inv Curramount = To be invoiced.

To be invoiced = Units to invoice x Price.

Price Curr. amount = To be invoiced.

Inv Curramount = To be invoiced.
To be invoiced = Units to invoice % Inv Price.

% - Recalculated, only if new Invoice price is less than Price.

Inv price

%

Curr. amount = To be invoiced.

Inv Curramount = To be invoiced.

Units to invoice = Units to invoice x %.

To be invoiced = Units to invoice % Inv price.

Inv Curramount = To be invoiced.
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Field modifed Impact on other fields

Units to invoice To be invoiced = Units to invoice % Inv price.

Note:
When the parameter TS PART INVOICE is active, the behaviour changes:

« Curr. amount does not change, regardless of the modifications made in the rest of the fields.

o Inv Curramount: editable.
o % - recalculated according to new amount.

o To beinvoiced - gets the same value as Invoice currency amount.

o Price - not editable.

When the parameter TTS027 ENABLE TOOLS is active, the behaviour changes:

« % is not modified when changing the invoice price.
« Inv. value is not editable.

« Priceis not editable.
« When you change Inv price, To be invoiced is recalculated with the formula Units to invoice x
Inv price.

Rounding
You can choose how entered hours should be rounded with the system parameter INV_VALUE_NO_ROUNDING.
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Invoice proposal maintenance (TTS008)

Introduction

The Invoice proposal maintenance (TTS008) window is where you maintain invoice rows that have been created
through TS01 Create invoice proposals:

« You may send invoice rows on workflow. These rows are available from the Invoice proposal approval page.

« You may see an invoice document in the Image section. The main objective of the maintenance page is to
validate that the invoice image document sent to the customer is correct, and you can now see and validate the
invoice information. You may also refresh the invoice document to reflect changes you have made to the
invoice proposal.

Invoice document

Below, you see the expanded Image section in the Invoice proposal maintenance window on Unit4 ERPDesktop :
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Invoice proposal maintenance (EN)

E i) Refresh &) Ceete mvoce propesal i e My shortots - @ -& Home
b : im D, 1woice pin T Reports .7. . wi° U Icons ard navigation keys

Lo

Save  Prnt Oocuments: [T Iwoice add Help @& UNIT3ld=as
revien toshortouts
Sorthy ~ [ Amcerdirg| « | -
E 2 | Io The invoicz proposal is currently on workflow. Amendments are not allowed in this window.
[T select &l visbie items
- # Invoice proposal # Image
mmlm BatchD =
& ==
hist s Egresso Demo
555 Slough road 2003 INVOICE
ProjectiWarkorder:  AEWIL '_’."?JEC_*J"’"“!'.F.".'d? VAT Regho ; BB 123456789101
Amount to b2 inveiced: & 555,00 AR K345 JET READING
Description Onited Eingdom InvoiceNo s
[0 Batchio: 6650 [t Invoice date + 1ipazs
ProjectfWorkorder:  ABWL Due date ;111013 =
Amount to be inveiced: € 000,00 Customer
1008 i .
[T] BatchiD: 00010 i Praisct S e
ProjectfWark order:  T22 P.f?l“l manager o Order date ;070515
Amount to ba inveiced: 11000,00 wands \Weir =
BTO10101 CustomerID + 1088
[] BatchiD: 00011 Terms Norway ExtRef i Jokn Smith -
Project/Workorder,  T22 15 days net Hyman & Schultz Invoice date 1110928
Amaunt 2 be inveiced: 10 000,00 1 Mariboesgate 13 Due date i 111013
7] BatchiD: 00012 Rcf::_rl:: Cuxr ref: Wanda Weir Your ref: Randi Hanzen
Randl Harsen
ProjectiWork order:  T22 - = -
Amount to be inveived: 10 000,00 e ]} Invoice according Lo &gresment
[] Batchm: 500902 e -
Project/work order:  SOL1 Amount o be inveiced FIXED ERICE
Amount to be invoiced: $ 600,00 S+4.00 PFROJECT WORK ORDER BCTIVITY RESOURCE WEEE AMCUNT IN ROE
- : 5 Praviously iIrvoiced amount
[7] Betchm: 1010151 T e SiTein 2BW1 ZBW1-1 40000, 00
Projectfilork order: BB f
Amount to be involced: 505 000,00 Previously irvoiced valie TOT FINED PRICE 40000, 00
0,00
7] Batchm: 1010152
Project/Work order:  AEW/L workflow state
Amount to b2 invoiced: 34 000,00 \Warcflow in progreas 1234567890
3 anfnn an i
Toml: 9 Header text
E Regererats document | Hefresh |
2 Waorkflow lag (row 1)
.10, 2011 37:29 cyeen {SYSEN) - Distributed -
4,10, 2011 17237 sy=en [SYSEN) -Rejected - Hejectad” £
10,7011 17034 zyeen (SYSEN) - Distributed |=|
4.0, 2011 17235 sy=zen (SYSEN) - Fostponed irvaiong - Postpaned™
(14 10111 17234 eveen (RYSENY - Mistrihited s
{(Ent=r 5 comme:
3 copy
Irvoice details
[[] Zoom | Project Work arder Activity  Job type Irvoe dements Description Resource  Trans date  Units toinvaice | Price  Curr. amount | Currency VAT Status
LIl [ |l I | ] [ | | » [l Fier
1 & sew: [sewia  aoo | Fixed price |mé_eh'-:g'4 B eswan 0o 000 4434m 0,00 T b= inueiced
ADWE | ABWEE ADD | ik S | R | | Tobeinwoked-T. |
z 4414,00 0,00
[ = -

Please refer to the Invoice document part of this document for the setup of the invoice document functionality.
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User scenario

This user scenario is an illustration of the use of Invoice proposal maintenance and TS56 Regenerate invoice
proposal image on Unit4 ERP:

Paul the project manager is responsible for all projects running for one of the key account customers in his
company. He spends 50 percent of his time out of the office, and initiates the billing process in corporation with the
accounting department on a regular basis, or when milestones in the project are reached.

When Paul has checked with the project team that all hours and expenses are registered and approved (through
reports), he runs TS01 Create invoice proposals for a given period in his project. After TS01 has finished; he goes
to thelnvoice proposal maintenance page on Unit4 ERP Web and finds his invoice proposal based on batch_id and
project ID.

In the document image view on the Invoice proposal maintenance page, Paul can verify that the document
image matches his expected output. In particular, he checks references that he has agreed with the customer to
include on the invoice , so that it will end up in the right place.

Looking at the details of the invoice, Paul has to evaluate if all the information is there. If there are missing parts
on the invoice, he must delete the whole proposal through the TS08 Delete invoice proposals shortcut on
thelnvoice proposal maintenance page, and rerun TS01 Create invoice proposals. If the information actually has
been included in the invoice proposal row, but has the wrong price, date or description, Paul can edit it directly. He
can also change the status of the invoice details.

When Paul has made his changes, he saves the proposal and refresh the document image section on the page.
To refresh, he first click on the Regenerate invoice document-button, and then click on Refresh. The first action
starts the server process TS56 Regenerate invoice proposal document; the second action loads the changes
made by TS56 in the document image view of Invoice proposal maintenance.

Looking at the invoice proposal document , Paul gets a better overview of what will actually be sent to the
customer. He now feels confident that the invoice information is correct, and starts TS02 Generate invoices, which
will produce and send the invoice to the customer and post the transaction in the General Ledger.
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Invoice document

Invoice document section

You may see an invoice document in both the Invoice proposal maintenance window and the Invoice approval
window. The picture below shows the invoice document in the Image section of Invoice proposal maintenance on

Unit4 ERP:

Invoice proposal maintenance (EN)

H i) Refresh &) Ceete mvoce propesal .’\_’( e My shortots - @ -& Home
i ; lm D, 1woice pin T Reports iu.l‘ wi° U Icons ard navigation keys

Save  Prnt Oocuments: [T Iwoice add Help @& UNIT3ld=as
revien o shortauts.

Sorthy I - E_Asce!'drgl

i I
Io The invoice propozal is currently on workflow. Amendments are not allowed in this window.

[7] select all visbie items

E Regererats document | Hefresh |

2 Waorkflow lag (row 1)

# Invoice proposal # Image
BatchD =
== Egresso Demo
Slough road 2003 INVOICE
Project/Warkorder: AW Project/Wark arder VAT ReglNo ¢ BB 123456789101
Amaunt to be inveiced: 5 555,00 BN 345 JET READING
Description Onited Eingdom InvoiceNo s
[0 Batchio: 6650 [t Invoice date + 1ipazs
ProjectfWorkorder:  ABWL Due date ;111013 E
Amount to be invaiced: € 000,00 Customer
1008 i .
[] Batchi: 010 Prodsct £ AR
Project/Work orders  T22 Project manager. Crder date ; 070515
Amount to ba inveiced: 11000,00 wands \Weir =]
BTO10101 CustomerID + 1088
[] BatchiD: 00011 foew Morway ExtRef i Jokn Smith -
Project/Workorder,  T22 15 days net Hyman & Schultz Invoice date 1110928
Amaunt 2 be inveiced: 10 000,00 1 Mariboesgate 13 Due date i 111013
7] BatchiD: 00012 Reference Cuxr ref: Wanda Weir Your ref: Randi Hanzen
; Randi Harsen
ProjectiWork order:  T22 - = s -
Amount to be inveived: 10 000,00 Exterral ref ]} Invoice according Lo &gresment
|John Smith
[] Batchm: 500902 S -
Project/work order:  SOL1 Amount o be inveiced FIXED ERICE
Amount to be invoiced: $ 600,00 443,00 PFROJECT WORK ORDER BCTIVITY RESOURCE WEEE AMCUNT IN ROE
- : 5 Praviously iIrvoiced amount
[7] Betchm: 1010151 T e SiTein 2BW1 ZBW1-1 40000, 00
Projectfilork order: BB f
Amount to be involced: 505 000,00 Previously irvoiced valie TOT FINED PRICE 40000, 00
0,0a
7] Batchm: 1010152
Project/Work order:  ABW1 workflow state
Amount to b2 invoiced: 34 000,00 \itoricflow in progress 1234567890
Toml: 9 Header text annn nn

.10, 2011 37:29 cyeen {SYSEN) - Distributed
4,10, 3011 17- 32 sysen (SYSEN) ~Rejected - Rejartad”

10,7011 17:34 sysen (SYSEN) - Distribited
4.0, 2011 17235 sy=zen (SYSEN) - Fostponed irvaiong - Postpaned™
(14 10111 17234 eveen (RYSENY - Mistrihited

3 copy

Irvoice details

[[] Zoom  Project Workorder Actwvity Job type Irvoice dements Description Resource  Trans date  Units toinvaice | Price  Curr. amount  Currency VAT Status

Invoice document setup and prerequisites

I | | | i | =] LIl | | * [iedl Fiter |
1 & sew: [sewia  aoo | Fixed price Meetras | [E  oo0a01n 0 000 3am 0,00 To b= inveies) _'
o mmwr amwrr a0 | I il 1 ] e  Tobeinvoked-I. |
z 4494,00 0,00

This setup should be in place to enhance the invoice document functionality:
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1. Create a document type for invoice proposals in Document type, Common. The Document key drop-down list
must be set to Batch.

2. Create avariant (for example, Variant 1) of the TS56 Regenerate invoice proposal document server
process (the same value as you will use for the TS56_VARIANT system parameter), and set these mandatory
values:

o Document type report parameter: INVPROP (user-defined value, from your settings in Document type,
Common.

o Report file 3report parameter: TS02B1

3. Select the TS56_VARIANT system parameter and give it the correct value (the variant value for TS56
Regenerate invoice proposal document).

4. Selectthe TS_INVPROP_DOCTYPE system parameter and set its value to the document type you have
created, so the system can find the correct document type for invoice proposal rows.

5. Optionally, if you are a system administrator, you may want to select the TS_ WAIT_FOR_DOCUMENT
system parameter. This system parameter is useful to make people understand that they must wait for the
TS56 Regenerate invoice proposal server process to refresh the invoice document, after they have
changed invoice proposal rows, and clicked the Regenerate document button.

For the server process TS01 Create invoice proposal, you need to make sure that these report parameter values
are in place:

o Document type report parameter: INVPROP (user-defined value, from your settings in Document type,
Common.

o Report file inv.prop. report parameter: TS02B1

o Print invoice check box: Must be selected.

By default, the price amount displayed in the document is the original price displayed in the Invoice base window, in
the column Price. But if the system parameters TTS027_ENABLE_TOOLS or TS_PART_INVOICE are active, the
value will correspond to the one indicated in the column Invoice price.

If you want to run TS01 Create invoice proposals with a document for the invoice rows, from the Tools menuin
Invoice base, there are some additional settings that must be in place:

Apart from the correct settings in TS01 Create invoice proposals, you need to select the TS01_VARIANT system
parameter. This ensures that you select the correct variant from TS01.

Note: Note that this only applies to Unit4 ERP Web as the Invoice proposal maintenance window
on the Desktop does not have an invoice document section.

In order to get an invoice .pdf, you must put TS02B1.RPX in the customised report folder. In addtion, you must
activate common parameter ARC_DEF_FILE_TYPE and set its value to PDF.
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lllustrated setup example

Below you will find an illustrated setup example:

Document type window

Document type tab:

In the picture below, you see the Document type window in Common, where you set up the invoice proposal

document. These setting are user-defined:

E Document type 4k x
© Mew link Organise links
1-Document type | 2 - Data entry | 3 - Indexes| 4 - Access
Document type INVPR.OP » | Invoice proposal
Definitions
Description
Status Active -
Document key Batch +  KeylD
Options
Document system Database - Wiewing method Open in application -
[7] Delete local copy by defautt Mz file sizecB) 1000
Allow updates Priority 1
Kzep revision history
Show template folder
Visual notification
[ Show as thumbnail
Vigualizer file
Updated 22.09.2011 15:38:39 User SYSEN
Indexes tab:

In the picture below, you see the Indexes tab in Document types. This tab should be set up with values for Client,

Batch ID, Attribute ID and Attribute value:
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E Document type
: New link Organise links

| 1—Dna.n|a1ttme| 2 -Dats entry| 3 -Indexes 4_m|

Document type INVPROP

Updated 22.09.2011 15:38:39 User SYSEN

TS56 Regenerate invoice proposal document

In TS56 Regenerate invoice proposal document, you must create a variant (Variant 1 in this example), which is
the value you define in the TS56_VARIANT system parameter. You must also enter the document type INVPROP
(user-defined value), which you made in the Common Document type window, and the TS02B1 value (system-
defined value) for the Report file 3 parameter:
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|ﬁ (TS56) Regenerate invoice ... |ﬁ Regenerate invoice propo... 1 x
E-mail distribution Report output management Link to clients |: New link Organise links

Module Project Costing and Billing ~ Report Regenerate invoice proposal v TSh6

Variant 1 ~  Sysen Variant 1]

Outputtype  Auto-select * Priority 0 Copies 1

Printer DEFAULT  Width 186

Serverqueue Serial report queue ¥ E-mail distribution  [] Password ]

Client -

ParamID | Data type| Param name Default value | Length| # |-'ixe¢

1 |trans_id 8 BatchID 1109131 15 1 0O
2 |due date d Date to invoice 20110913 17 2 O
3 |period n Time period to 201137 6 3 O
4 |project W Project * 25 4 O
5 |text variant n Text variant 1 2 5 M
6 |work_order W Work order ® 25 6 0O
7 |department W Cost centre * 25 7 O
8 |proj_rel_att A Project relation 25 8 O
9 |proj_rel_val W Project relvalue * 25 9 O
10 |\wo_rel_att A Work order relati 25 10 O
11 'wo_rel _val W Work order rel.va * 25 11 0O
12 |voucher_date d Invoice date 20110913 17 12 O
13 |address_ type A Address type 1 25 13 ©
14 |rep_rows n Report rows 71 2 14 H
15 |rep_cols n Report columns 80 3 15
16 |doctype a Document type INVPROP 25 17 H
17 |per_type a Period type 25 18
18 |inv status W Invoice status 1 1 32
19 |report_file3 a Report file 3 TS02B1 25 38 H

< | i | »

System parameter TS56_VARIANT

TS56_VARIANT must be selected and, in this example, have value 1, which is the report variant of TS56

Regenerate invoice proposal document.

[E System parameters |

4 b x

 Setup Template Reset parameter to system setup value Reset parameter to default value © New link Organise links

Sys.setup EN Client EN

?  TS56*

1 TS56_VARIANT

] Mod| Max length On/off | Sys. setup

Client level
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System parameter TS_INVPROP_DOCTYPE

Select TS_INVPROP_DOCTYPE and give it the correct document type as its value. Its value may be integers and
chars.

ﬁSystem parameters |

i Setup Template Reset parameter to system setup value Reset parameter to default value | i New link Organise links

Sys setup EN

Client level

1 TS INVPROP_DOCTYPE T3 25 INVPROP [ L] L]

System parameter TS_WAIT_FOR_DOCUMENT

Optionally, you may want to select the TS_ WAIT_FOR_DOCUMENT system parameter. Its value is an integer for
the maximum number of seconds to wait for the system to refresh the document.

ﬁﬁyslem parameters |
! Setup Template Reset parameter to system setup value Reset parameter to default value [ New link Crganise links

Sys setup EM

Name Mod | Max length Value Onfoff | Sys.setup | Client level

2 ||

1 TS5 WAIT FOR DOCUMENT TS 410 | Ll L]

Invoice proposal processes

Introduction

There are two ways to approve invoices proposals, each with a special approval window:

Approve at row level using Invoice approval (TTS108).

This is the default solution, where your invoice proposals are sent to Invoice proposal (TTS108) window. There, the
approver can amend the rows of the proposal and decide which rows can be sent to the Generate invoices TS02
server process.

Note: With this solution, the more details you have in your invoice proposals, the longer it takes for
the workflow to process the invoice proposal.

Approve at header level using Invoice header approval (TTS138).

If you want to gain time and efficiency in the workflow process of your invoice proposals, you can activate the
system parameter TS_INV_PROP_HEADER: the invoice proposal is sent to the Invoice header proposal
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approval (TTS138) window, where the approver can approve them at header level, regardless of the rows number
and status.

I Note: With this solution, the approver cannot amend the rows of the invoice proposal.
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Introduction

UNIT4

Invoice proposal rows may be sent on approval, to the Invoice proposal approval window:

2 Invoice propossaf

Eatchil
1010151
Customer
Nyman & Schuitz
Terms
15 daysnat

Praject/Wark order
ABWL

Description
Broject ABIN1

Project managar
‘Wanda Weir

Refarence -
|Randi Hansen |
Extomalvet =~~~ 0000

|Jehin Smith |

Amount to be mvoicad

1= BN Invoice proposal approval BatchlD: 10001511

& Image

o]

£05,000.00
Fraviously inveiced amount
11615525
Previously inveiced value
12000
Header text.
Regenerate document || Refresn |
¥ Worlkflow log (row 1)
Invoice details
Zoomi Map Status Projact | Workaorder | Activity  Jobtyps | Invoice slem=.. Deccription | Resource Trans deta Units toiny... Price Cun
| =1 I | |
[A] Tobeimor Amwi Wit ago Fedprics | Mitesione § | & |1 78/2007 noe 000 |
Tobeimoibe..  ADAL ABWEA 403 % | 7 L
[a] [&] Tobemwor mEw1  aBWI1 a0 Fegoice  Kck-oft 14742007 oo o0
[= [&] TobeiwoL ABWL  ABWI1 A1 Fixedorice  Milestare 2 5/8/2007 0.00 000
[a [&] Tobeimei ABWL  ABWI1 01 Fised piice  Milestore 3 11/9/2007 oo 000
Z
| Parkcinvaicing | | Nottabeimciced | | Postoonedinuoicing | | Reisct | | Advsnced mave ||| Workdiow ussriog | | Logbook | | Export |

I smount

160.000.00,

£,00000
21000000

210,000.00
805,000.00

Currency VAT  Urnrounded _

41,400.00 000 [ ]
1,15000 000
5,300,00 oo
45,300,00 0o
13815000

Process definition setup for Invoice proposal approval

The picture below illustrates one possible way to set up the invoice proposal approval process:
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Status: Diraft
Updated: ABWOD 10.11.2011

Y
‘—. 1a. Approve

invoice proposal

Carrectinvoice
proposal

v

Y

Correct propossal

Please invoice Postpone invoicing

I-;-'I Postpone

b iMvoICing

h

=Y

| [ | TSO2 to update the

6 rows in theinvoice
base

.

1b. Approve
inveice propesal

‘F‘ostpone inveoicing

‘ Flease invoice ‘ ‘F‘arkfor invoicing

/ \

I'_I Postpone ‘

imvoicing Park for invoicing

h 4

o]

b 4

| ':::' | TS02 to update the TS02 to update the
“am rows in the invoice rows in the inveoice
base - base

Listed below are some comments on the setup:

» Step 1a shows the person responsible for the first step of the approval. If the invoice proposal rows should be
corrected, the system sends it back to the person that should make the corrections.

« If the responsible in Step 1a decides to postpone the invoicing of the invoice proposal rows, he may set this
status. This setup also states that TS02 should update the rows in the invoice base.

« Step 1b shows the different flows depending on how the approver wants the invoice proposal rows to be
treated. After each approval function, it is recommended to place TS02 Generate invoices behind it, to update
the invoice base automatically, instead of manually.

For more information on workflow setup, please refer to the Workflow reference manual
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You may see the invoice document in Invoice proposal approval. The picture below shows the Image section
expanded with the invoice document displayed:

Invoice header proposal approval

2 Invoice

BatchlD

Customer

proposal

1010151

MNyman & Schultz

Terms
15 days ne

t

Project/Work order

ABW1

Description

Project AEW1

Project man:

ager

Wanda Weir

Reference

|Randi Hansen

External ref
|John Smith

Amount to b

e invoiced
605.000.00

Previously invoiced amount

Previously in

Header text

116,155.25

voiced value
120000

# Image

L]

| Regenerate document. [ Refresh |

Teot Tmwice & 5678
Bete 1/05/2008

GAT Humber 4443d. 4444

Sparmy Wrther Fiim L4
PO B JHTEEL

1 har st B4R i
Subrmi - parssnd sarerss
S B0 par sy
sz

B

Tatai 32404 88

ABE Bank No: 017 3456784 OO
Epmant fareme - prymast 4 (s witie mras drpr of recept af maice

LG coumant vt sty rote - U S v /155 s werh

Tip: You can improve the visibility of this section by activating the the system parameter PIN_

DOC_IN_SCREENS.

Note: Note that the Regenerate document and Refresh buttons are hidden by default in Window

options.

Please refer to the Invoice document part of this document for the setup of the invoice document functionality.
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Invoice header proposal approval

Introduction

When the system parameter TS_INV_PROP_HEADER is activated, the invoice proposals are sent for approval to
the Invoice header proposal approval window:

Note: This window is almost identical to Invoice proposal approval, except that you can't amend the
invoice details rows.

Process definition setup for Invoice header proposal approval

The picture below illustrates one possible way to set up the invoice proposal approval process, using the element
type Invoice header proposal (INH):

Invoice header proposal approval

version 7/7 - Active

Element type: Invoice header proposal
Updated: SYSEN 7/22/2019 o Start

Y

Invoice header
| l proposal
approval

|

e © Stop

__,_,_._._-———""_'_'_'—’ Else
- . // \_‘\—-\—\ :
Rastpone. | Fark invoicng | | Na invaicing

el et sl
| I

S — P ! \
= Fosipone s —
e E Invoice i E Park invoicing D_ Mo invoicing

- | Retum to
i 3 Invoice base
0L~ =

v L 4

@ @

[2lo] (2]

Listed below are some explanations on the workflow setup:

154



1. User step where the approver can take a relevant action.

2. Here are the system steps which set the invoice rows status.

UNIT4

3. System step which removes the proposal and returns the invoice rows to the Invoice basewith the status
selected in the previous system step (postpone, no invoicing, park, etc.).

4. System step which runs TS02 Generate invoices for the proposal.

I Note: For more information on workflow setup, please refer to the Workflow reference manual

Invoice document

You may see the invoice document in Invoice header proposal approval. The picture below shows the Image

section expanded with the invoice document displayed:

Invoice header proposal approval

% Invoice proposal # Image
BatchlD

1010151 B
Custamer

Nyman & Schultz

Terms
15 days net

Project/Wark order
ABW1

Description
Project ABW1

Project manager
Wanda Weir

Reference
;Randi Hansen

External ref
|lohn Smith

Amount to be invoiced
605,000.00

Previously invoiced amount
116,155.25

Previously invoiced value
120.00

Header text

'F-zegenersté ::Ic;cumen.t' | [ ﬁefre-sh |

Tese Tmwice # Se7H
Bete: {101I5/300
BAT Hunber 444844444

Starmy Wnther Fiim L1
PO B JHTSS4

5,24 3T g 2008

Wk 28 TP -7 00 by
Tiea 26 070 - 200 AL by
P 470800~ 3708 3 b

5 Duaga af §42000 ke 2y

B bt IR A7 2 i
Tt * TR0 $50.00 par har
ey e v 542 par

S - parmiad wiriss

S 000 far sy

Tetml

ABL Bank bo- 512 3456784 00
Ppmant fareea - prpmant it s wi e wrns depe of racept of e

e onemant et sty rete - M Sar avarm S LER sur pueth

Tip: You can improve the visibility of this section by activating the system parameter PIN_DOC _

IN_SCREENS.

Please refer to the Invoice document part of this document for the setup of the invoice document functionality.
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TS56 Regenerate invoice proposal document

This server process is useful when you have changed values on the invoice details rows of a batch in the Invoice
proposal maintenance window on Unit4 ERP Web. When you run this server process, the invoice document image
on the screen will be refreshed according to your changes on the invoice proposal.
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[E (TS56) Regenerate invoice... 4px

show fixed parameters | Create

Wariant

Param name Value

1
Serial report queue
0

DEFAULT

[]
[]
N

W~ n B (Ww N

Diagram - TS56 Regenerate invoice proposal document

This is an overview of how the server process is included in the invoicing process:
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W T \_-‘-_ _‘}_\"- .\-\\ T T \“'_Lq\“_-""" \“\___\_\_ -_'1_\. T e

Atstrans Status
IB!

Process time
and expenses

Atsinvtrans Invoice base

TS27
TT5027

i
Bl

%
L ~ ;
Regenerate invoice ~.. Delete inv.proposal

| proposal document
New TS01 @
N Tss56

-
-~

A

Fa
< Inv.prop. maintenance

4 v -
Inv.propopal approval | TTS108 |4¢—» Workflow |¢—» (P
Atsinvdet
Atsinvhead Regenerate invoice
v proposal document
T302 Invoicing
Credit
invoice
sl Acrbatchinput
Atsinvheadhist
Co
i Atsinvhirst ¥

invoice
GLOT7 Agltransact /
Acutrans

You may activate the TS56 Regenerate invoice proposal document server process from both the Invoice
proposal maintenance window on Unit4 ERP Web and from the Invoice approval window. You may also activate
it from the menu.

Note: Note that for Invoice proposal approval, you need to setup the Regenerate document and
Refresh buttons from Window options, System administration.

Dates on relations

This server process will filter on project and work order relations matching the invoice date given in the report
parameter.

Parameters

Batchld
The unique identifier for the invoice image document created.
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Date to invoice
Only rows where the invoice date in the Invoice base window is previous to, or equal to, this date will be included in

the invoice document image. Rows where this field is left blank (has no value) will also be included.

Time period to
The value used in this field controls which transactions are included in the invoice document image.

« Hour transactions and fixed prices registered for time periods up to, and including, this period.

« Expense items posted in periods up to, and including this time period's accounting period.

Project
The selection of projects to be included on the invoice image document. The default value is * (all projects).

Text variant
The variant of the text type Invoice from the text register which is used as text on the invoice image document. The

default value is set to 1.

Work order
The work orders to be included on the invoice image document. The default value is set to * (all work orders).

Cost centre
The selection of projects based on their cost centres. The default value is set to * (all cost centres).

Project relation
The relation to project. This value can be used to limit the selection of projects for which the invoice image document

is regenerated. The list displays all attributes which are related to the project attribute (PROJECT BO). If the Project
relation parameter is blank, the server process will find all projects with no project relation defined. If you do not want
to use relations, you must not include any value in this parameter or in the Project rel. value parameter.

Project rel.value
The project relation value. Only projects that are related to this value are included on the invoice image document.

The drop-down list will display valid Active attribute values for the attribute stated in the Project relation parameter. If
the relation field is blank, the server process will find all projects with no project relation value defined. The default
value is set to * (all project relation values containing a value are included).

Work order relation
The relation to work order. This value can be used to limit the selection of projects for which the invoice image

document is generated. The list displays all attributes which are related to the work order attribute (WORKORD BF).
If the Work order relation parameter is blank, the server process will find all projects with no project relation defined. If
you do not want to use relations, you must not include any value in this parameter or in the Work order rel. value
parameter.

Work order rel. value
The work order relation value. Only work orders that are related to this value are included on the invoice image

document. The drop-down list will display valid Active attribute values for the attribute stated in the Work order
relation parameter. If the relation field is blank, the server process will find all work orders with no work order relation
value defined. The default value is set to * (all work order relation values containing a value are included)

Invoice date
The invoice date to be printed on the invoice. This date will be used in calculations of the due date together with the

credit terms code. This value is only used if you autostart TS02 Generate invoices.

Address type
The customer’s address type that is used on the invoice image document. The system uses the project’s address

type as the first option on the document. Secondly, the project’s general address type is used. Third, the ordered
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address type is retrieved from the customer master file. As the last option, the general address in the customer
master file is used. This parameter is only valid if the Print invoice parameter is activated. Default value is General.

Report rows
The number of report rows on the invoice image document. Default value is 71.

Report columns
The number of report columns on the invoice image document. Default value is 80.

Document type
The name of the document type as specified in Document type in Common on Desktop.

Period type
The period type.

Invoice status
The status of the invoice rows included on the document image. The default value is set to | (To be invoiced).

Report file 3
The default value is TS02B1.
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Invoice proposal maintenance - resubmit

Introduction

The Invoice proposal maintenance window on Unit4 ERP Web has a Submit button for use when in Correction
mode for workflow items.

Usage

When you reject an invoice proposal approval batch you will find the rows in your task list linked to this screen.
When the screen is in correction mode, these points apply:

« You are not allowed to invoice the invoice proposal rows.

« You are allowed to make changes, and save them.

o You must use the Submit button when you send the invoice proposal rows back to workflow.
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Filtering in invoice proposal maintenance

Filtering in invoice proposal maintenance has been added to save time loading all the invoice proposals and makes
the list more relevant. This is optional and can be turned on in windows options by activating the invoice proposal
maintenance section.
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Date on relations report parameters

You have at your disposition two report parameters to enable you to specify the dates to be used if Dates on relation
is activated on project and/or work order:

« Relation date
« Relation date field.

When filtering Invoice proposals (TS01) on project or work order relations, the new Relation date report parameter
will be applied when deciding which project/work order relation to include in the filter.

Example:

Project 1 has arelation on Department with value 100 until 15.08.2014 and value 200 thereafter.
If filtering on Project, Department relation = 100 with relation date = 01.09.2014 will produce no
results.

Using the relation date 01.08.2014 will pick the transactions for this project.

The Relation date field report parameter is used to specify which date field to apply when looking up posting values
and has two values:
« Transaction date - This is the default setting and will be used if this report parameter is left empty.

« Date toinvoice - The due date on the transaction .
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Level of invoicing

Previously users have only been able to create invoice proposals by either Project, Work order or Customer; however
now they can take advantage of increased flexibility in Unit4 ERP and invoice by Work order relation.

Users can create invoice proposals based on any attribute which is a relation on Work order by selecting a Work
order relation and turning on the Invoice on relation report parameter in Create invoice proposals (TS01).

Note: In order to invoice on work order relation, the user needs to select Separate invoice on the
relevant work order.
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Introduction
When a project is global and requires the combined work of companies from different countries or legal entities, the

windows available in the Global projects section enables you to set up and handle the necessary exchange of

information between all parties involved.

Prerequisites

« You need toinstall a license for Global projects to be able to use this feature.

Tip: In case you want to uninstall the license, it is recommended to follow these steps first:
« Remove access to all windows and tabs related to Global projects.

« Set any existing Global project's status to Closed or Terminated in the system.
Otherwise, server processes may be triggered when applying changes or using time and invoice
information related to a Global project.

« You need to configure IC resources for Global projects to be able to populate the correct resources. See the
Reference Manual Personnel 7.6 to learn more about IC resources.

Important information

Unit4 ERP allows several clients to have the same Project ID. For Global projects, it is advised to use Project IDs
that are not used in other companies, so Supporting projects can be created without problems.
Additionally, it is advised to use a unique Project ID across entities for Global projects to avoid issues when adding

Supporting clients that work for several Leading companies:

Example:
« Global project ABC1 is created for Leading company UK and adds NO as supporting

company.

« Global project ABCA1 is created for Leading company FR. When trying to add NO as
supporting company to FR, an error message is displayed because this client NO already
contains a Supporting project ABC1, but for the Leading company UK.

In case of errors, the only possible workaround is creating a new Leading project with a different code that allows its

creation in the needed Supporting companies.

The server process TS77 is run where there are relevant changes to include in the supporting companies, without
taking into account the Project's workflow status. That's why it is recommended to add supporting projects once

the Leading project is approved in workflow.
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When the Leading project is pending approval, TS77 will not run successfully and the relevant information won't be

included in the supporting companies. In that case, to update the supporting companies, you must run the server

process manually when the project is approved.
Key fields as well should not be included in the workflow approval process, so that a new approval of the Project
information is not required.

About expense transactions

Expense transactions are automatically transferred to the Leading company. Therefore, the Balance table that

populates expenses based on Supplier invoices must be adjusted. Otherwise, expense transactions will be

populated once again when the IC Billing takes place, as the system identifies it as any other Supplier invoice.

Process

The following flowchart describes the role each window play for each company:
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This diagram shows the overall data flow from the Supporting company to the Leading company:

Supporting company Leading company
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About supporting projects
To ensure the alignment of the information between Leading and Supporting projects, some fields are not allowed to

be edited in the Supporting projects nor their related Work orders and Activities, and appear disabled:

Project Activities Work orders
« Project code o Activity o Work order code
« Projectname o Startdate o Work order description
« Project manager « End date o Work order manager
« Projecttype « Status o Startdate
« Start date o End date
« End date « Status
« Status e Project
« Final completion date « Timesheet completion date

« Timesheet completion date
« Work orders checkbox
« Activities checkbox

« Global project checkbox
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I Note: Supporting projects cannot be copied. When you click Copy, an error message is displayed.
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Overview

Projects (TTS001)

Checkbox Global project

= M Projects
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This check box determines whether or not the project includes workforce from other companies. Settings are:
B3 The project includes workforce from other companies (the list of supporting companies is defined in the Global

project tab).
O - The project does not include workforce from other companies.

I Note: You must grant access to the check box in the window Menu access (XAG003).

Tab Global project

This tab is enabled when the Global project check box is selected in the Project tab.
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- EN Projects ¥
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In this tab, the users can manually select the supporting companies related to that specific project, or automatically
by entering a default list of supporting companies with the system parameter G DEFAULT COMPANIES.

When the changes are saved, it triggers the server process TS77 - Update supporting projects so the project is
made available in those supporting companies. Users can see as well the status of this copy and the date when it
was performed.

Additionally, a Refresh button is available so the Update status column can show the most up-to-date results of the
Server process.

Tip: To avoid issues when sending information across systems, it is recommended to use the same
attribute length in all companies, and align mandatory relations.
Leading company setup (TTS031)

Window usage
Use this window to define which companies (clients) are providing service to your company's global projects as

supporting companies.

You can define here as well which GL accounts are used for the registration of intercompany supplier invoices.
Specifically, you can specify different accounts for hours transactions, expense types, and other invoice elements.
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Note: Remember that the expense type codes in the supporting and leading company must match,
for the expense transactions to be correctly processed. Therefore, make sure to agree about them in
advance with your supporting companies.

To set up successfully your leading company, you must fill all the fields in those sections:

Supporting company
The company (client) under which is registered the company which provides service to your global projects.

Supplier
The supplier in your company to whom all the incoming invoices from the supporting company will be linked to.

Account setup for hours
The GL account where intercompany hours transactions will be registered to.

Account setup for other invoice elements:
The GL account where all the intercompany transactions corresponding to other invoice elements than hours or

expenses will be registered to.

Note: Expenses without an expense type indicated in the transaction will be also included in this
account.

Expense types
The expense type.

Account
The GL account where intercompany transactions corresponding to each expense type will be registered to.

Note: Make sure that the selected accounts in this window have the correct rule configuration
regarding supplier invoice registration. For example:

« if attribute COSTC is relevant for the workflow that the supplier invoice approval will follow,
then make sure that COSTC is a mandatory attribute in the account rule,

« make sure that attribute PROJECT is mandatory as well,

« make sure that Currency has a Fixed user input only if you expect all the incoming invoices to
use the same currency. If you expect to receive invoices in different currencies, then
Mandatory should be selected instead,

« make sure that Tax code and Tax system have the flexibility to support the different expected
tax rates coming in the supplier invoices.
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Window usage
Use this window to define the default information for the supporting project copied from the Leading company's
global project. In the table of this window, you must fill in all those fields:

Leading company
The client under which is registered the company which owns the global project.

Customer
The company which owns the global project (and becomes the customer of the supporting company).

Project type
The project type to assign to the supporting company project.

Invoice rule
The invoice rule to assign to the supporting company project.

Cost centre
The cost centre to assign to the supporting company project.

What would you like to do?

1. Loginto Unit4 ERP as the leading company.
2. Gotothe Leading company setup window (TTS031).
3. InBasic setup, click Add and:
a. Select the Supporting company,
b. Select the associated Supplier,
4. In Account setup for hours and other invoice elements:
a. Select the account to register the intercompany transactions corresponding to hours

b. Select the account to register the intercompany transactions about other invoice elements than hours
or expenses

5. In Account setup for expenses, click Add and:
a. Include a new expense type,
b. Specify the GL account to register the intercompany transactions corresponding to that expense type.

6. Click Save.

1. Login to Unit4 ERP as the supporting company.
Go to the Supporting company setup window (TTS030).

Select the Leading company of the global project's company.

> w0 N

Select the Customer which owns the global project.
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5. Select the Project type, Invoice rule, and Cost centre to assign to your supporting project.

6. Click Save.
Set up a Global project

1. Login to Unit4 ERP as the leading company.
. Go to the Projects masterfile window (TTS001).
. Select the project requiring work force from supporting companies.
. Check the Global project check box in the Project tab.
. Goto the Global project tab and add the Supporting companies.
. Click Save.

2
3
4
5
6
| Note: When you click Save, the server process Update supporting projects (TS77) automatically
copies the leading project's information in the supporting companies.
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Window usage

This server process copies the Leading company's global project in the Supporting companies (or updates it if it

already exists there). Once the server process is successfully completed, the same Project ID exists in the

Leading and Supporting companies.

I Note: Projects with status Draft are not copied in the Supporting companies.

Prerequisites

In the leading
company

In the
supporting
company

In both
companies
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Select the Global project check box in Projects (TTS001) and add the supporting
companies involved in the tab.

Parameter TS_CUR_TYPE must be correctly configured.

The supporting companies must have configured the Supporting company setup
(TTS030) to properly copy the Leading project information.

Configure IC resources for Global projects to be able to populate the project and work order
managers when copying the project in the Supporting company.

The relational value must exist.

No other relation marked as Mandatory.

Parameters FIXED_ACTIVITY and FIXED_ACT_DESCR values must be aligned.
Same Activity codes must exist in both companies.

The Project/Work orders' relations configuration must be aligned:

« Inthe window Attributes (TGL004), the check box Dates must have the same
configuration.

« Inthe window Relations (TGL006), the check box Duplicates must have the same
configuration.
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When does this server process run?
When the Global project is created and saved for the first time.

When any of the following fields are modified or added to the leading project in Projects master file (TTS001):

Projects master
file tab

Action on the fields

« Modify the Project name.
« Modify the Project manager.
« Modify the Start date.
« Modify the End date.
Project )

« Modify the Status.

information
« Modify the checkbox Work order.
« Modify the checkbox Activities.
« Modify the Final completion date.
« Modify the Timesheet completion date.

¢ Modify a Mandatory relation

Relations Note: If the relational values are not aligned between companies, TS77 will not populate

the new value in the Supporting company.

« Add a new Activity to the leading project.
« Modify the Description?.

Activities « Modify the Start date.
« Modify the End date.
« Modify the Status.
« Add a new Work order to the leading project.
« Modify the Work order name.
« Modify the Work order manager.

Work orders

« Modify the Start date.
« Modify the End date.

« Modify the Status.

10nly if the parameter FIXED_ACT_DESCR s not active.
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Projects master
Action on the fields

file tab
« Modify the Timesheet completion date’.
Note: Modifying the fields mentioned above or creating new work orders from Work orders
(TTS047) will trigger as well the server process when indicating that it belongs to a Global
project.
Relations

This is how TS77 behaves when creating and updating relation in the Supporting company:
« At Project level:
o It creates and updates mandatory relations with same values as in the Leading company.
« At Work order level:

o The work order's Relation group tab inherits the Supporting project's relations when creating the work
order in the Supporting company. (The Relation group tab has the same behaviour as when we create a
work order in a regular project).

o TS77 does not update work order relations.

o That means Supporting work order relations are only included when creating the work order in the
Supporting company:

m |f any mandatory relation is missing, TS77 won't stop,

m [f further changes are needed, then users must do so manually. Those work order relations won’t
be overwritten in case the Leading company triggers a rerun of TS77.

Therefore, it is recommended that all the mandatory relations of a work order be mandatory as well at Project level to
ensure TS77 detects any possible issue.

If an additional mandatory relation is required from the Supporting company:
« At Project level: Error message is always displayed.

« At Work order level: Mandatory relation is skipped and the work order is created/ updated with that mandatory
relation empty.

« If the Supporting company does not allow duplicates, TS77 shows an error accordingly.
« If the Supporting company allows duplicates, the data is transferred without errors.

« Adding a second relation triggers TS77.

TField available only in Work orders (TTS047).
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« Deleting a duplicate relation does not trigger TS77. If deleted, an error is displayed in TS77 when run.

o Workaround: Delete manually the relation in the Supporting company.

« If the Supporting company does not allow dates, TS77 shows an error accordingly.
« Changing the dates triggers TS77.
« Adding a second relation triggers TS77.
« Deleting a second relation leads to an error of duplicates when running TS77:
o Workaround: Delete manually the relation in the Supporting company.

o Recommended use: Don'’t delete a relation, change the value it contains.

« Percentage/ Unit information is not populated in the Supporting company.

o Changes don’t trigger TS77 nor are populated in the Supporting company.

« Any change in the Leading company's Work order relations tab triggers TS77, but does not update Supporting
Work order relations.

« When updating the Work order's manager, the Work order's resource relation is not updated (this already
happened in previous versions).

Note:

The defaulted relations are not considered mandatory in the code. In case the Leading company
changes the values of these defaulted relations, they won’t be populated in the Supporting
company, nor trigger TS77. The defaulted relations are the following ones: Project, Project type,
Resource, Customer, Cost centre,

Outcome

When the information of a Leading project is copied in the Supporting companies, the following fields are defaulted:

Based on the Supporting .
Based on Customer Based on Invoice rule Based on IC resource
company setup
« Project type o Currency « Invoice level « Project manager
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Based on the Supporting
Based on Customer Based on Invoice rule Based on IC resource
company setup
« Cost centre « Reference « Invoice rule tab
information
« Customer « Paymentterms
« Invoicerule o Tax system
o Address

Also, take into account that the fields in the following tabs are not copied:

Global project / Milestone /

Project tab Billing tab Relation group tab Memo / Connections /
Flexi-fields tabs
« Probability (%) « External ref « Non-defaulted . None of the fields
: relations
« Completion (%) « Tax code ! of theze tabs are
. i copied.
o Dimfields * « Invoice header R e!atlons not
indicated as

« Global project « Invoice footer Mandatory in the

checkbox Leading company

Note: Defaulted
relations are:

« Cost centre
o Project

« Project type
o Manager

o Customer

Note: None of the fields that are not copied (for example Flexi-fields) should be set as mandatory in
the Supporting company. Otherwise, TS77 will stop.

Some other fields are overwritten with the following values, regardless of the one indicated in the Leading project:
« Main project: The copied project ID.

« Billable status: Billable

« Currency type: According to value indicated in parameter TS_CUR_TYPE

The related work orders are also copied. The following fields are defaulted:

178



uniT

From setup From Invoice rule From Customer From IC resource
« Customer « Invoice level o Currency o WO manager
« Invoice rule « Invoice rule details o Reference

« Cost centre

Take into account that the fields in the following tabs are ignored:

Work order Billing Relation group Memo / Flexi-fields
« Completion (%) o External ref « Non-defaulted « None of the fields of
: relations these tabs are
« Dim values « Tax code .
copied.

« Relations not
indicated as
« Invoice footer text Mandatory in the
Leading company

« Invoice header text

« Invoice specification

« Payment terms Note: Defaulted
relations are:
o Tax system
« Cost centre
o Address
« Project
» Project type
« Manager

o« Customer

Note: None of the fields that are not copied (for example Flexi-fields) should be set as mandatory in
the Supporting company. Otherwise, TS77 will stop.

The following fields are overwritten:
« Separate invoice checkbox: not checked.

« Billable status: Billable.

Activities are also copied in the Supporting company and the following fields are overwritten:
« Billable checkbox: checked
« Invoice rule: blank
« Description:
o When the parameter FIXED_ACT_DESCR is active, it displays the attribute value description.

o When the parameter FIXED_ACT_DESCR is not active, it displays the same description as in the
Leading company.
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Window usage
This server process transfers to each leading company all the time transactions corresponding to global projects
that have made it to the invoice base in the supporting company.

This transfer consists of the registration of the hours into the leading company's timesheet maintenance, which are
allocated to their corresponding /C resource in the Leading company.

In case any of the time entries contains a narrative, this information will be transferred to the Leading company as
well.

In case the Leading company has configured the free attribute values (system parameters TS_FLD_1-4 ID), then
the free attribute values will be included as well in the transfer. If, besides the free attributes parameters, the
system parameter TS_FLD_RES_REL is also active, then the transferred information will be based on the IC
resource relations in the Leading company.

This server process is automatically triggered by TS03 Process time and expenses in the event that there is at
least one supporting project in the company running it.

TS78 can also be launched manually, if, for some reason, the transfer has not been made available to the leading
company on previous runs, by selecting the Batch ID previously processed by TS03 that contains the
intercompany time transactions and expenses that will be transferred to the leading company.

Prerequisites

In the leading « Resources from the Supporting company must have their corresponding intercompany
company resource available in the Leading company

« Toinclude the free attribute values based on the IC resource relations:
o System parameters TS_FLD_1-4_|ID are correctly configured.
o System parameter TS_FLD _RES_REL is active.

o IC resources have a valid relational value for attributes indicated in the system
parameters TS_FLD_1-4 ID.

Inthe « Thetime transactions must be billable in order to be transferred to the leading company.
supporting

company

In both « The Invoice element Hours must have the same Unit in the invoice rule used in the project.
companies

« Theincome categories of the supporting company time transactions must exist in the
leading company as active attribute values in the transactions' period.
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« If ACE transactions are included, the same ACE code must exist in the Leading company.

« If the Leading project is Billable, the same unit must be used in the Supporting projects for
Invoice element Time.

« The configuration of the system parameters TS_FLD_1-4_ID is aligned.

When does this server process run?

Right after TS03 Process time and expense runs, if there are any supporting global projects set up

Outcome

For every time transaction corresponding to a supporting global project correctly processed by TS03 Process time
and expenses that reaches the supporting company's invoice base, TS78 will generate one record in the leading
company's timesheet maintenance, with the following information:

« ACE: the same as in the original transaction in the Supporting company, which meets the following conditions:
o Split checkbox is not selected.
o Unitis related to time units (for example: Hours).

« Cost category: it will be taken from the resource that the leading company has set up to hold the intercompany
time transactions.

« Cost department: if system parameter DEF_PROJECT_DEP is active, it will be taken from the project or the
work order. If not, it will be taken from the resource that the leading company has set up to hold the
intercompany time transactions.

« Income category: the same as in the original transaction in the supporting company.
« Resource: the corresponding /C resource in the leading company.

« Time code: the same as in the original transaction in the supporting company. If it does not exist in the leading
company, it will take the one specified by the system parameter DUMMY_TIMECODE, if active.

« Time unit. the same as in the original transaction in the supporting company.
« Time value: the same as in the original transaction in the supporting company.
o Free attribute values:

o Ifthe system parameter TS_FLD_RES_REL is active:

m the same value as indicated in the relation for the corresponding IC resource in the Leading
company.

o If the system parameter TS_FLD_RES_REL is not active:
= the same value as indicated in the Time entry in the Supporting company

m The free attribute value is retrieved from the Leading Work order, if the value from the Supporting
company does not exist in the Leading company, or if the Free attribute field is empty in the Time
entry entered in the Supporting company

Note: In case the time entry does not include a Work order, then the information is retrieved from the
Project.
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Transfer intercompany expenses (TS80)

Window usage

This server process transfers to each leading company all the expense transactions corresponding to global
projects that have made it to the invoice base in the supporting company. This transfer consists of the registration
of the expenses into the leading company's project expenses, allocated to their corresponding IC resource in the
Leading company.

This server process is automatically triggered by TS03 Process time and expenses in the event that there is:
« At least one supporting project in the company running it

« The supporting project contains expenses

TS80 can also be launched manually, if, for some reason, the transfer has not been made available to the leading
company on previous runs, by selecting the Batch ID previously processed by TS03 that contains the
intercompany expense transactions that will be transferred to the leading company.

Prerequisites

In the leading « When the resource is indicated in the transaction, resources in the Supporting company
company must have their corresponding intercompany resource available in the Leading company.

« Inthe Leading company setup window (TTS031), assign the relevant local information to
the incoming expense.

In the o Parameter WEB EXP VOUCHER TYPE must be active.

supporting

company

In both « Ifthe expense type is indicated in the transaction of the Supporting company, the same
companies expense type must be available in the Leading company.

When does this server process run?

Right after TS03 Process time and expenses runs, if there are any supporting global projects set up.

Outcome

For every expense transaction corresponding to a supporting global project correctly processed by TS03 Process
time and expenses that reaches the supporting company's invoice base, TS80 will generate one record in the
leading company's project expenses with the following information:

« Resource: the corresponding IC resource in the leading company.
« Account: the one indicated for the expense type in Leading company setup.

« Supplier. The one indicated for the Supporting company in Leading company setup.
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« Transaction number. the corresponding value according to the transaction type indicated in the parameter
WEB_EXP_VOUCHER_TYPE.
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Process time and expenses (TS03)

Running TS03 from a Leading company
The company from which you run server process may be a Leading company, involved in a Global project.

In that case, when TS03 is run from a Leading company, it can consider as intercompany costs the invoice base
transactions resulting from the supporting company's processed time, instead of its own hourly costs configuration.
This way the anticipation of those costs prior to receiving the actual invoice from the supporting company will be
more accurate.

To do that, simply activate the system parameter TS03 |C COSTS.

Note: Any changes manually made to the supporting company's invoice base will not take any effect
on the costs retrieval from the Leading company by TS03.

Prerequisites
For the resource in the Leading company to whom the global projects transferred time has been allocated to:
« An active hourly cost with cost component BP must be set up

« Any other hourly cost than BP must be equal to zero
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Window usage
The Intercompany billing (TS79) server process is automatically triggered in the supporting company every time
that the users run TS02 Generate invoices in order to generate any invoices.

It will detect which of those invoices correspond to global projects, and will make available some information
related to them for the leading company, so that they can automatically register those intercompany supplier

invoices.

Additionally, if the parameter TS79_CANCEL_COSTS is active, all the information related to the element type
Hours includes its cost cancellation.

TS79 can also be launched manually for those invoices which, for some reason, have not been made available to
the leading company on previous runs. This is done by selecting the Batch ID previously processed by TS02
generate invoices that contains the intercompany invoices that will be made available for the leading company in
order to be automatically imported.

This is how TS79 works

« It reads the supporting company’s invoice history.
« It detects which of those invoices correspond to a global project and have not been processed yet by itself.

« Ifthe parameter TS79_CANCEL_COSTS is active, it detects which of the invoice details are corresponding to
the element type Hours to cancel its costs?,

« Andthen it creates the XML files with some information corresponding to those invoices, one file per Batch ID
and leading company, and places them under the Data Import folder.

Note: Bear in mind that if the XML file generation for one leading company fails for one Batch ID for
any reason, then none of the XML files corresponding to other leading companies in the same Batch
ID will be created. In other words, "all or none" of the XML files corresponding to one specific Batch
ID will be generated.

Once this is complete, each leading company can import those invoices’ information by launching the server
process EI02 Import of invoices. This can be done manually, or a recurrent event can be set up to do this import
automatically, by using Intellagent for example. This will only register the intercompany supplier invoices in the
leading company, meaning that the posting needs to be done later, following the supplier invoices approval

1The cost cancellation accounts are taken from the configuration made for the cost component Base pay in the
Posting rules for cost components window, based on the Leading company information for Project type and

Resource type.
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workflow. Then a PDF file could be attached by using the Document Archive functionality, but this needs to be

done manually.

TS79 process works equally for crediting invoices.
When TS25 Credit invoices is run in the supporting company, TS79 is equally triggered and it processes the

transactions accordingly.

I Note: Expenses are not included in the XML file when you run the server process TS25.

Prerequisites

In the leading « |IC resource template linked to the Leading company must be configured in the IC
company resources setup window (XGR001).

« Configure the Leading company setup window (TTS031) to assign the relevant GL

accounts.
In the o System parameter TS_REUSE_BATCHID must be set to "Off" for the server process to
supporting run.

company

When does this server process run?
TS79 is automatically triggered in the supporting company every time that they run TS02 in order to generate any

invoices

Outcome
TS79 creates one XML file per processed Batch ID and leading company, and these are placed under the Data

Import folder.

I Note: The XML is generated based on the XML schema ABWInvoice schema 2011/11/14/.

What will you get on the XML file?

« Invoice number, date, currency and the supporting company as a supplier ID.

« Lines of the original invoices will be aggregated by project and work order, and in case of expenses
transactions, also by expense type. This way different expense types can be later be posted to different
accounts in the leading company. Transactions corresponding to hours will always be posted to the same
account, and same applies for other invoice elements. If the parameter TS79_ INCLUDE_RESID is active, and
the transaction includes the Resource ID, it includes the Resource ID in the following aggregation level:

o Project

o Work order
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o Resource
o Invoice element: Hour, Expense type, other invoice elements...

Note: The Resource ID displayed in the IC Billing is the corresponding IC resource in the Leading
company.

« Lines for the cost cancellations (only if TS79_CANCEL_COSTS is active). For each aggregation
corresponding to the element type Hours, two new lines are included: they correspond to the Cost account and
its correlative Balance account. These accounts are selected according to the definition in Posting rules for
costs components (TS13) for the project type in the leading company. Also, the resource type is based on the
one of the IC resource template defined in the IC resources setup (XGR001) window.

Note: When the system parameter TS79 INCLUDE_RESID is active, the cancellation of cost
won't be grouped by Resource ID. Therefore, it is recommended that all the IC resources in the
Leading company have the same Resource type as the IC resource template.

« Each aggregated line will contain amount, tax, total amount, account for GL posting, and of course the project
and work order.

« Expense transactions that don't include an expense type will be treated as any other invoice element.

What will you not get on the XML file?

« The employee name,

« The description of the transactions,

« The number of hours for time transaction lines,
« Activities,

« Expense types,

« PDF document with the physical invoice.

Exceptions
In general, the Intercompany billing server process generates XML files that contain tax information for the
invoices on them.

However, there is one scenario under which the tax included on the XML will be set to zero: this is when a special
tax treatment is specified at the leading company for the supporting company as a supplier, by using the
functionality related to system parameter EI_FORCE_TAX.

Recommendations
In principle, Intercompany billing processes invoices in any currency. However, if the leading company currency
is used, reconciliation between supporting company's AR and leading company's AP will be simpler.

Import of invoices can be automatically triggered in the leading company with the Event setup (TINO03) window. A
prefix can be used to identify all the XML files that need to be imported to register intercompany invoices. Example:
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i= EN Eventsetup X

Event setup

Event Input Qutput Schedule

Lookup
Import intercompany invoice
v]

Directory polling *

“Mive agresso.int\directory

Search subfolders

Selection criteria
File name =

L ICBilling™.xml

Free text in file
File size bigger than (kB)

Only new files

Extraction criteria

Get values from file File type Separator

Business World format Format

Tip: You can find more information to configure Event setup in the IntellAgent reference manual
and online help.
It is recommended to use the system parameter TS79_CANCEL_COSTS when:
o The parameter TS03_IC_COSTS is also active,
o The server process Post timesheets (TS04) is run in the leading company.

This way, the cost reconciliations will match the values from Intercompany billing and the processed time entries.
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To get efficient intercompany accounting and reconciliation we have some recommendations. There are different
options of configuration and processes. Therefore there will be a separate implementation guide with examples of
different configurations.

Reconciliation purposes

On related entities, the intercompany balances on both sets of books should be identical.

For example, what one company gives, the other receives, so they should always match and upon reconciliation
these two balances would net to zero. To achieve this and ensure it is easy to identify that you have a balance we
recommended to establish separate intercompany accounts for accounts payable and accounts receivable.

To identify the IC company the transaction origins from you can use the IC customers and IC suppliers.

Recharging cost

Revenue recognition principles require that the cost and the income should be shown gross in your profit and loss
account. That means that you account for the recharge as part of your income and your costs as part of your
overhead in the profit and loss account.

« Establish separate intercompany accounts for revenue and cost.
« It could be useful to separate IC time cost from other IC cost based on the chosen process for posting of IC

cost and revenue,

Categories on Intercompany transactions

« Project and work order will be global and can be used in all involved companies.
« Resources can also be included in some posting across companies if IC resources keep the resource ID from
the master resource.

Processes for IC accounting

« The configuration allows some different approaches to the IC accounting:

« You can configure IC time cost and an IC AP accrual to be posted when you post timesheets and
balance the accrual when the incoming invoice arrives to the leading company.

« You could use Intercompany triggers to post IC revenue in the supporting company when IC cost is
posted in the leading company or vice versa.

« You can set up internal IC cost accounts to be used in the project P&L that has a net effect of zero on the
company P&L. This cost can be balanced when incoming invoice arrives to the leading company.

« Ensure that the same process is implemented in all companies. Since intercompany cost should be reflected
as intercompany revenue in the billing company it is important to align the process in the different companies to
ensure you always get a balance if you have a consolidated view.

190



UNIT4

PCB Reports and enquiries

Introduction

In this part of the document, you will find some of the options available with particular reporting tools in Project
Costing and Billing (PCB). The focus is on what is known to be the most common data analysis needs of customers.

The document mentions how to use the various enquiry windows and standard reports in PCB, but it is not a
complete description of all possibilities. What report variants and specific enquiries to define at a concrete site must
be part of the discussions at the start of the implementation process.

Advanced enquiries not treated here

Although this document describes the enquiry options specific for PCB, it is not meant to be a reference for Unit4
ERP Enquiry tools. For information about more advanced options such as trees, analyser, database views and third
party tools, please refer to the relevant documentation.
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PCB Report needs

Four main types of analysis

PCB provides a variety of data analysis options. The most common needs in companies using the product lies in the
following four categories:

« Follow-up analysis

« Project-oriented analysis

« Resource-oriented analysis
« Management analysis

The PCB enquiry windows are not single purpose, several of them may be used for most of these types of analysis.

Follow-up analysis

These are enquiries or reports designed to track specific information on a detailed level for a specific type of user:

Audit-oriented users, wanting to track a transaction backwards to find errors in posting or calculation, ensuring that
timesheets are registered correctly, that costs and income for the employee is posted correctly, or checking for
missing data or delayed processes, such as timesheets not entered, or expenses registered but not posted, or time
validated but not invoiced.

Customer and AP/AR-oriented users, wanting to make sure that invoices are sent containing correct information, and
that open posts are systematically matched in due time, ensuring also that expense claims are registered and
posted, and the claimant reimbursed.

Employee users, wanting to look up their own time, or check that they have used the right project or work order, or
whether they have any hours to take off.

Project-oriented analysis

Project managers want to stay informed about the status of the project. They may want to know how much time has
been used on a project, work order or activity compared to what was budgeted, or analyse other aspects of the
project, such as how much has been invoiced or status versus planned milestones.

Resource-oriented analysis

Many companies want to track the financial performance of their resources by monitoring their margin on costs
versus revenue, or the percentage of hours worked on billable versus non-billable projects. Or just have a look at
what the resources spend their time on - for instance the percentage of administrative work versus core function
activities.

Management-oriented analysis

PCB also connects to the overall reporting requirements of the customer. This is where margins on the cost centres
are looked at and compared with budgets and expectations.
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Enquiries
These enquiries exist:

Window

Expenses (TS14)

Timesheet details (TS83)

Invoiced details (TS41)

Hours enquiries command in
Project master file (TS01) on the
Desktop.

Project master file
(TTS001/TS01)

Time transactions (TS36)

Balance table enquiry (GL30)

Reports

Many of the standard reports that come with Unit4 ERP are part of follow-up procedures during data entry and data

uniT

Usage

Enquiries about and amendments of expense items posted in General Ledger and

transferred to PCB for invoicing

Enquiries about personal timesheet rows regardless of whether or not they are

approved
Enquiries aboutinvoiced hour items, ACEs and fixed prices

Enquiries about hours registered on the project. Note that on Unit4 ERP Web you
must create a separate enquiry and make it globally accessible.

Enquiries about key data related to a project.

Enquiries about registered time transactions, both open, validated and historical

items

Enquiries to the General Ledger from Common

processing. Among others , these reports exist:

o T1S21 Work order print-out.

« TS55 Create missing timesheets.
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PCB Balance tables

Introduction

These are the pre-defined balance tables using the amount types created by PCB: TSAGG, TSPROPLAN and
TSBAL. In the following, some basic information useful for understanding particular aspects of enquiries with these
balance tables is provided.

For a general introduction to Unit4 ERP balance tables, please see Financials documentation.

How to get it right

Description

When reviewing a customer’s reporting requirements, it is important to understand which processes update which
tables in order to determine when and where in the process the reports (enquiries) should be made. This section
contains brief descriptions of connections between tables, server processes and database transactions.

PCB amount types

Amount types generated by PCB, with their corresponding transaction types, table names and contents:

Amount type Transaction type | Table name | Content

Billable curr.expenses | TH atsinvtrans | Invoice base, validated hours
Billable expenses TH atsinvtrans | Invoice base, validated hours
Billable hours TH atsinvtrans | Invoice base, validated hours
Billable time amount TH atsinvtrans | Invoice base, validated hours
Budget hours B atsbuddetail | Budget on project

Budget amount B atsbuddetail | Budget on project

Costs TC atstrans Validated timesheets and expenses
Hours TC atstrans Validated timesheets and expenses
Non-billable costs TC atstrans Validated timesheets and expenses
Non-billable hours TC atstrans Validated timesheets and expenses
Invoiced expenses T atsinvhistr Invoiced transactions

Invoiced hours amount | Tl atsinvhistr Invoiced transactions

Invoiced hours T atsinvhistr Invoiced transactions

Activation of balance table servers

For PCB balance tables to work, the database servers must be activated. This is the correct setup of the Activation
of balance table server window, with the four relevant transaction types under the TS module:
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EN Activation of balance table serwver, |Z||E|f'5__<|

Transaction type Transfer inserted data Transfer updated data Transfer deleted data
Approvals For expenditure
Accounts Payable
Accounts Receivable
Budget adjustments
Approved budget
AGRESS0 Budget Manager
AR (amount 6-10)

Cash Accounting
Cammitrents
Cantrack Accounting
Grants

Payment plan
Purchase
Requisitioning
Payral

Hours allocation
Pre-order

Sales Orders
Warehouse orders
Hours budget

Total time costs
Billable

Irvoiced

Expense Ledger
Unauthorised invoices
Schedule (WO
WES-budget

00 =) (O | Ln | P | LA [ el |

OO00O0OHEEEOOOOOOOROCOOOOOC0O00O0OO0
O00O0OHEEEOOOOOOOOOCOO0O00O0OC0O00O000
O0O000OEROROOOOODOOO0O0C0OO00O00O0OO0OO0

Transaction type

The four transaction type codes correspond to the following descriptions in the window above. They are updated by
the AGRDWS, after the relevant server process has run, as shown in this table:

Transaction type | Description Updated by AGRDWS after

B Hours budget | PPO1 Transfer estimate to budget and TS18 Copying a budgetis run.
TC Total time costs | TS03 Process time and expenses is run.

TH Billable TS03 Process time and expenses is run.

Tl Invoiced TS02 Generate invoices is run.

Balance table TSAGG - some issues

Function

This pre-defined aggregated balance table is used with the Balance table enquiries window. It draws data from all
General Ledger transactions with category 2 on the transaction string (project is indicated). More information is found
in the online help.

Posting and update

For TSAGG, posting attributes ACCOUNT (A0) and PROJECT (B0) must be filled out. Attributes RESNO (C0) and
ACTIVITY (B1) can be blank.
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This figure shows the Balance table definition window with TSAGG selected. It shows how PROJECT and
ACCOUNT need to be filled in to include a transaction in the balance table, while the remaining attributes are not
needed. The amounts include a variety of budget types.

All three budget types for project are in use in TSAGG:

Budget type | Name

BB Budget
BR Revised budget (budget 2)
BF Forecast

For enquiry possibilities, please see the Balance table enquiries (TSAGG) section in the succeeding Balance table
enquiries chapter.

Balance table TSBAL - some issues

TSBAL draws data from all PCB tables, and is accessed through the Cost and income analysis enquiry window.
It can also be accessed directly in the General Ledger, but only for data previously posted in the PCB module. This
balance table is a very delicate tool, and it is not advisable to amend its SQL. If special needs arise, a better option is
to make a separate balance table.

TSBAL is officially an aggregated balance table updated by the AGRTPS for most transactions, except budget data,
which is updated by the PP01 Transfer estimates to budget and the TS18 Copy a budget server processes.
However, it is better to think of TSBAL as a transactional balance table with special features for two important
reasons:

« The database definition of the balance table is different from that in Unit4 ERP and includes non-standard
column names.

« Balance table enquiry cannot be used on it, a dedicated enquiry window is provided instead.

These are the most important points to ensure that TSBAL will be updated by the AGRDWS:
« Balance table servers must be activated for the four transaction types (TB, TC, TH, Tl) used in TSBAL.

« Tomake data available, the AG01 Balance table update server process needs to be run once for each of the
four transaction types after some time transactions have been processed fully.

« Forsubsequent updating of budget data, the server processes indicated above will update the various
columns.
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The following columns are found in TBAL:

Column Transaction type | Selected from

Costs TC atstrans.amount

Billable hours (orig) | TC atstrans.used_hrs (atstrans.status not T)

Hours TC atstrans.used_hrs

Billable amount TH atsinvtrans.to_invoice

Billable hours TH atsinvtrans.inv_value

Invoiced amount T atsinvhistramount

Non-billable costs | - If accounting period is 0 in atstrans, or if invoice rule is set to non-billable.
Non billable hours | - If accounting period is 0 in atstrans, or if invoice rule is set to non-billable
Budget hours B atsbuddetail/budget hours

Budget amount B atsbuddetail/budget amount

Amount (GL) Notin use

The following is a list of potential areas of confusion or problems with TSBAL:

Potential
problem

Only
revised
budget
shown

Only
updated if
provided
with GL-
period

Do not
restore this
balance
table!

Do not
delete and
redefine
this
balance
table!

Use
caution

Explanation and tips

Although TSBAL has a column called Budget amount, this column really draws data from budget type BR,
which is the Revised budget type in PCB.

To have access to budget data in this balance table, itis advisable to always have the current budget data
placed in the revised budget, too.

Only transactions period with GL-period different from O - zero - will be updated.

This means that all transactions in atstrans should be processed with Post timesheets (TS04) before (AG01)
is ordered for these transaction types.

Because the database definition of this balance table is different from the Unit4 ERP definition, the Restore
command on the Tools menu in the Balance table definition window will only recreate the columns
mentioned in the Unit4 ERP setup. Restoring the balance table will therefore resultin the dedicated enquiry
window NOT working anymore.

TSBAL has additional amount columns not appearing in the balance table definition window. The hidden
columns are lost if the balance table is deleted and redefined with the amount columns seen in the original
table. After this operation, the dedicated enquiry window will no longer work, while the General Ledger
balance table enquiry window will, albeit only with the columns that are redefined.

Because the column names and the standard amount types used in TSBAL do not always coincide
(asysamounttype.col_02 disagrees with column names), online help for column names in Excelerator and
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Potential = Explanation and tips
problem

with third- | Crystal report do not necessarily give the correct information about TSBAL.
party
reporting
tools

Enquiries
For enquiry possibilities, please see the Cost and income analysis (TSBAL) section in the succeeding Balance table
enquiries chapter.
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Balance table enquiries

Introduction

In addition to the set of standard reports within Project Costing and Billing, ad-hoc enquiries and reporting on the
balance tables is also possible, using the standard enquiry tool or the Unit4 ERP Browser and Analyzer.

This kind of reporting is very important to most organizations, and is used extensively as a way to quickly analyse
income, costs, and time transactions.

As with other Unit4 ERP modules, it is possible to make individual printouts from enquiry windows or select areas
and transfer the items to a spreadsheet or word processing program. Both the result and the enquiry set up can be
distributed to others via electronic mail. When enquiring into the different registers, the user can, as arule, select
what fields to see. Sub-totalling and sort order can also be specified.

Requirements analysis needed

These tools allow information to be analysed at different points in the processing e.g. it is possible to look at the
number of hours registered against an Activity/Work-Order/Project immediately following the TS13 Transfer
timesheets process.
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Cost and income analysis (TSBAL)

Function

This window can show all data on a project posted through the Project family of modules. It uses the pre-defined
TSBAL balance table. The window can be used both with setup, browser and analyser.

Costs and income analyse

In the Cost and income analysis window you can compare actual costs and income on a project with what was
estimated in the budget. It can also be used to enquire about overall use of time in an project and to show totals of
hours per resource in a given period, with comparisons between total hours, non-billable and billable hours, as well as
the calculated costs and income for each row. Margin calculations could have been added as well.
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Balance table enquiries (TSAGG)

Function

This enquiry window uses the TSAGG balance table, and thus can draw data from anywhere in the company as long
as the transaction has been posted to the General Ledger and has a project indicated.
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Introduction

This part of the document provides a listing of system parameters used in Project Costing and Billing. The table
below shows an abbreviated description of the system parameters. Please refer to online help for the complete
description.

System parameters

System para- Abbreviated description

meters

ATTR_ID_INV_ Use to distribute invoice amount on several customers.
SPLIT

I Warning: TS_INV_ROUNDING must not be active at the same time, or the TS01 report stops.

CONTRACT_ Use to retrieve cost price for consultants.

PRICE

DEF_AUTH_ Use to define default authorisation level for project registration.
LEVEL

DEF_HOURS _ Use to define number of hours per work day.

PER_DAY

DEF_HOURS_ Use to define number of hours per work weeks.

PER_WEEK

DEF_INV_ Use to set default invoice status for invoice base rows.
STATUS

DEF_PROJECT_ | Use to define default cost centre for time registration.
DEP

DEF_ Use to define which resource will be used as the default value for the manager of the work order.
WORKORDER _
MANAGER

DISPOSABLE_ Use to define account for remaining costs (when forecasting).
ACCOUNT

DUMMY_ Use to define default time code for time registration.
TIMECODE
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System para- Abbreviated description

meters

EMPLOYEE_ Use to decide cost rate for cost element BP (base pay).
VALUE

EMPLOYEE_ Use to set formula for calculation of hourly costs.
VALUE_CALC

EXP_CHECK_ Use to control expenses connected with timesheets.
TIMESHEET

EXPENSE_ Use to define account for expenses (when forecasting).
ACCOUNT

FIXED_ACT_ Use to set a fixed description for activities.

DESCR

FIXED_ACTIVITY | Use to define if activities must be an attribute value.
FLEXI_TIMECODE | Use to settime code used for flexi-time.

GP_DEFAULT_ Use to set the default list of Supporting companies to be automatically added in the
COMPANIES tab when a project is marked as Global in Projects (TTS001).

HRS_ACCOUNT Use to set account for hours (for forecasting or time transactions)
INV_ON_DATE Use to setif customer invoices should be sent daily or periodically.

INV_VALUE_NO_ | Use to define rounding or decimal values for timesheet hours.
ROUNDING

OLD_PRICE_ Use to save historical prices.

STATUS

PERIOD Use to set week or month as timesheet unit.

POSITION_ Use to define validation routine for positions in timesheet.
VALIDATION

PRE_ADV_AR_ Use to set AR account for Adv. paym field in Customer group.
ACCOUNT

PROJECT_ATT_1- | Use to define account analysis template for projects.
71D

PROMPT_ Use to set if timesheet trans_no should be confirmed.
VOUCHER
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meters

REG_VOUCHER _
TYPE

START_INV_ON_
EXP

TIMECODETRANS

TIMECODE_
UNPAID

TIMECODE_
UNPAID_STATUS

TIMESHEET_
DESCR

TRANSFER_
CHANGE_FIELDS

TRANSFER_
CHANGE_
RELATIONS

TS_BALANCE_
VARIANT

TS_BATCH_SIZE

TS_CHK_
VOUCHER_DATE

TS_CN_UNIT

TS_CONNECT_
ACT

TS_CONTRACT._
AMT

TS_CP_ELEMENT

uniT

Abbreviated description
Use to set transaction number series for timesheets.
Use to define invoice rows influenced by Start invoicing field.

Use to define holiday reporting during timesheet validation.

Use to define payment & deduction code for invalid absence.

Use to define status for timesheets containing invalid absence.

Use to control the text of column Description in the timesheet row. Possible values:

o P - Projectdescription (default value).

e W - Work order description. If no work order is stated, the activity description will be
proposed.

e B - Blank description.

Use to automatically update the work orders fields with the changes done on a project, in Projects

masterfile.

Use to automatically update the work orders relations with the changes done on a project, in

Projects masterfile.
Use to define distribution of hours deviating from normal hours.

Use to control number of transaction loaded for price calculation.

Use to stop TS25 and TS12 if dates entered go beyond posting period.

Use for unit description for hours in TS16.

Use to set when activity registration on the ConnContr tab is allowed.

Use for retentions, to set maximum project amount (i.e. the attribute used for storing the contract

amount per project).

Use to set cost components when invoicing customers based on cost.
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System para-

meters
TS_CUR_TYPE

TS_DEF_AMT_
VAR

TS_DEFAULT_
PERIOD

TS_DEFAULT DIA

TS_ENFORCE_
DATE

TS_EXPENSE_
PAY

TS_EXPR_A4
TS_EXPR_BO
TS_EXPR_CO
TS_EXPR_DO
TS_EXTRA_VAR

TS_FINANCING
INV_ROUNDING

TS_FLD_1-4_ID

TS_FLD_RES_
REL

TS_HRS_AMT_
VAR

TS_INC_ATTR_ID

TS_INC_REL_
ATTR_ID

TS_INT_CUST

TS_INV_
ACCOUNT

205

Abbreviated description

Use to define default values for the Currency field in TS01.

Use to define budget variant for registration or maintenance of budgets.

Use to set default time period in Timesheets-standard.

Use for DIA functionality settings in Timesheets-maintenance.

Use to set Date field to mandatory in Timesheets - maintenance.

Use for reimbursement settings for expenses.

Use to set customer relations in Value reference rates.

Use to set project relations in Value reference rates.

Use to set resource relations in Value reference rates.

Use to set product relations in Value reference rates.

Use to set cost component for variable extra pay transactions.

Use to enable the rounding differences correction in TS01 Creation of invoice proposals server

process, that are caused by the Project financing split rules.
Use to define free attributes for registration of projects and work orders.

Use to transfer the free attribute values when running the server process TS78 Transfer

intercompany timesheets, based on the IC resource relations in the Leading company.

Use to define budget variant for hours when forecasting.

Use for settings of minimum calculations of billable hours.

Use for settings of minimum calculations of billable hours.

Use to set a customer group for internal invoicing.

Use to set dummy account for invoice rows.
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System para- Abbreviated description
meters
TS_INV_HRS Use to setif Numberfield in TTS008 should be amendable.

TS_INV_PROP_ Use to set document type for invoices in TTS008 and TTS108.

DOCTYPE

TS_INV_RATE Use to setif rates or price lists are used to calculate income on invoices.
TS_INV_ Use to define rounding routine for invoices in TS01.

ROUNDING

I Warning: ATTR_ID_INV_SPLIT must not be active at the same time, or the TS01 report stops.

TS_INV_VALUE Use to ensure that billable time is equal to hours worked.

TS_INV_PROP_ Use to enable the approval of invoice proposals at header level.
HEADER

TS_KEEP_SO_GL | Use to define where to take GL Analysis from for invoices in TS27.

TS_NO_OF_ Use to activate rounding on customer invoices, and define rounding settings.
DECIMALS

TS_PART_ Use to allow partial invoicing.

INVOICE

I Warning: TS_PART_INVOICE can't be active at the same time as TTS027_ENABLE_TOOLS.

TS _PO_ELEMENT | Use to set defaultinvoice element for products from a purchase order.

TS_PO_TRANSF | Use to include PCB Invoicing check box in Entry/Am. of purchase order.

TS_PERF_ Use to improve performance in Timesheet approval.
RESSCHED _

UNIONS

TS_PRICE_ Use to define number of decimals for prices in Invoice base.
DECIMALS

TS_RATE Use to activate rate functionality in PCB.

TS_RATE_METH | Use to set attribute for rate functionality (a valid PD code).
TS_RATE_PERS Use to activate rate functionality in Timesheets - standard.

TS _RESOURCE_ | Use to define resources as suppliers for e.g. reimbursement.
SUPPLIER

TS_REUSE_ Use to define settings for system checks of batch IDs in TS01.
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System para- Abbreviated description

meters

BATCHID

TS_SO_ELEMENT | Use to set defaultinvoice element for product transactions from sales orders.
TS_SO_TRANSF | Use to include PCB Invoicing check box in Entry/Am. of sales order.

TS_TAX_BASE Use to set no. of decimals for base amount used for tax calculation.
DECIMALS

TS_TAX_BASE_ Use to set no. of decimals for posting of VAT from TS02 and TS25.
ROUNDING

TS_USE_REL_IN_ | Use to allow usage of relation values for posting to General Ledger.
GL_ANAL

TS_VT_PRE_REG | Use to set transaction type for internal supplier invoices.

TS_WAIT_FOR_ Use to make end user aware of TS56 running in the background.
DOCUMENT

TS_WITHDRAWN | Use for retentions, to set maximum amount that will be held back (i.e. the attribute used for storing

the percentage amount of contract value to be retained).
TS_WORK_TYPE | Use to setifjob type should be used in timesheet registration.

TS_ZERO_HRS_ | Use to define display settings for approval fields in TSO01.

APPR_FIELDS

TS01_ Use to insert Charge code column in TS01, Connection tab.
CHARGECODE

TS01_HIDE_ Use to hide approval fields in TS01.

APPR_FIELDS

TS01_VARIANT Use to set report variant for TS01 server process from Invoice base (TTS027).

TS02_VARIANT Use to set report variant for TS02 server process from Invoice proposal maintenanceon Unit4 ERP
Web.

TS03_CHK_ Use to set TS03 treatment of rows with no prices from Invoice base.

PRICE

TS03_DISABLE_ | Use to setif TS03 should include price calculations.
PRICE_CALC

TS03_IC_COSTS | Use it(in the leading company) to define if, for global projects transactions transferred from the
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TS03_ONLY_
POSTED_EXP

TS04_SHOW_REL

TS04_LIMIT_
CONTROL

TTS025_VIEW._
FILE

TS25_AUTO_
MATCH

TS27_USE_ACT
TS29_VARIANT
TS56_VARIANT

TS79_CANCEL_
COSTS

TS79_INCLUDE_
RESID

TTS027_
ENABLE_TOOLS

TTS121_VIEW._
ALL

USE_ACTIVITY_
RULE

USE_UNRO_TAX

uniT

Abbreviated description

supporting company, TS03 should consider as costs the invoice base transactions resulting from

the supporting company's processed time, instead of its own hourly costs configuration.

Use to define settings for TS03 transfer of expenses to Invoice base.

Use to setif TS04 should display extra relations for a resource.

Use to set if TS04 should use limit control.
Use to show/hide Print preview button in Timesheets - standard.
Use for automatic matching of original invoice and credit invoice.

Use to set if activity is mandatory for fixed price rows in Invoice base.
Use to set report variant for TS29 server process from Invoice baseon Unit4 ERP Web.
Use to set report variant for TS56 server process.

Use to set if the cost associated to Hours should be cancelled when generating the

server process for a Global Project.

Use to enable in the server process Intercompany billing (TS79) the aggregation of data by

Resource ID, in case the transaction includes that information.

Use itto enable in the (TTS027) window (tab Time and ACE):
« the button Change subtotal,
« and the fields Inv price - amount and Inv price - Write up/down (%) in Change values.

See
system parameter.

for more info about all the changes implied when you activate this

I Warning: TTS027_ENABLE_TOOLS can't be active at the same time as TS_PART_INVOICE.

Use to set if project details should be displayed in TTS121
Use to set if activity-specific invoice rule should be used for billable projects.

Use to calculate total taxes decimal rounding. When active, the total of the invoice taxes is
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VOUCHER_TYPE

WEB_EXP_
VOUCHER_TYPE

WORKORDER _
ATT_1-7_ID_

WTS_NO_OF _
DECIMALS

Abbreviated description

calculated with the unrounded taxes of each item. Then, the total is rounded according to the
number of decimals specified in the Currency code (TCR032) window. When inactive, the total of

the invoice taxes is calculated with the rounded taxes of each item.
Use to set transaction type for transaction numbers in TS13 and TTS004.

Use to set the Expense transaction type to use when saving an expense entry. The default value is
TE.

Use to define account analysis template for work orders.

Use to set no. of decimals displayed for rates in specific windows.
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