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Welcome to TO3000 5

1 Welcome to TO3000

Translation Office 3000

is advanced software, which easily and seamlessly integrates to 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 V8
in consecutive way or invoke context-sensitive topics of Help System from any
location of Translation Office 3000 by pressing F1.

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

E-mail us at:

support@translation3000.com

2 Registering your copy of TO3000

You are welcome to use Translation Office 3000 free of charge during evaluation period of 30
days.

© 2006 A.I.T.



6 TO3000 Help System

In this period software is fully functional, with some limitations on number of Clients (no more
than 40) and Projects (no more than 50).

You can register your copy of Translation Office 3000 at the Official Web site:
http://www.translation3000.com/

By registering, you:

remove Evaluation Period limitations ;

can enjoy features of Translation Office 3000 for UNLIMITED time;

become eligible for Premium Support at support@translation3000.com

receive future upgrades at attractive prices;

get that warm fuzzy feeling that you did the right thing!

Why not register now? @

www.translation3000.com

3 TO3000 User Interface

User Interface of Translation Office 3000 V8 is built around a concept of being as consistent and
user-friendly as possible.

The following screenshot shows the most basic elements of Translation Office 3000 V8 User
Interface:
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[} 103000 : Accounting and Marketing Tool for Freelance Translators =& x|

<4—— Menu Bar

Alter Ego Solutions El

Main IContactsI Malkatimgl Pmcasl Quulesl i ) Pruiactsl [ CIientJobsI \nvuicesl F'aymenlsl Accuunll Files I Info I Schadulel

Mew Client I Clare I Delete I (st P I Customl
Client Code: ALTEGOD
IStarls with j I —I

Mame: | Alter Ego Solutions

Hame Postal dddress; | Fauppatar 4 d

Ouly

Firland

30100
Another W ap Software
Astral Dust Records j
Candislight Magaeine Contact Infa E-mail: infa@anycount.cam, translations@anycount.cam =]
Chameleon Decorations Corp, Phone: 1-888-111-111-333-333, 1-555-444-555-333-000
Clouds Holograms Inc. ;I
E-tania Phamacy wWeh site: | . projetex. com Go |
Electric Dream Design
Forever Reflections Publishing Payment Terms: | On day 10 of the nest manth (from Invoice date)
Mythology Development Company AT Humber: | FI12345678
Ceeaniwald|Tniversit) Cliert Folder:  C:\BusinessAClients\ALTEGDY Create | _Explore |

Parallel Dimensions Travel Ltd

Pocket Maoon 5 ouveniss Clignt Currency: | EUR  MextCodes | Locale Format I

Pocket Moon Souvenirs - US
Rainbow Chasers Community General [nformation: |

Silent Secrets Museum

Cras eget mi. Integer at urna non nunc consectetuer dictum. Maecenas id pede et velit accumzan dignissim. In pretium dui s
Skypwatcher Dptics Ltd. tincidunt est. Integer bibendurm nonummy magna. Sed nibh. Etiam rutrum, maurnis eget lacinia gravida, velit wisi dapibus nibh, in
Snowmaker Corparation sagillis lectus lorem nec arcu. Integer eleifend dui. Pellentesque habitant morbi tistique senectus et netus et malesuada fames

- ac turpis egestas. Phasellus vitae dui. Nam dapibus diam ac eros.
‘wildemess Protection Compaty

“winged Motors Corporation
‘wishmaster Guild Entertainment Buttop Panel

Clients Dizplayed: 22
Tatalin Databage: 22 LI

F oy durmp Upen Folders

Local Lustom Filter lalobal Date Filter - MA2
48 Back off O
E— ﬂlﬂl Edit | of | Becert || Expot F'nntl Edit | i | Recent

Registered to: Advanced International Translations (10 users) \olume |

Menu Bar.

Menu Bar has four menus: Navigation, Custom Reports, Settings, and Help. Commands,
which are available in Navigation menu are duplicates of icons available in Navigation panel.
Other menus provide tools for changing your settings, creating reports, accessing Registration
and Help.

More details...

Navigation panel.
Navigation panel consists of two groups of icons, providing access to different parts of TO3000:

1. Clients group consists of icons:Client, General Prices for Clients, Quotes to Clients,
Invoices to Clients, Payments from Clients, Accounts of Clients, Business Expenses, Client
Folders, Schedule of Projects.

2. Projects group consists of shortcuts: Project, Client Jobs, Project Folders, Schedule of
Client Jobs.

More details...

© 2006 A.I.T.



8 TO3000 Help System

Button panel.
Button panel contains a number of buttons groups:

e History: Back and Forward buttons; Jump: Client and Project buttons for quickly navigating
your TO3000.

e Open Folders drop-down list and Go button quickens your access any folder, which was
opened from TO3000 during the current working session.

e Local Custom Filter buttons (Edit, Off, Recent buttons) for managing Local Custom Filter,
an extra handy tool simplifying the search of necessary records in your TO3000 database,
allowing to filter the records according to the user specified conditions on Client or Project
properties.

e Local Report buttons (Export, Print buttons) for exporting the data from Translation Office
3000 V8 database to other applications (you can exportto .RTF, .TXT, .CSV, .XLS, .PDF,
.HTML formats).

¢ Global Date Filter buttons (Edit, Off, Recent buttons) for managing Global Date Filter, a
searching tool allowing to display only records which date of creation fits the specified
condition.

More details...

See Also:
Personal Settings
Business Settings

Advanced Settings
3.1 Menu Bar

Menu Bar of Translation Office 3000 V8 has four menus: Navigation, Custom Reports,
Settings, and Help.

Commands available in Navigation menu duplicate the of icons available in Navigation panel.
Other menus provide tools for changing your settings, creating reports, accessing Registration
and Help.

Let us take a closer look at each menu.

Navigation menu:

© 2006 A.I.T.
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[,] TO3000 : Accounting and Marketing Tool
Mavigation Custom Reports  Setkings  Help

e feyments rom
General Prices For Clients

Quokes ko Clients
Inwnoices ko Clients

v Payments from Clients All commands from Navigation menu are

Accounts of Clients orporation identical to the icons from Navigation panel
Clien Folders jaker Corporation , providing access to different parts of
Schedule of Projects Dimensions Trave TO3000.
Business Expenses ster Guild Entertai See Also: Navigation panel

i Dimengions Trave
Project p foMENSIONS 11EVE
Client Jobs o Salutions

Project Folders Dream Design

Schedule of Client Jabs HM

arld University
Exit arld University

Client and Project commands include a small arrow on the right, by clicking on it you can find

duplicates for tabs of the correspondent windows.

For example:

Client: Alter Ego Solutions

Main ~ Contacts I Marketingl Prices

[,} TO3000 ;: Accounting and Marketing Tool

Mavigation Custom Reports  Settings  Help

zeneral Prices For Clients v Contacts

Quokes ko Clients Marketing

Custom Reports menu:

Project Management Soft
ation | Custom Reporks  Setki

Lisk

In Custom Reports menu there is a single List command. Click on it to open the Translation

Office 3000 V8 Reports-View window.

© 2006 A.I.T.
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Settings menu:

Accounting and Marketing Tool
Zustom Reports | Settings  Help

3 E Eusiness
ts Personal

Mai  advanced

I Database |

Settings menu provides access to your Translation Office 3000 V8 settings.

Click the commands to open the correspondent settings windows: Personal Settings, which refer
to the interface customization mostly, Business Settings, concerning business activity, Advanced
Settings for customizing advanced options of TO3000, Database for general management of
TO3000 database.

Help menu:

d Marketing Tool for Freelance Transla
Settings | Help

Check For Updates |

{5y TEEEEEeELeEes
Suppart
= | E v, branslation3000. com

System and Locale Info

pgrade

wot Manag

about, .,

wot Manag

e Check for Updates command opens Checking for Updates window.

e Feedback/Suggestions command opens up Compose Message dialog in your default email
client with feedback@translation3000.com as recipient.

e Support command opens Compose Message dialog in your default email client with
support@translation3000.com as recipient.

e www.translation3000.com command points your Internet-browser to
http://www.translation3000.com/

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

e About command shows a nice window with Translation Office 3000 V8 logo, License
information and Build number of your copy of Translation Office 3000 V8.

© 2006 A.I.T.



TO3000 User Interface 11

See Also: Translation Office 3000 V8 User Interface
See Also: Navigation panel

See Also: Button panel

3.2 Button panel

Button Panel is a component of Translation Office 3000 V8 interface located in its bottom part:
[rme JdpenFolders

[ Local Custam Filter - NAA | Local Report
. e i | off off
S U = | [Hene- =l [Eo| | [Ede || ot | | Becent | [Espat| Pint | | Edt || 0f || Becert |

It consists of six groups of buttons: History, Jump, Open Folders, Local Custom Filter, Local
Report, Global Date Filter.

History buttons.
* Back | . . .. .
switches TO3000 to the previously visited page or window.

Ml brings you back to the page or window that was active before you clicked

48 Back |

Jump buttons.

On clicking ﬂl you jump to the Client window, the page depends on the window
opened and the element selected at the moment you clicked.

ml button works similarly to M.

ml switches to certain page of Project window, displaying data for selected Project.

Open Folders.

© 2006 A.I.T.




12 TO3000 Help System

I - | |

Using Open Folders drop-down list you can easily switch between the folders opened during the
current TO3000 working session. Any folder you open using TO3000 (using Explore buttons) is
automatically added to the list. When you need to switch, just select the necessary folder in the
drop-down list and click Go button.

Local Custom Filter buttons.

Local Custom Filter

[t Becent

Use Local Custom Filter buttons to construct filter conditions, thus simplifying the search of
necessary records in your TO3000 database. For example, you can build the filter to display only
Projects of the particular Client Project Manager which are due today.

% Note: Local Custom Filter is available only when TO3000 is switched to the Main page of
the Client or Project window.

Edit button opens Edit Filter window. The general view:

Edicriter 2/ x|

Filter:
M arme containg €3
«<Click here to add condition: Open
Save
Add
Delete
Clear

% Note: Conditions can be set on the Custom Fields of the Client or Project as well.

On/Off button switches on/switches off the filter correspondingly.
Recent button switches on the last created filter.

See Also: Using Local Custom Filter

© 2006 A.I.T.
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Local Report buttons.

| Local Repart

E=part | Prit |

Local Report buttons give you the possibility to save the content of the currently opened window
of TO3000 (save it in a separate file of defined format or print).

Export button opens Export window, where you can choose the desired format of the output file.
Print button opens the Preview of the document you are about to print.

See Also: Exporting TO3000 data

Global Date Filter buttons.

Off

Edit | off | Becent

Global Date Filter buttons are designed to filter the displayed records according to the set date
of creation conditions.

Edit button opens Edit Global Date Filter window.
On/Off button switches on/switches off the date filter correspondingly.
Recent button switches on the last created data filter.

See Also: Using Global Date Filter.

See Also:
Translation Office 3000 V8 User Interface
Navigation panel

Menu Bar
3.3 Navigation panel

Navigation panel is a part of TO3000 user interface simplifying and quickening navigation in the
TO3000:

© 2006 A.I.T.
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Clietts [ Navigation panel consists of two groups of icons: Clients and
Projects, each containing icons for accessing Clients' and
Projects' related window correspondingly.

m Each time you click on some icon, the necessary window opens
on the right from the Navigation panel.

Froject

Client Jobz

Frojects

Schedule of Client Jobs

Icons for Client related windows:

Clicking Client icon displays Client window containing all information about the taken Client. By
going to various pages (Main, Contacts, Marketing, Prices, Quotes, Projects, Client Jobs,
Invoices, Payments, Account, Info, Files, Schedule) you can add/delete items of Client list,
view/change financial and informational records of taken Client.

See Also: Adding a new Client
See Also: Viewing and changing Client details

eneral Prices far Clients

General Prices for Clients icon opens General Prices for Clients window, where you can
manage your general (not including Discounts/Markups) price-list: set Price in chosen Currency
for each Service (choose from the Services list) of each Group of Services (choose from the
Groups of Services list).

See Also: General Prices for Clients window.
See Also: Services
See Also: Group of Services

© 2006 A.I.T.



TO3000 User Interface 15

See Also: Discounts/Markups

[untes o Clients

Quotes to Clients icon opens Quotes to Clients window where you can see details of all
currently created Client Quotes, create a new Project based on the Quote, add/edit/delete Draft
Client Jobs for existing Quotes.

See Also: Quotes to Clients window

Next three icons, Invoices to
Clients, Payments from Clients and
Accounts of Clients provide access
to corresponding windows displaying
all Invoices, Payments and
Accounts from the database.

See Also: Invoices to Clients window
See Also: Payments for Clients
window

See Also: Accounts of Clients window

Business Expenses icon displays Business Expenses window where you can enter and
manage information about your business expenses.

See Also: Business Expenses

Client Faolders

Client Folders icon opens Client Folders window where you can access files and folders like in
Microsoft Windows Explorer window, though its scope is limited to Client Folders, which are
located in C:\Business\Clients\ (unless other specified in the Advanced Settings).

See Also: Client Folders window

© 2006 A.I.T.




16 TO3000 Help System

See Also: Advanced Settings

‘=

Scheduls of Projects

Schedule of Projects icon displays the Schedule of Projects window where you can see all
pending, due/overdue projects (for all clients) for the time period specified.

See Also: Schedule of Projects

Icons for Project related windows:

Project icon displays Project window containing all information about the taken Project. By
going to various pages (Main, Tree, Client Jobs, Info, Files, Schedule) you can add/delete items
of the Project list, view/change financial, jobs and informational records of taken Project.

See Also: Project window

Client Jabs

Client Jobs icon opens Client Jobs window which displays detailed information about all Client
Jobs stored in TO3000 database.

See Also: Client Jobs window

Project Folders

Project Folders icon opens Project Folders window where you can access files and folders like
in Microsoft Windows Explorer window, though its scope is limited to Projects folder, which is
located C:\Business\ unless other specified in Advanced Settings of TO3000.

See Also: Project Folders window
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See Also: Advanced Settings

imum
imEnn]

Schedule of Clent Jobs

Schedule of Client Jobs icon provides access to the Schedule of Client Jobs window where
you can see all pending, due/overdue client jobs (and the projects they concern to) for the
specified time period.

See Also: Schedule of Client Jobs

See Also:
Translation Office 3000 V8 User Interface
Menu Bar

Button panel

3.4 Right-click menu

Most of the TO3000 pages contain lists of records (Client Jobs list, Projects list etc.).

Right-clicking on the list opens a menu containing two commands: Customize Columns and

Vertical View. For example:

[Parallel Dimersions Travel Ltd. | 18/01 /2006 00:00

Cuskomize Columns
Wertical Wigw

Parallel Dirmenzions Trawve

Parallel Dimenszions Travel Lid

06 00:00

Click Customize Columns to open Customize columns dialog. Here you can select what
columns (i.e. what record properties) to display clicking the correspondent options and change the
order of the columns using Move Up/Move Down buttons (the first column is the most left one in

the list). For example:
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Froject Code
[] Project

[] Code

Client Fef.
Deadine
Completed
[] Group of Services
[] Service

[ Pricing

[] Units
[1%alume

[ Price

=

tove Down

Ok

Cancel

it

Clignt Azzigned Froject Code
Parallel Direnszions Travel Lid. 15406/2005 00:00 o3z
Parallel Dimenzions Travel Lid, 0407 42006 00:00 o3z
Parallel Dimenzions Travel Lid. 1840 42006 00:00 o3z
[ERERH 11 Customize columns = 2] o022
= L — Qo2
Faralel D | -] _Movelp |

Parallel Dir fizzigned — ooz2

Click Vertical View to see the selected record in a vertical view (thus all fields will be visible, no

need to scroll). For example:
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Clignt Azzigned Project Code Client Ref.
Parallel Dimensions Travel Lid. 15/05/2005 00:00 o3z
Farallel Dimenzions Travel Lid. 04407 #2006 0000 o3z
Farallel Dirmensions Tray | Soocaooone oo o oo x|
_ o
Parallel Dimensions Tras Verticalliigs hhezion
- - Client Farallel Dimensions Trawvel Ltd.
Parallel Dimensions Tras
; - Bzzigned 2001 /2006 00:00
Farallel Dimenzions Tra Flioes
Project Code o3z
Clent Ref.
Deadline 2001 /2006 1200
Completed |
Job Taotal h29.00
Clignt P4 Lane Elliz Annan
Job Hame Thermal Dizplacement Guide - power redirection

See Also: TO3000 User Interface

3.5 Local Custom Filter

Local Custom Filter is an extra handy filter tool provided by Translation Office 3000 V8. You
can use it to search for Clients or Projects which correspond to particular conditions.

For example, you can construct the filter to display only Projects of the particular Client
Project Manager which are due today.

Local Custom Filter is available in the bottom part of the Translation Office 3000 V8 interface
when you are switched to the Main page of the Client or Project window:
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Client: Candlelight M agazine

| I:u:unta-:tsl Marketingl F'ri-:esl E!uu:utesl il | F'n:uie-:tsl > EIientJu:uI:usI

MHew Client | Clone | Qeletel

IStarts with j I

Client Profile | Custom|

Client Code: | CANI

Mame: | Canc

M amne

Alter Ego Solutions

Abar Cam Calbiman~ 1 OIRIER

To create a filter

Postal ddress: | BEE T
=

| riken

1. Click Edit button. The Edit Filter dialog box will appear, in which you can specify a criterion

for search.

<Click here to add condition:

2l xi

Open
Save
Add

Dilete

[Elear

1 X Cancel |

2. Click on the "<Click here to add condition>" string or click Add button to add a new condition

line.
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Filter:

Name containg <7
<Click, kere to add condition:

2l

Open
Save

Add
Delete

Clear

o 0K

x Cancel |

21

3. Click on the "Name" string to select the property for setting conditions at. The set of available
properties differs for each window or page (Clients, Project etc.). On the following screenshot
Local Custom Filter for the Project related records is displayed:

<% Note: custom fields (from Custom tab of the Main page are available in these lists as well).

Filter:

Iame containg <7
<

M ame

Deadline
Completed
Code

Agzigned

Clignt Mame
Clignt Code
Cumency

Clignt Pb M ame

2l

Open

Save

Add
Delete

Clear

" 0K

x Cancel |

4. Click on "contains" string to select the type of condition expression:
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Filker:

Ceadline iz on date <7

<Click here to add con

&) 192 =

2 x
Open
[/ 4/2008 =] é

‘ anvril 2006 v | Save
| mm | v g d
2728293031 1 2 Add
3456 789
1011 1213 14 15 16 Delete
17181920 21 22 23
24 25 26 27 28] ] 30 Clear
123 4G8E7

| x Cancel |

5. Click on the "<?>" string to set the value of the condition expression for the selected property.
Click the green arrow pictogram to apply selection or the red pictogram next to it to cancel the

selection.

The view of the pop-up window displayed for setting value of the condition expression depends

on the property, it can be either calculator (as on the screenshot below) or text field.

Editpiter 2 x|
Filker:
Minimum Fee is equal bo <7
<Click here to add conditior hi
| o
| Back || e || c |
d
e [z ]le el «][sm]
l
Rl e Ds | s [=] F
Lvs| [ ]2 f[a ][] |
Lo Lo Lol ][ =]
pr‘u:ell

% Note: To filter by property which has two possible values: "Yes" or "No" please select "is
equal to" "0" to display records which has "No" value of this property and select "is equal to" "1" to
display records which has "Yes" value of this property.
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To delete a condition line select it and click Delete button in the right part of the Edit Filter
window;
to clear all added condition lines click Clear button in the right part of the Edit Filter window:

Edtriter 2(x|

Filker:
Minimurm Fee is equal to 0.3
<Click here to add condition: Open
Save
Add
Delete
Clear

Help | ¢' k. x Cancel |

6. After specifying all necessary conditions, you can click OK to switch on the filter or click Save
button on the right first to save this set of conditions (so that you will not need to recreate it next
time you want to select the item basing on such conditions).

When the filter is switched on only records corresponding to the conditions of the filter are
displayed.

= Example:

Here is the list of Projects when no filter is switched on:
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b i |-ﬂ Treel @ EIientJu:uI:usl Files | Info |

Hew Project I Qeletel

IStarts with j I

Code | Project Mame

iquarn volutpat, magha
o2y Aliguarn
o029 AL/PG Airplane
o239 Speach zcnpt translation

We created the following simple filter:

b ain |-ﬂ Treel @ EIientansl Files | Infa |

Hew Project | Delete |
IStarts wlith j I
Code | Project Mame
0026 Aliquam wolutpat, magna
oozy Aliguam
0023 AG/PG Arplane

When we switch on this filter, only Projects, whose Name starts with "A" /"a" will be displayed:

b ain |-ﬂ Treel @ EIientansl Files | Infa |

Hew Project | Delete |
IStarts wlith j I
Code | Project Mame
0026 Aliquam wolutpat, magna
oozy Aliguam
0023 AG/PG Arplane

To switch off the filter click Off button:

| Lcical Custom Filker

£ |[[T

Becent |
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To switch on the last used filter (no matter if it was saved or no) click Recent button:

Local Custom Filker

Editrier 2| x|

Filter; 2

cale Format

<Click hiere to add condition:
l Open IH

[Telete

[Elear

Local Cuztom Filker

]

; 1] | Becent

JLmp

[Elient |
Praject
e | Lt |

Upen Folders

See Also: Using Global Date filter

3.6 Global Date Filter

Global Date Filter influences the set of financial records displayed in pages or windows where it
is available. Using this filter you can select to view the records which fit the certain date interval.

The Global Date Filter is available from the Clients group of windows: Marketing, Quotes,
Projects, Client Jobs, Invoices, Payments and Account pages of Client window, and from the
Quotes to Clients, Invoices to Clients, Payments from Clients, Accounts of Clients and
Business Expenses windows; from the Projects group: Main, Tree, Client Jobs pages and
Client Jobs window. The Global Date Filter panel is displayed in the bottom right corner of the
TO3000 window:
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| Glabal D ate Filter
Off

Edit | 0f | Recent

Setting a new date interval for the records displayed.

1. Click Edit button from the Global Date Filter panel. The Edit Global Date Filter will open.

Edit Global Date Filter d |

Prezet Period
Cuztorn Periad

L
oF ¢ o4

Help |

: x Cancel |

2. Select Preset Period if the period you want to specify is limited by year/quarter/month:

Edit Global Date Filter ed |

oz Al O ates”
g = Cluarter
- Cuztorn Periad b anth

or select Custom Period if you need to specify the concrete dates:
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Edit Global Date Filter 7] x|

z | Drabes” Stark I ,I
’ 2 | Preset Period L start 5/26/2008
[EIGEEszk [ Finizh: I BA2E/200E vI

3. If you have selected:

e Preset Period, select the Year, Quarter or Month interval and then the concrete value:

February
b arch
April

EE

June

July
ALgust
September
Octaber

M orvembier
December

el Y'ear
i
| E’li?‘lrtt}?r Manth Cluarter

e Custom Period, select the Start and/or Finish options and specify the concrete dates using
the correspondent drop-down calendars:

Al D ates® : Iﬁ
Preset Period v Start 5/26/ 2008
[ Firizh: n May, 2006 n

Sun Mon Tue “Wed Thu Fri Sat

1 2 3 4 5 B
o8 9 10 11 12 13
14 15 16 17 18 139 20
21 022 23 024 0% E 27
28 29 30 A

3 Today: 5/26/2006

4. Click OK to switch on the filter or click Cancel to disannul the filter setting.

After the filter is switched on, only the records which date of creation fits the specified condition
are displayed. The specified period is displayed on the Global Date Filter panel. For example:
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Year: 2006, Quarter: 2
[t Becent

To switch off the Global Date Filter click Off button. When the Filter is turned off, the text above
its buttons displays Off label:

Off

Edit | 0 | Recent

To switch on the recently used filter click Recent button.

% Note: Global Date Filter has really global nature. If you change it in one page or window, it
will change globally. Defined limits will affect displaying of all records within Translation Office 3000
where Global Date Filter panel is available.

% Note: Global Date Filter setting is saved when you close the program and will be used next
time you run Translation Office 3000.

See Also:
Using Local Custom Filter

TO3000 User Interface

3.7 Navigating TO3000 quickly: History, Jump, Open Folders

We try to make your work with Translation Office 3000 easy and pleasant at most.

That is why TO3000 is equipped with number of functions for quick access to different parts of its
interface and folders.
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"oy TO300 ; Accaunting snd Harketing Tool for freckese Translstons

Chient: Pasallel Dmensions Travel Lid
Man | Cortacts | Muksting | Prices | Gustes| o) Projects | e Clend Joba | Inesives | Payments | Account | ki | Fils

Howi | G | ety | | Ot e

_GwiCote | Faraoim
[Stats vty %] |
Hame | Pasalil Dimensare Tamel Lid
Hgme || ool Adbesr ] 5 Harpron Pack. Bl
Ade Ego Solibard | Capdsl Heghts
R pr— 1.
Aerirel Dt Reciosc | T
(Canclsichl M agicre
(Chameteon Deconstions Cop | T ot ] Heru
(Cnaks Hokepasn Irg- |
£ Mgren Phogmesy ]
Electre Crnamn Dy ] Wbt | e s sl con
Foorvns Aefiectiors Publcheg ]
T ———— . ﬂ]mmlc«uumnmwem|
Dhgean 'woarkd Lniversity VAT Mutrber
[Powckst oon S ol hidd
Pockst Moce Soarvanes - IS ||| _Eet Gy |50 | e et | Lcal Fommat |
[Flgarbass Chacer; Community
St Sancreds Mty | _Genesaljrlomstior:
Shiche Dptics Lad
S ruovarrasl & Coipotaiene |
ez Fuctecton Compary
'] M bt ot st
"wizheusier Guld  istsrrment

History buttons.

ﬂl switches the content of TO3000 window to previously visited page or window.

Ml brings you back to the page or window that was opened before you clicked
42 Back

i
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Jump buttons.

Clicking M you jump to the Client window, the page depends on the current content
of TO3000 window and selected element at the moment you clicked.

For example,

Quotes to Clients window is opened, "Astral Dust Records" Client record is selected from the
list:

Quotes to Chents

Edit | Create Project Bazed on E!u::ntel Status: I".-’-‘-.II" "I

Code | Client | Mame | Sent | Agsigr

Draft Client Jobs for Q-ASTRODOT

4w IMGED| W inged Mators Corporal| Pellentesqu | 20401 /2008 204070 4
C-ALTEGD |Alter Ego Salutions Mulla quarn.| 2007 /2008 04,071/
CALTEGOD [Alter Ego Solutions Suzpendizs | 20/07/2008) 20,01 4
C-PARADIM Parallel Dimenzions Tras | Cras eget rr| 20407 /2008 04,704
W IMGED| Winged Motors Corporal | v tranzl: | 20007 /2008 20400 4
C-EDDOOD | Electric Dream Dezign | Field miz-mz| 27101 /2008) 27004
L ISHEM [WWizhmazter Guild Entert | Power Redi| 21/07/2008) 21401
C-4IMGED [ winged Mators Corporal 2BA01 /2008 26401 4

If you click M the content of TO3000 switches to the Quotes page of Client window
displaying data for client Astral Dust Records:

Client: Astral Dust Records

b ain I Eu:nntan::tsl Marketingl F'rin::es il | F'ru:niec:tsl & EIientJDhsl Invn:nin::esl F'a_l,lmentsl .-’-‘-.-:n::n:-untl

Mew E!uu:utel Edit | LDelete | Create Project Based on I]uu:utel Shatusz; I".-'l'-.ll“ vI

Code |Name |Sent | Azzigned | Deadline |Status Draft Client Jobs for @-ASTROO01

| Group of Sery| Service
Speach script| Editing Proofreading

ml button works similarly to ﬂl.
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ml switches to the certain page of the Project window, displaying data for selected
Project.

Open Folders

I - |

Using Open Folders drop-down list you can easily switch between the folders opened during the
current TO3000 working session. Any folder you open using TO3000 (using Explore buttons) is
automatically added to the list. When you need to switch, just select the necessary folder and click
Go button.

= Example: If you opened Astral Dust Records client folder first, then Candlelight Magazine
client folder, they appear in the Open Folders drop-down list and you can quickly switch between
them as described above:

Chent Falder: Eandlellght MacJ Go

Ellent F-:ulu:ler Eandlellght Magazm

See Also:
TO3000 User Interface

Button panel

4 Settings

4.1 Business Settings
Though similar in general, each freelance business activity has its own special features. That is
why we made Translation Office 3000 V8 easily customizable.

Translation Office 3000 V8 settings are divided into three logical groups: Business, Personal
and Advanced settings.

Translation Office 3000 V8 settings concerning business activity are specified on the Business
Settings window.
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To open Business Settings window click menu Settings > Business command.

Accounting and Marketing Tool

Zustom Reports | Settings  Help

3 E Eusiness
ts Personal

Mai  advanced

I Database

11 Business Settings

----- ¢ Groups of Services

Eﬂ Services

----- ™y Yolume Urits
----- $ Cumencies
----- "_’ Exchange Rates

----- = Countries

u Payment Methods

Conzulting

OTP Tazks

Editing

Other

Testing

Tranzlation

=101 x]

Edit

ik

Delete

|n
(w)
w“
[a1]

For details on each page of Business Settings see:

e Groups of Services
e Services

e Volume Units

e Currencies

e Exchange Rates

e Taxes

e Discounts/Markups
e Countries

e Payments Methods
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On Groups of Services page you can specify the kinds of services (groups of services, in other
words) you offer to your clients (e.g. translating, editing etc.). When creating jobs or setting prices
in Translation Office 3000 V8 you will have the possibility to specify the group of services, selecting

it from the list created here.

To open the Groups of Services page click menu Settings > Business Settings. Groups of
Services page is displayed automatically when Business Settings window opens.

[.] Business Settings

=101 %]

----- e [roups of Services
-84 Services

----- ™y Volume Llnits

----- $ Curencies

----- "_’ Exchange Rates

----- = Countries
—H Payment Methods

Conzulting

OTP Tazks

Editing

Other

Testing

Tranzlation

Edit

Delete

ik

|ﬂ
(w)
Ll
(a1}

To create a new Group of Services click New button and enter the name of the Group in the
New Service Group window displayed.

Group of Services:
IP‘rDDfreading
J Ok x Cancel |
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To edit the existing Group select it from the list, click Edit button and make necessary changes
in the Edit Service Group window displayed:

Edit Service Group 7| x|

Group of Services:

roafreading

& 0K X Cancel |

To delete the existing Group select it from the list and click Delete button. The Group will be
deleted after your confirmation.

See Also: Personal Settings

See Also: Advanced Settings

412 Services

On the Services page of the Business Settings window page 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 Translation Office 3000 V8 you will have the possibility to specify the services, selecting it
from the list created here.

To open Services page click Services in the left part of the Business Settings window.
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—iEi
""" \oe Groups of Services Group of Services | Service e
Eﬂ Services =
""" ™ Wolume Units Other Additional wark Edit |
g E:r:r:grf;:ﬂates I:l:u.n.sulting Cultural Azsezsment Delete |
_____ @ Tanes Editing DTP check
_____ €8 Discounts/Markups DTF Tazks DTF in Adobe Frametd aker
..... T Countries OTP Tazks DTP in Adobe Pagetd aker
u Payment Methods OTP Tazks DTP in Quark *Press

Translation Englizh = » Finnigh

Tranzlation Englizh = Spanizh

Translation English = Dutch

Tranzlation Englizh = Farzi

Tranzlation Englizh =» French o
Tranzlation Englizh = German

Translation Endglish => Japaneaze

Translation Endglish =» Swedizh

Tranzlation French =: English

Translation Genman = Englizh

Each Service belongs to some Group of Services. That is why each record in the Services list
consists of two fields: Group of Services and Service itself.

To add a new Service:
1. Click New button.

2. In the New Service window displayed enter the name of Service and select the Group of
Services it refers to from the corresponding drop-down list.

New Service (x|

Service: ||

[Froup: I-N ane- j

" 0K X Cancel |

3. Click OK to save the new Service and close New Service window (or click Cancel to exit
without saving).
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To edit the existing Service:
1. Select it from the list.
2. Click Edit button.

3. Make necessary changes on the Edit Service window displayed.

e == |E nidlizh = Spanizh

[Froup: I Translatiarn j

" 0K X Cancel |

4. Click OK to save changes and close New Service window (or click Cancel to quit without
saving).

To delete the existing Service:
1. Select it from the list.
2. Click Delete button.

3. Confirm deleting on the Confirm dialog box:

x

\?/- Selected item will be deleted, Proceed?
L]

See Also: Personal Settings

See Also: Advanced Settings
4.1.3 Volume Units

On the Volume Units page of the Business Settings window you can create and manage the
list of volume units, which you will use for estimating jobs volume.
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11 Business Settings

37

=101 x]

----- \oe Groups of Services

Eﬂ Services

Yolume Unitz

----- = Countries

& Payment Methods

| M ame \

characters [with spaces)

characters [without spaces)

hours

linez [B5 characters)

pages (1800 characters]

wiords

Edit

ik

Delete

d

Cloze

To open Volume Units page click Volume Units the left part of the Business Settings window.

To add a new Volume Unit:

1. Click New button. New Volume Unit window opens:

M arne

[T Used by &nyCount

Yolume nit consists af;

| 1

& waords
" Characters [with spaces]

™ Characters [without spaces)

q’ ak. x Cancel |
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2. Enter the name of the unit.

3. If the unit you are creating consists of words/characters (with or without space) and you want
to use it for text counting with built-in AnyCount:

¢ select Used by AnyCount option;

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

If the unit does not refer to texts volume, e.g. "hours", leave Used by AnyCount option
unselected and do not pay attention to Words/Characters (with spaces)/Characters (without
spaces) options.

4. Click OK to save changes and close New Volume Unit window or click Cancel to quit without
saving.

To edit the existing Volume Unit:
1. Select it from the list.
2. Click Edit button.

3. Make necessary changes on the Edit Volume Unit window displayed.

¥ Used by &nyCount

Yalume nit cansigts af:

| RS

= whords
" Characters [with spaces]

{* Characters [without spaces)

& OK X Cancel |

4. Click OK to save changes and close Edit Volume Unit window (or click Cancel to quit without
saving).

To delete the existing Volume Unit:
1. Select it from the list.
2. Click Delete button.

3. Confirm deleting on the Confirm dialog box:
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x

:‘i) Selected item will be deleted, Proceed?
L]

un|

See Also: Personal Settings

See Also: Advanced Settings
4.1.4 Currencies

On the Currencies page of the Business Settings window you can create and manage the list
of currencies, which you will be able to use in all Translation Office 3000 V8 financial records.

=101 x|

""" Ao Groups of Services Eurrenu:_l,l| Descriptian Mew
Eﬂ Services
..... ? l'-él:llL.lI'l'lE-‘ .UﬂItS Canadian Dallar Edit |
----- LIrencies .
_____ : Exchange Rates CHF Swizs Franc Delete
..... @ Taxes ELR Euro AI
..... €8 Discounts/Markups GEP Brritizh Pounds
..... T Countries JP Japanese en
u Payment Methods SEE. Swedizh Krona

5D 115 Dollars

1 | B

Cloze |

To open Currencies page click Currencies in the left part of the Business Settings window

To add a new Currency:
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1. Click New button. New Currency window opens.

FHetter Abbreviation: I

2l x

D ezcriptive Mame; I

& 0K X Cancel |

2. Enter the 3-letter abbreviation for the new currency (everywhere in Translation Office 3000 V8
currencies are referred to by these 3-letter abbreviations) and the description of the currency (i.e.
long name) in the corresponding fields. For example:

FHetter Abbreviation: ILI.-’-'-.H

2l x

D escriptive Mame: Ilerainian Hiweng

& 0K X Cancel |

3. Click OK to save changes and close New Currency window or click Cancel to quit without

saving.

To edit the existing Currency:
1. Select it from the list.

2. Click Edit button.

3. Make necessary changes on the Edit Currency window displayed.

Edit Currency

3-letter Abbreviation: |l

2l x

D ezcriptive Name: Ilerainian Hrna

& 0K X Cancel |

4. Click OK to save changes and close Edit Currency window or click Cancel to quit without

saving.

© 2006 A.I.T.



Settings

4.1.5

To delete the existing Currency:
1. Select it from the list.
2. Click Delete button.

3. Confirm deleting on the Confirm dialog box:

x

D Selected item will be deleted, Proceed?

See Also: Personal Settings

See Also: Advanced Settings

Exchange Rates

41

Translation Office 3000 V8 provides you with possibility to assign different Client Currency to

each Client and still, be able to see ‘the whole picture’ using your Base Currency. (Base
Currency is set on the General page of the Advanced Settings window)

On the Exchange Rates page of the Business Settings window you can specify the exchange
rates between your Base Currency and other currencies used (on the screenshot below Base

Currency is EUR).

To open Exchange Rates page click Exchange Rates in the left part of the Business Settings

window.
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=103

----- o Groups of Services Currency | =ELR o
Eﬂ Services =
Edit

A

..... ? l'-él:llL.lI'l'lE-‘ .L| niks LSO 0.77
----- LIencies
5 AUD 0.579 Delete
CHF 0.6476
SEE. 01103
----- = Countries GBF 1.43
& Payrnent Methods JPY 0.0075

d

Cloze

To create a new exchange rate record:

1. Click New button. New Exchange Rate window will open.

1M ~] - Eur| 0

¢' Ok x Cancel |

2. Select the currency from the drop-down list and specify the rate itself.

% Note: the currencies list consists of currencies added on the Currencies page of the
Business Settings of Translation Office 3000 V8 Workstation.

3. Click OK to save changes or click Cancel to quit without saving.

To edit existing exchange rate record:
1. Select the necessary record from the list.

2. Click Edit button.
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3. Change the rate as needed in the Edit Exchange Rate window.

Edit Exchange Rate 7| x|

'III:.-'l'-.D vI = EUR |[IXEE

¢' Ok x Cancel |

4. Click OK to save changes or click Cancel to quit without saving.

To delete the existing exchange rate record:
1. Select it from the list.
2. Click Delete button.

3. Confirm deleting on the Confirm dialog box:

x

::‘) Selected item will be deleted. Proceed?
-

See Also: Personal Settings

See Also: Advanced Settings

416 Taxes

43

Translation Office 3000 V8 provides you with possibility to automatically consider taxes when

issuing invoices.

You can specify taxes names and rates on the Taxes page of the Business Settings window.

To open Taxes page click Taxes in the left part of the Business Settings window.
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=101 x|

----- W Groups of Services Mame |”*'f~3|LJE
- B8 Services -
Edit

----- ™y Yolume Urits
----- $ Cumencies
----- "_’ Exchange Rates

A

Delete

----- = Countries

u Payment Methods

Cloze

d

To add a new tax record:

1. Click New button. New Tax window will open.

21 x|
Tax Mame: T an Walue [%)
| | :
¢' OF. x Cancel |

2. Enter tax name and value (rate) in the appropriate fields. Please note, that tax rate should be
entered in percentage (but without the "%" sign).

3. Click OK to save changes or click Cancel to quit without saving.

To edit the existing tax record:
1. Select the necessary record from the list.
2. Click Edit button.

3. Change the rate as needed in the Edit Tax window.
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T aw Walue [%]
| 20

¢' Ok x Cancel |

4. Click OK to save changes or click Cancel to quit without saving.

To delete the existing tax record:
1. Select the necessary record from the list.

2. Click Delete button.

3. Confirm deleting on the Confirm dialog box:

x

9P Selected item will be deleted. Proceed?
-

See Also: Personal Settings
See Also: Advanced Settings

See Also: Client window > Invoices page

4.1.7 Discounts/Markups

Translation Office 3000 V8 provides you with possibility to add and automatically consider

discounts and markups when issuing invoices.

45

You can specify discounts/markups names and rates on the Discounts/Markups page of the

Business Settings window.

To open Discounts/Markups page click Discounts/Markups in the left part of the Business

Settings window.
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=10l

----- (e Groups of Services Mame | Value Hew
5\# 3'3:“'3'33'-' . Yalurme dizcount

----- ; olume Units Edit |
----- $ Curencies -

----- "_’ Exchange Rates %
----- & Tames

----- @ Dizcountz/M arkups

----- = Countriez

u Payment Methods

d

Cloze

To add a new discount/markup record:

1. Click New button. New Discount window will open.

NewDiscount 21|
Dizcaunt Marme: Dizcount Walue(%)

| ! 0
& 0K X Cancel |

% Note: Discount rate (value) should be negative; Markups are entered/edited in the New
Discount/Edit Discount window as well and are actually Discounts, but they should have

positive value.
2. Enter Discount/Markup name and value (rate) in the appropriate fields. Please note that rate

should be entered in percentage (but without the "%" sign).

3. Click OK to save changes or click Cancel to quit without saving.

To edit the existing discount/markup record:
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1. Select the necessary record from the list.
2. Click Edit button.

3. Change the rate as needed in the Edit Discount window.

Dizcaunt Marme: Dizcount Walue(%)

v olume dizcount I 10

& 0K X Cancel |

4. Click OK to save changes or click Cancel to quit without saving.

To delete the existing discount/markup record:
1. Select it from the list.
2. Click Delete button.

3. Confirm deleting on the Confirm dialog box:

x

D Selected item will be deleted, Proceed?

See Also: Personal Settings
See Also: Advanced Settings

See Also: Client window > Invoices page

4.1.8 Countries

When creating a new Client record in Translation Office 3000 V8 you can enter postal address
and specify the country selecting it from the drop-down list.

On the Countries page of the Business Settings window you can manage the list of countries
mentioned above.

3 Note: By default Translation Office 3000 V8 database already contains almost exhaustive list
of countries.
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To open Countries page click Countries in the left part of the Business Settings window

=103

----- \oe Groups of Services Hame =
- B8 Services
----- ™y Yolume .Llnits Albania . =
----- $ Cumencies Aloeria
..... 4'.’ Euchangs Fiates a Delete
..... © Tanes Andorra
----- €3 Dizcounts/Markups Angela

— [ Antigua and Barbuda
& Payment Methods Argentina

Armenia

ik

Australia

Austria

Azerbaijan

Bahamas

Bahrain

Bangladeshk
Barbados
Belarus

B elogium

(R

i

Cloze

To add a new Country:
1. Click New button. New Country window will open.

I arne;

¢ ak. x Cancel |

2. Enter Country name in the field provided.

3. Click OK to save changes or click Cancel to quit without saving.

To edit the existing Country:
1. Select the necessary record from the list.
2. Click Edit button.

3. Make the necessary changes in the Edit Country window.

© 2006 A.I.T.



Settings 49

¢ ak. x Cancel |

4. Click OK to save changes or click Cancel to quit without saving.

To delete the existing Country:
1. Select it from the list.
2. Click Delete button.

3. Confirm deleting in the Confirm dialog box:

x

::‘) Selected item will be deleted. Proceed?
-

See Also: Personal Settings
See Also: Advanced Settings

See Also: Client window > Main page (adding new Client)

4.1.9 Payment Methods

Payment Method is one of the many parameters that can be added to the invoice when it is
issued with Translation Office 3000 V8. Under "Payment Method" we mean the details for
performing the payment (bank details, for example).

You can create/edit/delete Payment Method records on the Payment Methods page of the
Business Settings window.

To open Payment Methods page click Payment Methods in the left part of the Business
Settings window
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11 Business Settings

Papment tethod

----- \oe Groups of Services

Eﬂ Services

..... ™y Yolume Urits Mare-

Edi |

----- $ Cumencies
----- "_’ Exchange Rates

----- = Countries

& Payment Methods

Delete |

Cloze |

To add a new Payment Method:

1. Click New button. New Payment Method window will open.

Payment kethod:
Drescription:
o OK X Cancel |

2. Enter Payment Method name and description in the corresponding fields.

3. Click OK to save changes or click Cancel to quit without saving.

To edit the existing Payment Method:
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1. Select the necessary record from the list.
2. Click Edit button.
3. Edit Payment Method name and/or description in the Edit Payment Method window.

Edit Payment Method 7] x|

Payment kethod:

lank. Tranhzfe

Drescription:
bank details

o OK X Cancel |

4. Click OK to save changes or click Cancel to quit without saving.

To delete the existing Payment Method:
1. Select it from the list.
2. Click Delete button.

3. Confirm deleting in the Confirm dialog box:

x

:‘i) Selected item will be deleted, Proceed?
L]

See Also: Client window > Invoices page
See Also: Personal Settings

See Also: Advanced Settings
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4.2  Personal Settings

Wide possibilities for customization are among Translation Office 3000 V8 greatest benefits.

Translation Office 3000 V8 settings are divided into three logical groups: Business, Personal
and Advanced settings.

Personal settings refer to the interface customization mostly.

To open the TO3000 Personal Settings window click menu Settings > Personal command:

unting and Marketing Tool
1Reports | Settings Help

E Business
Personal

Mai  advanced

Database

o1
A AnyCount — -
~ & Calars: General [ Common DOC, RTF WPD | #LS
% Colars: Status _
-®  Fonts and Sizes I Skip Nurabers
Templates
-| Pogition of Custom Fields
L Schedules

Reset to Diefault I

For details on each page of the Personal Settings see:
e AnyCount

e Colors: General

e Colors: Status

Fonts and Sizes

Templates
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e Custom Fields

e Schedules

To close Personal Settings window click Close button in bottom right part of the window.

See Also: Business Settings

See Also: Advanced Settings

4.2.1 AnyCount

Translation Office 3000 V8 users can enjoy the built-in AnyCount 5.0 - word, character and
custom volume units count tool. It counts single or multiple files of all commonly used file formats:
.RTF, .DOC, .WPD, .XLS, .PPT, .PPS, .PDF, .CSV, .HTM, .HTML, .XML, .TXT, .ZIP.

You can specify AnyCount settings (general and specific for different files formats) on the
AnyCount page of the Personal Settings window.

AnyCount page opens automatically when Personal Settings window opens.
RI=IE
A AnyCount - . - .

poC. ATF. wrD | &1 s | &1 per.pes | €1 wim | & csv | B ror| B mera o

& Colors: General
v Skip Numbers

[T] Comman

Colars: Status
Fonts and Sizes
Templates
| Puosition of Custom Fields
~ Schedules

Common

] Camman |@ Doc,

v Skip Mumbers
[+ Shiow Full Path

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

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

Show Full Path is selected:
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Edit Draft Client Job 7| x|

Dretailz AmﬂuwﬂNDmfl

AnvCount Hesults =
Volume Units: characters (with space=) (without numbers)

(E}le: C:~Documents and Settings\albx\DesktDp\List.dué:)

Text 219 b
Text Bozes 0
Shape=s 0

Funning Header=s 0
Funning Footers 0
Footnotes ]

Show Full Path is cleared:

Edit Draft Client Job d |

Detailz ﬂmﬂnwﬂNDmfl

4 o

AnyCount Eesult= - |
Volume Tnits: characters (with spaces) (without numbers)

(File: List doc)

Text 219 b
Text Bozes 0
Shape=s 0

Funning Header=s 0
Funning Footers 0
Foothnotes ]

.DOC, .RTF, .WPD
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Il Personal Settings

----- A AnyCount
----- & Colors: General
----- ®  Colarg: Status

] Common B DOC, RTF, WPD |

..... B Fonts and Sizes V¥ FRunning Headers
""" = Ter@lates ) [+ PBurning Footers
|2 | Position of Custom Fields

""" B Schedules v Foothotes

[v EndMotes

v Text Bozes

[+ Shapes

v lgnaore ldentical Headers/Footers
[+ Embedded Documents

[+ Linked Docurments

[V ‘Comments

Fezet to Default I

AnyCount comes with important additional options for counting .DOC, .RTF and .WPD files.
Select the corresponding options to enable:

Counts in Running Headers;
Counts in Running Footers;
Counts in Footnotes;

Counts in End Notes;

Counts in Text Boxes;

Counts in Shapes;

Counts in Embedded Documents;
Counts in Linked Documents;

Counts in Comments;

AnyCount is able to optionally ignore texts in identical Headers/Footers.

% Note: You can perform counts of .WPD files only if you can open them with Microsoft Word,
i.e. you need special Microsoft Word packages for working with .WPD files to be installed.

XLS
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Il Personal Settings

----- A ArgCourt

----- & Colors: General

----- B Colors: Status

----- ®  Fontz and Sizes

..... Templatesz

----- = | Position of Custam Fields
----- ™ Schedules

When counting MS Excel files AnyCount is able to optionally include separate count for:

e Cell Comments;

Text Boxes;

Shapes;

Embedded Documents;

Linked Documents.

) Conmon | B pac, AT wep 140 |

[v Cell Comments
[ TewxtBoxes
v Shapes

[v Embedded Documents

.............................................

PPT, .PPS

..... E AryCount

----- & Colors: General

----- B Colors: Status

----- ®  Fontz and Sizes

..... Templates

-[=] Pasition of Custom Fields
..... ™ Schedules

Il Personal Settings

[ Common | ®] poc, ATF. wrp | Bl xs &1 PPT.PPS |

v Slide Motes (Slide MT)

[+ Slide Footers [Slide FTR)

[¥ Preszentation Header [Pres. HR)
v Presentation Footer [Fres. FTR)
[+ Handout Master [Handout M)
v Title Mazter [Title b)

[+ Slide Master [Slide M)

v Mate Master [Mote )

v Shapes

[+ Embedded Documents

v Linked Documents
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AnyCount is able to optionally include important additional count statistics for PowerPoint files:

Slide Notes;

Slide Footers;
Presentation Header;
Presentation Footer;
Handout Master;

Title Master;

Slide Master;

Note Master;

Shapes;

Embedded Documents;

Linked Documents.

HTM

o AnpCount

o @ Colors: General

-  Colors: Status

% Fonts and Sizes

----- Templates

2] Pasition of Custom Fields
L2 Schedules

Iy Personal Settings

[ Commen | ®1 pac, RTF wrp | B x5 | 1 per.prs €] HTM |

v Meta Kepwords

v A&l bexts

[ Form Contrals

AnyCount is able to optionally include important additional count statistics for .HTM/.HTML files:

Meta Description;
Meta Keywords;
Alt Texts;

Form Controls.

.CSV
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Iy Personal Settings

o AnypCount : y
E Colors: General O E':""""“':'r'l @ DOC. RTF. WFD | @ fut | F'F'T,F'F'Sl €] Hrm LSV |

Calars: Status
Fonts and Sizes Delimiters and Qualifiers

Templates
= | Position of Custom Fields
------ = Schedules

* Custam, Delimiter; I 'l Test Qualifier; | -

AnyCount can automatically recognize text delimiters.

But you can also set custom delimiters and text qualifiers in cases of non-standard files.
Available delimiters:

, - comma, ; - semicolon

Available text qualifiers:

' - apostrophe, " - quotation marks.

.PDF, .TXT, .XML

.PDF, .TXT and .XML formats does not require any special settings.

MIF
oy AngCount - ; - —
E E Colors: General w5 | @1 rer.pes | @1 wim | =) cov | B por| B wr | o MIFl

Colors: Status
Fonts and Sizes
Templates ¥ A
~| Pasition of Custom Fields
~ Schedules

|+ Running Headers

|+ Footnotes

When counting .MIF files AnyCount can optionally include additional counts for:
e Word, page, line and character counts in Running headers
e Word, page, line and character counts in Running footers

e Word, page, line and character counts in Footnotes
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% Note: Some options may be disabled in the evaluation version.

See Also: Creating Client Jobs

See Also: Business Settings

4.2.2 Colors: General

Customize your Translation Office 3000 V8!

AL |Market| Contacts

Corp.
Corp.

Battam Panelz

59

It is easy to change colors of different interface details. Paint it with any color of the rainbow on

the Colors: General page of the Personal Settings!

To open Colors: General page click menu Settings > Personal and click Colors: General in

the left part of the window.
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Sl
- Mavigator: Group of lcons: Header:

Text Color H:l Text Color I - Tent Color Il:l

Background |- Background I ] Background I-

Fonts ahd Sizes
Termplate:

Choosers:

Text Color | -
Backaround | |:|

Bottom Panels:

Text Color | |:|
Backaround | -

Reszet Al to chanl Reset All ta Sikver I

Currently selected row in all tables: Text Colar | |:|
Feset |
Backgraund | -

Cloze |

Use corresponding buttons to change the color of text and background for different parts of
Translation Office 3000 V8 interface.

See Also: Colors: Status

See Also: Business Settings

4.2.3 Colors: Status

To make jobs/projects/financial tracking more effective Translation Office 3000 V8 provides the
possibility of color differentiation for quotes/projects/jobs/invoices with different status.

= Example: Black —the Job is completed. Green —the Job is not completed yet, deadline in
the future. Blue —the Job is not completed and due today. Red — the Job is not completed and
overdue.

You can change colors to mark off items status on the Colors: Status page of the Personal
Settings.

To open Colors: Status page click menu Settings > Personal and click Colors: General in the
left part of the window.
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[ Personal Settings o im] A |
A AnyCourt
tes:
- & Colors: General e
[ET Accepted | -
Fonts ahd Sizes
Templates In Process | -

-._n. zzil.:;:l i Cusztom Fields Beiected | -
Current Projects and Jobs:

Dieadling is in the future: | -

Deadline is today: | - [~ Use waming color m days and |0 = hours in advance
Deadiing iz in the past: | -
Outstanding Invoices:

Mat Due et | -

Due today: | -

Dwerdue: | -

Reszet Al to D efault |

Cloze |

Use the corresponding buttons to open 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:

Deadiine iz today: | - [~ Usze waming color ID 3: dayz and |0 = hours in advance

See Also: Colors: General

See Also: Business Settings
4.2.4 Fonts and Sizes

On the Fonts and Sizes page of the Personal Settings you can set font and size of the text in
Translation Office 3000 V8 tables.

To open Fonts and Sizes page click menu Settings > Personal and click Fonts and Sizes in
the left part of the window.

© 2006 A.I.T.



62 TO3000 Help System

Il Personal Settings

""" A AnyCount Font name and Font size in all tables:
----- & Colors: General

..... ®  Colors: Status bME Sans Serif hd IB j Reset |

----- S F ot and Sizes

----- Templates

----- = | Position of Custom Fields Carp.
----- ™ Schedules Corp.

Select the font type and size from the corresponding drop-down lists.

Reset buttons sets the default value of font and size: MS Sans Serif, 8pt.

See Also: Business Settings
425 Templates

All documents issued in Translation Office 3000 V8 can be saved and/or printed as RTF
documents.

All templates are stored in subfolders of Templates folder (by default: C:\Program
Files\Translation Office 3000 V8\Templates).

On the Templates page of the Personal Settings you can manage templates and folders inside
the Templates folder.

To open Templates page click menu Settings > Personal and click Templates in the left part
of the window.
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I ----- AnypCount y glil Elilﬁl % =

& Colors: General

Calors: Status o —
Fonts and Sizes _.J _.J
Templates CLIENTS PROJECTS

Pagition of Custom Fields
Schedules

Output Charset, | DEFAULT j Output Language: | Default j

|C:'|,Pr0gram Files\ TO30004 Templates

Cloze |

By default Templates folder contains two subfolders: CLIENTS and PROJECTS. CLIENTS
contains more subfolders (see the screenshot above) with correspondent RTF templates.

Use little square buttons with icons for managing the subfolders.

cf| %] 2| 2] x| @ e Ml

o -
N

Starting from the very left:

e create new folder (in the Templates folder);

cut the folder;

e copy the folder;

e paste the folder;

¢ delete the folder;

e open Search window;
e Icons view;

e Titles view;

e List view;

e Details view;
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e Thumbnails view;

e use it to open the Properties window for the selected folder.

See Also: Business Settings

426 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 part — Clients, Projects and Business Expenses. Custom fields can be grouped by

custom groups.

Custom fields can be added on Custom Fields page of Advanced Settings window.

On the Position of Custom Fields page of the Personal Settings you can design the view of
custom groups (custom fields are grouped by) you create.

To open Position of Custom Fields page click menu Settings > Personal and click Position

of Custom Fields in the left part of the window.

T Personal Settings

- E ArmCount Pozition of group tab
---- & Colors: General
@ Colors: Status

* Top  Left

% Fants and Sizes
b Templates

—Example
Groupl | Groupz  Group3 |

Cuztom fields of group 3

Check Top option to place custom groups' tabs on the top of the page. In this case you custom
fields page will look like this, for example (Common and Availability are custom groups names):
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Corporate Expert: Timo Turunen

Main | ] Eu:urpu:urateJu:uI:usI Jig IFiIes IInfu:u IScheduIel

Mews Carparate Expert | Delete | E Custom |

Camman | &vailabiity |

|Starts with j I
Joined Team:

M arne I j
Allpzon Lawen -
Alvaro Wigren Computer Proficiency
Bryan Ortalano I.ﬁ.dvanced j

Javier Kuster
Jennie Schofield

Lataya Pittrman
Fonald Halkon
Shelia W atts
Sheml Hirsch

Or check Left option to place custom groups' tabs on the left of the page. In this case you
custom fields page will look like this:

Corporate Expert: Timo Turunen

Main | a Eu:urpu:urateJu:uI:usI Jig IFiIes IInfu:u IS::heu:IuIeI

Expert Profile  Cuzham |

Mew Corparate Expert | Delete |

IStarts with jl

Marmne

Joined Team:

| -

Computer Proficiency

I.-'l'-.dvanceu:l j

Allyzon Laven

Alkvaro Wigren

Brpan Ortalano

| avvailabitty | Comman

Javier Kuster

Jennie Schafield

Latoya Pittman
Ronald Halton
Shelia W atts
Sheml Hirzch

Learn more about Custom Fields (creating/editing/deleting).
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4.2.7 Schedules

After a major upgrade Translation Office 3000 V8 is powered with a new extra handy tool - visual
Schedules for Clients and Projects: Client Jobs and Projects are displayed in a graphical way
allowing to see all pending, due/overdue projects and/or jobs at a glance.

On the Schedules page of the Personal Settings window you select whether you want to
display the icon on the columns representing the Projects/Jobs in the Schedules of TO3000:

I Personal Settings

----- A AnyCount Show lcons———
----- & Colors: General

----- ¥ Calors: Status Al arnplitude bieiranchy
----- *  Fonts and Sizes —
..... Templates = Maone Spatial index

=] Pasition of Custom Fields
chedules

Il Personal Settings

----- A AryCount Show lcons——————
----- & Colors: General

----- B Colors: Status

----- ¥ Fontz and Sizes

..... Templates

~[=] Pasition of Custom Fields
..... ™ Schedules

Al

amplitude herarchy

: Spatial index

See Also:

Schedules: tracking the Jobs/Projects accomplishment
4.3 Advanced Settings
Translation Office 3000 V8 provides wide possibilities for customization, making your work with

the application easy and pleasant.

You can customize the most advanced features of Translation Office 3000 V8 on the Advanced
Settings window.

To access the Advanced settings click menu Settings > Advanced.
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Accounting and Marketing Tool
Zustarn Reports | Settings  Help

E3 E Business
ke Personal

GEN  Advanced

Database

Advanced Settings x|
General
Cocls Baze Currency: I ELR
- Fnlders. Postal Address Format: I Street Address 1 =]
- 5alutations Street Address 2
H Custom Fields City
H Custom Yariables State
H Cusztarn Queries EFFL""I'I:?dE
H Custorn Reports LI
ﬂ CATCount

[~ Invoices in the middle of the range can be deleted

[~ Enable numbering of Client lnvoice copies

3 Note: Changing Advanced settings requires TO3000 to run in a special mode. That is why alll
other parts of the interface become out of view when the Advanced Settings window is open.

Advanced Settings pages:
¢ General. Selecting or changing Base Currency for accounting and Postal Address Format.

¢ Codes. Viewing and editing of global codes (Projects, Invoices, POs) and mode of naming of
.RTF files.

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

e Custom Fields. Creation and modification of custom database fields for Clients, Projects, and
Business Expenses.

e Custom Variables. Custom global template variables, used for generation of .RTF files.
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e Custom Queries. Create custom queries to retrieve necessary data out of the database.
e Custom Reports. Create custom reports to fit your reporting needs and requirements.

e CATCount. Enabling and disabling CATCount feature and selecting CATCount units.
43.1 General

On the General page of the Translation Office 3000 V8 Advanced Settings window you can
set Base Currency and customize Postal Address view.

General page opens automatically when you open Advanced Settings window.

=

Baze Cumency: I ELIR

- Fulders. Postal &ddress Format: I Strest Address 1 =l

[ Salutations Street Address 2

H Custam Fields City

H Custom Yariables State

- Custom Queries EF#E?EIE

g Custom Reparts =l

-4 0 CATCount
ﬂ oun [~ Irvoices in the middle of the range can be deleted

[~ Enable numbering of Client Invoice copies

To set/change Base Currency, click the Base Currency: button. Edit Base Currency dialog

box appears (you will need to confirm the editing, if any financial records in Base Currency
already exist):

Edit Base Currency x| Select the necessary currency

using the Currency drop-down list
and click OK button.
Cumency: IELIH "I Euro

Wj See Also: Base Currency of your
e company
'EEE' i W OK X Cancel |

To customize view of the Postal Address (the way it will be displayed in Invoices and other
documents) click Postal Address Format: button. Postal Address Format window opens.
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xj| | _mtne postal Adaress

Format window you can
change the order of postal

Street Address 1 Move Lp address fields (like country, city,

Street Address 2 —_— ZIP code etc.) using Move Up

City and Move Down buttons. You
Maove D o

State e e can also enter a delimiter for

Country . .
ZIP Cade Postal Address fields in the

Address Fields Delimiter text

box.
Addresz Fields Delimiter: I

W OK X Cancel |

The options of the General page relate to the Invoices settings of TO3000:

By default only last Invoice (i.e. Invoice with the last number in the database) can be deleted.
Other Invoices (i.e. Invoices with numbers in the middle of the range of numbers) can be only
voided.

To change this setting and allow deleting any Invoices select the Invoices in the middle of the
range can be deleted option:

[ Irvoices in the middle of the range can be deleted

See Also: Deleting Invoices. Voided Invoices.

To enable creating of several copies and numbering them when creating a new Invoice select
Enable numbering of Client Invoice copies option:

[v iEnable numbering of Client Invoice copies

See Also: Advanced Settings
4.3.2 Codes
Codes are used to identify documents. They can contain different information and have different

view.

You can customize Global Codes on the Codes page of the Advanced Settings window.

To open Codes page click Codes in the left part of the Advanced Settings window.
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Advanced Settings x|

-] General Mest Codes: |Ne:-:t Project Code: 40 -]
es Mest Global Invaice Code: 17

E Folders

- [ Salutations i
- g Custam Fields Global lrvoice Codes:

i Custom Variables Prefis: [ACME- .9, AIT- Sufie: [y o0 MY

H Cuztom Queries
- Custom Reports Available vanables: Y™, v Year, MM: Manth, DD: Date

ﬂ CATCount [~ Enable annual numbering resets

|nwoices for Clients: I Client-Specific =« I

"Eudes in niaming of .ATF files

Click Next Codes: button to open the Next Global Codes window and set the Global Code
which will be assigned to the:

¢ next Project;

e next Invoice issued to clients;

Next Global Codes X|
Mext Project Code; I‘m vl

Mext Global Invoice Code: |17 -

i

x Cancel

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

[Global Invoice Codes:

Prefis: I-'“-"-EME-| e.q AlT-- Suffis INWY e.q. M
Aveallable vanables: Y5, %Y Year, MM: Month, DD: Date

[~ Enable annual numbering resets

;.5 Note: After Enable annual numbering resets is selected, these resets cannot be disabled
back!
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.RTF files options determine what code will be used when automatically generating file names
for Invoices (it can be Client-Specific or Global).

Codes in naming of R TF files

|waices far Clients: | Client-5 pecific j

Global

See Also: Advanced Settings
4.3.3 Folders

Translation Office 3000 V8 automatic folder creation, thought-out structuring and simple access
release your brain space for more important or pleasant things.

You can customize the automation and structure of Translation Office 3000 V8 folders on the
Folders page of the Advanced Settings window.

To open Folders page click Folders in the left part of the Advanced Settings window.

x|
I:I General General IEIient Fu:nIu:IerI Froject Folderl
- Codes
D Folders Location of TO3000 Buziness Folder:

- [ Salutations Change | C:h\Businessh

H Custom Fields
- Custom Variables
H Cuztam Quenes
H Cusgtom Reports
- JFJ] CATCount

On the General tab of the Folders page you can change the location of the Business folder
(main parent folder created by Translation Office 3000 V8, all other folders are stored there). By
default it is located on drive C. To change the default location click Change button and select new
location:

© 2006 A.I.T.



72

TO3000 Help System

select Folder x|

@ Deskkop

{E} My Documents

|_:_| d My Computer
ﬁ 3.5 Floppy (4:)
==..|- Local Disk {C:)
==..|- Local Disk, {0}
==..|- Local Disk. {E:)
{} Control Panel
EJ---\H My Mebwork Places
----- 2l Recycle Bin
F-5) My Documents
T TOOLS

X Cancel |

On other tabs of the Folders page you can create/delete subfolders for the Client and Project
folders, enable their automatic creation and set folders' names structure.

General Client Falder | Praject Falder I

v &utornatic Folder Creation:

------ 2] Marketing

Add Falder |
Add Subfolder |
Edit |
[elete |
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Generall Client Folder  Project Folder

[+ Automatic Folder Creation:

c- [l Incoming &dd Folder |
] Dutgeing Add Gubfalde |
Edit |

[elete |

— Project Folders names consist of:

|1pdate Folders |

See Also: Advanced Settings
4.3.4 Salutations

On the Salutations page of the Advanced Settings window you can create new or edit existing
salutations if needed.

To open Salutations page click Salutations in the left part of the Advanced Settings window.

Advanced Settings x|
I:l General Salutations 1=
E Codes

D nldr Mrs Edit
Salutations

H Custom Fields Ms.
- Custom Variables
H Custom Cueries
H Custom Reports
- JFJ] CATCount

i

Delete

=

To add a new salutation: click New button and enter the text of the salutation in the New
Salutation dialog box:
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New Salutation x|

Salutation:

" OK X Cancel |

To edit the existing Salutation: select if from the list and double-click it or click Edit button.
Make the necessary changes in the Edit Salutation dialog box:

Edit Salutation x|

Salutation:

e

" OK X Cancel |

To delete the existing Salutation: select if from the list, click Delete button and confirm the
deletion:

x
\3) Delete Salutation?
L]

See Also: Advanced Settings
435 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 group — Clients, Projects, Corporate Experts, Freelancers, and Corporate Expenses.

Custom fields can be added on Custom Fields page of the Advanced Settings window.

% Note: You can create custom groups of fields as well and variables for using custom fields
value in your .RTF templates!

To open Custom Fields page click Custom Fields in the left part of the Advanced Settings
window.
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Advanced Settings

I:l General
D Folders

MNew I

Clignts | F'n:niectsl Business E:-:pensesl

Edt |

Dielete

Move Up I

tdove Down I

m Salutations
- Custom Fields
-~ Custom Variables
H Cuztom Quenes
H Cuzstom Reports
- JFJ] CATCount

Statuzes

|Gn:|up of fields ’ =)

Edit I Delete I M ove LI|:|| Move Du:uwnl

Carfirm Ehangesl

Cance|

I Fix Su:urtingl Change gn:uupl

Field Mame
Firs tactk:

When creating a new field, you will need to specify the Group of fields the newly created field

To add a new Group of fields:

1. Select the necessary tab: Clients, Projects or Business Expenses.

2. Click New button from the upper row of buttons.

Advanced Settings

-] General

Clignts I F'ru:uiect&l Buziness EHEensesl

belongs to. So if you want it to be other, than default Common group, please create custom
Group of fields first.

MNew

D Folders

- [ 5alutations
H Cuztom Fields
- Custom Wariables
“ Custom Clueries
H Custom Reports
-JFJ CATCourt

Group of fields =
Common

Statuzez

Edit

| Delete | Move Up |

Edit | Delete I Move Upl M ove Downl

tove Down '
-

Canfirm Changes |

Canze|

I Fix Snrtingl Change grcuul:ll

Field Hame

First contact:

3. Specify Group of fields in the New Custom Group of fields window.
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New Custom Group of fields x|

Group of fields I

" 0K X Cancel |

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

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

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

To change the order of the Group of fields, i.e the order of tabs with the Custom Fields, use

Movelp | MoveDown | buttons from the upper row.

To add a new Custom Field:
1. Select the necessary Group of fields (if you have created more than one).

2. Click New button from the lower row of buttons:

Clients | Projects | Business Expenses |

MHew | Edit I Delete | bove Lp | tove Down
|G“:"-‘F' of fields ’ = Edit | Delete I bove Up | Move Down
Statuses aifirm Ehangesl Catzel I Fix Sl:nrtingl Change gro

Firgt contact:

fd s

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

M arne:; I
Type: INumI:-er j
Yariable: % I v

J Ok x Cancel |

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 drop-down list.

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

Click OK to add the specified Custom Field or click Cancel to discard.

Use Edit button from the lower row to change the name, type or variable name of the selected
Custom Field. You can enter the changes in the Edit Custom Field window, that will appear on
the button click. It is absolutely similar to the New Custom Field window described above.
Example:
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Edit Custom Field

WETT=a | irst contact
Type: IDate j
Variable: \ | \
W OK X Cancel |

To delete the Custom Field click Delete button from the lower row and confirm the deletion.

Use M ove Lp |/ bove Down

Custom Fields.

Use M button to fix the current sorting order of the Custom Fields.

buttons to move the selected Custom Field relative to the other

To move the Custom Fields to another Group of fields, i.e. another tab, click M
button, point with the mouse arrow at the target Group of fields (the Group of fields records

become yellow when you point at them, see the screenshot below) and click on it once.
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Clients | F'ru:uiectsl Business E:-cpensesl

Hew | Edit I Delete | bove Lp | tove Down |
Group of fields I ;I Mew I Edit | Delete | bove Lp | Move Down |
Common : 5 :
Confirm Ehangesl Cancel | Fix Su:urtlngl &h
Field Mame Field type -
Firzt contact:
imporkance Mumber
Last contact: Date

-

79

To confirm all changes you have made with the Custom Fields click 2™ Changes |, o

To cancel all changes click ﬂl button.

See Also: Business Settings

4.3.6 Custom Variables

On the Custom Variables page of Advanced Settings window you can create global custom
variables, which may be used afterwards in any .RTF template.

= Example: If you enter EMAIL as a name of the variable and info@marsonlymars.com as a
content, you will be able to use \EMAIL\ variable inside all your .RTF templates. If later your e-mail
changes to info@venusforever.com you will not have to change it in all templates but will be able
to do this only once from this central point in Advanced Settings window.

To open Custom Variables page click Custom Variables in the left part of the Advanced

Settings window.
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-] General
-~ Codes
D Folders

m Salutations
g Custom Fields

- g Custom Variables
H Custom Cueries
ﬂ Cuztom Reports
ﬂ CATCount

2l
Mew | Edt | Delete |
|Name ’ -
CORPADDRESS
Pleaze remit funds to Bank of Mew York, ﬂ
thiz custom variable - WPAYMEMT 1Y is global can be used in any RTF-report throughout
TO3000 j

To add a new Variable:

1. Click New button.

2. Enter Variable name and value (content) in the corresponding fields of New Global Custom

Variable window.

Mew Global Custom Yariable x|

I arne;

% IUariaI:-Ie_name

Cantent;

" ariable walie

[

" 0K X Cancel |

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

To edit/delete existing variables use Edit/Delete buttons of the Custom Variables page

correspondingly.
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See Also: Business Settings

See Also: Templates

4.3.7

Custom Queries

On the Custom Queries page of Advanced Settings window you can create your own queries
to get data you are interested in.

To open Custom Queries page click Custom Queries in the left part of the Advanced Settings
window.

r_] Projetex 2006 Server Administrator

Help

D atabase Serverl Databaze Corporate Settings |

I:l General

~tall Users and Access
-] DDBC Access
D Accesz Roles

- Codes
~[] Foldess

- [l 5 alutations
-~ Custom Fields
- Custom Variables

-] CATCount
:I Sound Alerts

|Name ’ i’

Client Jobsz [with kModel]

Clients - Inwoices

Clienits - Invoices [with Model]

Clientz - Payments

Clients - Prices

Clients with custom figlds [with Model)
Corporate Experts - JAsg

Corporate Experts - Jobs

=
D ezcription:
Client Jobs Quem. Uzes links with lnvoices, Projects, Services, Units, ﬂ
Cunencies, Clientz, Project Managers tables. j

=101 x|

Mew

Edit |
Delete |

Export Data |
Frint Data |

Load |
Save |

See Also: Advanced Settings

4.3.8

Custom Reports

In Custom Reports page of Business Settings page you can create your own reports to better
fit particular requirements of your business.

To open Custom Reports page click Custom Reports in the left part of the Advanced Settings
window.
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2l
General Marne ﬂ Mew
Codes All Sales - Monthly (bazed on Client Job cted period :
D Fc.lders_ All Salez Chart [bazed on Clent Jobs] - Services breakdown $I
g Eah‘:tatm;sld All Salez Chart [bazed on Invoices) Delete |
uztom Fields =
. All Sales Chart [bazed on Inwvoices] - selected period
g Custom Variables i ;
Edit Detailz
H Custom Queries All Salez Chart [bazed on Paymentsz)
Custom R eparts All Sales Chart [based on Payments] - selected period Example:
ﬂ CATCount All Salez Chart - Manthly [based on Client Jobs] 'V'iewl Set | I:Ieall
All Salez Chart - Maonthly [based on Client Jobz] - selected period .
All Sales Table - Monthly [bazed on Client Jobs] - selected period ﬂl
Client Jobs Chart, kMaonthiy ;I Load |
Drezcription: Save |

See Also: Advanced Settings

4.3.9 CATCount
If you or your clients work in translation industry then you definitely need CATCount, because it
greatly eases the task of accounting of Computer Assisted Translation jobs.

CATCount does this by translating complex CAT Scheme into one easy number, i.e. CATCount
. Additionally, it provides great features for printing and export of used CAT Scheme together with
original word counts, and resulting CATCount. Word count analysis logs of Trados Translator's
Workbench are processed automatically.

Translation Office 3000 V8 provides you with built-in CATCount tool.

On the CATCount page of the Advanced Settings you can enable using CATCount and set its
units.

To open CATCount page click CATCount in the left part of the Advanced Settings window.
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xl
-] General
A Codes Iv Enabled
E goalliltezions CAT Count Unit:
g Custom Fields (ﬂl e

g Custom Variables
H Custom Cueries
ﬂ Cuztom Reports
CAT Count

To enable CATCount select Enabled option.

% Note: When this feature is enabled, CATCount button appears in New/Edit Client Job and
New/Edit Client Quote dialog boxes of Translation Office 3000 V8:

alume: I 400 Iwards j £= ArmCount <= CAT Count

Clicking CATCount button displays CATCount dialog box.

To change the units CATCount will use click Change button and select the necessary units from
the list in the Select Unit window:

Select Lnit;

& 0K X Cancel |

Units displayed in this list can be edited/deleted or added on the Volume Units page of the
Business Settings.
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See Also: Advanced Settings
4.4  Database Settings

Database command from the Settings menu provides access to the Database Settings
window where you can directly manage the TO3000 database, i.e. backup, restore, repair, update
etc.

[,] TO3000 : Accounting and Marketing Tod

Mavigation (Cuskom Reports | Settings  Help

Business
Personal
Advanced

Database Settings

TO3000 Database:

Database Yersion

Disk Space Left

Regular Operations:

Backup Quick Optimization

C:\Program Files\TO3000\DBAT 03000 fdb

: 8.55.0
: 21346 Mb

Common Operations: 2nd copy:

Check, Inteqrity Restore Fun Update Script Repair

% Note: Database managing requires TO3000 to run in a special mode. That is why all other
parts of the interface become out of view when the Database Settings window is open.

In the upper part of the Database Settings window you can find the general information about
your TO3000 database:

o 103000 Database: C:‘Program Files\TO03000%DEATO3000.fdb
database on your computer;

- the location of the TO3000

Databaze Yerzsion: 8.55.0

- the version of your TO3000 database.

Disiasnacellely 21346 Mg | information about the free space left on the disk, where
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TO3000 database is located.

Regular Operations

Regular Operations:

Backup Quick Optimization

¢ Click Backup button to create the backup file of your TO3000 database.

3 Note: 1tis highly recommended to backup your database at least once a week and copy the
backup file to a safe place, at least different from that where your database is located. This will
help you to avoid data loss in case your computer crushes.

After you click Backup the Backup Database dialog box appears where you can specify the
necessary information. More Details...

¢ Click Quick Optimization button to optimize and quicken the work of your TO3000 database
(performing the optimization frees up the unused space in database file and improves its
performance).

% Note: Quick Optimization is performed automatically during Backup command. If you do
backups regularly, there is no need to run Quick Optimization.

Common Operations

Common Operations:

Check Integrity Restore Fun Update Scripk

¢ Click Check Integrity button to check if there are any problems in the the database operating.
¢ Click Restore button to restore your database from the backup file. More Details...

¢ Click Run Update Script to update the TO3000 database using scripts. More Details...

2nd copy

2nd copy:

R epair |
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Click Repair button to try to repair the database. More details...

For more details please see Database Operations

5 Clients

5.1 Main page of the Client window

On the Main page of the Client window you can create a new client record, enter and edit
general clients information including financial aspects of clients, such as payment terms, client
currency and others.

To open the Main Client page click on the Client icon from the Clients part of the Navigation
panel and switch to the Main tab or click menu Navigation > Client > Main.

The general view of the Main page of the Client window:
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Chient: Alter Ego Solutions

e |E0ntact$| Malketingl F'ricesl E!uutesl wl F'roiectsl [ EIientJDbsl Im-'l:nicesl F'aymentsl p‘-‘-.ccauntl Info I Files |

HMew Client I Clone | Qeletel

Help |

IStarts with j I

Client Profile | Custom |

Client Code: | ALTEGO

MHame

Anather 'wiay Software

Asgtral Duzt Records

Candlelight kagazine

Chameleon Decorations Corp.

Cloudz Holograms Inc.

E-tania Pharmacy

Electric Dream Design

Farever Reflections Publizhing

Mythology Development Cormpary

Ocean World Uriversity

Marme: | Alter Ego Solutions
Postal Address: | K.auppstari 4
Oulu
Finland
90100

Contact Info: | E-mail: info@anpcount. com, franslations@anpcount. cam
Phone: 1-838-111-111-333-333, 1-655-444.555-333-000

Yweh site: | L, projetes, com
Payment Terms: | On day 10 of the next month [from [nvoice date)

VAT Number: | FI12345678

Farallel Dimenszions Travel Ltd.

FPocket Moon Souvenirs

Focket Moon Souvenirs - LIS

R ainbow Chazers Comnunity

Client Folder:  C:\Buzsinesz\Clients\ALTEGOY

Client Currency: |EL|F| Mext Codes | Locale Format

Silent Secrets Muzeum

General Informatiorn; |

Skywatcher Optics Lid,

Snowmaker Corporation

‘whlderneszs Protection Company

“Winged Mators Corporation

“Wizhmaster Guild Entertainment

Cras eget mi. Integer at urma non nunc consectetuer dictum. kMaecenas id pede
tincidunt ezt. Integer bibendum nonurmmy magna. Sed nibh. Etiam rtium, maurns
zagittiz lectus lorem niec arcu. Integer eleifend dui. Pellentesque habitant morbi t
ac turpiz egestas. Phazellus vitae dui. Mam dapibus diam ac eros.

Clients Displayed: 21
Total in Databaze: 21

Main page of the Client window combines clients list and clients profile information.

Tools for managing the client list are grouped in the left part of the page.
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Mews Client | Elunel Delete

Startz with j I

M ame

Aztral Dust Records

Candlelight kM agazine

Chareleon Decarations Carp.

Clouds Holograms Inc.

dsfs

E -k ania Pharmacy

Electric Dream Design

Forever Reflections Publizhing

kythology D evelopment Comparny

Ocean wWorld University

Parallel Dirmenzsions Travel Lid.

Pocket Moon Souvenirs

Focket Moon Souvenirs - US

R ainbow Chazers Community

Silent Secrets Muzeum

Skywatcher Optics Lid.

Snowmaker Corporation

Wilderness Pratection Compary

Winged Motors Corporation

Clientz Dizplayed
Total in D atabaze

Ad
L 22
- 22

The names of the clients are displayed
in the Name box, and at the end of this
box you can easily check the number of
clients displayed, and the total number of
clients in the database.

\_.‘»" Note: these numbers can different if
the Local Custom Filter is switched on.

Use New Client, Clone and Delete
buttons to correspondingly add new
client, create a copy of the client or
delete client from the database.

For details please see:
Adding a new Client
Deleting a Client

You can search for a particular client by entering the client’s initials in the active field Starts with.

MHew Client | Clone | Qeletel

Starts with: Id

M ame i

Alter Ega Salutions

Alter Ego Solutions -CLOMED
Another Way Software

Astral Dust Records

Astral Dust Records -CLOMED

Candlelight Magazine

Charmeleon Decorations Corp.

Simply type the initials, and if the initials match the name on the list, it becomes highlighted.
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Or you can select Contains from the drop-down list above the Clients list and enter the letters
the required Client Name contains:

5]

You can also simplify the search by filtering client records, using Local Custom Filter.

On the right side of the Main client page, you have two tabs: Client Profile and Custom, which
enable you to review and modify the client’s information.

Client Profile | Custom |

Client Code: | DCEAN

M ame: | Ocean World University

Postal Address: | 7655 Decarie Bled
b ontreal

Canada

H4F 2H2

Caontact Infa: | E-mail: infofEicatcount. com
Faw 2 222 333 444 555

“Web zite: | VAN IO ek e, SOy

FPaprment Terms: | Or day 10 of the next manth [from Ireaice date]

WAT Murmber: |

Client Falder:  Mone

Client Currency: | Cal Mext Codes | Locale Format

General |nfarmation: |

For details on working with client information on the Client Profile and Custom tabs of the Main
Client page please see Viewing and changing Client details

See Also:
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5.2

Adding a new Client

Adding a new Client

You can add a new Client to Translation Office 3000 database either by adding a completely
new Client record or by copying the existing one (this option can be useful if you need to keep the
finance records of one client in different currencies, different from your Base Currency, for

example).

Below all ways of adding a new Client to TO3000 database are described.

To create a new Client record:

1. Open the Client window and switch to the Main tab.

For this click on the Client icon from the Navigation panel and switch to the Main tab:

Clignt

or click menu Navigation > Client > Main,

The general view of the Client window:

Client: Parallel Dimensions Travel Ltd.

Main |E0ntacts| Marketingl Pricesl Quotesl i | Proiectsl [+ EIienlJobsI Invoicesl Paymentsl Accountl Files I Infa I Schedule

Hew Client | LClone | Qeletel

IStarts with j I

Clent Profil | Custom |

Client Code: | PARADIM

I ame: I Parallel Dimensions Travel Ltd.

Mame

Alter Ego Salutions

Anather 'Way Software

Agtral Dust Records

Candlelight M agazine

Chameleon Decorations Corp.

Clouds Holograms Inc.

E-tania Pharmacy

Electric Diream Design

Farever Reflections Publishing

Mythology Development Company

Ocean 'World University
iohs Travel Ltd.

Pocket Moon 5ouvenirs

Pocket Moon 5ouvenirs - US

Fainbow Chasers Community

Postal Address: | 55 Hampton Park Blvd.

Capital Heights
MD

United States
20743

Contact Info: | -Nane-

Wwieh site: wiww. stranslation.com
FPapment Terms: | On day 10 of the next month [from Invoice date]
WAT Mumber: |

Client Falder:  Mone

Client Currency: | USD  MextCodes | Locale Format

Il

-

[Eo |

=
=
=

Lreate | Egplorel

Silent Secrets Museum

General Information: |

Skywatcher Optics Lid.

Snowmaker Corporation

‘wilderness Protection Company

‘winged Mators Corporation

“wishmaster Guild Entertainment

Clients Displayed: 21
Total in Database: 21

15

=
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2. Click New Client button and fill the fields of the New Client window.

See Also: New Client window.

To create a new Client record via copying the existing one:

1. Select the record you want to copy from the Clients list:

MHew Client | Clone | Qeletel

Startz with j I

Another 'Way Software

Asztral Dust Recordz
Candlelight agazine

Chameleon Decorations Corp.

% Note: If the Client list is very long and the name of the current client is not displayed, you
may enter the first letters of the Client name into Starts with: field. Or you can select Contains
from the drop-down list above the Clients list and enter the letters the required Client Name
contains:

IStarts with = I

5]

2. Click Clone button.

3. Check the details you want to copy selecting the corresponding options of the Clone Client
window:
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Clone Client 7| x|

—r &

—g Clone non-Job partz of Alter Ego Solutions:

&

v Client Profile
[v Contacts
v Marketing
v Prices

Click OK to save changes or click Cancel to discard.

The new Client will appear in the Clients list in the left part of the Client window and you will be
able to view/change its profile on the Client profile tab on the right.

You can also create a completely new or copy the existing Client record from the Project
window, when creating a new Project.

To create a new Client record when adding a new Project:
1. Open the Project window and switch to the Main tab.
2. Click New Project button.

3. When the Select Client window appears click New Client or Clone button.

Hew Client | Clone | Qeletel

IStarts with j I

M ame

Another W ayp Software
Astral Dust Records

4. Fill the fields of the New Client window or specify the necessary options in the Clone Client
window.
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See Also: Changing Clients profile details.
5.2.1 New Client window

In the New Client window you can enter the basic information about the new client, when adding
a new Client record to your Translation Office 3000 database.

New Client window opens on the New Client button click from the Client > Main page or from
the Select Client window called from the Project > Main page.

I ame; ||

Code: I AUTO | Client Currency: IELIH "I

& OK X Cancel

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

Enter the code for the Client record in the Code text field (15 symbols maximum) or click
AUTO button to generate the code automatically (it will usually contain the first letters of the
Name in this case).

Select the Client Currency using the corresponding drop-down list.
See Also: Multi-Currency Support

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

See Also: Adding a new Client
5.3 Viewing and changing Client details

After the new Client record was added to the Translation Office 3000 database, it appears in
the Clients list in the left part of the Client window and you can view/change its profile on the
Client profile tab on the right.

You can also change Client name, code and currency from the Edit Client window. To open it
double-click the necessary Client record from the Client list on the Main Client tab.

On the Contacts page of the Client window you can add information about the contacts persons
of the client.
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Client: Candlelight Maga:

Main |E0ntacts| Marketingl Pricesl Quotesl i | Proiectsl [#] EIientJobsI Invoicesl Paymentsl Accountl Infa I Filez I Schedulel

Client Prefii | Custom|

New Client | LClone | Deletel Help |
Client Code: | CANMAG
IStarts with j I
M ame: | Candlelight M
Mame Postal Address: | 8E66 Third Avenue ;I
Alter Ego Solutions Hew Yark
Anather ‘W ay Software 1UDnét282d States

Agztral Dust Records

Chameleon Decorations Corp.

Clouds Holograms Inc.

E-Mania Pharmacy

Electric Diream Design

Forever Reflections Publishing

Mythology Development Company

Oeean World University

Contact Info: | E-mail: infoisiprojetex. com
Faw: 2334 555 333 563

‘wieb site: | WAL projetes. com
Fapment Terms: | On day 1 of the month following next (from Invoice date)

VAT Number. |

|EI;I>_I;

Parallel Dimensions Travel Ltd.

Packet bMoon Souvenirs

Pocket bMoon Souvenirs - US

Fainbow Chazers Community

Client Falder:  C:\Business\Clients\CANMAG

Lreate | Explore

i

Client Curmency: I EUR = MestCodes | Locale Format

Silent Secrets Museum

General [nfarmation: |

Skywatcher Optics Ltd.

Snowmaker Corporation

Wilderness Protection Company

‘winged Mators Carporation

“wishmaster Guild Entertainment

Clients Dizplayed: 21
Tatal in Database: 21

Ut sollicitudin, wisi quis suscipit tincidunt, leo loremn iaculis una, sit amet pharetra ante est uk sem. Ut thoncus. Mullam s
imperdiet. Integer lectus leo, elementum non, iaculis in, hendrert sit amet, odio. Etiam interdum malestie mi. Phazellus purus
zapien, dighissim eu, condimentum vel, iaculiz non, uma. Curabitur tristigue lacus sit amet nulla molestie posuere. Donec
wenenatis molestie eros. Integer leo lectus, ullamcorper quis, bibendum ew, dictum et, quam. Yivamus magna lorem, omare

quis, vehicula nec, ultrices vitae, ligula. Phasellus enim augue, mattiz eget, lobortiz nec, pulvinar eget, tellus. Aliquam ultricies,
dolor et dapibus pulvinar, magna metus ullamcorper purus, ut hendrerit ipzum lorem quis quam. Maecenas fermentum mattiz

nune. Lt vestibulum scelenizgque ante. Aliquam et augue. Donec sit amet nunc git amet mi placerat adipizcing. Integer mollis,

nunc ac consectetuer volutpat, massa sapien luctus enim, at cursus lorem mazsa non nibh, Ut sollicituding wisi quis suscipit
tincidunt, leo lorem iaculis uma, sit amet pharetra ante est ut sem. Ut thoncus. Nullam imperdiet. Integer lectus leo, elementum
nion, iaculiz in, hendrerit sit amet, odio. Etiam interdum molestie mi. Phasellus purus sapien, dignizsim e, condimentum wvel,

iaculiz non, umna. Curabitur fristique lacus sit amet nulla molestie posuere. Donec venenatiz molestie eroz. Integer leo lectus, LI

Changing Client details:

You can edit client's information from the Client Profile tab of the Main page of the Client

window.
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Client Profile | Custam |

Client Code: | ALTEGO
M arne: | Alter Ego Solutions

Postal Address: |Kauppatur|4 ﬂ
Ol
Finland
a0
[
Cortact Infa: | E-mail: infal@anpcount. com, translations@anpcount. conm d
Phone: 1-888-111-111-333-233, 1-655-444-555-333-000
[

Wwieh site: | ). projetes. com Go |
Payrent Termnz: | On day 10 of the nest month (from [mnvoice date)
WAT Humber: | FI12345678

Client Falder:  Mone Ereatel Egplu:urel
Client Currenicy: | EUR  MewxtCodes | Locale Format

General |nfarmation: I

Craz eget mi. Integer at urna non nunc consectetuer dictum. Maecenas id pede et velt accumzan digniszim, T pretium dui Al

Clent Code:

| - by clicking this tab, you can enter or change the client’s code of no more
than 15 characters in the field of the pop-up Edit Client dialog box. It is the same code, which

you have assigned, manually or automatically, when created the new client record using New
Client button, mentioned above.

Client Code;

[maximunn 15 characters]

o OK X Cancel |

. e | — displays a name of the client you entered. By clicking this button, you can

change or make corrections in the name in the appearing Edit Client Name dialog box. Then,
either confirm the changes by clicking OK, or discard them by clicking Cancel.

Mame:

Alter Ego Salutions

¢' Ok x Cancel |
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Postal Address: |

— allows you to add or change a postal address of the client. On Postal
Address button click the Edit Postal Address dialog box appears, where you can enter
street, city, state and other client postal information. You can choose a country of freelancer by
clicking the down arrow of the drop-down Country list. When finished, click OK to save the
changes, or Cancel to discard them.

Edit Postal Address ﬂﬂ

Street Address; Im
|

City: IEIqu

State: I

Lounty: | Fipland =]

ZIP Code: Igm o0

& 0K X Cancel |

Contact [nfo:

— allows you to add or change contact information of the client. By clicking
this button, you open Edit General Contact Information dialog box. This box contains fields
for entering two e-mail addresses, four phone numbers, fax number and some additional
information. Send buttons on the right of the E-mail/E-mail 2 text fields allows you to send an
e-mail message directly to the provided e-mail addresses simply on click.
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Edit General Contact Information 7| x|

@ Alter Ego Solutions
=% =T A i f B any count, com| Send |
E-mail 2 Itranslatinns@any-:uunt.l:l:nm Send |

Phone: |1 802-111-111-333-333

Phone 2 |1 -55R-444-555.333-000

Phone 3 I

Phone 4: I

Fau: I

M otes: ;I

[

& 0K X Cancel |

. websie: | opens Edit Web site of Client dialog box, providing the field for entering a

Web site address of your client.

Edit Weh site of Clienk 7] x|

Location:

& 0K X Cancel |

Go button (on the right of the Web site) click points your Internet-browser to the provided
Internet address.

FETEL UETS | — allows you to specify a payment day for clients, and their minimum fees.

To set payment terms, click the Payment Terms button, and in the appearing Edit Payment
Terms dialog box specify the minimum fee for payments from this client, and a payment day
from the receiving of invoice by selecting the corresponding option. Please note, that in the
first option Within...days, you have a range of days to choose from the drop-down list. Simply
click the down arrow, and choose the necessary number of days. If none of the options meets
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your conditions you have the last option Unknown/Other. In the Additional Notes box you
can add some extra conditions to the chosen option or specify the details if having chosen

Unknown/Other.

Edit Payment Terms 7| x|

G"ﬁ Between: Unregiztered
= and: Alter Ego Solutions

birimum Fee: |0 =1 [0 - Ma Minirum Fee]

— Fram lryoice D ate

 Within |30 | days

" Onday IT of the zame month

i On day IT of the nest manth

i~ On day IT af the maonth fallowing nest

™ Unknown/Other

Additional Maotes;

=4

[

¢' Ok x Cancel |

WAT Humber: |

— allows you to enter or change a VAT number of your client. Click on the

VAT Number button, and in the Edit Client VAT Number dialog box enter the necessary

information.

Edit Client ¥AT Number x|

WA T HNumber
Fl12345678

| k. I Cancel

e Client Folder — shows you the location of the client’s folder. You can create by clicking Create
button on the right from the Client Folder field. By default the client’s folder will be created on
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disk C. When the folder is created, the Explore button becomes active. Click it to open the
client's folder in the Windows Explorer window.

Cliert Folder;  Mone LCreate | E;plnrel |

Client Falder:  C:\Business\Clients\aLTEGD" Create |

& ALTEGO

File Edit ‘iew Faworites Tools  Help

\_) Back - -\_.:J - lm

Address | ) C:\BusinesstClientsial TEGO

File and Folder Tasks ¥ ¢'J Marketing
1

Other Places

I Clients

D My Docurnents

T

L

]
7 Search i Folders

»

Client Currenck | alows you to set the client's currency. On Client Currency button click the

Change Client Currency dialog box appears, displaying the drop-down list for choosing the
currency. If the currency has been previously set and some financial records where created for
this client, the Confirm window appears first, warning you that if you choose to proceed, the
client’s currency will be changed, but all numbers will stay intact.

x

Client already has some financial records {Prices) in old Client Currency
- Al numbers will be left intact, Client Currency will change
Proceed?

Change Client Currency x|
Cumency: IELIH vI

x Cancel |

. wl — allows you to set or change clients codes for different items, such as quote, job,
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invoice and so on. Click Next Codes button and in the appeared Next Codes for Clients
dialog box set or change the necessary code values by clicking up or down arrows of the
corresponding fields. Then, click Yes to save the changes, or Cancel to exit without saving

them.
x4
Clignt-5 pecific:
[ uioke: [-PMSC -
Client Jab: J-PM SEI'I 37
Irrvoice: [-PM SEI'I 3,
Payment: P-Ptd 5E|1 vi

Mate: Global Codes can be edited in
Projetes 2006 Serer Adminiztratar.

o OF x Cancel |

. MI — enables you to set the view of data input into your files according to several
options, which include among others decimal symbol, data separator, long and short date
formats, and so on. Click the Locale Format button to open the Locale of... dialog box. It
should be pointed out that in the Generation of RTF files active field you have a choice of
setting a view of data input. You can set it either to Default Locale or change it to Custom

Values.
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Locale of Alter Ego Solutions 7| x|
Generation of BTF files: IDefauIt Locale j

Megative Currency Format: -1.1 Samples:

Decimal Symbol: Poszitive Number. |LEEEE]S

Megative Mumber; I-'I 23,456, 739.00

Mao. of digits after Decimal: 2
Diigit Growping Symbal: . SlralilTelie: |1 LIl
Date Separator: f HeE PS I-I 4 April 2008

Short Date Format:  dd/W M Ayppy

Long Date Format: dd MMM pypy

/ Q. x Cancel |

When Custom Values is selected, drop-down lists for changing the displayed options appear.

Locale of Alter Ego Solutions d |

Cuztomn Yalues

Generation of RTF hles:

MNegative Currency Fomat: | -1.1 ;I Samples:

Fozitive Mumber: I'I 23.456,789.00

Decimal Symbal;

MNegative Number: |-1 23,456,739.00

Diigit Growping Symbal; Slranil e |1 LRI

D ate Separator: Leg Lt |1 i AU

=
M. of digits after Decimal; I2 vl
I, vI
I,.-' vI

Short Date Format; Iddf’MMf’}'}'}'}' j

Long Date Format; Idd bbARARA. iy j

o OK X Cancel |

General Infomation: | ens General Information about... text box where you can enter any
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additional information about the client. It will be displayed under the General Information
button.

General Information about Alter Ego Solukio 7| x|
- | leas eget mi. [nteger at urna non nunc congectetuer dictum. ;I

Maecenaz id pede et velit accumzan dignissim. 0 pretium dui
tincidunt est. Integer bibendum nonurmmy magna. Sed nibh.
Etiam rutrum, mauris eget lacinia gravida, welit wizi dapibuzs nibh,
it zagittis lectus lorem nec arcu. Integer eleifend dui.
Pellentezque habitant morbi tristique senectus et netus et
malezuada fames ac turpis egestaz. Phaszellus vitae dui. Mam
dapibuz diam ac eros.

W OF X Cancel |

¢ laeneral [nformation; §

Penalties for mizzing deadlines

Under the tab Custom, you can enter any private information about your clients, such as names
of directors, business trends, first contact date and so on.

Clent Profile

Firgt contact;

For storing each type of information you can create custom fields and group them on tabs at your
will. Custom fields and tabs are created on the Custom Fields page of the Advanced Settings
window .

On the Contacts page of the Client window you can create, edit and delete information on the
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contact persons of the selected client (the client is selected on the Main page of the Client window;
the name of the selected client is displayed in the Client window caption; e.g. the next screenshot
shows Contacts page for Alter Ego Solutions).

Client: Alter Ego Solutions

Main  Contacts | Marketingl Frices I Quotesl <39 F'roiectsl & CIientJobsI Invoicesl F'aymentsl Accnuntl Files I Infa I Schedulel

Hew | Edit | Delete |
Title | S alutation | Mame | E-mail | E-mail 2 | Phone | Phane 2 | Phane 3 | Phaone 4 | Fax
Project Manager Mrs. Tania Orsbarn taniatEprojstes. 211-842-237-21
Froject Manager s, Loviza Depue louizalEiprojetes 211-903-345-3| 211-903-345-35 211-903-34
Froject Manager bdr. Drarren Blinn danen(@projete 211-903-34

To open the Contacts page, open the Client window and then click Contacts tab.

Each Contact has the following properties:
e Title,

e Salutation,

e Name,

e E-mail,

e E-mail 2,

e Phone,

e Phone 2,

e Phone 3,

e Phone 4,

e [ax.

% Note: You can sort out the contacts on this page by each attribute just by clicking on the
corresponding column name. You can also change the columns order according to your
preferences, customize which columns to be displayed or switch to the vertical view of the table.
For details, see General features > User Interface > Tables.

If you want to add a contact, click New button, and in the pop-up New Contact window you can
enter the necessary information. You can also write down some notes in the Notes box. Having
done it, click OK to save the changes, and to add the new contact to the database, or click Cancel
to discard the new contact setting.
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New Contack x|

Salutatu:un il

Mame: ||

Title: I
Phata |

E-Mail: | Send |
E-tdail 2 | Send |

Phone: I

Phone 2: I

Phone 3: I

Phone 4: I

Fan: I

M otes:

=

[~
¢ ak. x Cancel |

If you want to edit the existing contact, select it from the list by clicking on it and then click Edit
button or just double-click the contact you wish to edit. In both cases the Edit Contact pop-up
window will appear. Here you can change the necessary information about this contact, and then
click OK to save the changes or click Cancel to leave without saving the changes.

MHew | Edit | Qeletel

Jessie Classen

Executive Director
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Edlt l:unta-:t x|

Salutatu:un Dr -

Marne; IJ ahn Stevenszon

Title: IEhlef executive

Fhoto |

E-Mail: | Send |
E-tdail 2 | Send |

Phone: I

Phone 2: I

Phone 3: I

Phone 4: I

Fan: I

M otes:

=

[~
¢ k. x Cancel |

To delete the contact, select it from the list by clicking on it and click Delete button. In the
pop-up Confirm window click Yes to delete the contact, or click No to exit the window without
deleting of the contact.

x

\t‘p Selected item will be deleted. Proceed?
-

5.3.1 Edit Client window

In the Edit Client window you can modify Client Name, Code or change the Client Currency of
a particular Client.

© 2006 A.L.T.



106

TO3000 Help System

5.4

To open it double-click the necessary Client record from the Client list on the Main Client tab.

The general view of the Edit Client window:

BN |Chamelean Decarations Carp,

Code: IEH.-’-‘-.MELE AUTO |

Clignt Currency: ILISD 'I

Help |

f ak. x Cancel |

¢ You can modify the name of the client in the Name text field.

¢ You can modify the code of the Client record in the Code text field (15 symbols maximum) or
click AUTO button to generate the code automatically (it will usually contain the first letters of

the Name in this case).

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

See Also: Multi-Currency Support

e Click OK to confirm or Cancel to discard the entered information.

See Also: Viewing and changing Client details

Deleting a Client

To delete a Client record:

1. Select it from the Client list on the Main page of the Client window and click Delete button:

Client: Alter Ego Solutions

M ain |Eu:nntan::ts| Marketingl F'rin::esl I]u::ntesl il | F'rn:niec:tsl [ EIientJDhsl In‘-.fn:nin::esl

MHew Client

| _gone {Cpekte D

Client Frafile | Custom |

IStarts with j I

Client Code: | ALTEGO

M arne

2 £go aolubion:

M ame: | Alter Ego Solu
Postal Address: | K.auppatari 4
Ol
Finland
000

Another Wap Software

Aaztral Dust Records
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2. Confirm the deletion clicking Yes in the Confirm dialog box, displaying the Client data, that
will be deleted together with the Client record.

x

D Selected client has data:

\:I’} Conkacks: 4
Quates; 2
Projects: 2
Jobs: 2
Payments: 1
Freelance Jobs: 7
Do o skill want to deleke the client together with this datar

J Note: You can also access Client list and delete a Client record as described above, from
the Main tab of the Project window when creating a new Project: on New Project button click
Select Client window opens, containing Client list and New Client, Clone and Delete buttons:

Hew Client | Clone | Qeletel

IStarts with j I

M ame =

er Eqo Solutions -CLONED
Another W ayp Software
Agztral Dust Records

5.5 Marketing story of a Client

You can store marketing information concerning the selected client (the client is selected on the
Main page of the Client window On the Marketing page of the Client window; the name of the
selected client is displayed in the Client window caption; e.g. the next screenshot shows Contacts
page for Pocket Moon Souvenirs - US).
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nt: E-Mania Pharmacy

ain I Contacts  Marketing | Pricesl Quotesl 9 F'roiec:tsl & EIientJobsI Invoicesl Paymentsl Accountl Files I Info I Schedulel

Marketing Motes: |

Lorem ipsum dolor zit amet, consectetuer adipiscing elit. Suspendizse at elit. Nunc ac mauriz. Etiam porta wehicula nulla. Pragszent pretiunn, purus sit amet tempor tristique, leo felis 1

sollicitudin diam, et ultricies dui nibh non purus. Duis lobortis, velit eget imperdiet elementum, metus augue tincidunt larem, vestibulum tincidunt dui neque non turpis. Sed a lectus a
lacusz eleifend pellentezque. Yestibulum ante ipsum primiz in faucibus orci luctus et ulices posuere cubilia Curae; Vestibulum a diam a purus porta hendrerit. Craz a lacus. Mauris risus
mazza, tempus non. scelerisque ut, egestas sed. nibh. In hac habitasse platea dictumst, Proin pretium lorem accumzan nigl. Sed a feliz. Integer sit amet efit, Quisgue arcu.

Aenean pulvinar telluz. Duis egestas. Prassent commodo elementurn velit, Mauriz euismod enim et mazza. Proin pulvinar, leo in fementum porta, nunc neque edizsmod nibh, at
volutpat gem nizl eget urna. Fusce congectetuer aliquarn dui. Integer vitae odio ac nibh semper egestas. Mam tartor metus, ulicies a, ullamcorper vitae, congue sed, ante. Phasellus

commodo egestas tellus. Vestibulum porta adipiscing neque. Quisque at libero. Proin adipizcing. Aliquam dapibuz metus eu wisi. Maurs congue. Fusce ultrices erat. Nulla lorem. Craz
tincidunt turpiz. Duizque tincidunt odio suscipit wisi elementum tincidunt. Duis arcu risus, hendrert sed, pulvinar nec, conzequat iaculis, velit

I arketing Link: | WL projetes. com Go |

Marketing Tracker |

ﬂewHecordl Editl Qeletel

[Date | Infa

21.01.2005 dalor parttitor valutpat

To open the Marketing page, open the Client window and then click Marketing tab.

On the Marketing page you can enter three types of marketing information:

e General marketing notes (text).

To add general marketing notes click Marketing Notes: button and enter the text into the
Marketing Notes box displayed.
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Client: E-M ania Pharmacy

b airy | Cortacts  Marketing | F'rin::esl Du::ntesl il | F'rn:-iec:tsl & EIientJn:-I:nsI

| b arketing Mates: I

Lorem ipsumn dolor =it amet, congectetuer adipizcing elit. Suspendizze at elit. Hunc at
gollicitudin diam, et ulticies dui nibh non puruz. Duis lobartis, welit eget imperdiet eler
lacusz eleifend pellentesque. Yestibulum ante ipzum primiz in faucibus orci uctus et ool
mazza, kempus non, scelensque ut, egestas zed, nibh. In hac habitazze platea dictur

Marketing Motes x|

- Loren ipsum dolar =it amet, congectetuer adipiscing elit =
Suzpendizze at elit. Munc ac mauris. Etiam porta vehicula nulla,
Fraezent pretium, purus sit amet tempor nghique, leo felis

zollicitudin diam, et ultticies dui nibh non puras. Duis lobartis,

velit eget imperdiet elementum, metus augue tincidunt larem,

vestibulum tincidunt dui neque nan turpiz. Sed a lectus a lacus

eleifend pellentezque. YWestibulum ante ipsum primiz in faucibus

orci luctus et ulbnces posuere cubilia Curae; VYestibulum a diam a

purug porta hendrent. Craz a lacus. b arnis risus masza, lempus

nonh, scelenizque ut, egestas sed, nibh. In hac habitasze platea
dicturnst. Prain pretium larem accumsan nigl. Sed a felis. Integer

zit amet elit. Quizgue ancu. b

Aenean pulvinar telluz. Duiz egestaz. Praesent commodio
elementum velit. baurnz euismod enim et mazsa. Proin pulvinar,
leo in fermentum porta, nunc neque euizmod nibh, at volutpat
zem higl eget umna. Fusce congectetuer aliquam dui. Integer

=
" 0K X Cancel |

e Hyper-link to the web site, somehow concerning your marketing activity.

109

If you want to add a marketing link, click the Marketing Link button, and enter the URL in the
pop-up Marketing Link window. Go button (on the right of the Marketing Link) click points your

Internet-browser to the provided Internet address.

Marketing Link: | WL projetes. com
Marketing Link X|

Cancel

¢ Specific marketing events, with data and description.

6o |

The lower part of the Marketing page is called Marketing Tracker. Here you can add a new
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record for a certain marketing event, set its date and some info about it.

To add a record click New Record button, New Record window will appear. Enter the
description of the event, and set the date by clicking on the down arrow of the Date field, and
choose the appropriate date from the drop-down Calendar box.

2]
G | Date: [1/30/2008 = ‘
Subject:

| [ 173072008 =
Dezcription: 1 Januar 2006 » |
SMTWTIFS
25 26 27 28 29 30 31
1234567
8910111213 14
1516 17 18 19 20 21
22 23 24 25 26 27 28
& 0K 29311 2 3 4
&) [ oooem =
@)

Besides, in the Calendar box you can also set a month of the event by clicking on the left or right
arrow of the month displaying button (on the screenshot above it contains "January 2006" string).
Or you can set a month by clicking up and down arrows of the date field in the Calendar box.
When finished, click on the green pictogram to apply the changes, or on the red one to leave
without saving. In addition, you have a possibility to set the current date by clicking on the blue
pictogram at the bottom of the Calendar box.

Having finished entering information about the event click OK to apply the changes, or click

Cancel to discard them. The new record with the date will be added to the Marketing Tracker box
in the first case.

You can also edit or delete existing Marketing records.
To edit the note, select it from the list and click Edit button or simply double-click the record.

Change the necessary information in the Edit Record window displayed; click OK to save the
changes, or click Cancel to discard them.

abca® Diate: I1£2EI£2EIE|5 VI
Subject;

Dezcription:

o 0K I X Cancel |

To delete the record select it from the list and click Delete button; the note will be deleted after
confirmation.
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Finally, you can sort your entries in the Marketing Tracker box by Date or by Info. For this
purpose, simply click on the corresponding column caption.

5.6  Prices managing

Translation Office 3000 V8 provides you with a highly efficient price managing mechanism: you
only need to enter the prices of your services once and later you can get the price on one button
click. You can create a separate price list for each client and/or store the general price list and
apply it if there is no special price policy for a client.

Price list of a particular client can be managed on the Prices page of the Client window.
The general price list is available from the General Prices for Clients window.

See below for details.

Price list for a particular Client (Price page of the Client window)

Prices page of the Client window allows you to review, create and edit price records for
different services for the selected client: what group of services, the service itself, units of work, its
price and currency.

% Note: The client is selected on the Main page of the Client window; the name of the selected
client is displayed in the Client window caption; e.g. the next screenshot shows Prices page for
Alter Ego Solutions).

Client: Alter Ego Solutions EI

Main I Contactsl Marketing Prices |Quotes| e Proiectsl & CIientJobsl Invoicesl F'aymentsl Accountl Files I Info I Schedulel

Hew | Edit | Deletel Copy from Generall Client Currency: ELIR

Group of Services | Service | Cumency |

Tranzlation English = > Finnizh words EUR

Editing Proofreading haours EUR
Editing DTF check hours EUR
Other Additional wark, hiours EUR

To open the Prices page, click the Client icon from the Clients part of the Navigation panel
window and switch to the Prices tab or click menu Navigation > Client > Prices.

Prices page of the has four buttons: New, Edit, Delete and Copy from the General.

e Click New button to create the new price record. In the New Price dialog box set the Group,
Service and Units from the drop-down lists provided and enter the Price (per unit) for the
selected Client. Click OK to save the settings or click Cancel to discard them.
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Newprice 2|

&> |
ﬂ Client: Alter Ego Solutions

[aroup: I Tranzlatian

L Lo

Semice: IEninsh =r Swedizh

[Iritg: Iwu:uru:ls j

Price: Im [per unit]

Currency: ELIR

& OK X Cancel |

3% Note: available groups of services, services and units and can be added/edited/deleted on
correspondingly Groups of Services, Services and Volume Units pages of Business Settings
window (to open it click Business Settings command of the Settings menu).

Click Edit button to change the values of the selected records.

Editprice 2
& ) .
ﬂ Client: Alter Ego Solutions
[Aroup: ITransIatil:un j
Service: ISwedish =: Enagligh j
I rikz: Iwnrds j
Price: [per Lirit]
Currency: ELR
" 0K X Cancel |

Edit Price dialog box contains the same fields as New Price dialog box described above. When
finished, click OK to save your changes, or Cancel to exit without saving them.

Click Delete button to edit the existing service record. After clicking you will be asked to confirm
the deletion.
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Copy from General button allows you to copy prices from the General Prices directly to the
Prices page of a particular client. On Copy from General button click opens Copy from General
Prices for Clients dialog box; it is divided into two parts. The upper part is for prices of a particular
client, and the lower part is a General Prices for Clients dialog box, where general prices for this

or that service are already set.

[aroup of Services Service | rikz Price | = |
Tranzlation Englizh => Swedish words nav
Translation Swedizh = Englizh words 01y
Tranzlation Englizh = » Finnigh words 017
Editing Pranfreading hors 35,00 —
Editing DTP check hours ED'DDLI

4% Copy Frice |

&% Copy All Prices |

General Pricez for Clients |

Group of Services

Service

Y

Tranzlation

Englizh = German

Translation

French == Englizh

Tranzlation

Englizh =» French

Genman

Tranzlation Englizh = Spanizh
Translation Spanizh =» Englizh
Tranzlation Englizh => Japaneaze
Translation Japaneaze =r Englizh
Trmsmal=bimen Cuemlinle - Cornl

Mate: Only prices quoted in Client Currency are digplayed.

W OK

To copy the Service from General Prices for Clients select the necessary Service from the
bottom part and click Copy Price button.

Use Copy All Prices button to copy all records of General Prices for Clients list to the Prices

list of the particular Client.
Details on General Prices...

You can also save the price list as .RTF document or print it at once from TO3000: Select the
template using the RTF Templates drop-down list and click Save/Save&Open or Print button:

RTF Templates: IEompany Profile with Prices - Template - English. itf

See Also: Templates.

j §ave| Save&gpenl FErint |
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General Prices for Clients

In the General Prices for Clients window of TO3000 you can create a price list with standard
prices for your services and apply it when there are no special price conditions for a client.

General Prices for Clients

Mew | Edit | Qeletel

Baze Currency: ELIR

Group of Services | Service |

| Currercy |

Translation Englizh 3 12
Tranzlation French =» English words EUR o011
Translation Englizh =» French words EUR 011
Translation Localization, Eng-Dutch words EUR 0.z20
Translation Genman =» Englizh words EUR 01z
Translation Englizh = Spanish words EUR 011
Transzlation Spanish =» English words EUR 012
Translation Englizh => Japanease words EUR 0.40
Transzlation Japanease = Endlish words EUR 0.40
Translation Englizh = Farsi words EUR 0.30
Translation Englizh = Swedizh words EUR 017
Tranzlation Swedizh =» English words EUR 017
Translation Englizh = > Finnizh words EUR 017
Transzlation Englizh => Dutch words EUR 012
Editing Froofreading hours EUR 35.00
Editing DTP check hours EUR 30.00
Editing Implementing comections hours EUR 35.00
Other Additional wark. hours EUR 35.00
Consulting Cultural Aszeszsment haurs EUR 40.00
Conzulting Multilingual Copywiiting hours EUR 45.00
DTF Tasks DTP in Quark #Press hours ELR 35.00
DTP Tasks DTP in Adobe Pagebd aker hours EUR 35.00
DTP Tasks DTP in Adobe Framebd aker hours EUR 35.00
Testing Testing of Localized Software hours EUR 35.00

RTF Templates: [{EyE Ml N

E naglizh.rf

§ave| Save&gpenl FErint |

To open General Prices for Clients window click the corresponding icon from the Navigation

panel or click General Prices for Clients command from Navigation menu.

To add a new Price record click New button. In the New General Prices for Clients window
select the Group of services, Service, Units, Currency using corresponding drop-down lists and
enter the Price value manually, click OK to save and exit or click Cancel to exit without saving.

Mew General Prices for Clients d |

“4 |

Group: ITransIatiDn j
Service: IEninsh = Finnizh j

Units: Iwnrds j

Frice: ||l2 [per unit)

Currency: IELIH 'I

¢' Ok x Cancel |
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To edit the existing Price record, select it from the list and click Edit button. Edit General Prices
for Clients window will open, where you can change Group, Service, Units, Price or Currency
value.To confirm your editing click OK; to discard click Cancel.

To delete the existing price record, select it from the list and click Delete button. The record will
be deleted after your confirmation.

As any table you can find in Translation Office 3000 V8, list of general prices in the General
Prices for Clients window can be sorted by each column value by clicking the corresponding

column caption.
Right-click on the list to access Customize Columns and Vertical View commands, which allow

to correspondingly customize which columns you want to be displayed and see the selected record

in vertical view.
See Right-click menu for details.

You can also save the price list as .RTF document or print it at once from TO3000: Select the
template using the RTF Templates drop-down list and click Save/Save&Open or Print button:

RTF Templates: ICompany Profile with Prices - Template - English. rtf j Save | Save&gpenl FErrint |

See Also: Templates.

6 Projects

6.1 Main Project page
On the Main page of the Project window you can see the list of all Projects from your TO3000
database, add/delete Projects and modify the previously entered information about each Project.

To access the Project Profile click Project icon > Main tab or select the corresponding
command from the Navigation menu.

Clients E Project: D027, Aliquam
Projects
Mair |uﬂ Treel [~ E\ientJobsI Files I Info I Schedulel

Project Profile | Custarn I

Mew Project | Delete |
IStarts i j I Mame: | Aliquam
Client: Rainbow Chasers C
Code Froject Mame Client PM: | None
ome Engine shceme ER-34221
0026 Aliquarn volutpat, maana Timeline: | Azsigned: Deadline: Completed:
340142006 0:00 8/01/2006 18:00 8/01/2006 18:00
0023 AG/PG Airplane [9E days ago] [91 days aga] [91 days ago]

on3a Speach zcript translation

Project Folder:  C:\Business\Projects\0027 Aliguam',

General |nformation: |

Aliquam volutpat, magna ut vehicula volutpat, zapien masza sollicitudin justo, vel pellentesque erat nulla v
susCipit, Una et posuere orare, orci magna feugiat leo, at pulvinar ipsum diam at magna. Yivamus id leo o
congequat. Mulla facilizi.
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Project list

Project list is displayed in the left part of the Project Main page.

E Project: 0027, Aliquam

Maiu il | Tree' & EIientJDbsI Files I Info I Schedulel

; Project Profile
Hew Project | Delete | \ I | Eustnm'

IStarts with j I M ame: |Aliquam

Client: Aainbow Chasers Community
Code Project Mame Client PM: | Mone
oome Engine shoeme ER-34221

Aliquam volutpat, magna Timeline: | Azzighed: Deadline;

liquam 3012006 0:00 8/01/2006 18:00
Ajrplane (96 days aga) (91 days aga)

Speach zcript tranzlation

Project Folder:  C:\Business\Projectsh0027 Aliquam'

General Informatiorn:

Aliquam volutpat, magna ut vehicula volutpat, zapien masza sollicitudin jus

If the Project list is very long and the name of the necessary Project is not displayed, you may
enter the first letters of the Project name into Starts with: field. Or you can select Contains from
the drop-down list above the Project list and enter the letters the required Project Name
contains:

|5t
e

=

artz with ™ I
4 th

You can add the Project by clicking New Project button. More details...
You may also delete the selected Project by clicking Delete button. More details...

Records in Project list are marked by color:
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E Project: 0029, AG/PG Airplane

Main | & Tree| G CientJobs | Fies | Info

Mew Project | Qeletel

IStarts with j I

Code Project M ame

o g Engine shoeme ER-34221

0026 Aliguarn waolutpat, magna

039 Speach soript ranglation

eBlack — the Project is completed.

e¢Green—the Project is not completed,
deadline in the future.

eBlue —the Project is not completed
and due today.

eRed —the Project is not completed
and overdue.

See Also:
Adding a new Project
Modifying a Project

Local Custom Filter

Project Profile, Custom tabs

In the right part of the Project Main page Project Profile and Custom tabs are located.

E Project: 0027, Aliqguam

b ain |-Iﬂ Treel @ CIientJDI:usI Files I I I Schedulel

Hew Project I Qeletel

o029 BGEAPE Airplane

an3s Speach zcripk tranzlation

fﬁruiect Prafile | Eustu:uml \
IStartS with j I M ame: | Aliquam

Client: Aainbow Chazers Community
Code Froject Hame Clisnt FM- | Mone
oota Engine shoeme ER-34221

0026 Aliquarn volutpat, magna Timeline: | Azzighed: Deadline:

Project Folder:  C:‘\Busineszz\Projects\0027 Aliquarn®

3012006 0:00 2/01/2006 15:00
[96 days aga) (91 days ago)

A\ General Infarmation: | )

Aliquam volutpat, magna ut vehicula volutpat, zapien massa sollicitudin jus
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On the Project Profile tab of the Project Main page you can change the earlier entered
information about the selected Project. More details...

Under the Custom tab you can enter any other information about the project in the previously
created Custom Fields. More details...

See Also:
Main page, Project Profile

Modifying a Project

6.2 Creating a new Project

There are two ways to add a new Project In Translation Office 3000 V8:

e Create a completely new Project record, specifying the Client, Jobs, timing and other
necessary details.

e Turn the existing Client Quote into a Project. (See Creating a Project based on the Quote for
details)

Creating a completely new Project record:

A new Project can be added:
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From the Main page of the Project window (you will need
to specify the Client):

Clients [ E Project: 0026. Aliquam volutpat.

Projects

Hew Project

IStarts with j I

| Delete |

Code | Project Mame

Inn=g |ARAPE Aimlane
1. Click the New Project button.

2. Select the Client of the Project from the Client list
displayed:

Hew Client | Clone | Delete |
IStarts with j I

M ame =

lter Eqn Salutions -CLONED
Another W ayp Software
Aztral Dust Records

To select a Client from the list, double-click the Client
name.

If the Client list is very long and the name of the current
client is not displayed, you may enter the first letters of the
Client name into Starts with: field. Or you can select
Contains from the drop-down list above the Clients list and
enter the letters the required Client Name contains:

IStarts with = I

ohtains s |

If the Client is new, you may add the client by clicking New
Client button.
See Also: Adding a new Client

3. Fill the fields of the New Project window displayed after
the Client was selected.

From the Projects page of the Client windo
Client will be created at once):

Chents

Client: Wizhmaste

b ain I Eu:untau:tsl bd arke

Mew | Edit Dl

| F'rcl

Azzigned

General Prices far Clients

1. Click the New button.

% Note: the Client the Project will be creat
page of the Client window and is displayed in

2. Fill the fields of the New Project window di
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After the Project was added to the database, it is displayed in the Project list on the Main page
of the Project window; here you can change Project details on the Project Profile tab.

Project details can be also changed in the Edit Project window. To open it click Edit button
from the Projects page of the Client window. More details...

Client Jobs can be added to the Project from the Client Jobs page of the Project window.
More details...

See Also:
Changing Project details
Creating a new Client Job

Quotes to Clients
6.2.1 New Project window

In the New Project window you can specify the necessary information about the project when
creating a Project record, i.e. enter the Project name, timeline etc.
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- Client: Alter Ego Solutions Code: Auto
a Client P: | None

Project Mame: Iname of the project

Infarmation: optional info about the project ;I

[

Y'ou can create and explore folders
after Project iz enterad in databasze.

Timeline: =.-'1'-.S$ig|r1eu:|| =0 eadlinel =Moo |

[Create I E:-cplu:urel

Agzigned: Deadline: [T Completed:
[4/05/2006 %00 || wemp  [4/05/200618:00  *| | b
[taday] [taday]

RTF Templates will be avalable after Froject iz entered in database.

& 0K X Cancel |

New Project window opens on New Project button click from the Main page of the Projects

window or on the New button click from the Projects page of the Client window.

Translation Office 3000 V8 automatically assigns the unique code for the Project.

The Client of the Project is displayed in the upper part of the New Project window.

Mew Project

- ([:Iient: Alter Ego Sulutiuns)
a Client PM: | Mone

Using Client PM button you can specify the Client Project Manager, in charge for the project,

selecting it from the Select Client PM dialog:
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Taria Orsharn

Louiza Depue

Drarren Blinn

& 0K X Cancel |

% Note: The list of the Client Project Managers can be edited on the Contacts page of the
Client window. More details...

Enter Project Name and Information about the project into corresponding fields (maximum 70
characters and 390 characters correspondingly):

Project Mame: ||

|nfarmation:

=

23 Note: The limitation for the Project Name field is 70 characters, for the Information field -
390 characters.

Specify the project timeline using Assigned and Deadline drop-down fields:
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Timeline: aﬂ.ssignedl =0 eadlinel =+ oy |

Azzigned: Deadline: [T Completed:
[4/05/2006 500 || wesp  [4/05/200518:00  *| | wed
[hoday] [today)

To specify the Assigned date:

In the drop-down dialog box you can
Azsigned: Dea easily select deadline month, day, and

[462005500 || wep  [4000 time:

| ¢ To select the month, click the right and
[ | 4 mai 2006 b left arrows near the month name.
| Il mm | « = d .
4 25 26 27 23 29 30 J l’lcj)nigleerct the date, click the day
1 2a3[l]s g 7 '

B 8 31011121374 ¢ To select the time, click the up and
15161718 13 20 21 down arrows near the time field. You
ce &3 24 25 26 2F 28 can also enter the time manually.

o pri= e 1 e s I B e

- & 1ED =

@)

Deadline of the project is set in similar way, using Deadline drop-down field. If the date of the
Deadline coincides with the Assigned date, you can set it automatically using =Assigned button.

When the Project is completed, you can specify it selecting Completed option and setting the
date as described above:

[¥ Completed:
|4/05/2008 1332 =]
| «  maiE »
| | Il mm | « & d
24 25 26 27 28 29 20
& 12356 7
| 8 91011121314
" 15 16 17 18 19 20 21
= 22 2324 25 26 27 28
m 29303 1 2 3 4
&) [1332 =
il B
I=

or using =Deadline and =Now buttons, to set the completed date equal to the Deadline date or to
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the current date&time correspondingly.

% Note: As arule Completed option is used after the project was created, it is accessed from
the Edit Project window.

See Also:
Adding a New Project

Edit Project window
6.3 Modifying a Project

While working on the project, you may need to change some information about it or to register
the completion date when it is completed.

Projects details can be accessed on the Project Profile tab of the Project Main page or in the
Edit Project window displayed on Edit button click from the Projects page of the Client window.

To modify the Project from Project Profile tab:

Clients

[ E Project: 0029, AG/PG Airplane

@ | o Treel & EIientJobsI Files I Infa I Schedule
Mew Project | Delete | t Projsct Profile ':US‘U”'II

M ame: AG/PG Airplane
IStarts with j I —I P

Client: Wilderness Protection Company

Projects

Code Froject Mame Cliert Ph: | None

ome Engine shoeme ER-34221

026 Aliquamn valutpat, magna Timeline: | Azzigned: Deadline:
o027 Aliguam 20401/2006 0:00 20/01/2008

[74 daps aga] [¥4 daps ago

033 Speach zonpt tranzlation

Project Folder:  Mone

General |nformation: |

Etiam nioh erat non wisi suscipit iaculiz. Pellentezgue aliguam pul

1. Switch to the Main tab of the Project window.
2. Select the Project from the Project list.

3. Change the Project details on the Project Profile tab. More details...
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To modify the Project from the Client window:

1. Select the Client from the Client list on the Main page of the Client window.

2. Switch to the Projects page of the Client window.

Client: Rainbow Chazers Community

(D Projects G Cliert Jobs |

b ain | I:u:unta-:tsl Marketingl F'ri-:esl Cuotes

Hew | Qeletel Status: I".ﬁ.ll"

Azzigned | Project Code | Project Mame

3. Select the necessary Project.

4. Click Edit button or double-click the selected Project and enter the changes in the Edit
Project window displayed. More detalils...

Under the Custom tab you can enter any other information about the project in the previously
created Custom Fields.

Cliert Profils

First contact;

You can create Custom Fields for storing each type of information and group them on tabs at
your will. Custom Fields and tabs are created on the Custom Fields page of the Advanced
Settings window .

To delete the Project

To delete the Project select it from the list on the Main page of the Project window or on the
Projects page of the Client window (see the screenshots above), click Delete and confirm the
deletion in the confirmation dialog box.

% Note: The Project cannot be deleted if it contains Client Jobs, i.e. you have to delete all
Client Jobs of the Project first.
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3Note: When you delete a Project record with not the last Code number the previous Projects
Codes do not change.

6.3.1 Edit Project window

In the Edit Project window you can change the earlier entered information about the project, i.e.
the Project name, timeline etc. You can also create the separate folder for the Project within the

system of TO3000 folders and export the Project description to the .RTF format using .RTF
templates.

Edit Project window opens on the Edit button click or double-clicking the Project record from
the Projects page of the Client window or from the Schedule of Projects window.

- Client: Rainbow Chasers Community Code: 0027
a Client P: | None

Project Mame: (&

Infarmation: Aliquam waolutpat, magna uk vehicula volutpat, zapien mazsa solicitudin justa, vel ;I
pellentezgue erat nulla vitae nulla. Morbi suzcipit, uma et posuere ornare, orci
ragha feudiat lea, at pulvinar ipsum diam at magna, Yivamus id lea quis eros
condimentun consequat, Mulla facilis.

[

Create I Explare IF'r-:uieu:t Faolder: Mone

Timeline: =.-'1'-.S$ig|r1eu:|| =0 eadlinel =Moo |

Agzigned: Deadline: ¢ Completed:
|amrs2o06 000 w|| wesp [8/01/200516:00  v| | mead |5/01/200616:00 v
[96 dayz ago] [91 days ago] [91 dayz ago]
RTF Templates: IF'ru:uie-:t - Simple Template.rtf j Save I Save&ﬂpenl Errirt I
& 0K X Cancel |

Most of the fields of the Edit Project window are the same is in the New Project window. But
here you can also select the .RTF template for the Project, save, view or print the .RTF file

containing the project (Use RTF Templates drop-down list and Save, Save&Open and Print
buttons):
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RTF Templates: |Froject - Simple Template. rif j Save | Save&gpenl Print |

You can also create and explore the separate folder for the Project, by default it will be located

in the C:\Business\Projects\.

3 Note: you can change the location of Business folder and select which folders are
automatically created on the Folders page of the Advanced Settings window.

To create the Project folder click Create button:

Create | Explore |F"ru:uieu:t Folder: Mone

After this you can explore the Project Folder using Explore button:

[Ereate I Ex=plare IF'ru:uieu:t Faolder: C:hBuzsinesshProjects0027 Aliquam®

See Also: Navigating TO3000 folders

See Also:

Modifying a Project

Main page, Project Profile
Advanced Settings

6.3.2 Main page, Project Profile

On the Project Profile tab of the Project Main page you can change the earlier entered
information about the selected Project.

To access the Project Profile click Project icon and switch to the Main tab or click menu
Navigation > Project > Main.
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Lliarts | "] Proiect: 0029, AG/PG Airplane
@ | i | Treel & EIientJobsI Files I Infa I

Schedule
Project Profile ¥ Custam |

Projects

033 Speach zonpt tranzlation

On the Project Profile tab you can easily:

Hew Project | Delete |
IStarts it j I REES | AG/PG Airplane
Client: Wilderness Protection Company

Code Froject Mame Cliert BM: | None

ome Engine shoeme ER-34221

026 Aliquamn valutpat, magna Timeline: | Azzigned: Deadline:
onzy Ali 20401/2006 0:00 20401/2008
: [74 days ago) [74 dayz ago

Project Folder:  Mone

General |nformation: |

Etiam nioh erat non wisi suscipit iaculiz. Pellentezgue aliguam pul

e Change Project name: click Name: button and make the necessary corrections in the Edit

Project Name window:

Edit Project Name ilﬁl

" 0K X Cancel |

¢ Change the client project manager: click Client PM: button and select the necessary record
from the clients contacts list in the Select Client PM dialog:
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Select Client PM

M ame

ana urzbaorn

Louiza Depue

Drarren Blinn

W Ok

x Cancel |

129

% Note: The list of the Client Project Managers can be edited on the Contacts page of the

Client window. More details...

e Change the project assignment date, deadline and completion date (if completed): click
Timeline button and make the necessary changes in the Edit Project Timeline window:

Edit Project Timeline

Azzigned:

|20/m /2008 0000 | | e [o0/0/2008 1800 | | we (2000172006 1800 v

[82 days aga]

=.-’-'-.ssigmau:ll

Deadiine:

[82 days aga]

i

=0 eadlinel =M o |

v Completed:

[82 days ago]

x Cancel

e Change the general information about the project: click General Information button and edit

the notes in the General Information about... dialog:
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General Information about AG/PG Airplane d |

Etiann hon erat non wisi suscipit iaculiz. Pellentesque aliquarn ;I
pulvinar pede. Curabitur ornare wisi quis metug, Yivamus nunc
—— |eros, omare witae, molestie a, elementum a, enim. Pellentezque
habitant maorbi tistigue senectus et netus et malesuada fames

ac hurpiz egestas. Lorem ipsum dolor sit amet, consectetuer
adipizzing elt. Pellentezque nec quam. Danec sollicitudin

fringilla dolor. Integer zem diam, suscipit eu, lacinia id, suscipit

ac, diam. Aenean gravida dui vitae nibh,

[

¢' Ok x Cancel |

Clients usually send you one or more files related to the project. Thus, you need to create special
folder for the Project to store these files. To create the Project folder click Create button near
Project Folder: field:

Project Folder:  MNone Ereatel Egplnrel

When the Project Folder has been created, you can open it by clicking Explore button:

Project Folder:  C:\Business\Projectsh0023 AG_PG Airplans!, Create I Explare

After clicking Explore button the project folder opens in Windows Explorer:

& 0029 AG_PG Airplane

File Edit Wiew Fawvorites Tools  Help

@Eack - -J ™ lﬁ

Address Ilﬁ Z:\BusinessiProjecks\0029 AG_PG Airplane

Inicorning I’J Cukgaing
|

Wark,

T

)
/- Search i Folders

File and Folder Tasks ¥ |

Other Places

[ Projects
B My Docurnents

v U
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As you can see, the created project folder contains three subfolders:
e Incoming — for the files received from the client;
e Work —for the files created during the work on the project;

e Outgoing —for the files to be sent to the client.

See Also:
Modifying a Project

Edit Project window
7 Quotes to Clients

In Translation Office 3000 V8 you have a possibility to issue quotes to clients with a list of draft
jobs and their estimated cost (if the quote is accepted, you can turn it into Project with one click).

You can create and manage Quotes to a selected Client on the Quotes page of the Client
window and you can view and edit all Quotes (to all Clients) in the Quotes to Clients window.

The general view of the Quotes page of the Client window (displaying the quotes to the selected
client):

Client: Alter Ego Solutions
ain I Eontactsl Marketingl Prices  Quotes | 4 F'roiec:tsl & EIientJobsI Invoicesl Paymentsl Accountl Files I Info I Schedulel

MewGuote | Edit | Delete|  Create Project Based on Guate | - Status: I"AII" -] Client Currency: EUR

Code Draft Client Jobs for G-ALTEGO0002

QAL TEGD
| Group of Sen| Service | Uit
JTP Tasks  |DTP in Adobe| pag

Sent Aszsigned | Deadline | Status T
1/20/2005 |1,/4/2005 1(1/4,/2005 &| Unk,

| Price |olume | Pricing | Total

per unit (0,00

Quotes page is divided into two parts.

The list of existing Quotes is displayed in the left part of the window. When you select a Quote
from this list the Draft Client Jobs it contains are displayed in the right part of the window.

Quotes
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New Quote button is used for adding a new Quote to the database. More detalils...
Edit button is used for modifying the Quote. More details...

Delete button is used for deleting the Quotes from the database. After clicking Delete you will
need to confirm the deletion.

When the Quote is accepted you can create a Project based on this Quote using Create
Project Based on Quote button. More details...

Using the Status drop-down list you can select to display only Quotes with particular status:

Stakus: I 1 - I

Dri: ki .
Accepted
M am R ejected

Draft Client Jobs

The draft client jobs related part of the Quotes window contains the list of the Draft Client Jobs
of the Quote selected and three control buttons.

Use New button to add a new Draft Client Job to the selected Quote. More details...
Use Edit button to modify the Draft Client Job. More details...

Use Delete button to delete the record from the database (you will need to confirm the deletion).

See Also:
Creating a Quote.
View all Quotes.

Create a Project based on a Quote.
7.1  Creating a new Quote

Quotes to clients contain draft client jobs and their estimated cost.

To create a new Quote:

1. On the Main page of the Client window select the Client the Quote will be addressed to:
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Client: Alter Ego Solutions
Main |E|:unta|:ts| Marketingl F'riu:esl Duntesl i |

MHew Client I Clone I Qeletel

IStarts 1with j I

Mame

Alter Ego Saolutions -CLOMED
Another \Wayp Saftware

Astral Duzt Records
Candlelight M agazine

Chameleon Decarations Corp.

Clouds Holograms [ne.

2. Switch to the Quotes tab of the Client window.

Client: Alter Ego Solutions

ain I Eontactsl Marketingl Prices  Quotes | o F'roiec:tsl & EIientJobsI Invoicesl Paymentsl Accountl Files I Info I Schedulel

MewGuote | Edit | Delete|  Create Project Based on Guate | - Status: I"AII" -] Client Currency: EUR

Draft Client Jobs for G-ALTEGO0002

M armne | Group of Sen| Service |
Suspendisse | DTP Tasks

Code  |Mame Sent Aszsigned | Deadline | Status T

it | Price |olume | Pricing | Total
(1800 ¢| 0,00 0,00

DTP in Adobe| page: per unit

3. Click New Quote button.

4. Enter the necessary information (client jobs and their details) to the New Quote window.

The newly created quote record will appear in the list of Quotes in the left part of the Quotes
page.

See Also:
Modifying a Quote

View all Quotes (Quotes to Clients window)
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7.1.1 New Client Quote window

In the New Client Quote window you can specify the necessary information when creating a
new quote (set the client's project manager, add presumable client jobs, set draft timeline, data
sent, enter the request for the quote and answer, create folder for this quote, etc.).

New Client Quote window opens on New Quote button click from the Quote page of the Client
window.

Mew Client Quote ﬂﬂ

& ? Client: Alter Ego Solutions Diate Sent: |1E|f'D4f'2EIEIE 'I
\_: Cliert Pr: | None Code: Auto

Status: I Uikt ﬂ
Draft Project. |
Client Jobs | Request for Guu:utel .-’-‘mswerl
New | | Edi | Deei]
harne | Group of Services | Service [ Unit | Yalume | Price | Pricing | Tatal

| 'ou can create and explore folders
S ml after Quote iz entered in database.
Ciraft Timeline: =fzzigned | Total: 0.00

Client Currency: ELJR

Azzighed: Deadline:
[13/04/2006 03:00 =] [19/04/2006 12:00 =]
[today] [today]

RTF Templates will be available after Quote iz entered in databaze.

¢ Ok x Cancel |

e To set the client project manager click Cient M- The Select Client PM window opens
displaying the list of the projects managers of the client:
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Tania Qrzhorn

Louiza Depue

Drarren Blinn

& 0K X Cancel |

Select the project manager and click OK.

% Note: the list of client project managers can be modified on the Contacts page of the Client

window.

e Enter the draft name of the future project in the Draft Project: text field.

Diraft Project: I

e On the Client Jobs tab click New button and fill the fields of the New Draft Client Job window

to add a new draft client job:

Client Jabs | Request far Duntel .i'-.nswerl
New | ~Edi | Deleie]

i ame | Group of Services | Ser

After the Client Jobs are added you can change their details or delete them using Edit and
Delete buttons correspondingly:
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Client Jobs | Request for Quote I
] Edt | Delete |

M ame: | Group af 5

Izer manual Tranzlatior

See also: Edit Draft Client Job window.

e On the Request for Client Quote tab you enter the text of the request for the quote.

e On the Answer tab you can enter the text of the client's reply.

¢ Specify the draft timeline using the Assigned and Deadline drop-down calendars:

Diraft Timeline: =hgzighed |

Azzigned: Deadline:
37042006 05.00j)Rd [13/04/2006 18:00 = |

[baday) [taday]

3 Note: Click MI to set Deadline date equal to Assigned date.
Click OK to add the Quote to the database or click Cancel to discard.

After the quote is added to the database, you will have the possibility to create a separate folder
for it and export the Quote to .RTF format using the .RTF templates (these options are available

from the Edit Client Quote window).

See Also:
Creating a Quote
Modifying a Quote
View all Quotes
Templates

Creating a Project based on the Quote

7.1.2 New Draft Client Job window

In the New Draft Client Job window you can enter the details of the draft client job you add to
the client quote.

New Draft Client Job window opens on New button click from the Quotes page of the Client
window or from the Quotes to Clients window.
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New Draft Client Joh 7| x|

Dretailz |
M ame: I
Group: ITransIatil:un j
Service: IEninsh = Japanease j
Wolurme: I N Iw-:uru:ls j <= ArpCaunt | <= CAT Count
I 0.0a I pEr Linit j = Pricesl ﬂ
Total: 0.00 Currency: ELIR
& 0K X Cancel |

¢ Enter the name of the draft client job you create in the Name text field.
¢ Select the Group of Service the new job relates to from the Group: drop-down list.
e Select the Service the new job corresponds to from the Service: drop-down list.

% Note: The lists of Services and Groups of Services can be modified in the Business
Settings.

e Select the units from the drop-down list on the right from the Volume text box.
% Note: The list of volume units can be modified in the Business Settings

¢ Enter the job volume to the Volume: text field manually or click AnyCount/CATCount buttons
to use the built-in AnyCount (text count tool) or CATCount (a tool for using CAT Scheme).
See Also: Built-in AnyCount
See Also: Built-in CATCount

¢ Enter the job price manually in the yellow text box and select the pricing principle from the
drop-down list:

0.00 |flat fee | <=Prices| =]

Total: 0.00,25 2™ Cur

or copy the price from the General Prices list.

You can also automatically add the manually entered price to the General Prices list using ﬂ
button:

enter the price and click ﬂ The new price record will be added to General Prices list at once.

If the price for this service already exists you will need to confirm the price replacing in the
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confirmation window:

x

D Different price for English = = Finnish, words already exists: EJRO, 17, Replace?
L]

If the existing price is the same as the one you want to enter, you will see the notification pop-up
window:

x

\ij) Prices far English = Farsi, wards is the same: EURD, 17

¢ Click OK in the New Draft Client Job window to add the new draft job to the database or
click Cancel to close the window and cancel adding the job.

% Note: The Client Currency is displayed in green letters in bottom right corner of the New
Draft Client Job window.

See Also:
Creating a Quote
Modifying a Quote
7.2  Modifying a Quote
You may need to adjust some information on the Quote or change its status having received the

feedback from the client.

The Quote can be modified from the Quotes page of Client window (where the quotes to the
particular client are displayed) or from the Quotes to Clients window (where all quotes from the
database are displayed).

To modify the Quote:

1. Open Quotes page of Client window or Quotes to Clients window and select the necessary
Quote from the list.
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Client: Parallel Dimensions Travel Ltd.

Main | Euntactsl Marketingl Prices Huotes | i | F'r-:uieu:tsl & Clienl

Mew Quate | Edit | Delete | Create Project Bazed on Quote | =]
Code |Name |Sent | Azzigned | Deadline |Status
G-PARADIE 13042008 13/04/2006{ 13042008 Lnknovn

or

Quotes to Clients

Edit | Create Project Bazed on Cluate | St

Code  |MName | Sent | Azsigned | Deadine |5

LWINGED| Pellentesque at ante | 204012006 2001 /200 2301 /200¢ L
Q-ALTEGD | Suspendisse posuene | 20,07 A2006) 20,00 A200F) 20407 /200¢) LI
L-PaRADIM Cras eget mi. 20401./200¢ 04.10/200¢) 04,1 0/2008 L

2. Click Edit button in the left part of the window or double-click the selected Quote.

3. Make the necessary changes in the Edit Client Quote window. More details...

To delete a Quote

To delete a Quote select it from the list on the Quotes page of the Client window (see the first
screenshot above) click Delete button and confirm the deletion in the confirmation dialog box.

SNote: When you delete a Quote record with not the last Code number the previous Quote
Codes do not change.

See Also:
Creating a Quote

View all Quotes

7.2.1 Edit Client Quote window

In the Edit Client Quote window you can modify the Quote details: change its status, draft jobs
details etc.
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Edit Client Quote window opens on Edit button click (or double-clicking the Quote) from the
Quotes page of Client window (where the quotes to the particular client are displayed) or from the
Quotes to Clients window (where all quotes from the database are displayed).

Edit Client Quote : 2=

& ? Client: Aztral Dugt Records Date Sent: I'IEI;"EH A2006 "I
\_j Cligrt PH: | None Code: @-ASTRO0O1

Status:l.-’-‘u:u:epted j

Diraft Project: ISpeach zcript tranzlation

Clignt Jobs I R equest far uuote"l .-’-'mswerl
Mew | Edit | Delete |

Name | Group of Services | Bervice |Yalume | Price | Pricing | Total

Create | Explore | Folder: Mone

Diraft Timeline: =Azzighed Total: 304.00
Client Curency: ELIR

d

Azzigned: Deadline:
[19/01/2006 00:00 = [18/02/2006 1200 =]
[139 days aqa) [109 daps aqa)
RTF Templates: IMuItiE!ucnte to Client - Template - Engligh.rtf j Save I Saveﬂgpenl Print |

Help | JDK I x Eancell

Most of the fields of the Edit Client Quote dialog box are the same is in the New Client Quote
window. But here you can also select the .RTF template for the quote, save, view or print the .RTF

file containing the quote (Use RTF Templates drop-down list and Save, Save&Open and Print
buttons).

% Note: You can change quote status (Unknown\Accepted\Rejected) and the quote will be
marked with different color in the list: blue\green\red correspondingly:
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Mew Quote | Delete Create Project Based on Quote I Status: I".-'-‘-.II" "I

Code M ame Sent Azzigned | Deadline | Status Total Tatal [B]
Q-ALTEGO [Hulla quar.| 142042005 | 1/4/2005 1 (1/4/2005 6| Unknown 200,00 200.0
Q-ALTEGO (Maamee  |1./31/2008 |1/31/2006 |1/31/2008 | Accepted 0,00 0o

(the colors can be changed in the Personal Settings).

See Also:
Creating a Project based on the Quote

Modifying a Quote

7.2.2 Edit Draft Client Job window

In the Edit Draft Client Job window you can change the details (price, volume etc.) of the draft
job added to client quote.

Edit Draft Client Job d |

Dretailz |
[ ET = |5 peach sorpt tranzlation
[AroLip: IEditing j
Cervice: IF"rn:n:nfreau:Iing j
Walume: I a Ihu:uurs j ¢= AnyCount | <= CATCount
I a8 Iper unit j <= Priceslﬂ
Total: 30400 Currency: ELIR
¢ 0k x Cancel |

Edit Draft Client Job window opens on the Edit button click (or double-clicking the Draft Job
record) from the Quotes page of Client window (where the quotes to the particular client are
displayed) or from the Quotes to Clients window (where all quotes from the database are
displayed):

© 2006 A.I.T.



142 TO3000 Help System

ez Ouotes | ) Ploiectsl & EIientJDbsI Invnicesl F'a_l,lmentsl Accnuntl Files I Info I Schedulel

Create Project Bazed on Quate | Status: |"AII" 'I Client Currency: IS0

Draft Client Jobs for Q-PARADIMOO0T

| Assigred | Deadine | Status

13404,/ 2008 13404, 2008 U nknown

or

Quotes to Clients

Edit |

Create Project Bazed on Quote | Status: I"»\MIx 'I P

A || Draft Client Jobs for @-ASTRODOT
Marme |G|0up ofSer\|SerV|c:e | Unit |F'nc:e |VOIume | Pricing |T0tal

5 1 script| Editing Proofreading | hours 8 per unit | 304

04/INGED| Pellentesque at ante | 20/01/200 20401 /200¢ 23,01 /200 U
Q-4LTEGO | Suspendisse posuere | 20/07/200 20401 /200¢] 20401 /200 U
u
u

G-PARADIF Cras eget mi 2001 /2008 04.10./200¢ 04.10,2000
(- INGED | v ranslation3000. | 20,00 /200¢ 2000 /2006 20401 /2008

All fields of the Edit Draft Client Job window are the same as in the New Draft Client Job
window.

See Also:

Modifying a Quote
7.3  View all Quotes

In the Quotes to Clients window you can view and modify all Quotes stored in the database.

The general view of the Quotes to Clients window (displaying all quotes to all clients):

Quotes to Clients
Edit | Create Project Baged on Quote | Status: lm Base Currency: EUR

Draft Client Jobs for Q-ASTROO01

Mame | Group of Ser| Service Unit | Price |"olume | Pricing | Total

t| E diting Pr g 1 2 per unit 0

G-WINGED| Pellentesque at ante | 20,/01/200¢ 20/01/2008| 23407 /200¢
[-ALTEGO | Suspendizse posuers | 20/07/200F) 20401200t 20,07 /2008
G-PARADIY Cras eget mi. 20401/2008| 04,10/200¢) 0441 0./200¢
G- INGED | v banslation 3000, | 20,00 /200 20401 /200¢| 20407 /200¢
G-EDDO00 | Field mis-match [Desc|21,/00/200 21./01/200¢ 21407 /200
G-WISHEM | Power Redirection Sy 21,/00/200¢ 21./01/200¢| 2107 /200
G-WINGED 2607 /2008 26,/01 /200 2601 /2008
G-PARADI 13404,/ 2008 13/04/ 200 13404,/ 2008

[ |y e [y o sl s | ) | )

It is very similar to the Quotes page of the Client window described above. The only essential
difference is that Quotes to Clients window displays all Quotes, not only the Quotes to the
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selected Client. And also Quotes cannot be created or deleted from this window.

See Also:
Creating a Quote

Modifying a Quote

7.4  Creating a Project based on the Quote

One of the great benefits of the Translation Office 3000 V8 is a possibility to create a project
based on the quote with one click. I.e. when the client accept you quote, you do not nee to create a
similar project, enter all jobs details once again - you just need to click Create Project based on

Quote button and the project is ready!

Create Project based on Quote button is available on both quotes displaying pages: the
Quotes page of Client window (where the quotes to the particular client are displayed) or the
Quotes to Clients window (where all quotes from the database are displayed).

To create a Project based on a selected Quote:

1. Switch to the Quotes page of Client window (where the quotes to the particular client are
displayed) or the Quotes to Clients window (where all quotes from the database are displayed).

Client: Parallel Dimenzions Travel Ltd.

I ain | Eu:untau:tsl Marketingl Prices [uotes | o} F'r-:uieu:tsl & Clienl

Hew E!u-:utel Edit | Delete | Create Project Bazed on Duntel =]

Code  |Mame | Sent | Azsigned | Deadline | Status

[J-PARADIM 13/04,/2006) 13/04,/200€) 13/04./ 200 Unknown

or

Quotes to Chents

Edit | Create Project Bazed on Quate | St

Code |Mame | Gent | Assigned | Deadline |5

LwWIMGED| Pellentesgue at ante | 20/01./200¢) 2001 /200 23,01 /200¢) U
[-ALTEGO | Suzpendisse posuere | 204012006 20,01 /200 20,01 ./200¢) L
L-PaRADIM Cras eget mi. 2040142006 04.10/2008) 04,1 0/2008 L

2. Select the necessary Quote from the list and click Create Project based on Quote button.

3. Confirm the creation of the Project:
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D MHew Praject will be created bazed on Q-ASTROODT quate
\_‘\'/ and vou will jump inko new Project.
Proceed?

x Cancel |

The new Project will be added to the database and Main page of Project window will open
automatically displaying the details of the newly added Project.

See Also:

Modifying a Project
8 Client Jobs

8.1 Project Client Jobs page

On the Client Jobs page of the Project window you can view and manage (create/edit/delete)
Client Jobs records of the selected Project.

The general view of the Project Client Jobs page:

Clients E Project: 0032, Thermal Dizplacement Guide

j Invoiced:l".t’-‘«ll" 'I

|

15 1|
Parallel Dimensions Travel Lid. 20407142006 00:00
Parallel Dimensions Trawvel Lid, 04,/07/2006 00:00 | Thermal Displacement Guide -interr o3z
Parallel Dimensions Trawvel Lid. 1340742006 00:00 | revvenue deviation ao3z
Parallel Dimenzions Travel Lid, 01/12/2008 00:00 | amplitude cohesion o3z
Parallel Dimensions Trawvel Lid, 06242008 00:00 | Thermal Displacement Guide - merr o3z
Parallel Dimenzions Travel Lid. 07/01/2006 00:00 | Secondary Flow o3z

To open the Client Jobs page of the Project window click the Project icon in the Navigation
panel on the left and then switch to the Client Jobs tab or select the necessary commands from
the Navigation menu.
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On the Client Jobs page of the Project window you see the list of the Client Jobs from the
scope of the particular Project (Project is selected on the Main page, its name and number are
displayed in the window header. For example on the screenshot above the Project code is 0032
and its name is "Thermal Displacement Guide").

Right-clicking on the list you can select to see the selected record in a vertical view (thus all
fields will be visible, no need to scroll), select what columns to display and change their order.
More details...

Use Status drop-down list to select and view only Client Jobs with certain status:

G CientJobs | Files | Info | Schedule

J QEHEl Status:x-‘f‘"-"x j I

Mo Expert Jobs
z Travel Ltd. Mot Complated

Mot Completed - Overdue I
3 Travel Ltd. Mot Completed - Due Today |
z Travel Ltd. Mot Completed - Due in the next 5 dayz =
s Travel Lid. Mot Completed - Due in the nest 10 days ||
: Travel Ltd. Mot Completed - Due in the nest 20 daps = ||

Using Invoiced drop-down list to select and view only Client Jobs included/not included to any
Invoice or free Jobs:

G CientJobs | Fies | Info | Schedule |

J Qelet6| Status: | “40* | Inveices Iﬂ“"xj

| Azzigned | Project Code | Cligrf o E
15/05/2006 00:00 on3z Mo
A0 F200R Nr-nn Fres

: Travel Lid.
= Trawel | td

Use New, Edit and Delete buttons to create, edit and delete Client Jobs.
See Also:

Creating a new Invoice

Changing Invoice details

Deleting Invoices. Voided Invoices.

In the bottom right part of the Client Jobs page of the Project window there is Calculate Totals
button. Click it to see the total cost of all Client Jobs currently displayed:
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Baze Curency: ELR

Jobz Total 3696

| B

Calculate Totalz I

% Note: The total number is calculated for the Jobs displayed, not all Jobs for the selected
Project. l.e. if you selected to see only Completed Jobs (using Status drop-down list), the total
cost of the Completed Jobs only will be calculated.

See Also:

Creating a new Client Job
Modifying a Client Job
Deleting a Client Job record

Project Tree page
8.1.1 Project Tree page

On the Tree page of the Project window you can see the tree-structure of the Client Jobs of the
selected Project and create/edit/delete these Client Jobs.

To open the Tree page of the Project window click Project icon from the Navigation panel and
then click Tree tab or select the correspondent commands from the Navigation menu.

The general view of the Project Tree page:

E Project: 0032. Thermal Dizplacement Guide

Main D Tres | G Clisntdobs| Files | info | Scheduis |

Mew Client Job | Edit | Qeletel Clone | An}lCDuntl Statusg: I"A"x j Invoiced: I-AI\- j Base Currency: ELIR
..L_' Thermal Dizplacement Guide Client Jobs
e amplltu.de cohfasmn Assigred | Job Code | Job Name | Senvice | Unitz | Walume| Job Tatal (B]] Deadling
- hard-wired fuzsion - - - - s— = s
- revenue deviation
- Secondary Flow 2040742006 |J-PARADIMI| Thermal Displacen| English =» Swedish hours 23 A07.33[20/01/2006 18
-y Thermal Displacement Guide - memary alignment | | 04/01,/2006 |J-PARADIMI| Thermal Displacen| Endlish = Swedish words 3000 138.60(04/01/2006 1£
- Themal Displacement Guide - power redirection | |18/01,/2006 |J-PARADIMI| revenue deviation | Procfreading pages (1800 45 E53.00(19/01 /2006 1&
-G Themmal Displacement Guide -intemal suppression | 01,1 2/2005 |J-PARADIME| amplitude cohesiol Proofreading characters [w 3777 5.39|12/12/2005 1¢
06/12/2005 |J-PARADIML| Thermal Displacen| DTP check hours 56 1940.40{11/412/2005 18
07/01/2006 | J-PARADIMI| Secondary Flow | Multiingual Copywrit hours 34 837.76/15/01/2006 1€
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As you can see, Tree page consists of the following parts:
¢ Tree section with yellow background represents the structure of the Project.

e Client Jobs —jobs your company has to do for the client.

You can create a new Client Job, edit or delete the existing Jobs of the Project using the

correspondent buttons or right-clicking on the tree structure and selecting the correspondent
command:

Main 4 Tres | G Clientobs | Fies | Info | Scheduis|

Hew EIientJu:uI:ul Edit | Qeletel Clone | .ﬁ.n_l,lEDuntl Status:

) Thermal Displacement Guide Client Jobs |

----- i amplitude coheszion "
----- & hard-wired fugion Assigned
----- & r1evenue deviation 1570572005
----- & Secondary Flow 204012006
..... G WENEBE e client 10b 04012008
----- &  Themal Dig redirection | [18/01,/2008
----- G Themal Digp  Edit sUppression

Celete

Clone

Click AnyCount button to call built-in word count tool, AnyCount 5.0 and automatically insert the
count results to the New Client Job window.

After the AnyCount button click you will need to specify the count units in the Select Unit dialog,
using the drop-down list:

Select Uit

o OF x Cancel |

After you click OK in the Select Unit window, you need to specify the file to be counted. After

the AnyCount engine runs, the New Client Job window opens and count results are automatically
pasted to its Volume field.

See Also: AnyCount
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In the right part of the Project Tree page you can see the list of the Client Jobs and its
properties. This Client Jobs list and drop-down lists above it are absolutely similar to the Client
Jobs page content. More details...

See Also:

Creating a new Client Job
Modifying a Client Job
Deleting a Client Job record

Project Client Jobs page
8.2 Client Jobs window
On the Client Jobs window you view and edit the list of all Client Jobs from your TO3000

database.

To open the Client Jobs window click Client Jobs icon from the Projects part of the
Navigation panel or click menu Navigation > Client Jobs.

The general view of the Client Jobs window:

Edit | Status: Ix-‘i"-|| : j Irvaiced: I“-"-"-" " 'I

Cliert | Azzigned | Job Name | Project Code | Client Ref. | Deadine

Farallel Dimenzion:| 07 /08/2005 00:00 | Yeni Vidi Wici o9 03/08/2005
Parallel Dimenzion:|  06/04,/2005 00:00  |Mam termpus o9 0E/04/2005
Wwishmaster Guild B|  02/12/2005 00:00 | Lorem [psurn 1t part o021 02242005
Pocket Moon Sows| 13401 /2006 00:00 | Proin eget welit ac aozz 194071 /2008
Forever Reflection:) 14001 /2006 00:00 | Morbi accurmzan aoza 1401 /2006
Snovmaker Corpor| 01/09/2005 00:00 | Larerm ipsum dalar zit amet 024 23/09/2005
Snovwmaker Corpor| 03071 /2008 00:00 | Larerm ipsum || 024 03/01 /2008
Winged Motors Co | 16/08/2005 00:00 | LS Diive - 1305m - English > Swedi 0025 20/08/2005
Winged Motors Co | 05/08/2005 00:00 | LS Drive - 1305m Spanish English 1025 20/08/2005

% Note: Your Base Currency is displayed in the upper right corner of the Client Jobs window.

Right-clicking on the list and using the menu displayed you can select to see the selected record

in a vertical view (thus all fields will be visible, no need to scroll), specify what columns to display
and change their order. More detalils...

Double-click any record to open the Edit Client Job window and change the Job details (you can
either select the Client Job and click Edit button).
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You can view all Jobs or select only completed/due today/overdue/etc. Jobs to be displayed.
Use Status drop-down menu to select the condition for displaying:

Shatus: | Al j

Mot Completed
Mot Completed - Overdue

15 00:00 | by ot Completed - Due Today

15 00:00 | Mot Completed - Due in the nest 5 days

15 00:00 | Mot Completed - Due in the next 10 dayps__|
15 00:00 | Mot Completed - Due in the next 20 days
m Mot Completed - Due in the nest 30 daps -

Similarly you can view only invoiced/not invoiced/free Jobs using Invoiced drop-down list:

Finally, on the Client Jobs window you can also see the total figures for all Jobs. Simply click
the Calculate Totals button in the bottom right corner of the Client Jobs window. In the pop-up
Client Jobs Total window displayed, you will see the Jobs Total number. Click OK to close the

box.
2| [Lanel
Base Currency: EUR Lane |
JEE LUITENCH JEffE[_l.
Jobs Tatal 31,176.67 Jeffer
Jeffen,
Silvia
Bkl A
| 3

| Calculate Tatalz I

% Note: The total numbers are calculated only for the records displayed. I.e. if the Global Date
Filter is switched on, the total numbers are calculated only for the records fitting the filter condition
(only such records are displayed if the filter is switched on).

See Also:
Creating a new Client Job

Modifying a Client Job
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Deleting a Client Job record

8.3  Creating a new Client Job
In Translation Office 3000 V8 Client Jobs can be added only within the scope of a particular
Project.

To create a new Client Job:

1. Switch to the Main page of the Project window and select the Project the Client Job refers
to:

Clientz

E Project: 0027, Aliquam

C FProjects D |
@ | il | Treel (] EIientJu:uI:usl Filez I Infa

Hew Project | Delete |

IStarts with j I

Code Praoject Mame

nma Engine shceme ER-342:21

026 Aliguarn wolutpat, magna

1029 AGSPG Airplane

0039 Speach zoript ranzlation

Sched

2. Switch to the Clients Jobs page of the Projects window and click New button:

Clients [ ] Project: 0027, Aliquam
Projects

b ain | 4 Tree

Edit | Qeletel Skatu:
L

Project

% Note: You can also create a new Client Job record from the Tree page of the Project
window.
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Clients

I E Project: 0040, Candles User G

' EIientJu:uI:usI File:
Mew Client Job [3  Edit | Qeletel

W Candles User Guide

Projects

Froject

Chent Jabs

3. Enter the details of the Client Job in the New Client Job window displayed.

See Also:
Modifying a Client Job
Project Client Jobs page

Creating a new Project

8.3.1 New Client Job window

In the New Client Job window you can enter the details of the job (name, group of service,

volume, price etc.), when creating a new Client Job record. You can call built-in AnyCount and
CATCount tools from this window.

The New Client Job window opens on New button click from the Client Jobs page of the
Project window.

Clientz

Projects

) Edit | Delete | Statys: F
Client | s
I_

Froject

LClien

The general view of the New Client Job window:

© 2006 A.I.T.



152 TO3000 Help System

Mew Client Job ilﬂ

@ a Client: Candlelight M agazine Code: Auto
Project: 0040, Candles User Guide Client Hef.:l

Client Phd: Hone Cliert PDI

Details | Instructiu:unsl Wwiork Motes

M ame: IEandIes |Jzer Guide

Group: I Tranzlation j

Service: |{aain

"v"u:ulume:l 1] Iwu:uru:ls j <= ArpCount | <=E.~'-‘-.TE:::unt|

P"CE:J 0.00 Iper it j ﬂl =_>| Client Currency: USD
Total: 0.00 11SD =077 EL|F||

Project Folder:  Create | Explore | MHaone ‘

Timeline ;ﬁ.ssignedl =Deadline | =M oy |

Azzigned: Deadline: [T Completed:

(10052006300 = |mesp [1305200618:00 ~| | wesd

[today] [in 3 days)

RTF Templatez wil be available atter Job iz entered in databaze.

W 0K X Cancel |

Entering Job Details to the New Client Job window

In New Client Job window you can:

¢ Select the Client contact person (project manager) for the Job: click Client PM button and
select the contact from the Select Client PM window.
By default it is set "None"

Client P: | Hone

e Enter Client Ref. number, Client PO number
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Cliert Ref.:

Client PO

e Enter the name of the Client Job:

Mame; |Candles User Guide

By default it corresponds to the name of the Project

¢ Using drop-down list, select Group of services (e.g. translation):

Group: | Tranzlation j

Mare- =]

Conrizulting

DTP Tazks J
. |Editing

Wolume: Other

T esting

Semice:

Price: §

¢ Using drop-down list, select Service (e.g. English=>Finnish):

Service: | English = » Finnish I

Y alume: [English = panis
English = Dutch
Englizh =» Farsi

Price: English =» French

e Using Price text field and the correspondent drop-down list you can set the price of the Job. It
can be either "per unit" price, flat fee or the Job can be done for free.

Clicking ml you can copy the price from the Prices for the current Client (i.e. from the
Prices page of the Client window for the current Client). And vice versa, you can copy the price
you have entered to the Price list of the current Client clicking =1,

Price: 0.00 | per unit x| <= F'riu:esl =>|

:pEr Linit
Total: 0.00 |

flat fee
free

e Select Job volume units (e.g. words) and enter the volume (e.g. 23000) into Volume field.
Use AnyCount button to count units in the necessary file by built-in AnyCount 5.0 or click
CATCount to use CAT scheme. The result is automatically entered into the Volume field.

YWolume: 23000 Iwu:un:ls j <= AnyCaunt | <=E.f-‘-.TE|:|unt|
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3 Note: If you use CATCount, new tab, CATCount Notes, appears on the New Client Job
window containing table with CATCount scheme. If you use AnyCount button the AnyCount

Notes* tab appear containing detailed count results.

See Also: AnyCount
See Also: CatCount

e Enter the Price value and type (e.g. 0.15 per unit, 3450 flat fee or free):

. . (the job price will be calculated by
P"':E'] L5 I':'Er it J multiplying unit price per number of units)
Price: J 245000 I Hat fes j (the job price will is entered directly)
Price: I o0 |free j (the job is free of charge)

The total price of the job (e.g. 3450.00) will appear in the Total field below:

Wiolurme: I 23000 I wiords j

Frice: ] 015 I per unit j

Total: 3 450,00

¢ Create the Project folder or open the Project folder if it was already created using
Create/Explore buttons:

Project Folder:  Create | ]

C:A\Buzinezz\Projectsh0040 Candles User Guide'

You can copy the files received from the client to the Incoming subfolder of the Project folder.

e The Client Currency is displayed in the right part of the New Client Job window. If the Client
Currency is different from your Base Currency its exchange rate is displayed as well. It can
be changed by clicking the correspondent button and entering the new value to the Edit

Exchange Rate dialog box.
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Client Currency: 1150
[1usD =077 EUR]

Edit Exchange Rate el

488" Walid for Current Financial Recaord:

5’ 1USD=EUR |m

o OK X Cancel |

% Note: the exchange rate will be changed for the current financial record only.

¢ Set the Assigned, Deadline and Completed dates for the job using the corresponding
drop-down fields.

= Example: Setting the deadline date:

e To select deadline month, click the right
;ﬂ.ssignedl and left arrows near the month name.

¢ To select deadline date, click the day

Deadline: [~ c
number.

[13/05/2006 1800 ~| | ey

e To select deadline time, click the up and
| | 1 b ap 2008 3 | down arrows near the time field. You can
= M TWTFGS 5 also enter the time manually.
all 2;4 225 235 2; 258 259 3?':' ¢ To set the deadline equal to assigned
[ 8 a[o1 12 14 date click Assigned button.

15 16 17 18 19 20 21 3 Note: Similarly use Deadline and Now
| 29 9% 94 98 25 27 28 buttons above the Completed field to set
A sqa1H 1 2 2 4 the date of completion equal to deadline

- — date or the current time&date
e d) |183':":' :’ correspondingly.
=8

Instructions and Work Notes tabs

On the Instructions page you can add the client instructions for the Job. Asterisk (*) on
Instructions tab indicates that some instructions were added.
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Details Instructions* | \work Notes |

Fleaze follow the instructions

On Work Notes page you can insert your notes for the Client Job.

Detailsl Inztuctions  Work Naotes

To finish creating the Job, click OK in down-left corner of the New Client Job window.
8.4 Modifying a Client Job
While working on the job, you may need to change some information about it, export it using .

RTF template it or to register the completion date when it is completed.

Client Jobs details can be accessed in the Edit Project window displayed on double-clicking the
correspondent Job record or on Edit button click from the Clients Job page of the Client window
or from the Tree or Client Jobs page of the Project window.

To change the details of the Client Job:

1. Switch to the Tree/Client Jobs page of the Project window or the Client Jobs page of the
Client window:

Clignits [ "] Project: 0040, Candles User Guids
Projects

Mew | Edit | Delete| Staus [*20

Cligrit | Aszsign

Candlelight k agazine 10405/ 200¢

or
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Clients

Chent: Candlelight Magazine

b air | Eu:untau:tsl Marketingl F'riu:esl I]uu:utesl 4 Frojects & Client Jobs Im-'u:uiu:esl

Edit | Status: Ix-":"-" : Invoice:

| Azzigned |Jab Mame | Project Code |

Candlelight Magazi| 10/05/2006 03:00  [Candles Uzer Guide_Swedizh Qo4n

2. Select the necessary Client Job record and double-click it or click Edit button.

3. Make the changes required in the Edit Client Job window displayed.

See Also:
Deleting a Client Job record

Modifying a Project

8.4.1 Edit Client Job window

In the Edit Client Job window you can change the earlier entered information about the job, i.e.
the Job name, timeline etc. You can also export the Client Job description to the .RTF format
using .RTF templates.

Edit Client Job window opens on the Edit button click from the Clients Job page of the Client
window, from the Tree, Client Jobs or Schedule page of the Project window.

The general view of the Edit Client Job window:
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Edit Client Job 2|
& a Client: Candlelight Magazine Cods: J-CANMAGEOOD]
Project: 0040, Candles Uszer Guide Client Hef_;l
Client PM: | None Client PO:

Details | Instructiu:unsl Wwiork Motes

M ame: IEandIes Idzer Guide_Finnizh

Group: I Tranzlation j
Service: | English = > Finnish =l
"v"u:ulume:l 23000 Iwu:uru:ls j <= AryCount | <= CAT Count |

P"CE:J 0.15 Iper unt j _|<= RIS _|=> Client Currenicy: 15D
Total: 3.450.00 1USD =0.77 EUHl

Project Folder:  Create | Explore | C:ABusinezzhProjectz, 0040 Candles Lser Guideh, ‘

Timeline ;ﬁ.ssignedl =Deadline | =M oy |

Azsigned: Deadline; [ Completed:
[10/05/200603:00 =] | mep  |13/05/200618:00 > | | e
[today] [in 3 days)
RTF Templates: IEIientJu:ul:u - Template - Englizh. rtf j Save | Save&gpenl Erint |
¢ ] x Cancel |

Most of the fields of the Edit Client Job window are the same is in the New Client Job window.
But here you can also select the .RTF template to save, view or print the .RTF file containing the
project (Use RTF Templates drop-down list and Save, Save&Open and Print buttons):

BTF Templates: | Client Job - Template - English.itf j Save I Save&gpenl Brrirt I

See Also:
Modifying a Client Job
Deleting a Client Job record

Modifying a Project
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AnyCount
CATCount

8.5 Deleting a Client Job record

You can delete a Client Job record from the Tree or Client Jobs page of the Project window.
3Note: You cannot delete a Client Job if it is included to any Invoice.

SNote: When you delete a Client Job record with not the last Code number the previous
Client Jobs Codes do not change.

To delete a Client Job record

1. Switch to the Tree or Client Jobs page of the Project window

Clignts [ "] Project: 0040, Candles User Guide
Frojects

New | Edit | Delete| status [*20

Clignt | Azzign

Candlelight M agazine 1005,/ 200

Client Jobg I

2. Select the necessary Client Job record and click Delete button.

3. Confirm the deletion or go to the Invoices to Clients window to delete the Job from the
Invoices first.

See Also:

Changing Invoice details

9 Invoices to Clients

In Translation Office 3000 V8 you have a possibility to issue quotes to clients with a list of jobs,
their cost, client discounts/markups, taxes applied and other necessary details.

You can create and manage Invoices to a selected Client on the Invoices page of the Client
window:
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I1Y TO3000 : Accounting and Marketing Tool for Freelance Translators

Mavigakion Custom Reports  Setbings  Help

Llients Client: Snowmaker Corporation

b air | Eontactsl Markelingl F'ricesl Quotesl il | Proiectsl G Client Jobs Invoices |F'a_l,lmenl3|

Mew | Edt | Delete| void | Status [-ar =] #ppro

| Global Cods| t | Invoice Total Paid| Balance Due|

and you can view and edit all Invoices (to all Clients) in the Invoices to Clients window:

[,] TO3000 : Accounting and Marketing Tool for Freelance Translators
Mavigation Custom Reports  Settings  Help

j Approved: I “hl - l

Statusz: I B

. . . : 0 . .

& |Parallel Dimensions Travel |ACME-001z| 20401/2006 444576 444576 0.00| Settled: 21 days earlier 342324 342324
Wishmaster Guild Entertain | ACME-I001 2| 20/01/2006 BY.E0 BY.E0 0.00| Settled: 21 days earlier 4435 4435
Wwinged kotors Corporatior | ACME-I0014| 20401 /2006 22580.00 0.o0 2250.00) Owverdue 55 days late 173250 0.o0
Winged kotors Corporatior | ACME-IODE| 20401 /2006 1512.00 0.o0 1512.00| Owverdue 55 days late 1164.24 0.o0
Ocean world University  [ACME-I001E| 21./01/2008 £300.00 0.00 E300.00) Overdue 75 days late 395640 0.00

Please see:

Creating a new Invoice

Changing Invoices details

See Also:
Invoices page of the Client window
Invoices to Clients window

Templates

9.1 Invoices page of the Client window

Invoices page of the Client window helps you to keep records of invoices and balances of a
particular client. You can add new invoices, edit and delete them, and also make them void.

© 2006 A.I.T.



Invoices to Clients 161

Besides, you can change status of the invoice (Approved or Not). A general view of this page is
provided below.

Client: Snowmaker Corporation gl

ain I Eontactsl Marketingl Pricesl Quotesl 39 Proiectsl & Client Jobz Invoices |F'ayments| Accountl Files I Info I Schedulel

Mew | Edit | Qeletel Yoid | Status: IW 'l Approved: I“AII" 'l Client Currency: EUR

Client | Global Code|  Sent | Invaice Total| Paid| Balance Due| Status | Invaice Tatal (B)] Paid (B]| Balance Due [B)| Cr
Snowmaker Corporation [ACME-IO01LC| 21 006 0.00 0.00 0.00 ‘Yoided 0.00 0.00
Snowmaker Corporation | ACME-I0011| 20401 /2006 1400.00 1400.00 0.00 Settled: 30 days earlier 1400.00 1400.00 0.00|EL

To open the Invoices page, open the Client window (using Navigation panel or Navigation
menu) and then click Invoices tab.

Click New button to open New Invoice window and create a new invoice record.
See Also: Creating a New Invoice.

Click Edit button to open Edit Invoice window and change the details of the selected Invoice.
Click Delete button to delete the selected Invoice.

Click Void button to void the selected Invoice (voiding is used when you want to delete the
invoice, but it cannot be deleted due to the settings. More details...)

Using Status drop-down list you can select to display only Invoices with certain status:

Statuz: | #alF j

Sent Outzstanding

H PN Outstanding - Overdue
Qutztanding - Due Today

/01/2008 Cutstanding - Due in the nest & days

Qutztanding - Due in the next 10 days

Qutztanding - Due in the next 20 days

Outstanding - Due in the nesxt 30 days

Qutztanding - Due in the next 60 days

dnknown Payment Terms

Setthed

" ioid

Using Approved drop-down list you can select to display only Approved/Not Approved or all
Invoices:
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% Note: Client Currency of the selected Client is displayed in the upper right part of the
Invoices page of the Client window:

Irvoices | F'a_l,lmentsl .-'lu:u:u:uuntl Files | Infa | Schedulel
e
aid|  Balance Due| Status | Irvoice Total ()| Paid [B)| Balance Due (8] C

0.0a Yaoided .00 0.00 0.0a{El

Settled: 30 davs earlier 1400.00

Click Calculate Totals button at the bottom right of the Invoices page to view the totals of
activities of all invoices from the page (i.e. all invoices for the selected client):

On the Total window you will see:

Client Currency: ELIR

Tatal of &ll Invaoices: 105,00
Total Balance Due: 105,00
Digoount/Markup: 0,00
Digoount /M arkup 2 0,00
Taw 0,00
Tax 2: 0.00

% Note: The Payment Terms of the selected Client are displayed in the bottom left corner of
the Invoices page of the Client window.

As any table you can find in Translation Office 3000 V8, list of Invoices on the Invoices page
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can be sorted by each column values by clicking the corresponding column caption.

Right-click on the list to access Customize Columns and Vertical View commands, which allow
correspondingly to customize which columns you want to display and view in vertical view.

See Right-click menu for details.

See Also: Creating a new Invoice
9.2 Invoices to Clients window
On the Invoices to Clients window you view and edit the list of all Invoices from your TO3000

database.

To open the Invoices to Clients window click Invoices to Clients icon from the Clients part of
the Navigation panel or click menu Navigation > Invoices to Clients.

The general view of the Invoices to Clients window:

Edit | Status: I".-'l'-.ll" j Approved: Im

Client | Global I:u:u:le| Sent | Ivoice Tc:tal| F'aid| Balance Due| Status |
Snowmaker Corporation | ACME-001C{ 20401 /2006 45.00 45.00 0.00] Settled: 30 days earlier
Snowmaker Corporation | ACME-0071] 20401 /2006 1400.00 140000 0.00) Settled: 30 days earlier
Parallel Dimenszions Travel |ACMEO0Z| 20401 /2006 444576 444576 0.00| Settled: 21 dayz earlier
Wizhmaster Guild Entertain | ACMEA001Z) 20407 /2006 57.60 57.60 0.00) Settled: 21 days earlier
Winged Motors Corporatior | ACME-0014) 20401 /2006 225000 .00 2260000 Owerdue 30 days late
“winged totors Corporatior | ACME-001E) 20401 /2006 1512.00 .00 1512.00[ Owerdue 90 days late
Oecean World University  [ACME-HOOTE] 21./01 /2006 E300.00 .00 E300.00[ Overdus 110 days late

<% Note: Your Base Currency is displayed in the upper right corner of the Invoices to Clients
window.

Right-clicking on the list you can select to see the selected record in a vertical view (thus all
fields will be visible, no need to scroll) and select what columns to display. More detalils...

Double-click any record to open the Edit Invoice window and change the Invoice details (you can
either select the Invoices and click Edit button).

You can view all Invoices or select only outstanding/settled/void/etc. Invoices to be displayed.
Use Status drop-down menu to select the condition for displaying:
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Statuz: | #alF j

Sent Dutstanding

RPN Outstanding - Overdue
Qutztanding - Due Today

/01/2008 Cutstanding - Due in the nest & days

Qutztanding - Due in the next 10 days

Qutztanding - Due in the next 20 days

Outstanding - Due in the nesxt 30 days

Qutztanding - Due in the next 60 days

dnknown Payment Terms

Setthed

" ioid

Similarly you can select to view only approved/not approved Invoices using Approved
drop-down list:

Approved: I w4 - I

Finally, on the Invoices to Clients window you can also see the total figures for all Invoices.
Simply click the Calculate Totals button at the bottom right corner of the Invoices to Clients
window. In the pop-up Total window displayed, you will see the Total of All Invoices, Total
Balance Due, total Discount/Markup, total Discount/Markup 2, total Tax and total Tax 2
numbers. Click OK to close the box.

B aze Cumency: ELR

Tatal of &ll Invoices: 6.853.14
Total Balance Due: 685314
Digoount/Markup: 10780
Digoount /M arkup 2 0.00
Taw 134.04
Tax 2: 0.00

i

Calculate Tatalz I

% Note: The total numbers are calculated only for the records displayed. I.e. if the Global Date
Filter is switched on, the total numbers are calculated only for the records fitting the filter condition
(only such records are displayed if the filter is switched on).
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See Also:
Creating a new Invoice
Changing Invoice details

Deleting Invoices. Voided Invoices.

9.3 Creating a new Invoice

Translation Office 3000 V8 provides you with possibility to issue invoices easily using all the
necessary data from the database and import them to .rtf format using customizable .rtf templates.

To create a new Invoice:

1. On the Main page of the Client window select the Client the Invoice will be addressed to:
Client: Alter Ego Solutions
G ETY |E|:unta|:t3| Marketingl F'riu:esl E!untesl i |

Mew Clent I Clone I Qeletel

IStarts with j I

M ame

Alter Ego Salutions -CLOMED

Anather YWay Software
Agztral Dust Records
Candlelight kM agazine

Chameleon Decarations Carp.

Clouds Holograms Inc.

2. Switch to the Invoices tab of the Client window.

Client: Snowmaker Corporation

b ain I Enntactsl Marketingl F'riu:esl E!uu:utesl il | F'ru:uieu:tsl & Client Jobs |F'ayments|

New | Edit | Delete| wvoid | status [ x| apprc

Clierit | Global Code| — Sent | Irwoice Total| Paid|  Balance Duel

Snowmaker Corporation  |ACME-I001C| 2001 /2006 0.00 0.00 0.00

Snowmnaker Corporation | ACME-10011| 20401 /2006 1400.00)  1400.00 000
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3. Click New button.

4. Enter the necessary information to the New Invoice window.

The newly created invoice record will appear in the list of Quotes in the left part of the Quotes
page.

% Note: After the Invoice is added to your TO3000 database you can save&print it using the
.RTF templates. More details...

See Also:

Changing Invoice details

9.3.1 New Invoice window

In the New Invoice window you can specify the necessary details for issuing an Invoice (i.e.
client jobs, their cost, discounts/markups, taxes, payment method etc.).

New Invoice window opens on New button click from Invoices page of the Client window.
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(,JJ_‘-I From: Advanced International Translations

To: Parallel Dimensions Travel Ltd.

v fpproved [Jobs Locked). Attention: ILane Ellis Annan

Client Jaobs | Paymert Methodl Linked with F'a_l,lmentsl Motes |

(4] AddJob to Invaice | [=| Fiemaoye Jok o nysice |

[

MNurber of copies: n=
Date Sent: I 270472008 = |
Code:duto

Global Code:ACME -lduto,/ 2006

Completed | Job Code |J|:|I3Name |F'ru:uiectManager

| Group of Servi| Service

ol

Dizcount/M arkup: I Haone [0.00%)

~| 0o

Dizcount/k arkup 2: INDne [0.00%]
Met Jobs Total:

| 0o
I

Ta: | None (0.00%)

x| 0.0

Tax 2 |Nore (0.00%])

| 0.0

Client Currency: ISD

1USD =0.77 EUR |

Invoice Total: 0.00
Paid: 0.00
Balance Due: 0.00

RTF Templates will be available after Invoice iz entered in databaze.

o 0K I X Cancel |

To add a job to invoice, click on the Add Job to Invoice button. In the appearing Client Jobs
without Invoice window, select the necessary job click OK to add that job to the invoice, or click

Cancel to exit without adding it.

Client Jobs without Invoice 2]

G Comp|  JobCode  |Job Mame Group of Service Service
m -Mo- |J-aLTEGOOOOD | philips_savvy_manual  |Editing Froofreading
Select all |
Select &l completedl
4| | 2
o 0K X Cancel |

Fress Chl to select multiple invoices
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If on any reason you want to delete the job from the invoice, select it from the list and click the
Remove Job from Invoice button.

The Client Jobs list on the New Invoice window (this goes to the Edit Invoice window either)
can be sorted by each column value (click the necessary column caption). Right-click on the list to
open the menu containing commands for customizing the list view and exporting it to a separate

file:
Client .Jobs I Payment method | Linked with Payments | Motes |

[4] Add Job to lrvoice | [=| Remove Job from lrvoice |

Completed | JobCode | Job Mame | Project Manager | Group of Servi Service

Export ko TRT
Expart ko C5Y

Customize columns
Wertical wisw

1| 1 LI

See Right-click menu for details.

You can set the discounts and markups using the Discount/Markup, Discount/Markup 2
drop-down lists (you can add/change/delete entries of this lists on the Discounts/Markups page of

the Business Settings window).

On the Payment method tab of the New Invoice window you can select the Payment method
for this invoice (using the drop-down list), i.e. indication how to transfer funds and details (e.qg.

requisites).
Client Jobs  Pavment Method | Linked with F'a_l,lmentsl Mates I

I MNane- j

D ezcription

||
You can create/delete/modify Payment methods on the Payment Methods page of the Business
Settings window.

On the Linked with Payments tab of the New Invoice window you can see if there are any
payments linked to the invoice.

EIientJDbsl Payment Method  Linked with Payments | M otes I

MHew Payments and Links to lnvoices may be created on Payments page
aof Clignt window,

Payment Date | Payment Code | Total Paid | Lirked with thiz Invoice

© 2006 A.I.T.



Invoices to Clients 169

3 Note: you can create links between invoices and payments on the Payments page of the
Client window.

You can also create/delete a phantom payment here using Add Phantom Payment/Delete
Phantom Payment button.

% Note: Phantom payments are used to balance negligent parts of invoices which keep
Invoices with Outstanding status, and, this way, move them to Settled category. To do this, click
Phantom Payment button in Linked with Payments page of New Invoice window.

Phantom payment is created on the total uncovered with payments sum.

= Example: Invoice Total = 1000EUR, it is linked with Payment on 997EUR. When you click
Add Phantom Payment you will be suggested to create a phantom payment on 3EUR. If the
invoice is not linked to any payment - you will be suggested to create a phantom payment on with
Total equal to the invoice Total sum.

Any notes concerning the invoice you can add on the Notes tab of the New Invoice window.

Under the tabs of the New Invoice window the Client Currency is displayed (see the
screenshot above). If the Client Currency differs from your Base Currency, the exchange rate
button is displayed also:

EIientJubsI Payment Method  Linked with Papments | Maotes |

| Mew Payments and Links to [nvoices may be created on Payments page
of Client window.

FPayment D ate | FPayment Code | Total Paid | Lirked with this [rnyvoice

<Mo data to dizplay:

Discaunt/Markup: | None (0.00%] | oo Clignt Currency: 5D
R AR |

Discount/Markup 2 | More [0.00%) ~| n.oo

Clicking the exchange rate button you can change the exchange rate in the Edit Exchange Rate
dialog box:

Yalid for Current Financial Becord:
0 1CAD=ELR (A2

Help | W OF X Cancel |

Please, note that the rate is changed for the current Invoice only!

Now, that you have entered the job to the invoice, click OK to save it, or click Cancel to discard
the changes. This job will be added to the Invoices page, and you will be able to edit, delete or
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9.4

make it void, as well as choose the appropriate status for it.

% Note: After the Invoice is added to your TO3000 database you can save&print it using the
.RTF templates. More details...

See Also:

Creating a new Invoice
Discounts/Markups settings
Taxes settings

Codes settings

Changing Invoice details

Until the Invoice is not deleted or voided, you can easily change its details.

You can modify invoices from both Invoices related pages of the TO3000: Invoices page of the
Client window (where only Invoices of the particular Client are displayed) and Invoices to
Clients window (where all Invoices to all Clients are displayed).

To modify the Invoice:

1. Switch to Invoices page of the Client window (where only Invoices of the particular Client
are displayed) or Invoices to Clients window using Navigation panel or Navigation menu:

[,] TO3000 : Accounting and Marketing Tool for Freelance Translators

Mavigation Custom Reports  Settings  Help

Client: Snowmaker Corporation

b airy | En:nntan:tsl Marketingl F'rin::esl Du::-tesl il | F'rn:-iec:tsl {» Client Jobz Invoices | F'a_l,lmentsl

New | Edit | Delete| void | Staws: [ =] Apprc

Cligrit | Global E-:u:le| Sent | Irvoice Tu:utal| F'aiu:l| Balance Due|

1400.00

ACME-0011| 2040142006

Snowmaker Corporation
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Mavigation Custom Reports  Settings  Help

Cligntz

Invoices to Clients

[,] TO3000 : Accounting and Marketing Tool for Freelance Translators

Status: I 1

| Glabal I:::u:Ie| Sent | Irvaoice Tu:utal|
Parallel Dimmengions Travel |ACME-I0012| 20401 /2006 4445 7E 444576 Seft
Wishmaster Guild Entertain | ACME 10072 20400 /2006 87,50 57.60 0.00) Sett
Winged totors Corporatior | ACKE-10074] 2001 /2006 2250.00 .00 Z2A0.000 Ow
Winged Motars Carporatior| ACKME-1001E] 2001 /2006 1512.00 .00 1812000 Ow
Oeean wWorld University | ACME-ID0TE| 21400 /2008 £300.00 0.00 BI00.00] O

Paprnents fram Clients

2. Select the necessary Invoice from the list.
3. Click Edit button.

4. Make the necessary changes in the Edit Invoice window.

See Also:
Creating a new Invoice

Deleting Invoices. Voided Invoices.

9.4.1 Edit Invoice window

In the Edit Invoice window you can make the necessary changes in the Invoice details and
import the Invoice to .RTF format using templates.

Edit Invoice window can be opened from the Invoices to Clients window as well as from the
Invoices to Clients window on Edit button click.

The general view of the Edit Invoice window:
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Edit Invoice {Protected mode, 07:00 left) ﬂﬂ
() From: Advanced International Translations Nurber of copies: 0-%
_"—'—I To: Winged Motors Corporation Date Sent:IEDf'D'I 00 v|

v fpproved [Jobs Locked). Attention: IKevin Belt j Coode: | WINGE D000
Global Code: ACKME -1001 4,/2008

Client Jaobs | Paymert Methodl Linked with F'a_l,lmentsl Motes |

(4] AddJob to Invaice | [=| Fiemnove Job fram [nvoice |

Completed | Job Code |J|:|I:|Name |F'n:uieu:th-1anager |Gr0upof5&wi|5&rvice

L I ]
Discount/Markup: |Mone 10.00%) =] ooo U ALk
1 USD = 0.77 EUR |
Discount/Markup 2. |None (0.00%) x| oo
Invoice Total: 2250.00
Net Jobs Total: 2250.00 | nvolce Tota
Paid: 0.00
Ta: | None (0.00%) | oo Balance Due: 2250.00
Tax 2 |Nore (0.00%]) | 0.0
RTF Templates: IInw:uiu:e to Client - LandScape Template - Englizh.rtf j Save | Save&gpenl Print |
o 0K I X Cancel |

Working with Invoice details in the Edit Invoice window is absolutely similar to the procedure of
adding the details in the New Invoice window. More details...

The only important additional option available from the Edit Invoice window is importing the
Invoice to the .RTF file using custom templates. For this select the template from the RTF
Templates drop-down list at the bottom of the Edit Invoice window and click one of the buttons
according to your needs (you can save the invoice, save and open it at once or just print):

RTF Templates: IImﬂ:uiu:e to Client - LandScape Template - English2. tf j Save I Save&gpenl Frrirt I

More details on .RTF templates...

See Also:

Deleting Invoices. Voided Invoices.
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Creating a new Invoice
9.5 Deleting Invoices. Voided Invoices.

You can delete the Invoice record from the TO3000 database on the Invoices page of the
Client window.

3 Note: By default only last Invoice (i.e. Invoice with the last number in the database) can be
deleted. Other Invoices (i.e. Invoices with numbers in the middle of the range of numbers) can be
only voided. To change this setting and allow deleting any Invoices select the Invoices in the
middle of the range can be deleted option on the General page of Advanced settings.

To delete the Invoice:
1. Switch to the Invoices page of the Client window.

2. Select the necessary Invoice record from the list.

3. Click Delete button. If the Invoice cannot be deleted due to your settings (see the 3 Note
above) the error message will appear and the record will not be deleted (you will need to void it,
see below) otherwise the deletion confirmation dialog will pop-up.

If the Invoice cannot be deleted (see the 3 Note above), you can void it. It will be still displayed
in the list of Invoices, but you will be able to modify it and will be only able to see the details in the
View Voided Invoice window.

To void the Invoice:
1. Switch to the Invoices page of the Client window.
2. Select the necessary Invoice record from the list.

3. Click Void button. View Voided Invoice window will appear, where you can enter the reason
for voiding of the invoice, date of voiding, and see the details of the voided invoice.

9.5.1 View Voided Invoice

View Voided Invoice window displays the details of the voided Invoice and the date and reason
of voiding.

It appears on Void button click or if you try to open for editing the voided Invoice (i.e.
double-click it or click Edit button when the Invoice is selected)
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ﬂx | Sent: 2712006 Drate b arked Yoid: IEHS;"EDDE vI

From: Advanced International Tranzlations Code: 1-4L TEGO000Z
To: Alter Ego Solutions

Global Code: ACMWE-0018/200
Reason:
Dretailz:
- Client Jobs --- [
Code: J-4LTEGOOOOZ
Clent Ref.:
PO Murnber;

MHame: Training Schedule

Azzigned: 1/20/2005 12:00 Ak

Deadline: 1/20/2005 6:00 Pk

Statuz: - Mo -

Completed: 1/20/200511:31 P

Frice: 35.00

Walume: 3

Pricing: per unit

Exchange Rate: 1

Tatal: 105,00 i

- Digcounts -
Digoount 1: Mone 0,00

" 0K X Cancel |

See Also:

Deleting Invoices. Voided Invoices.

10 Payments from Clients

Translation Office 3000 V8 provides you with possibility to register payments you receive from
clients and link it with the correspondent Invoice.

You can view the list of all Payments from the database in the Payments from Clients window:
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Clietts

Payments from Clients

Status: | =4l * -
[ ate Received Code Total Paid Linked Mot Linked
20012005 |P-SNOCORD 45000 4500 (003
Snowmnaker Corporation 20001.2006 |P-SMOCORO 1400,00 1400,00 n.oo
Y |Parallel Dimenzions Travel | 20001.2006 | P-PARADIMC 4500,00 4445 76 54,24
“Wishmaster Guild Entertain| - 20001.2006 | PAwISHEMTI 57,60 57,60 000
Parallel Dimensions Travel | 200012006 | P-PARADIMC 500,00 500,00 0,00
Alter Ego Solutions 20.01.2006 |P-ALTEGOOC 5411.,00 0,00 5411.,00
Electric Dream Design 21.01.2006 | P-EDDOOM 100,00 0.oa 100,00
“Winged Motors Corporatior|  21.01.2006 | PAINGEDOI 234,00 0.0a 234,00
Ocean ‘World University 21.01.2006 |P-OCEAMOOC 34400 0.00 34400
Ocean 'World University 21.01.2006  |P-OCEANDOC 623,00 0,00 623,00

You can view the list of Payments from the particular Client on the Payments page of the
Clients window:

Client: Snowmaker Corporation

h.ain I Enntactsl Marketingl F'riu:esl E!uu:utesl 0 F'ru:uieu:tsl > EIientJnI:usI In'-.-'c-ices .-’-'-.u:-:u:uuntl

Mew | Edt | Delete | Status: [~ Al -|

Code | Total Paid|

Client | Date Received | Linked| Mot Linked

Showrnaker Carporation 204 42008 |P-SHOCORM 1400.00 1400.00 .00

% Note: the Client is selected on the Main page of the Client window, its name is displayed in
the window header.

Please see:
Adding a new Payment

Changing Payment details
10.1 Payments page of the Client window

On the Payments page of the Client window you can view and manage the list of Payments
from the particular Client (the Client is selected on the Main page of the Client window, the name
of the selected Client is displayed in the window header).

The general view of the Payments page of the Client window:
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Client: Snowmaker Corporation

b ain I Enntactsl Marketingl F'riu:esl E!uu:utesl i | F'ru:uieu:tsl (] EIientansl Imﬂ:uiu:es .-’-'-.u:cu:uuntl

Mew | Edit | Delete | Status: [ 411 v

| Date Received | Mat Linked

Showmaker Corporation 204 42006 |P-SHOCORM

Right-clicking on the list and using the displayed menu you can see the selected record in a
vertical view (thus all fields will be visible, no need to scroll), specify what columns to display and
change their order. More detalils...

You can view all existing Payments or select only linked/not linked payments to be displayed.
Use Status drop-down menu to select the condition for displaying:

Client: Parallel Dimensions Travel Ltd.

i ET I Eu:untactsl Marketingl F'riu:esl E!u-:utesl o F'ru:uieu:tsl L] EIientJDbsl

New | Edit | Delete |

Clignt

Parallel Dimenzions Travel

| Date Received |

142042006

Click New button to open New Payment window and create a new Payment record.
See Also: Adding a new Payment.

Click Edit button to open Edit Payment window and change the details of the selected Payment.

Click Delete button to delete the selected Invoice.

% Note: The Client Currency is displayed in the upper right corner of the Client Payments
page.

Finally, on the Payments page of the Client window you can also see the total figures. Simply
click the Calculate Totals button at the bottom right corner of the Payments page. In the pop-up
Client Payments window displayed, you will see the Total Payments number, Linked and Not
Linked number for the Payments of the current Client. Click OK to close the box.
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Client Currency: USD

Total Papments: 3,.933.00
Linked: 3.891.24
Mot Linked: 41.76

Calculate Tatalz ]

See Also:

Payments from Clients window
Adding a new Payment
Changing Payment details
Deleting a Payment

Multi-Currency Support

10.2 Payments from Clients window

On the Payments from Clients window you can view and edit all Payment records from all
Clients.

To open Payments from Clients window click Payments from Clients icon in the Navigation
panel or select menu Navigation > Payments from Clients.

The general view of the Payments from Clients window:

Clients Payments from Clients
F Edi Status: | Al -

Base Cunency: ELR

4

‘Wishmaster Guild Entertain| - 1/20/2006 | PAWISHENTIL 57.60 57 60 0.00
B |Parallel Dimengions Travel | 1/20/2006 | P-PARADIMC EO0.00 £00.00 0.00
Alker Ego Solutions 1/20/2006 | P-ALTEGOOC 5411.00 0.00 5411.00
Electric Dieam Design 1/21/2006 | P-EDDOOOT 100.00 0.00 100.00
‘winged Motors Corporatior| 172172006 | PAwWINGEDOC 234.00 0.00 234.00
Dcean world University 1/21/2006 | P-OCEANDOC 344.00 0.00 344.00
Ocean Waorld University 1/21/2006 | P-OCEANOOC E23.00 0.00 E23.00

% Note: Your Base Currency is displayed in the upper right corner of the Payments from
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Clients window.

Right-clicking on the list and using the displayed menu you can see the selected record in a
vertical view (thus all fields will be visible, no need to scroll), specify what columns to display and
change their order. More detalils...

Double-click any record to open the Edit Payment window and change the Payment details (you
can either select the Payment and click Edit button).

You can view all existing Payments or select only linked/not linked payments to be displayed.
Use Status drop-down menu to select the condition for displaying:

| - F'ru:uieu:tsl (] EIientJu:uI:usI Invoices Fapments |.-i'-.|:t

Statuz: I“ Al = v\l
e | [Tope Linked | linked| Mot Linked
Fully linked 4445 76 B4 24

L FADIC
e

Finally, on the Payments from Clients window you can also see the total figures for all
Payments. Simply click the Calculate Totals button at the bottom right corner of the Payments
from Clients window. In the pop-up Client Payments window displayed, you will see the Total
Payments number, Linked and Not Linked number. Click OK to close the box.

Baze Curency: ELR

Total Payments: 11,869.60
Linked: 510336
Mot Linked: B.7B6.24

| Calculate Tatalz I

See Also:

Payments page
Adding a new Payment
Deleting a Payment

Multi-Currency Support
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10.3 Adding a new Payment

Translation Office 3000 V8 provides you with possibility to register payments you receive from
clients and link it with the correspondent Invoice.

New Payment records can be added on the Payments page of the Client window.

To add a new Payment record

1. Open the Clients list on the Client Main page. For this click Clients icon in the Navigation
panel (Main tab opens automatically when you open Client window) or click Navigation > Client
> Main,

E] TO3000 ;: Accounting and Marketing Tool for Fr
Mavigation Custom Reports  Setkings  Help

Clientz

Clignt

Client: Ocean World
| Euntactsl Marketingl

Hew Chent I LClone |E

IStarts with j I

Mame

Alter Ego Saolutions

Another \Wap Saftware

2. Select the Client the Payment is received from.

3. Switch to the Payments page of the Client window clicking the Payments tab:

Client: Snowmaker Corporation
h.ain I Enntactsl Marketingl F'riu:esl E!uu:utesl 0 F'ru:uieu:tsl > EIientJnI:usI In'-.-'c-ices .-’-'-.u:-:u:uuntl

Mew | Edt | Delete | Status: [~ Al -|

| Date Received |

4. Click New button. New Payment window will open.

5. Fill the fields of the New Payment window (you can link the Payment with the Invoice here).
More details...
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After the record is added it appears in the list of the Payments on the Payments page of the
Client window and in the list on the Payments from Clients window.

See Also:

Changing Payment details

Invoices to Clients

10.3.1 New Payment window
In the New Payment window you can enter the details of the payment received from the client
when creating a new Payment record, you can also link the Payment with a particular Invoice.

New Payment window opens on the New button click from the Payments page of the Client
window.

The general view of the New Payment window:

New Payment

Q‘@ | From: Snowmaker Corporation Date Received:

To: Advanced International Tranzlations Code: Auta

Paprnent | Linked with |rvoices

W alue:
I 45,00
Mates:
Linked: 0_00 Client Currency: ELIR

Hot Linked: 45,00

RTF Templates will be avalable after Fayment is entered in database.

Help | fEIK I x Eancell
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¢ In the upper left corner the From/To details are displayed in the following form:
From: "Client Name"

To: "Your registration name"

% Note: The registration name cannot be manually changed from TO3000. To change the
registration please contact the support team at support@translation3000.com

¢ In the upper right corner of the New Payment window you can specify the date when the
payment was received using Date Received drop-down calendar:

I 2| x| e To select the month, click the
right and left arrows near the
D ate Received: |5.-"24.-"2|:||:|E vI month name.
Code: Auto p May 2006 , | ¢ To select the date, click the day
M TWwWTFGS S number.
24 25 26 27 28 29 20 Click the little green icon to
123 45667 confirm the date set or the red icon
3 91011121314 to cancel.
1516171819 20 21
22 23[ )25 26 27 28 % Note: Click the little blue icon
2930311 2 3 4 to set the Received Date to the
@ I 00 AM :I current date.
a8

e Enter the sum of Payment in the Value field:

Walue:

-

e Enter any necessary additional information about the payment in the Notes field:

H otes:

¢ Switch to the Linked with Invoices tab to create a link between the Payment and Invoice.
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Payment € Linked with Invoices | =3

S|

Invoice Code | Irvoice D ate | Irvwoice Total | Linked with thiz Payment | Date Due |

<Mo data to dizplay:

i MewLink
Edit |
o |

[Delete

Add Phantom nvoice |

If there is an Invoice to the Client in the database and it is not completely "covered" with a
Payment, the New Link button is active.

On the New Link button click the Select Invoice window opens where you can select the
Invoice to link with the Payment:

Link Yaluz: 45.00 Select Al |
Approved Unzettled [nvoices
Code Invoice Date Irwoice Tatal Total Paid [Other Payments) Balance| Date Due
I-SMOCORO00T 1/20/2006 45,00 n.an 45.00( 241 3/2006
Help | Mote: Press and hold Chil to select multiple Invoices “ 0K I x Cancel |

J Note: You can link the Payment with several Invoices.

Now you can change the link value using Edit button or delete the link with invoice clicking

Delete button.

¢ In case some small amount is left uncovered by the Invoices and is considered negligent, you
can create a Phantom Invoice to keep your records in order and close the Payment. To
create a Phantom Invoice click Add Phantom Invoice button:
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Payment  Linked with [revoices |

Deamp, )

Invoice Code | Invoice Date | Invoice Total | Linked with this Payment | Date Due EwLirik |
I-SHOCOROOC 45.00 Edit |
Delete |
' &dd Phantom [rmvoice | I
o

and confirm the creation of the Phantom Invoice:

x

<P Phantarn Invoice will be created: 0,50

Zancel | Help |

See Also:
Adding a new Payment
Changing Payment details

Edit Payment window
10.4 Changing Payment details
You may need to change some information about the payment or link it with the Invoice after the

Payment record was already created.

You can make the changes in the Payment record on the Payments page of the Client window,
where the Payments from the particular Client are displayed, or from the Payments from Clients
window, where all Payments from all Clients are displayed.

To change the Payment details

1. Select the necessary Client on the Main page of the Client window, switch to the Payments
page and select the necessary Payment:
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E] TO3000 ;: Accounting and Marketing Tool for Fr

Mavigation Cusktom Reports

Clientz

Cliert Mew Client | Clone | De

Settings  Help
Client: Ocean World

| Euntactsl Marketingl

IStarts with j I

Mame

Alter Ego Saolutions

[untes to Clients

Another \Wap Saftware

Client: Snowmaker Corporation

h.ain I Enntactsl Marketingl F'riu:esl E!uu:utesl 0 F'ru:uieu:tsl > EIientJnI:usI In'-.-'c-ices .-’-'-.u:-:u:uuntl
Mew | Edt | Delete | Status: [~ Al -|
Client | Date Received | Code Total Paid| Linked| Mot Linked

Showrnaker Carporation

2040152006 |P-SMOCOROI

or select the necessary Payment record from the Payments from Clients window:

Edit |

Paymentg from Chents
Status: I".&II # VI

Client | Date Received |  Code Total Paid)| Linked)| Mat Linked
oW |'wishmaster Guild Entertain|  1/20/2006 | PAWISHENTI 57.E0 0.00
Parallel Dimensions Travel | 1/20/2006 | P-PARADIMC £00.00 £00.00 0.00
Alter Ego Salutions 1/20/2006  |P-4LTEGOOC 5411.00 0.00 5411.00
Electiic Dream Design 1/21/2006 | P-EDDOOO 100.00 0.00 100.00
YWinged Motors Corporatior|  1/21/20068 | PAWIMGEDO 234.00 0.00 234.00
Ocean Warld University 1/21/2006  |P-OCEANOOC 344.00 0.00 344.00
Ocean Warld University 1/21/2006  |P-DCEANDOC £22.00 0.00 £23.00

Bayirne
=g [=

2. Double click the selected record or click the Edit button. The Edit Payment window will open.

3. Make the necessary changes in the Edit Payment window. More details...
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See Also:

Payments from Clients window
10.4.1 Edit Payment window

In the Edit Payment window you can make changes in the earlier created Payment record.

The Edit Payment window opens on Edit button click from the Payments page of the Client
window, where the Payments from the particular Client are displayed, or from the Payments
from Clients window, where all Payments from all Clients are displayed. It also appears if you
double-click the Payment record.

The general view of the Edit Payment window:

{,@ From: Electric Dream Design Date Received: |1.-"21 #2006 VI

To: Advanced International Translations Cade: P-EDDONM

Fayrent | Linked with [reoices

Linked: 0.00 LClient Currency: ELIR
Mot Linked: 100.00

RTF Templates: IF'a_l,lment from Client - Template - Englizh.rtf j Save | Save&gpenl Frint |

Help | W 0K I X Eancell

The Client Currency is displayed under the Notes field (see the screenshot above). If the Client
Currency differs from your Base Currency, the exchange rate button is displayed also:
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Faymert | Linked with Invoices I

Linked: 0_00 Client Currency: Cé,
Mot Linked: 344.00 1 CAD = 0628 ELIFII

™

Clicking the exchange rate button you can change the exchange rate in the Edit Exchange Rate
dialog box:

Edit Exchange Rate 7] x|

Yalid for Current Financial Becord:
4180 1CAD=ELIR |

Help | " 0K X Cancel |

Please, note that the rate is changed for the current Payment only!

3 Note: if the Payment is linked with the Invoice, the Value and Date Received fields cannot
be edited. For example:

Edit Payment
{,@ From: Parallel Dimensions Travel Ltd. Date
To: Advanced International Tranzlations

Payrnent | Lirked with lrvoices I

W alue:
I 450000 CLinked with Irvoices. Date and VW alue of Payment are Lu:u:keu:l)
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Working with Payment details in the Edit Payment window is absolutely similar to the procedure
of adding the details in the New Payment window. More details...

The only important additional option available from the Edit Payment window is importing the
Invoice to the .RTF file using custom templates. For this select the template from the RTF
Templates drop-down list at the bottom of the Edit Payment window and click one of the buttons
according to your needs (you can save the invoice, save and open it at once or just print):

BTF Templates: IF'a_I,Iment fram Client - Template - Englizh.rtf j Save | Save&gpenl Erint | ‘

See Also:

Changing Payment details

10.5 Deleting a Payment
Payment record can be deleted from the Payments page of the Client window.

To delete a Payment:

1. Select the necessary Client on the Main page of the Client window, switch to the Payments
page and select the necessary Payment:

E] TO3000 ;: Accounting and Marketing Tool for Fr
Mavigation Custom Reports  Setkings  Help

Clientz

Clignt

Client: Ocean World
m | Euntactsl Marketingl

Hew Chent I LClone |E

IStarts with j I

Mame

Alter Ego Saolutions

Another \Wap Saftware
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Client: Snowmaker Corporation
b ain I Enntactsl Marketingl F'riu:esl E!uu:utesl i | F'ru:uieu:tsl (] EIientansl Imﬂ:uiu:es .-’-'-.u:cu:uuntl

Mew | Edit | Delete | Status: [ 411 v

| Date Received |

Mat Linked

Showmaker Corporation 204 42006 |P-SHOCORM

2. Click Delete button and confirm the deletion.

11 Schedules: tracking the Jobs/Projects accomplishment

After a major upgrade, Translation Office 3000 V8 is powered with a new extra handy tool -
visual Schedules for Clients and Projects.

Two kinds of the Schedules are provided for each of the listed parts of Translation Office 3000
V8:

1. Schedule of projects (and
) corresponding client jobs) for the selected
Clients client.

2. Schedule of all projects.

1. Schedule of client jobs for the selected

Projects project.

2. Schedule of all projects and client jobs.

The general view of the Schedule page (Schedule of projects (and corresponding client jobs)
for the selected client) :

Client: Winged Motors Corporation

Scheduls |

ST I Eontactsl Marketingl F'ricesl Quotesl @2 F'roiectsl & CIientJobsI Invoicesl F'aymenlsl .&ccountl Filez I Infa

Selected Perind: [16/12/2004 | -[23/04/2008  +] Apply |

Coluran widthy ——————————
Calurn Scale: I'I day ]" IV("' Shart ¢ Momal © Large
Projects and their  [Joilild April 2006

Client Jobsz 21 |22 |25 |24 |25 |26 |27 |28 |23 [s0 |31 1 |2 |3 [4 |5 [& [T [& [a [0 [# [12 [13 [14 |15 [4& [17 [

Engine scheme ER-34221

Engine zcheme ER-34221

Engine zcheme ER-34221 - 2

LS Driwe - 1305m
LS Drive - 13058m French » Englizh I
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General issues on Schedules

On the left panel of any Schedule page the names of the jobs or projects (depending on the
particular Schedule) are displayed; the jobs of projects themselves are represented in the form of
horizontal columns, colors assigning allows you easily seeing which jobs/projects were completed
(in time or late) and all pending jobs/projects (deadline in future/deadline in the past).

Projects and their [l

Client Jobs

Engine scheme ER-34221 - 2

LS Drive - 1305m A

\ }
Projects names Client jobs within the
scope of the projects

™
w

LS Drrive - 1305m French > English

The jobs/projects are represented as horizontal columns, their length depends on the Assigned,
Deadline, Completed date and the specified time interval. The color shading depends on the
job/project status:

F Red frame marks that deadline for the Job was in the past.

: Blue frame marks that deadline for the Job is later today.

; Green frame marks that deadline for the Job is in the future.

The Job is not/was not finished in time. The red crossed part are
the days/hours after the deadline.

IE Red dots in the end/in the beginning of the Job column mark that
E the Job assigned/completed dates are behind the currently selected
time period.

% Note: status colors can be changed on the Personal Settings > Colors:Status page.

% Note: double-click on the column representing the Job to open Edit Job window for this Job.

To specify the period you want to be displayed, use Selected Period drop-down lists (select two
dates: from-to). To apply the selected time period click Apply button:

Selected Period: [01/03/2006 | (28032008 =] Appb |
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You can change the calendar graduation using Column Scale drop-down list. Each calendar
division can represent 1 hour/8 hours/12 hours/1 day:

Colurnn Scale: |1 day j

1 hours
Projects and |2 hour=

Client Joh 12 hours

= Example:

September 2004

Each division represents one day

5 September

Each division represents one hour

% Note: The set of available values for calendar graduation varies depending on the length of
the Selected Period.

The width of the columns representing Jobs can range from small to large. Use Column width
options to specify the necessary value:

Colurnt width:
" Shot % Momal  Lage

SCHEDULES REVIEW

Clients Schedules

e Schedule of projects (and corresponding client jobs) for the selected client.

Have a glance on this schedule to have a clear picture of all pending, due/overdue projects for
the selected Client for the period specified. For example:
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Client: Winged Motors Corporation

T I Eontactsl Marketingl F'ricesl Quotesl @2 F'roiectsl & CIientJobsI Invoicesl F'aymenlsl .&ccountl Files I Info  Schedule |

Selected Perind: [16/12/2004 | -[23/04/2008  +] Apply |

I' Coalumnm width:

Column Scale: |1 day " Shot Momal  Large

Projects and their i

Client Jobsz 21 |22 |23 |24 |25 |26 |27 |28 |23 [30 |31 |4 4 |5 |6 [T & [ [0 [0 [12 [13 |14 [15 [ [T [4=

Engine scheme ER-34221

Engine zcheme ER-34221

Engine zcheme ER-34221 - 2

LS Driwe - 1305m
LS Drive - 13058m French » Englizh I

To open Schedule for a particular Client:

1. Click on the Client icon from the Navigation panel; switch to the Main tab or click menu
Navigation > Main.

2. Select the necessary Client from the Clients list on the Main tab:

MHew Client | LClone | Qeletel

Starts with: Id

Mame A=
Alter Ego Solutions

Alter Ego Solutions -CLOMED
Another \Wap 5aoftware

Astral Dust Records

Aztral Dust Records -CLOMED

Candlelight Magazine

Chameleon Decarations Corp.

3. Switch to the Schedule tab of the Client window.

For details see: Schedule page of the Client window

e Schedule of all projects.

Have a glance on this schedule to have a clear picture of all pending, due/overdue projects (for
all clients) for the period specified. For example:
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Schedule of Projects

Selected Period: |01/04/2006 v | —[14/04/2006 =]

Colurnr width;
Column Seals: I-I day = ’1—' Shot  * Momal © Large
Clientz and their April 2006
Projects

YWizhmaster Guild Entert...

Astral Dust Records iy Speach zorpt tranzlation

To open the Schedule of all projects click menu Navigation > Schedule of Projects or on the
Schedule of Projects icon from the Clients set of Navigation panel:

Scheduls of Projects

Projects Schedules

e Schedule of client jobs for the selected project.

Use this schedule to get the picture of all client jobs of the particular project. At a glance you can
see what jobs need attention. Example:

m Project: 0018, Engine shceme ER-34221

Main | & Tres| G CientJobs | Files | Info  Schedue |

Selected Period: [01/01/2006 | = [16/02/2008  »| Aol |
Colurt width:
Column Scale: I'I day j " Shot % Momal © Large

Client Job=z 17 January 12 January 19 January 20 January 21 Januany

1 2 (3 [ 2 (3 2 (3 [ 2 (3 1 2 |3

Engine shceme EH-34221| ol Engine shoeme ER-34221

To open Schedule for a particular Project:

1. Click on the Project icon from the Navigation panel; switch to the Main tab.
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Projects

ER

Project

2. Select the necessary Project from the Project list on the Main tab:

Starts with j I

Code Project Hame
ooma Engine zcheme ER-34221
o019 Weni Widi Wi

o Lorem |psum
0025 LS Dirive - 1.305m
0027 Aliguam

0033 ADS - Uzer Guide

3. Switch to the Schedule tab of the Project window.

e Schedule of all projects and client jobs.

Use this schedule to get the picture of all projects (and client jobs within their scope) which fall
into the selected time interval . At a glance you see what projects need immediate attention.
Example:
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7] Schedule of Client Jobs

Selected Period: [02/06/2005 | — [02/11/2005 = | Apply | Froject Status: | AIF =l
Calurnn width; : Y,
Colurn Scale: I‘Ihours 'l " Shot & Momal  Large Praject Manager: IA" j
Projects !
o0 |01 02 [0z [04 |05 [06 |07 [0& [0 [0 [# |2 |13 |4 [15 |16 [ |18 [13 |20 [21 [22 |23 [o0 |01 |02 [03 |04 |05 |06 [of [0z 03 [0 [0 [ |4
ADS - User Guide 3 ADS - User Guide

De nederlandse letteren

LS Drive - 1305m

Loretmn lpsum

Madrid City Guide ) Madid City Guide

Morby swearkshop

Personal Letters

Thermal Displacement G.. j_TIhﬁrmal Frizrlararent 1iides f
B ——— T 3

03 June

Client Jobs

0001 (02 |03 |04 (05 (06 |OT |03 (03 (W0 (M |12 (13 (4 |15 |16 (1T (18 |13 |20 (21 (22 |23 |00 (01 (02 |03 |04 (05 (06 |OT |03 |03 (W0 |1 |12 |1

Perzonal Letters

Thermal Displacement G.. 8 G Fard-mired fsion

Traffic Impedance Desc.. |

“eni il Vici G YeniVidi Vici

To open the Schedule of all projects click on the Schedule of Projects icon from the Clients
set of Navigation panel.

Wirtual Interface Motes |

See Also:

Schedule page of the Client window
Schedule of Projects window
Schedule page of the Projects window

Schedule of Client Jobs window
11.1 Schedule page of the Client window

After a major upgrade, Translation Office 3000 V8 is powered with a new extra handy tool -
visual Schedules for Clients and Projects.

Schedule showing the Clients Jobs of the selected client progress can be accessed from the
Schedule page of the Client window.

It represents Clients Jobs of the selected Client for the specified period in the form of
horizontal columns, colors assigning allows you easily seeing which jobs were completed (in time
or late) and all pending jobs (deadline in future/deadline in the past). Please see the general view
of the page below:
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Client: Winged Motors Corporation

T I Eontactsl Marketingl F'ricesl Quotesl @2 F'roiectsl & CIientJobsI Invoicesl F'aymenlsl .&ccountl Files I Info  Schedule |

Selected Perind: [16/12/2004 | -[23/04/2008  +] Apply |
Column widthy —————————————
Column Scale: |1 day :I" Irr" Short Mamal © Large

Projects and their  [Joilild April 2006
Client Jobsz 21 |22 |25 |24 |25 |26 |27 |28 |23 [s0 |31 1 |2 |3 [4 |5 [& [T [& [a [0 [# [12 [13 [14 |15 [4& [17 [

Engine scheme ER-34221

Engine zcheme ER-34221

Engine zcheme ER-34221 - 2

LS Driwe - 1305m
LS Drive - 13058m French » Englizh I

The names of the Projects of the current Client, whose Client Jobs Assigned, Deadline or
Completed date falls into the selected time interval, are displayed on the left. The Client Jobs
from the scope of this Projects are displayed as horizontal columns of different colors (depending
on the Job status). The Project Names are written on the columns, the length of the columns
depends on the Project timeline.

The color shading according to the Project status:

F Deadline was in the past, the Job is current and overdue.

: Deadline is later today.

; Deadline is in the future.

The Job was overdue. The red crossed part are the days/hours
after the deadline.

% Note: status colors can be changed on the Personal Settings > Colors:Status page.

e To set the time period use Selected Period drop-down calendars and click Apply button:
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7| 01./04./2006

| = |14/04/2005

‘I‘ Apply |J

¥ April 2006 v |

YWizhmaster Gud

Asztral Dust Bedore

M TWwWTFS S

27282330 2

Nn:nrn'ul i~ Large

3 |1|:| 1 |12 |13 |14

/

¢ You can change the calendar graduation using Column Scale drop-down list. Each calendar
division can represent 1 hour/8 hours/12 hours/1 day:

Colurin Scale: |1 day

[

1 hous
Projects and |2 hoyrs

Chent Job{ 12 hours

% Note: The set of available values for calendar graduation varies depending on the length of

the Selected Period.

¢ You can customize the width of the calendar divisions using Column width options:

April 2006

1|2 |13 1|!|I|?|I|!|1I|11|1!|1!|11

— Calurmm width;

= Shak Maomal © Large

Colurn width:

" Short  © Momal € Large

Colurnn width:

" Short  © Maomal

iy Aliguarn wolutpat,

: ¢ Speach script translation
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¢ Double-clicking on the column, representing a Project you can open the Edit Project window
where you can change the details of the Project.

See Also:

Schedules: tracking the Jobs accomplishment
Schedule of Projects window

Schedule page of the Project window

Schedule of Client Jobs window
11.2 Schedule of Projects window

Have a glance on this schedule to have a clear picture of all pending, due/overdue projects (for
all clients) for the period specified. For example:

Schedule of Projects

Selected Period: [01/04/2008 | —[14/04/2008  ¥|

Colurnn width:

Colurnn Scale: I-I day j ’7'!” Shott % Womal  Lange

Chents and their April 2006
Projects

YWishmaster Guild Entert...

Aztral Dust Records -:..r Speach scrpk translation

To open the Schedule of all projects click menu Navigation > Schedule of Projects or on the
Schedule of Projects icon from the Clients set of Navigation panel:

Schedule of Projects

On the Schedule of Projects window you can see all Projects which fall into the scope of the
selected period displayed as horizontal columns of different colors (depending on the Project
status). The Project Names are written on the columns, the length of the columns depends on
the Project timeline.

The color shading according to the Project status:
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? Deadline was in the past, the Project is current and overdue.
: Deadline is later today.
; Deadline is in the future.

The Project was overdue. The red crossed part are the days/hours
after the deadline.

% Note: status colors can be changed on the Personal Settings > Colors:Status page.

e To set the time period use Selected Period drop-down calendars and click Apply button:

4R T

1 April 2006 4 | Moma © Large

34567813 S B

YWishmaster Guld

Aztral Duzt B edore

\/ & Y,

¢ You can change the calendar graduation using Column Scale drop-down list. Each calendar
division can represent 1 hour/8 hours/12 hours/1 day:

Colurnn Scale: |1 day j

1 hours
Projects and |2 hour=
Client Joh 12 hours

% Note: The set of available values for calendar graduation varies depending on the length of
the Selected Period.

¢ You can customize the width of the calendar divisions using Column width options:
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April 2006

1|21 1|5|I|?|I|l|1l|11|1!|1!|11

|1-:| |11 |12 |13 |14

Colurnt width:
" Shot & Momal © Lage

Colurnt width:
" Shart

i Aliguam volutpat,

iy Speach soript tranglation

¢ You can select to display Projects with particular status only using Status drop-down menu in
the upper right part of the Schedule of Projects window:

Status: |=a)F j

g

Mot Completed
Mot Completed - Owverdue

Mot Completed - Due Today
Mat Completed - Due in the nest

Completed

Mot Completed -
Mot Completed -
Mot Completed -
Mot Completed -

Due in the nest
Diue in the nest
Due in the nest
Deadline iz in th

¢ Double-clicking on the column, representing a Project you can open the Edit Project window
where you can change the details of the Project.

See Also:

Schedules: tracking the Jobs accomplishment

Schedule page of the Client window

Schedule page of the Project window

Schedule of Client Jobs window
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11.3 Schedule page of the Projects window

Use this schedule to get the picture of all client jobs of the particular project. At a glance you can
see what jobs need attention. Example:

m Project: 0018, Engine shceme ER-34221

Main | & Tres| G CientJobs | Files | Info  Schedue |

Selected Period: [01/01/2006 | = [16/02/2008  »| Aol |
Colurt width:
Column Scale: I'I day j " Shot % Momal © Large

Chent Jobs 17 January 18 January 19 January 20 January 21 Januany
1 2 |5 (1 2 |3 [ 2 |3 (1 2 |5 [ 2 |3
Engine shceme EH-34221| ol Engine shoeme ER-34221

To open a Schedule for a particular Project:

1. Click on the Project icon from the Navigation panel; switch to the Main tab.

Frojects

R

Praoject

2. Select the necessary Project from the Projects list on the Main tab:

Startz with j I

Code Project Hame
nme Engine scheme ER-342:21
oA Weni Vidi Wici

021 Lorem | psum
0025 LS Dirive - 1305m
ooy Aliguamn

o033 ADS - Uszer Guide

3. Switch to the Schedule tab of the Project window.

On the Schedule page of the Project window you can see all Client Jobs which fall into the
scope of the selected period displayed as horizontal columns of different colors (depending on the
Job status). The Jobs Names are written on the columns, the length of the columns depends on
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the Job timeline.

3 Note: Ifthe Project Assigned, Deadline or Completed date falls into the selected time
interval, but its Client Jobs have other timeline, which does not intersect with the selected interval,

the Project will not be displayed at all.

The color shading according to the Job status:

F Deadline was in the past, the Job is current and overdue.
: Deadline is later today.
; Deadline is in the future.

The Job was overdue. The red crossed part are the days/hours
after the deadline.

e To set the the time period use Selected Period drop-down calendars and click Apply button:

elected Period: IEI1 A1 22006 vI — | 16/02/2006 -

Column Scale; ¢ Jenuay 2005 v | omal © Large
——————— M TWwWTF &S5
Bent Job 26 27 28 29 30 31 [ e
23 46568 7 8
Speach script bran 9101112131415
T 18171819 20 21 22
2322806 272829
oA 1T 23 4h

' ©

¢ You can change the calendar graduation using Column Scale drop-down list. Each calendar
division can represent 1 hour/8 hours/12 hours/1 day:

Colurnn Scale: |1 hours VI

1 hours

Client Jol
12 hours
1 day

% Note: The set of available values for calendar graduation varies depending on the length of
the Selected Period.
¢ You can customize the width of the calendar divisions using Column width options:
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April 2006

1|21 1|5|I|?|I|l|1l|11|1!|1!|11

= Calurnt width;

& Shof  © Momal © Lage

Colurnt width:
" Shot & Momal © Lage

Colurnn width: ———————— :
" Shot € Momal % iLage P e Aliguam wolutpat,

iy Speach soript tranglation

¢ Double-clicking on the column, representing a Client Job you can open the Edit Client Job
window where you can change the details of the Job.

See Also:

Schedules: tracking the Jobs accomplishment
Schedule page of the Client window

Schedule of Projects window

Schedule of Client Jobs window

11.4 Schedule of Client Jobs window

Use this schedule to get the picture of all projects (and client jobs within their scope) which fall
into the selected time interval . At a glance you see what projects need immediate attention.

To open the Schedule of Client Jobs window click Schedule of Client Jobs icon from the
Navigation panel or click menu Settings > Schedule of Client Jobs.
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7] Schedule of Client Jobs

Selected Period: [02/06/2005 v — [0211/2008 =] poy |
Calumiy width:
Columin Scale: I‘Ihours 'l " Shot & Momal  Large

Projects

Praject Status: I Al

Project Manager: I Al

o0 |01 02 [0z [04 |05 [06 |07 [0& [0 [0 [# |2 |13 |4 [15 |16 [ |18 [13 |20 [21 [22 |23 [o0 |01 |02 [03 |04 |05 |06 [of [0z 03 [0 [0 [ |4

ADS - User Guide

3 ADS - User Guide

De nederlandse letteren

LS Drive - 1305m

Loretmn lpsum

Madrid City Guide

M adrid City Guide

Morby swearkshop

Personal Letters

Thermal Displacement G..

gy : .
ﬂ Thirrriial Triznlasansnt (31
|

Client Jobs

03 June

Perzonal Letters

Thermal Displacement .. s

Traffic Impedance Desc..

eni Vidi Wici

Wirtual Interface Motes

Schedule of Client Jobs page is separated into two parts: all Projects are displayed in the
upper part; below you can see the Client Jobs from their scope.

If you select the Only Client Jobs of the Project selected above option, you can select the

Project ( select

the horizontal column in the upper part of the window) and only Jobs of this

project will be displayed in the lower, Client Jobs part of the window. For example:

© 2006 A.L.T.



204 TO3000 Help System

Projects

2 |13 |14 |15 |15 |1? |1=3 |13 |2|:| |21 |22 |23 ||:u:| |-:|1 ||:|2 |-:|3 ||:|4 |-:|5 ||:|5 |-:|? |ns

ADS - User Guide

De nederlandse letteren

L= Drive - 1305m

Larem [paum

Madrid City Guide

Marby wwarkzhop

Personal Letters

Thermal Dizplacement ..

[ Orly Client Jobs of the Project selected above

09 June

Client Jobs 10 June
12 |13 [14 |15 |16 |17 [15 [13 |20 |21 |22 |23 |oo ||:|1 ||:uz ||:|3 |I:l-t ||:|5 ||:uE. ||:|T ||:us
ADS - Uzer Guide w ADS - Uszer Guide Part 2

The color shading according to the Project/Job status:

F Deadline was in the past, the Project/Job is current and overdue.
: Deadline is later today.
; Deadline is in the future.

P The Project/Job was overdue. The red crossed part are the
days/hours after the deadline.

% Note: status colors can be changed on the Personal Settings > Colors:Status page.

e To set the time period use Selected Period drop-down calendars and click Apply button:
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Selected Perind:

2/06/2005 w| —[02A11/2005 = Apply |}

Column Scale:

d Jure 2005 > | mal © Lange

== M TWwTF &5 5§
roje
an a1 345
e 678 a0 |EelrlElE]®
ADS - Uzer Guide 1314151617 1819
— 2002 2223245 Frer
Ce nederlandse & Q229301 2 2
— e | 4 B B 7 B 910
L= Drive - 1305m @ I =
| e | 0000 =4
Larem [psum
\ B

Madrid City Guide

e You can change the calendar

graduation using Column Scale drop-down list. Each calendar

division can represent 1 hour/8 hours/12 hours/1 day:

Column Scale: I'I hi "I

E hiours
12 hourg
1 da

% Note: The set of available values for calendar graduation varies depending on the length of

the Selected Period.

¢ You can customize the width of the calendar divisions using Column width options:

April 2006

1|21 1|5|I|?|I|l|1l|11|1!|1!|11

B I::::Iumn_width:
F " Nomal © Large

|11 |12 |13 |14

Colurnt width:
" Shot & Momal © Lage

Colurnt width:
" Shart

i Aliguam volutpat,

iy Speach soript tranglation
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¢ Double-clicking on the column, representing a Project you can open the Edit Project window
where you can change the details of the Project; similarly you can open Edit Client Job
window double-clicking on the column representing a Client Job.

See Also:

Schedules: tracking the Jobs accomplishment
Schedule of Projects window

Schedule page of the Project window

Schedule page of the Client window
12  Accounts

Translation Office 3000 V8 provides you with the aggregated financial information about each
Client, its value in the total gross revenue and the total numbers considering all Clients.

The total payments, total invoices, account balance for the particular Client and its importance
basing on the gross revenues is displayed on the Account page of the Client window:

Client: Snowmaker Corporation

Main I Eontactsl Marketingl F'riu:esl E!uolesl J Proiectsl & EIienlJobsl Invoicesl Paprents &

Total Payments: 0.00 I 5.03% Snowemaker Corporation
— [190.97% Cther Clients

Total Invoices: 1.445.00

Account Balance: [1.445.00)

Client Currency; ELIR
Help | Importance of Client (% of Grozs Revenues[*

*hased on Ihvaices

The total payments, total invoices and general balances information of all Clients and a table
with individual accounts of each Client are displayed on the Accounts of Clients window:
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Accounts of Clients

Total Payments [All Clients): 10.275.80
Total Invoices [All Clients): 12,335;
Gross Profit: [2_089,9_3‘]
Business Expenses: IJE]
Operating Profit: [2,089.;]
Help I Baze Curency: EUR Wiew: IW

| Client | Currency | Invoices(B) | Papments(B] ‘ Balance(B)

Alter Ego Solutions

Electic Dream Design

Farever Reflections Publishing EUR 0.00: 0.00 0.00
Mythalogy D evelopment Company EUR 0.00: 0.00 0.00
Parallel Dimensions Travel Ld. usD 4023.24 3933.00 -590.24
Rainbow Chasers Community JPY 0.00: 0.00 0.00

12.1 Account page of the Client window

Account page of the Client window provides you with financial information concerning the total
payments, total invoices and account balance for the particular Client (the Client is selected on
the Main page of the Client window and its name is displayed in the window header); pie chart
showing the importance of the client basing on the Gross Revenues is displayed.

% Note: The pie diagram is displayed only if there are Invoices to the Client in the database.

To open the Client Account page, click Client icon from the Navigation panel and then switch
to the Account tab or click menu Navigation > Client > Account.

A general view of the page can be seen below:

Client: Snowmaker Corporation

Main I Eontactsl Marketingl F'riu:esl E!uolesl J Proiectsl & EIienlJobsl Invoicesl Payrments § Infia | Filez

Total Payments: 0.00 I 5.03% Snowemaker Corporation
— [190.97% Cther Clients

Total Invoices: 1.445.00

Account Balance: [1.445.00)

Client Currency; ELIR
Help | Importance of Client (% of Grozs Revenues[*

*hased on Ihvaices

<% Note: All Invoices and Payments of the Client are taken into account, independently of
current settings of the Global Date Filter.

See Also: Accounts of Clients window
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12.2 Accounts of Clients window

Accounts of Clients window displays the total payments, total invoices and general balances
information of all Clients and a table with individual accounts of each Client.

To open the Accounts of Clients window click Accounts of Clients icon in the Navigation
panel or select menu Navigation > Accounts of Clients.

The general view of the Accounts of Clients window:

Clierts Accounts of Clients

Total Payments [All Clients): 10.275.80

Total Invoices [All Clients): 12,365.73

Gross Profit: [2.089.93)
—
Business Expenses: 0.00

Operating Profit: (2.089.93)

Help | Base Curency: EUR View: |Base Cumency: EUR -I

lient | Currency | Invoices(B) | Papments(B] ‘ Balance(B)

E-Mania Pharmacy
Electic Dream Design EUR 0.00: 100.00 100.00
Farever Reflections Publishing EUR 0.00: 0.00 0.00
Mythalogy D evelopment Company EUR 0.00: 0.00 0.00
Parallel Dimensions Travel Ld. usD 4023.24 3933.00 -590.24
Rainbow Chasers Community JPY 0.00: 0.00 0.00

% Note: For your convenience, only accounts with at least one Invoice or at least one Payment
are displayed. It prevents cluttering the screen with display of many prospective Clients with zero
accounts.

The very important detail of the Accounts of Clients window is the View drop-down list, where
you select in which currency the information is displayed: your Base Currency or in the Client
Currencies:

Wiew: | Chent Curencies j

:.. rr_l,l. LIH

| B alan

When the Base Currency is selected, all numbers for each Client are displayed in the Base
Currency and the columns names are marked with letter "B":

@w: Baze C
@@ @ment@ @_Elance[B > -

0.00 5411.00 5411.00
0.00 0.0 0.00

urrency: EUR

% Note: The total numbers for all Clients (in the upper part of the Accounts of Clients
window) is displayed only if the Base Currency is selected.

If the Client Currency is selected in the View drop-down list, the Invoices, Payment and

© 2006 A.I.T.



Accounts 209

Balance numbers for each client is displayed in its Client Currency and the total numbers for all
Clients are not displayed.

% Note: Global Date Filter does not influence the results displayed on the Accounts of Clients
window.

See Also: Account page of the Client window

13 Files and Folders

On of the Translation Office 3000 V8 greatest benefits is an elaborated and well-composed
folder structure. So all your business documentation is stored in one Business folder with a
transparent and intuitive structure of subfolders, which can be quickly accessed from TO3000.

Business Folder, Clients and Projects Folders

Translation Office 3000 provides advanced tools for consistent, logical, easy-to-use and
customizable organization of your business information.

Consistent folder structure for organizing all your business files is implemented through 3 levels.

Level 1: Business Folder.

Business Folder of TO3000 is created automatically in the root of disk C. You can change its
location on the Folders page of the Advanced Settings window. For consistency purposes name
of this folder cannot be changed.

The main purpose of the Business Folder is to serve as single storage location for the folders of
the second level: Clients folder and Projects folder.

Level 2: Clients and Projects Folders.
Business folder contains two subfolders: Clients and Projects.
Clients folder is purposed for storing the folders of each Client.

Projects folder is purposed for storing the folders of each Project.

Level 3: Folders for each Client and Project.

Folder of a particular Client always contains the Marketing folder. It also contains Invoices and
Profiles folders, which are created automatically when Profiles and Invoices for this Client in RTF
format are saved using Save or Save&Open commands. It can also contain any custom
subfolders which will be automatically created together with the folder for the Client. This

© 2006 A.I.T.



210 TO3000 Help System

subfolders can be specified on the Folders page of the Advanced Settings window.

For consistency purposes name of Client Folder is exactly the same as Client Code and cannot
be modified.

=+ Example: if the client code is ESD, and Business Folder is located on drive C, the full path
to Client Folder of this Client will be C:\TO3000\ESD.

You can create Client Folder manually from the Files page of the Client window or from Client
Profile on the Main page of the Client window. Just click Create button and folder is created:

Ereatel Eﬁplurel Eearchl C:5BuzsinezshClentshSHOCORY

Client Folders are also created automatically when you save Profile or Invoice in RTF format
from the Edit windows.

See Also: Files page of the Client window

Folder of particular Project always contains at least three folders: Incoming (where you can store
the files sent you by the Client), Work (where you can store files while working on them) and
Outgoing (where you can put files ready to be sent to the Client). It can also contain any custom
subfolders which will be automatically created together with the folder for the Project. This
subfolders can be specified on the Folders page of the Advanced Settings window.

The general view of the folders structure created by Translation Office 3000 V8:

=l ) Business
(=l |2 Clients
=1 | Folder of a Client
) Custom folder
) Marketing
(=1 |0 Projects
=l ) Folder of a Project
) Custom Folder
) Incoming
) Outgoing
) Work

See Also:
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Files page of the Client window
Files page of the Project window
Client folders window

Project folders window
13.1 Files page of the Client window
Files page of the Client window provides you with possibility to create the client folder with one

click, easily explore it and access Windows Explorer search.

To open the Files page, open the Client window (clicking the Client icon from the Navigation
panel) and then click Files tab or click menu Navigation > Client > Files.

The view of the Files page before the folder for the Client was created:

T | Enntactsl Marketingl F'ricesl E!uotesl o F'n:niectsl [ EIientJDbsl Irwoicesl F'a_l,lmentsl f—'«ccountl Info iF“ES E

=

Ereatel Egplorel §earu:h| C:hBusineszzhClients\SMOCORY

To create a client folder click Create button. Future location and the name of the folder is
displayed on the right. For consistency purposes name of Client Folder is exactly the same as
Client Code and cannot be modified.

The general view of the Client Files page after the Client folder was created:

T I Eontactsl Marketingl Pricesl uuntesl i | F'n:niectsl [ Elientdobsl Invnicesl F'a_l,lmentsl Accountl Infa

Qleatel E§D|DIEI §ealch| C:\Buzinesz\ClhentshSHOCORY

: EEEEEDIN
) SNOCOR '
L[5 Marketing "‘J

Marketing

3 Note: Marketing subfolder of the Client folder is created automatically. You can specify
custom subfolders to be created the automatically on the Folders page of the Advanced Settings
window.

After the folder is created, Explore and Search buttons become active.

To open the client folder in a separate window click Explore. To open MS Windows Search click
Search button.

In the left part of the Client Files page the structure of the Client folder is displayed now:
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Client: Snowmaker Corporation

b ain I Enntactsl Marketingl F'riu:esl E!u-:utesl

Ereatel Egplu:urel Eearchl C:hBuzsingszshC

-
Click button to reload the structure (after you have created new subfolders, for example).

Click —1 button to get to the higher level of the Client folder structure.

In the right part of the Files page of the Client window the content of the folder, selected on the
left.

Use little square buttons with icons for management of sub folders of the client folder.

ctl 8| =] & x| 8] 2| == == =|

Starting from the very left:

e create new folder (in the client folder);

cut the folder;

e copy the folder;

e paste the folder;

¢ delete the folder;

e open MS Windows Search;
e Icons view;

e Titles view;

e List view;

e Details view;

e Thumbnails view;

e use it to open the Properties window for the selected folder.
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See Also:

Client folders window

Files and Folders

Files page of the Project window

Project folders window

13.2 Client Folders window

Client Folders window provides you with possibility to view and manage the content of the
Clients folder, i.e. all your folders of Clients.

To open the Client Folders window click the Client Folders icon from the Navigation panel or
click menu Navigation > Client Folders.

Client Folders

Ereatel Egplu:urel ﬁearchl C:A\BuzineszClientzh,

| o o] = 2] x| ][ =|===] 2]

B-{C5) ANOTHER - _,JI - _,JI - ,JI

B0 EDD ANOTHER EOD SHOCOR
-5y SNOCOR

The Client Folders window is very similar to the Files page of the Client window, the only
difference is that you can view all Client folders, not only the Client folder of a particular Client.

Please see Files page of the Client window for details.

See Also:
Files and Folders
Files page of the Project window

Project folders window

13.3 Project Folders window

Project Folders window provides you with possibility to view and manage the content of the
Projects folder, i.e. all your folders of Projects.
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To open the Project Folders window click the Project Folders icon from the Navigation panel
or click menu Navigation > Project Folders.

E Project Folders

Ereatel Egplu:urel Eearchl C:\Buzinezz'\Projectsh,

o R ) B A I R e = s

B+ 0019 Veri Widi Wici _,.JI ,,.JI

-5 0024 Virtual Interface Mates 0019 Yeni ¥idi | 0024 Yirtual

Wici Interface. ..

The Project Folders window is very similar to the Files page of the Project window, the only

difference is that you can view all Project folders, not only the Project folder of a particular
Project.

Please see Files page of the Project window for details.

See Also:
Files and Folders
Files page of the Client window

Client folders window
13.4 Files page of the Project window

Files page of the Project window provides you with possibility to create the client folder with one
click, easily explore it and access Windows Explorer search.

To open the Files page, open the Project window (clicking the Project icon from the Navigation
panel) and then click Files tab or click menu Navigation > Project > Files.

The view of the Files page before the folder for the Project was created:

m Project: 0024, ¥irtual Interface Notes

b ain I i | Treel (] EIientJDbsl Infa

Ereatel Eﬁpll:nrel Eearchl C:%BuzinesshProjects 0024 Yirttual Interface Motesh,

To create a client folder click Create button. Future location and the name of the folder is
displayed on the right.
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The general view of the Project Files page after the Project folder was created:

E Project: 0024, Virtual Interface Notes

LETY I D Treel & I:IientJDI:usl Info  Files |Schedule|

Ereatel Eﬁplu:urel ﬁearchl C:\Buzinesz\Projectz 0024 Virtual [nterface Motesh

i | E| ] x| @[z =

|~) 0024 Yirtual Interface Motes o — —
{E Incaming ’_J ’_J ’J
{3 Outgoing Incoming Oukgaing wWork
{E Wark

3 Note: Incoming, Outgoing and Work subfolder of the Project folder is created automatically.
You can specify custom subfolders to be created the automatically on the Folders page of the

Advanced Settings window.
After the folder is created, Explore and Search buttons become active.

To open the client folder in a separate window click Explore. To open MS Windows Search click
Search button.

In the left part of the Project Files page the structure of the Project folder is displayed now:

E Project: 0024, Virtual Interface Notes

I air | il | Treel (] EIientJu:uI:usI I Files |

Ereatel Eﬁpll:nrel ﬁearchl C:ABusinesz\Projects
Fj‘| J£|

0024 Wirkual Interface Motes

@ Incoming

button to reload the structure (after you have created new subfolders, for example).

.
Click button to get to the higher level of the Project folder structure.

In the right part of the Files page of the Project window the content of the folder, selected on the
left is displayed.
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Use little square buttons with icons for management of sub folders of the client folder.

ct] 2] 2| 2| x| 8] | = == 2

Starting from the very left:

e create new folder (in the client folder);
e cut the folder;

e copy the folder;

¢ paste the folder;

¢ delete the folder;

e open MS Windows Search;
e Icons view;

e Titles view;

e Listview;

¢ Details view;

e Thumbnails view;

e use it to open the Properties window for the selected folder.

See Also:

Project folders window
Files and Folders
Client folders window

Files page of the Client window

14  Business Expenses

In the Business Expenses window you can register any additional expenses related to your
business activity. You can export the list of Expenses to different formats using Local Report.

To open the Business Expenses window click on the Business Expenses icon from the
Navigation panel or click menu Navigation > Business Expenses.

The general view of the Business Expenses window:
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Buziness Expenses
TWew dl  Edit | Qeletel

Date |alue | Diescription

A0/05/2006 | 29.00 ExactSpent by AT [ime-tracking tool]
2241042005 (35.00 WinLeric by AT [GUI to Microsoft Glossanies)

M/0442006 |29.00 ArpCount by AT [ward count ool

% Note: The value of the expenses is in your Base Currency (it is displayed in the bottom right
part of the window).

e To add a new Expense record click New button. The New Business Expense window will
open, where you can enter the date, value and description of the expense (any other custom
fields can also be added).

¢ To edit the existing Expense record select it from the list and click Edit button or just double-
click the record. The Edit Business Expense window will open, where you can change the
date, value, description or custom fields value.

e To delete the record select it from the list and click Delete button.

You can easily see the total sum of Expenses clicking Calculate Totals button in the bottom
right corner of the Business Expenses window:

Business EXpenses Td ﬂﬂ

B aze Cumency: ELIR

Expenzes Total 97.00

| Calculate Totals I

Right-clicking on the list you can select to see the selected record in a vertical view (thus all
fields will be visible, no need to scroll), specify what columns to display and change their order.
More details...

14.1 New Business Expense window

In the New Business Expense window you can enter the date, value and description of the
expense. Or any other information if the correspondent Custom Fields were added.
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To open the New Business Expense window click the New button from the Business Expenses

window.

New Business Expense 7] x|

&

ET | Custam Fieldsl

Date: | 30/05/2005

Walue: I

D ezcription;

[~

Help |

¢ Ok x Cancel |

Main tab (of the New Business Expense window)

e Specify the date of the expense in the Date drop-down calendar:

Date: | 04/01/2005

January 2006

R N e [T

" alue: 1
Descript
ArmCou
16 1
& [oom
— 8

¢ To select the month, click the right and
left arrows near the month name.

e To select the date, click the day number.

Click the little green icon to confirm the
date set or the red icon to cancel.

% Note: Click the little blue icon to set the
Date equal to the current date.

¢ Enter the amount of the expense in the Value field.
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Main I Custam Fields I

Date: | 30/05/2005 =l

.
i | ow)
Drezcription:

||
% Note: The Value field cannot be negative or null.

% Note: The value of the expenses is in your Base Currency (it is displayed in the bottom right
part of the Business Expenses window).

¢ Describe the expense in the Description text field:

Mair I Custom Fields I

Date: | 30/05/2006 =l

Valye: | 0,00

ezcription:

N
| J

Custom Fields tab (of the New Business Expense window)

On the Custom Fields tab of the New Business Expense window Custom Fields for additional
information on the expense are displayed.

While no Custom Fields were added, the tab looks this way:

Custom Fields can be added on the Custom Fields page of the Advanced Settings window.

For example, you can create a field with to specify the name of the company, where you bought
the product or service (the General tab was created as well):

bain | Cuztom Fields

......................

( Compary )

Having entered all necessary details about the expense click OK to add the Expense record to
the database or click Cancel to discard.
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See Also:
Personal Settings

Business Expenses
14.2 Edit Business Expense window

In the Edit Business Expense window you can edit the expense details (date, value,
description, custom fields value if any) specified when creating the Business Expense record.

To open the Edit Business Expense window for a particular record select the Expense record
from the list and click Edit button in the Business Expenses window or double-click the record.

The general view of the Edit Business Expense window:

Edit Business Expense d |

M ain | Custarn Fieldsl

Date: | 30/05/2005 =l

W alue: I 29.00

Dezcrption:

|E:-:a|:t5|:uent by AT [time-tracking tool] ﬂ

[

Help | " 0K X Cancel |

Working with Edit Business Expense window fields is absolutely similar to working with New
Business Expense window.

See Also: Business Expenses
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15  Multi-Currency Support

In Translation Office 3000 V8 you can assign inidividual Client Currency to each Client and still
be able to see ‘the whole picture’ using your Base Currency. This chapter will help you to
understand how currencies are handled in Translation Office 3000 V8.

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

Base Currency is the currency in which you make all internal accounting records, i.e. project
balance, taxes, expenses etc. In most cases, it is the currency of your country.

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

= Example: If you live in Europe and your client is from USA, it is probable that your Base
Currency will be Euro and the Client Currency will be US Dollar.

In Translation Office 3000 V8 you can easily produce invoices and receive payments from clients
and record them in client currencies, and TO3000 will automatically make parallel records in the
base currency of your company.

These parallel records in your Base Currency allow conducting all your internal accounting in
your Base Currency, still keeping the records in other currencies.

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

Please see:

Your Base Currency

Currencies and Exchange Rates

Clients Currencies

Prices and job accounts in different currencies

General views of Client accounts

15.1 Your Base Currency

The first thing you have to do with your Translation Office 3000 V8 is to define your Advanced
Settings, i.e. define the service groups and the services you provide, your main currency, the
discounts you may give, the taxes you pay, the units for measuring job volumes, and currency
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exchange rates.

Let us presume that you provide translation-related services and your main currency is EURO.
The base currency is defined on the General page of the Advanced Settings of TO3000.

To open it click menu Settings > Advanced.

Advanced Settings x|

General . mE
T ( B aze Currency: o) IR
- Folders_ Postal Address Farmat: I Street Address 1 =
m Salutations Strest Address 2
g Custom Fields City
g Custom Variables Elatet
i Quntry
H Custom Cueries ZIP Code
g Custom Reparts ;I
ﬂ CATCount

[~ Invoices in the middle of the range can be deleted
[~ Enable numbering of Cliskt Invoice copies

To set the Base Currency, click Base Currency button and select the necessary currency in
the Edit Base Currency window:

Edit Base Currency x|
Cumrency: IELIH "I Eura

— |UsD -
AUD
oo o 0K X Cancel |

Please make sure that the base currency is correct before starting your work in Translation
Office 3000 V8.
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See Also: Advanced Settings

15.2 Currencies and Exchange Rates
Since the currencies of your clients may differ from yours, you will need to add new currencies to
your TO3000 database and to define their exchange rates relating to your base currency.

To define currency settings, open Settings menu > Business.

Accounting and Marketing Tool
Zustom Reports | Settings  Help

% E Eusiness
ta Personal

Mai  Advanced

I Database |

In Business Settings window, click Currencies:

I1] Business Settings o ]
----- \e Groups of Services Mew
-84 Services =
""" ? ‘E'Dlume _LI nits CAD Canadian Dallar Edit |
----- LIrencies 5
----- 1'_’ Exchange Rates CHF Swiss Franc Delete |
..... @ Tawes EUR Eura
..... €3 Discounts/Markups GEF Erritizh Pounds
----- I Countries JP Japanese Yen
u Pavrnent kethodz SEE. Swedizh Krona

s 115 Dollars

1 | B

Cloze |

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

When all the necessary currencies are in the list, you need to enter their exchange rates relating
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to your base currency.

In Business Settings window, click Exchange Rates:

11 Business Settings

=101 x]

----- \oe Groups of Services

Eﬂ Services

----- ™y Yolume Urits
----- $ Cumencies

----- = Countries
& Payment Methods

| Currency | =EUR

UshD 077
ALUD 0.573
CHF 0.6476
SEK 01108
GEF 1.43
JPY 0.0075

Edit

ik

Delete

Cloze

d

To add new currency exchange rate, click New button.

Select the currency from the drop-down list, enter its rate relating to your Base Currency (it is
EUR on the screenshot) and click OK:

AUD -

1| UAH 'I = EUHI E

— |CaD

CHF
GEF o 0K

x Cancel |

—LIP¥Y

See Also: Business Settings > Currencies
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15.3 Client Currency

When you add new Client to your database, you define the Currency of this Client.

Mew Client

I ame; I

Code: I ALITO |

Clignt Currency:

o 0K

Remember that all the prices, quotes, invoices and payments related to the Client will be
recorded in the currency you defined. That is why it is important to define the Client Currency

before entering any financial records.

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

one for each Currency.

On Main page of Client window, you may change the currency of the Client by clicking Client

Currency button:

Client Frafile | Custom |

Client Code: | CANMAG
M ame: | Candlelight Magazine
Postal Address: | 8k Third Avenue
e ork

IInited States
10022

Cantact Infa: | E-mail: info@Eprojetex. com
Fawr 2 334 555 333 BE3
W eb-zite: I LA, projetes. com

Fapment Terms: I Orn day 1 of the month following nest [from |

WAT Mumber: I

Client Currency: [JELIR Mext Codes

Locale Format

It makes sense to modify the Client Currency only before first financial record for this Client

© 2006 A.I.T.



226 TO3000 Help System

has been recorded (Price, Quote, Job, Invoice or Payment). However, in rare case when you
have been entering the data meaning another currency, you can still change the urrency to the
right one, after answering Yes to program warning.

See Also: Client window > Main page > Client Profile

15.4 Prices and job accounts in different currencies

In Translation Office 3000 V8 for each client you can specify his/her own currency for financial
records. It may be different from your Base Currency.

When you enter the prices for your Client the Currency is displayed in the bottom left part of
the New/Edit Price window:

[per unit]

Cumency: ELIR

When you create or edit a Client Job, the job cost (Total) is displayed in lient Currency:

P”CE:J 0.6/ per unt j ﬂl =_>| Client Currency: USD
Total: 180,00 11USD =077 EL|F||

The Client Currency is indicated by green font to the right from the total. If the Client Currency
differs from your Base Currency, you will also see Currency Exchange Rate button. By clicking
this button, you may change the Currency Exchange Rate used in this Job. Please note that this
button does not change general exchange rate stored in your TO3000 database. To change
exchange rate for all future jobs go to Exchange Rates page of the Business Settings.

% Note: If the Job is already added to the invoice, button with exchange rate will be disabled.

In Job list window, you can see the following columns:
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| Price| Price (B)| Job Total| Job Total (B]| Price: price per unit in client currency.
] . . .
018l 01155 1451 00 1101 67 Price (B): price per unit in your base currency
15.00 11.55 375,00 288,75 Job Total: total cost of the job in client
23.00 17,71 529.00 407,33 currency
008 00462 180,00 138,60
20,00 15,40 900,00 £53.00 Job Total (B): total cost of the job in your
700 539 7.00 £ | base currency
45,00 34,65 2R20.00 1940 40
32.00 24,64 1088,00 83776
See Also:

Project Client Jobs page

Client Jobs window

15.5 Currencies in Clients Accounts

You can view client accounts on the Accounts of Clients window.

To open the Accounts of Clients window click Accounts of Clients icon in the Navigation
panel or select menu Navigation > Accounts of Clients.

On the Accounts of Clients window you may select to view all the accounts in currencies of
your client or in your base currency.

To view the accounts in client currencies, select Client Currencies from View: drop-down list in
the right part of the window.

Wiew: | Client Curencies j

5|_ 1k
Baze Currency: EUR

To view the accounts in your base currency, select Base Currency from View: drop-down list in
the right part of the window.
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16

16.1

Accounts of Clients

Total Payments [All Clients): 10.275.80
Total Invoices [All Clients): 12,335;
Gross Profit: [2_089,9_3‘]
Business Expenses: IJE]
Operating Profit: [2,089.;]
&I Base Curency. EUR

View: | Base Currency: EUR 'I

| Clignt

| Currsney

| Invoices(B)

| Papments(B]

‘ Balance(B)

Alter Ego Solutions

Electic Dream Design

Farever Reflections Publishing

EUR

0.00

0.00

0.00

Mythalogy D evelopment Company

EUR

0.00

0.00

0.00

Parallel Dimensions Travel Ld.

usD

4023.24

3933.00

-590.24

Rainbow Chasers Community

JPY

o.on

o.on

0.00

See Also: Accounts of Clients

Templates

Templates

Documents (Invoices, Quotes etc.) issued with the help of TO3000 and other data from

TO3000 database are based on .RTF templates.

% Note: standard templates are supplied together with your copy of TO3000 at once. What
makes TO3000 a really flexible freelancer accounting tool, is that .RTF templates are completely
customizable (you can change formatting, language, font color, insert images etc.)

You can access and manage TO3000 .RTF templates from the Templates page of TO3000

Personal settings.

To open Templates window click menu Settings > Personal and select Templates page.

Templates page lists these templates organized in folders:
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=icix

I-’ é;focr;uguteneral gl il El il ﬂl IE_E TE'lE él | El

Colars: Status
Fonts and Sizes
CLIENTS PROJECTS

Templates
- | Position of Custorn Fields
. Schedules

Output Charset: IDEF-QULT j Output Language: | Default j

|C:'|,Prograrn Filesi TO30004 Templates

Close |

Translation Office 3000 V8 enables you to print Invoices, Jobs, Payments, Prices, Profiles,
Quotes or save them as files, which can be opened in Microsoft Word or other compatible word
processor. You can customize layout and details included in these files or printouts by adjusting
Templates.

You can perform various file operations using toolbar buttons:

ot 4| 2| ] x|

o
&

Simple rules for the beginners: you can change anything except variables, which have "\"
(backslash) symbols in the beginning and in the end, e.g. \CLIENT_NAME\, \CLIENT_STREET1),
\CLIENT_PHONE1\ etc.

Advanced users can learn about templates variables, add/delete them as necessary,
customizing templates to the maximum.

Do not hesitate to write to support@translation3000.com if you ever need assistance in
customizing templates to serve your tasks and requirements better. One of our team members
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would be pleased to assist you.

We will regularly post new templates to Customer Support area of support@translation3000.com
Web site.

If you have designed custom TO3000 templates in English or translated some of them into your
native language, and would like to share them with other users, feel free to send them to
support@translation3000.com. We will make them available for download, with your name,
language combination you work in, and link to your Web site.

See Also: Logic of Templates
16.2 Logic of Templates

This overview introduces you to three concepts used in Translation Office 3000 V8 templates:
¢ variables;
e data scan commands

e condition commands.

Variables

All variables and commands are marked by \ (backslash) sign in the beginning and in the end. In
example below you can see \CLIENT_NAME\, \CLIENT_STREET1\ 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_STREETI1\ - by Client’s
Street Address and \CLIENT_PHONE1\ - by Client’s Phone Number. The final output will look
like this:

To: XYZ Company
Address: Elm street, 1
Phone: +1 212 898 11 31

% 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)\
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Data Scan commands

Another concept you need to understand while working with templates is Data Scan commands:

\eoan({dtLinkTobs

| PO No. | Delivered | Joh Name | Service |
\zoanentryh
WdtLankeTab s PO WdtLinkTob s COMPLETE | \dtLinkJobs: JOB_MAM | \dtLinkTobs SEREWV
In, El ICE!:
soanfootert

Jobs Total: \JOBES_TCTALY

In the example above \scan(dtLinkJobs)\ means that, during saving or printing operation parser
will 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.

Everything between \scan(dtLinkJobs)\ command and \scanentry\ command constitutes header
and will be saved (or printed) only once per data table.

Everything between \scanfooter\ and \endscan\ commands is recognized as footer and also
saved (or printed) only once per data table.

Body of table is contained between \scanentry\ and \scanfooter\ commands. It includes variables
from columns you would like to be listed in the table. In example above these are:

\dtLinkJobs:PO\ - PO Number.
\dtLinkJobs:COMPLETED\ - Date of Job Delivery.
\dtLinkJobs:JOB_NAME\ - Name of the Job.
\dtLinkJobs:SERVICE\ - Service provided.

“dtLinkJobs:” — prefix. Not valid without column name. Add separator (“:” - semicolon) before
column names. Column names are variables described in next chapters.

“\scan(dtLinkJobs)\" — command to scan table with Jobs. Put before table with Jobs.

“\scanentry\" — start of scan.

Insert table header between \scan(dtLinkJobs)\ and \scanentry\.
Insert data-columns only after \scanentry\.

Insert \endscan\ after data-columns.
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= Example of data-columns:

Payments received:

Payments received:

Code | Date | Total | This Inveice |
Waanentiyh
WitLinkPayments: | WltLinkPay | WwitLinkPaym | dtlinkPasyime
CPAYM CODE. tents: etits: fita:
CPAYM D CPAYM T LINEK ST
ATE QOTALL
etids cat

% Note: You can include special noeof parameter to scan command. With noeof parameter,
when data table is empty, header and footer are not printed. For instance, in the example above, if
your Invoice includes only Jobs and no expenses, the header and footer for Expenses will not be
saved/printed. Such algorithm prevents producing unnecessary empty tables in the documents.

Condition checking

Third and last concept used in Templates is condition checking:

\IF(DISCOUNT1)\
\DISCOUNT1NAME\: \DISCOUNT1VALUE\
Subtotal: \AFTERDISCOUNT1\\endif\

DISCOUNT1 is a logical variable, i.e. it can have one of two values: either true or false. In this
particular case, Translation Office 3000 V8 sets DISCOUNT1 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 DISCOUNTL is false, everything until \endif\ command is skipped.

In this particular case, without \IF(DISCOUNT1)\ command, the parser would output empty string
with: and empty Subtotal: in cases when there would not be discount. But with \IF(DISCOUNT1)\
command, in such cases above block is skipped in its entirety.

In other topics of Templates chapter you can find the list of common template variables,
available in all parts of Translation Office 3000 V8, and specific variables, which have limited
availability.
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16.3 Common Template Variables

There are three categories of common variables accessible in all templates:

e User Information Variables;
¢ Client Information Variables;

¢ Client Currency Variable.

User Information Variables

VARIABLE:

DESCRIPTION:

\COMPANY_NAME\
or

\USER_NAME\

User Name taken from TO3000 License Key,
cannot be modified within program.

(Please contact us at support@to3000.com if you
need to change the registration name)

\COMPANY_CURRENCY\
or

\USER_CURRENCY\

Your Base Currency. The currency you prefer to
receive payments in.

Date Variables

VARIABLE:

DESCRIPTION:

\DATE\

Date in short format (for example, 10/4/2006)

\DATE_LONG\
or
\LONGDATE\

Date in long format (for example, Monday,
October 04, 2006)

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):
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VARIABLE:

DESCRIPTION:

\CLIENT_NAME\

Name of the client document was produced for.

\CLIENT_CODE\

Code of the client document was produced for.

\CLIENT_CURRENCY\

Currency of the client document was produced for.

\CLIENT_MINFEE\

Minimum fee of the client document was produced
for.

\CLIENT_PAYMENT_TERMS\

Payment terms of the client document was
produced for.

\CLIENT_PAYMENT_TERMS_NO

TES\

Additional notes on payment terms of the client
document was produced for.

\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 the client document was produced
for.

\CLIENT_STREET?2\

Street address 2 (if available) of the client document
was produced for.

\CLIENT_CITY\

City of the client document was produced for.

\CLIENT_STATE\

State of the client document was produced for.

\CLIENT_COUNTRY\

Country of the client document was produced for.

\CLIENT_ZIP\

ZIP of the client document was produced for.

\CLIENT_EMAIL1\

Email of the client document was produced for.

\CLIENT_EMAIL2\

Email 2 (if available) of the client document was
produced for.

\CLIENT_PHONE1\

Phone number of the client document was
produced for.

\CLIENT_PHONE2\

Phone number 2 (if available) of the client document
was produced for.

\CLIENT_PHONE3\

Phone number 3 (if available) of the client document
was produced for.

\CLIENT_PHONE4\

Phone number 4 (if available) of the client document
was produced for.

\CLIENT_FAX\

Fax number of the client document was produced
for.

\CLIENT_WEB\

Web site address of the client document was
produced for.

\CLIENT_MINFO\

Application information of the client document was
produced for.

\CLIENT_MWEB\

URL (Web page address) for application
submission / information.

\CLIENT_INFO\

General Information about the client documer®t 2988 A- It T.

produced for.

\CLIENT_VATNUM\

VAT Number of the client document was produced
fAar
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3 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.

Client Currency Variable

\CLIENT_CURRENCY\ variable always contains Client Currency of the currently selected
Client.

See Also: Logic of Templates

16.4 Project Template Variables

Project Template Variables

VARIABLE:

DESCRIPTION:

\PROJECT_NAME\

Name of the Project.

\PROJECT_CODE\

Project code.

\PROJECT_CLIENT_NAME\

Client the Project created for.

\PROJECT_CLIENT_CODE\

Client reference number.

\PROJECT_INFO\

Information about the Project.

\PROJECT_DATE_STARTED\

Date when the 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 the Project completion in
following format: 10/4/2006.
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\PROJECT_DATE_STARTED_LONG\

Date when the 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 the Project completion in
following format: Monday, October
04, 2006.

See Also: Logic of Templates

16.5 Contacts Template Variables

Contacts Template Variables

CONTACTS

\SALUTATION\
\SAL\

\CONTACT_SALUTATION\

For example: “Mr.”, “Ms.”, “Mrs.” etc.

\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).

\CONTACT_PHONE\

Contact phone number.

\CONTACT_PHONE2\

Contact phone number 2 (if available).

\CONTACT_FAX\

Contact fax number.

\CONTACT_NOTES\

Contact notes.
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See Also: Logic of Templates

16.6 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.

QUOTES

\QUOTE_NAME\

Possible Quote name.

\QUOTE_CODE\ Quote code.

\CODE\

\SERVICE\ Service name.
\REQUEST\ Request for the Quote.
\ANSWER\ Answer to request for the Quote.
\WOLUME\ Quote volume.
\PRICING\ Fee type.

\TYPE\

\PRICE\ Quote price.

\UNITS\ Quote units.

\TOTAL\ Quote total.

\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.
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\COMPLETION_LONG\ Deadline date in following format: Monday, October 04, 2006.
\LONGESTCOMPLETIO

N\

\COUNT_NOTES\ CATCount notes.

\STATUS\ Status of the Quote (Unknown, Accepted, Rejected)

See Also: Logic of Templates

16.7 Client Jobs Template Variables

Variables for templates from New/Edit Job dialog box allow you to construct document
templates either for your reference during work process or for confirming job details to client.

CLIENT JOB

\JOB_NAME\ Job name.

\JOB_CODE\
Job code.

\CODE\

\PO_CODE\ Purchase order Client issued for

\PO\ this Job.

\CLIENT_REFR\ Client reference number in
accounting system of Client.

\SERVICE\ Service name.

\INSTRUCTIONS\ Job instructions.

\WORK_NOTES\ Work notes.

\WVOLUME\ Job volume.

\PRICING\ Fee type (for example: per unit,
flat fee, free)

\TYPE\

\PRICE\ Job price.

\UNITS\ Job units.

\TOTAL\ Job total.

\ASSIGNED\ Date when the Job was
assigned in following format:
10/4/2006.
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\ASSIGNED_LONG\
\LONGASSIGNED\

Date when the Job was
assigned in following format:
Monday, October 04, 2006.

\DEADLINE\

Job deadline in following
format: 10/4/2006.

\DEADLINE_LONG\
\LONGDEADLINE\

Job deadline in following
format: Monday, October 04,
2006.

\COMPLETED\
\DONE\

Completion date in following
format: 10/4/2006.

\COMPLETED_LONG\
\LONGCOMPLETED\

Completion date in following
format: Monday, October 04,
2006.

\COUNT_NOTES\

CATCount or AnyCount notes.

\INVOICE_CODE\
\INVOICE\

Invoice code.

\INVOICE_GLOBAL_CODE\
\INV_GLOBAL\

Invoice global code.

See Also: Logic of Templates

16.8 Invoice Template Variables

Dataset:
DATASET WITH COLUMN NAME DESCRIPTION
\DTLINKJOBS:CJOB_PONUMB\ Client PO
\DTLINKJOBS:CJOB_NAME\ Job Name
\DTLINKJOBS:CJOB_ASSIGNED\ Assigned
\DTLINKJOBS:CJOB_DEADLINE\ Deadline

\DTLINKJOBS:CJOB_ISCOMPLETED\

Completed (Boolean: True/False)

\DTLINKJOBS:CJOB_COMPLETED\ Completed
\DTLINKJOBS:CJOB_PRICE\ Unit Price
\DTLINKJOBS:CJOB_VOLUME\ Volume
\DTLINKJOBS:CJOB_FEE_KIND\ Pricing
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\DTLINKJOBS:CJOB_RATE\ Exchange Rate

\DTLINKJOBS:CJOB_TOTAL\ Job Total
\DTLINKJOBS:CJOB_INSTRUCTION\ Instructions
\DTLINKJOBS:CJOB_WORKNOTES\ Work Notes

\DTLINKJOBS:CJOB_COUNTNOTES\ Count Notes

\DTLINKJOBS:SERV_NAME\

Service

\DTLINKJOBS:UNIT_NAME\

Units

\DTLINKJOBS:PROJ_CODE\

Project Code

\DTLINKJOBS:CJOB_CODE\ Job Code
INVOICE

\STATUS\ Invoice status (For example: “Expected

within 30 days”, “Settled 5 days earlier” etc.)
\DATE_DUE\

Date when the Invoice is due in following
\SETTLEMENT_DATE\ format: 10/4/2006.
\DUE_DATE\

\DATE_DUE_LONG\
\SETTLEMENT_LONGDATE\
\DUE_DATELONG\

Date whenthe Invoice is due in following
format: Monday, October 04, 2006.

\INVOICE_DATE\
\INV_DATE\

Date the Invoice was sent in following
format: 10/4/2006.

\INVOICE_DATE_LONG\
\INVOICE_LONGDATE\

Date the Invoice was sent in following
format: Monday, October 04, 2006.

\INVOICE _CODE\
\INV_CODE\

Invoice code

\INVOICE _GLOBAL_CODE\
\INV_GLOBAL\
\INV_GLOBALLONG\

Invoice global code.

\INVOICE_TOTAL\
\INV_TOTAL\

Invoice total.
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\JOBS_TOTAL\

Jobs total.
\JOBSTOTAL\
\TAX1\ Used in algorithms (If Tax1 is set = True, if it
\TAX\ does not = False)

\TAX1_NAME\

\TAXINAME\ Tax1 name.

\TAXNAME\

\TAX1_VALUE\

\TAX1VALUE\ Tax1 value.

\TAXVALUE\

\TAX2\ Used in algorithms (If Tax2 is set = True, if it

does not = False)

\TAX2_NAME\
\TAX2NAME\

Tax2 name.

\TAX2_VALUE\
\TAX2VALUE\

Tax?2 value.

\DISCOUNT1\
\DISCOUNT\

Used in algorithms (If Discountl is set =
True, if it does not = False)

\DISCOUNT1_NAME\
\DISCOUNTNAME\
\DISCOUNTINAME\

Discountl name.

\DISCOUNT1_VALUE\
\DISCOUNT1VALUE\
\DISCOUNTVALUE\

Discountl value.

\DISCOUNT2\

Used in algorithms (If Discount2 is set =
True, if it does not = False)

\DISCOUNT2_NAME\
\DISCOUNT2NAME\

Discount2 name.

\DISCOUNT2_VALUE\
\DISCOUNTVALUE\

Discount2 value.

\TAXES\

Used in algorithms (If any tax is set = True, if
it they are not = False)

\DISCOUNTS\

Used in algorithms (If discounts exist = True,
if there are no = False)
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\AFTER_DISCOUNT1\
\AFTERDISCOUNT1\
\AFTERDISCOUNT\

Total after Discountl applied.

\NET_JOBS_TOTAL\
\NETJOBSTOTAL\

Jobs total with discounts applied.

\AFTER_TAX1\
\AFTERTAX1\

Total after Tax1 applied.

\INV_DUE\
\INVOICE_DUE\

Balance due.

\INV_PAID\
\INVOICE_PAID\

Sum paid by this Invoice.

\INV_IS_PAID\

Used in algorithms (If the Invoice is paid =
True, if it's not = False)

See Also: Logic of Templates

16.9 Payments Template Variables

Payments Template Variables

\PAYMENT_CODE\
\CODE\

Payment code.

\PAYMENT_DATE\
\PDATE\

Date the Payment received in following format: 10/4/2006.

\PAYMENT_DATE_LONG
\

\PLONGDATE\

Date Payment received in following format: Monday, October
04, 2006.

\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
it's not = False)
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\PAYMENT_NOTES\

Payment Notes
\NOTES\

See Also: Logic of Templates

17 AnyCount

AnyCount is advanced software, which produces automatic word counts and counts in other
volume units (characters with spaces, characters without spaces, lines, pages, custom units) for
all common file formats.

Translation Office 3000 V8 is equipped with latest version of AnyCount to quicken and simplify
job creation and expenses calculation for each job.

AnyCount 5.0 produces automatic word counts and counts in other volume units (characters with
spaces, characters without spaces, lines, pages, custom units) for all common file formats: .RTF,
.DOC, .WPD, .XLS, .PPT, .PPS, .PDF, .CSV, .HTM, .HTML, .XML, .MIF, .TXT, .ZIP.

AnyCount is accessible when creating new jobs and quotes: from New/Edit Draft Client Job,
New/Edit Client Job and Project Tree page.

Let us take a closer look on using AnyCount in Translation Office 3000 V8 on the example of
using it when creating a Client Job.

When you open New Client Job window you specify the job name, group and service at first.
AnyCount comes at a hand when you need to specify the volume of the job and thus the job cost.
For example, you can count the source file for translation and count results will be automatically
entered to the Volume field.

To count using AnyCount:

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

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

2. Click MI button.

3. Specify the necessary file in the Open dialog box.

3 Note: If you call AnyCount from the Project Tree page, you will need to specify the count
units in the special Select Unit dialog first.

4. AnyCount Engine starts once you select the file and click Open button and count results are
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entered to the Volume field of the New Client Jobs window; expanded count report is added on
the AnyCount Notes tab which appears after AnyCount is used:

Detailsl Instructiu:unsl wiork Maotedl_AnyCount Naotes®

AinyCount Results
Valune Tnits: words (without numnbers)

iy

You can adjust count settings (e.g.counting Footers/Headers for .DOC or Meta keywords for
.HTML) for each of the supported files formats on the AnyCount page of the Personal Settings
window. To open it click menu Settings > Personal.

Settings

Read more about AnyCount 5.0

See Also: CATCount

18 CATCount

CATCount is a useful software tool for translation industry professionals. It greatly eases the task
of accounting of Computer Assisted Translation jobs. CATCount does this by translating complex
CAT Scheme into one easy number, i.e. CATCount. Additionally, it provides great features for
printing and export of used CAT Scheme together with original word counts, and resulting
CATCount. Word count analysis logs of Trados Translator's Workbench are processed
automatically.

Translation Office 3000 V8 is equipped with latest version of CATCount to quicken and simplify
expenses calculation for each job.

CATCount is accessible when creating new jobs and quotes: from New/Edit Draft Client Job
and New/Edit Client Job.
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Let us take a closer look on using CATCount in Translation Office 3000 V8 on the example of
using it when creating a Client Job.

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

t\:‘ulume:l 1] Iwnrds

Specifying job volume using CATCount:

1. Click CATCount button from the New/Edit Draft Client Job or New/Edit Client Job

windows. CATCount application will open.

N ACATCount

Scheme Log  Qukpuk

Help

=] _<eanytount <= catcount

x|

I katch types:  wWords:

Percentage payment
of full word rate:

E quivalent wordcount bo
be paid at full ward rate:;

[ KTranslated |0 | [ %= o ]
[ Repetitions |EI | 0 Ij: == 0 ]
[ 1002 Matches |EI | 0 =% = 0 ]
[ 96% - 93% [0 | [0 % - 0
[ 85% - 94% ||:| | ] =% = 0
[ 75% - 84% [0 | 0 Ay = 0 ]
[ 505 - 74% [0 | [0 % - 0
[ Mo b atch |EI | 0 =% = 0
Tatal wordsount: Tatal CAT Cont;
0 1]
v’ k. x Cancel |
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2. Enter the number of words with different level of match, the percentage of full rate payment,
i.e. the CAT Scheme. Once you have entered the values you can save the scheme clicking
Scheme > Save. You can load it next time clicking Scheme > Load.

You can load word count analysis logs of Trados Translator's Workbench using menu Log >
Load.

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

tEmum31 93 [CaTCount] ) <= AnyCount | L

or click Cancel to close the CATCount application without changes.

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

Detailsl Instruu:tiu:unsl whork Motes { CAT Count Maotes®

Hemuvel

CATCount Fesult=

Hatch tvpes:

-

=
u]
[
[wi
1]

Fercent : Equivalent

ETran=zlated
Fepetitions
100% Matches
Q5% — 99X
85k — 94X
7hE — 84X
S0k — 74X
Ho HMatch

)]
)]
)]

Lo o o o R R N
(=]

Lo o o o R o o
o

Lo o o o S o Y %
[T%]

Total word=s = 126
CATCount = 93

Generated by CATCount .,

http:<«www . catcount . com, S5<25-.2006 at 1:39:48

Oy

You can specify the count units for the CATCount on the CATCount page of the Advanced
Settings windows. To open it click menu Settings > Advanced and select CATCount in the left
part of the window.

Settings
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More information about CATCount tool: www.catcount.com

See Also:

Built-in AnyCount

19 Exporting TO3000 data

It is a usual situation that you need to use data from Translation Office 3000 V8 database in
other applications.

Translation Office 3000 V8 Local Report option allows you easily exporting data to .RTF, .TXT,
.CSV, . XLS, .PDF, .HTML formats.

% Note: some kinds of data cannot be exported to certain formats, then the list of available
formats becomes shorter.

To export Translation Office 3000 V8 data:

1. Click Export button from Local Report group of buttons on Button Panel (please see the
screenshot above). Export window opens providing the list of available target file formats:

Export 21
E wpart to

RTF =l

TeT
CEW
HTHL

Lacal Custom Filter - HAA

On
| Gof Ede| o | Recent [(TEsper]) Pint |

e

2. Select the necessary format from the drop-down list and click OK.
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For details on exporting to different file formats please see:
Export to .RTF

Export to .TXT

Export to .CSV

Export to .HTML

Export to .XLS

Export to .PDF

19.1 Exportto .TXT

Exporting Translation Office 3000 V8 data to TXT format does not require specifying any
additional settings.

After selecting TXT in the Export window the standard Windows Save As dialog box appears
where you can specify the target file name.

See Also:
Export to .RTF
Export to .CSV
Export to .HTML
Export to .XLS
Export to .PDF

19.2 Exportto .XLS

In the Export to Excel window you can set properties of output file when exported in XLS
format.

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

— Page range
Al
{~ Current page

 Pages: I

Enter page numbers andfar page ranges,
separated by commas. For example, 1,3,5-12

— Export setkings
¥ Styles ¥ WYSTWYG
[+ Page breaks [+ Background

[~ ©Open Excel after export

Zancel

Settings for exporting to Excel:

Page range:

¢ select All to export all pages of the source

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

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

Export settings:

picture you see on the screen;

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

See Also:

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

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

select Background to keep the view of the background in the target .XLS file;

249

select WYSIWYG (What You See Is What You Get) to make the .XLS file look exactly as the
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Export to .RTF
Export to .TXT
Export to .CSV
Export to .HTML
Export to .PDF

19.3 Exportto .CSV
Exporting Translation Office 3000 V8 data to CSV format does not require specifying any
additional settings.

After selecting CSV in the Export window the standard Windows Save As dialog box appears
where you can specify the target file name.

See Also:
Export to .RTF
Export to .TXT
Export to . HTML
Export to .XLS
Export to .PDF

19.4 Exportto .HTML

In the Export to HTML window you can set properties of output file when exported to HTML
format.

It opens when you select .HTML from the Export to drop-down list on the Export window.
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Export ko HTML table x|

— Page range
@ Al

" Current page
" Pages: I

Enter page numbers andfar page ranges,
separated by commas. For example, 1,3,5-12

— Export setkings

v Skyles ¥ Fixed width
[+ Pictures [T Multipage

[ allin one Folder [~ Mozilla browser
[~ Page navigator [T Background

[~ Open after expork

Cancel

Settings for exporting to .HTML:

Page range:
¢ select All to export all pages of the source;

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

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

Export settings:

¢ select Styles to save style setting of the source when exporting;
e select Pictures to enable exporting pictures from the source file;
¢ select All in one folder to store all newly created files of the HTML page in one folder;

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

First | Prey | | 2 Next | Last |
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e select Fixed width to fix the width of the columns and rows of the exported tables (tables will
not extract and contract according to the window size);

e select Multipage to export data to a multipage .HTML file;
e select Mozilla browser to export data to .HTML file specially adopted for Mozilla browser;

e select Background to keep the view of the background in the target .HTML file.

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

See Also:

Export to .RTF
Export to .TXT
Export to .CSV
Export to .XLS
Export to .PDF

19.5 Exportto .RTF

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

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

Export to RTF X|

— Page range
 all
" Current page
{~ Pages: I

Enter page numbers andfor page ranges,
separated by commas. For example, 1,3,5-12

— Export setkings
[+ Pictures [ WysIvweys
[+ Page breaks

[T Cpen after export

Cancel
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Settings for exporting to .RTF:

Page range:
¢ select All to export all pages of the source;
¢ select Current page to export only the page you are currently viewing;

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

Export settings:

e select Pictures to enable exporting pictures from the source file;

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

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

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

See Also:
Export to .TXT
Export to .CSV
Export to .HTML
Export to .XLS
Export to .PDF

19.6 Exportto .PDF

In the Export to PDF window you can set properties of output file when exported to PDF format.

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

— Page range
Al
" Current page

 Pages: I

Enter page numbers andfar page ranges,
separated by commas. For example, 1,3,5-12

— Export setkings
[+ Compressed [~ Print optimized
[~ Embedded Fonks [T cutline
[~ Background

[T Open after export

Zancel

Settings for exporting to .PDF:

Page range:

¢ select All to export all pages of the source;

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

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

Export settings

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

¢ select Embedded fonts to create a .PDF file with all used fonts embedded (like this you can
be sure that you text will look the same on any computer, even if the fonts used are not

installed there).

¢ select Background to keep the view of the background in the target .PDF file;

¢ select Print optimized to optimize the new .PDF file for printing at once.

For details on exporting to different file formats please see:

Export to .RTF
Export to .TXT
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Export to .CSV
Export to .HTML
Export to .XLS

20 Database Operations

Database is the most important part of your Translation Office 3000 V8.

You can directly manage it from the Database Settings window:

Database Settings x|

TO3000 Databasze: C:\Program Files\TO3000ADBAT 03000 fdb

Database Yersion: 8.55.0
Disk Space Left: 21346 Mb

Reqular Operahons: Common Dperations: 2nd copy:

Backup Quick Optimization Check Integrity Restore Fun Update Script Repair

To open the Database Settings window click menu Settings > Database:

[,] TO3000 : Accounting and Marketing Tod

Mavigation (Cuskom Reports | Settings  Help

Clientz Business
Personal

Mai  Advanced

% Note: Database managing requires TO3000 to run in a special mode. That is why all other

parts of the interface become out of view when the Database Settings window is open.

For details on each operation please see:
Backup/Restore TO3000 database

Run Update Script

Quick Optimization

Repair
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See Also:

Database Settings

20.1 Backup/Restore TO3000 database

Translation Office 3000 V8 is used at the core of the workflow. It is vitally important to perform
regular backups of TO3000 Database.

The great thing about Translation Office 3000 V8 is its ability to perform backups without need to
interrupt regular work.

To backup your TO3000 database:

1. Click menu Settings > Database.

[,] TO3000 : Accounting and Marketing Tod

Mavigation (Cuskom Reports | Settings  Help

Business

Personal

Advanced

Database Settings window will open.

Database Settings

TO3000 D atabase: C:

Databaze Yerzion: 8.

Dizk Space Left: 21

Regular Operations:

Backup Cluick Dptimization

2. Click Backup button. Backup Database dialog box will show up:
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Backup Database X|

- ...1| D atabaze: C:\Program FileshTO30004,0D BT 03000 fd0

Backup Path: C:\Program Filesh TO 30005 dmin'B ackupsh Select |

Backup File: |2006.05.03_12-13-37_TO3000.fbk

x Cancel |

¢ Database field shows database, which is being backed up.

e Backup Path displays target path, where backup file will be copied. Translation Office 3000
V8 remembers last backup path used by you. You can change it using Select button.

e Backup File field displays the name of the backup file. Default name of the backup file is:
Year.Month.Day_Hours-Minutes_Seconds_TO3000.t3u. This format is adopted for easy
sorting of backups within Windows file system. You can change it straight by typing in the
Field.

Click OK to start creating the backup file or click Cancel to close the window.

3 Note: 1tis highly recommended to backup your database at least once a week and copy the
backup file to a safe place, at least different from that where your database is located. This will
help you to avoid data loss in case your computer crushes.

You can run Restore command to restore the state of database, which you have saved in file
with .fbk extension created before (by running Backup command).

To restore TO3000 database:

1. Click menu Settings > Database. Database Settings window will open.

2. Click Restore button.

As a security measure, restoring requires to move away existing database from database path
(by default it is C:\Program Files\Translation Office 3000 V8\db\db.fdb) before running Restore
operation. After clicking Restore button the warning will appear asking to confirm that you are
aware that the existing database will be deleted if you proceed. So if you have any doubts about
the backup file you will restore, it is better to copy the existing database to a safe location.

3. After you confirm the proceeding of the restore procedure, the Restore Database window will
appear.
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Restore Database

X

Fiestore from: I

To Databaze: C:\Program FileshT 0300080 EST 03000 fdb

Select |

' OK

X Cancel |

e Click Select button to specify the path to the backup file.
e To Database field displays the future location of the restored database.

e Click OK to proceed or click Cancel to resume.

See Also: Database Settings

20.2 Run Update Script

In some cases, when you update your Translation Office 3000 V8, database should be updated
as well, to support new features or enhancements, introduced in executable files. In this case,
Translation Office 3000 V8 will inform you that it needs updated database. This happens only after

you intentionally updated TO3000, i.e. not ‘out of the blue’.

Fresh update scripts are always installed together with Translation Office 3000 V8 update into

C:\Program Files\TO3000\Admin\DBUpdates folder.

You can update database by clicking Run Update Script button from the Database Settings

window (to open it click menu Settings > Database command):

E] TO3000 ;: Accounting and Marketing Tog

Mavigation Custom Reports | Settings  Help
Business

Personal
Advanced

Clignt
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Database Settings

TO3000 Database: C:-\Program Files\TO3000ADBATO3000.fdb
Database Yersion: 8.55.0
Disk Space Left: 21346 Mb

Regular Dperations: Common Operations:

Backup Guick Optimization Check Integrity Restore Fun Update Script

2nd copy:

Repair

and selecting the proper script. If you have not updated your software for a while, more than one
update can be required to fill the gap between installed database version and required database

version.

Open Database Update Scripk

Look in: IB DEUpdates j dfm

dbict1to42.t3u
dbx42ta53.t3u
dbix53ta55. U

File: mame: ||

Filez of type: I TO3000 updates [*.t3u]

You can view installed database version on Database Settings window as well:
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Databaze Yerzion: 8.55.0

= Example: Installed database version is 8.42.0 and software update requires 8.55.0 database
version. In this case you should consecutively run two updates (first dbx42t053.t3u and then

dbx53t055.t3u):

% Note: Translation Office 3000 V8 does mandatory backup before each database update

operation, for maximum security of data in case anything goes wrong during update.

See Also:
Backup/Restore TO3000 database

Database Settings

20.3 Quick Optimization

Quick Optimization command frees up unused space in database file and improves its
performance. Need for optimization may vary depending on the number of records in database
and number of everyday writes to database, but running Quick Optimization at least once a week

is a good practice.

To perform Quick Optimization:

1. Click menu Settings > Database Command

[,] TO3000 : Accounting and Marketing Tod

Mavigation (Cuskom Reports | Settings  Help
Clientz Business
Personal

Mai  Advanced

Client

Database Settings will open.

2. Click Quick Optimization button and confirm the operation.
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Database Settings
ﬂ

“p  Start quick optimization of database?
TO3000 D atabasze:

Database Yerzion:

Disk Space Left:

Regular Operations:

Backup (_E!uick Optirmzation
e

3 Note: Quick Optimization is performed automatically during Backup command. If you do
backups regularly, there is no need to run Quick Optimization.

See Also:
Backup/Restore TO3000 database
Run Update Script

Database Settings

20.4 Repair

TO3000 is very reliable software running on very reliable database platform. However, nothing is
perfect — and in cases when you are informed about errors after running Check Integrity
command, it is necessary to attempt repairing database by running Repair command from
Database Settings window.

3 Note: As a security measure, Translation Office 3000 V8 cannot run any repairs on the
original location of Translation Office 3000 V8 (C:\Program Files\TO3000\db\). You should copy
database in some other location (do not forget to shut down TO3000 before copying) and attempt
to repair this copy. If the reparation will be successful you can replace the working database with
the repaired copy.

To perform Repair command:

1. Click menu Settings > Database command
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E] TO3000 ;: Accounting and Marketing Tog

Mavigation Custom Reports | Settings  Help
Clentz Business
Personal
bai  Advanced

Clignt

Database Settings will open.

2. Click Repair button:

Database Settings

TO3000 Databaze: C:\Program Files\TO3000%DBATO03000.fdb

Database Yerzion: 8.55.0
Dizk Space Left: 21343 Mh

Heqular Operations: Common Operations:

Backup Bluick Optimization Check Integrity Restore Fun Update Script

2nd copy:

and specify the location of the database copy you want to repair in the Repair Database dialog

using Select button:

Repair Database

X

[ |
ﬂ [ atabaze: I

Select |

" OK

x Cancel |

In the end of the reparation process the notice will appear, informing you if the reparation has

been successful.

If the repair fails, the only alternative is restoring database from most recent backup, therefore it

is important to backup often.
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See Also:
Backup/Restore TO3000 database

Database Settings
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