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1. Welcome to Translation Office 3000 3D

Translation Office 3000 3D

TO3000 3D+ is an advanced piece of software, which can be easily and seamlessly integrated into the business
life of freelance translators.

It transforms the complex and diverse world of the translation business into an easy to understand concept
implemented in the software.

You can either browse the help topics to learn about Translation Office 3000 3D in a consecutive way, or
invoke contexti sensitive topics of the Help System from any location in TO3000 3D+ by pressing the F1 key.

If you have any questions, one of our team members would be pleased to assist you.
Contact us at

http://www.aithelp.com/
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1.1. What's new in TO3000, 3D

TO3000 3D+ is our major release of a "portable headquarters" program for freelance translators.

Currently, the main new features in relation to TO3000 3D are an updated Database engine and improved
compatibility with Windows 11.

1.2. System requirements
Hardware & :
Software TO3000 3D+ Requirements

Operating System Windows 7
Windows 8
Windows 8.1
Windows 10
Windows Server 2008,
Windows Server 2012

CPU 1200Mhz or higher

Memaory 2Gb or more

Hard Disk Space 300Mb for the initial setup plus variable space for the database*

Monitor Any VGA/SVGA monitor with support for a minimum of 640x480
resolution and 256 colors

<% Note: It is important to have enough space for database (at least 30071 400Mb at any given
moment) so that it grows naturally without any problems and errors due to insufficient hard drive
space.
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1.3. TO3000 3D+ Setup

To install TO3000 3D+:
1. Download the TO3000 3D+ setup file using the following link:
http://download.to3000.com/SetupTO3000v3D.exe

2. Run SetupTO3000v3D.exe and proceed with the Setup Wizard steps.
2.1. During the setup procedure, TO3000 3D+ Setup will prompt you to select components to install.

1 Demo database. Select this option if you are installing TO3000 3D+ for evaluation. This database
contains some records, imitating the workflow data of a freelance expert.

1 Empty database. Select this option to install a clean database before you begin entering your
actual workflow data into TO3000 3D+. If you already have a database installed, please move away
or delete this database, before running TO3000 3D+ Setup.

1 Do not install database. If you are just updating your TO3000 3D+, and already have your
database up and running and there is no need to install another one.

BNOTE: As a security measure, TO3000 3D+ Setup will not overwrite an existing database under any
circumstances. If you would like to install a new database, please remove or delete the existing database file
manually before running TO3000 3D+ Setup.

The TO3000 3D+ database file is located in the following folder:
C:\Users\Public\Documents\AIT\TO3000, Version 3D\db\TO30003D.mdf

Please be sure not to delete this file accidentally, because it contains all your workflow data.
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1.4. Upgrade to TO3000 3D+
1.4.1. Installing and registering TO3000 3D+

TO3000 3D+ can be installed and run along with earlier versions of TO3000 for evaluation purposes.

To upgrade from earlier versions to TO3000 , you will need to do the following:

1. Install new TO3000 3D+ to the same PC as the old version opting "Do not install
database";

2. Run TO3000 Database Converter;

3. Convert your database from a previous version of TO3000;

4, Register TO3000 3D+.

1.4.2. Converting from earlier versions of TO3000

Depending on the version of TO3000 you used before, you will have to do different things to
transfer the data from your old database into TO3000 3D+

TO3000 3D

The only thing you need to do in this case if create a backup file and restore it.

Launch your old TO3000 3D

Go to Database Settings and click Backup to create a BAK file (see Backup).

Launch TO3000 3D+

Go to Database Settings, click Restore and select the created BAK file to restore the database

(see Restore).
It is also possible to transfer Projetex database into TO3000 this way. You can create BAK files
for Projetex on the "Database" tab of the Server Administrator utility on the Projetex server
machine.

TO3000 11 and 10

The TO3000 3D+ Database Converter is an application supplied in the standard TO3000 3D+
setup file. It allows to continue the use of a database from TO3000 10 or 11. Running the TO3000
3D+ Database Converter is a convenient way to upgrade a database from TO3000 11 to operate
with TO3000 3D+.

e

1. Run the utility from either the startup menu or by double-clicking the TO3000_3DConverter.exe
file (the default location is .. \AlIT\Translation Office 3000 Version 3D\Admin\DBConverter).
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2. The TO3000 3D+ Database Converter will start with a list of requirements for it's successful
operation. Make sure that the database of your previous installation of TO3000 10 or 11 is present
on the computer and that the MS SQL server is set up and configured. Then click the Next button.

Welcome to database converter

Welcome

This tool is used to convert TO3000 database from version 10/11 to version 3D+,
{Projetex database version 10 also may be converted)

Requirements:
1. The TO3000 10/11 database file (default location: C\Users\Public\Documents\AIT\TO3000,
Version 12\TO3000.FDB) or the Projetex 10 database file (default location: C:\Program Files
(x86\AIT\Projetex 10\Projetex Server\Database\Projetex.FDB)

2. Installed and configured the database server MS SQL Server EXPRESS LocalDB

Data Transfer

Finish

Click Mext to continue

wwew,to3000.com |  Mext | Cancel ‘
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3. Navigate to the directory where your TO3000 10 or 11 database is installed. The database file
should appear in the lower field. Select it and click Next.

Select Source DB File

Specify a file named TO3000.FOB

« KopucTyeadl * CninsHe » CRiNbHI gokymeHTw b AIT ¢ TO3000, Version 10 + DB d

» - | TO3000, Version 3D+ l
v - | TO3000, Version 10
Backups
Database Converter
DB d
Settings
Temp
Templates
Update
- | TO3000, Version 11
Finish Backups a

e Tl YA T

Data Transfer

||M'H - Pozmip Tun enemeHTa Jata 3MIHEHHA
IJTOBOOD.fdb 5,89 ME  ®aiin FDB 23.09.2021 918

Selected DB File: CA\Users\Public\Documents\AM\TO3000, Version T0WDB\TCO3000.fdb

Next I|l Cancel |

Back

-

www.to3000.com l
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4. Click the name of the MS SQL server that is available on your computer and click Next.

Select M5 SQL Server LocalDB
TO3000 30+ database will be created on this server.

Available SQL Servers

& (LocalDb\MSSQLLocalDB (MSI)

Data Transfer

Finish

www.to3000.com

l

Back

_ Next |

l Cancel J
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5. The utility will connect to the server. If you installed TO3000 3D+ with the demo or empty
database, the utility will ask you to confirm that you wish to overwrite the existing database. Make
a backup copy of it if you do not wish to lose it. When you are ready to proceed, check the box
"Overwrite existing TO3000 3D+ database." and click Start.

Ready to process
Everything is ready to start transferring data

Target QL Server: (LocalDb)\MSSQLLocalDB
Connect to SQL Server LocalDB: Ok
Warning! Database "TO30003D+" found on this server.
Source DB File Database folder: C\Users\Public\Documents\AIT\TO3000, Version 3D+\db,

Server LocalDB

Ready to process

Data Transfer

Finish
Overwrite existing TO30003D+ database.
Existing data will be lost.

Press Start button to beqin Data Transfer proccess

www.to3000.com | Back m Start I |

Source database file: C:\Users\Public\Documents\AIT\TO3000, Version 10\DB\TO3000.fdb

Cancel

6. The Data transfer will proceed automatically. Then it is finished, click Finish to close the utility.
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TO3000 9 or older

IF you are using a version of TO3000 older than 10, you can use the TO3000, Version 11
Database Converter first. It is an application supplied in the standard TO3000 3D+ setup. It
allows to transfer a database from Translation Office 3000 (Versions 7, 8, 9 and 10) into a form
compatible with the TO 3000 3D Database Converter.

1. Run the converter from either the startup menu or by double-clicking the DBConverter.exe file
(the default location is ...\AlIT\Translation Office 3000 Version 3D\Admin\DBConverter10\).

2. Select your current version of the TO3000 database and click Next button.
3. Select the Create TO3000 11 Database radio button.

4. TO3000 11 Database Converter will automatically locate the installation of TO3000 and select
the source database file to be transferred. If the program cannot find TO3000 database, click the
Browse button, manually specify a path to the source database file and click the Next button.

5. Specify a directory in which the new database file should be generated and click the Next
button.

6. Click the Start button to convert the database for TO3000 11.

7. Run the TO3000 3D+ Database Converter to convert the newly created database into one
compatible with TO3000 3D+.

3IMPORTANT NOTE: Make sure that you convert the database under the same Language for non-Unicode
programs as on your work computer. For example, if you have worked with French characters in a previous
version of Projetex or TO3000, it is required to have French as theLanguage for nonUnicode programsin
the Region and Languageoptions of the computer, in which you perform the conversion of the TO3000 3D+
database.

How to change System Locale:

1 You must be logged in with an account that has administrative privileges in order to change the
system locale.

1 The appropriate language packs should be installed on the operating system.

View the System Locale settings for Windows

1. Click Start then Control Panel
Click Clock, Language and Region

3. Windows 10, Windows 8: Click Region
Windows 7: Click Region and Language
Windows XP: Click Regional and Language Options
The Region and Language options dialog appears.
4. Click the Administrative tab
On Windows XP, click the Advanced tab
If there is no Advanced tab, then you are not logged in with administrative privileges.
5. Under the Language for non-Unicode programs section, click Change system locale and select
the desired language.

6. Click OK
7. Restart the computer to apply the change.
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BNOTE: If you are installing TO3000 3Don a new PC, ensure that theBusinessfolder used by the previous
version of TO3000is copied to the new location.

SNoTE: Templates CAT schemesnd Local Custom Filer settingswill not be imported. Please move them
manually to the TO3000 3D+ setup folder. Listed below locations of templates, CAT schemesnd Local
Custom Filter settingsin TO3000 V8, TO3000 V9.0, TO3000 V1@,03000, Version 11 and in TO3000 3D
Templates

TO3000 V8: ..\Translation Office 3000 V8\Templates\

TO3000 V9.0: ...\Translation Office 3000 Version 9.0\Templates\

TO3000 V10: C:\Users\Public\Documents\AIT\TO3000, Version 10\Templates\

TO3000, Version 11: C:\Users\Public\Documents\AIT\TO3000, Version 11\Templates\

TO3000 3D: C:\Users\Public\Documents\AIT\TO3000, Version 3D\Templates\

TO3000 3D+: C:\Users\Public\Documents\AIT\TO3000, Version 3D+\Templates\

CAT schemes

TO3000 V8: ...\Translation Office 3000 V8\System\Schemes\

TO3000 V9.0: ...\Translation Office 3000 Version 9.0\Schemes\

TO3000 V10: C:\Users\Public\Documents\AIT\TO3000 3D+\Schemes

TO3000, Version 11: C:\Users\Public\Documents\AIT\TO3000, Version 11\Schemes
TO3000 3D: C:\Users\Public\Documents\AIT\TO3000, Version 3D\CatCount 4\Schemes
TO3000 3D+: C:\Users\Public\Documents\AIT\TO3000, Version 3D+\CatCount 4\Schemes

Local Custom Filter settings

TO3000 V8: ...\Translation Office 3000 V8\Filters\

TO3000 V9.0: ...\Translation Office 3000 Version 9.0\Filters\

TO3000 V10: C:\Users\Public\Documents\AIT\TO3000, Version 10\Filters\
TO3000, Version 11: ...C:\Users\Public\Documents\AIT\TO3000, Version 11\Filters\

3NOTE: In Windows XP, theCAUsers Public\Documents\AIT\... folder corresponds to the CADocuments
and Settings\All Users\Documents\AIT\... folder.
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1.5.

Quick start

The following guidelines describe the most basic working procedures in TO3000 3D+, such as:

Setting currencies and services

Creating Client database

Creating Quotes and Projects

Creating jobs

1. Setting currencies and services. A newly installed TO3000 3D+ will not have all the
currencies you need. However, all required currencies can be quickly added to the database.
Also, you many need to adjust your base currency. Having installed TO3000 3D+, please take a
moment to set the system up for your business.

SNOTE: The "Base currency" is the currency in which you prefer to keep your accounts. For
more information about the base currency, please refer to the Multi -Currency Support topic.

= To enter new currencies:

Run TO3000 3D+, enter the Backstage view and select Business Settings.
IClick Currencies to open the currencies section of the Business Settings menu.
Click the New button to create a new currency record.

JEnter the new currency's Descriptive Name and a 3-letter abbreviation in the New Currency
window.

= To change your base currency:
fiSelect Backstage > Advanced Settings.
IClick General.

Click the Base Currency button and select your base currency.

Services in TO3000 3D+ can vary from "translation from source to target language" to more
unusual ones like "training" or "consulting”. You can enter services of any type into the TO3000
3D+ Business Settings.

=+ To add a service (language pairs translation, proofreading, DTP and so on):
fSelect Backstage > Business Settings.

Click Groups of Services and add a group for a new service (optional).

Click the Services section and enter a new service by clicking New button.
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2. Creating a Client database. There are two ways to fill your database with Clients: entering all
the Clients manually or importing them from previous versions of TO3000. If you own a previous
version of Translation Office 3000 & you can quickly import your Clients (along with all other
data) by using the TO3000 3D+ Database Converter.

= To enter a new Client manually:
fOpen the Clients section of the Ribbon and click Client.

IClick Main and then New Client and enter the required detalils.

Please refer to the Upgrade to TO3000 3D+ topic for details on importing data from previous
versions of TO3000.

3. Creating Quotes and Projects. Quotes and Projects can be created using the Quotes tab
and Main tab of the Project window respectively. A Project can also be created using data from a
quote.

= To create a Quote:

fOpen the Clients section of the Ribbon and click the Client icon.
Click the Quotes tab.

IClick the New Quote button, to begin creating a new Quote

= To create a Project (for With Projects Mode):
Open Projects section of the Ribbon and click the Project icon.
fClick the Main tab.

fClick the New Project button, to begin creating a new Project.

4. Creating jobs. In TO3000 3D+, any Project consists of a number of jobs. A job represents a
certain amount (characters, words, hours, custom units) of a certain service (like translation from
source to target language), assigned on a certain date and having a deadline.

The quickest way to create Jobs is to do so in the Client jobs tab of the Project window. For
more information about jobs, please refer to Project window Client jobs tab topic.

= To create Client Jobs (for With Projects Mode):
fOpen the Projects section of the Ribbon and click the Project icon.
fClick the Main tab and select a Project.

Click the Client jobs tab and click the New button to create a client job.
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= To create Client Jobs (for Without Projects Mode):
fOpen the Clients section of the Ribbon and click the Client icon.
{Click the Main tab and select a Client..
Click the Client Jobs tab and click the New button to create a client job.
5. Issuing Invoices
TO3000 3D+ can be used to quickly issue, edit and delete Invoices to Clients and settle them by
linking invoices with payments.
= To create an Invoice to a Client:
fOpen the Clients section of the Ribbon and click the Client icon.
{Click the Main tab and select a Client.
IClick the Invoices tab.
TClick the New button to begin creating an Invoice for this client. See Creating invoices to clients
TAdd required Client Jobs, select markups and discounts, and click the Apply button.
= To create a Payment from Client:
Open the Clients section of the Ribbon and click the Client icon.
TClick the Main tab and select a Client.
fClick the Payments tab.
TClick the New button to begin creating a payment from this client.
1.6. Registration

1.6.1. Trial period

You are welcome to use TO3000 3D+ free of charge during the 30-day evaluation period.

During the evaluation period TO3000 3D+ is fully functional, but the number of Clients and
Projects is limited to 50.

1.6.2. Purchase information

After purchasing TO3000 3D+, you will receive an encrypted License Key for your TO3000 3D+
by e-mail.

BNoTE: Registration implies entering the License Keys intoTO3000 3D+, thus switching off
the evaluation mode and removing evaluation period limitations.
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1.6.3. Registering TO3000 3D+
To register your copy of TO3000 3D+:
1. Run TO3000 3D+.
2. In the Backstage view, click Help > Register.

3. Paste your TO3000 3D+ Serial Number, which you will receive by email into the Register
TO3000 3D+ dialog box, and click Unlock.

1.7. Workflow Modes

TO 3000 can support two Workflow Modes mirroring the two most widespread workflow
management methods for Freelance Translators:

IwWith Projects Mode. This workflow mode allows to group jobs in a project.

without Projects Mode. This workflow mode allows to work with jobs directly, without creating
projects.

3NOTE: Workflow Modes can be changed in the Backstage > Advanced Settings >
Workflow Modes dialog

The Workflow Mode can be changed at any time and it will not affect the operability of TO3000.

If you have worked in Without Projects Mode and then changed the Workflow to With Projects
Mode, all your previously created client jobs will be displayed under a project named "[Default]
Client Jobs <Client Name>" (such a project will be created for all your clients that have client
jobs).

If you have worked in With Projects Mode and then changed to Without Projects Mode, all
your previously created client jobs will be displayed in the single list on the Clients > Client >
Client Jobs tab.

1.7.1. With Projects Mode

To choose With Projects Mode, enter the Backstage view and then click Advanced Settings >
Workflow Mode. In the opened window choose With Projects Mode and click OK.

This mode has the following workflow:
1.Create a client. For this go to Clients > Client and click the New Client button.

2.Create a project for this client. For this go to the Projects tab of the client and click the New
button.
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3.Create client jobs assigned to the project. For this right-click the project and click Open
Project, then switch to Client Jobs tab and click New button.

‘:‘ Prospects Clients Projects

Q| 0 & & B B

Client Prices  Quotes Client Jobs Invoices Credit Motes Payments Refunds

Unlimited Concepts Unified: Projects|=

Main | Contacts | Marketing | Prices | Quotes | |Projects|| Client Jobs | Invoices | C

Mew Edit Delete Status: |*All*
Enter text to search... v Find Clear

# Project Code Project Mame Assigned

@ 0042 [UCU web-site Io RSMAS | 06012017 1418 |
Open Client

0045 Booklet about U - 11.12.2014 9:00

Open Project
Grid Settings [
Export
Print

In With Projects Mode jobs cannot be created without a project.
With Projects Mode will be useful for freelance translators who:
IGroup several jobs in a project.

fPerform several tasks for one job. For example, if you make a translation, proofreading and
DTP for one job (e.g. "Brochure"), you can create a project with name "Brochure™ and then create
several client jobs: Brochure - Translation, Brochure - DTP, Brochure - Proofreading, where
translation, proofreading and DTP are groups of services.

fTranslate into several languages. For example if you make a translation English => German
and English => Spanish for one job (e.g. "Brochure"), you can create a project with name
"Brochure" and then create two client jobs: Brochure - English => German, Brochure - English
=> Spanish, where English => German and English => Spanish are services.

With Projects Mode will not be useful for freelance translators who receive separate jobs from a
client and do not need to group them in any way.
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1.7.2. Without Projects Mode

To choose Without Projects Mode, enter the Backstage view and then click Advanced
Settings > Workflow Mode. In the opened window choose Without Projects Mode and OK.

This mode has the following workflow:
1.Create a client. For this go to Clients > Client and click the New Client button.

2.Create a client job for this client. For this go to the Client Jobs tab of the client and click the
New button.

Without Projects Mode will be useful for freelance translators who receive separate jobs from a
client and do not need to group them in any way.

With Projects Mode will not be useful for freelance translators who:
IGroup several jobs in a project.

fPerform several tasks for one job. For example, if you make a translation, proofreading and
DTP for one job (e.g. "Brochure"), you can create a project with name "Brochure™ and then create
several client jobs: Brochure - Translation, Brochure - DTP, Brochure - Proofreading, where
translation, proofreading and DTP are groups of services.

fTranslate into several languages. For example if you make a translation English => German
and English => Spanish for one job (e.g. "Brochure™), you can create a project with name
"Brochure" and then create two client jobs: Brochure - English => German, Brochure - English
=> Spanish, where English => German and English => Spanish are services.

1.7.3. Common workflow

After jobs are created (see topics above) the workflow is commonly as follows:

1.After jobs had been completed, you can mark them as completed by editing the job's timeline
(Clients > Client > Client Jobs tab > Edit button). Then go to the Clients > Client > Invoices
tab and create a new invoice by clicking the New button. Add all necessary jobs to this invoice,
select taxes, discounts and click the OK button.

2.After a payment for this invoice has been received, go to the Clients > Client > Payments
tab, click the New button, type the value of this payment, switch to the Linked with Invoices
tab, click the New Link button and connect this payment with appropriate invoices. Click the OK
button. Alternatively, you can click the Mark as Paid button in the Edit Invoice window to create
and link a payment according to the invoice's total.

BNOTE: In With Projects Mode projects can be marked ascompletedtoo. To change a status
of a project go to the Projects > Project > Main or Clients > Client > Projects tab.
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If you need to send a quote to a client, go to the Clients > Client > Quote tab and click the New
button. Type the name of this quote and add all necessary jobs there. After your quote has been
accepted, go to the Clients > Client > Quote tab, select this quote and change its status to

Accepted.
Edit Client Quote x
Client:  Unlimited Concepts Unified Date Sent: 28,/09/2014 [Eihg
Client PM: - None - Code: Q-UNLICONODO1
Status: |Accepted -
. - . ] Unknown
Draft Project:  Multilingual Inventory of Cultural Heritage in Europe Received
. - Corrected
Client Jobs | Request for Quote | Answer | Custom Fields IAccepted
= Rejected
Mew Edit Delete
#* Name Group of Service Service Unit Volume Price Pricing Total
¥ [Inventory translati Translation English == Fr¢ words 29000 0,09 per unit 2610,00

Also you can create a project (client jobs) based on a quote. For this go to the Clients > Client >
Quote tab, select an appropriate quote, click More... and select the Create Project based on
Quote (Create Client Jobs based on Quote) button.

BNOTE: Create Project based on Quote button will appear if With Projects Mode is

enabled. Create Client Jobs based on Quote button will appear if Without Projects Mode is
enabled.

Unlimited Concepts Unified: Quotes ~

Main | Contacts | Marketing | Prices | Quotes | Projects | Client Jobs | Invoices | Credit Motes

Mew Quote Edit Delete

- Status: |=all* *| C

Clone

Enter text to search... Create Project Based on Quote

# Code Mame Client Assigned
@ 0-unucoNcIMuttiingual inventory of Cultural luniimited Concepts Unified . | 2501.20159:00 |
Q-UNLICOMC Masa Astrophysics Data System (& Unlimited Concepts Unified 22.10.2016 9:00
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2. User interface

&« H =~ | Backstage button

‘,‘ Prospects Clients Projects

TO3000, Version 3D - Evaluate Period

Q, search -

Q@ o B @ &F & B B

Client  Prices Quotes Client Jobs Invoices Credit Notes Payments Refunds

T

Ribbon (one tab)
Client Accounts  Business Expenses

Translation Designs | Clients: Prices | 0045, Booklet about Unlimited Concepts Unified: Cl i~

[P PSSR NI P IV IFV A—

> 0045, Booklet about Unlimited Concepts Unified: Client Jobs

| "
En| | Main | Client Jobs | Files | Info | Calendar

o New Edit Delete Status: *All*
b

T

7| [Enter text to search.. M Find Clear

i

T

# Code Job Name Project Azsigned
A 3
Ady J-UNLICOM UCU booklet DTP Booklet about Unlimited Concepts  14.12.2014 9:00

M 4| J-UNLICOP UCU booklet proofread  Booklet about Unlimited Concept:  11.12.2014 9:00

Advanced...| <Filter is Empty>

M A 1of3 [ 4
Ready for invoicing: Total reached

- Invoiced: *All* M
Deadline Completed Group of Services
06.01.2015 18:00 - MNo - Editing

07.01.2015 18:00  07.01.2015 18:00 Editing

|Da5hboard Calendar Reports Knowledgebase H—INaV'ga"O” Bar

The Navigation Bar

off | ¥

Service

DTP check
Proofreading

o | x

Windows ¥

Pricing

flat fee
per unit

The Navigation bar contains links to the five main sections of TO3000 3D+: the Dashboard, the
Workspace, the Calendars, the Reports, and the Knowlegebase.

For more information, see the Navigation Bar topic.

The Ribbon

The Ribbon consists of tabs of shortcuts (icons with text captions) within the currently open

section. The exact tabs and shortcuts available are different for each section.

For more information, see the Ribbon topic.

The Backstage view

The Backstage view gives access
registration/update/upgrade interface.

See the Backstage topic for details.

to all of the program's settings and

the
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2.1. Basic interface options

The majority of data in TO3000 3D+ is being stored in various tables. Each of these tables can be
customized to a certain extent to adopt to each user's preferences.

Described below are four main aspects of table customization.
2.1.1. Columns Customization

You can easily choose columns to be displayed in a table. To choose displayed columns:

1. Click the Asterisk symbol in the top-left corner of a table to display a list of columns, available
for that table.

2. Choose columns which should be displayed by selecting the appropriate check boxes.

|:| Code lob Mame Assigned
Cliclient ‘W Rate ‘
¥ Code V| Job Total ' a0
V| Job Name ! Job Total (EUR)
Client Ref, | Currency e
! Assigned ! Invoice Global Code | 09:00
/| Deadline Invoice Code " 0900
V! completed | Job Paid Status
| Group of Services ! Client P  09:00
P
! Service Priority
! Pricing Specialization
/! Price Additional PO ref.
! Units Status
v volume Project Code
Volume (words) v Project
Price (EUR)

2.1.2. Moving columns

You can easily change the order of the columns displayed. To change column order:
1. Click the column caption and hold the mouse button.
2. Drag your cursor without releasing the mouse button, to the desired column.

3. Release the mouse button. The column will be moved to the place indicated by the green

arrows.
Job Mame - Assiqned Ceadline Completed 7
_ . by, _ I
UCU web-site DTP 10.01.2017 09:00 | 06.02.2017 18:00 - Mo -

Advanced International Translations



User Interface 30

SNote: Optionally you can click and drag entries in the Customize Columns window
described above to change the order of the columns.

# Code Job Name Assigned
Client /| Rate ‘
¥ Code ! Job Total v (0N
45/‘ Job Name ! Job Total (EUR)
Client Ref. %l ! Currency [dild
¥4 Assigned /| Invoice Global Code [ 09:00
/‘Deadline (] Invoice Code h 09:00
| Completed | Job Paid Status
/| Group of Services /| Client PM f 09:00
1 P

To open the Customize Columns window, click the Asterisk symbol * | in the top-left corner
of a table.

2.1.3. Sorting records

The majority of data in TO3000 is stored in various tables. Each of these tables can be customized
to a certain extent, in order to adapt to each user's preferences.

Just like in most tables in other software applications, you can sort the rows of the table by any
column.
1 If you want to sort your table by a certain column, left-click the caption of the column.
1 The sorting order (ascending or descending) is shown as a triangle arrow near the column title.
1 If you click the same column caption one more time, the order of sorting will be reversed.

Code +~ 7 Global Code Sent
FINTSECO002 ACME-ID018/201  11.05.2016
TFIMTSECOO01 ACME-TOO17 /200 24.07.2016
T-IMTIO00Z2 ACME-TOO30/200  06.10.2016
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2.1.4. Grouping Records

In addition to traditional sorting, records in TO3000 tables can also be grouped.
This is especially useful if you want to look at records that have specific values in specific fields.

To group a table by a certain column, drag that column's header into the Group Box.

Enter text to search... v Find Clear

& Group of Services

4} -
# Code Job Name Assigned Deadline Completed Group of Services 7

g/ UNLCOHUCU e site localzatior| 18012017 0900 ] 090220171800 | Mo Jrranslation |

The table will be displayed as a list of Groups (values of the column). You can click a Group to
expand or collapse it.

Group of Services -

#* Code Job Mame

»: + Group of Services : Translation

» Group of Services * Testing

J-ILLDESOC User hints translation W
J-WIREADC Winlexic localization testi W
JSWIREADC Winlexic localization testin W

You can drag multiple headers into the Group Box to create a hierarchy of groups.

Group of Services - :
— Service =
— Completed =
# Code lob Mame

¥~ Group of Services : Translation

F Camne Crimlich = = Firnnich

4
T
T
m
i}
(
]
|

J-METCOMN Analog deviation part 3 Analo

When you drag a header out of the Group Box, it will snap back into its previous position in the
table.
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2.2. Multi-window interface

Every time you click an icon on the Ribbon to open a table, report, calendar, dashboard, or
knowledgebase, it opens in a new window inside the program.

[ & Prospects Clients Projects Q search.. - off [P | %&
Project  Client Jobs
Internet Security Technologies: Prospect Jobs | Unlimited Concepts Unified: Client Jobs | 0045, Booklet about Unlimited Concepts Unified: Cl =
*© —l[o][x
N €© - la|x
N #> 0045, Booklet about Unlimited Concepts Unified: Client Jobs — o] x
Main | Client Jobs | Files | Info | Calendar
| New Edit Delete Status: *All* - Invoiced: *all* -
1
*
5 ‘ Enter text to search... - Find Clear
*
' | * Code Job Name Project Assigned Deadline Completed Group of Services Service F
» I e

These windows can be manipulated just like the window of the program itself: moved, resized,
maximized, minimized and closed.

The control buttons for a maximized window are found directly under the control buttons for the
program itself.

Evaluate Period =

Q, search... - off | ¥ | & Windows | — & X

Minimized windows are lined up right above the Navigation Bar and can be moved around as well.

P‘InternetSe... &0 x ﬁ.‘ & 0O X f.‘.‘ &0 x

Dashboard Calendar Reports Knowledgebase

2.2.1. Jump tabs

Every open window creates a new Jump tab just below the Ribbon.

Cyber Computation Technologies, Inc | Clients: InvuiceE 0038, Training Schedule

Mass Invoicing Edi %X Close -
®  CloseAll
Enter text to search... Close all except this Find Clear
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Clicking a jump tab will immediately bring the corresponding window to the front. Clicking the
arrow on the right side of a tab will bring down a menu that will allow you to close either that
particular window, all windows in the current section, or all windows except the current one.

2.2.2. Quick Window Modes

= = x

off | ¥ | G Windows ¥ = & x
Cascade Ctrl+F5
Tile Vertically Ctrl+F8

Tile Horizontally Ctrl+F7
Minimize All
Maximize All

Close All Windows

The "Windows" drop down menu near the top right corner of the main window offers a number of
quick options for the layout of currently open windows:

1 Cascade - line up the windows behind each other os that the header and left edge of each is
visible.

91 Tile Vertically - move and re-size the windows so that all are fully visible, with priority given to
lining them up side-by-side.

9 Tile Horizontally - similar to Tile Vertically, but gives priority to stacking windows on top of each
other.

1 Minimize All / Maximize All - minimize/maximize all currently open windows.
1 Close all Windows - immediately closes all windows.

2.3. Navigation Bar

The Navigation Bar is located near the bottom of the TO3000 window. It allows the user to switch
between the five main sections of TO3000: the Dashboard, Workspace, Calendar, Reports and
Knowledgebase. The active section has its name highlighted in blue.

Dashboard Calendar Reports Knowledgebase
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Dashboard

The Dashboard allows the user to see basic information on client jobs, invoices, POs and Projects
in the form of special widgets, which can be used to quickly navigate to relevant tables.

Workspace

The Workspace is where Prospects, Clients, Projects, Corporate Experts, Freelancers and
Applicants are managed.

Calendar

The Calendar is where the time constraints, as well as the status of projects and jobs can be
viewed and edited in an easy to read graphical format.

Reports
The Reports section is used to gather, filter and sort data into static and dynamic reports.

Knowledgebase

The Knowledgebase acts as the central repository of internal manuals and guides for Project
Managers, Experts, Sales Executives, HR Managers and Accountants.

2.4. Ribbon

The Ribbon is a part of the TO3000 user interface designed to make navigating the program more
intuitive.

In each of the five sections on the Navigation Bar, the Ribbon contains a unique set of icons,
grouped into tabs, for accessing various related windows or performing other functions.

You can collapse (minimize) the Ribbon either by right-clicking one of the tabs and clicking
"Minimize the Ribbon", or by clicking the "Collapse the Ribbon" button in the lower-right corner
of the Ribbon.

To pin the Ribbon, so that it is always displayed, do the above actions again.

(4, Search - off | ¥ | G - & x
Due Date This Week =~ Open Due Date In Mext 2 Weeks
Due Date MNext Week | Due Date Today Due Date This Month

Total Overdue Due Date This W /5
Minimize the Ribbon
- —0

Collapse the Ribbon

While collapsed, the Ribbon's icons will only be displayed when you click on a tab, and will be
hidden when you click outside the Ribbon.

2.5. Dashboard Icons

The Dashboard ribbon has only one tab, also called Dashboard.
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The icons on the dashboard Ribbon represent all the available Dashboard widgets. A click on an
icon opens the corresponding widget in the main window.

The icons are separated into four groups, according to the subject matter of the widgets.

2.5.1. Client Job Widgets

@L @-_ Q:l Cb @; @; @L @;

Open Mot Invoiced Volume Volume Due Date Due Date In Due Date Due Date In
Total Last Month  This Month  This Week Mext 2 Weeks This Month  Mext 30 Days

The Client Job widgets display the number and total volume of the corresponding client jobs,
Except for "Not Invoiced Total", which displays the total value in the Base Currency rather than
the volume.

2.5.2. Invoice Widgets

Due Date Due Date Total
This Week Mext Week Overdue

The Invoice widgets display the number of corresponding invoices. "Total Overdue" also displays
the total value in the Base Currency.

2.5.3. Project Widgets
Due Date In Mext 2 Weeks
=] (=] L=

Open  Due Date Due Date
Today This Week Due Date In Mext 30 Days

Cue Date This Month

Project widgets display the number of corresponding projects. The "Open" widget additionally
displays the total number of projects in any status.

2.6. Workspace Icons

The icons on the Workspace Ribbon link to all the main tables used to view and manage clients,
projects, experts and all related documentation.

For ease of navigation, the Ribbon is divided into three tabs: Prospects, Clients, Projects (only
in With Projects mode).
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2.6.1. The Prospects tab

Prospect

Prices

U
Quotes

o

.

Tl

Prospect
Jobs

Payments

B

Refunds

The Prospect window displays a list of prospective clients and all the information about
the selected prospective client. Prospect data is broken into the following tabs: Main,
Contacts, Marketing, Prices, Quotes, Prospect Jobs, Invoices, Credit Notes,
Payments, Payments, Files, Info.

Note that you can not manage Projects, convert quotes into projects, create jobs,
invoices, payments, etc., for Prospects. The purpose of these tables in the Prospects tab
is to keep track of past transactions with a temporarily or permanently inactive client.

The Prospects: Prices window provides access to a general price list: each price
representing a rate in a chosen currency for a certain service (language pairs, translation,
proofreading, etc.). This list also appears in the Clients: Prices tab.

The Prospects: Quotes window provides access to all quotes created for prospective
clients. This window can be used to add/edit/delete draft jobs for existing prospect quotes.

The Prospects: Prospect Jobs window displays the list of all client jobs undertaken for
former or inactive clients.

The Prospects: Invoices window provides access to all invoices issued to all temporarily
or permanently inactive Clients.

The Prospects: Credit Notes window lists all credit notes given to all temporarily or
permanently inactive Clients.

The Prospects: Payments window lists all payments received from all temporarily or
permanently inactive Clients.

The Prospects: Refunds window lists all refunds given to all temporarily or permanently
inactive Clients.

2.6.2. The Clients tab

e«

Client

Q

Prices

Quotes

Qo

The Client window displays a list of clients and all the information about the selected
client. Client data is broken into the following tabs: Main, Contacts, Marketing, Prices,
Quotes, Projects, Client Jobs, Invoices, Credit Notes, Payments, Payments,
Account, Files, Info, Calendar.

The Clients: Prices window provides access to a general price list: each price
representing a rate in the chosen currency for a certain service (language pairs,
translation, proofreading, etc.). This list also appears in the Prospects: Prices tab.

The Clients: Quotes window provides access to all client quotes ever issued. This
window can be used to create a new project based on a quote and add/edit/delete draft
jobs for existing quotes.

The Clients: Client Jobs window displays the list of all client jobs stored in database.
With the help of this window you can have a quick overview of all client job statuses,

Client Jobs | calculate client job totals, as well as edit existing client jobs.
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il

Invoices

Il

~

Credi

—

Notes

l’i|

[

Payments

-

Refunds

Client
Accounts

Business
Expenses

The Clients: Invoices window provides access to all currently issued invoices. Use this
window to calculate invoice totals, view and edit invoices, print any of these invoices,
and perform Mass Invoicing.

The Clients: Credit Notes window lists the credit notes given to all Clients. Use this
window to calculate due totals, link credit notes with invoices and refunds and edit credit
notes.

The Clients: Payments window lists the payments received from all Clients. Use this
window to calculate payment totals, link payments with invoices, edit payments and
perform Mass Payments.

The Clients: Refunds window lists the refunds given to all Clients. Use this window to
calculate refund totals, link refunds with credit notes and edit refunds.

The Client Accounts window displays a simplified balance sheet broken into entries for
each client and based on payments from clients and invoices to clients. Accounting staff
can use this window to identify which of the clients' accounts require attention. Can be
viewed in the Base Currency or Client Currencies.

The Business Expenses window can be used to make and view entries about any
additional expenses.

2.6.3. The Projects tab

The Project window displays a list of projects and all information about the selected project.
Project data is broken into the following tabs: Main, Tree, Corporate Jobs, Corporate Jobs,
Project [Freelance Jobs, Freelance Teem, JAs, POs, Account, Files, Info, Calendar.

@ The Projects: Client Jobs window displays a list of all client jobs stored in the database. With

Client
Jobs

the help of this window you can have a quick overview of all client job statuses, calculate client
job totals and edit existing client jobs.

Advanced International Translations



User Interface 38

2.7. Calendar Icons

The Calendar Ribbon has only one tab at first, called Calendars. The icons on the tab allow you
to open one of the two main calendars in TO3000.

When you open a calendar, your ribbon automatically switches to the Options tab. If you want to
open another calendar, click the Calendar tab and click the corresponding icon.

2.7.1. The Calendars tab

[
Calendar of

Projects Each of the main calendars in TO3000 displays it's content (Projects or Client Jobs)

in the form of colored blocks on a calendar, displaying the time constraints and current
Iil:; | status of each project or job across the viewed time period.

Calendar of
Client Jobs

2.7.2. The Options tab

@ I'\Elt.}/l The Backward and Forward icons switch the view to the previous or the
next "page” of the calendar.

Backward/Forward
||
= The Go to Today icon displays the page containing the current date.
Go to Today
@ ©) The Zoom In and Zoom Out icons change the interval that each row
== % represents in Day View and Work Week View, and the interval that each

column represents in Timeline View.
Zoom In/Zoom Out P

' In the Day View, each page of the calendar covers one day, and is broken

L. into rows representing intervals of time between 5 minutes and 1 hour each
Day View (depending on the Zoom level).
' 5 In the Work Week View, each page of the calendar covers five days and is
4 broken into columns representing days and rows representing intervals of
Work Week View time between 5 minutes and 1 hour each (depending on the Zoom level).
|
7 In the Week View, each page of the calendar covers one week and is broken
- into cells representing days.
Week View
I
31 In the Month View, each page of the calendar covers five weeks and is
broken into cells representing days.
Month View
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385

Year View

0
Timeline View

bslh
31

Group by None
=
I
Group by Date
&
1]

Group by Clients

-+

LS

Compress Weekend

Working Hours

In the Year View, each page of the calendar can cover a quarter, a half-
year, or a full year, and is broken into rows representing months and
columns representing days.

The Timeline View is used to track a large number of concurrent
projects/jobs. it is broken into columns representing half-hours or days
(depending on the Zoom level).

The Group by None icon enables the default layout for all views. It displays
all ongoing projects\jobs in the selected period, without splitting them across
experts.

The Group by Date icon changes the layout to display which projects/jobs
belong to which clients, with precedence given to division by viewed interval.

The Group by Clients icon changes the layout to display which projects/jobs
belong to which clients, with precedence given to division by client.

The Compress Weekend icon is only active in Month View and clicking on
it will toggle the display of weekends as a single column.

The Working Hours icon is only active in Day View and Work Week View,
and clicking on it will toggle the display of off hours in the calendar.

2.8. Report Icons

The Reports Ribbon is separated into several tabs for different kinds of reports, and each icon
represents a specific report template.

2.8.1. The Clients tab

Contains Static Reports showing the total funds invoiced by clients.

‘: Clients lobs Invoices Payments Custom 3D
I/_H—h% r.-—.n r.-—.r\
All Top Top Top Top Top Top

3 10 23 3 10 25

The All report adds up invoices within the period specified by the Global Date Filter.

The Top 5/10/25 reports each come in two versions: This year and All time. They show the
indicated number of clients with the greatest total invoices over either the current year or across
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the entire database. They also show the overall percentage of the displayed clients' invoices in

your gross revenue.

2.8.2. The Jobs tab

Contains static reports relating to Job productivity, Incomes and expenses, and service sales. All
reports on the tab except Sales History and Sales by service are affected by the Global date

filter.

L]
Jobs Chart

&

Jobs Table

Total Volume of
Completed Jobs

Income and Expense
Report #1 and #2

Sales Table

X

Client Sales Report

AB

EB

Sales by units

3

=

Total Sales by Clients

i

2%

Sales HistoFy Report
by Clients
]

Sales chart

P

Sales Hist(;fy chart

S

Sales by Service

A bar diagram showing the monthly total volume of jobs created for a
specific client

Similar to Jobs Chart, but presented as a table.

A table showing the total volumes of completed jobs, with columns
representing months and rows representing volume units.

Tables showing monthly incomes and expenses, and totalling them to
arrive at the overall balance. The two reports differ mainly in layout.

A table showing total sales for each month in the selected period.

A table showing the total volume and sum value of each kind of unit sold
to a particular client.

A table showing the total volume and sum value of each kind of unit sold
to all clients

Contains separate tables for each client, with the total volume and value of
each "Group/service/unit" combination sold to each client.

Shows the total volume and value of each unit type sold to each client over
the entire history of the database. Not affected by the Global Date Filter.

A bar diagram showing the total monthly sales over the selected period.

A bar diagram showing the total monthly sales over the entire history of the
database. Not affected by the Global Date Filter.

A pie diagram showing the percentage of specific services in the total sales
volume. Not affected by the Global Date Filter.
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2.8.3. The Invoices tab

Contains reports on performance and service distribution in terms of invoices.

Customer
ledger

v'/—
.
Income Report
#1

v'/—

-
Income Report
#2
F I ..
Sales chart
il |
Sales Hi_story
chart

A table showing the total payments received from each client, further added up to
totals in each currency and the grand total in the base currency.

Shows a list of all payments issued over the selected period, with issue date and
total in both client's currency and base currency.

A table of monthly payment totals from all clients, in the base currency.

A bar diagram showing the total monthly sales over the selected period.

A bar diagram showing the total monthly sales (based on invoices) over the entire
history of the database. Not affected by the Global Date Filter.

2.8.4. The Payments tab

Contains reports on profits and service distribution in terms of payments.

=l

=

|
Account
Receivable

e

Customer
ledger

Invoice Register

5

Outstaﬁaing
Invoices
ml

ml
Sales chart
il )

Sales Hi_étory
chart

Shows the totals of expected payments from each client. Is not affected by the
Global Date filter.

A table showing the total payments received from each client, further added up
to totals in each currency and the grand total in the base currency.

Contains tables showing basic information on all invoices issued to each client
(Date issued, Date due, number, value, linked value, currency).

A table of all invoices, which have not been fully paid yet. Is not affected by the
Global Date filter.

A bar diagram showing the total monthly sales (based on payments) over the
selected period.

A bar diagram showing the total monthly sales (based on payments) over the
entire history of the database. Not affected by the Global Date Filter.
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2.8.5. The Custom tab

The Custom tab contains any additional reports added to the database via the Load function in
the Advanced Settings>Reports window if the Backstage view.

2.8.6. The 3D tab

‘: Clients Jobs Invoices Payments 3D
3D 3D 3D
== == |_-J =]

Client Client Client
Jobs  Invoices Payments

The 3D tab contains Dynamic Reports: presets for the Pivot Grid, which can be customized, sorted
and filtered to display only the relevant information before being exported to any compatible
format. Each of the three reports available has a unique set of fields which can be placed into the
Pivot Grid. For more details, see the Dynamic Reports topic.

2.9. Knowledgabase Icons

The Knowledgebase Ribbon has only one tab, also named Knowledgebase. The icons there will
open one of six knowledgebases included in TO3000 3D+, each dedicated to specific type of
freelancer internal notes.

ﬁ The Team knowledgebase is used for general notes.
Team

Store your translation memory files and software manuals in the TM knowledgebase
™

H;| The CV knowledgebase is used to store resumes and CVs for different companies
cV and occasions.

Store your general purpose and specialised dictionaries here.
Dictionaries

Store project-specific glossaries here. This is especially useful if you are frequently

: contacted by the same client.
Glossaries

ﬁ Any useful notes and files that do not fit in other categories can be stored here.
Other
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The Local Custom Filter is an essential tool that is used to search for specific data in large tables.

In TO3000 3D+, the Local Custom Filter consists of three main parts: the Filter Builder, the Filter

2.10. Local custom filter
Box and the Column filters.
2.10.1. Filter builder

The filter builder can be accessed directly via the "Advanced..." button in the Filter box or the

additional button in the Page navigation panel

Filter | AND <root=
------- w | Client contains MNetwork

el OR applies to the following conditions
= Add Condition
=*  Add Group

t
¥ Remove Row

id a new condition

E

Open... Save As..

"R 40fs » » o 2yl

oK Cancel Apply

Advanced... [ & (Client contains Network) and ((Flag is blank) or (Completed is past))

4

The Open... button browses for previously saved FLT files.

The Save as... button saves the current settings of the Local Custom Filter as an FLT file.

The Filter button and the "..." buttons next to conditions and condition groups are used the add

and remove conditions and groups.

When setting up a filter condition you select the column to be filtered, the operator and enter the

comparison value(s), if needed.
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Standard Operators

WOV A oA W

abe

ach

[alb

bic]

equals

does not equal

is less than

is less than or equal to
is greater than

is greater than or equal to

contains

does not contain

begins with

ends with

is blank

is not blank

between

not between

not in

Condition Groups

Mathematical operators are used primarily on fields with
numerical values. They can also be used on text strings.
Equals/Does not equal can also be used on fields with a
predetermined set of possible values.

Contains/Does Not Contain take strings of text as values and
either display or exclude all entries where the indicated field
contains that string.

Begins With/Ends With are similar to Contain, but are satisfied
only if the target string is found at the beginning or end of a filed's
contents.

Is Blank/ls Not Blank take no values. They simply display or
exclude entries, where the indicated field is blank.

Between/Not Between take two values that define an interval
and either display or exclude all entries where the indicated field's
value is within the interval.

In/Not In can take any number of values and display or exclude
all entries where the indicated field's value matches any value in
the set.
New values can be added to the set with the '+' button to the left
of the last entered value.

Conditions can be assembled into groups. Groups can also contain other groups. In Filter builder,
all conditions and groups are considered to be part of the <root> condition group.

How conditions in a group are processed depends on the group's logical operator:

E I E ]

AND - entries must satisfy all conditions in a group

OR - entries must satisfy at least one condition in a group

NOT AND - entries must violate at least one condition in a group
NOT OR - entries must violate all conditions in a group

Removing a condition group will also remove any conditions or groups within it.

To clear the current filter altogether, click "Filter>>Clear All".
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2.10.2. Filter box

The Filter Box, located just above the Page Navigation panel, displays the filter currently in effect.

The check-box to the left of the filter expression will enable/disable the filter, while the X symbol
will clear it.

Clicking the description will bring up a menu of the last eleven previously used filter expressions

The Advanced... button opens the Filter Builder.

Advanced... % ¥/ (Name contains UCU)
LI 1of2 [ 1

Dashboard Calendar

2.10.3. Column Filters

Hovering the cursor over a column header reveals a small Filter symbol in the upper-right corner
of the header.

Clicking the symbol opens a drop-down menu containing a checklist of all the currently displayed
values in that field, and two special options: (All) and (Custom...).

Currency L&"”']‘““*“‘ -1 E-Mail
ELR (Custom... info@netcommunity-tech.com
EUR ] China hr@illustrative-design.com
EUR /] Finland info@internet-security fi
I France general@dn-entertaiment.com
4 Germany
Ttaly
Japan

Checking one or more of the values in one column automatically creates a filter that displays only
entries containing the checked values.

Checking values in several columns will only display entries that satisfy the conditions in ALL
columns.

Clicking (All) will remove the filter conditions for that column.

Clicking (Custom...) will open a special window where you can specify up to two conditions for
that column, with any operator, and choose an AND or OR relationship for the two conditions.
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Custom Filter b4

Show rows where:

Mame

lilke ~ | |Digital%

) AND © oR

equals * | |Massive Archway, Inc

Use % to represent any series of characters

Use _to represent any single character

1 oK Cancel

If three or more values are already checked, clicking (Custom...) will open the Filter Builder
instead.

2.11. Global date filter

The global date filter can be set to display only the records that fall within a certain time interval.
For example, you can set the global date filter to display only records for a certain year, quarter,
month or to specify a custom time interval.

(4, Search - off | ¥ | T | B - P x

The three buttons on the filter display are, left to right: Edit (opens the filter's dialog window), Off
(clears the current filter), and Recent (restores the most recent previously used filter).

The global date filter's effect is not limited to the currently open window. Once applied, it works in
all date-relevant records.
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Filter Options
*All Dates*/Off - the default setting. The filter tis not active.

Preset period - select a specific year, quarter, or month to view.

Edit Global Date Filter 3

207 [lanMar
2016 Apr-Jun
2015 Jul-5ep
2014 Oct-Dec
2013

2012

2011

2010

2009

2008

2007

2006

2005

2004

2003

B Tl Tl

*All Dates*
Preset Period
Custom Period

oK Cancel

Custom period - manually select the start and/or end

Edit Global Date Filter x
*All Dates*
Preset Period W] start: 22.05.2016 E-
Custom Period o
[ Finish: 31.03 il [ g

Affected areas

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

In the Prospects Workspace tab:

1 The Prospect window tabs: Marketing, Quotes, Prospect Jobs, Invoices, Credit Notes,
Payments, Payments and Accounts.

9 The Prospects: Quotes window.

9 The Prospect Jobs window.
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1 The Prospects: Invoices window.

1 The Prospects: Credit Notes window.
1 The Prospects: Payments window.

1 The Prospects: Refunds window.

In the Clients Workspace tab:

1 The Client window tabs: Marketing, Quotes, Projects, Client Jobs, Invoices, Credit
Notes, Payments, Payments and Accounts.
1 The Clients: Quotes window.

1 The Client Jobs window.

1 The Clients: Invoices window.

9 The Clients: Credit Notes window.

9 The Clients: Payments window.

1 The Clients: Refunds window.

9 The Business Expenses window.

1 The Client Accounts window.

In the Projects Workspace tab:

9 The Project window tabs: Main, Client Jobs.
1 The Client Jobs window.
Most Static Reports are also affected by the filter.

3NOTE: The Global date filter ~ affects the whole database. If you change it in one tab or
window, it will change globally throughout the TO3000 3D+ database.

3NOTE: The Global date filter setting is saved when you close the program and will be used
next time you run TO3000 3D+.

2.12. Global Search

Use the Global Search field near the Global Date Filter to search for a specific string of text across
the entire database.

Once the search is complete, a Search Results windows will open, Where you can review and
refine them.

(4, translation - off | ¥ | 5 - 5 x
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Result tables

Search Results are displayed in table form in two separate tabs: Objects and People.

1 The Objects table contains Projects, Jobs, Invoices, Payments, and other documentation. It is

divided into four columns: Context (i.e. the table, where the object is found), Code, Name, and
Assigned (date).

1 The People table contains Clients, Contacts and Prospects. It is divided into four columns:

Context, Name, E-mail, and Phone.

Both tables are initially sorted by Context. Double-clicking a result will take you to the table where
it originates from.

Objects [42] | People [7]

# Context Name E-mail
Client Unlimited Concepts Unified translations@unlimited-concepts.es
Client Translation Designs
Client Definition Designs translations@definition-designs.net
Contact Roswell Greenstone roswell.greenstone@translation-design.comr
Contact Jessie Classen Jessie.classen@translation-design.com
Contact Eric Parker doc_dept@translation-design.com

4 Internet Security Technologies  |info@internet-security.fi, translations@interr

Refining search results

The left-hand side of the Search Results window consists of a dialog box used to alter the search
parameters and refine the results.

The Search Area window displays all the tables to be searched. You can check and uncheck any
of them to define the exact scope of the search.

You can also determine whether the search is case sensitive, define the maximum number of
results displayed from each context, and set the maximum age of entries to appear in the results
(only affects Objects).
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After making the desired alterations to the parameters, click Search to apply them.
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Search for:

translation
Search area:

| Projects
i Prospects
! Profiles
/! Clients
' Profiles
| Contacts
v Quotes
¥ Jobs

V! Invoices

Case sensitive
Limit search results to: (20

Search only: All time

-

Search

entries per context

-
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2.13. Find Panel

All Tables in TO3000 3D+ can be searched for specific strings of characters with the Find Panel
local search function.

m - Find Clear

# Code Mame Client

§ O-DFC0001  (Power Redirection System Guidel |Bigital First Concierge
Q-IUC0002 MEI Library Program Guide Internet Unified Corp.
Q-DMEOOD1  Document Search Tools Localizatic mgl Metwork Entertaiment

Q-DMECOD2 The Avalon Project MEI Metwork Entertaiment
Q-GCU0002  Security MEI Library Global Concepts Universal
Q-DFCO002  MCAA sports rulebooks mgl First Concierge

Enter the string to search for into the field and click Find.

The table will now display only the records which contain that string, and highlight the string in
question.

Click Clear, and the table will display all records again.
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2.14. Right-click menu

The right-click menu can be opened by right-clicking any table in the TO3000. The commands it
contains depend on the table in question.

2.14.1. Context jumps

Right click an entry in tables such as Jobs, Payments, or Quotes and you will be able to quickly
jump to connected entries on other tables.

After clicking the Open Client option you will jump to the Client window, the exact tab depends
on the window opened and the entry you right-clicked.

Example:
m[lient: Future Unified Resources
Edit = Status: |*all* -
# Client Assigned Deadline

—

3

. | Open Client | .
Future Unified Resources 14.09.2015 09:00

Open Project

Open Expert

Internet Unified Corp. 02.07.2016 18:00

Grid Settings »
F Unlimited Concepts Unifiec Export 09.01.2015 18:00
A Unlimited Concepts Unifiec Print 01.10.2016 1800

If the Clients: Quotes window is opened and you right-clicked a certain entry, then clicked Open
Client, TO3000 will switch to the Quotes tab of the Client window, displaying all the quotes of
the corresponding client.

The Open Project and Open Expert options work similarly.

Clicking Open Project switches to the corresponding tab of the Project window, displaying data
associated with the corresponding project.

Open Expert switches to the corresponding tab of the Expert window, displaying data associated
with the corresponding expert.
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2.14.2. Grid Settings

This set of options toggles the presence of several additional interface elements in any Workspace
table.

Hover your mouse over "Grid Settings" and the following options will appear:

1. Show Find Panel toggles the Find Panel local search interface.

2. Show Group Box toggles the Group Box layout control interface. Note that hiding the Group
Box does NOT reset the appearance of an already grouped table.

3. Show Filter Box toggles the additional interface for the Local Custom Filter.

4. Show Footer toggles the footer showing the grand total of fields like "Total paid (Base
Currency)" for all entries currently shown. Note that disabling this does NOT remove the
subtotals shown for each group in a grouped table.

5. Show Navigator Filter Button toggles the button for Filter Builder access next to the page
navigation buttons.

The following screenshot shows all five options enabled and numbered in accordance with the
above list:

Payments from Clients -

Mass Payments Edit Status: |*all* hd
Enter text to search... - Find Clear ?

#* Client ée Total Paid Linked Currency Exchange Rate Total Paid (EUR) Linked (EUR)
The Tlustrativ c_]“” C"E_"t P-ILLDES0002 1 400,00 000 EUR 1,00 1 400,00 0,00
Thellightnin: B D P-LIGRACOOL 19.04.2015 500,00 000 USD 077 385,00 0,00
Digtal Firstq " P P-DFCO001 09.08.2016 57,60 5760 USD 077 4435 4435
The Lightning  Grid Settings v | v | ShowFind Panel 14 600,00 000 USD 0,78 468,00 0,00
Enigma Serve oo v Show Group Box 15 100,00 000 EUR 1,00 100,00 0,00
Definition De| . V' Show Filter Box 16 23400 23400 USD 077 180,18 180,18
Future Unifiea-reseurees——————— v Show Footer 16 150000 150000 EUR 1,00 1 500,00 1 500,00
Future Unified Resources ¥ Show Navigator Filter Button 16 1 500,00 1 500,00 EUR 1,00 1 500,00 1 500,00
Netwark Community Technologies P-NETCOMOODT 10.12.2014 100000 100000 EUR 1,00 1.000,00 1000,00
Metwork Community Technologies P-NETCOMO0D2 30.07.2016 300000 300000 EUR 1,00 3 000,00 3 000,00
Internet Unified Corp. PUICO001 19.12.2016 100000 100000 EUR 1.000,00 1000,00

‘? 101 29597 88 757,01

Advanced... <Filter is Empty> q 5
LR 1 of 86 LA L‘f
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2.14.3. Flags

The Main tab of all Workspace tables includes a Flag field. Flags are a handy visual way of
indicating any special statuses for clients or projects.

To change the Flag for a table entry, just right-click the entry and select one of seven flag colors
or the "No flag" status.

Main | Contacts | Marketing | Prices | Quotes | Projects

Mew Client Delete = -
Enter text to search... v Find Clear
# E-Mail Phone

@unlimited-concept...

d M

\a-server.com No Flag

e-network.no 8 Red

Irces-global.com 9| Pink
ing-graphics.com [ Magenta i
alconcepts-univ.com Y Orange
ve-design.com +358-844- U VYellow fFo
-concierge.ru +7 44566 [ Green fra
nmunity-tech.com [0 Blue fra
ve-archway.co.uk Grid Settings .J"t"
o adnnd fa

2.14.4, Special Client Job options

The Right-click menu of the Client Jobs tab in the Projects (in With Projects Mode) or Clients (in
Without Projects mode) contains two special options:

0018, Engine scheme ER-34221: Client Jobs ~

Main | Client Jobs | Files | Info | Calendar

Mew Edit Delete
#  Code lob Mame F'rc:jer:t Code

WW

Open Client
34221 0018

Open Project

J-L 34221 0018
Grid Settings »
Export
Print

AnyCount
Clone

Advanced International Translations



55 Translation Office 3000 Help

2.15. Hot keys

To use hot keys in TO3000 3D+, press Alt and an underlined character of an appropriate button
on the TO3000 3D+ window.

Clients: Prices =

gew

[Im
o
iy

L]

elete

Press Ctrl+E to call up the Local Export dialog.
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3. Backstage

Most settings for TO3000 are available via the Backstage view.

To open the Backstage view, click the Backstage view button near the upper-left corner of the
window.

T \H Y =

‘: Prospects

You will see the following options on the left-hand side:
1 The User settings option gives access to settings controlling the usage and general appearance
of TO3000.

I The Business settings option gives access to settings that affect the database, such as the list
of services offered or template storage locations.

1 The Advanced settings option gives access to settings that affect the TO3000 system itself,
such as workflow modes or documentation codes.

1 The Database settings option Give access to database backup/restoration and updating.

1 The Help option allows you to check for updates and download new builds of TO3000, enter
your license code when you Register or Upgrade your installation of TO3000, or view current
the version and build information of your TO3000.

1 The Exit command ends your work session with TO3000.

3.1. User settings

To open the TO3000 3D+ Personal settings window, enter the Backstage view and click the
User Settings command.

User Settings
|z | Appearance
% Confirmations

Business Settings % Colors: Status
‘A AnyCount
Advanced 22| Position of Custom Fields
Settings =4 Email
Database
Settings
Help
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3.1.1. Appearance

Here you can customize the general appearance of TO3000 3D+.

Skins - choose between several skins for TO3000.

Color Scheme Accent is only active when No Skin is selected and determines the color of the
header in the main window and the sidebar in the Backstage view.

Interface Font and Interface Font Size - chose and size the font used for the TO3000 interface
and tables.

Use System Font instantly switches the used font to the one used by your system interface.

Rich-View Font and RichView font Size - Choose the default font for large test fields like the
General Information fields or Knowledgebase topics.

Use Default Font resets the RichView font to Times New Roman, size 12.

Touch-Friendly User Interface - check this to make interface buttons larger and easier to use
with a touchscreen.

Collapse Ribbon - check to hide the Ribbon whenever it is not in active use. This can also be set
by right-clicking the Ribbon itself.

Save Workspace state on logout - check to save the state of all windows open in the Workspace
and re-open them automatically when you launch the program next time.

Remember last open tab in Clients, Projects - if checked, new Clients and Projects windows
will open on the same tab the last window of the same type was closed on. Otherwise, they will
always open on the Main tab.

(L] Appearance
« Confirmations Skins: Color scheme accent:

D Colors: Status -

A AnyCount

B Position of Custom Fielc Interface font: Interface font size:

1 Email T Segoe Ul - |11 +| | Use System Font
RichView font: RichView font size:
H Wide Latin - 12 ~| | Use Default Font

Touch-friendly user interface
Collapse Ribbon

Save Workspace state on logout

Remember last open tab in Clients, Projects
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3.1.2. Confirmations

Here you can select form a number of automatic consistency checks that will help identify
disparities in job and project parameters.

If the parameters violate a consistency check, a warning message will be displayed on screen
when trying to enter these parameters into the database.

Date Check - checks whether the timelines within jobs and the timelines between projects and
their jobs do not contain disparities, (e.g. a job's deadline being earlier than it's assignment, or a
job's completion being later than the completion of it's parent project). There are three options for
Date Check:

1 Notify and Deny - an error message will appear and the new data will not be entered.

1 Notify and Ignore (optional) - a warning message will appear, and ask the user whether they want
to ignore the disparity and enter the new data.

1 No Check - Date Check is disabled completely.

=] Appearance

% Confirmations Dates check: Assigned, Deadline, Completed:
‘¥ Colors: Status

A AnyCount Motify and deny

[ Position of Custom Fields 9 Notify and Ignore (optional)

=1 Email Mo check

L=} Local File Store
Description:
Middle Level. In case of the dates' disparity, the user will receive an

error message with two options: Ignore or Fix the disparity for
further processing.
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3.1.3. Colors: Status

To make job, project, quote and invoice tracking more effective, TO3000 3D+ uses different colors
to mark records with different statuses.

You can change the colors to mark off item status on the Colors: Status tab of the User settings.
To open the Colors: Status tab, go to Backstage > User Settings and click Colors: Status.

Use the corresponding buttons to open a color panel and set the color for each status of quotes,
current projects and jobs, outstanding invoices.

A color highlight warning for projects and jobs is even more customizable: you can specify how
much in advance warning statuses are assigned.

[=] Appearance

& Confirmations Current Projects and Jobs: Quates:
) Colors: Status
A AnyCount Deadline is in the future: ) Use warning color Accepted ]
lz2z| Position of Custom Fields Deadline is today: ) S| days and In Process B
[=1 Email = -
[E} Local File Stare Deadline is in the past: | 3| hours in advance Rejected ]
Received -
Corrected [ ]
Outstanding Invoices: Currently selected row in all tables:
Mot Due Yet: ) Text Color
Due today: = Background
Overdue: |
Reset All to Default
3.1.4. AnyCount
You can specify AnyCount settings (general and specific for different file formats) on the
AnyCount tab of the User Settings window.
Al - - =
(] Appearance csv | EBeoF T XML = v 9 Hip B2 cHM % ODT, SXW, SDW
% Confirmations
4 Colors: Status E oDs, sxc, sbe & oor,sxison | B8 sie | B opus | ™) wsp, wspx . BMP, JPG, PNG, .GIF
AnyCount =
A AnyCoun = common DOC, RTF, WPD, DOCX XLS, XLSX PPT, PPS, PPTX &l v

[28] Position of Custom Fields
[ Email

! Skip Numbers
=5 Local File Store

W1 show Full Path
M Multi-Core Processing
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Common options

When the Skip Numbers check box is selected, AnyCount produces a count omitting numbers in
the documents.

If Show Full Path is selected, then in the AnyCount Notes (which appear after you use AnyCount
when creating a Client Job ) you will see the full path of the file counted.

Multi-Core Processing should only be enabled on multi-core machines.

File type specific options

To configure counting options for specific file types, click the tab with the required file type.
Different file types have different options, mostly concerning which types of contents should and
should not be counted.

BNOTE: You can perform counts of .wpd files only if you can open them with Microsoft Word ,
i.e. you need specal Microsoft Word packages for working with .wpd files to be installed.

3.1.5. Position of Custom Fields

To fit your individual needs and add different kinds of additional information you can create custom
fields of various types: number, checkbox, string, text, date, time, date and time, for each major
part of the database & Clients, Projects/Prospects and Business Expenses. Custom fields
can be grouped into custom groups.

Custom fields can be added on the Custom Fields section of the Advanced settings window.

On the Position of Custom Fields section of the User settings you can change how custom
field groups are displayed.

To open the Position of Custom Fields tab, go to Backstage > User Settings and click Position
of Custom Fields in the left part of the window.

Choose either the Top or Left option to place custom groups' tabs in the corresponding location.

[+ | Appearance
% Confirmations Position of group tab : Example

4 Colors: Status

h An}fCount e TOp Groupl GI'OLIp2 GrOUp3
22| Position of Custom Fields

Left .
=] Email Custom fields of group 1

=5 Local File Store
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3.1.6. Email

Here you can set up an e-mail connection for TO3000.

Enter the Address, connection type, and access credentials (if needed) for your SMTP server.

2| Appearance

% Confirmations

%0 Colors: Status

M AnyCount

22| Position of Custom Fields
[~ Email

=} Local File Store

Save outgoing mail into

SMTP Server

Server:
Connection: |Regular v

Port: |25

Use Authentification

IMAP folder: Do not save mail Configure...

MName: [William McSun
Email Address: 'wms@translation3000.com

Organization: |Vitaliy Gutyk

iz Connection Test
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Also you can set up an IMAP folder to store your outgoing mail:

1. Click Configure to open the Edit IMAP Sent Folder window.
2. Enter the Address, connection type, and access credentials to the IMAP server.
3. Import the server's folder list and choose the folder for your Sent mail.

Edit IMAP Sent Folder X
IMAP Server
Server:
Connection: |Reqular v
Port: 143
User Name:
Password:

Request IMAP Folder List

IMAP Sent Folder: (Do not save mail v

Ok Cancel

You can also specify the default 'From' line of your TO3000-generated e-mails by entering your
name, e-mail and company name.

Click Connection Test to check if the connection parameters were entered correctly.
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3.2. Business settings

To open the Business Settings window, enter the Backstage view and click the Business
Settings option.

=

User Settings
k4] Groups of Services

] Services
(9 volume Units
S& Unit Ratios

Business Settings

Advanced S Currencies

Settings 7 Exchange Rates
[ Taxes

Database [ Discounts/Markups

Settings @ Countries

@ categories

i} Payment Methods

2 Templates

'] Email Templates

Exit
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3.2.1. Groups of Services

On the Groups of Services tab you can specify the kinds of services you offer to your clients
(e.g. translating, editing etc.). When creating jobs or setting prices in TO3000 3D+ you will have
the possibility to specify the group of services, selecting it from the list created here.

To create a new group of services click the New button and enter the name of the group in the
New Service Group window displayed (50 characters maximum).

Checking Not Available for future choice will prevent the group from appearing in the drop-down
lists of the New/Edit Job windows.

A group of services cannot be deleted if it has any services in it.

k) Groups of Services
L Services

) volume Units ~ Group

H& Unit Ratios ¥ Click here to define a filter
S Currencies

=7 Exchange Rates
[ Taxes

[ Discounts/Markups Mew Service Group 7 b4
& Countries

© categories

[ Payment Methods |
Templates

Mew Edit Delete

- Maone -

Consulting

Group of Services:

. Mot Available for future choice
YE| Email Templates

o] Cancel
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3.2.2. Services

On the Services tab of the Business Settings window tab you can enter a list of services you
offer to your clients; (e.g. translating from English to French). While creating jobs or setting prices
in TO3000 3D+ you will have the possibility to specify the service, selecting it from the list created

here.

To open the Services tab click Services in the left part of the Business settings window.

Each service belongs to a group of services.

To add a new service click the New button, select a group of services and enter the name of the
service (50 characters maximum).

Checking Not Available for future choice will prevent the Service from appearing in the drop-
down lists of the New/Edit Job windows.

A service cannot be deleted if it is used in any price, quote or a job.

L) Groups of Services
[l services

2 Volume Units

28 Unit Ratios

S Currencies

=7 Exchange Rates
| Taxes

[ Discounts/Markups
& countries

) Categories

[ Payment Methods
Templates

Ll Email Templates

Edit Service

Service:

additional work

MNew Edit Delete
#  Group of Services Service
¥ Click here to define a filter
- Mone - - Mone -

I Additional wark

Mot Available for future choice

Group:

Other

LR I Ty

QK Cancel

TSI — & A aen e e
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3.2.3. Volume Units

On the Volume Units tab of the Business Settings window you can create and manage the list
of volume units, which you will use for entering job volumes.

To open the Volume Units tab, click Volume Units in the left part of the Business settings
window.

&4 Groups of Services

MNew Edit Delete
L Services
(&) volume Units #* Name
HE Unit Ratios ¥ Click here to define a filter
= Currencies - None -

57 Exchange Rates
1 Taxes

[ Discounts/Markups Edit Volume Unit 7 x
& Countries
@ categories
= Payment Methods
Templates

] Email Templates

characters (with spaces)

MName:

| Used by AnyCount Used by ExactSpent

WVolume Unit consists of:
55 Unit Type
) Words
() Characters (with spaces)

@ Characters (without spaces)

QK Cancel

To add a new custom volume unit, click the New button, and enter the name of the unit. If the unit
you are creating consists of words/characters (with or without space) and you want to use it for
text counting with the built-in AnyCount:

1 select the Used by AnyCount option;

1 specify if it consists of words/characters (with or without spaces) selecting the correspondent option and
number of words/characters in the new unit. (For example, volume unit "lines" can consist of 55 characters
without spaces).

If the unit does not refer to text volume, e.g. "hours", leave the Used by AnyCount option
unselected. Instead, you may check the Used by ExactSpent box to allow the unit to be used in
tandem with the ExactSpent program.
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3.2.4. Unit Ratios

On the Unit Ratios tab of the Business Settings window you can specify how many basic units
(words by default) any Volume Unit is equivalent to.

This is used when calculating Job volumes as converted into basic units.

& Groups of Services

MNew Edit Delete
L Services
{9 volume Units * Unit =words
2E Unit Ratios 7 Click here to define a filter
i Currencies characters {with spaces) 0,15
=) Exchange Rates . .
[ Taxes Mew Unit Ratio 7| x
[z Discounts/Markups
& couni Yoo i space IS -] worts
@ categories
[ payment Methods
Templates
FE] Email Templates

oK Cancel

The New button opens the New Unit Ratio window, which can be used to select a volume unit
form a drop-down list and enter how many basic units the unit is equivalent to.

The Edit button opens currently highlighted unit ratio for editing.

The Delete button deletes currently highlighted unit ratio.
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3.2.5. Currencies

On the Currencies tab of the Business Settings Window you can create and manage the
list of currencies, which you will be able to use in all TO3000 3D+ financial records. To open the
Currencies tab click Currencies in the left part of the Business settings window.

k) Groups of Services
bl Services

L2 volume Units

A& Unit Ratios

S Currencies

57 Exchange Rates
[ Taxes

[z Discounts/Markups
& countries

@ categories

[ Payment Methods
Templates

EE Email Templates

Mew Edit Delete

# Currency Description

g Click here to define a filter

I Australian Dollar

Edit Currency T ox

3-letter Abbreviation:
Descriptive Name:

Australian Dollar

Ok Cancel

To add a new currency click the New button, enter the 3-letter abbreviation for the new currency
in the New Currency window and the description of the currency (i.e. long name, 50 characters
maximum) in the corresponding fields.
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3.2.6. Exchange Rates

TO3000 3D+ provides you with the ability to assign a different client currency to each client, and
still be able to see &he whole picturedusing your base currency. (The base currency is set in
the General section of the Advanced Settings window)

On the Exchange Rates tab of the Business Settings window you can specify the exchange
rates between your base currency and other currencies used.

To open the Exchange Rates tab click Exchange Rates in the left part of the Business settings
window.

b Groups of Services

_ Mew Edit Delete
|l Services
(2 volume Units #  Currency Description =EUR.
SE Unit Ratios % Click here to define a filter
= Currencies AUD Australian Dollar 0,6501
—J Exchange Rates Mew Exchange Rate ? | x

L] Taxes

[ Discounts/Markups

& Countries 1 [AUD v = EUR | T
@ categories

= Payment Methods

Templates

E] Email Templates

QK Cancel

To create a new exchange rate record click the New button, select the required foreign currency
from the drop-down list and specify the rate.

J’NOTE: The currencies list consists of currencies added on the Currencies tab of the Business
settings window.
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3.2.7. Taxes

TO3000 3D+ provides you with the ability to automatically consider taxes when issuing invoices.
You can specify tax names and rates on the Taxes tab of the Business Settings window.

To open the Taxes tab click Taxes in the left part of the Business settings window.

k) Groups of Services

_ Mew Edit Delete
e Services
{2 volume Units *#  Name Value
SE Unit Ratios ¢ | Click here to define a filter
i Currencies AN Tax return
=] BExchange Rates
[ ] Taxes Edit Tax ? [ x
Discounts/Markups
= ) / P Tax Mame:
@ Countries

© categories M
=5 Payment Methods
Templates

EE Email Templates -7,00

Tax Value (36)

Ok Cancel

To add a new tax record click the New button, and enter the tax name (50 characters maximum)
and value (rate) in the appropriate fields. Please note, that tax the rate is entered as a percentage.
You can enter negative values to specify tax returns.
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3.2.8. Discounts/Markups

TO3000 3D+ provides you with the ability to add and automatically consider discounts and
markups when issuing invoices.

You can specify discount/markup names and rates on the Discounts/Markups tab of the
Business Settings window.

To open the Discounts/Markups tab click Discounts/Markups in the left part of the Business
settings window.

k) Groups of Services

Mew Edit Delete
e Services
{2) volume Units * MName Value
H& Unit Ratios ¥ Click here to define a filter

S Currencies
=7 Exchange Rates

Il Farly payment discount

Edit Discount 7 b4
|1 Taxes
[ Discounts/Markups
@ Countries Discount Name:

© categories
=2 Payment Methods

Templates Discount Value(%)
HE] Email Templates

Early payment discount

-7,00

Ok Cancel

Discount rate (value) should be negative; Markups are entered/edited in the same New
Discount/Edit Discount window but must have a positive value.

To create a discount or markup, click the New button, enter Discount/Markup name and value
(rate) in the appropriate fields. Please note that rate should be entered as a percentage (but
without the "%" sign).
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3.2.9. Countries

When creating a new client record in TO3000 3D+ you can enter the postal address and specify
the country by selecting it from the drop-down list. On the Countries tab of the Business Settings
window you can manage the list of countries mentioned above.

BNOTE: By default, the TO3000 3D+ database already contains an almost exhaustive list of
countries.

To open the Countries tab click Countries in the left part of the Business settings window.

The entries for each country contain it's name, flag (optionally), and time zone.

k) Groups of Services

New Edit Delete

Ll Services
(9 volume Units # Mame Time Zane Time Zone Reristry Name Flag
HE Unit Ratios * Click here to define a filter
i Currencies Denmark (UTC+01:00) Brussels, Copenhag... Romance Standard Time = =
=) Exchange Rates . . o - -
[ Taxes Djibouti (UTC+03:00) Nairobi E. Africa Standard Time ’
& Di k Dominica (UTC-04:00) Georgetown, La Paz,.. SA Western Standard Time —@—

iscounts/Markups = : =y
@ TR T Dominican Republic (UTC-04:00) Georgetown, La Paz,... SA Western Standard Time ‘=
@ categories East Timor (UTC+08:00) Kuala Lumpur, Sing... Singapore Standard Time
[£d Payment Methods Ecuador (UTC-05:00) Bogota, Lima, Quito  SA Pacific Standard Time o]
Templates Egypt (UTC+02:00) Cairo Egypt Standard Time ——
"] Email Templates El salvador (UTC-06:00) Central America Central America Standard Time ——

—

3.2.10. Categories

Categories settings allow you to add, edit and remove custom types of info notes displayed on
the Info tabs of the Client and Project windows.

To open the Categories tab click Categories in the left part of the Business settings window.

k) Groups of Services

Mew Edit Delete
Ll Services
L2 Volume Units * Category
S& Unit Ratios 7 Click here to define a filter

= Currencies
57 Exchange Rates

Accountant Mote

For Experts' attention

] Taxes

(] Discounts/Markups = llE -

& Countries Project Manager Mote
@ Categories Read First

:z| Payment Methods Sales Person Mote

Templates
HE| Email Templates

To add a new category click the New button, and enter it's name.

Advanced International Translations



Translation Office 3000 Help

3.2.11. Payment Methods

The payment method is one of the many parameters that can be added to an invoice when it is
issued with TO3000 3D+. The payment method contains details for performing the payment (bank
details, for example).

You can create/edit/delete payment method records on the Payment Methods tab of the
Business Settings window.

To open the Payment Methods tab click Payment Method in the left part of the Business settings
window.

k) Groups of Services

Mew Edit Delete
l Services
(<) volume Units v Payment Method
H& Unit Ratios #| Click here to define a filter
< Currencies I Eank wire transfer

3 Exchange Rates
| Taxes Edit Payment Method 2 x

B D|5c0u.nt5,-“Markup5 Payment Method:
@ Countries

'ﬁ' Categories Bank wire transfe

(=] payment Methods Description:
Templates

: (Bank account details)
EE Email Templates

0K Cancel

To add a new payment method click the New button, enter the payment method's name (150
characters maximum) and description in the corresponding fields.

3.2.12. Templates

All documents issued in TO3000 3D+ can be saved in the .rtf format and/or printed/sent via Email
using corresponding .rtf templates.

All templates are stored in  subfolders of the Templates folder at
C:\Users\Public\Documents\AIT\TO3000, Version 3D\Templates.
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On the Templates tab of the Business settings you can manage templates and folders inside
the Templates folder.

Tree filed displays the structure of template folders. By default, the Templates folder contains
three subfolders: CLIENTS, PROSPECTS and PROJECTS. The CLIENTS and PROSPECTS
folder contain separate subfolders for each document type.

&y Groups of Services Templates In'A

Ll Services _ 4~ CLENTS B company Profile with Prices - Template - English
:;ﬁ Vo!ume_Umts Credit Notes IE_I]General Prices for Clients - Template - English
& Unit Ratios Invoices

B prices for Single Client - Template - English

i_ Currencies Jobs B yser profile with Prices - Template - English
= Exchange Rates = 1y Payments

] Taxes ' Prices

|| Discounts/Markups Quotes

& Countries Refunds

@ categories | L PROJECTS

|=5 Payment Methods 4- |, PROSPECTS

Templates Prices

tE] Email Templates Quotes

File options

Template files contained in the currently selected folder are displayed in the right field. Double-
click a template to edit it. Selecting and right-clicking a file or folder will open the standard Windows
context menu for it.

3.2.13. Email templates

Here you can create and edit Email templates - standard messages meant to accompany template
based documents when sending them to your clients via the Mail Sender.
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3.3.

&) Groups of Services

New Edit Delete
Ll Services
(2 volume Units Clients #* Template name Template subject
46 Unit Ratios Prices 3 Click here to define a filter
= Currendies e il invoice to dient -1 [Invoice \INVOICE_CODEY for \CLIENT_NAME\
=) Exchange Rates Jobs
B Taxes — Edit Client Invoices template [ x
[] Discounts/Markups Payments
s Countries Credit Notes (Tt
@ Categories Refunds lInvoice to client - 1§

=] Payment Methods

Prospects Template subject:

Temp\ates Prices P et

' Email Templates Quoates Invoice \INVOICE_CODE\ for \CLIENT_NAME\
Praojects

Template text:

Dear \CONTACT_NAME\,

Thank you for the opportunity to do business with you. Please review the attached invaice, #
\INVOICE_CODEY, for the recent services I provided. Payment is due \CLIENT_PAYMENT_TERMSY

I lock forward to working with you again soon.
Kind Regards,
NCURRENT_USER_NAME\,

NCOMPANY NAMEY
VATTACHPDF,

Nate: You can use variables from the corresponding RTF templates

oK Cancel

The left frame contains the list of RTF template-based documents, and the right frame contain a
list of email templates for the currently selected type.

Use the New, Edit and Delete buttons to manage the email templates.

When editing E-mail Templates, you can add the same variables that are used in the
corresponding RTF templates both to the subject line and the body of the e-mail. See below for a
list for links to topics covering all variables.

Advanced settings

Advanced settings can be used to manage the more complex aspects of TO3000 3D+, like
global codes, folder settings, database customization and custom report building.

To access Advanced Settings enter the Backstage view and click the Advanced Settings
option.
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P

User Settings

Business Settings

Advanced
Settings

Database
Settings

Help

l@ General

'L waorkflow Mode
= Folders

Codes

ke’ salutations

2L Template variables
B Queries

Bl Fields

|=| Reports

d CATCount
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3.3.1. General

This tab of the Advanced Settings includes a set of general options for TO3000 3D+:

i@ General

S Workflow Mode

[= Folders My Logo

i Codes

B Salutations

2L, Template variables Base Currency: EUR

;Jz 2:&295 Base Unit: words

|= Reports Postal Address Format: Street Address 1

d CATCount Street Address 2
City
State
7P Code
Country

! Invoices in the middle of the range can be deleted
Enable numbering of Client Invoice copies

+| Enable ExactSpent feedback

Changing your logo

You can load you personal logo into TO 3000 by clicking the My logo button and choosing Paste
or Load. A miniature version of it will appear on the Backstage button.

Changing the base currency

To set your Base Currency, click the Base Currency: button. The list of currencies available for
selection can be configured with the help of Currencies section of Business settings. After
switching to a different currency, you will immediately be prompted to define it's exchange rates
to all other currencies.

Changing the base unit

To set the Base unit for your database, click the Base Unit button and select a unit from the drop-
down list. After switching to a different unit, you will immediately be prompted to define it's ratios
to all other units.
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Postal address format

Click the Postal Address Format: button to change the order in which elements of the postal

address appear in printable documents. This will affect data displayed by the
\CLIENT_ADDRESS\ variable

Edit Postal Address Format x

Street Address 1

Street Address 2

City Move Down
State

ZIP Code

Country

Reset format

Address Fields Delimiter:

Ok Cancel

Use the Move Up and Move Down buttons to change order of postal address elements. If you
need to separate postal address elements using some special character (e.g. a comma), you
can type this delimiter in the Address Fields Delimiter field.

Additional options

By default you cannot delete an invoice if the invoice with a larger code has been already issued
(however in this case the invoice can still be voided). To enable deletion of invoices in the middle
of the invoice range, select the checkbox Invoices in the middle of the range can be deleted.

You can add a field specifying the invoice copy number by selecting the Enable numbering of
Client Invoice copies checkbox. This will enable the Number of copies field in the Edit Invoice

window. Number specified in that field can be added to printed invoices with the help of the
\INVOICE_COPY\ variable.

If you have ExactSpent installed, the Enable ExactSpent feedback option will allow you to set
the degree of integration with ExactSpent. If enabled TO3000 will both send Job data to
ExactSpent and receive it. If disabled TO3000 will send Job data, but not receive any feedback.
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3.3.2. Workflow Modes

The Workflow Modes menu is used to choose the workflow mode used in TO3000 3D+. There

are two modes available:

IWith Projects Mode. This workflow mode allows to group jobs in a project.

IWithout Projects Mode. This workflow mode allows to work with jobs without creating a project.

Select the mode you want to use and click Set Now.

@ General

|ILf workflow Mode
|= Folders

@ Cades

88> Salutations

L Template variables
s Queries

B Fields

|=| Reports

d CATCount

3.3.3. Folders

Choose Mode:

@ Wwith Projects Mode

Set Now

(©) Without Projects Mode

Description:

Three-level structure: Client-Project-Client Job. Each
Client has Projects assigned to it. A number of Client
Jobs will be attached to each Project. Client Jobs
cannot be created directly, users must first generate a
Project.

The location of Business folder as well as automatic folder creation options can be changed via
the Folders section of the Advanced Settings window.

To change the location of Business folder:

1. Go to Backstage > Advanced Settings.

2. Click the Folders section.

3. Click the Change button.

@ General

L] Workflow Mode
|=» Folders

Codes
Salutations

(H & &y

=z Template variables

General | Client Folder | Project Folder

Location of TO3000 Business Folder:

Change D:\Business\
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Additional folder settings

To add custom subfolders to Client or Project folders, open the respective tab (Client Folder,
Project Folder (With Projects Mode only) or Client Job Folder (Without Projects Mode only),
and create the required folders there. Any folders added to the folder structure this way will be
automatically added to each new Client or Project folder.

To disable the automatic creation of Client or Project folders, clear Automatic Folder Creation
check boxes on the Client Folder or Project Folder tab.

NOTE: This will only affect the folders created after the change. Existng folders will not be
altered.

l@ General

Sl workflow Mode
[=» Folders M Automatic Folder Creation:

i Codes

B} salytations ~{= Incoming Add Folder
L, Template variables - Outgaing

% Queries = work

5 Fields

=l Reports

¢ CcATCount

General | Client Folder | Project Folder

Project Folders names consist of:

Update Folders
! Project Name

The Project folder tab has an additional option - set whether Project names are included in the
names of individual project folders. Click Update Folders to immediately rename all existing
project folders.
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3.3.4. Codes

In TO3000 3D+ "global" codes are used to identify projects, clients, and invoices. These codes
are generated automatically each time a new project, client or invoice is created, and cannot be
edited by users.

1@ General Mext Codes: Mext Project Code: 61

'S} Waorkflow Mode Mext Global Invoice Code: 71
= Folders

il Codes
> Salutations
L Template variables

Ha Queries Global Invoice Codes:
B3 Fields

|=| Reports Prefix: Suffi

d caTCount ACME-T .0, AIT-I- Y e.q. /YYVY

Available variables: ¥YYY. YY: Year. MIM: Month. DD: Date

Enable annual numbering resets:

Codes in naming of .RTF files
Invoices for Clients:

Client-Specific -

Setting Next Codes

Click the Next Codes button to forcefully set the next Global Code which will be assigned to
the next Project created and the next Invoice issued.

’NOTE: The next code cannot be lessthan the last code of this type in the database. Thus if
you already have a project with code 010, the next project code cannot be set 10 or less (even if
some projects were deleted).

Editing Global Invoice Code display format

Also you can customize the prefix and suffix of Global Invoice Codes and enable annual
numbering resets.

To add a prefix or suffix to invoice codes, type it into the Prefix or Suffix fields directly. If you wish
to add a date or year as a prefix, use the common Windows date codes to specify the format in
which the date must be added to the global invoice code:
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Example:

YYYY - will display a four digit year, while YY will display two digit year;
MM - will display the month number;

DD - will add the date to the template.

Regulations in some countries may require resetting invoice counters each year. TO3000 3D+
can be configured to start invoice counting anew each year, starting with the first invoice issued
in a new year. Select the Enable annual numbering resets checkbox to enable annual invoice
code resets and adjust the reset date if needed.

’NOTE: After Enable annual numbering resets is selected, thes resets cannot be rolled
back.
Codes in naming RTF files

Codes in naming of .RTF files options determine what code will be used when automatically
generating names for invoice files, saved by TO3000 3D+ in your Business folder. Either the
Clienti Specific or Global code can be used.

3.3.5. Salutations

Salutations will be automatically added to contact names in your invoices. Use the Salutations
section of the Advanced settings window to add new salutations or modify existing ones.

Salutations are assigned to contacts on the Contacts tab of the Client window. See Creating
contacts topic for details.

@ General

Mew Edit Delete
Z} Workflow Mode
= Folders # Salutation Gender
@]] Codes 7 Click here to define a filter

[E ] 1
¥ Salutations I

L Template variables

% Queries Edit Salutation 2 —
B Fi _
 Fichcs Salutation:
|=| Reports
d CATCount Frau

Gender:

Female -

Male

Undefined

OK Cancel
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To edit salutations:
1. Go to Backstage > Advanced Settings.
2. Click the Salutations section and click New, or select a salutation and click Edit..

3. Enter the salutation and select the associated gender (Male, Female or Undefined), then click
OK.

3.3.6. Template Varaiables

Onthe Template Variables tab of the Advanced Settings window you can create global custom
variables, which may be used afterwards in any .rtf template.

= Example:

If you enter EMAIL as the name of q variable and info@marsonlymars.com as the content, you
will be able to use the \EMAIL\ variable inside all your .rtf templates. When a document is
generated from a template, all variable names will be replaced with their contents.

i@ General New Edit Delete
5| workflow Mode
= Folders * Variable Mame
¥ Codes ¥ Click here to define a filter
e, ;
77 Salutations
PAYMENTL

EL Template variables
% Queri I8 CORPADDRESS
g Queries
B Fields Edit Variable 7 b4
|=| Reports Marme:

CATC t
¢ oun D NcoRPADDRESS \

Content:

Galatea, 610, Madrid, Spain, 28042

this example custom variable - \CORPADDRESS), is global and can be used in
any .RTF-report throughout Projetex

0K Cancel

Galatea, 610, Madrid, Spain, 28042

this example custom variable - \CORPADDRESS) is global and can be used in any
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To edit custom variables:
1. Go to Backstage > Advanced Settings.
2. Click the Custom Variables section.

Variable contents can be edited either in the Edit Variable window, or directly under the variables
list, where the contents of the selected variable are displayed,

3.3.7. Queries

SQL-versed users can extract any data directly from the TO3000 3D+ database with the help of
custom queries. Information extracted with the help of queries can be exported in common file
formats like XLS, CSV, HTML, PDF.

To access custom queries:
1. Go to Backstage > Advanced Settings.
2. Click the Queries section.

The Queries section displays the list of available queries. Double’ click any of the queries in the
list to open this query in the Query Builder window for editing.

@ General

'L} workflow Mode f :\aemntejobs Mefw

= Folders Edit

& Codes Client Jobs (with Model)

B} Salutations Clients - Invoices Delete

[Z; Template variables Clients - Invoices (with Model)

i Queries Clients - Payments Export Data

Hi Fields Clients - Prices Print Data

|= Reports Clients with custom fields (with Model)

4 caTCount Custom Queries (with Madel) iwT
Customn Reports (with Model) =
Projects (with Model) Save
Projects2 (with Model)

L

M4 4 10f11 P B

Description:

Client Jobs Query. Uses links with Invoices, Projects, Services, Units, Currencies, Clients, Project
Managers tables.

Exporting and printing query results

To export the data gathered by a certain query, select this query and click Export Data button.
This will run the currently selected query and prompt you to select the format of the output file.

To print the resulting data of a query, select it and click the Print Data button. This will open the
Print Preview window. Click the Print button to send the query results to chosen printer.
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Loading and saving queries

Queries can be saved to and loaded from special .px15 files.

To save a query in a .px15 file, select it and click the Save button. Enter name of the file and click
Save button.

To load a query from a .px15 file, click the Load button and use the Open TO3000 3D+ Query
window to locate the required px15 file.

3.3.8. Fields

A =Aa=a -4 A

TO3000 3D+ supports database structure customization in the form of adding custom fields to
certain tables in the database. Custom fields can be added via the Fields section of the Advanced
Settings window.

3NOTE: You can create custom groups of fields as well and varables for using custom fields
value in your .rtf templates!

To edit custom fields:
1. Go to Backstage > Advanced Settings.

2. Click the Fields section.

The following windows contain Custom fields tabs:

1. Clients:

The Main tab of the Client/Prospect window (Next to Client/Prospect profile)
Quotes to Clients/Prospects (New/Edit quote window)

Client/Prospect Jobs (New/Edit job window)
Invoices to Clients/Prospects (New/Edit invoice window)
Business Expenses (New/Edit expense window)

2. The Main tab of the Project window (Next to Project profile)
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Creating groups of custom fields
1. Select the table to which a new custom field must be added by selecting the corresponding tab.
2. Click the New button from the left-hand column of buttons.
3. Specify the name for new Group of fields in the New Custom Group of fields window.

4. Click OK to save changes or click Cancel to discard.

To edit/delete a Group of fields select it from the list and click Edit or Delete button
correspondingly from the upper button row.

INOTE: To be able to delete the Group of fields you need to delete all Custom Fields it
contains first.

To change the order of the Group of fields, i.e. the order of tabs within the Custom Fields tab,
use Move Up/Move Down buttons.

l@ General Clients | Projects
'S workflow Mode
= Folders Main | Quotes | Jobs | Invoices

@ Codes .
()] Change Grou, Fix Sortin
5 salutations @ g d g
L Template variables (2 |%|Group of fields R
5 Queries ) »[Gomemon |
E% Fields ® [+]
Test
|=| Reports
# / r
¢ CATCount Field Mame Field type &

12 |First contact: Date] ¢
Active Client Checkbox

Specialization String
Referral String | 4

Special terms String %

Creating custom fields

1. Select the necessary Group of fields (if you have created more than one).
2. Click the New button from the right-hand column of buttons:

3. Fill the fields of the New Custom Field window:

{Enter the name of the new Custom Field in the Name text box.

{Select the data type of the new Custom Field from the Type dropi down list.

BNOTE: To create a drop-down list, select the String data type, check the "Has fixed set of
values" check box and enter all the possible values.

f(optional) Enter the name for the variable that will possess the value of the new Custom Field;
you will be able to use this variable in the RTF templates.
See also: Templates

fClick OK to add the specified Custom Field or click Cancel to discard.
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Edit Custormn Field

Mame:

Type:

String

Variable:

\ |CLIENT_SPECIALIZATION

V! has fixed list of values:

| Education
Electronics
IT/Computers
Law/juridical
Marketing
Medicine/Pharmacy
il and gas
Telecommunications

oK Cancel

2 x
.;L:I'_]El‘_l
- L
Y
\
L4

To move a Custom Field to another Group of fields, i.e. another tab, click the Change Group

button, and select the target group in the window that opens.

To confirm all changes you have made, click the Confirm Changes button.

To cancel all changes click Cancel button.

The new custom fields appear on the Custom Fields tab of the respective TO3000 3D+ windows.
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3.3.9. Reports

Custom reports can be created edited and deleted from the Advanced settings window.
To manage custom reports:

1. Go to Backstage > Advanced Settings;

2. Click the Reports section to open custom report management options.

[@ General

# Name Compatibility - New
['S] workflow Mode - =
1= Folders Accounting-All Sales Table Monthly 3D (') Edit
codes Accounting-Customer Ledger 30 @
) salutations Accounting-Income and Expense Report 30 @ Delete
L Template variables ¥ ‘Accounting-Income and Expense Report 2 a0 @: Edit Details
5% Queries Accounting-Income Report 3D @
B Fields All Sales Chart-Based on Invoices 3p @
B Reports All Sales Chart-Based on Invoices (selected periad) 30 @
# catcount All sales Chart-Based on Payments 30 @ Preview
All sales Chart-Based on Payments (selected period) 30 @ e
All Sales Chart-Client Jobs a0 @ =
All Sales Chart-Invoices 30 @ Save
All Sales Chart-Invoices 2 30 @

Custom report options

The following options are available for custom reports:

1 The New\Edit\Delete buttons can be used to create\modify\delete the selected report.

1 The Edit Details button provides access to the Edit Custom Report window where you can
change the report's name and description. The names of fixed reports (bundled with the
program) can not be changed

1 The Preview button opens the Preview window where you can see how the selected report
would look on paper and print it if needed.

1 The Load and Save buttons will allow you to download new reports from .PX15 report files
(importing) and save the existing reports to .PX15 files for (exporting).

3NOTE: Ccustom reports which are displayed in Custom Reports section of TO3000 3D+
Advanced settings window, are the ones currently integrated into TO3000 3D+ database.PX15
files are used solely for export-import purposes, thus deleting a PX15file from
CA\UsersaPublic\Documents AIMTO3000, Version 3DReports will not delete any of the reports

in database.

BNOTE: The Compatibility column displays which versions of TO300 the selected report is
compatible with. This allows you to quickly see if you need to update your custom reports after
upgrading the program to the newest version.

Exporting a custom report

To export a custom report, save the required report in a .PX15 file. This file can later be imported
into another TO3000 3D+ database.

1. Select the required custom report in the list.
2. Click the Save button.

3. Specify the name and location for PX15 file being saved.
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Importing a custom report
You can import a custom report to your database from a PX15 file.
To import a custom report, use a PX15 file to load required report.

1. Save the PX15 file being imported to the C:\Users\Public\Documents\AIT\TO3000, Version
3D\Reports folder.

2. Click the Load button.
3. Locate the PX15 file being imported, select it and click the Open button.

Editing a custom report

To make changes to a custom report, select this report in the list and click the Edit button. This
button opens the FastReport window (report designer interface).

The FastReport designer is a complex tool intended for IT specialists. It requires some basic SQL
and Delphi knowledge. A step-by-step creation of simpler reports is described in the Example:
creating a report topic.

For detailed information, please visit the Fast Report Inc. Internet site: http://www.fast-report.com

3.3.10. CATCount

This area contains settings for the CATCount tool, used to calculate volumes of computer-assisted
translation.

l@ General

Change Unit =
'S workflow Mode /! Enabled

= Folders CATCount Unit:
¥ Codes

% Salutations Change words !
2L Template variables » :words
g Queries

% Fields

|= Reports

¢ CATCount

# Units

M4 10f1 P W

Only word-based units available.

Mote: Use Corporate settings to add custom volume units
here.

oK Cancel

Select the Enabled check box to enable CATCount in TO3000.

Click the Change button and select the word-count units in which CATCount must provide its
counts. CATCount supports only word-based units.

When this feature is enabled, the CATCount button appears in New Client Job (Edit Client Job)
and New/Edit Client Quote, windows.

BNote: Units displayed in this list can be edited in the Volume Units area of the Business
Settings tab in the Backstage view.
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3.4. Database settings

Database settings window is used to perform maintenance operations over TO3000 3D+
database.

TO3000 Database string displays full path to TO3000 3D+ database file, which is normally located
at C:\Users\Public\Documents\AIT\TO3000, Version 3D\db\TO30003D.ndf

Database Version string displays the version of TO3000 3D+ database. Version number
consists of program version (9.70.0) and major/minor version of database. Use this string for
reference when manually updating database version with the help of database update scripts.

The Database settings window is used to perform maintenance operations on the TO3000 3D+
database.

User Settings
Database file:

i i C:\Users\Public\Documents\AIT\TO3000, Version 3D\db\TO30003D.mdf
Business Settings

Database Version:

Advanced 3D.183.0
Settings

= Backup L&, Set Database Folder
Database
Settings § Run Update Script | # Transfer Database Files
Help Eg Restare
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3.4.1. Backup

It is recommended to perform regular backups of the TO3000 3D+ database. You can perform a
backup of the database at any time by clicking the Backup button on the Database Settings
window of TO3000 3D+.

Database

Settings [ Backup

Backup Database x

Database:
C:\Users\Public\Documents\AIT\TO3000, Version 3D\db\

Backup Path:
C:\Users\Public\Documents\AIT\TO3000, Version 3D\Backups\

Backup File:

‘03000 3D 2017.04.13 16-55-49.bak| Select

QK Cancel

To perform a backup operation:

1. Go to Backstage > Database Settings, and click the Backup button;
2. Specify the location of the backup file by clicking Select button;

3. Enter backup file name in the Backup File field;

4. Click OK button to begin backup operation.

3.4.2. Run Update Script

In some cases, when you update your TO3000 3D+, the database needs to be updated as well.
Usually the database version is automatically updated while updating TO3000 3D+, however there
may be exceptions. In this case the database can still be updated manually by running a database
update script.

Update scripts are always installed together with TO3000 3D+ and can be found in the
\AIT\Translation Office 3000 Version 3D\Admin\DBUpdates folder in the form of .PTU files.

To update the database using a database update script:
1. Go to Backstage > Database Settings;

2. Click the Run Update Script button from the Database Settings window.
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3. Locate the script which updates your current database version to next version and select it.
Repeat update operation until you have most current database version.

= Example: The installed database version is 10.59.0 and the software update requires the
10.61.0 database version. In this case you need to consecutively run two updates (first
dbx59t060.ptu and then dbx60to61.ptu).

5N OTE:TO3000 3D+ performs a mandatory backup before each database update operation,
for maximum security of data in case anything goes wrong during the update.

3.4.3. Restore

The Restore command is performed to restore the database which you have saved in a backup
file created earlier (by running the Backup command).

Database
Settings

|= Backup
Help i Run Update Script
Exit 5 Restore
Restore Database X

Restore from:

Ch\Users\Public\Documents\AIT\TO3000, Version 300\Backups), Select

To Database:
C:\Users\Public\Documents\AIT\TO3000, Version 3D\db\

0K Cancel

To restore your database from a backup file:
1. Click Database Settings in the Backstage view;
2. Click the Restore button on the Database Settings window of TO3000 3D+.

3. Click the Select button in the Restore Database dialog and locate required backup .BAK file (by
default these files are stored in C:\Users\Public\Documents\AIT\TO3000, Version 3D\Backups\)
and click OK to begin the restore operation.

BNOTE: Itis good practice to backup a database or copy it to another location before running
the Restore function.
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3.4.4. Set Database Folder

The Set Database Folder command is used to switch to a different location with the database
files.

It can be used to, for example connect to a database that is synchronised with cloud storage, or
to switch between multiple databases on the same machine.

i Select Database Fold, 2 [ x
Database file: elect Database Folder

C:\Users\Public\Documents\AIT\TO3000, Version 3D\db\T030003D.mdf Current path to TO3000 database:

Database Version: C:\Users\Public\Documents\AIT\TO3000, Version 3D\db\
3D.183.0
Destination path to TO3000 database:
C\Users\Public\Documents?, Default
| Backup |4 set Database Folder
Foxit Software -
4§ Run Update Script |4, Transfer Database Files >+ J. Recorded TV
CninkHa Myauka
¢ Restore

CninkHi Bigeozannci
CRiNkHi 4okyMEHTH
CniNkHI 23BAHTEXEHHA
CRiNbHi 206paKeHHA

Windows

WinRAR

(aiiau nporpam

Daiinu nporpam (x86)

JokaneHuid guek (D:)

F* Database file TO30003D.MDF is in this folder

Set database folder

Close

To point the program to a different database location:
1. Click Database Settings in the Backstage view;
2. Click the Set Database Folder button on the Database Settings window of TO3000 3D+.

3. Navigate the folder tree to the location of the database and click the Set Database Folder
button under it.

The window will inform you if the currently selected folder contains the required files. Click the
Default button to return to the default database location.
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3.4.5. Transfer Database Files

The Transfer Database Files command is used to move the database to a different location on
your machine.

It can be used to, for example, put the database in a cloud-synced folder, so you could access it
from multiple machines by installing TO3000 there and using the Set Database Folder command
to point it to the cloud folder.

Database file;
C:\Users\Public\Documents\AIT\TO3000, Version 3D\db\TO30003D.mdf

Database Version: Transfer Database 7 x
3D.183.0 Current path to TO3000 database:
C:\Users\Public\Documents\AIT\TO3000, Version 3D\db\
\= Backu L& Set Database Folder
= 2 o Destination path to TO3000 database:
ff Run Update Script | & Transfer Database Files CAUsersy, Default
[5¢ Restare -}, NVIDIA Corporation =
PerfLogs
temp
tatalemd

- Users

: Business

BusinessServer

b Default

> 4. MSSQLSPAD

gy User

:--.-; AgMUHACTRATOR
CninsHa

}¥ Database can be moved into this folder

Transfer database to the new location

Close

To move your database to a different location:
1. Click Database Settings in the Backstage view;
2. Click the Transfer Database Files button on the Database Settings window of TO3000 3D+.

3. Navigate the folder tree to the desired location for the database and click Transfer database
to the new location .

The window will inform you if the currently selected folder is eligible for transfer. Click the Default
button to return to the default database location.
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4. Dashboard

The Dashboard displays basic information about the state of Client Jobs, Invoices, and Projects
in the form of a series of widgets.

| & | pashboard |
@ @ @ & @ @ @ @

Open Mot Invoiced Volume Volume Due Date Due Date In Due Date Due Date In
Total Last Month  This Month  This Week Mext 2 Weeks This Month  MNext 30 Days
Client Jobs
Dashboard ~

Client Jobs:
Volume Last Month

Count: 0
Volume: UnitRatio problems

Client Jobs:
Not Invoiced Total

Count: 23
Total: EUR 24634.99

Client Jobs:
Due Date This Week

Count: 0
Volume: UnitRatio problems

Invoices:
Due Date This Week

Count: 0

To open a widget, click the corresponding icon in the Dashboard Ribbon. If that widget is already
open, it will be highlighted instead.

Left-clicking a widget will transport you to the corresponding table and automatically apply the
required filters.

Advanced International Translations



Dashboard

96

To close a widget or group of widgets, right-click each widget you want to close and click "Remove

Widget".
m_r‘f Client Jobs:
—. Volume This Month
Count: 0
Volume: UnitRatio problems
Remove Widget
4.1. Moving and Grouping widgets

Click and drag a widget to move it relative to other widgets. A "shadow" will indicate where the

widget will go when dropped.

Client Jobs:
Due Date This Week

Count: 0
Volume: Unit .r% I.r'IThH:liI:«E.'.'fiA
Due Datte Next Week

Count: 0

Invoices:
Due Date This Week

Count: 0

To move several widgets at once, right-click each, then click and drag one of the selected widgets.

To create a new group of widgets, drag a widget towards the right side of the screen or in between
existing groups. A thin vertical "shadow" indicates that the widget will create a new group when

dropped.
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Invoices:
Total Overdue

Count: 5 :
Total: EUR 12238.36 , Client Jobs:

Due Date ihis Month

Count: 3

Volume: 68500
Invoices:

Groups are separated by a wider gutter than widgets within a group. To move a group as a whole,
click and drag the gutter between its widgets.

‘H Client Jobs:
1y .
Due Date This Week

Count: 0
Volume: UnitRatio problems

s

f% Invoices:
Due Date This Week

Count: 0
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If the number of groups exceeds the width of the screen, you can scroll the screen by clicking the
arrows that appear when you move your mouse to the left or right edge of the window, or by
clicking and dragging the gutter between groups.

Client Jobs:
Mot Invoiced Total

Count: 23
Total: EUR 24634.99

Invoices:
Due Date This Week

Count: 0

4.2. Naming groups

Every time you create a new group of Widgets, you can edit the names of both the new group and
all groups that currently exist.

group 1 x| |group 2 x x

(% Invoices:

Client Jobs: % Invoices:
(] L J ol
Not Invoiced Total Total Overdue Due Date Next Week

Count: 14 Count: 6 Count: 1

Total: EUR 2212728 Total: EUR 15010.36

You can also rename groups at any time, by right-clicking anywhere in the dashboard and clicking
the Rename Group button at the bottom of the window.

)

Remove Widget Rename Group

Dashboard Workspace

Advanced International Translations



99

Translation Office 3000 Help

5. Workspace: Clients

5.1.

Client window

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

To open the Client window click the Client shortcut from the Clients tab of the Ribbon.

Client Window tabs

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

‘: Prospects Projects Q
= =1
IQ @ = |E I’ H;,!:l

Client | Prices Quotes Client Jobs Invoices Credit Motes Payments Refunds Client Accounts Business Expenses

i
i
i

Future Unified Resources =

| e

Contacts | Marketing | Prices | Quotes | Projects | Client Jobs | Invoices | Credit Notes | Payments | Refunds | Account | Files | Info Ca\endar[

1 The Main tab & contains the profiles of your clients. Client records can be created and edited

here.

9 The Contacts tab 0 lists the contacts of the selected client. New client contacts can be added

here.

1 The Marketing tab & contains marketing information for the selected client
I The Prices tab & holds the individual price list of the selected client. Here this client's prices

can be created and edited.

1 The Quotes tab & is used for issuing and managing quotes offered to the selected client.
1 The Projects and Client Jobs tabs & these tabs contain the projects and client jobs of the

selected client.

1 The Invoices and Payments tabs & these tabs hold all the invoices issued to and payments

made by the selected client. Here invoices are created, and linked with payments.

1 The Credit Notes and Refunds tabs & these tabs contain all credit notes received from and

refunds issued to the selected client.

1 The Account tab 8 provides the most basic overview of the selected client's financial

accounts.

1 The Files tab d this tab is used for accessing the selected client's files and folders.
1 TheInfotab & is used for adding various client-related notes.
i The Calendar tab & displays the schematic calendars of the selected client's projects.
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5.1.1. Main tab:

Browsing clients

You can search for specific clients using the Find panel. Enter a few characters from the client's
name, or any other column displayed in the table, and the table will show only the entries that
contain the entered characters.

Click on any client in the list to view and edit the client's profile to the right.
Once a new client has been added, their data can be edited in this profile.

You can create a new client record based on the data (profile, marketing, contact or pricing) of
one of the existing clients by cloning this client. To do so, select a client to clone, click the More...
button next to the Delete button, and select "Clone"

If you no longer actively work with a particular client, you can change them into a Prospect. Click
the More... button and select "Move to prospects".

You can delete a client and all data related to this client (quotes, projects, jobs, invoices, etc.). To
do so, select a client to delete, and click the Delete button.

Each client entry can have a flag assigned to it. The client's flag can be changed by right-clicking
their entry and selecting a flag.

Clients are listed in the form of a table. You can change the columns displayed in the table by
using the Customize Columns option.

NOTE: Due to filter operation (like the local custom filter and global date filter) you may not
be able to see all the clients in the database. Please refer toLocal Custom Filter topic for more
details on filters and access restrictions.

Client profile

On the right side of the Main client tab, you have two tabs: Client Profile and Custom Fields,
which enable you to review and mapgropfiage buttbngoadd i ent 6 s
or edit client profile information:

fCoded cl ick this button to enter or change the clie
the same code, which had been assigned, manually or automatically, when creating the new

client record. This code is also used for naming client folders as well as in codes for Invoices

and quotes. You can also load the client's logo here. It will be displayed above their country's

flag.

fName & click this button to edit this client's name. This name can be up to 150 characters long.

fPostal Address @ click this button to add or change the postal address of the client. See the
Postal Address of Client topic for details.

fContact Info 0 allows you to add or change the contact information of the client. See the
General Contact Information topic for more details.

fWeb 0 opens the Edit Web Links dialog box, providing fields to enter your client's web site
address (URL), as well as their LinkedIn, Facebook, and Twitter accounts. Click the address or
the social media icons to open the corresponding links in your Internet browser.

fPayment Terms & allows you to specify the payment terms for each client, and their minimum
fees. According to these TO3000 3D+ will determine if your invoices to the client are outstanding,
overdue or will be due soon. See the Payment Terms of Client topic for more details.
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1 VAT Number & enter the client's legal tax number to have it automatically displayed and
printed on invoices.

TClient Folder 6 this part of the client's profile can be used to quickly create the client's folder
and access client files. Click the Folder button on the right of the field to open the folder in
TO3000 Explorer (creating it if it does not exist yet).

fClient Currency d this currency will be used to issue quotes and invoices to this client, and to
record payments from this client. All the financial records for this client are kept in both your base
currency and the client currency, converted according the exchange rates you set.

fINext Codes 0 click this button to edit the automatic counters for client-specific codes of quotes,
client jobs, invoices and payments. TO3000 3D+ will use the codes for the next quote, client job,
invoice and payment you create. You can only increase the next code value. See the Next Client
Codes topic for more details.

fLocale Format & different clients usually have different requirements to displaying dates,
numbers and monetary values. Locale format settings are used to configure this format
individually for each client. These formats will then be applied to printable invoices. See the
Locale Format of Client topic for more details.

finvoicing Policy 6 by adjusting the invoicing policy you determine the conditions upon which
TO3000 3D+ will prompt you to invoice client jobs. See the Invoicing Policy of Client topic for
more details.

{General Information 8 any additional information which did not fit into any of the other
sections can be entered here.

IFTP connections & here you can set the parameters for access to the client's FTP folders.
Shortcuts to these folders will be automatically added to the Files tab of this client's window.
See the Client FTP Connections topic for details.

Custom data

The client database can be customized by adding custom fields. Any custom fields that have been
added to the clients database, can be accessed by clicking the Custom Fields tab, next to the
Client Profile tab.
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Postal address of client

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

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

City 8 maximum 40 characters long.
State 8 maximum 40 characters long.

Country 0 you can add additional countries to the list of countries in the Postal Address of
Client window. See the Countries topic for details.

ZIP Code & maximum 10 characters long.

Time Zone & The clients's time zone is set automatically when you select their country, but you
can change the time zone manually as well.

New Client Delete = Profile | Custom Fields
- Code: LIGRA
Enter text to search... - Find Clear
Name: The Lightning Graphics
#* Name Currency 55 Hampton Park Blvd. -
Sfnos e = 2 Capital Heights e —
b * | Time Zone Settings x
Street Address: 55 Hampton Park Blvd. r
Set the Time Zone:
City: Capital Heights Time Zone:
State: ™MD (UTC-05:00) Eastern Time (US & Canada) h
Country: |United States -
P Code: 20743 Current date and time:

14.04.2017 04:11
Local Time: 14.04.2017 0411
Time Zone: (UTC-05:00) Eastern Time (US _Canada)

0K Cancel

oK Cancel
esreeere—rrorosoee—car=reen e <aebase
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General contact information

Clients in TO3000 3D+ have two types of contact information: general, and the contact information
of the client's contact persons (Contacts of Client). A client's general contact information can
contain the following data:

E-mail (up to 2) 8 maximum 250 characters. The Send button becomes active only if a valid e-
mail address is entered.

Phone (up to 4) and Fax numbers 8 maximum 250 characters each.
Notes & a plain text note, not limited by the number of characters.

A client's general contact information can also be added to templates with the help of Client
Information Variables.

Profile | Custom Fields

Contact Info: E-mail: mail@lightning-graphics.com

Edit Contact Info 4

The Lightning Graphics

E-mail: Send
E-mail 2:
Phone:
Phone 2:
Phone 3:
Phone 4:

Fa:

Motes:

Ok Cancel
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Payment terms of client

According to the payment terms of a client, TO3000 3D+ will keep track of unpaid invoices and
update the status of outstanding invoices: overdue, due today, due tomorrow, and so on.

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

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

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

Select Unknown/Other to disable automatic payment terms control.

Profile | Custom Fields

S TR T S e e R T

Payment Terms: On day 10 of the next month (from Invoice date)

Edit Payment Terms X

Between: Unreagistered

and: The Lightning Graphics

Minimum Fee: ?00| - | (0 - Mo Minimum Feg)

-

Within 30 * | days
Onday 10 of the same maonth

g Onday 10 of the next month

Onday 10 of the month following next

Unknown/Cther

Additional Motes:

oK Cancel
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Next client codes

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

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

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

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

Profile | Custom Fields

e T |
Mext Codes for Client X
Client Job: J-LIGRA |3 - 1
Invoice: I-LIGRA |4 -
Payment: P-LIGR& |5 .
Quote: Q-LIGRA &) ;

Ok Cancel
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Locale format of client

Clients from different countries are very likely to have different locale formats. There is no need to
change your own locale format each time you need to print an invoice for a client with a locale
format different from yours.

To have invoices to clients printed according to their own Regional and Language options
(normally defined in the Windows Control Panel), TO3000 3D+ can use separate locale formats
for each of your clients.

The following locale settings can be configured:

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

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

No. of digits after Decimal 8 TO3000 3D+ will round up all numbers in the documents to a
number of decimals specified here. Set this parameter to O if the currency of a client does not
have decimal units. Most commonly the number of digits after decimal is set to 2.

Digit Grouping Symbol 0 this is the symbol which will be inserted between each three digits in
the number, for example in the following number 1 000 000 the digit grouping symbol is a
whitespace.

Date Separator 0 enter the character to separate day, month and year in dates when it is
displayed in short format. For example in the following date 3,31,2008 the date separator
character is a comma. Settings in the Date Separator field will be automatically applied to the
Short Date Format field.

Short Date Format & this is format for the short date display (like 3,31,2008). Enter the required
date format into this field or select one of the available formats using the drop-down list. Use d to
indicate the day, m i for the month, and y 1 for the year. The date separator characters can be
entered manually in this field too. Otherwise the settings from the Date Separator field will be
applied.

Long Date Format 8 these settings configure the display of the long date (like Monday, March
31, 2008). Use four d character to display the day of the week's name, four m characters i to
display the month and y to display the year.

BNOTE: To display an abbreviated day or month name ("Mon" instead of "Monday" or "Mar"
instead of "March") enter 3 d or 3 m characters instead of four.

BNOTE: Full day or month names can be displayed in the short date format by typing 3 or 4
characters in the Short Date F ormat field.
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To configure the locale settings for a certain client, click the Locale Format button in this Client's
profile.

Profile | Custom Fields

Il e ST B e

FTP connections Next Codes Locale Format
Locale of The Lightning Graphics x
Generation of RTF files: |Custom Values A

Default Locale

Custom Values

Megative Currency Format: -1,1 - Samples:

Decimal Symbol: - Positive Number: 123 456 789,00

Megative Number: -123 456 789,00

4r

MNo. of digits after Decimal: |2

Short Date:  14.04.2017

Digit Grouping Symboaol: -
Long Date: 14 keitva 2017 p.
Date Separator: |. A
Short Date Format: | dd/MM/yyyy -
Long Date Format: | d MMMM yyyy' p.' -

OK Cancel

Invoicing policy of client

Invoicing policy settings determine when TO3000 3D+ alerts user to invoice a client's jobs.
According to these settings TO3000 3D+ will assign one of the following statuses to a client's
uninvoiced client jobs as a whole: Not ready for invoicing or Ready for invoicing, followed by
a comment, depending on the current Invoicing policy settings, for example, "Total reached".

These statuses can be viewed on the Client Jobs tab of the Project window, the Client Jobs tab
of the Client window and the Client Jobs window.

M 4 9 of 12 LA N 1
Ready for invoicing: Total reached

Dashboard Work

ace Calendar

L

P

By default, the invoicing policy for all clients states that client jobs must be invoiced immediately
after a client job has been completed.
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The invoicing policy can prompt you to invoice client jobs once their total has reached certain
amount.

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

To configure your invoicing policy regarding a certain client, click the Invoicing Policy button in
this Client's profile.

Profile | Custom Fields

= —

|| Invoicing Policy: After total of USD700: 10 days maximum

Edit Invoicing Policy X

Between: Unregistered
and: The Lightning Graphics

Invoice Client Jobs

() Immediately after completing job

@ EDnI}f after total of invoiced jobs reaches?

700,00

+ Wait accrual no longer than

10 days

Client Currency: USD

QK Cancel

BNOTE: If the Invoicing policy is set to Immediately after completing job  , then Not ready
for invoi cing or Ready for invoicing messages will not be displayed.
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Client FTP connections

FTP (File Transfer Protocol) is a common method of sharing and exchanging work files. Each
client profile in TO3000 3D+ can have a number of FTP connections (addresses of shared folders)
associated with this client. These folders can then be quickly accessed by any user working with
the Files tab of this Client.

The FTP Connection interface in TO3000 3D+ allows for quick access to the specified FTP folder
without having to re-type the login and password each time you connect. The following details can
be specified when creating a connection:

Connection Name & this name has no syntax requirements and can be no longer than 50
characters.

FTP Server 0 the address of the FTP server (for example ftp.server.com). Can be no longer than
50 characters.

User Name & a login, normally issued by the FTP server administrator. This login will be used
when TO3000 3D+ attempts to connect to FTP. Can be no longer than 50 characters.

Password 6 this password will be used when TO3000 3D+ attempts to connect to FTP.

The Passive file transfer option allows you to enable passive mode for this connection. Please
consult your FTP server administrator regarding the type of file transfer you should use. If you are
unsure, please leave the Passive file transfer check box cleared.

Enable FTP over SSL/TLS if the connection supports encryption. Consult your FTP server
administrator as to whether you should use this option.

The Keep connection alive option sets whether TO3000 should continue trying to connect to a
non-responding FTP address. If this option is enabled, you can also set the interval between
connection attempts.
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To add, edit or delete the FTP connections of a certain client, click the FTP Connections button

in this Client's profile.

Profile | Custom Fields

B AR L e

FTP connections

Mext Codes

Locale Form

FTP connections of The Lightning Graphics

x

Available FTP connections:

The Lightning Graphics ”

Edit FTP Connection

Connection Mame:

he Lightning Graphics

FTP Server:

Port:

W

clients.projetex.com

21

User Mame;

lightning_graphics

Passwaord:

[ | Use passive transfer

[ FTP over S5L/TLS

20

|| Keep connection alive

Send interval (command MNOOP), sec.

Close

| oK | | Cancel
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Cloning and converting a client
Cloning

In case the client you are about to create, has the same or similar data as one of the existing
clients, it is recommended to use the clone option to copy selected data from the existing client to
a new one.

Main | Contacts | Marketing | Prices | Quotes | Projects | Client Jobs | Invoices | Credit Notes

Mew Client Delete = -
Clone Client »
p >|:| Clone non-Job parts
= of Global Concepts Universal:

| Contacts
| Marketing
! Prices

oK Cancel

The following data can be copied:

Profile 0 although it is unlikely that two different clients will have the same profile information
(like address or contact details) some information such as payment terms, invoicing policy and
locale settings may be common.

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

Marketing 6 marketing information (Marketing tab of the Client window) can also be cloned.

Prices 0 if a new client has the same or similar prices (Prices tab of the Client window) as one
of the existing Clients, this data can also be cloned.

To clone a client record, select the required client from the list on the Main tab of the Client
window, click the More... button and select Clone. Newly cloned client will appear in the list with
the CLONED string added to their name.
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Converting a client into a prospect
If you no longer actively work with a particular client, you can convert that client into a Prospect.

All the database entries connected to the client and all of the client's files will be moved into the
Prospects database.

To convert a client in to a prospect, click the More... button and select Move to Prospects.

5.1.2. Contacts tab

A Client's Contacts are persons on the client side which you work with regarding this client's
projects.

fiContacts can be associated with projects (by putting one of the client's contacts into the Client PM field).

fiContacts of the client can also be a added to invoices' Attention fields.

To manage your client contacts, open the Main tab of the Client window, select the required
Client and click the Contacts tab.

Here you can create new contacts, as well as edit, delete and clone existing ones.

Global Concepts Universal: Contacts ~

Main | Contacts | Marketing | Prices | Quotes | Projects | Client Jobs

Mew Edit Delete Clone
# Position Salutation Mame E-mail
b Akl Makasawa pri@global...
Project Manager Ms. Misato Shinigawa projects@...

Sales M, Maoto Ikari sales@glo...
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5.1.3. Marketing tab

The Marketing tab of the Client window stores marketing information about the selected client.
This includes a general note, a URL and Email address (Marketing link) and a log of timed
marketing records (Marketing Tracker).

The Marketing Tracker can contain any number of records, each having a Date, Subject (250
characters maximum) and Description (plain text note with no length limitation). The Date and
Subject fields of a record cannot be empty. Records in the Marketing Tracker can be sorted by
Date or by Subject.

Global Concepts Universal: Marketing| =

Main | Contacts | Marketing | Prices | Quotes | Projects | Client Jobs

Motes | Links | Tracker

Mew Record ! Edit Delete
#* Date Subject
15.03.2016 Geneva Motor Show, Geneva, Switzerland
3 1510 2R Paris kntar Show Paris Franece

5.1.4. Prices tab

Each client in TO3000 3D+ can have a set of prices individual to them. These prices can be
assigned on the Prices tab of the Client window.

To view and manage the individual price-list for a certain client, open the Main tab of the Client
window, select the client in the list and click the Prices tab. Only one price per group of services,
service and unit combination can exist in the individual price-list.

You can print the client's price list or save it in a text file by selecting the template and clicking
Save, Save and Open or Print buttons at the bottom of the window. Click Send Mail to open the
Mail Sender for the generated price list. Templates used to print price-lists can be configured by
clicking User Settings in the Backstage view and selecting the Templates section. Templates
for prices are stored in the C:\Users\Public\Documents\AIT\TO3000, Version
3D\Templates\CLIENTS\Prices folder.
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Prices can be quickly copied from the general price-list to the individual price-list with the help of
the Copy from General button.

Global Concepts Universal: Prices -

Main | Contacts | Marketing | Prices | Quotes | Projects | Client Jobs | Invoices | Credit Motes

New Edit Delete Copy from General Client Currency: JPY
# Group of Services Service Units
Testing Testing of Localized Software hours
Editing Proofreading hours

5.1.5. Quotes tab

Quotes to client can be managed on the Quotes tab of the Client window. A quote can contain a
number of draft client jobs, each job representing a service and its price being quoted.

Like most workflow documents in TO3000 3D+, quotes can be saved to a printable file or printed.
Please refer to the Creating quotes to clients topic for more details.

Accepted quotes can be used to quickly create projects based on them. When you create a
project based on quote, all draft client jobs of this quote become client jobs in the new project,
retaining their service, volume and price information. Creating a project based on a quote will
not delete the quote itself.

A quote can have one of the five statuses: Unknown, Accepted , Rejected, Received and
Corrected. Depending on its current status, the quote will be marked with a different color in the
quotes list:

blue for Unknown

green for Accepted

red for Rejected

=A =4 =4 =4

purple for Received or Corrected

The status of a quote can be changed in the Edit Client Quote window. Please refer to the
Creating quotes to clients topic for more details.

To manage quotes for a certain client, select the client in the list on the Main tab of the Client
window and click the Quotes tab.

Global Concepts Universal: Quotes|~

Main | Contacts | Marketing | Prices | Quotes | Projects | Client Jobs | Invoices | Credit Notes | Payments | Refunds | Account | Files | Info | Calendar

New Quate Edit Delete = Status: |=all* ~ | Client Currency: JPY
Clone
*  Code Name raft Client Jobs for Q-GCUO002
Q-GCUD001  Health Care at NIST - Program D Create Project Based on Quote
8c-ccuoco: Jsecuriy Digial Lorany__Taiobal corcepts universal |50l = —
#* Name Group of Service Service Units

Translation

l@ Security Digital Librarya French => English

Advanced International Translations



115

Translation Office 3000 Help

5.1.6. Projects of client (With Projects Mode only)

All projects of the currently selected client can be viewed on the Projects tab of Client window.

This window can be used for creating and editing projects, much like on Main Tab of Project window.
The difference is that Projects tab of Client window displays only projects of selected client.

Project Statuses

= =4 A -

All projects of the currently selected client can be viewed on the Projects tab of the Client window.
This window can be used for creating and editing projects, much like on the Main Tab of the
Project window. The difference is that the Projects tab of the Client window displays only the
projects of the selected client.

Global Concepts Universal: Projects|~

Main | Contacts | Marketing | Prices | Quotes | Projects | Client Jobs | Invoices | Credit Motes | Payments
MNew Edit Delete Status: |*all* -

#  Project Code Project Name Assigned Deadline
Tax policy in EU 11112016 12:14 | 01022017 1800 | |

0031 Wirtual Reduction Engine 28.09.2016 12:28 26.02.2017 12:28

Project Statuses

Projects in the list are marked by color depending on their status:

Green & the project is not completed yet, but its deadline is in the future.
Blue 8 the project is not completed and due today.

Red 0 the project is not completed and overdue (its deadline is in the past).
Black & the project is completed.

BNote: You can change the colors on the Colors: Status tab of the User Settings menu in the
Backstage view.

Also, if a project has any status other than Normal, it will be highlighted in a different background
color:

Orangebackarouind 5 On Hold status

Green background 8 Heads-Up status
Grey background 6 Canceled status

BNote: You can change the status of any project with the help of the Special Status drop-
down list in the Edit project window.

Filtering

Use the Status filter drop-down list to display only Projects with a particular status.
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5.1.7. Client jobs tab

Client Jobs belonging to all projects of the currently selected client can be viewed and edited on
the Client Jobs tab of the Client window.

Use the Status filter drop-down list to display only Jobs with a specific status.

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

If you have set an invoicing policy for this client in this client's profile on the Main tab, TO3000
3D+ will advise you whether the jobs are ready for invoicing or not.

Global Concepts Universal: Client Jobs ~

Main | Contacts | Marketing | Prices | Quotes | Projects | Client Jobs | Invoices | Credit Notes | Payments | Refunds | Account | Files | Info | Calendar

Edit Status: *all* - Invoiced: *All - Client Currency: JPY
#*  Code Job Name Assigned Deadline Completed Group of Services Service Pricing
J-GCU000: Tax policy in EU translatic 31.12.2016 00:00  01.02.2017 18:00 On Hold Translation English => Swedish per unit
J-GCU000: Virtual Reduction Engine  28.12.2016 00:00  12.01.2017 1800 12.02.2017 18:00 Editing Proofreading per unit

Client Job statuses

Jobs in the list are shown in different colors. These are determined by the current status of each
client job:

Green & the client job is not completed yet, but its deadline is in the future.

Blue 8 the client job is not completed and due today.

Red 6 the client job is not completed and overdue (its deadline is in the past).

Black 0 the client job is completed.

= =4 A -2

BNote: You can change the colors on the Colors: Status tab of the User Settings menu in the
Backstage view.

Also, if a job has any status other than Normal, it will be highlighted in a different background
color:

1 Orangelbackgrotind 5 On Hold status
1 Green background 8 Heads-Up status
1 Grey background 8 Canceled status

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

Advanced International Translations



117 Translation Office 3000 Help

5.1.8. Invoices tab

Invoices in TO3000 3D+ are issued for client jobs. One invoice can contain a number of client jobs
from different projects. A job which has been added to an approved Invoice cannot be edited.

The Invoices tab of the Client window is used to issue and keep track of invoices to the currently
selected Client. All invoices issued to this Client are displayed in the table. To open the Invoices
tab, open the Client window, select a client and then click the Invoices tab.

Global Concepts Universal: Invoices =

Main | Contacts | Marketing | Prices | Quotes | Projects | Client Jobs | Invoices | Credit Notes | Payments | Refunds | Account | Files | Info | Calendar

New Edit Delete Void Status: |*all* v Approved: *all* ~ | Client Currency: JPY

Enter text to search... > Find Clear

* Client Code Global Code Sent Currency Exchange Ra Invoice Total Paid Date Due Status Adjustmen

[& Global Concepts Universal #[r-.dE-IDDAS,«"EDL 09.08.2016 JPY 0,01 3 30.08.2016 |Settled: 9 days I
Global Concepts Universal -GCU0002 ACME-ID049/2010  07.10.2016 Y 0,01 54,00 54,00 30.10.2016  Settled: 18 days 0,00

Global Concepts Universal -GCUO003 ACME-IDDE9/201  04.02.2017 JpY 0,01 660,00 0,00 09.03.2017 Overdue 35 day 0,00

Invoice statuses

Currently issued invoices can marked in one of the four colors, depending on their status:
Greeni the invoice is outstanding and is expected to be paid soon.

Blue 1 the invoice is outstanding and is expected to be paid today.

Red 7 the invoice is outstanding and its payment is overdue.

Black 1 the invoice has been settled (paid).

Status colors can be customized with the help of User Settings in the Backstage view. Click the
Colors: Statuses section of the User Settings window.

TO3000 3D+ automatically assigns statuses to invoices depending on the Payment Terms of
Client.

Filtering
To display only invoices with a particular status click the Status filter drop-down list.

You can display only those invoices which have or have not been approved by applying the
Approved filter.
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5.1.9. Credit notes tab

The Credit Notes tab of the Client window displays Credit notes for the currently selected client.

The New button opens the New Credit Note window, where a new credit note can be created.
Credit notes must be linked with an invoice when created.

The Edit button opens the Edit Credit Note window, where the details of the currently selected
credit note can be edited.

The Delete button deletes the currently selected credit note.
Refunds can later be linked to Credit notes to fully or partially settle them.

Credit notes linked to a Paid invoice or to at least one refund can not be edited.

The Illustrative Designs: Credit Motes ~

Main | Contacts | Marketing | Prices | Quotes | Projects | Client Jobs | Invoices | Credit Notes | Payments | Refunds
New Edit Delete Status: |*all* v

#* Code Client Sent WValue Total Status

(& CMN-1LLDESDO01 24032017 300,00 300,00| Partially Paid .

The Illustrative Designs

Credit Note Statuses

Credit notes can have one of four statuses:
1 Closed - the credit note is linked to an invoice with enough unlinked value to cover it
completely.
1 Awaiting payment - the credit note has due balance and has not been linked to a refund.
1 Partially paid - the credit note has been linked to a refund but still has due balance.
1 Fully paid - the credit note is linked to an invoice and it's value is fully covered.

Filter

Use the Status filter drop-down list to display only credit notes with a specific status (Closed,
Awaiting Payment, Partially Paid, or Fully Paid).
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5.1.10. Payments tab

The Payments tab of the Client window displays the payment records of the currently selected
client.

Here you can create and manage the payments received from this particular client.
Use the Status filter to show only payments with a particular status.

Payments can be linked to invoices, fully or partially, to settle them. Payments are also added to
profit analysis on account tabs.

By default, payments values are displayed in the client's currency. Use the Customize columns
option to configure which payment data must be displayed.

The llustrative Designs: Payments -

Main | Contacts | Marketing | Prices | Quotes | Projects | Client Jobs | Invoices | Credit Notes | Payments | Refunds | Account | Files | Info | Calendar

New Edit Delete Status: |*all* -

# Client Code Date Received Total Paid Linked Currency Exchange Rate Total Paid (EUR)
The Illustrative Designs P-ILLDESQ001 28.04.2016 45,00 43,00 EUR 1,00 45,00
The Illustrative Designs P-ILLDESO002 11.02.2014 1 400,00 0,00 EUR 1,00 1 400,00

L& The Tllustrative Designs P-ILLDESD003 25.05.2016 170,00 l?D_,DI'J
The Tllustrative Designs P-ILLDESO004 25.04.2014 400,00 400,00 EUR 1,00 400,00
The Illustrative Designs P-ILLDESQ00S 12.09.2016 1 300,00 1 500,00 EUR 1,00 1 500,00

5.1.11. Refunds tab

The Refunds tab of the Client window displays the refund records of the currently selected client.
The New button opens the New Refund window, where a new refund can be created.

The Edit button opens the Edit Refund window, where the details of the currently selected refund
can be edited.

The Delete button deletes the currently selected refund.

Refunds can be fully or partially linked with credit notes to settle them. Linked refunds can not be
edited. Refunds are also added to profit analysis on account tabs.

Client: The Illustrative Designs ~
Main | Contacts | Marketing | Prices | Quotes | Projects | Client Jabs | Invoices | Credit Notes | Payments | Refunds

MNew Edit Delete Status: |*all v

#* Code Client Date Sent Total Paid Linked Currency

3 R-1LLDES0001 01.03.2017 300,00 15000 EUR | |

The Tllustrative Designs

Filter

Use the Status filter drop-down list to display only refunds which are still to be linked with a credit
note, or only those, which have been fully linked.
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5.1.12. Account tab

The Account tab of the Client window provides you with simplified balance of this client's financial
accounts:

fTotals of payments, invoices, credit notes, refunds and account balance, as calculated from the
previous figures;

TA pie chart showing the share of this client in Gross Revenues.

The lllustrative Designs: Account|~

Main | Contacts | Marketing | Prices | Quotes | Projects | Client Jobs | Invoices | Credit Notes | Payments | Refunds | Account | Files | Info | Calendar

Total Invoices: 15 615,00

—_— B 13,93% Thelllustrative Designs

86,07% Other Clients

Total Payments: 3515,00 0 % o Clien
Total Credit Notes: 300,00

-+
Total Refunds: 300,00
Balance: 12 100,00

Importance of Client (% of Gross Revenues)*
& Refresh

*based on Invoices

To open the Account tab, open the Client window and then click the Account tab.

5.1.13. Files tab

The Files tab of the Client window provides you with the ability to create, view and search for files
and folders related to the selected client. Folder navigation is described in the File manager topic.

Client files usually consist of invoices, quotes and other documentation.

Digital First Concierge: Files
Main | Contacts | Marketing | Prices | Quotes | Projects | Client Jobs | Invoices | Credit Motes | Payments | Refunds | Account | Files
Explore Di\Business\Clients\DFC\Payments

| @ 0m° % |

L Clients\DFC Name Size Datetime
Marketing ¥ p-DFCO00Lrif 19KB 14.07.2017 16:29
(G¥ Refresh all 4+ Copy
Shorteuts Explore D:\Business\Projects\0021 HIGHTECHPRO H-210 smartphone specification
I8 Client FTP @ | BB R
I3 Local Folders
2 Client Projects MName Size Datetime
& ] HIGHTECHPRO H-210 smartphone specifice .Incoming
- Localization of H-210 instruction . Outgoing
Work
IEIJUUZl.l‘tF 22 KB 14.07.2017 16:28
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5.1.14. Info tab

The Info tab of the Client window can be used to enter any optional additional information
regarding the selected client in plain text format. Notes can be filtered by custom categories.

Subject & maximum 100 characters long.

Category & new categories of notes can be added by clicking User Settings in the Backstage
view and selecting Categories. See the Categories topic for additional details.

Information & a plain text note with no maximum length.

Notes can be filtered by the Subject or Category columns.

1| The Dlustrative Designs: Info -

Main | Contacts | Marketing | Prices | Quotes | Projects | Client Jobs | Invoices | Credit Notes | Payments | Refunds | Account | Files | Info | calendar

New Delete Client has been known to change deadlines. Exercise caution.

- Category

il Client has been known to change deadlines. Project Manager Note

5.1.15. Calendar tab

The Calendar tab of the Client window displays this client's projects in the visual format of
calendar blocks. Each block stretches across the calendar from assignment until completion, or
until the deadline if the project has not been completed yet.

Double-click any block representing the project to open the Edit Project window for it..

See the Using Calendars topic for more information on calendars.

The Illustrative Designs: Calendar ~

Main | Contacts | Marketing | Prices | Quotes | Projects | Client Jobs | Invoices | Credit Notes | Payments | Refunds | Account | Files | Info | Calendar
4 Keitens 2017 p. » |10 kBiTHA 2017 p.

nEecuyncH [joo00 0100 02:00 0300 0400 0500 0600 07:00 0800 0900 1000 11:00 12:00 1300 1400 1500
27 28293031 1 2

3456 7 8 9 09001800 Creative Engineering

10111213 14 15 16

17 18 19 20 21 22 23

24 25 26 27 28 29 30

12 3 4567
Project Status:

e -
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Project block colors

Like the Projects they represent, calendar blocks can have different colors, depending on the
statuses of respective projects:

B8l o the project is not completed yet, but its deadline is in the future.
B8 5 the project is not completed and due today.

BB 5 the project is not completed and overdue (its deadline is in the past).
B8y 5 the project is canceled.

Pale Pink 0 the project is completed.

Pale green 6 the project is Heads-Up.

Pale Orange & the project is On Hold.

5.2. Client Prices window

The Client Prices window displays your general price-list. These prices can be used when
creating quotes, jobs and invoices for any client in your database.

Prices can be created and managed here.

BNote: Any prices added to this list will also appear on the Prospect Price List, and vice versa.

‘: Prospects Clients Projects

Q| o d & &

Client Prices | Quotes Client Jobs  Invoices Credit Motes

Clients: Prices =

Mew Edit Delete
#  Group of Services Service
Translation English => Swedish
Translation Swedish == English

You can print your general price list or save it in a text file by selecting an RTF template and
clicking Save, Save and Open or Print buttons at the bottom of the window. Click Send Mail to
open the_Mail Sender for the generated price list.

Templates used to print price-lists can be configured by clicking User Settings in the Backstage
view and selecting the Templates section. Templates for prices are stored in the
C:\Users\Public\Documents\AIT\TO3000, Version 3D\Templates\CLIENTS\Prices\ folder.
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5.3.

Client Quotes window

The Client Quotes window provides an overview of all quotes, issued to all clients. The options
available for this window are the same as those for the Quotes tab of the Client window. The major

differences are:

T Quotes to Clients window displays all quotes for all clients.

T New quotes cannot be created using this window.

T Existing quotes cannot be deleted using this window.

To create a new quote to a client, open the Main tab of the Client window, select that client, then

switch to the Quotes tab of the Client window and create your quote from there.

To quickly create a project based on a quote, select it and click the Create project Based on
Quote button. This will create a project with the same timeline and client jobs as in the quote the

project was based on.

£ Prospects Clients Projects
- P J
@ (o d @
Client Prices |Quotes| Client Jobs Invoices
Clients: Quotes -
Edit = - Status: |=all*
#* Code Mame
Q-LIGRADOO1 Cras eget mi.
Q-DEFDESDO www.translation3000.com

Q-ENISERVOC Field mis-match (Description)
Q-DFCO001  Power Redirection System Guidel
Q-DEFDESOO( History of Psychology

flo-eniservodacrotesic Ditionay |

Q-FUTUMOOO Project Management For Freelance

Quote Status

A quote can have one of the five statuses: Unknown, Accepted , Rejected, Received and
Corrected. Depending on its current status, the quote will be marked with a different color in the

=A =4 =4 =

quotes list:

blue for Unknown

green for Accepted

red for Rejected

purple for Received or Corrected

Credit Motes

& B B &

Payments Refunds Client Accounts

Draft Client Jobs for Q-EMISERVO002

Mew Edit Delete

# Mame

Group of Services

L® 7crolexic Dictionary translatior| Translation

Acrolexic proofread

Editing
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5.4. Client Jobs window

All client jobs stored in the database are listed in the Clients Jobs window. The options available

for this window are the same as those for the Client Jobs tab of the Project window. The major
differences are:

1 The Client Jobs window displays all client jobs of all projects.
1 New client jobs cannot be created using this window.
1 Existing client jobs cannot be deleted using this window.

‘: Prospects Clients Projects Q search..

Client Prices  Quotes | Client Jobs | Invoices Credit Motes Payments Refunds Client Accounts  Business Expenses

Clients: Client Jobs =

Edit Status: Al - Invoiced: |*All* -

# Code Job Mame Assigned Deadline Completed Group of Services Service
J-TPUDOOS IS server multilingual bo: 13.01.2017 09:00 25022017 1800 25.02.2017 1800 Editing Proofreading
J-TPUDOO6 TS server multilingual bo¢ 01022017 09:00 = 20.02.2017 18:00 - No - Translation English = = Finnish

Filters

Use the Status filter drop-down list to display only client jobs with a specific status.

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

If you have set an invoicing policy for this client in the client's profile on the Main tab of the Client
window, TO3000 will advise you whether the jobs are ready for invoicing or not.

Client Job statuses

Jobs in the list are shown in different colors. These are determined by the current status of each
client job:

Green d the client job is not completed yet, but its deadline is in the future.

Blue 8 the client job is not completed and due today.

Red d the client job is not completed and overdue (its deadline is in the past).

Black & the client job is completed.

= =4 =4 =4

BNote: You can change the colors on the Colors: Status tab of the User Settings menu in the
Backstage view.
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5.5.

Also, if a job has any status other than Normal, it will be highlighted in a different background
color:

Orangelbackarolind 5 On Hold status

Green background 6 Heads-Up status
Grey background & Canceled status

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

Client Invoices window

The Client Invoices window offers a general overview of all Invoices issued to all Clients in the
database. It can be used to identify currently unpaid invoices, obtain the total due balance
according to all invoices issued, as well as to quickly issue a large amount of invoices.

The options available for this window are the same as those for the Invoices tab of the Client
window. The major differences are:

fThe Invoices to Clients window displays all invoices for all clients.
fNew invoices cannot be created using this window.
JExisting invoices cannot be deleted using this window.

To create a new invoice to a client, open the Main tab of the Client window, select the required
client, click the Invoices tab and create the invoice from there. See the Creating invoices to clients
topic for details.

To quickly create a large number of Invoices, click the Mass Invoicing button. See the Mass
action topic for details.

Use the Status filter drop-down list to display only Invoices with a specific status.

Use the Approved filter drop-down list you can select to display only the Invoices which have or
have not been approved.

‘;\ Prospects Clients Projects Q, search..

@ lo || & B B

Client Prices  Quotes Client Jobs | Invoices | Credit Motes Payments Refunds Client Accounts  Business Expenses

e

Clients: Invoices =

Mass Invoicing Edit Status: |*all* - Approved: |*all* v
#* Client Code Global Code Sent Currency Exchange Ra  Invoice Total Paid
Wireless Adept I-WIREADOOO1  ACME-ID016/201° 23.02.2017 CAD 0,63 6 300,00 0,00
Future Unified Resources  I-FUTUMNO001 ACME-I0019/201  14.09.2016 EUR 1,00 7 344,00 7 344,00
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Invoice statuses
Currently issued invoices can marked in one of four colors, depending on the status of the invoice:
Greeni the invoice is outstanding and is expected to be paid soon.
Blue i the invoice is outstanding and is expected to be paid today.
Red i the invoice is outstanding and its payment is overdue.
Black 1 the invoice has been settled (paid).

TO3000 3D+ automatically assigns statuses to Invoices depending on the Payment Terms set for
each client.

5.6. Client Credit Notes window

The options available for this window are the same as those in the Credit Notes tab of the Client
window. The major differences are:

1 The Credit Notes to Clients window displays all credit notes issued to all clients.
1 New credit notes cannot be created using this window.
1 Existing credit notes cannot be deleted using this window.

Credit notes linked to a Paid invoice or to at least one refund can not be edited.

£ Prospects Clients Projects

@ Lo

Client Prices  Quotes Client Jobs Invoices |Credit Motes

Clients: Credit Motes =

Edit Status: | *All* -

#* Code Client Sent
L CMN-ILLDESDOO1 2403.2017

The Illustrative Designs

Credit Note Statuses

Credit notes can have one of four statuses:
1 Closed - the credit note is linked to an invoice with enough unlinked value to cover it
completely.
1 Awaiting payment - the credit note has due balance and has not been linked to a refund.
1 Partially paid - the credit note has been linked to a refund but still has due balance.
1 Fully paid - the credit note is linked to an invoice and it's value is fully covered
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Filter

Use the Status filter drop-down list to display only credit notes with a specific status (Closed,
Awaiting Payment, Partially Paid, or Fully Paid).

5.7. Client Payments window

The Client Payments window displays all payments from all clients in one table. This window can
be used to obtain total values of money transfers received from Clients, as well as to register
multiple payments in one session with the help of the Mass action feature.

Use the Status filter drop-down list to display only Payments which are still to be linked with
invoices, or only the fully linked ones.

‘:\ Prospects Clients Projects

&) ) p

Client Prices Quotes Client Jobs Invoices Credit Notes |Payments| Refunds

&

o

Clients: Payments ~

Iass Payments Edit Status: |*All* -
# Client Code Date Received
& The Illustrative Designs P-ILLDESOO01 28.04.2016
The Hlustrative Designs P-ILLDESO002 11.02.2014
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5.8. Client Refunds window

The options available for this window are the same as those in the Refunds tab of the Client
window. The major differences are:

The Refunds to Clients window displays all refunds to all clients.
1 New refunds cannot be created using this window.
1 Existing refunds cannot be deleted using this window.

Refunds can be fully or partially linked with credit notes to settle them. Linked refunds can not be
edited. Refunds are also added to company profits analysis on balance tabs.

‘: Prospects Clients Projects

I
]

) p p

Client Prices  Quotes Client Jobs Invoices Credit Motes

o[l
il

Payments |Refunds

Clients: Refunds|~

Edit Status: |=all*

#* Code Client
(& F-ILLODESO001

Date Sent Total Paid

24.03.2017 200,00 I

The Illustrative Designs

Filter

Use the Status filter drop-down list to display only Refunds which are still to be linked with a credit
note, or only those which have been fully linked with a credit note.
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5.9. Client Accounts window

The Client Accounts window presents a simplified balance sheet of your Clients based on their
payments, invoices, credit notes and refunds. You can use this window to identify which Client's
accounts require attention. you can also see your operating profit here, calculated as Total
invoices minus business expenses.

Accounts can be viewed both in the Client's currency and in your Base currency: use the View
dropi down list to select in which currency do you wish to view records. Alternatively, you can use
the Customize columns option to add columns to the view. The columns containing the base
currency's abbreviation display records in your base currency.

‘;\ Prospects Clients Projects Q, search..

d ¢ & B ®B| F =

Client Prices  Quotes Client Jobs Invoices Credit Motes Payments Refunds |Client Accounts | Business Expenses

Client Accounts|~

Total Invoices (All Clients): 105 703.40 Total Payments (All Clients): 80 550,45

Total Payments (All Clients): 80 550.45 Business Expenses: 6 546,16

Total Credit Notes (All Clients): 300.00 Operating Profit: 74 004,29
=

Total Refunds (All Clients): 300,00

Accounts Receivable: 25 152,95

Base Currency: EUR

View: |Base Currency: EUR -
# Client Currency Invoices(EUR) Credit Notes (EUR Payments(EUR) Refunds (EUR) Balance(EUR)
Unlimited Concepts Unified usD 1 848,00 0,00 2156,00 0,00 -308,00
Translation Designs usD 310310 0,00 269500 0,00 40810

BNOTE: To view the global balance, please select theBase Currency option in the View dropd
down list.
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5.10. Business Expenses

Any additional expenses can be entered into database with the help of the Business Expenses
window. These expenses are used when calculating the total balance.

To open the Business Expenses window click on the Business Expenses icon in the Clients
section of the Ribbon.

Business expense record contains default fields:
Date - the date when the expense was handled
Value - value of the business expense

Description - any additional information about the expense

‘: Prospects Clients Projects

Q search

Client Prices Quotes Client Jobs Invoices Credit Motes Payments Refunds Client Accounts | Business Expenses

Business Expenses|™

Mew Edit Delete
#* Date Value Description
02.04.2016 2 300,00 SDL Trados Studio 2009 Professional
12.05.2016 10,70 NDA mailing

The Custom Fields tab shows the custom fields for a particular record. New custom fields can
be created in the Custom Fields section of Advanced Settings in TO3000 3D+.
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5.11. Creating clients

Clients in TO3000 3D+ are created on the Main tab of the Client window. To create a Client
record, please follow the steps below:

1. Click the New Client button above the Client list on the Client window > Main tab.
2. Fill the fields of the New Client window:
fEnter the name of the client in the Name text field.

fThe code for the Client record will be generated automatically (usually contains the first letters of the
Name) in the Code text field, but you can also edit it manually (12 symbols maximum).

fSelect the Client Currency using the corresponding dropi down list.

fiClick OK to confirm or Cancel to discard the entered information.

Main | Contacts | Marketing | Prices | Quotes | Projects | Client Jobs | Invoices

Mew Client Delete = -

Mew Client o

# Mame:
Clark & Partners
Code:
CLAPAR !
Client Currency:

EUR = ,

Ok Cancel
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5.12. Creating client jobs (Without Projects Mode only)

Client jobs can be created by clicking the New button of the Client Jobs tab of a client.

Unlimited Concepts Unified: Client Jobs =

Main | Contacts | Marketing | Prices | Quotes | Client Jobs | Invoices | Credit Notes | Payments | Refunds | Account | Files | Info | Calen

Mew Edit Delete Status: Al v Invoiced: |*All*
Edit Client Job ? x
Client: Unlimited Concepts Unified Code:  J-UNLICOMNOOO4
Client PM: Bernardo Fernandez Client Ref.:
Client PO:

Details | Instructions | Work Motes | Custom Fields | Job Folder | Alerts

INETGEHUCU booklet translation|

Group: |Translation

Service: |English => Swedish

Volume: 40000 'words v <] AnyCount <] CATCount &) ExactSpent
Price: 0,17 |per unit v <] Prices " Client Currency: USD
Total: 6 800,00 1 UsD =077 EUR
lob Folder:  DA\Business\Clients\UNLICONJobs\0004 Create Invoice
Timeline: =MNow =Assigned =Deadline =MNow
Assigned: Deadline: Completed:
13/12/2017 09:00 B~ 4 10,/01/2018 18:00 & "
(7 days ago) {in 21 days)
Special Status: |None v
RTF Templates: |Client Job - Template - English.rif M [E+= 8 | =
QK Cancel

New/Edit Client Job window

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

Client Ref. - the client reference can be a maximum of 20 characters long.

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

Name - the name of the client job will appear in invoices where this job is included (usually this is
the name of the document being worked with). This name does not need to include the language
pair or service nhame, since this data is being added separately.
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Group - the group of services. All services in TO3000 3D+ are broken into groups. You can
select any of the groups of services available. To add or edit a group of services please open
Business Settings in the Backstage view, and select the Groups of Services section.

Service - each group of services contains a separate list of services. Before selecting a service,
select the group of services first. To add or edit a service please open Business Settings in the
Backstage view, and select the Services section.

Volume - the job's volume can be indicated in a number of units (characters, words, lines, hours
and so on). To add custom units please open Business Settings in the Backstage view, and
select the Volume Units section.

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

If you have ExactSpent installed, you can use it to track the time you spent performing this job,
and automatically update this data in TO3000. See the topic Integration with ExactSpent for more
details.

Price - the price can be entered manually or copied from the client's individual price-list. To copy
a price from the price-list click the Prices button. The price for a matching service, group of

services and unit combination will be copied. Click the “" putton to copy the current price to
this client's price list. You can set a fixed price for the client job (which will not be multiplied by the
job volume) by selecting the flat fee option in the drop-down list next to the price field. Select the
free option in the same drop-down list to set the job total to zero. The price and volume in a free
job must not necessarily be zero.

If the client currency differs from your base currency, the Currency Exchange Rate button will
be available. By clicking this button, you may change the currency exchange rate used in this job.
Note that this button does not change the general exchange rate stored in your TO3000 database.
To change the exchange rate for all future jobs go to the Exchange Rates tab of the Business
Settings.

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

Create Invoice button - immediately creates an invoice for the job being edited.

Timeline - the timeline of a client job in TO3000 3D+ includes assigned and deadline dates, and
the date when the client job has been actually completed. The Deadline and Completed values
are taken into account when the program determines the status of client jobs (like due today,
overdue and so on).

Special Status - these are used when the client job needs to be put on hold, when you create a
heads-up (or potential) job or to cancel a job. Jobs with on hold status have their deadlines
undetermined, thus on hold jobs cannot become overdue. Jobs with heads-up status cannot be
set as completed, since heads-up status assumes that work has not yet started. Cancelled jobs
can not be completed either, since the status implies that the job was abandoned.

Instructions - any instructions or comments of the client regarding a client job can be entered
here in the form of a plain text note.
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Work Notes - work notes can be entered here. It is recommended to enter client notes and work
notes separately.

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

You can save client job data in a printable file, print it, or send it via Email with the help of the
RTF templates interface.

Templates for printing job data can be edited with the help of User Settings in the Backstage
view. Click the Templates section to quickly access all template folders. Templates for printing

client jobs are saved in the C:\Users\Public\Documents\AIT\TO3000, Version
3D\Templates\CLIENTS\Jobs\ folder.
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5.13. Creating contacts

To add or edit a contact person to a client's profile, click the New/Edit button on the Contacts tab
of the Client window.

Cyber Computation Technologies, Inc: Contacts -

Main | Contacts | Marketing | Prices | Quotes | Client Jobs | Invoices | Credit Motes | Payn

Mew Edit Delete Clone
Edit Contact x
Copy |
I
[ Paste Salutation: Mr. - It
& Delete Mame: James Eldridge
Load... ..
e | s Position: R&D
@ Assign From Camera...
H saveas.
E-Mail: research@cyber-computation.co.uk Send
E-Mail 2:
Phone: (555) 452-83-99
Phone 2:
Phone 3:
Phone 4:
Fax:
Motes:

0K Cancel

The following data can be added to a Contact profile:
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Photo 7 up to 110x120 pixels. Click Load, Paste or Assign from camera to add a photo to the
contact's profile. Click Delete to remove the current photo from the profile.

Salutation 7 select one of the salutations, entered via the Advanced Settings section of TO3000
3D+. This salutation can then be automatically displayed on all printable documents next to this
contact's name.

Name i maximum 80 characters.

Position T maximum 40 characters. Like the salutation, the position will also be automatically
displayed on printable documents.

Ei mail (up to 2) T maximum 150 characters. The Send button becomes active only if a valid el
mail address is entered.

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

Notes T a plain text note with no maximum length.

5.14. Creating client prices

To add or edit a price, click the New/Edit button on the Prices tab of the Client window to
create/edit an individual price, or in the Prices for Clients window to create/edit a general price.

Clients: Prices| =

Mew Edit Delete
-Edit Price for Clients x*
Group: -
Service: English == German -
Units: |words -
Price: 0,12 (per unit)
Currency: EUR -

0K Cancel

Client price in TO3000 3D+ has the following parameters:

Group - you can select any of the groups of services available. To add or edit a group of services
please open Business Settings in the Backstage view, and select the Groups of Services
section.

Service - each group of services contains a separate list of services. Before selecting a service,
select the group of services first. To add or edit a service please open Business Settings in
the Backstage view, and select the Services section.
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Units - prices in TO3000 3D+ are quoted per certain units. A price can only be applied to a Client
Job with its volume in the same units. To add custom units please open Business Settings in
the Backstage view, and select the Volume Units section.

Price (per unit) - Enter the default fee per selected unit.

Currency - Select the currency. This option is locked to the Client's currency when
creating/editing an individual price. To add currencies to the list please open Business Settings
in the Backstage view, and select the Currencies section. To configure the exchange rate
between your base currency and other currencies open Business Settings in the Backstage
view, and select the Exchange Rates section.

5.15. Copying client prices from general prices

Prices from the general price list can be copied to an individual client's price list.

Click Copy Prices to transfer the currently selected price(s) (use CTRL/SHIFT + left-click to select
multiple prices) in the lower list.

If the same price (with the same Service, Group of Services and units) already exists in this client's
price list, TO3000 3D+ will prompt you to replace the price in the individual client's price list with
the one being copied from the general price list.
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5.16. Creating quotes to clients

All quote information can be added or changed in the Edit Quote window. To open this window
for a quote double-click this quote in the list. To create a new quote, click the New Quote button.

Global Interactive Resources: Quotes| =

Main | Contacts | Marketing | Prices | Quotes | Projects | Client Jobs | Invoices | Credit Motes | Payments | Refunds | Account | Files | Info

Mew Quote Edit [ Delete =~ Status: [*all -
1 Edit Client Quote x
Client: Global Interactive Resources Date Sent: 30/01/2016 B
Client PM: Brunhilda Athanagild Code: Q-GIRD0OO1
Status: |Unknown -
Draft Project:
Client Jobs | Request for Quote | Answer | Custom Fields
MNew Edit Delete
#* Name Group of Service Service Unit Volume Price Pricing  Total
* |Economic History Translation Spanish => Er words 39800 0,08 per unit 3184,00
U4 1cf1 P BW
Discount/Markup: - Mone - (0,00%) - 0,00 Tax: |- Mone - (0,00%) - 0,00
Discount/Markup 2: - None - (0,00%) - 0,00 Tax 2: |- None - (0,00%) ~| 0,00
Net Jobs Total: 3184,00
Quote Folder: D:\Business\Clients\GIR\Quotes\Q-GIR0O001
Draft Timeline: =Assigned
Assigned: Deadline: Quote Total: 3184,00
26/05/2016 09:00 E~ " 05/07/2016 18:00 [Ek Client Currency EUR
(323 days ago) (283 days ago)
} RTF Templates: |MultiQuote to Client - Template - English.rtf hd ELZHE" lE,I k4
oK Cancel

Client PM - select one of the client's contacts as the project manager for this draft project (on the
client's side). Please see the Contacts topic for details.

Date sent - apart from reference purposes, this date will also be used by the Global Date filter.
Please see the Global Date Filter topic for details.

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

BNoTE: Although the quote code cannot be edited directly, the quote counter can be

advanced forward by assigning a higher next code value in the client's profile. Please see the
Next Client Codestopic for details.

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

Client Jobs - lists the draft client jobs of this quote. Use the Customize columns option to
configure which data should be displayed. Please see the Draft Client Job topic for more details.

If the client's currency differs from your base currency, the Currency Exchange Rate button will
be available. By clicking this button, you may change the currency exchange rate used in this
guote. Note that this button does not change the general exchange rate stored in your TO3000
database. To change exchange rate for all future credit notes, go to the Exchange Rates tab of
the Business Settings.

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

Quote folder - quote folders are created in the Quotes folder located inside each client's folder.
The quote code is used in haming the quote folder. Click the Folder button on the right side of the
field to open the folder in TO3000 Explorer (creating it if it does not exist yet).

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

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

Saving / printing / Emailing Client Quotes

You can print quotes or save them in text files by selecting an RTF template and clicking the
Save, Save and Open or Print buttons at the bottom of the window. Click Send Mail to open
the_Mail Sender for the generated quote.

3NOTE: You can choose to save the output file in PDFor DOC formats by selecting this

format in the Save Aswindow with the help of the Save as type dropddown list.

To edit templates for quotes click User Settings in the Backstage view and select Templates.
Templates for Client Quotes are located in the C:\Users\Public\Documents\AIT\TO3000
3D+H\Templates\CLIENTS\Quotes\ folder.
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5.17. Draft client Job

There are two ways of adding or editing draft client jobs: either in the Edit Quote window of the
required quote, or by selecting the quote and managing its Draft Client Jobs in the table on the
right side of the Quotes tab or window.

Global Interactive Resources: Quotes|+

Main | Contacts | Marketing | Prices | Quotes | Projects | Client Jobs | Invoices | Credit Motes | Payments | Refunds | Accc

New Quote Edit Delete = - Status: |*alP* -
*  Code Name " Draft Client Jobs for Q-GIR0001
¥C-Grooo1 leconomic istor Manual .
Q-GIR0002  Campus Alberta Repository Catalc Glg New = B
Edit Draft Client Job b
Details | Count Notes
INEINEHMIE conomic History Manual
Group: |Translation M
Service: |Spanish => English M
Volume: 39800 |words - <= AnyCount <= CATCount
Price: 0,08 |per unit - == Prices =>

Total: 3 184,00

Currency: EUR

oK Cancel

A Draft Client Job contains the following data:
Name - maximum 100 characters long.

Group of services - you can select any of the groups of services available. To add or edit a group
of services please open Business Settings in the Backstage view, and select the Groups of
Services section.

Service - each group of services contains a separate list of services. Before selecting a service,
select the group of services first. To add or edit a service please open Business Settings in the
Backstage view, and select the Services section.

Volume - when entering the volume being quoted, you can either use the volumes specified by
the client, or count the client's file with the built-in AnyCount. CAT analysis can also be used to
determine the draft job's volume. To count a file, click the <=AnyCount button. To enter a CAT
analysis or load a Trados or Logoport log, click the <=CATCount button. Please refer to the
AnyCount, and CATCount topics for details.
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5.18.

INOTE: Please make sure that correct volume units have been set before usingAnyCount or
CATCountoptions. Jobs in such volume units as hours, for example, cannot be counted with
AnyCount.

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

Creating invoices to clients

Invoices can be created on the Invoices tab of the Client window.

BNote : Alternatively, invoices can be created by clicking theMass Invoicing button on the
Invoices to Clients window. For more information please refer to the Mass Action topic.
Invoices for specific jobs can also be created in the Edit Client Job window by clicking the
Create Invoice button.

Global Interactive Resources: Invoices|~

Main | Contacts | Marketing | Prices | Quotes | Projects | Client Jobs | Invoices | Credit Notes | Payments | Refunds | Account | Files | Info

MNew Edit Delete Void Status: |*all* - Approved: |*all* -
4 Edit Client Invoice b4
. From: Unregistered Date Sent: 20,/02/2017 B~
To: Global Interactive Resources Code: I-GIR0002
| Approved (Jobs Locked) Global Code: ACME-10040,/2017
Attention: |Brunhilda Athanagild M

Client Jobs | Adjustments | Payment Method | Linked with Payments | Linked Credit Note | Notes | Custom Fields

[# add Job to Invoice [ Edit Job [=| Remove Job from Invoice
# Completed Job Code Job Name  Client PM Group of Se Service
b -MNo- J-GIR0002 GlobalSYS m Brunhilda Athan: Consulting Multilingual Copywriting
-MNo - J-GIR0O004 Web-site cor Brunhilda Athan: Consulting Multilingual Copywriting
M4 10f2 P W 1 5
Discount/Markup: |- None - (0,00%) ~| 0,00 Client Currency: EUR
Discount/Markup 2: |- None - (0,00%) - 0,00

Invoice Total: 3720,00
Paid: 0,00
Balance Due: 3720,00

Met Jobs Total: 3720,00

Tax: - None - (0,00%) ~ 0,00
Tax2: |- None - (0,00%) ~| 0,00 Mark as Paid
p RTF Templates: |Invoice to Client - LandScape Template - English.rtf - e | & | &

oK Cancel
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New/Edit Invoice window

All invoice information can be added or changed in the New/Edit Invoice window. To open this
window for the selected invoice, click New/Edit or double-click this invoice in the list.

Approved - by approving the invoice, you can prevent the changing of Client Job data in the jobs
added to this invoice.

Date Sent - this date is considered to be the invoice's issue date (no matter when the invoice has
actually been created) when applying payment terms. See the Payment Terms of Client topic for
details.

Code - also called the "Client-specific" code, generated automatically. The "I" character means
that this is an invoice, letters afterwards represent the code of the client and the number is the
value of the invoice counter for this client. Each client has an independent counter for this code.

Global Code - the global code is generated automatically. The global invoice code's layout can
be configured in the Codes section of the Advanced Settings window. The non-configurable
portion of the code (digits) represent the global invoice counter.

Attention - select one of the Client's contacts for this field. Their name will be displayed in the
resulting invoice document. Please see the Contacts List topic for details.

Client Jobs - lists the client jobs ("items") of this invoice. Use the Customize columns option to
configure which data should be displayed.

Mark as Paid button - allows you to quickly create a payment according to the total of the invoice
and automatically link it up.

Adjustments - adjustments are added to invoice totals. Discounts and taxes are not applied to
adjustments.

Payment Method - you can add payment details (banking, credit card number, PayPal account
and so on) to your invoice in the form of payment methods. To configure payment methods click
Business Settings in the Backstage view and select the Payment Methods section. See the
Payment Methods topic for details on how to add or edit options on this tab.

Linked with Payments - unless the full amount of the invoice is linked with payments, the status
of this invoice will remain outstanding. On this tab you can check if the invoice has been linked
with payments. Payments can be linked to invoices from the Edit Payment window only.

Also, Phantom Payments can be created on the Linked with Payments tab. These are used to
balance disregarded parts of invoices, which keep Invoices with Outstanding status, and make
them Settled.

Linked Credit Note - This tab displays information on the credit notes linked to this invoice. Credit
notes are linked to invoices during creation.

=+ Example: Invoice Total = 1000EUR, it is linked with a Payment on 997EUR. When you click
Add Phantom Payment you will be prompted to create a phantom payment on 3EUR. If the
invoice is not linked to any payment i you will be suggested to create a phantom payment with a
total equal to the invoice total.

Notes - any additional notes which your invoice must include, can be added on this tab.

Discount/Markup - invoices can have up to 2 discounts and markups. These are applied as
positive (markup) or negative (discount) percentages to the invoice subtotal. To configure
discounts and markups click Business Settings in the Backstage view and select the
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Discounts/Markups section. For more information on adding or editing discounts and markups
please see the Discounts/Markups topic.

Tax - each invoice can have up to 2 taxes. Taxes are applied as percentages to invoice subtotals
plus discounts/markups. To configure taxes click Business Settings in the Backstage view and
select the Taxes section. For more information on adding or editing discounts and markups please
see the Taxes topic.

If the client's currency differs from your base currency, the Currency Exchange Rate button will
be available. By clicking this button, you may change the currency exchange rate used in this
invoice. Note that this button does not change the general exchange rate stored in your TO3000
database. To change exchange rate for all future credit notes, go to the Exchange Rates tab of
the Business Settings.

Saving and printing Invoices

You can print invoices or save them in text files by selecting an RTF template and clicking the
Save, Save and Open or Print buttons at the bottom of the window. Click Send Mail to open
the_Mail Sender for the generated invoice.

3NOTE: You can choose to save the output file in PDFor DOC format by selecting this format
in the Save Aswindow with the help of the Save as type drop ddown list.

To edit templates for invoices click User Settings in the Backstage view and select Templates.
Templates for invoices are located in the C:\Users\Public\Documents\AIT\TO3000, Version
3D\Templates\CLIENTS\Invoices\ folder
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5.18.1. Void invoices
To void an invoice, select it in a client's Invoices tab and click Void.

Definition Designs: Invoices =

Main | Contacts | Marketing | Prices | Quotes | Projects | Client Jobs | Invoices | Credit Motes | Payments | Refunds | /

Mew Edit Delete | Void Status: |*all* - Appr

View Voided Invoice X
Sent: Date Marked Void: |
28.12.2016 14/04/2017 B~
From: Code:

Unregistered I-DEFDESD001

To: Global Code:
Definition Designs ACME-IDD14,/2018
Reason:

|

Details:

--- Client Jobs ---- -
Caode: J-DEFDES0002

Client Ref.:

PO Number:

Mame: LS Drive - 1305m - English > Swedish
Assigned: 30.06.2016

Deadline: 31.07.2016 18:00:00

Status: 31.07.2016 18:00:00

Completed: 31.07.2016 18:00:00

Price: 0,09

WVolume: 25000

Pricing: per unit

| (0]'4 Cancel

By voiding an invoice, you do not delete it from your invoices list. However, once voided, the
invoice cannot be printed or edited, and the jobs added to this invoice revert to Uninvoiced status.

When voiding an invoice you can enter the reason for voiding, and specify the date (will be used
by Global Date Filter).

The details of a void invoice are kept in the database as a plain text note for future reference. The
following data will be preserved in a void invoice:

- Client Jobs: Code, Client Ref., PO Number, Name, Assigned, Deadline, Completed, Price,
Volume, Exchange Rate: Total

- Discounts

- Taxes
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An invoice cannot be voided if it has linked payments. Void invoices are displayed in all invoice
lists.

5.19. Creating credit notes

New Credit notes are created by pressing the New button in the Credit Notes tab of the Client
window. You will be prompted to select an invoice the Credit note will be linked to before the New
Credit Note window is opened.

The Hlustrative Designs: Credit Notes ~

Main | Contacts | Marketing | Prices | Quotes | Projects | Client Jobs | Invoices | Credit Notes | Payments | Refunds

New Edit Delete Status: | *all hd

Edit Credit Note X

B Date Sent: 24,/03/2017
From: Unregistered
Credit Note Code:  CN-ILLDESO001
To: The Hllustrative Designs

Linked Invoice Code: IFILLDESO002

Detail | Linked Invoice | Linked Refunds

value: 300,00 Client Currency: EUR
VAl - Mone - (0,00%) - 0,00
Tax 2: |- None - (0,00%]) v 0,00 Refunds started.

Credit Note is Locked.
Credit Mote Total: 300,00

Credits Used: 0,00
Paid: 200,00
Balance Due: 100,00
Status: Partially Paid
Motes:

B [BE &) =

4

RTF Templates: |Credit Mote to Client - Template - English.rtf

OK Cancel

The New/Edit Credit Note window contains the following data:

Date Sent & this date is considered the credit note's issue date (no matter when the credit note
has actually been created).

Credit Note Code 8 a credit note ID number, generated automatically. "CN" characters mean
that this is a credit note, the letters afterwards represent the code of the client and the number is
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the value of the credit note counter for this client. Each client has an independent counter for this
code.

Linked Invoice Code & the code of the invoice linked to this credit note during creation.

Value 6 the total value of the credit note in the client's currency. TO3000 will calculate the
equivalent in your base currency according to the exchange rates.

Notes & any additional notes which your credit note must include, can be added on this field.
These notes can be automatically added to the printed credit note.

Tax & each credit note can have up to 2 taxes. Taxes are applied as percentages to the credit
note subtotals. To configure taxes, in the Backstage view click Business Settings and select the
Taxes section.

3NOTE: After a tax has been selected for a credit note of some client, this tax will be
remembered and applied as the default tax for the client. All next credit notes will include this
tax. The default tax can be changed in any time by choosing another value during credit note
creation.

If the client's currency differs from your base currency, the Currency Exchange Rate button will
be available. By clicking this button, you may change the currency exchange rate used in this
credit note. Note that this button does not change the general exchange rate stored in your
TO3000 database. To change exchange rate for all future credit notes, go to the Exchange Rates
tab of the Business Settings.

Linked Invoice & displays the basic information of the invoice linked to this credit note.

Linked Refunds 8 on this tab you can check whether this credit note has been linked with
refunds. Refunds can be linked to credit notes from the Edit Refund window only.

Saving / printing / e-mailing Credit Notes

To print, save or e-mail an Credit Note as an RTF document, use the RTF template controls near
the bottom of the New/Edit window.

Use the RTF Templates drop-down list to select the template which must be used for printing,
saving or e-mailing this credit note as an RTF file. Click the Save, Save & Open, Print, or Send
Mail button to save, print, or e-mail the Credit Note.

3NOTE: You can choose to save the output file in RTFDOC OI PDF format by selecting this
format in the Save As window with the help of the Save as type drop-down list.

To edit templates for credit notes, in the Backstage view click Business Settings and select
Templates. Templates for credit notes are located in the C:\Business\CLIENTS\Credit Notes\
folder.
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5.20. Creating payments

New Payments are created by pressing the New button in the Payments tab of the Client window.

BNote : Alternatively payments can be created by clicking the Mass Payment button on the
Payments to Clients window. For more information please refer to Mass Action topic.

Payments for specific invoices can also be created in theEdit Invoice window by clicking the
Mark as paid button.

Digital First Concierge: Payments ~

Main | Contacts | Marketing | Prices | Quotes | Projects | Client Jobs | Invoices | Credit Notes | Payments | Refunds | Accour

Mew Edit Delete Status: *al* = | Client Currency: USD
Edit Payment x
From: Digital First Concierge Date Received: 16/03/2017 @
e Code: P-DFC0002
Payment | Linked vith Invoices
Deump,
* Invoice Code Invoice Date Invoice Total Linked with this Payment Balance Date

& -DFC0003 16.03.2017 600,00 600,00

MM 4 101 P M ‘ 8
Edit Delete
Linked: 600,00 Client Currency: USD
Mot Linked: 0,00 1 USD = 0,77 EUR
RTF Templates: 'payment from Client - Template - English.rtf - e | & | =

oK Cancel

Payment from client contains the following data:

Date Received - apart from reference purposes, this date will also be used by the Global Date
filter. Please see the Global Date Filter topic for details.

Code - payment code is generated automatically. In this code the "P" character means that this
is a payment, the letters afterwards represent the code of the client and the number is the value

of the payments counter for this client. Each client has an independent code counter for
payments.
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Volume - the total amount of the payment in the Client's currency. TO3000 3D+ will calculate your
revenues in your base currency according to the exchange rates. See the Exchange Rates topic
for details.

Notes - any additional information deemed necessary. For example if this is an advance payment
for a future project.

If the client's currency differs from your base currency, the Currency Exchange Rate button will
be available. By clicking this button, you may change the currency exchange rate used in this
payment. Note that this button does not change the general exchange rate stored in your TO3000
database. To change exchange rate for all future credit notes, go to the Exchange Rates tab of
the Business Settings.

Linked with Invoices - the payment's value can be linked with invoices - fully or partially. The
table on the Linked with Invoices tab indicates how much is linked to which invoice.

Phantom invoices are virtual invoices which can be used to make the payment linked, without
settling any actual invoices. Phantom invoices can be used for ensuring account consistency in
case the payment for some reason should not be used to cover invoices.

Saving and printing Payments to Client

You can print payments or save them in text files by selecting an RTF template and clicking the
Save, Save and Open or Print buttons at the bottom of the window. Click Send Mail to open
the_Mail Sender for the generated payment.

NOTE: You can choose to save the output file in PDFor DOC format by selecting this format
in the Save Aswindow with the help of the Save as type drop ddown list.

To edit templates for payments click User Settings in the Backstage view and select Templates.
Templates for payments to clients are located in the C:\Users\Public\Documents\AIT\TO3000,
Version 3D\Templates\CLIENTS\Payments\ folder.
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5.21. Creating refunds

New refunds are created by pressing the New button in the Refunds tab of the Client window.

Note : A refund for a specific credit note can also be created in the Edit Credit note window
by clicking the Mark as paid button.

The lllustrative Designs: Refunds|=

Main | Contacts | Marketing | Prices | Quotes | Projects | Client Jobs | Invoices | Credit Motes | Payments | Refunds | Account

New Edit Delete Status: |*All* v

Edit Refund x |ge

To: The lllustrative Designs Date Sent: 24,03/2017 (g

From: Unregistered Code: R-LLDES0001

Refund | iLinked with Credit Notesé

T, )
#  (Credit Note Code Credit Note Date Credit Note Total Linked with this Refund
L CM-ILLDES0001 24 032017 300,00 200,00

MM 4 10f1 P W

MNew Link Edit Delete

Linked: 200,00 Client Currency: EUR
Mot Linked: 100,00

RTF Templates: |Refund to Client - Template - English.rtf - B | & =]

oK Cancel

New/Edit Refund window contains the following data:
Date Received & part from reference purposes, this date will also be used by Global Date filter.

Code & the refund code is generated automatically. In this code the "R" character means that
this is a refund, the letters afterwards represent code of the client, and the number is the value of
the refunds counter for this client. Each client has an independent code counter for refunds.

Value 8 the total amount of the refund in the client's currency. TO3000 will calculate your
revenues in your base currency according to the exchange rates.

If the client's currency differs from your base currency, the Currency Exchange Rate button will
be available. By clicking this button, you may change the currency exchange rate used in this
refund. Note that this button does not change the general exchange rate stored in your TO3000
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database. To change the exchange rate for all future refunds, go to the Exchange Rates tab of
the Business Settings.

Notes & any additional information can be entered here.

Linked with Credit Notes & the refund's value can be linked with credit notes 8 fully or partially.
The table on the Linked with Credit Notes tab indicates which amount is linked to which credit
note

Saving / Printing / E-mailing refunds

To print, save or E-mail a Refund as a text document, use the RTF template controls near the
bottom of the New/Edit window.

Use the RTF Templates drop-down list to select the template which should be used for printing,
saving or e-mailing this refund as an RTF file. Click the Save, Save & Open, Print, or Send Mail
button to save, print, or e-mail the Refund.

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

To edit templates for refunds, in the Backstage view click Business Settings and select
Templates. Templates for refunds are located in C:\Users\Public\Documents\AIT\TO3000,
Version 3D\Templates\CLIENTS\Refunds\.
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6. Prospects

6.1.

Prospect Window

The Prospect window can be used to view, edit and enter new information about your prospective
clients, as well as to manage marketing and financial information, like prices and quotes of your
prospects.

When the deal is struck a prospect can be quickly converted into a full client.

It can also be used to store information and documentation of former or temporarily unavailable
clients.

‘: Clients Projects
= = a o = (=l =
ISt O 8 E E =

Prospect | Prices Quotes ProspectJobs Invoices Credit Motes Payments Refunds

1

Internet Security Technologies =

Contacts | Marketing | Prices | Quotes | Prospect Jobs | Invoices | Credit Motes | Payments | Refunds | Files | Info

Prospect Window tabs

Different tabs of the Prospect window represent different aspects and elements of your
prospective client database. Prospect data is broken into the following Prospect window tabs:
The Main tab 8 contains the profiles of your prospects and basic information on them.

The Contacts tab d lists the contacts of the selected prospect. New prospect contacts can be
added here.

The Marketing tab 8 contains marketing information added by your sales representatives or
marketing staff.

The Prices tab 8 holds the individual price list of the selected prospect. Here this prospects's
prices can be created and edited.

The Quotes tab d is used for issuing and managing quotes offered to the selected prospect.
The Prospect Jobs tab 8 contains the client jobs of the selected former or inactive client.

The Invoices and Payments tabs 0 these tabs hold all invoices issued to and payments made
by the selected former or inactive client.

The Credit Notes and Refunds tabs 8 these tabs contain all credit notes received from and
refunds issued to the selected former or inactive client.

The Files tab & this tab is used for accessing the selected prospect's files and folders.
The Info tab d is used for adding various prospect-related notes.
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6.1.1. The Main tab

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

Magenta ~
Main | Contacts | Marketing | Prices | Quotes | Prospect Jobs | Invoices | Credit Notes | Payments | Refunds | Files | Info

New Prospect Delete =~ Profile | Custom Fields*

; Clone Code: MAG
Enter text to search... | Move to Client:
oveto Lhents Name: Magenta

& Name Currency Postal Address: ul. Wiatraczna 130

Target s 1 Krakéw
31-987

¢
Sonnenschein GmbH EUR Poland L.
shyilid usp |t Now: 10052017 15:22
Segen EUR ¢

dorl ) Contact Info: E-mail: info@magenta.com
Mardbriols1 Ed | Phone: +48 88 489 90 00
Confetti s.p.a EUR I
Cielo s.r.l EUR 1 Web: http://to3000.com B =]
» E Payment Terms: Within 30 days (from Invoice date)

Herz AG EUR ¢ VAT Number: 637-19-23-852
Lingua EUR Prospect Folder: D:\Business\Prospects\MAG
Milon 1s I
Eevee Valentine Gep | Currency: EUR
Rocket Plc. UsD | Invoicing Policy: Immediately

FTP connections
Advanced... <Filter is Empty>

LI 10 of 15 oo General Information
Browsing prospects

You can search for specific prospects using the Find panel. Enter a few characters from the
prospect's name, or any other column displayed in the table, and the table will show only the
entries that contain the entered characters.

Click on any prospect in the list to view and edit the prospect's profile to the right.
Once a new prospect has been added, their data can be edited in this profile.

You can create a new prospect record based on the data (profile, marketing, contact or pricing)
of one of the existing prospects by cloning this prospect. To do so, select a prospect to clone,
click the More... button next to the Delete button, and select "Clone"

Once you strike a deal with a prospect and they become a full client you can transfer them into
the Client database. Click the More... button and select "Move to Client".

You can delete a prospect and all data related to this prospective or former client (quotes, projects,
jobs, invoices, etc.). To do so, select a prospect to delete, and click the Delete button.

Each prospect entry can have a flag assigned to it. The prospect's flag can be changed by right-
clicking their entry and selecting a flag.

prospects are listed in the form of a table. You can change the columns displayed in the table by
using the Customize Columns option.

NOTE: Due to filter operations (like the local custom filter and global date filter) you may not
be able to see all the prospects in the database. Please refer to theLocal Custom Filtertopic for
more details on filters and access restrictions.
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Prospect profile

On the right side of the Main prospect tab, you have two tabs: Prospect Profile and Custom,
which enable you to review and modify the prospect
or edit prospect profile information:

fCoded cl ick this button to enter or change the prosy
is the same code, which had been assigned, manually or automatically, when creating the new
prospect record. This code is also used for naming prospect folders as well as in codes for
guotes. You can also load the prospect's logo here. It will be displayed above their country's flag.

fName o click this button to edit this prospect's name. This name can be up to 150 characters
long.

fPostal Address & click this button to add or change the postal address of the prospect. See
the Postal Address of Prospect topic for details.

fiContact Info button & allows you to add or change the contact information of the prospect.
See the General Contact Information topic for more details.

IWeb 6 opens the Edit Web Links dialog box, providing fields to enter your prospect's web site
address (URL), as well as their LinkedIn, Facebook, and Twitter accounts. Click the address or
the social media icons to open the corresponding links in your Internet browser..

Payment Terms d allows you to specify payment terms for each prospect, and their minimum
fees once the prospect is converted into a full client. See the Payment Terms of Prospect topic
for more details.

1 VAT Number & enter the prospect's legal tax number to have it automatically displayed and
printed on invoices.

fProspect Folder & this part of prospect's profile can be used to store and access the prospect
files. Click the Folder button on the right side of the field to open the folder in the TO3000 Explorer
(creating it if it does not exist yet).

fProspect Currency 0 this currency will be used to issue quotes to this prospect. All the
financial records for this prospect are kept in both your base currency and the prospect's
currency, converted according to the exchange rates you set.

finvoicing Policy 8 by adjusting the invoicing policy you determine the conditions upon which
TO3000 3D+ will prompt you to invoice jobs once the prospect is converted into a full client. See
the Invoicing Policy of Prospect topic for more details.

{General Information 8 any additional information which did not fit into any of the other
sections can be entered here.

IFTP connections & you can set the parameters for access to the prospect's FTP folders.
Shortcuts to these folders will be automatically added to the Files tab in this prospect's window.
See the Prospect FTP Connections topic for details.

Custom data

The prospect database can be customized by adding custom fields. Any custom fields that have
been added to the prospects database, can be accessed by clicking Custom Fields tab, next to
the Prospect Profile tab.
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Postal address of prospect

The prospect's postal address determines the prospect's business location, and is automatically
added to the invoices and quotes sent to this prospect. The following postal address data can be
added:

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

City 8 maximum 40 characters long.
State 8 maximum 40 characters long.

Country 8 you can add additional countries to the list of countries in the Postal Address of
Prospect window. See the Countries topic for details.

ZIP Code 8 maximum 10 characters long.

Time Zone 6 The prospect's time zone is set automatically when you select their country, but
you can change the time zone manually as well.

MNew Prospect Delete =~ Profile | Custom Fields
Postal Address: Kauppatori 4
Fator tavt tn canech =I[ cina Flane Oulu -
x

Time Zone Settings x
*

Street Address:  Kauppatori 4
Set the Time Zone:

City: Oulu Time Zone:

State: (UTC+02:00) Helsinki, Kyiv, Riga, Sofia, Tallinn, Vilnius
Country: |Finland -
ZIP Code: 90100 Current date and time:

14.04.2017 17:24
Local Time: 14.04.2017 17:24
q
Time Zone: (UTC+02:00) Helsinki, Kyiv, Riga, Sofia, Tallinn, Vilnius 1

OK Cancel
oK Ccancel I i S, . .
A tering in Finland. revenue in US — 200.000&. 40 employees. 3 offices. private ownership.
iy crctame which neatida Tatarnat eneneitr of hank-c and Athar Aarcanization which remivs hich_laval camm

Advanced International Translations



155

Translation Office 3000 Help

General Contact Information

Prospects in TO3000 have two types of contact information: general contact information (usually
of a company rather than a person) and the contact information of the contact information of
prospect's contact persons (Contacts). General contact information of a prospect can contain the
following data:

E-mail (up to 2) 8 maximum 250 characters. The Send button becomes active only if a valid e-
mail address is entered.

Phone (up to 4) and Fax numbers 8 maximum 250 characters each.

Notes d a plain text note, with no maximum length.

Profile | Custom Fields

Contact Info: E-mail: mail@lightning-graphics.com

Edit Contact Info b4

The Lightning Graphics

E-mail: Send
E-mail 2:
Phone:
Phone 2:
Phone 3:
Phone 4:

Fax:

Motes:

Ok Cancel
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Payment terms of prospect

According to the payment terms of a prospect, TO3000 will keep track of unpaid invoices and
update the status of outstanding invoices once the prospect is converted into a full client: overdue,
due today, due tomorrow, and so on.

This information is also stored when a former or inactive client is converted into a prospect.

For more information, see Payment terms of client

Profile | Custom Fields

T R ) e e i e iR

Payment Terms: On day 10 of the next month (from Invoice date)

Edit Payrment Terms X

Between: Unregistered

and: The Lightning Graphics

e,

Minimum Fee: ?00| - [0 - Mo Minimum Feg)

| | Within 20 - da}fg

() Onday 10 of the same month

© Onday 10 of the next manth

() Onday 10 of the month following next
() Unknown/Other

Additional Motes:

oK Cancel
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Invoicong policy of prospect

Invoicing policy settings determine when TO3000 3D+ alerts user to invoice jobs once the
prospect is converted in to a full client. This information is also stored when a former or inactive
client is converted into a prospect.

For more information, see Invoicing policy of Client

To configure your invoicing policy regarding certain prospective client, click the Invoicing Policy
button in this Prospect's profile.

Profile | Custom Fields

E

Invoicing Policy: After total of USD700: 10 days maximum

Edit Invoicing Policy X

Between: Unregistered

and: The Lightning Graphics

Invoice Client Jobs

() Immediately after completing job

@ EDnI}f after total of invoiced jobs reaches?

700,00

+ Wait accrual no longer than

10 days

Client Currency: USD

QK Cancel
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Prospect FTP connections

FTP (File Transfer Protocol) is a common method of sharing and exchanging work files. Each
prospect profile in TO3000 can have a number of FTP connections (addresses of shared folders)
associated with it. These folders can then quickly be accessed by any user working with the Files
tab of this Prospect.

The FTP Connection interface in TO3000 allows for quick access to the specified FTP folder
without having to re-type the login and password each time you connect. The following details can
be specified when creating a connection:

Connection Name & this name has no syntax requirements and can be no longer than 50
characters.

FTP Server 8 the address of the FTP server (for example ftp.server.com). Can be no longer
than 50 characters. You can also specify which Port to use.

User Name & the login, normally issued by the FTP server administrator. This login will be used
when TO3000 attempts to connect to the FTP folder. Can be no longer than 50 characters.

Password 0 this password will be used when TO3000 attempts to connect to the FTP folder.
Can be no longer than 50 characters.

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

Enable FTP over SSL/TLS if the connection supports encryption. Consult your FTP server
administrator as to whether you should use this option.

The Keep connection alive option sets whether TO3000 should continue trying to connect to a
non-responding FTP address. If this option is enabled, you can also set the interval between
connection attempts.
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To add, edit or delete the FTP connections of a certain prospect, click the FTP Connections
button in this prospect's profile.

Profile | Custom Fields

FTP connections

FTP connections of Internet Security Technologies

Available FTP connections:

Edit FTP Connection

|

Connection Mame:

Internet Security Technologies

FTP Server:

Port:

Edit

Delete

clients.projetex.com

21

User Mame:

internet_security

Password:

[ | Use passive transfer
[ ] FTP over SSL/TLS

|| Keep connection alive

Send interval (command MOOP), sec.:

Close

0K

Cancel
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Cloning

In case the prospect you are about to create, has the same or similar data as one of the existing
prospects, it is recommended to use the clone option to copy selected data from the existing
prospect to a new one.

Internet Security Technologies|~

Main | Contacts | Marketing | Prices | Quotes | Prospect Jobs | Invoices | Credit Notes | Pay

Mew Prospect Delete = -
Clone Client x

P:I Clone non-Job parts

== of Internet Security Technologies:
‘;
+ Contacts
v”Marketing
/| Prices

0K Cancel

The following data can be copied:

Profile 8 although it is unlikely that two different prospects will have same profile information (like
address or contact details) some information such as payment terms, invoicing policy and locale
settings may be common.

Contacts 0 cloning contacts (Contacts tab of Prospect window) data may have time when
creating a prospect for new department or subsidiary of an existing prospect.

Marketing 8 marketing information (Marketing tab of Prospect window) can also be cloned.

Prices 0 if a new prospect has same or similar prices (Prices tab of Prospect window) as one
of the existing Prospects, this data can also be cloned.

To clone a prospect record, select the required prospect from the list on the Main tab of Prospect
window, click the More... button and select Clone. The newly cloned prospect will appear in the
list with the CLONED string added to their name.
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Converting into a client

Once you strike a deal with a prospective client, you can convert them into a full client.

All the database entries connected to the prospect and all of the prospect's files will be moved into
the Clients database.

To convert a client in to a prospect, click the More... button (hamburger icon) and select Move to
Clients.

6.1.2. Contacts tab

A prospect's Contacts are persons on the client side which you work with regarding this prospect's
potential projects/jobs.

The New button opens the New Contact window, where the details of a new contact person can
be added.

The Edit button opens the Edit Contact window, where the details of the currently selected
contact person can be edited.

The Delete button deletes the currently selected contact.

The Clone button creates a complete copy of the currently selected contact and adds it to the list
of this prospect's contacts. The cloned contact will have the (Cloned contact) text in front of the
contact name.

Internet Security Technologies: Contacts ~

Main | Contacts | Marketing | Prices | Quotes | Prospect Jobs

Mew Edit Delete Clone
# Position Salutation Mame E-mail
B Project Manager m Charlotta Rintala charlotta@...
Project Manager Mrs, Tania Orsborn projects@i...
CEO M5, Helga Tuominen helga@inte...
Accounting M. Clle Rosengren accounts@...

6.1.3. Marketing tab

The Marketing tab of the Prospect window stores marketing information about the selected
prospect. This includes a general note, Marketing links (URL and e-mail) and a log of timed
marketing records (Marketing Tracker).

The Marketing Tracker can contain any number of records, each having a Date, Subject (250
characters maximum) and Description (a plain text note with no length limitation).
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The Date and Subject fields of a record cannot be empty. Records in the Marketing Tracker can
be sorted by Date or by Subject.

Internet Security Technologies: Marketing| =

Main | Contacts éMarketingé Prices | Quotes | Prospect Jobs | Invoices | Credit Motes

Motes | Links | Tracker

Mew Record Edit Delete
# Date Subject
l* 31.07.2015 eCom¥po, virtual tradeshow
11.12.2015 Internet security conference, possible Finnish translation projects

6.1.4. Prices tab

Each prospect in TO3000 can have a set of prices individual to them. These prices can be
assigned on the Prices tab of the Prospect window.

Only one price per group of services, service and unit combination can exist in an individual price-
list.

The New button opens the New Price window, where the details of a new price can be added.

The Edit button opens the Edit Price window, where the details of the currently selected price
can be edited.

The Delete button deletes the currently selected price.

Internet Security Technologies: Prices|~

Main | Contacts | Marketing | Prices | Quotes | Prospect Jobs
Mew Edit Delete

# Group of Services Service

Swedish

& Translation English ==

Translation Swedish == English

You can print a prospect's price list or save it in a text file by selecting the template and clicking
the Save, Save & Open or Print button at the bottom of the window.
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You can also click the Send Mail button to open the TO3000 Mail Sender and send it to the
Prospect's E-mail address as an attachment.

6.1.5. Quotes tab

= =4 A -

Quotes to prospect can be managed on the Quotes tab of the Prospect window. A quote can
contain a number of draft prospect jobs, each job representing a service and its price being
guoted.

Like most workflow documents in TO3000 3D+, quotes can be saved to a printable file or printed.
Please refer to the Creating quotes to prospects topic for more details.

A quote can have one of the five statuses: Unknown, Accepted , Rejected, Received and
Corrected. Depending on its current status, the quote will be marked with different color in the
quotes list:

blue for Unknown
green for Accepted
red for Rejected

purple for Received or Corrected

A quote's status can be changed in the Edit Prospect Quote window. Please refer to the Creating
quotes to prospects topic for more details.

To manage quotes for a certain prospect, select this prospect in the list on the Main tab of the
Prospect window and click the Quotes tab.

Internet Security Technologies: Quotes =

Main | Contacts | Marketing | Prices | Quotes | Prospect Jobs | Invoices | Credit Notes | Payments | Refunds | Files | Info

Mew Quote Edit Delete = - Status: |*all* -
*  Code Name Draft Prospect Jobs for Q-INTSEC0001
go-1\TsEcooculls quam. |
- - ) " New Edit Delete
Q-INTSECO0C Suspendisse posuere Internet Security Technologies
# MName Group of Service Service
[@lMulla quam. DTP in Adobe F'age
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6.1.6. Prospect jobs tab

Prospect Jobs belonging to the currently selected former or inactive client can be viewed on the
Prospect Jobs tab of the Prospect window.

Jobs can not be created, deleted, or edited here. This tab serves only to store previously created
jobs.

Use the Status filter drop-down list to display only prospect jobs with a specific status.

With the help of the Invoiced filter drop-down list you can view only the prospect jobs which have
or have not been invoiced.

Internet Security Technologies: Prospect Jobs| =

Main | Contacts | Marketing | Prices | Quotes | Prospect Jobs | Invoices | Credit Notes | Payments | Refunds

View Status: *All* - Invoiced: |*all* -
# Code Job Mame Assigned Deadline Completed Group of Services
J-INTSECO! SSH technology 29122016 00:00  10.01.2017 18:00 08.01.2017 18:00 Editing
J-INTSECO! Training Schedule 22122016 00:00  13.01.2017 18:00 Heads-Up Editing

Prospect Job Statuses

Jobs in the list are shown in different colors. These are determined by the current status of each
job:

Green & the job is not completed yet, but its deadline is in the future.
Blue 0 the job is not completed and due today.
Red o the job is not completed and overdue (its deadline is in the past).

Black 8 the job is completed.

BNote: You can change the colors on the Colors: Status tab of the User Settings menu in the
Backstage view.

Also, if a job has any status other than Normal, it will be highlighted in a different background
color:

Orangebackarouind 5 On Hold status

Green background 8 Heads-Up status

Grey background 8 Canceled status

3Note: You can change the status of any job with the help of the Status drop-down list in the
Edit Job window.

BNote: To configure the status colors, in the Backstage view click User Settings , then click
Colors: Status.
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6.1.7. Invoices tab

The Invoices tab of the Prospect window is used to keep record of invoices issued to currently
selected former or inactive client.

Invoices can not be created, deleted, or edited here. This tab serves only to store previously
issued invoices.

Internet Security Technologies: Invoices -

Main | Contacts | Marketing | Prices | Quotes | Prospect Jobs | Invoices | Credit Notes | Payments

Wiew Status: |*alP v Approved: |*all* v
Client Code Global Code Sent Currency Exchange Ra
Internet Security Technolog IFINTSECO002 ACME-IDD1E,/2010  22.06.2016 ELIR 10
Filters

You can choose to view only invoices with a specific status. To display only the invoices with a
particular status, click the Status filter drop-down list.

You can also set TO3000 to display only those invoices which have or have not been approved
by applying the Approved filter.

Invoice Statuses

Invoices in the list are shown in different colors. These are determined by the current status of
each invoice:

Green & the invoice is outstanding and is expected to be paid soon.
Blue 8 the invoice is outstanding and is expected to be paid today.
Red 0 the invoice is outstanding and its payment is overdue.

Black 0 the invoice has been settled (paid) or voided.

BNote: You can change the colors on the Colors: Status tab of the User Settings menu in the
Backstage view.
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6.1.8. Credit notes tab

The Credit Notes tab of the Prospect window displays Credit notes for the currently selected
former or inactive client.

Credit Notes can not be created, deleted, or edited here. This tab serves only to store previously
issued credit notes.

Internet Security Technologies: Credit Motes -
Main | Contacts | Marketing | Prices | Quotes | Prospect Jobs | Invoices | Credit Notes | Payments
View Status: |*all -

# Code Client Sent Value Tatal

L@ CMN-INTSECO001 24.03.2017 300,00 300,00 I

Internet Security Technologies

6.1.9. Credit Note Statuses

Credit notes can have one of four statuses:

1 Closed - the credit note is linked to an invoice with enough unlinked value to cover it
completely.

1 Awaiting payment - the credit note has due balance and has not been linked to a refund.
1 Partially paid - the credit note has been linked to a refund but still has due balance.
1 Fully paid - the credit note is linked to an invoice and it's value is fully covered.

Filter

Use the Status filter drop-down list to display only credit notes with a specific status (Closed,
Awaiting Payment, Partially Paid, or Fully Paid).

6.1.10. Payments tab

The Payments tab of the Prospect window displays the payment records of the currently
selected former or inactive client.

Payments can not be created, deleted, or edited here. This tab serves only to store previously
received payments.

Internet Security Technologies: Payments|~

Main | Contacts | Marketing | Prices | Quotes | Prospect Jobs | Invoices | Credit Motes | Payments

View Status: | *all* M
# Client Code Date Received Total Paid
& Internet Security Technologies P-INTSEC0001 24,06.2016 1 SDD_,DD
Internet Security Technologies P-INTSECO002 08.07.2016 750,00

Filter

Use the Status filter drop-down list to display only the payments which are still to be linked with
invoices, or only the fully linked ones.
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6.1.11. Refunds tab

The Refunds tab of the Prospect window displays the refund records of the currently selected
former or inactive client.

Refunds can not be created, deleted, or edited here. This tab serves only to store previously
issued refunds.

Internet Security Technologies: Refunds -

Main | Contacts | Marketing | Prices | Quotes | Prospect Jobs | Invoices | Credit Motes | Payments | Refunds | Files

View Status: |*all v

* Code Client Date Sent Total Paid Linked Currency

8 R INTSECO001 24032017 300,00 30000  EUR | |

Internet Security Technolo

Filter

Use the Status filter drop-down list to display only the Refunds which are still to be linked with a
credit note, or only the fully linked ones.

6.1.12. Files tab

Files tab of the Prospect window provides you with possibility to create the prospect folder with
one click, create, view and search for files and folders related to this prospective client. Folder
navigation is described in File manager topic.

Files of client contain invoices, quotes and other documentation of the prospect.

Spearow: Files -
Main | Contacts | Marketing | Prices | Quotes | Prospect Jobs | Invoices | Credit Notes | Payments | Refunds | Files | Info
Explore D:\Business\Prospects\TES1\Quotes\Q-TES10001

@l 0B R

Prospects\TES1 Name Size Datetime
Marketing ) -TES10001.rif 86 KB 14.07.2017 16:46
4 - || Quotes
=% o-Tes10001
G Refresh All
shorteuts FTP: @ Connect
i Client FTP Name Size | Date

(23 Local Folders
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6.1.13. Info tab

The Info tab of the Prospect window can be used to enter any optional additional information

regarding the selected prospect in plain text format. These notes will be available to all project
manager users.

Each note record consists of the following elements:

1 Subject 8 maximum 100 characters long.

1 Category 8 new note categories can be added with the help of the Corporate Settings >>
Categories menu in the Backstage view.

1 Information 8 a plain text note with no maximum length.

Notes can be filtered by the Subject or Category columns.

Internet Security Technelogies: Info| =

Main | Contacts | Marketing | Prices | Quotes | Prospect Jobs | Invoices | Credit Notes | Payments | Refunds | Files | Info
MNew Edit Delete Payments are usually delayed. common explanation
confirmation.
* Subject

[@Ead payment history - always request invoice receipt...

Accountant MNote
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6.2. Prices Window

The Prospect Prices window displays your general price-list. These prices can be used when
creating quotes for any prospect in your database.

BNote: Any prices added to this list will also appear on the Client Price List , and vice versa.
The New button opens the New Price window, where the details of a new price can be added.

The Edit button opens the Edit Price window, where the details of the currently selected price
can be edited.

The Delete button deletes the currently selected price.

Double-click any price record in the table to edit that price.

‘: Prospects Clients Projects

1550 u a
Tl

Prospect |Prices | Quotes Prospect Jobs

Prospects: Prices =

Mew Edit Delete
#  Group of Services Service
Translation English == German
Translation French == English

The Save button saves the current price list in an RTF, DOC or PDF document.

The Save & Open button saves the current price listin RTF, DOC or PDF format, and then opens
this document.

The Print button opens the printer settings, which can be used to print the document.

The Send Mail button opens the Mail Sender, with the Subject automatically filled in and the
created document attached.

To configure the price list templates, in the Backstage view click Business Settings and then
click Templates. Price list templates are stored in the C:\Users\Public\Documents\AIT\TO3000,
Version 3D\Templates\PROSPECT\Prices\ folder.
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6.3. Quotes window

The Prospect Quotes window provides an overview of all quotes, issued to all prospects. The

options available for this window are the same as those for the Quotes tab of Prospect window.
The major differences are:

1 The Prospect Quotes window displays all quotes for all prospects.
1 New quotes cannot be created using this window.
1 Existing quotes cannot be deleted using this window.

To create a new quote to a prospect, open the Main tab of the Prospect window, select that

prospect, then switch to the Quotes tab of the Prospect window and create your quote from
there.

‘: Prospects Clients Projects Q se

| = = =)
IS ] 2 = B B

Prospect Prices | Quotes | Prospect Jobs Invoices Credit Notes Payments Refunds

Prospects: Quotes|~

Edit =N Status: |*All* -
Enter text to search.. - Find e Draft Prospect Jobs for Q-INTSECO001
MNew Edit Delete
#* Code Mame Client
Ro-nsecooclNulaquam, L Jinternet Security Tec
Q-INTSECOOC Suspendisse posuere Internet Security Ted _
# Mame Group of Services !
(llMulla quam. DTP Tasks

Quote Status

A quote can have one of the five statuses: Unknown, Accepted, Rejected, Received, and

Corrected. Depending on its current status, the quote will be marked with a different color in the
quotes list:

Blue for unknown quote status
Green for accepted quote status
Red for rejected quote status

=A =4 =4 4

Purple for received or corrected gquote status

BNote: You can change these colors in the Colors: Status tab of the User Settings menu in the
Backstage view.
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6.4.

Prostect Jobs window

All jobs for former or inactive prospects stored in the database are listed in the Prospect Jobs
window. The options available for this window are the same as those for the Prospect Jobs tab
of the Prospect window. The major difference is that the Prospect Jobs window displays all

prospect jobs of all former or inactive prospects.

",\ Prospects Clients Projects
I 1 - =] =
. e ==
Prospect Prices Quotes |Prospect Jobs | Invoices
Prospects: Prospect Jobs|~
View Status: |*All*
# Code Job Mame Assigned

29.12.2016 00:00
22.12.2016 00:00

J-INTSECON S5H technology
J-INTSECD! Training Schedule

Filters

& B B

Credit Motes  Payments  Refunds
- Invoiced: *All* -
Deadline Completed Group of Services
10.01.2017 18:00 08.01.2017 18:00 Editing
13.01.2017 18:00 Heads-Up Editing

Use the Status filter drop-down list to display only prospect jobs with a specific status.

Use the Invoiced filter drop-down list to display only those prospect jobs which have or have not

been invoiced.

Prospect Job statuses

Jobs in the list are shown in different colors. These are determined by the current status of each

prospect job:

Blue 8 the job is not completed and due today.

=A =4 =4 =

Black 8 the job is completed.

Green & the job is not completed yet, but its deadline is in the future.

Red o the job is not completed and overdue (its deadline is in the past).

BNote: You can change the colors on the Colors: Status tab of the User Settings menu in the

Backstage view.

Also, if a job has any status other than Normal, it will be highlighted in a different background

color:

1 [OrangebacKarolRd 6 On Hold status

1 Green background 8 Heads-Up status
1 Grey background 8 Canceled status

B3Note: You can change the status of any job with the help of the Special Status drop-down

list in the Edit Job window.
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6.5. Invoices window

The Prospect Invoices window displays a general overview of all invoices, issued to all former
or inactive clients in the database. It can be used to identify currently unpaid invoices and obtain
a total of balance due according to all invoices issued.

The options available for this window are the same as those for the Invoices tab of the Prospect
window. The major difference is that the Prospect Invoices window displays all invoices for all
former or inactive clients.

‘;‘ Prospects Clients Projects

. - (=] =[= |E
IS H @ =

Prospect Prices Quotes Prospect Jobs | Invoices| Credit Notes Payments Refunds

0]
I

e

Prospects: Invoices =

View Status: |*all* v Approved: |*al* v
# Client Code Global Code Sent Currency Exchange Ra
Internet Security Technolog I-INTSECO001 ACME-IDD17/201 05.03.2017 EUR 1,00

R internet Security Technolog|IINTSEC0002  |ACME-I0018/201] 22062016 | EUR | 100]

Filters
Use the Status filter drop-down list to display only invoices a specific status.

Use the Approved filter drop-down list you can select to display only those invoices which have
or have not been approved by you.

Invoice Status

Currently issued invoices can marked in one of four colors, depending on the status of the invoice:

Green & the invoice is Outstanding and is expected to be paid soon.
Blue 8 the invoice is Outstanding and is expected to be paid today.
Red o the invoice is Outstanding and its payment is overdue.

Black d the invoice has been Settled (paid).

E k]

BNote: You can change the colors on the Colors: Status tab of the User Settings menu in the
Backstage view.

TO3000 automatically assigns statuses to Invoices depending on the Payment Terms set for each
client.

Advanced International Translations



173

Translation Office 3000 Help

6.6. Credit notes window
The options available for this window are the same as those in the Credit Notes tab of the
Prospect window.
The major difference is that the Prospect Credit Notes window displays all credit notes to all
former or inactive clients.
Use the Status filter drop-down list to display only credit notes with a specific status (Closed,
Awaiting Payment, Partially Paid, or Fully Paid).
£ Prospects Clients Projects
— = =] =l
[ a ==& ( =
L_'l =
Prospect  Prices Quotes Prospect Jobs Invoices |Credit Motes | Payments
Prospects: Credit Motes|=
View Status: [*al* M
# Code Client Sent Value
8 C-IMTSECO001  |Internet Security Technologies|  24.03.2017 300,00 .
6.7.

Payments window

The Prospect Payments window displays all payments from all former or inactive clients in one

table. This window can be used to obtain total values of money transfers received from former or
inactive clients.

Use the Status filter drop-down list to display only payments which are still need to be linked with
invoices, or only the fully linked ones.

T Prospects Clients Projects

1551 u a e =] (==l =
L;.J El

= =
Prospect  Prices

[

Quotes  Prospect Jobs Invoices Credit Motes |Payments | Refunds

Prospects: Payments|~

View Status: |*all*

Client
[@ Internet Security Technologies

Code

Date Received Total Paid
P-INTSECO001

24,06.2016 1 5'3'3_.'3'3
Internet Security Technologies P-INTSECO002 08.07.2016 750,00
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6.8. Refunds window

The options available for this window are the same as those in the Refunds tab of the Prospect

window.

The major difference is that the Prospect Refunds window displays all refunds to all former or

inactive clients.

Use the Status filter drop-down list to display only refunds which are still to be linked with a credit

note, or only the fully linked ones.

‘: Prospects Clients Projects

151 u &)
]

Prospect Prices  Quotes Prospect Jobs

Prospects: Refunds| =

View Status: |*all*

#* Code

R -IMNTSECO001

Client

Internet Security Technolo

Advanced International Translations

ol
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Date Sent

"
@’
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6.9. Creating prospects

Prospects in TO3000 3D+ are created on the Main tab of the Prospect window. To create a
Prospect record, please follow the steps below:

1. Click the New Prospect button above the Prospect list on the Prospect window > Main tab.

2. Fill the fields of the New Prospect window:
fEnter the name of the prospect in the Name text field.

fThe code for the Prospect record in the Code text field is generated automatically (it will usually contain
the first letters of the Name in this case) but can be edited as well.

TSelect the Prospect Currency using the corresponding dropi down list.

fiClick OK to confirm or Cancel to discard the entered information.

Internet Security Technologies|~

Main | Contacts | Marketing | Prices | Quotes | Prospect Jobs | Invoices | Credit

Mew Prospect Celete = -

Mew Prospect b

Mame:

Marley & Marleﬂ
Code:

MARMAR

Client Currency:

EUR v

Ok Cancel
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6.10. Creating contacts

To add or edit a contact person to a prospect's profile, click the New/Edit button on the Contacts
tab of the Prospect window.

Internet Security Technologies: Contacts|~

Main | Contacts | Marketing | Prices | Quotes | Prospect Jobs | Invoices | Credit Motes | P

Mew i Edit Delete Clone
Edit Contact 4
Copy ,
Paste Salutation: |Mrs. -
# Delete Mame: Charlotta Rintala
=y Load... Position: Project Manager
B Assign From Camera...
H saveas.
E-Mail: charlotta@internet-security fi Send
E-Mail 2:

Phone: 211-897-43-78
FPhone 2:
Fhone 3:
Fhone 4:

Fax;

Motes:

The following data can be added to a Contact profile:

Photo T up to 110x120 pixels. Click Load, Paste or Assign from camera to add a photo to the
contact's profile. Click Delete to remove the current photo from the profile.
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6.11.

Salutation i select one of the salutations, entered with the help of the Advanced Settings section
of TO3000 3D+. This salutation can then be automatically displayed on all printable documents
next to this contact's name.

Name i maximum 80 characters.

Position 7 maximum 40 characters. Like the salutation, the position will also be automatically
displayed on printable documents.

Ei mail (up to 2) i maximum 150 characters. The Send button becomes active only if a valid el
mail address is entered.

Creating prospect prices

To add or edit a price, click the New/Edit button on the Prices tab of the Prospect window to
create/edit an individual price, or in the Prospect Prices window to create/edit a general price.

Prospects: Prices|~

Mew Edit Delete
#  Group of Services Service Units Currency Price
Edit Price for Prospects X

Group: v

Service: |English = German M
Units: \words M
Price: 0,12 (per unit)
Currency: |EUR -
QK Cancel

Prospect prices in TO3000 3D+ have the following parameters:

Group - you can select any of the groups of services available. To add or edit a group of services
please open Business Settings in the Backstage view, and select the Groups of Services
section.

Service - each group of services contains a separate list of services. Before selecting a service,
select the group of services first. To add or edit a service please open Business Settings in the
Backstage view, and select the Services section.

Units - prices in TO3000 3D+ are quoted per certain units. Price can only be applied to a
Prospect Draft Job with its volume in the same units. To add custom units please open Business
Settings in the Backstage view, and select the Volume Units section.

Price (per unit) - To add currencies to view open Business Settings in the Backstage view, and
select the Currencies section. To configure exchange rates between your base currency and
other currencies, open Business Settings in the Backstage view, and select the Exchange Rates
section.
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6.12.

Creating quotes

All quote information can be added or changed in Edit Quote window. To open this window for
selected quote double-click this quote in the list.

Internet Security Technologies: Quotes|~

Main | Contacts | Marketing | Prices | Quotes | Prospect Jobs | Invoices | Credit Notes | Payments | Refunds | Files | Info

l New Quote Edit [ Delete = Status: |*all* v
Edit Prospect Quote x
Prospect: Internet Security Technologies Date Sent: 02/10/2016 @~
Prospect PM: - None - Code: Q-INTSECO002

Status: |Unknown v
Draft Project: ]

Prospect Jobs | Request for Quote | Answer | Custom Fields

MNew Edit Delete
#* Name Group of Service Service Unit Volume Price Pricing Total
¥ |Suspendisse post DTP Tasks DTP in Adobe pages (1800 ¢ 0 0,00 per unit 0,00

M4 10f1 » W
Discount/Markup: |- Mone - (0,00%) - 0,00 Tax; |- Mone - (0,00%) ~| 0,00
Discount/Markup 2: |- Mone - (0,00%) ~| 0,00 Tax 2: |- Mone - (0,00%) ~| 0,00
Met Jobs Total: 0,00

Quote Folder: D)\Business\Prospects\INTSEC\Quotes\Q-INTSEC0002

Draft Timeline: =Assigned
Assigned: Deadline: Quote Total: 0,00
27/01/2017 00:00 B~ " 06,/02/2017 18:00 [Eihg Prospect Currency EUR
(83 days ago) (73 days ago)
RTF Templates: |MultiQuote to Prospect - Template - English.rtf v (B lé.l {22

oK Cancel

Prospect PM - select one of the prospect's contacts as the project manager for this draft project
(on the prospect's side). Please see the Contacts topic for details.

Date sent - aside from reference purposes, this date will also be used by the Global Date filter.
Please see the Global Date Filter topic for details.

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

Status - the settings in this drop-down list determine the color in which the quote will be shown in
the list on the Quotes tab of the Prospect window or in the Prospect Quotes window.
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Draft Project - the name of the quote. A draft project's name can contain 100 characters
maximum.

Prospect Jobs - lists the draft prospect jobs in this quote. Use the Customize columns option to
configure which data should be displayed. Please see the Draft Prospect Job topic for more
details.

Quote folder - quote folders are created in the Quotes folder located inside each prospect folder.
The quote code is used in naming the quote folder.

Draft Timeline - like a regular project, quote has assigned and deadline dates.
Request for Quote, Answer - enter a plain text note here.

Custom Fields - quotes can also contain custom data (for example custom statuses, dates or
notes) added in the form of custom fields. If you have any number of custom fields in quotes, their
controls can be found on the Custom Fields tab. For more information on adding custom fields
please see the Custom Fields topic.

Saving and printing Prospect Quotes

You can print quotes or save them in text files by selecting an RTF template and clicking the
Save, Save and Open or Print buttons at the bottom of the window. Click Send Mail to open
the_Mail Sender for the generated quote.

Use the RTF Templates dropi down list to select the template.

INOTE: You can choose to save the output file in PDFor DOC format by selecting this format
in the Save Aswindow with the help of the Save as type drop ddown list.

To edit templates for quotes click User Settings in the Backstage view and select Templates.
Templates for Prospect Quotes are located in the C:\Users\Public\Documents\AIT\TO3000,
Version 3D\Templates\PROSPECTS\Quotes\ folder.
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6.12.1. Draft Prospect jobs

There are two ways of adding or editing draft prospect jobs: either in the Edit Quote window of
required quote, or by selecting the quote and managing its Draft Prospect Jobs in the table to the
right.

Internet Security Technologies: Quotes|~

Main | Contacts | Marketing | Prices | Quotes | Prospect Jobs | Invoices | Credit Motes | Payments | Refunds | Files | Info

Mew Quote Edit Delete = - Status: |*all* -
*  Code Name Client Draft Prospect Jobs for Q-INTSEC0002
Q-INTSECOOC Mulla quam. Internet Security Technologies ‘ N Edit Delet
ew i elete
g0 INTSECO0C]Suspendisse posuere [Internet Security Technologies | = -
Edit Draft Prospect Job x
Details | Count Motes
Name:
Group: |DTP Tasks -
Service: |DTP in Adobe PageMaker M
Volume: 0 |pages (1800 characters) - <= AnyCount <= CATCount
Price: 0,00 |per unit - <= Prices =>
Total: 0,00
Currency: EUR
0K Cancel

Draft Prospect Jobs contain the following data:
Name - maximum 100 characters long.

Group of services - you can select any of the groups of services available. To add or edit a group
of services please open Business Settings in the Backstage view, and select the Groups of
Services section.

Service - each group of services contains a separate list of services. Before selecting a service,
select the group of services first. To add or edit a service please open Business Settings in the
Backstage view, and select the Services section.

Volume - when entering the volume being quoted, you can either use the volumes specified by
the prospect, or count the prospect's file with the built-in AnyCount. CAT analysis can also be
used to determine a draft job's volume. To count a file, click the <=AnyCount button. To enter a
CAT analysis or load a Trados or Logoport log, click the <=CATCount button. Please refer to the
AnyCount, and CATCount topics for detalils.

INOTE: Please make sure that correct volume units have been set before usingAnyCount or
CATCount Jobs in such volume units as hours, for example, cannot be counted withAnyCount.
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Price - the price value can be either entered manually or copied from the individual price-list of
the prospect. Click the <=Prices button to copy the price from the prospect's price list. Click the
=> button to add this price to prospect's price-list.
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7. Projects (With Projects Mode only)

7.1. Project window

The Project Window can be used to view, edit and enter new information about your projects, as
well as to create and manage Client jobs and Project files.

To open the Project window click the Project icon from the Projects tab of the Ribbon.

£ Prospects Clients Projects

Q

Project | Client Jobs

0023, VPM connection troubleshooting| =
Main | Client Jobs | Files | Info | Calendar

Project Window tabs

Different tabs of the Project window represent different aspects and elements of your projects,
stored in the TO3000 3D+ database. Project data is broken into the following Project window tabs:

1 The Main tab i provides the most basic overview of your Projects. Projects are created and
marked as completed here. This tab also contains Project Profiles.

1 The Client Jobs tab i gives an overview of Client Jobs of a Project. Client Jobs can be created
here as well.

1 The Files tab i provides quick access to the project folder of the selected Project, as well as to
other files related to this Project.

1 The Infotab i this tab is used for creating various projecti related notes.
1 The Calendar tab i a schematic overview of Project jobs, presented in the form of a calendar.
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7.1.1. Main tab and Project Profile

The Main tab of the Project window contains a list of projects and project profiles. Use this tab to
create new Projects, change project parameters and close Projects as they get completed.

To open the Main tab of the Project window, click the Project icon in the Ribbon, and then select
the Main tab.

0030, Madrid City Guide|~

Main | Client Jobs | Files | Info | Calendar

New Project Delete Clone Project Profile | Custom Fields
Enter text to search... - Find Clear Mame: Madrid City Guide
Client: Key Outsourcing Studios
#  Code Name Client Client PM: Klemens Johansson
3 Madrid City Guide sourcing Studios
0031 Virtual Reduction Engine Universal
0032  Thermal Displacement Guide The Lightning Graphics
0033  ADS - User Guide Key Outsourcing Studios
0034  Norby workshop The Lightning Graphics Timeline: Assigned: Deadline: Completed:
0035  SSH technalogy Internet Security Technelogies 18.12.2015 00:00 |~ 03.01.2017 18:00 | 12.01.2017 18:35
0036  Training Schedule Internet Security Technologies (490 days ago) (108 days ago) (99 days ago)
0037 Server-client technology spe... Enigma Server Technologies... Project Folder:  D:\Business\Projects\0030 Madrid City Guide

0038  Analog deviation description Metwork Community Techno... T e s

0039  Remate Desktop Manual Future Unified Resources
0040 |Localization wwwfuunre.com  Future Unified Resources General Information:
0n41 | ocalization of weh-site FAQ... Network Communite Techno The guide will be shared for fiee on iformational booths for tourists
Advanced... <Filter is Empty>
M 13 0f 45 L
Status: | *All*

Project list options

To search for a project by its name, or any other field currently displayed, type the string being
searched into the field over the project list and click Find.

To sort the project list by a certain column, click the column's header . Clicking the Code column
will sort projects by their codes (chronologically), clicking the Project name column will sort
projects by their names (alphabetically).

Information displayed in projects list can be configured. Use the Customize columns option to
add or remove columns (Deadline, PM and so on).

Projects in the list can be filtered by project status (completed, heads-up and so on).

Status colors and flags

Projects in the list are shown in different colors. These are determined by
the current status of each project:

Green & the project is not completed yet, but its deadline is in the future.
Blue & the project is not completed and due today.
Red & the project is not completed and overdue (its deadline is in the past).

Black & the project is completed.

BNote: You can change the colors on the Cobrs: Status tab of the User Settings menu in the
Backstage view.
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Also, if a project has any status other than Normal, it will be highlighted in a different background
color:

Orangebackarolind 5 On Hold status

Green background 8 Heads-Up status

Grey background 8 Canceled status

BNote: You can change the status of any project with the help of the Status drop-down list in
the Edit Project window.

BNote: To configure the status colors, in the Backstage view click User Settings , then click
Colors: Status.

To flag a project, right-click it's entry and select a flag.

Editing project data

A Project Code is automatically assigned to each Project in TO3000 3D+. All Project Codes are
unique and cannot be edited.

Name - the project's name can be up to 150 characters long.

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

Timeline - the timeline of a project in TO3000 3D+ includes the assigned and deadline dates, and
the date when the project has been actually completed. The Deadline and Completed values are
taken into account when the program determines the status of projects (like due today, overdue
and so on).

Project Folder & this part of the project's profile can be used to store and access the project's work
files. Click the Folder button on the right side of the field to open the folder in TO3000 Explorer
(creating it if it does not exist yet).

Special Status - these are used when project needs to be put on hold, when you create a heads-
up (or potential) project or cancel a project. Projects with on hold status have their deadlines
undetermined, thus on hold projects cannot become overdue. Projects with heads-up status
cannot be set as completed, since heads-up status assumes that work has not yet started. A
project can also be cancelled. A cancelled project has no deadline, since the status implies that it
was abandoned.

General Information - the project profile can contain any general information relevant to this project
in the form of a plain text note.

Custom Project Data

The project database can be customized by adding custom fields. Any custom fields that have been
added to the project database can be accessed by clicking the Custom Fields tab, next to the
Project Profile tab.

To add custom fields to projects, click Advanced Settings in the Backstage view, and click the
Fields section.
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7.1.2. Client Jobs tab

The Client Jobs tab lists all client jobs within the currently selected project.

0030, Madrid City Guide: Client Jobs +

Main | Client Jobs | Files | Info | Calendar
New Edit Delete Status: |*all* - Invoiced: |*All* -

# Code Job Name Project Assigned Deadline Completed
& - OS000<| Madrid City Guide - trans|Madrid City Guide 18.12.2015 00:00 | 03.01.2017 1800 | 03.01.2017 18:00
J-KOS000: Madrid City Guide - trans Madrid City Guide 07.12.2016 00:00  29.12.2016 18:00 01.01.2017 18:00

Filtering Client Jobs
Use the Status filter dropi down list to display only client jobs with a specific status.

Use the Invoiced filter dropi down list to display only those Client Jobs which have or have not
been invoiced.

Client Job Statuses
Jobs in the list are marked colors depending on its status:
Green i client job is not completed yet, but its deadline is in the future.

Blue i client job is not completed and due today.
Red T client job is not completed and overdue (its deadline is in the past).

=A =4 =4 =4

Black i client job is completed.

Also, if a job has any status other than Normal, it will be highlighted in a different background
color:

T [OFangebacKaroURd 6 On Hold status

1 Green background 8 Heads-Up status
1 Grey background 6 Canceled status

3NOTE: You can change status of any job with the help of the Special Status drop ddown list
in the Edit Job window.

NOTE: You can change the colors on the Colors: Statustab of the User Settings menu in the
Backstage view.
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7.1.3. Files tab

The Files tab of the Project window provides you with the ability to create, view and search for
files and folders related to this Project. Folder navigation is described in the File manager topic.

0018, Engine scheme ER-34221: Files|~
Main | Client Jobs | Files | Info | Calendar
Explore D:\Business\Projects\0018 Engine scheme ER-34221
| l@|¥ 0D %

l Projects\0018 Engine scheme ER-34221 MName

J Incoming | Incoming

. Outgaing | Outgoing

) Work | work

Gy Refresh all

Shortcuts Explare D:\Business\Clients\DEFDES\Jobs
leE) Client FTP kﬁ%}| ¥l R
I3 Local Folders
=i Client Folder MName
0 J-DEFDES0005.
7.1.4. Info tab

Size Datetime

4 Copy

Size Datetime

30 KB 14.07.2017 16:43

The Info tab of the Project window can be used to enter any optional additional information
regarding the selected the project in a plain text format. Notes can be filtered by custom

categories.

0018, Engine scheme ER-34221: Info ~
Main | Client Jobs | Files | Info | Calendar

MNew Edit Delete

# Subject Category

llll orem ipsum - Mane -

Subject - maximum 100 characters long.

Category - categories of notes can be added by clicking User settings

and selecting Categories. See the Categories topic for additional details.

Information - a plain text note any umber of characters long.

Notes can be filtered by the Subject or Category columns.

Lorem ipsum dolor sit amet,
commodo quis, semper quis
euismod ante. Aenean eleife
sodales, diam massa tempo
tincidunt ligula, nec porttitor

in the Backstage View
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7.1.5. Calendar tab

The Calendar tab of the Project window displays client jobs belonging to the currently selected
project in the visual format of calendar blocks. Each block stretches across the calendar from
assignment until completion, or until the deadline if the job has not been completed yet.

Doublert click any block to open the corresponding job for editing.

See the Using Calendars topic for more information on calendars.

0018, Engine scheme ER-34221: Calendar ~

Main | Client Jobs | Files | Info | Calendar

4 CiueHs 2017 p. b NOHEAINoK BIETOPOK cepeda
necdncH pyaeHs, 26 27 28
26/27/28/29/30(31 1
23 4546 178
910 11 12 13 14 15
16 17 18 19 20 21 22

Engine scheme ER-34221

23 24 25 26 27 28 29 E = 4
3031 1 2 3 4 & Engine scheme ER-34221
Job Status: - g Engine scheme ER-34221 {DT,P}
*All* - 9 10 11

Engine scheme ER-34221
Engine scheme ER-34221 (DTP)

- vl vl

Calendar block colors

Like the jobs they represent, calendar blocks can have different colors, depending on the statuses
of respective jobs:

B8 o the job is not completed yet, but its deadline is in the future.
B8 5 the job is not completed and due today.

BB 5 the job is not completed and overdue (its deadline is in the past).
B8y 5 the job is canceled.

Pale Pink 6 the job is completed.

Pale green & the job is Heads-Up.

Pale Orange 0 the job is On Hold.
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7.2. Client Jobs window

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

i The Client Jobs window displays all client jobs of all projects.
i New client jobs cannot be created using this window.
i Existing client jobs cannot be deleted using this window.

To open the Client Jobs window click the Client Jobs icon in the Projects section of the
Ribbon.

‘: Prospects Clients Projects

Q

Project | Client Jobs

Projects: Client Jobs|~

Edit Status: | *all* v Invoiced: |*all* v
#  Code lob Name Project Assigned Deadline
J-LIGRAQOH Content translation Marketing booklet 17.03.2016 00:00  22.03.2016 18:00

J-DFC0001 H-210 smartphone 1st p: HIGHTECHPRO H-210 smartphons 09.11.2016 00,00  06.01.2017 18:00

Filtering Client Jobs
Use the Status filter dropi down list to display only Jobs with a specific status.

Use the Invoiced filter dropi down list you can select to display only those Client Jobs which
have or have not been invoiced.

Client Job statuses

Jobs in the list are marked colors depending on its status:

Greeni client job is not completed yet, but its deadline is in the future.
Blue i client job is not completed and due today.

Red 1 client job is not completed and overdue (its deadline is in the past).
Black i client job is completed.

Also, if a job has any status other than Normal, it will be highlighted in a different background
color:

T [OFangeEBACKGoURd 6 On Hold status

1 Green background 8 Heads-Up status
1 Grey background 8 Canceled status

=A =4 =4 =4
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3NOTE: You can change the status of any job with the help of the Special Status drop-down
list in the Edit Job window.

BNOTE: You can change the colors on the Colors: Statustab of the User Settings menu in the
Backstage view.

7.3. Creating a project

Projects are created from two areas of TO3000 3D+:

A: On the Main tab of the Project window by clicking the New Project button. You will be
prompted to select a client when using this option.

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

Internet Security Technelogies: Projects|~

Main | Contacts | Marketing | Prices | Quotes | Projects | Client Jobs | Invoices | Credit Motes | Payments | Refunds | Account | Files

MNew Edit || Delete Status: |*all* -
* Edit Project X
y Client: Internet Security Technologies Code: 0035 2-
Client PM: Charlotta Rintala MNone

Details | Custom Fields

project Name: ERITTRT]

Information: SSH technology handbook a

Project Folder:  D:\Business\Projects\0035 55H technology

Timeline: =MNow =Assigned =Deadline =Now
Assigned: Deadline: V! Completed:
06,09/2016 12:45 [ERe | | 1811072016 18:00 [ |>> | 10/01/2017 15:11 @~
(232 days ago) (190 days ago) (106 days ago)
W Special Status: |MNone -
RTF Templates. |project - Simple Template.rtf N E S 8 =

New/Edit Project window

A Project Code is automatically assigned to each Project in TO3000 3D+. All Project Codes are
unique and cannot be edited.

Name - the project's name can be up to 150 characters long.

Information - any general information relevant to this project in the form of a plain text note.
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Client PM - one of the client's contacts, responsible for this project on the client side. The person
selected here will be set as the default client's PM for all new client jobs in this project. See the
Contacts List topic for details on adding and editing contacts.

Timeline - the timeline of a project in TO3000 3D+ includes the assigned and deadline dates,
and the date when the project has been actually completed. The Deadline and Completed values
are taken into account when the program determines the status of projects (like due today,
overdue and so on).

Project Folder & this part of the project's profile can be used to store and access the project's
work files. Click the Folder button on the right side of the field to open the folder in TO3000
Explorer (creating it if it does not exist yet).

Special Status - these are used when project needs to be put on hold, when you create a heads-
up (or potential) project or cancel a project. Projects with on hold status have their deadlines
undetermined, thus on hold projects cannot become overdue. Projects with heads-up status
cannot be set as completed, since heads-up status assumes that work has not yet started. A
project can also be cancelled. A cancelled project has no deadline, since the status implies that
it was abandoned.

BNote : Al project data except project code and client can be edited at any time later. See the
Project Profile topic for detalils.

BNote : Job data, like volumes, pricing and so on is added to an existing project in the form of
client jobs. See the Creating Client Jobstopic for details.

You can save project data in a printable file or print it with the help of the RTF templates interface.
You can also e-mail the template-generated document via the Mail Sender.

Templates for printing project data can be edited with the help of User Settings in the Backstage
view. Click the Templates section to quickly access all template folders. Templates for printing
projects are saved in the C:\Users\Public\Documents\AIT\TO3000, Version
3D\Templates\PROJECTS\ folder.
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7.4. Creating client jobs

Client jobs can be created in the following areas of TO3000 3D+:

A: The Client Jobs tab of the Client window by clicking the New button (only in Without Projects
mode).

B: The Client Jobs tab of the Project window by clicking the New button (only in With Projects
mode).

0027, Tax pelicy in EU: Client Jobs|~

Main | Client Jobs | Files | Info | Calendar

|| Mew Edit Delete Status: |*all* - Invoiced: |*al*
Edit Client Job = X
Client: Global Concepts Universal Code:  J-GCUOOO1
Project: 0027, Tax policy in EU Client Ref.:
Client PM: Aki Nakasawa Client PC:

Details | Instructions | Work Notes | Custom Fields | Project Folder | Alerts

INETGERITax policy in EU translation

Group: |Translation M
Service: |English => Swedish M
Volume: 24555 |words - <] AnyCount <] caTCount & Exactspent
Price: 29,00 |per unit hd <] Prices = Client Currency: JPY
Total: 712 095,00 1 JPY = 0,0083 EUR
Project Folder: D:\Business\Projects\0027 Tax policy in EUY Create Invoice
Timeline: =Mow =Assigned =Deadline =Mow
Assigned: Deadline: Completed:
14/12/2017 00:00 B~ = 29/12/2017 18:00 B~ .
6 days ago) (in 9 days)
Special Status: |None -
RTF Templates: | Client Job - Template - English.rtf - (B =
oK Cancel

New/Edit Client Job window

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

Client Ref. - the client reference can be a maximum of 20 characters long.
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Client PM - one of the client's contacts, responsible for this job on the client side. The Client PM's
name can be automatically included in the invoice containing this job. By default it is the Client
PM selected for the entire project. Client jobs of the same project can have different client PMs.
See the Contacts List topic for details on adding and editing options for the Client PM field.

Name - the name of the client job will appear in invoices where this job is included (usually this is
the name of the document being worked with). This name does not need to include the language
pair or service name, since this data is being added separately.

Group - the group of services. All services in TO3000 3D+ are broken into groups. You can
select any of the groups of services available. To add or edit a group of services please open
Business Settings in the Backstage view, and select the Groups of Services section.

Service - each group of services contains a separate list of services. Before selecting a service,
select the group of services first. To add or edit a service please open Business Settings in the
Backstage view, and select the Services section.

Volume - the job's volume can be indicated in a number of units (characters, words, lines, hours
and so on). To add custom units please open Business Settings in the Backstage view, and
select the Volume Units section.

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

If you have ExactSpent installed, you can use it to track the time you spent performing this job,
and automatically update this data in TO3000. See the topic Integration with ExactSpent for more
details.

Price - the price can be entered manually or copied from the client's individual price-list. To copy
a price from the price-list click the Prices button. The price for a matching service, group of

services and unit combination will be copied. Click the “" putton to copy the current price to
this client's price list. You can set a fixed price for the client job (which will not be multiplied by the
job volume) by selecting the flat fee option in the drop-down list next to the price field. Select the
free option in the same drop-down list to set the job total to zero. The price and volume in a free
job must not necessarily be zero.

If the client currency differs from your base currency, the Currency Exchange Rate button will
be available. By clicking this button, you may change the currency exchange rate used in this job.
Note that this button does not change the general exchange rate stored in your TO3000 database.
To change the exchange rate for all future jobs go to the Exchange Rates tab of the Business
Settings.

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

Create Invoice button - immediately creates an invoice for the job being edited.

Timeline - the timeline of a client job in TO3000 3D+ includes assigned and deadline dates, and
the date when the client job has been actually completed. The Deadline and Completed values
are taken into account when the program determines the status of client jobs (like due today,
overdue and so on).
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Special Status - these are used when the client job needs to be put on hold, when you create a
heads-up (or potential) job or to cancel a job. Jobs with on hold status have their deadlines
undetermined, thus on hold jobs cannot become overdue. Jobs with heads-up status cannot be
set as completed, since heads-up status assumes that work has not yet started. Cancelled jobs
can not be completed either, since the status implies that the job was abandoned.

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

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

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

You can save client job data in a printable file, print it, or send it via Email with the help of the
RTF templates interface.

Templates for printing job data can be edited with the help of User Settings in the Backstage
view. Click the Templates section to quickly access all template folders. Templates for printing
client jobs are saved in the C:\Users\Public\Documents\AIT\TO3000, Version
3D\Templates\CLIENTS\Jobs\ folder
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8. Wizards

Wizards are special modules that allow users to quickly create new records in the database.

Wizards can be accessed via the drop-down menu in the upper-left corner of the main window.

& W os
& pr “&/ Client l
Ly Contact !
9 d Ly Service '

Client  Price &

Quote
) Job
Ly Invoice

8.1. Client Wizard

The New Client Wizard guides you through the user creation process in 8 steps. After entering
the required information

1. Enter the Client's name.

Enter new client's name.

‘You will be able to change client's name later if needed. /

Mame:

Test Client
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2. The client's code is generated from the name. You can confirm or Edit it.

Enter new Client's code.

This code will be used in Client's folder name, as well as in some invoice
codes. You will be able to change this code later if needed.

Client Code:
TESCL]

{maximum 15 characters)

3. Enter the client's Postal address data (street address, city, country, zip code). This and all
subsequent steps are optional and can be skipped.

4. Enter the contact details (e-mails, phones, fax, Web-site).
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5. Adjust the financial details (client's currency, VAT number, payment and invoicing terms)

Enter new Client’s financial details.

{optional) /

Currency. EUR W
Payment Terms: From Invoice Date

® within |30 | ¥| days

On day of the same month
Onday 10 of the next month
Onday 10 of the manth following next
Unknown/Other
Yat Mumber: (maximurm 20 characters)
Invoicing policy: Invoice Client Jobs

® Immediately after completing job

Only after total of invoiced jobs reaches

Back Mext Cancel
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6. Confirm or adjust the client's locale settings.

Clients local settings

You can specfy client's local settings if they are different than your own. These

settings will be used in document templates.

p

Generation of RTF files: |Custom Values

Megative Currency Format:
Decimal Symbol:

Mo. of digits after Decimal:
Digit Grouping Symbol:
Date Separator:

Short Date Format:

Long Date Format:

Default Locale
Custom Values

11 - Samples:
, - Positive Mumber:
[ Megative Mumber:
2 =
Short Date:
Long Date:
dd/MM/yyyy -
d MMM yyyy' p -

7. Enter any General information about the client.

123 456 789,00
-123 456 789,00
06.06.2018

& yepeHAa 2018 p.

8. Enter data into the client's custom fields (if any). Click Finish to create the new client.
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8.2. Contact Wizard

This wizard can quickly add new contact person records to Clients. The process has 2 steps:

1. Select the client for which you want to create a new contact person record.

Select a client.
Mew contact will be added to the Client which you select. /

Enter text to search... W Find Clear

Client

Digital First Concierge
Digital Network Entertaiment
Future Unified Resources
Global Concepts Universal

Global Interactive Resources

Intelligent Interwaorks

Internet Unified Corp.

Key Outsourcing Studios

Massive Archway, Inc

Metwork Community Technologies
The Lightning Graphics

Translation Designs
4 4 8 of 14 (s

Mew Client Wizard

Cancel

You can open the New Client Wizard from this window as well.
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2. Enter the personal and contact data of the contact. You can also add a photo.

EB W %o

Enter contact information

Client: Intelligent Interworks

Copy
Paste
Delete

Load...

Assign From Camera...

Save As...

Salutation:
Mame:
Title:
E-Mail:
E-Mail 2:
Phone:
Phone 2:
Phone 3:
Phone 4:
Fax:

Motes:

Back

Enter contact information and photo of your new contact. Mame field cannot /
be empty.
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8.3. Service Wizard

This wizard can quickly create new services and add their base prices to the price lists. the process
consists of 3 steps:

1. Create a new Service group or select an existing group.

Select group for this service

Enter or select a group for this service. /

® Mew Group of Services

Group Mame:

Existing Groups of Services

Caonsulting
DTP Tasks
Editing
Other
Testing
Translation

Cancel
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2. Enter the name of the new service. Check against the list of existing services to avoid
duplicates.

Enter service name

It is possible that group-service combination which you wish to enter already /
exists in Projetex database. Use Existing Services list to check if this is so.

Service Group:

Consulting

Mew service:

Existing services:

Cultural Assessment

Multilingual Copywritin

o ][
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3. Set the General price of the service (if necessary), selecting the currency, unit, and per-unit
price for each.

Enter service data

You can add price list (client and freelance) for the selected service. /

Service Group: Consulting

Mew service: test

v Add general price record for Clients

Units:  words -
Price: 0,00 v | (per unit)
Currency: EUR -
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8.4.

Quote Wizard

This wizard can quickly create new quotes. The process has 3 steps:

1. Select the client for which you want to create a new quote.

Select a client.

Enter text to search...

Client

Select a client to whom this Quote will be sent.

W

Find

Clear

Cyber Computation Technologies, Inc

Definition Designs

Digital First Concierge

Digital Metwork Entertaiment
Enigma Server Technologies, Inc
Future Unified Resources
Global Concepts Universal
Global Interactive Resources
Intelligent Interworks

Internet Security Technologies
Internet Unified Corp.
IR 1of21

MNew Client Wizard

ALl s

You can open the New Client Wizard from this window as well.

Cancel
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2. Enter the basic quote data (name, client PM, and timeline)

Enter draft project data

Draft Project: |

Draft Timeline:

Client PM: - Mot Selected -

Assigned:
06/06/2018 16:37

(when)

Client: Cyber Computation Technologies, Inc

Dv

Back

Select Client's contact person for this draft Project (Client PM),
enter name of the Project and specify draft timeline.

=Assigned

Deadline:
L} 06,/06,/2018 18:.00

(when)

Dv

Cancel

3. Create the quote's Draft Jobs (see Draft client Job for details). Select the Discounts, markups

and taxes, if any.

Add draft job(s)

Add draft client jobs and quote their volumes and prices /
New Ed Del
*|Name Group of Ser|Service | Unit Volume Price Pricing Total
| 0 0,00 per uni 0,00
i [44| 4 10f1 | b |
Discount/Markup: |- None - 0,00%) |~ 0,00 Tax: |- None - 000%)  |v| 0,00
Discount/Markup 2: |- None - 0,00%) |~ 0,00 Tax2: |- None - 000%) |V 0,00

Met Jobs Total: 0,00

Back

Quote Total: 0,00

Finish

Cancel

New Draft Client Job

Details | Count Notes | Audit

Name:
Group:
service:
Volume:

Price;

~None-
-None-
0 |-None- v

0,00 | per unit v

Total: 0,00

Currency: EUR

]
v
v
<J AnyCount < catCount
< Prices >
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8.5.

Job Wizard

This wizard can quickly create new Client Jobs. The process has 2 steps:

1. Select the client for which you want to create a new Job.

Select a Client.

Mew Job will be added to the Client which you select.

Enter text to search... v

Client

Find Clear

Cyber Computation Technologies, Inc

Definition Designs

Digital First Concierge

Digital Metwork Entertaiment
Enigma Server Technologies, Inc
Future Unified Resources

Global Concepts Universal
Global Interactive Resources
Intelligent Interworks

Internet Security Technologies
Internet Unified Corp.

Key Outsourcing Studios

Blmmmiigm Armbsssmes Lo

10f21 (303l

Mew Client Wizard

Cancel

You can open the New Client Wizard from this window as well.
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2. (Only in With Projects mode) Select one of the client's existing projects.

Select Project.
Mew Job will be added to the Project which you select. /

Client: Cyber Computation Technologies, Inc

Available Client Projects

0058, Translation software market review

0020, "Mew challenges in virtual world" article

Once you click Finish, the New Client Job window will open and you will be able to enter the other
details of the job.
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8.6.

Invoice Wizard

This wizard can quickly create new Invoices. The process has 2 steps:

1. Select the client for which you want to create a new Invoice.

Select a client.

Select a client to whom this invoice will be sent.

Enter text to search... v

Client

Cyber Computation Technologies, Inc
Definition Designs

Digital First Concierge

Digital Metwork Entertaiment

Enigma Server Technologies, Inc

Find Clear

Future Unified Resources

Global Concepts Universal
Global Interactive Resources
Intelligent Interworks

Internet Security Technologies

Internet Unified Carp.
M 4 6 of 20 (Al

Mew Client Wizard

Cancel

You can open the New Client Wizard from this window as well.
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2. (Only in With Projects mode) Select whether you want to add uninvoiced Jobs from all of the
Client's projects, or from a specific project.

Select Projects.

You can limit the scope of client jobs to those contained within certain /
project.

Client: Digital First Concierge

Invoice Client Jobs from different Projects

® Invoice Client Jobs from certain Project

0026, Localization of H-210 instruction
0021, HIGHTECHPRO H-210 smartphone specification

Once you click Finish, the New Invoice Window will open, with all uninvoiced jobs added, and
you will be able to enter the other details of the Invoice.
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9. Calendars

Calendars for clients and projects in TO3000 3D+ can be used to obtain a visualized
representation of work processes. Calendars provide a comprehensive view of project and job
intensity at any given moment.

The following calendars are available in TO3000 3D+:

A calendar of projects for the selected client. 8 Calendar tab

Clients of Client window
Projects (With Projects A Calendgr of cI_ientjobs for the selected project. 8 Calendar
Mode only) tab of Project Window

1. For With Projects Mode: A Calendar of all projects.
Calendars section

2. A Calendar of all client jobs.

Calendar Section

The Calendar section displays all projects and jobs in the visual format of calendar blocks.
Each block stretches across the calendar from assignment until completion, or until the
deadline if the job/project has not been completed yet.

The section has two different calendars in it, accessible from the Ribbon: a Calendar of
Projects, and a Calendar of Client Jobs.

Each calendar displays the Jobs or projects for all clients. Double-clicking a calendar block
opens the Edit window for the corresponding job or project.

": Calendars

||:|':.'-' "B

Calendar of Calendar of
Projects Client Jobs

Settings for the Calendar view
The following settings for the calendar page are available after opening a calendar:

Basic navigation - the Ribbon displays icons for moving backward and forward in the
calendar by a single interval, and quick navigation to Today.

Viewed period - the Ribbon displays icons for selecting the time interval to be viewed (day,
work week, week, month, year), as well as the special Timeline View.
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BNote: In Day View and Work Week View, jobs shorter than one day are displayed across the
rows representing hours, while longer jobs are displayed above the hour-rows.

Grouping and special options - the Ribbon displays icons for changing the layout of the
viewed interval (Group by None, Group by Date, Group by Clients), and special options for
Weekend or Off hours display.

Mini-calendar - the mini-calendar on the left displays the month and date currently viewed.
Click a date to switch to it. To move to a different month, click the greyed-out dates, the Back
and Forwards buttons in the month header, or the header itself. Click and drag across multiple
days to display them all.

[ A Calendars Options Q, Search. - off | ¥
@t PN f f [ [ f T ="} it
© © E D68 @ &= % & 5Bk &
Backward Forward Goto Day Work Week  Month | Year | Timeline Group Group  Group by
Today View  Week View  View View View View by None | by Date Resource

Calendar of Projects | Calendar of Client Jobs ~

4 bepesenws 2017 p. P | H12017 Mw Br Cp Y7 Mr C6 Ha M BT Cp Yt Mr C6 Hg MW Br Cp Yr Mr C6 Hg Muw Br Cp Y Mr C6 Ha Mu Br Cp
mEcuYncH I BN N I 0 N I = - = =
2728 1 23 4 5 Med msuran[e prccfread

678901112 |

Vlrtual Reduct\cn Engme schematlc

13 14 15 16 17 18 19 2 W] & S W] & e e = & el el e & e O S W el e o]
20212223242526 Y I ] O N O ) O O ) I = N S I s
2728293031 1 2 = Med. insurance proofread

ToTuit z z z z z z z z z z z z z z z : .
34567889 Market review - DTP

o] I ) IS S R S ) S S 0 I S ) IS Y I S

Job Status: [ G B B e e e E R
<l - Marl:El mwew DTP

Bepe3eHb e -

H 210 instruction - CO"EC[IOI'IS

Job/Project block colors

As well as the jobs/projects they represent, job/project calendar bars can have different colors,
depending on the statuses of respective jobs/project:

B8 6 job/project is not completed yet, but its deadline is in the future.
- O job/project is not completed and due today.

- O job/project is not completed and overdue (its deadline is in the past).
Br&y 5 job/project is canceled.

Pale Pink 6 job/project is completed.

Pale green 0 job/project is Heads-Up.

Pale Orange & job/project is On Hold.

NOTE: To customize status colors in theBackstage select the User Settings section and click
Colors: Statuses.

Use the Job Status filter to display only the Jobs/Projects with a specific status (Completed,
Overdue, On hold, etc.).
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10. Reports
10.1. Static reports

Static report templates are found in all tabs of the Reports section, except the 3D tab.

Each icon opens a specific template and automatically loads the required information into it before
displaying it on screen.

Some reports require you to Select Conditions - choose the specific information to be entered
into the template (e.g. a specific client).

Static reports that cover a certain time interval are affected by the Global Date Filter.

Static reports are displayed in a "ready to print" page-by-page view and the buttons just above
the displayed report allow you to navigate the pages more easily and adjust their dimensions.

Sales-by Customers|~

© =@ 0% - @|Kd 103 B B&

—

Print - sends the report as it is shown to the printer.

Page settings - allows you to adjust the dimensions, orientation and margins of the pages of the
displayed report. Applying the changes often requires re-selecting display conditions.

Thumbnails - toggles a sidebar that displays thumbnails of all the pages in the displayed report.
Zoom Controls - set the portion of the reports visible on screen at a time.

Page navigation - Quickly switch between adjacent pages, or jump to the start or end of the
report.

Refresh - generate the report again to choose different conditions or keep the report up to date
with the database.

New custom report templates will appear in the Custom tab.
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10.2. Dynamic reports

The 3D tab gives access to a number of dynamic reports: sets of fields that can be dragged and
dropped onto a special "Pivot Grid" to quickly create an exportable report table.

Client Payrnents|=
<Prefilter is Empty>

Linked (EUR) Mot Linked (EUR) Maonth Quarter Year & Month

Payl - | Total =| Year =

2017 2016 .
Client  « |" payments Total (EUR) Payments Total (EUR) |
Cyber Computa... 2 5000,00
Definition Desi... 1 539,00
Digital First Co... 1 462,00 1 44,35

Prefilter

Use the prefilter to decide which information to include in the report to begin with. Click the Prefilter
button to bring up the Filter Builder.

Pivot Grid
The pivot grid is the framework into which the fields can be dragged to customize the table.

Click the down arrow button in a field to select the entries which will factor into the report by the
values of that field.

ayl| 7| Total - | Year « |:|

B (Show all)

v 2014
2015

v 2016
2017

Ok Cancel
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The grid consists of five areas:

The Field List contains the fields that are not displayed in the main window. Right-click a field
and select Hide to send it to the Field List. Display the Field list by right-clicking just above the
table and selecting "Show Field List".

Fields in the Filter Area (red box) do not appear in the table, but can be used for quick filtering.

Fields in the Data Area (blue box) display their values in the cells of the table. If there is more
than one field in the Data Area, they appear as sub-columns of the field in the Column Area.

Fields in the Column Area (green box) split the data into columns according to their values. If
there is more than one field in the Column Area, the columns are grouped with a left-to-right
hierarchy and can be expanded or collapsed by clicking the arrow next to the left field's value.

Fields in the Row Area, (yellow box) split the data into rows according to their values. If there
is more than one field in the Row Area, the rows are grouped with a left-to-right hierarchy and
can be expanded or collapsed by clicking the arrow next to the left field's value.

Project Manager Service Currency WVolume (words)

Jobs Total (EUR Year +« |~ | Quarter -

- 2016

4 3 2
Client “ 1=l Jobs Total (EUR) Jobs Total (EUR) Jobs
Cyber Computation T... 1 750,00

Definition Designs

Sorting

By default, the table is sorted by the fields in the Row and Column Areas. Click the fields to switch
between ascending and descending sorting.

You can also sort the table by the value of a specific row or column by right-clicking the column's
header and selecting Sort... by This Row/Column.

Select Remove All Sorting to return to the default sorting method.

Jobs Total (EUR)

Grand Total
Client T ” Jobs Total (EUR) %
) ) o i i vl" SDI’t“C“Ent" h}"ThIS Cnlumn
The Tlustrative Designs 6i 18 865,00
The Lightning Graphics 6 11 102,63 Remove All Sorting
Metwork Community Tech... 3 7 513,00
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11. Knowledgebase

11.1. Info tab

The Knowledgebase is a repository of guides, manuals, and other reference material.
The Info tab of the Knowledgebase consists of two panes.

The left pane displays all the topics and articles in the knowledgebase, and the right pane displays
the contents of the currently selected topic or article.

New Topic creates a new topic in the knowledgebase.
New Article creates a new child article in the selected topic.

Edit allows the user to change the Subject and Information in the selected topic or article. Note
that the information can also be edited directly in the right pane.

Delete removes the currently selected topic or article. note that a topic can not be deleted if it has
at least one article inside it.

Knowledgebase: Team| =

Info | Files
Mew topic Mew article Edit Delete
i ﬂ:liTﬂF'i'fl : Font:
b S— MoveUp |
I—E' OEE @ MoveD WVerdana -
(*| article 2 | ¥ Move Down
= topic 2 L@ Mew topic test 1
L@ Mew article
» Edit
w5 Delete

Click the arrow next to the topic symbol to display or hide the articles inside the topic.

To move a topic up or down in the knowledgebase, or to move an article inside it's topic, right-
click and select Move Up or Move Down.

You can also apply basic formatting to the contents of a topic or article (font, size, style, color,
etc.) and paste images into it.
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11.2. Files tab

The TO3000 knowledgebase has a dedicated folder where all useful reference files can be stored.
By default, the knowledgebase folders are found in C:\Business\KB.

The Files tab allows for easy management of such files. The tab shows the folder tree for the
knowledgebase folder and the content of the currently selected sub-folder.

New subfolders can be created by right-clicking any existing folder in the tree view and selecting
"New folder"

Knowledgebase: Team|~
Info | Files
Explore DABusiness\KB\Team

@ |% 00 %
KB\ Team Mame

il Suh 1 SLIb 1

@CapturE.F‘NG
ESisulizer—QuickStar‘tGuide.pdf

Mew Folder
Rename

Delete

v Ascending

Descending

The Common file options buttons above the files list can be used to perform standard
operations with selected files and folders. Left to right, these are Refresh, Cut, Copy, Paste,
Delete.
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12.

Mail sender

Use the TO 3000 Mail Sender to quickly create template-based documents and send them to
your clients and experts without using an outside e-mail client.

The Mail Sender is accessed via the Send Mail button near the bottom right corner of the price
lists and the New/Edit windows of Quotes, Projects, Jobs, Payments and other documentation.

RTF Templates: |MultiQuote to Client - Template - English.rtf e M= =

The Mail Sender opens with the template-based document already attached, the subject line
containing the name of the table and attached file, the default e-mail template for this type of
document applied, and addressed to the client/expert associated with the document.

You can select a different email template or write your own text in the body, change the address
and subject, add CC addresses, attach more files and set the letter's priority.

Click Send to send the email to all the selected addresses.

&> send Mail - [o | x
o To: |Bernardo Fernandez <bernardo@unlimited-concepts.es» v
cc

Subject: Invoices (Attached File: I-UNLICOMNOO02 .RTF)

]

Template: |Invoice to client - 2

Attachments Font: Font Size:

I-UNLICOMNO002.RTF

4
4
W
-
c
e
™
=
i
(i
(i
1]
1]
[l
]

Dear Bernardo Fernandez,
Yesterday, the payment was made for order #I-UNLICON0002.
Thanks for your business.

Have a nice day!

Kind Regards.

& Attach a file Priority: |Mormal v

Send Cancel
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13. File management

13.1. Folder structure

Business Folder

TO3000 3D+ automatically creates and maintains a file storage folder structure at any accessible
location.

All workflow files (such as client-sent files and files to be sent to clients, as well as printable
invoices and quotes) are stored in respective subfolders of the Business folder.
The Business folder is created, by default, in the root of drive C.

To specify a different business folder location:

1. Click Advanced Settings in the Backstage view;
2. Click the Folders section;

3. Click the Change button.

Having changed the Business folder location you must move the content from the old Business
folder manually.

Different folder types
Business folder contains three main sub-folders: The Clients, Projects, and Prospects folders.

Client folders (a separate folder for each client) are stored in the Clients folder. Each folder is
named with the client's Code. Please refer to the Client folder topic for details.

Prospect folders (a separate folder for each prospect) are stored in the Prospects folder. Each
folder is named with the prospect's Code. Please refer to the Prospect Folder topic for details.

Project folders (a separate folder is created for each project, With Projects Mode only) are stored
in the Project folder. Each folder name contains the unique project code, and, optionally, the
project name. Please refer to the Project folder topic for details.

Client job folders (a separate folder is created for each client job, Without Projects Mode
only) are stored in the Client folder. Each folder name contains the unique client job code.

These folders, as well as their subfolders are created automatically when opened in the TO3000
explorer for the first time, or when the first file is saved to them.
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Automatic folder creation

With the help of the automatic folder creation feature for any folder in TO3000 3D+ you can define
a number of subfolders to be automatically created upon creation of their parent folder.

To enable this feature for a certain folder type, select the Automatic Folder Creation checkbox
on the tab of required folder in the Folders section of the Advanced settings window.

Every time a Client or Project folder is created by TO3000 3D+, any folders or subfolders added
to the respective tab of the Folders settings will be created in that folder automatically.

To disable creation of customized folders, clear Automatic Folder Creation on the corresponding
Folders tab.

13.1.1. Client Folder

The Client folder is a storage location for all files relevant to a particular client. This folder is
created with the help of the Main and Files tabs of the Client window.

The following subfolders are created automatically in the Client folder, depending on the document
being saved:

9 Prices i contains all printable price-lists for the current client.

=

Quotes i contains all printable quotes for current client. Each quote has it's own sub-folder,
named with its code.

Invoices T contains all printable invoices for current client.
Credit notes i contains all printable Credit notes for current client.
Payments i contains all payment printouts of the current client.

Refunds i contains all printable refunds for current client.

= =4 -4 - A

Jobs - contains all printable documents related to jobs. In Without Projects Mode the Jobs folder
contains all of the client's jobs files. See more information at Client Jobs Folder.

Each client folder can contain custom subfolders which will be created automatically together with
the client folder. These subfolders can be specified on the Folders section of the Advanced
settings window.

13.1.2. Prospect Folder

Prospect folder is a storage location for all files relevant to a particular prospect. This folder is
created with the help of the Main and Files tabs of the Prospect window.

The following subfolders are created automatically in the Prospect folder, depending on the
document being saved:

9 Pricesi contains all printable price-lists for current prospect.

1 Quotes i contains all printable quotes for current prospect. Each quote has it's own sub-
folder, named with its code.

1 Invoices i contains all printable invoices for current former or inactive client.
9 Credit notes i contains all printable Credit notes for current former or inactive client.

1 Payments i contains all payment printouts of the current former or inactive client.
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1 Refundsi contains all printable refunds for current former or inactive client.

1 Jobs - contains all printable documents related to jobs. In Without Projects Mode, the Jobs
folder contains all of the former or inactive client's jobs files.

Each prospect folder can contain custom subfolders which will be created automatically together
with a prospect folder. These subfolders can be specified on the Folders section of the
Advanced settings window.

13.1.3. Project Folder (With Projects Mode only)

The primary purpose of every Project folder is to serve as a storage location for all files relevant
to a particular Project. It can be created from the Main and Files tab of the Project window. It is
created automatically when any project-related document is saved.

By default, a project's folder contains at least three subfolders:
fincoming (where you can store the files sent to you by the client)
IWork (where you can store files while working on them)
fiOutgoing (where you can put files ready to be sent to the client)

Each project's folder can contain custom subfolders which will be created automatically. These
subfolders can be specified on the Folders section of the Advanced settings window.

All client jobs are stored in project folders, not in clients' folders. However, having opened the
Files tab of Client window, you can quickly browse through project folders of this client, using the
Shortcuts interface. Similarly, the client folder of the respective client can quickly be opened from
the Files tab of the Project window.

For consistency, the name of the project's folder is the same as the project code (the default
value) and cannot be modified manually. The name of the project folder can include other info as
well.

Project folder name

The way Project folders are named can be customized with in the Folders section of the
Advanced settings window. The name of each Project folder can consist of the following
components:

Project code (obligatory)
Project name

Click the Update Folders button to apply changes to the names of all Project folders, created
before. This feature is available only for the names of project folders and does not have effect on
other folder names.

13.1.4. Client Job Folder (Without Projects Mode only)

The primary purpose of every Client Job folder is to serve as a storage location for all files relevant
to a particular Client Job. It can be created from the Client Jobs tab of the Client window. It is
created automatically when any client job-related document is saved. Client Job folders are saved
inside the Client/Jobs folder.
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By default, a Client Job folder contains at least three subfolders:
fincoming (where you can store the files sent to you by the client)
IWork (where you can store files while working on them)
fi0utgoing (where you can put files ready to be sent to the client)

Each Client Job folder can contain custom subfolders which will be created automatically. These
subfolders can be specified on the Folders section of the Advanced settings window.

All client jobs are stored in the clients' folders.

For consistency, the name of the Client Job folder is the same as the Client Job Code (the default
value) and cannot be modified manually.

13.2. File manager

13.2.1. Folders of certain Clients and Projects

Files of any particular client or project can be viewed with the help of the Files tab, available in
each Main tab in TO3000 3D+. The file manager interface in this case has more options, like
shortcuts/related folders and FTP access.

Digital First Concierge: Files
Main | Contacts | Marketing | Prices | Quotes | Projects | Client Jobs | Invoices | Credit Notes | Payments | Refunds | Account | Files
Explore DA\Business\Clients\DFC\Payments

| |l@|¥ 0B R

Clients\DFC Name Size Datetime
- Marketing 8 p-DFC0001.rtf 19KB 1407.2017 16:29
l Payments
Gk Refresh all 4 Copy
Shortcuts Explore D:\Business\Projects\0021 HIGHTECHPRO H-210 smartphone specification
) Client FTP @ | ¥ OB R
|2 Local Folders
I Client Projects MName Size Datetime
£l HIGHTECHPRO H-210 smartphone specifica JIncoming
3 Localization of H-210 instruction J Outgoing
JWork
@0021.rtf 22 KB 14.07.2017 16:28

The upper field displays the tree structure of the folder being viewed on the left and the files inside
the selected folder to the right.

The Explore button: click this button to open the currently viewed folder in Windows
Explorer. The field to the right of the button displays the path to the selected folder.

The Common file options buttons above the files list can be used to perform standard
operations with selected files and folders. Left to right, these are Refresh, Cut, Copy, Paste,
Delete.
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13.2.2. Shortcuts and Related Folders

Shortcuts and Related folders contain information relevant to the currently open folder. For
example, while working with project files you might also need access to the Client folder, and vice-
versa.

To quickly open a shortcut to the currently opened folder, select it in the shortcuts list in the
bottom-left of the window.

The Client folder shortcuts are: the Project folders of this client's projects, and the client's FTP
connections.

The Project folder shortcuts are: the Client folder of the selected project, and the client's FTP
connections.

The shortcuts list can also be used to open any folder on the local machine, via the Local
Folders shortcut.

Any folder selected in the Shortcuts list will have it's contents displayed to the right.

Files can be quickly exchanged between the currently open folder and it's shortcut using two
special buttons:

Copy . , .
# Copy - copies the file "up" from the shortcut location to the selected sub-folder.

¥ Copy . . .
P) - copies the file "down" from the selected sub-folder to the shortcut location.

BNoTE: If you change the client code (it can be done from the Main tab of the Client
window), TO3000 3D+ will attempt to rename the appropriate folder.
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Related folders can also be accessed via the Related Folders drop-down list in the Project
Folder tab of the Edit Job window.

Edit Client Job

x
Client: Digital First Concierge Code: J-DFC0O001
Project: 0021, HIGHTECHPRO H-210 smartphone specification Client Ref.:
Client PM: Ivan Nikitin Client PO:

Details | Instructions | Work Notes | Custom Fields | Project Folder | Alerts

Folder: Related Folders:

D\Business\Projects\0021 HIGHTECHPRO H-210 smartphone specifi |[C|ient Folder of Digital First Concierge

l@|% 00 % | @k oD |

MName Size Datetime MName Size Datetime
.Incoming
J Qutgoing @P-DFCOOOl.r‘tf 19 KB 14.07.2017 16:29
JWork

IEl10021.r‘tf 22 KB 14.07.2017 16:28

D:\Business\Clients\DFC\Payments
RTF Templates: |Client Job - Template - English.rtf - [+ = | =

0K Cancel

Any option selected in the drop-down list will appear in a new field to the right.

13.2.3. FTP folder access

TO3000 3D+ features a built-in FTP client, which can be used to quickly access the FTP folders
of clients to upload or download workflow files.

To access the FTP client:
1. Open the Files tab of any client or project.

2. In the Shortcuts field select the Client FTP option.

Shortcuts FTP: @ Connect Digital First Concierge MRS
i Client FTP Name Size Date

3 Local Falders
3 Client Projects
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FTP access interface

f

The FTP indicator indicates the connection status. A red indicator is shown if there is no
connection. The indicator turns green when a connection is active.

Click the Connect/Disconnect button to connect/disconnect the currently selected FTP server
in the nearby drop-down list.

Click the Manage Connection button — to create a new FTP connection or edit/delete
the currently selected FTP connection.

Creating a new FTP Connection

In order to connect to the FTP folder you will need to create an FTP Connection for this folder,
which implies entering the FTP server address and login information, which later will be used by
TO3000 3D+ to log in to this FTP folder.

To create a new connection:

1. Click the Manage Connections button
2. Select New connection ... in the menu which appears:

3. Enter the name of the new connection, the FTP server's address, the user name (FTP login)
and password (TO3000 3D+ will memorize your password)

4. Select any additional settings if you need to use them (Use passive transfer, FTP over SSL/TLS,
Keep connection alive).

5. Click the OK button to create this FTP connection.

Connecting to FTP

Once the FTP connection has been created, it can quickly be activated with the help of the FTP
connections drop-down list.

1. Select the required FTP Connection in the drop-down list to connect to that FTP server.

2. Click the Connect button to display the contents of FTP in the field below. The list and the
Manage Connection button will become inactive while you are connected.
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14.

Multiple currencies support

In TO3000 3D+ you can assign an individual client currency to each client, and still be able to
see balance data in your base currency. This chapter will help you to understand how currencies
are handled in TO3000 3D+.

The Base currency is the currency in which your make all internal accounting records, i.e.
balance, taxes, business expenses etc. In most cases, it is the currency of your country.

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

In TO3000 3D+ you can easily produce invoices and link them with payments from clients and
record them in client currencies, and automatically make parallel records in your base currency.

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

To make these parallel records possible, you only have to enter the currency rates for the
currencies of your clients. You can also easily change the currency rates for each recorded client
job (separately) or for all future jobs.
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14.1.

Base currency
The base currency represents your local currency, in which you prefer to record accounting
information.

The base currency can be changed in the Advanced settings >> General window. To change
your base currency:

TClick Advanced Settings in the Backstage view.
Click the General section.

viClick the Base Currency button and select the necessary currency in the Edit Base Currency
window. You will immmediately be prompted to set the exchange rates to other currencies.

fPlease make sure that the base currency is set to the correct currency before starting your
work in TO3000 3D+.

@ General
2} workflow Mode
= Folders My Logo
Codes
85 Salutations
E'_., Template variables Base Currency: EUR
e Queries - - )
Bl Fields Edit Base Currency x
|= Reports ddress 1
d CATCount Currency: dress 2
m - | Euro
EWR - |
usD |
AUD
CAD
Cancel
CHF
GEP Uule ol e range can be deleted
IPY g of Client Invoice copies
SEK =
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14.2. Currencies and exchange rates

14.2.1. Adding new currencies

Since the currencies of your clients may be different from yours, you will need to add new
currencies to your TO3000 3D+ database and to define their exchange rates relating to your base
currency.

& Groups of Services

] Mew Edit Delete
Ll Services
) Volume Units #*  Currency Description
fk Unit Ratios ) Click here to define a filter
i Currencies » ;E.uztralian Dollar
—J Bxchange Rates CAD Canadian Dollar
] Taxes :
[ Discounts/Markups e s il
& countries EUR Euro
@ Categories GBP British Pounds
= Payment Methods JPY Japanese Yen
Templates SEK Swedish Krona
] Email Templates usD US Dollars

To define currency settings:
1. Click Business Settings in the Backstage view;
2. Click Currencies;

3. If some of the currencies you need are not included in the list, you may add them by clicking
the New button. You can also edit or delete existing currencies.
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14.2.2.

Setting exchange rates

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

client currencies with no mismatch.

To enter an exchange rate:
1. Click Business Settings in the Backstage view.

2. Click Exchange Rates;

) Groups of Services
Ll Services

L) Volume Units

A& Unit Ratios

= Currencies

[ Exchange Rates
] Taxes

[ Discounts/Markups
& countries

@ categories

(=2 Payment Methods
Templates

EE] Email Templates

Edit Delete

Currency =EUR
Click here to define a filter

. T N Y57

CAD
CHF
GBP
Py

SEK
usp

0,628
06476
1,43
0,0075
0,1108
077

3. To add a new currency exchange rate, click the New button.

4. Select the currency from the drop-down list, enter its rate relating to your base currency and
click OK
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Editing exchange rates on individual records

New/Edit windows for most database records involving financial transactions (Quotes, Invoices,

Payments, etc.) include a special button when the client's currency is different from your base
currency.

The button displays the current exchange rate for the Client Currency and you can click it to edit
the exchange rate for this specific record.

x
From: Translation Designs Date Received: 11/11,/2016 E-
To: Vitally Gutyk Code: P-TDES0001
Payment | Linked with Invoices
Demp, 0
* Invoice Code Invoice Date Invoice Total Linked with this Payment Balance Date
- TDES0002 20.09.2016 100000 000 2049

Edit Exchange Rate X
488 alid for Current Financial Record:
€
57 1USD=EUR (A -
M 4 101 P WM 4 b
oK Cancel
Edit Delete
Linked: 1000,00 Client Currency: USD
Not Linked: 0,00 1UsD = 0,77 EUR
RTF Templates: |payment from Client - Template - English.rtf - EBeE | & | =
oK Cancel
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Client currencies

When you add a new client to your database, you define the currency of this client. All the
prices, quotes, invoices and payments related to the client will be recorded in the currency you
defined.

BNOTE: If you encounter a rare case when your transactions with a particularclient involve
more than one currency, you can create two separateclient records, separate for each

currency. This way thisclient will have two separate accounts in your database, one for each
currency .

Each client's currency can be changed on the Main tab of the Clients window by clicking the
Currency button in the client's profile.

Profile | Custom Fields

Currency: usD
Change Client Currency X
Currency:
usD A
[
QK Cancel
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15. Templates

15.1.

Templates in TO3000 3D+

Template is an RTF ("Rich Text Format") file stored in your TO3000 3D+ setup folder and used as
a template when saving work flow documents in RTF (rich text format) or PDF (portable document
format) files. RTF files can be opened with most text editors, including MS Word, and easily converted
to more common .doc format.

15.1.1. Saving a document for printing
The following documents can be saved as printable RTF, PDF and DOC files using their own
templates:
Price lists
Invoices

v > P D

Summaries of payments from clients
Summaries of projects and client jobs
Credit notes and refunds

Quotes

Documents can be saved using windows Edit Invoice, Edit Project and so on, as well as
Prices tabs of Client/Prospect window, and General Prices for Clients/Prospects window.

Any window which has RTF Templates section can be used to save its data in a printable
document.

RTF template controls display a drop-down list, which can be used to select different templates.

1

Use RTF Templates drop-down list to select the Template which must be used for saving
the current document in an RTF file.

Click Save button to save template in the respective folder.

Click Save&Open button to open this document in your default text editor immediately
after saving it.

Click Print button to quickly send this document to printer.

Click Send Mail to open the Mail sender with the template-based document already
attached and ready to send.

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

Each document type (like invoices, purchase orders, quotes, and so on) uses templates stored
in specific folder, named by the document type, which templates it stores:

&) Groups of Services Templates Im'A
Ll Services 4 | CLIENTS

&) Volume Units Credit Motes
i Unit Ratios - | Tnvoices

: Jobs

#] company Profile with Prices - Template - English
3] General Prices for Clients - Template - English
¥ prices for Single Client - Template - English

= Currencies I - .
2 B yser Profile with Prices - Template - English

£ Exchange Rates Payments
| Taxes Prices
|2 Discounts/Markups Quotes
& countries “ |} Refunds
@ categories | PROJECTS
|| Payment Methods 4. |, PROSPECTS
Templates Prices
EE] Email Templates Quotes

By editing template layout and format, you edit the layout and format of all the documents which
will be saved with it. There can be a number of templates to choose from for one document type.
Each RTF file in the template folders is considered a template.

15.1.3. Editing templates

Templates can be opened for editing using the Templates section of TO3000 3D+ Personal
settings. To edit templates:

1. Click menu Settings > Personal.
2. Click Templates section of Personal settings window.
3. Locate the folder of the document, which templates you wish to edit.

4. Open required template file with text editor (MS Word or any other editor supporting RTF
format).

5. After making all the necessary changes, save Template in the same or new RTF file of the
same folder.

5 Note: Template folders can also be opened with regular file browser, like Windows Explorer.

15.1.4. Template Variables

Variable is a specific symbol combination which is entered in template files. When a document is
saved using template, TO3000 3D+ recognizes the variable and inserts required data in the resulting
document.

Variables are indicated with "\" (backslash) symbols in the beginning and in the end,

= Example: \CLIENT_NAME\, \CLIENT_STREET1\, \CLIENT_PHONEZ1\ etc.

Each variable represents a portion of data which will be inserted in its place when the document
is saved.
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3 Note: Template can be edited without changing the variables wording and outlay (fonts and
colors can still be changed). Advanced users can learn about templates variables; add/delete them
as necessary, customizing templates to the maximum.

15.2. Logic and syntax of templates

15.2.1. Variables

All variables and commands can be identified by \ (backslash) symbol in the beginning and end.
In example below you can see \CLIENT_NAME\, \CLIENT_STREETI1\ and \CLIENT_PHONE1\

variables:
To: \CLIENT_NAME\
Address: \CLIENT_STREET1\
Phone: \CLIENT_PHONE1\

When you use this template by clicking on Save or Print in some dialog box, \CLIENT_NAME\
variable will be replaced by name of currently selected client, \CLIENT_STREET1\d byc |l i ent 6s
street address and \CLIENT_PHONE1\ 6 byc | i ent 6 s p hTherfieal outpunwilelook
like this:

To: XYZ Company
Address: Elm Street, 1
Phone: +1 212 898 11 31

3 Note: Numerical values sometimes are surrounded by fnum command. This command simply
tells the parser to round up the value to specified number of digits after decimal point (2 digits in the
example below):

Job Total:
\fnum(dtLinkJobs: TOTAL, 2)\

15.2.2. Data Scan commands

Another of RTF templates is Data Scan commands. These are used to create tables in which
number of rows is determined by the number of records in database.

= How to:

1. Begin by entering \scan(dtLinkJobs)\ command. This must not necessarily be
dtLinkJobs, depending on the template, this can be:

® \scan(dtLinkJobs)\ 8 in invoices, templates, to display jobs included in invoice.
® \scan(dtLinklnvoices)\ & in payment templates to display invoices linked to the payment.

* \scan(dtLinkPayments)\ § in invoice templates to indicate linked sums.
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2. Insert table header between \scan(dtLinkJobs)\ and \scanentry\.

3. Insert one row of data-columns after \scanentry\. Every variable in table must be
preceeded with dtlink commfnd. For instance if the table begins with \scan(dtLinkJobs)\, each
variable must have this link included: \dtLinkJobs:JOB_NAME\, \dtLinkJobs:COMPLETED\, and

sSo on.
4, Insert \endscan\ after data-columns.

3 Note: Use noeof to hide table's header and footer if the table body appears to be empty. For
instance, if your invoice includes only jobs and no expenses, the header and footer for expenses
will not be saved/printed.

Example:
\scan(dtLinkTobs)\

| PO No. | Delivered | Job Name | Service

\scanentry\

\dtLinkJobs POl \dtLinkJTobs:COMPLETE | \dtLinkJobs:JOB_NAM | \dtLinkJobs:SERWV
Dy E\ ICE\

\scanfooter

Jobs Total: \TOBS_TOTAL!

Command \scan(dtLinkJobs)\ will make the parser scan (go from first record to the last one) all
selected data in Jobs table (in this particular case all jobs included in the invoice) and output them
to file or printer.

Text between \scan(dtLinkJobs)\ command and \scanentry\ command is table header.

Text between \scanfooter\ and \endscan\ commands will be considered table footer and will only
be displayed once at the end of this table.

Text between \scanentry\ and \scanfooter\ commands is table "body". It includes variables from
columns which must be listed in the table. In example above these are:

® \diLinkJobs:PO\'i Client PO Number.

® \dtLinkJobs:COMPLETED\ i Date of job delivery.
® \dtLinkJobs:JOB_NAME\ i Name of the job.

® \dtLinkJobs:SERVICE\i Service provided.
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15.2.3. Condition checking

This allows the template to react to certain varying conditions and produce output suitable to each
of possible conditions. The logic is the following \IF(condition)\ Reaction \ENDIF\.

Example:

If Discount 1 is applied, display discount name, discount value and subtotal. The code is as
follows:

\IF(DISCOUNT1L)\
\DISCOUNT1INAME\: \DISCOUNT1VALUE\
Subtotal: \AFTERDISCOUNT1\\endif\

This will make the template check if discount 1 is applied, and if so & display data between \IF(...)
\ and \ENDIF\ commands.

¢« DISCOUNTL1 is a logical variable, i.e. it can have one of two values: either true or false. In
this particular case, TO3000 3D+ sets DISCOUNTL1 into true if first discount is present and
into false, if there is no first discount.

¢ When \IF(DISCOUNT1)\ is encountered in template, parser checks DISCOUNT1 logical value,
and if it is true, runs the code below this command, until \endif\ is encountered, which instructs
parser to stop. If DISCOUNTL1 is false, everything until \endif\ command is skipped.

« In this particular case, without \IF(DISCOUNT1)\ command, the parser would output empty string
with a colon symbol and an empty Subtotal: in cases when there would not be discount. But
with \IF(DISCOUNT1 )\ command, in such cases above block is skipped in its entirety.

15.3. Advanced Commands and functions
15.3.1. IF-ELSIF-ELSE-ENDIF

Format of the IF-ELSIF-ELSE-ENDIF construction is:
\ If(Condition1) \

Reactionl

\ elsif(Condition2) \

Reaction2

\else \

Reaction3

\ endif \

BNote :\If\ and \endif\ are the mandatory commands in this construction, \elsif\ and \elsé are
an optional commands. The condition must be a variable with a boolean value. Such variables
can have only two values: True or False.
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Example:
Invoice template Explanation
\IfINV_IS_PAID) \
Invoice is paid
\else \
Invoice is not paid
\ endif \

or
Invoice template
\ scan(dtLinkJobs) \
éé.
\ scanentry \
éé.
\ If(INV_IS_PAID) \
Invoice is paid

\ elsif(DTLINKJOBS:CJOB_ISCOMPLETE
D

=true) \

Invoice is not paid
\else \

Job is not completed

\ endif \

\ scanfooter \
é é .

\ endscan \

If the invoice is paid (INV_IS_PAID=True), then
"Invoice is paid" is displayed in the produced invoice,
if invoice is not paid (INV_IS_PAID=False), then

"Invoice is not paid" is displayed in the produced invoice.

Explanation

If the invoice is paid (INV_IS_PAID=True),
then

"Invoice is paid" is displayed in the produced
invoice,

if invoice is not paid (INV_IS_PAID=False),
then, if

(DTLINKJOBS:CJOB_ISCOMPLETED=true),

then "Invoice is not paid" is displayed in the
produced invoice,

if invoice is not paid (INV_IS_PAID=False) and
if
(DTLINKJOBS:CJOB_ISCOMPLETED=false)
, then

"Job is not completed" is displayed in the
produced invoice.
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15.3.2. IIF function

Function IIF returns one of the two values depending on the value of a logical expression. The
syntax is: lIF(Logical_expr, Valuel, Value2)

Invoice template Explanation

\ scan(dtLinkJobs) \ If the Client Job is completed
(DTLINKJOBS:CJOB_ISCOMPLETED
=true)

\ scanentry \ then 100.00 is displayed in the produced

invoice.
\ IIF(DTLINKJOBS:CJOB_ISCOMPLETED=true, If the Client Job is not completed
100,0) \ (DTLINKJOBS:CJOB_ISCOMPLETED
=false),

then 0.00 is displayed in the produced

\ scanfooter \ invoice.

\ endscan \

15.3.3. Numeric report functions.

ROUND - The Round function rounds a real-type value to an integer-type value. 0.5 is always
processed to largest integer number. This is not a banker's rounding.

Invoice template Explanation
\ Round(JOBS_TOTAL)\ If Jobs Total is 504.49, then 504 is displayed in the produced invoice,

If Jobs Total is 504.50, then 505 is displayed in the produced invoice.

INT - The INT function returns the integer part of a real number.
Invoice template Explanation
\ Int(JOBS_TOTAL) \ If Jobs Total is 504.49, then 504 is displayed in the produced invoice,

If Jobs Total is 504.51, then 504 is displayed in the produced invoice.
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15.3.4. SUM function

Function SUM can be used after \scan(dtLinkJobs)\, \scan(dtLinkinvoices)\ or
\scan(dtLinkPayments)\ to give to some new custom variable the value of the sum of the values
in the defined field. The syntax is:

\ scan(tablel) \

\ endscan, sum(field of the tablel, var iablel) \
Total:  \variablel \

Invoice template Explanation

\ scan(dtLinkJobs) \ Variable V1 is set to return the sum of client job totals
anywhere in this invoice, just by entering \V1\

\ endscan, anywhere below in this invoice. If there are two client
f/ulr)r\(DTLlNKJOBS:CJOB_TOTAL, jobs in this invoice with totals of 345.00 and 678.00,
then Total: 1023.00 will be displayed in the produced
Total:  \V1\ invoice.
15.3.5. CTN function

Function CTN can be wused after \scan(dtLinkJobs)\, \scan(dtLinkinvoices)\ or
\scan(dtLinkPayments)\ to give to some new custom variable the value of number of data field
entries with values <> 0. The syntax is:

\ scan(tablel) \

\ endscan, ctn(field of the tablel, variablel) \
Total:  \variablel \

Invoice template Explanation

\ scan(dtLinkJobs) \ Variable V1 is set to return the number of client jobs
with totals that are <> 0 anywhere in this invoice, just

\ endscan, by entering \V1\ anywhere below in this invoice. If there

ctn(DTLINKJOBS:CJOB_TOTAL, y g v.tianywhere below in t '

V1)\ are three client jobs in this invoice with totals of 345.00,
678.00 and 901.00, then

Number of Client Jobs: WV Number of Client Jobs: 3.00 will be displayed in the

produced invoice.
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15.3.6. NORESET option with SUM and CTN functions

NORESET option can be used with SUM and CTN functions to add the new values of the source
field to the previous result of the function. The syntax is:

\ scan(tablel) \
\ endscan, sum(field of the tablel, variablel) \

\ scan(table2) \

\ endscan, sum(field of the table2, variablel1,noreset) \

All totals: \ variablel \

Invoice template Explanation

\ scan(dtLinkJobs) \ Variable V1 is set to return the sum of client job
\ endscan, totals plus payment totals anywhere in this invoice,

just by entering \V1\ anywhere below in this invoice.

f/ulr;\(DTLlNKJOBS:CJOB_TOTAL, If there are two client jobs in this invoice with totals
of 345.00 and 678.00 and one payment with total of

\ scan(DTLINKPAYMENTS)\ 77.00, then

\ endscan, sum(DTLINKPAYMENTS: Total: 1100.00 will be displayed in the produced

CPAYM_TOTAL, V1,noreset) \ invoice.

Total:  \V1\

For more details on Variables for each document type, see the chapters of "Available Template
Variables".

It is recommended to begin with the Common Template Variables topic.

15.4. Locale settings and date format

There are two ways of configuring locale format:

1. In TO3000 3D+ (for each Client individually):
¢ open Client/Prospect window and click Main tab;

click Locale Format button in client profile;

select Custom locale in the drop-down list next to Generation of RTF files: string;

configure the code in Short Date Format or Long Date Format to include 4-5 capital M letters
(like dd.MMMM.YYYY).
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3 Note: Please note that Long Date Formatf or "1 ong o &OATEeDUEAONGy bl e s :
\INVOICE_DATE_LONG)\, and so on. Settings in Short Date Format will affect regular variables,
like \DATE_DUE\, \INVOICE_DATE), and so on.

2. In Windows Control Panel (these settings are used as default in TO3000 3D+):

i open Windows Control Panel

i double-click Regional and Language Options

i click Customize button on Regional Options tab

1 click Date tab

1 configure long (or short) date format options to include 4-5 capital M letters (like

dd.MMMM.YYYY ). To remove day of the week from view, delete extra "d" letters, so that no
more than 2 "d-s" are present in the code string.

15.5. Common template variables

There are four categories of common variables accessible in all templates:

1 User information variables;
 Current date variables;

9 Client information variables;
1

Client currency variable.

15.5.1. User information variables
VARIABLE: DESCRIPTION:
\USER_NAME\ Registration name taken from your License Key. It cannot be

modified within program.

\USER_CURRENCY\ | Company's Base Currency

15.5.2. Date variables
VARIABLE: DESCRIPTION:
\DATE\ Date in short format (for example, 10/4/2006)

\DATE_LONG\
Date in long format (for example, Monday, October 04, 2006)
\LONGDATE\
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15.5.3.

Client information variables

This set is available in all templates where single client is known (all templates except Profile

templates when used in Master Profile):

VARIABLE:

DESCRIPTION:

\CLIENT_NAME\

Name of client.

\CLIENT_CODE\

Code of client.

\CLIENT_CURRENCY\

Currency of client.

\CLIENT_MINFEE\

Minimum fee of client.

\CLIENT_PAYMENT_TERMS\

Payment terms of client.

\CLIENT_PAYMENT_TERMS_NOTES\

Additional notes on payment terms of client.

\CLIENT_ADDRESS\

Client address. This variable has pre-defined
order. If address format is different in your
country, you can use separate address items to
include address into your customized template.

\CLIENT_STREET1\

Street address of client.

\CLIENT_STREET2\

Street address 2 (if available) of client.

\CLIENT_CITY\

City from client's profile.

\CLIENT_STATE\

State from client's profile.

\CLIENT_COUNTRY\

Country from client's profile.

\CLIENT_ZIP\

ZIP from client's profile.

\CLIENT_EMAIL1\

E-mail of client.

\CLIENT_EMAIL2\

Alternative e-mail 2 (if available) from client's
profile.

\CLIENT_PHONE1\

Phone number of client from client's profile.

\CLIENT_PHONE2\

Alternative phone number 2 (if available) from
client's profile.

\CLIENT_PHONE3\

Alternative phone number 3 (if available) from
client's profile.
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\CLIENT_PHONE4\ Alternative phone number 4 (if available) from
client's profile.
\CLIENT_FAX\ Fax number from client's profile.
\CLIENT_WEB\
Web-site address from client's profile.

\CLIENT_WWW\

\CLIENT_MINFO\ Application information of client document was
produced for.

\CLIENT_MWEB\ URL (Web tab address) for application

\CLIENT MURL\ submission / information.

\CLIENT_INFO\ General Information about the client from client's
profile.

\CLIENT_VATNUM\ VAT Number of client from client's profile.

5 Note: \CLIENT_ADDRESS\ variable has pre-defined order. If address format is different in
your country, you can use separate address items to include address into your customized
template.

Usage of special comma-terminated variables \CLIENT_STREET1 C\, \CLIENT_STREET2_C\,
\CLIENT_CITY_C\, \CLIENT_STATE_C\, \CLIENT_COUNTRY_C\, \CLIENT_ZIP_C\ is
necessary if you would like parts of address to be separated by commas. You can as well insert
commas directly into template but in this case unnecessary commas may appear even if some
variable (like second line of street address) is left empty.

15.6. Date and time functions

In most cases database stores complete date and time. Certain commands can be used to
customize the format of output date and time data (you may want to output only the day of the week
or only the time etc.).

The following date and time functions can be used in all templates:

T fmdt
T wd

1 date
1 time

Note: These functions return value according to Regional and Language Options settings in your
system. These options can be changed wit the help of your Windows Control Panel.

The same variable will be displayed in different way depending on the function used.
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FUNCTION: VARIABLE VALUE: FUNCTION APPLIED:
fmdt 9/20/06 6:00 PM Wednesday, September 20,
2006 6:00 PM
9/20/06 Wednesday, September 20,
2006
wd 9/20/06 6:00 PM Wednesday
9/20/06 Wednesday
date 9/20/06 6:00 PM 09/20/06
9/20/06 09/20/06
time 9/20/06 6:00 PM 6:00 PM
9/20/06 (empty row)

Date and time functions are accessible in all templates and can be applied to:

® All variables from datasets which return date and time.

® All variables from the following table:

VARIABLE: TYPE: DESCRIPTION:

\PROJECT_DATE_STARTED\ Project Date when the project was
template started in following format:
variable 9/20/2006.

\PROJECT_DATE_DEADLINE\ Project Project deadline in following
template format: 9/20/2006.
variable

\PROJECT_DATE_COMPLETED\ Project Date of the project completion in
template following format: 9/20/2006.
variable

\ASSIGNED\ Client Jobs Date when the job was assigned
template in following format: 9/20/2006.
variable

\DEADLINE\ Client Jobs Job deadline in following format:
template 9/20/2006
variable
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\COMPLETED\ Client Jobs . . .
template Completion date in following
P format: 9/20/2006.
variable
\DONE\ Client Jobs Completion date in following
template format: 9/20/2006.
variable
\START\ ?etrj'r?pt)?z:te Date assigned in following
\ESTSTART\ variable format: 9/20/2006.
\COMPLETION\ ?etrjr?pt)(la;e Deadline date in following
\ESTCOMPLETION\ variable format: 9/20/2006.

Syntax
Date and time functions are added to the variable in the following way:

\function(VARIABLE)\

= Example

To add wd function to \ASSIGNED\ variable from the client jobs template, change the variable
syntax in the following way: \Wd(ASSIGNED)\

The result will be the day of the week, when the job was assigned (e.g. Wednesday).

15.7. Project template variables (With Projects Mode only)
These variables can be used in Project templates, as well as in any job or job assignment
templates.
VARIABLE: DESCRIPTION:
\PROJECT_NAME\ Name of project.
\PROJECT_CODE\ Project code.
\PROJECT_CLIENT_NAME\ Client project created for.
\PROJECT_ CLIENT_CODE\ Client reference number.
\PROJECT_INFO\ Information about the project.
\CLIENT_PM_NAME\ Client project manager
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\PROJECT_DATE_STARTED\

Date when project was started in following
format: 10/4/2006.

\PROJECT_DATE_DEADLINE\

Project deadline in following format:
10/4/2006.

\PROJECT_DATE_COMPLETED\

Date of project completion in following
format: 10/4/2006.

\PROJECT_DATE_STARTED_LONG\ Date when project was started in following

format: Monday, October 04, 2006.

\PROJECT_DATE_DEADLINE_LONG\ Project deadline in following format:

Monday, October 04, 2006.

\PROJECT_DATE_COMPLETED_LONG\ Date of project completion in following

format: Monday, October 04, 2006.

15.8. Contacts template variables

These variables are used in any template mentioning client's details.

VARIABLE

DESCRIPTION

\SALUTATION\
\SAL\
\CONTACT_SALUTATION\

For example: AMr. o

\CONTACT_TITLE\
\TITLE\

Contact title.

\CONTACT_NAME\
\PM_NAME\
\ATTENTION\

Contact name.

\CONTACT_EMAIL1\

Contact email address.

\CONTACT_EMAIL2\

Contact email address 2 (if available).
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\CONTACT_PHONE1\ Contact phone number.
\CONTACT_PHONE2\ Contact phone number 2 (if available).
\CONTACT_FAX\ Contact fax number.
\CONTACT_NOTES\ Contact notes.
15.9. Quotes template variables
Using variables of quote templates you can construct templates either for your reference or for
sending to client by email or fax.
15.9.1. Common Quote Variables

VARIABLE

DESCRIPTION

\QUOTE_NAME\

Possible quote name.

\QUOTE_CODE\ Quote code.
\CODE\

\SERVICE\ Service name.
\REQUEST\ Request for quote.
\ANSWER\ Answer to request for quote.
\WOLUME\ Quote volume.
\PRICING\ Quote type.
\TYPE\

\PRICE\ Quote price.
\UNITS\ Quote units.
\TOTAL\ Quote total.
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\DATE_SENT\
\SENT\

Date sent in following format: 10/4/2006.

\DATE_SENT_LONG\
\LONGSENT\

Date sent in following format: Monday, October 04, 2006.

\START\
\ESTSTART\

Date assigned in following format: 10/4/2006.

\START_LONG\
\LONGESTSTART\

Date assigned in following format: Monday, October 04, 2006.

\COMPLETION\
\ESTCOMPLETION\

Deadline date in following format: 10/4/2006.

\LONG_COMPLETION\
\LONGESTCOMPLETION\

Deadline date in following format: Monday, October 04, 2006.

\COUNT_NOTES\

CATCount notes.

\STATUS\ Status of quote (unknown, accepted, r ejected)
15.9.2. Taxes

VARIABLE DESCRIPTION

\TAX1\ Indicates if the tax 1 has been added; used in algorithms (If
tax 1 exists = Trwue, if it dd

\TAX1_NAME\ Tax 1 name

\TAX1_PERCENTS\ Tax 1 value in percents

\TAX1_VALUE\ Tax 1 value in client's currency

\TAX1 VALUE_BASE\ Tax 1 value in base currency

\TAX2\ Used in algorithms (If tax 2
False)

\TAX2_NAME\ Tax 2 name
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\TAX2_PERCENTS\ Tax 2 value in percents

\TAX2_VALUE\ Tax 2 value in client's currency

\TAX2_VALUE_BASE\ Tax 2 value in base currency

\TAXES\ Indicates whether the taxes in Tax fields are set; used in

algorithms (If any tax is set = True, if it they are not = False)

\AFTER_TAX1\ Total in client's currency after Tax 1 applied
\AFTER_TAX1 BASE\ Total in base currency after Tax 1 applied
15.9.3. Discounts
VARIABLE DESCRIPTION
\DISCOUNT1\ Indicates if the discount/markup in the Discount/Markup

field is set; used in algorithms (If discount 1 exists = True,
if it does not = False)

\DISCOUNT1_NAME\ Discount 1 name
\DISCOUNT1_PERCENTS\ Discount 1 value in percents
\DISCOUNT1_VALUE\ Discount 1 value in client's currency

\DISCOUNT1_VALUE_BASE\ |Discount 1 value in base currency

\DISCOUNT?2\ Indicates if the discount/markup in the
Discount/Markup field is set; used in algorithms (If
discount 2 exists = True, if it does not = False)

\DISCOUNT2_NAME\ Discount 2 name
\DISCOUNT2_PERCENTS\ Discount 2 value in percents
\DISCOUNT2_VALUE\ Discount 2 value in client's currency

\DISCOUNT2_VALUE_BASE\ |Discount 2 value in base currency

\DISCOUNTS\ Indicates if the discounts/markups in the
Discount/Markup fields are set; used in algorithms (If
any discount is set = True, if there are no = False)
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\AFTER_DISCOUNT1\ Total in client's currency after Discount 1 applied

\AFTER_DISCOUNT1_BASE\ |Total in base currency after Discount 1 applied

15.9.4. Draft Client Job variables for Quotes to Clients

The following variables refer to draft client jobs, added to quote to client.

VARIABLE

DESCRIPTION

\DTMULTIQUOTEITEMS:QI_NAME\

Name of draft client job.

\DTMULTIQUOTEITEMS:GROUP_NAME\

Group of services of draft client job.

\DTMULTIQUOTEITEMS:SERV_NAME\

Service name of draft client job.

\DTMULTIQUOTEITEMS:UNIT_NAME\

Units in which draft client job volume is
specified.

\DTMULTIQUOTEITEMS:QI_PRICE\

Price of draft client job.

\DTMULTIQUOTEITEMS:QI_VOLUME\

Volume of draft client job.

\DTMULTIQUOTEITEMS:QI_FEE_KIND\

Type of price set for client job (can be
per unit, flat fee, or free).

\DTMULTIQUOTEITEMS:QI_TOTAL\

Draft client job total.

\DTMULTIQUOTEITEMS:QI_COUNTNOTES\

CATCount notes of draft client job (if
job volume had been entered with
the help of CATCount).
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15.10.

Client Jobs template variables

Variables for templates from New/Edit Job dialog box can be used to construct document
templates either for your reference during work process or for confirming job details to client.

VARIABLE DESCRIPTION
\JOB_NAME\ Job name.
\JOB_CODE\
Job code.
\CODE\
\PO_CODE\ Purchase order client issued for this job.
\PO\

\CLIENT_REFR\

Client reference number in accounting system of
client.

\SERVICE\

Service name.

\GROUP_NAME\

Group of Services name.

\INSTRUCTIONS\

Job instructions.

\WORK_NOTES\ Work notes.

\VOLUME\ Job volume.

\TYPE\ Job type (for example: per unit, flat fee, free)
\PRICE\ Job price.

\UNITS\ Job units.

\TOTAL\ Job total.

\ASSIGNED\ Date when job was assigned in following format:

10/4/2006.
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\ASSIGNED_LONG\ Date when job was assigned in following format:
\LONGASSIGNED\ Monday, October 04, 2006.
\DEADLINE\ Job deadline in following format: 10/4/2006.

\DEADLINE_LONG\ Job deadline in following format:

\LONGDEADLINE\ Monday, October 04, 2006.

\COMPLETED\
Completion date in following format: 10/4/2006.
\DONE\

\COMPLETED_LONG\ Completion date in following format: Monday,

\LONGCOMPLETED\ October 04, 2006.

\COUNT_NOTES\ CATCount or AnyCount notes.

\INVOICE_CODE\
Invoice code.
\INVOICE\

\INVOICE_GLOBAL_CODE\
Invoice global code.
\INV_GLOBAL\

15.11. Invoice template variables

15.11.1. Date and code

VARIABLE DESCRIPTION

\STATUS\ I nvoice status (For e
30 daiySsedt,t |l ed 5 days e

\DATE_DUE\ Date when invoice is due in following format:

\SETTLEMENT_DATE\ 10/4/2006

\DATE_DUE_LONG\
Date when invoice is due in following format:
\SETTLEMENT_LONGDATE\
Monday, October 04, 2006
\DUE_DATELONG\
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\INVOICE_DATE\ Date invoice sent in following format:
\INV_DATE\ 10/4/2006
\INVOICE_DATE_LONG\ Date invoice sent in following format: Monday,
\INV_LONGDATE\ October 04, 2006
\INVOICE _CODE\
Invoice code
\INV_CODE\
\INVOICE _GLOBAL_CODE\
\INV_GLOBAL\ Invoice global code
\INV_GLOBALLONG\
15.11.2. Invoice totals

VARIABLE

DESCRIPTION

\INVOICE_TOTAL\

Invoice total in client's currency

\INVOICE_TOTAL_BASE\

Invoice total in base currency

\JOBS_TOTAL\

Jobs total in client's currency

\JOBS_TOTAL_BASE\

Jobs total in base currency

\NET_JOBS_TOTAL\

Jobs total with discounts in client's currency

\NET_JOBS_TOTAL_BASE\

Jobs total with discounts in base currency

\WVOLUME_BASE\

Jobs total volume in base units
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15.11.3.

Taxes

VARIABLE

DESCRIPTION

\TAX1\

Indicates if the tax 1 has been added; used in algorithms (If tax 1
exists = True, if it doesnbt =

\TAX1_NAME\

Tax 1 name

\TAX1_PERCENTS\

Tax 1 value in percents

\TAX1_VALUE\

Tax 1 value in client's currency

\TAX1_VALUE_BASE\

Tax 1 value in base currency

\TAX2\

Usedinal gorithms (I f tax 2 exist

N

\TAX2_NAME\

Tax 2 name

\TAX2_PERCENTS\

Tax 2 value in percents

\TAX2_VALUE\

Tax 2 value in client's currency

\TAX2_VALUE_BASE\

Tax 2 value in base currency

\TAXES\

Indicates if the taxes in the Tax fields are set; used in algorithms (If
any tax is set = True, if it they are not = False)

\AFTER_TAX1\

Total in client's currency after Tax 1 applied

\AFTER_TAX1_BASE\

Total in base currency after Tax 1 applied

15.11.4.

Discounts

VARIABLE

DESCRIPTION

\DISCOUNTI\

Indicates if the discount/markup in the Discount/Markup
field is set; used in algorithms (If discount 1 exists =
True, if it does not = False)

\DISCOUNT1_NAME\

Discount 1 name

\DISCOUNT1_PERCENTS\

Discount 1 value in percents

\DISCOUNT1_VALUE\

Discount 1 value in client's currency
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\DISCOUNT1_VALUE_BASE\

Discount 1 value in base currency

\DISCOUNT2\

Indicates if the discount/markup in the Discount/Markup
field is set; used in algorithms (If discount 2 exists =
True, if it does not = False)

\DISCOUNT2_NAME\

Discount 2 name

\DISCOUNT2_PERCENTS\

Discount 2 value in percents

\DISCOUNT2_VALUE\

Discount 2 value in client's currency

\DISCOUNT2_VALUE_BASE\

Discount 2 value in base currency

\DISCOUNTS\

Indicates if the discounts/markups in the

Discount/Markup fields are set; used in algorithms (If any
discount is set = True, if there are no = False)

\AFTER_DISCOUNT1\

Total in client's currency after Discount 1 applied

\AFTER_DISCOUNT1_BASE\

Total in base currency after Discount 1 applied

\NET_JOBS_TOTAL\

Jobs total with discounts in client's currency

\NET_JOBS_TOTAL_BASE\

Jobs total with discounts in base currency

15.11.5.

Payment status variables

VARIABLE

DESCRIPTION

\INVOICE_DUE\

Balance due in client's currency

\INVOICE_DUE_BASE\

Balance due in base currency

\INVOICE_PAID\

Total payments linked to this invoice in client's
currency

\INVOICE_PAID_BASE\

Total payments linked to this invoice in base
currency

\INV_IS_PAID\

Used in algorithms (If the invoice is paid =

True, i f itds not = Fal s
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\BEFORE_ADJUSTMENTS\ Invoice total in client's currency, excluding
adjustments

\BEFORE_ADJUSTMENTS_BASE\ Invoice total in base currency, excluding

adjustments

\ADJUSTMENTS_VALUE\

Value of the adjustments in client's currency

\ADJUSTMENTS_VALUE_BASE\

Value of the adjustments in base currency

\ADJUSTMENTS_DESCR\

Description of the adjustments

\INVOICE_PAYMETHOD\

Invoice payment method. See Payment

Methods topic

\INVOICE_PAYMETHOD_DESCR\

Payment method description. See Payment

Methods topic

15.11.6. Credit note status variables
VARIABLE DESCRIPTION
\CN_TOTAL\ The total of credit notes linked to this invoice, in the clients currency

\CN_TOTAL_BASE\

The total of credit notes linked to this invoice, in the base currency

15.11.7.

Jobs variables in invoice

The following variables refer to jobs added to invoice

VARIABLE

DESCRIPTION

\DTLINKJOBS:CJOB_PONUMB\

Client PO of the job

\DTLINKJOBS:CJOB_NAME\

Client job name

\DTLINKJOBS:CJOB_SERV_NAME\

Service name.

\DTLINKJOBS:CJOB_GROUP_NAME\

Group of Services name.

\DTLINKJOBS:CJOB_ASSIGNED\

Date the client job was assigned

\DTLINKJOBS:CJOB_DEADLINE\

Deadline of client job
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\DTLINKJOBS:CJOB_ISCOMPLETED\

Completed (Boolean: True/False)

\DTLINKJOBS:CJOB_COMPLETED\

Date the client job was completed

\DTLINKJOBS:CJOB_PRICE\

Price of client job

\DTLINKJOBS:CJOB_VOLUME\

Client job volume

\DTLINKJOBS:CJOB_FEE_KIND\

Pricing (per unit, flat fee)

\DTLINKJOBS:CJOB_RATE\

Exchange rate

\DTLINKJOBS:CJOB_TOTAL\

Job total in client's currency

\DTLINKJOBS:CJOB_TOTAL_BASE\

Job total in base currency

\DTLINKJOBS:CJOB_INSTRUCTION\

Instructions of client job

\DTLINKJOBS:CJOB_WORKNOTES\

Work notes of client job

\DTLINKJOBS:CJOB_COUNTNOTES\

CATCount notes of client job

\DTLINKJOBS:SERV_NAME\

Service name of client job

\DTLINKJOBS:UNIT_NAME\

Volume units of client job

\DTLINKJOBS:PROJ_CODE\

Project code of client job

\DTLINKJOBS:CJOB_CODE\

Client job code

\DTLINKJOBS:CJOB_CLCODE\

Client Ref. of the job

\DTLINKJOBS:CCON_NAME\

Client PM of the client job
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15.11.8. Linked payment variables

VARIABLE DESCRIPTION
\DTLINKPAYMENTS:CPAYM_CODE\ Linked payment's code
\DTLINKPAYMENTS:CPAYM_DATE\ Linked payment's creation date

\DTLINKPAYMENTS:CPAYM_TOTOAL\ Linked payment's total value

\DTLINKPAYMENTS:LINK_SUM\ Part of the payment's value linked to this invoice

15.11.9. Linked credit note variables

VARIABLE DESCRIPTION
\DTLINKCREDITNOTES:CN_CODE\ Credit Note's code
\DTLINKCREDITNOTES:CN_DATE\ Credit Note's creation date
\DTLINKCREDITNOTES:CN_TOTAL\ Credit Note's total value

\DTLINKCREDITNOTES:CN_ASSIGN_TOTAL\ Credit note's value covered by refunds

\DTLINKCREDITNOTES:BALANCE\ Credit note's value not covered by
refunds

\DTLINKCREDITNOTES:CN_STATUS\ Credit Note's status. Has the following
values:

0 - "Closed": the CN's total is subtracted
from the invoice's balance.

1 - "Awaiting payment": the Invoice is
paid and the CN requires a refund.

2 - "Partially paid": the CN is partially
covered by a refund.

3 - "Fully paid": the CN is fully covered by
a refund.
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15.12. Credit note template variables

15.12.1. Date and Code

VARIABLE DESCRIPTION

Credit note status
\CN_STATUS\ Example:

Awaiting payment, Fully paid

Date credit note was sent, in the following format:
\CN_DATE\
10/4/2006

Date credit note was sent, in the following format:
\CN_DATE_LONG\
Monday, October 04, 2006

\CN_CODE\ Credit note code
15.12.2. Linked invoice variables
VARIABLE DESCRIPTION
\INV_DATE\ Date linked invoice was sent, in the following format:
10/4/2006

\INV_CODE\ Linked invoice code

\INV_TOTAL\ Linked invoice total in client's currency

15.12.3. Credit note totals

VARIABLE DESCRIPTION

\CN_TOTAL\ Credit note total in client's currency

\CN_SUB_TOTAL\ Credit note total with taxes

\CN_RATE\ Exchange rate into base currency

\CN_TOTAL_BASE\ Credit note total in base currency
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15.12.4. Taxes

VARIABLE DESCRIPTION

\TAX1\ Indicates if the tax 1 has been added; used in algorithms (If tax 1
exists = True, if it doesndt =

\TAX1_NAME\ Tax 1 name

\TAX1 PERCENTS\ Tax 1 value in percents

\TAX1_VALUE\ Tax 1 value in client's currency

\TAX1_VALUE_BASE\ Tax 1 value in base currency

\TAX2\ Used in algorithms (I1f tax 2 e
\TAX2_NAME\ Tax 2 name

\TAX2_PERCENTS\ Tax 2 value in percents

\TAX2_VALUE\ Tax 2 value in client's currency

\TAX2_VALUE_BASE\ Tax 2 value in base currency

\TAXES\ Indicates whether the taxes in Tax fields are set; used in algorithms
(If any tax is set = True, if it they are not = False)

15.12.5. Refund status variables
VARIABLE DESCRIPTION
\CN_DUE\ Balance due in client's currency

\CN_DUE_BASE\ Balance due in base currency

\CN_PAID\ Total refunds linked to this credit note in client's currency

\CN_PAID_BASE\ Total refunds linked to this credit note in base currency

\CN_IS_PAID\ Used in algorithms (If the credit noteispai d = True, i f
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15.12.6. Linked refund variables

VARIABLE

DESCRIPTION

\DTLINKREFUNDS:CREF_CODE\ Linked refund's Code

\DTLINKREFUNDS:CREF_DATE\ Linked refund's creation date

\DTLINKREFUNDS:CREF_TOTAL\ Linked refund's total value

\DTLINKREFUNDS:LINK_SUM\ The linked refund's value linked to this credit note
15.13. Payments template variables
15.13.1. Basic payments template variables
VARIABLE DESCRIPTION

\PAYMENT_CODE\
\CODE\

Payment code.

\PAYMENT_DATE\
\PDATE\

Date payment received in following format: 10/4/2006.

\PAYMENT_DATE_LONG\
\PLONGDATE\

Date payment received in following format: Monday, October
04, 2006.

\PAYMENT_NOTES\

Notes about payment.

\TOTAL_PAID\
\TOTAL\

Total paid.

\NOT_LINKED\

Amount not linked with invoices.

\LINKED\

Amount linked with invoices.

\IS_LINKED\

Used in algorithms (If payment is linked with invoice = True, if
itds not = Fal se)

\PAYMENT_NOTES\
\NOTES\

Payment notes
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