Projects

Projects application allows user to create and manage
projects, and to define activities and specifications
for CRM and SCM. It is the center of project
management. From this application, user can

generate project proposals to send to customers,
issue invoices, issue delivery order, create purchase
orders, and generate purchase voucher (invoice) for
payment to vendors. User also able to define
retention terms for the project and track retention
claim invoices.

As on cut off dates, quarter closing or year closing,
user may need to realize part of project. Accounts
user can realize the project using this

application. Before realizing, ensure that the
invoices are raised and confirmed.

When all project’s services are delivered and
invoiced, user will then need to close / complete the
project document.

Below are available actions for the user from
“Projects”:

== C(Create, edit, and complete projects
>=) Issue proposal / quotation

=) Issue proforma invoice

=) 1Issue delivery order

=) Issue purchase order

== TIssue purchase voucher / invoice
&2 Project realization — accounts only
=) View and search for project details

*Note: to issue retention claim invoice: see “Project
— Invoices”
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Project List Fields
Field Name Explanation fandatory
Information

Client Select a client N
Activity Select an activity N
Client Manager Select a client manager N

Select from and till dates for time period to filter the
vear list of project documents
Brand Select a brand N
Contact Person Select a contact person N
Project Number Project documents code / number Y
Client Client code and name Y
Description Description of the project N
Promised Date Promised delivery date of the project Y
Activity Type of activity of the project Y
Brand Brand of customer’s of the project Y
Total Contract Value Project total contract value Y
Budgeted Cost Project total (budgeted) cost value N
Gross Margin Project total gross margin Y
Status Status of the project Y
% Invoicing % of project total contract value invoiced to date Y
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The project document details was partitioned into 9
parts, each having different functions required to
manage a project:

2 Header: information about the project document,
customer, promised date of project delivery, name of
project manager

== CRM tab: details of service(s) to be provided,
contract value, how much have been invoiced to
customer (revenues)

=) SCM tab: details of service(s) to be obtained
from vendor to fulfill the project delivery, budget
amount and actual cost (expenses)

=) Postings tab: journal entries of the project
activities for accounting reviews

=2 Project Documents tab: list of documents related
to the project, e.g. quotations, delivery order,
purchase orders, invoices, retention claim invoices,
etc.

=) Receipts tab: list of customer receipts related
to the project.

== Payments tab: list of vendors’ payments related
to the project.

=) Retention Receipts tab: list of retention



receipts related to the project.

== Notes / Attachments tab: documents received from
clients and other project related documents which are
not issued by the system or received by third party
can be uploaded using this tab.

Project Details Fields

Mandatory
Field Name Explanation
Information
Document Date Date of the project document Y
Project Number Project documents code / number Y
Promised Date Promised delivery date of the project Y
Branch Select company’s branch N
Confirmed Date Date of the project confirmation Y
Client Manager Select a manager to handle the client N
Description Description of the project N
Select code and name of customer for the project
Proposal Customer Y
proposal
Billing Customer Select code and name of customer for the project billing Y

Payment term per agreement with customer for the project
Payment Term N

billing
Brand Select a brand Y
Activity Select an activity Y
Contact Location Select the customer contact location Y
Contact Person Select the customer contact person N
Project Manager Select the company’s employee to manage the project N
Retention % Percentage value of retention for the project N
Retention Due Days How many days of due retention for the project N
CRM tab
Service Type of service of the project Y
Description Description of the service Y
No of Days Number of days to complete the service Y
Contract Value Contract value of the service Y

Is the service line to be assigned for retention?
Retention? Y
Default value: NO

% Invoicing % of service contract value invoiced to date Y
SCM tab

Vendor Select a vendor which provide the service Y

Service Type of service provided by the vendor Y

Description Description of the service Y

Budget Amount Amount budgeted for the service Y

Actual Cost Actual cost of the service provided by the vendor Y



Create New Project Document and
Issue Proposal / Quotation:

1. Click on “Create New” at the top right of screen
of “Project List” tab, it will open “Project Details”
tab with empty form

[ Projects *

Client: | < Select All » ! Activity: [ < Select All > v/ Client Manager < Select Al > v|( searcn )
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2. Select a customer from the “Proposal Customer”
drop-down list on top left side of screen. It will
fill up the form with the customer’s info. If it's
new customer / customer not in the list, click on

-
| & button to create new record for the customer. It
will pop up “Create New Customer” window. Fill up
customer’s details and click “OK” button to save the
new customer record
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Create New Customer
i Fill the details for creating new customer
Customer Name Customer Code Currency Grouping Account
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a a o
Payment Terms Account Settings Analytical Group Customer Type
v] vl ]
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Location & & Location
A
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Country: State:
[ vl [
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[ i B |
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Create New ) ( oK )

3. Fill up project’s information on the top half of
screen.

Enter Retention % value and Retention Due Days (if
any), are as per agreed with the customer over the
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project.

4, Click “Save” button

screen to save

at the bottom right side of
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5. Add a revenue service into the CRM section by
searching for the service from the “Service” drop-
down list in the table on “CRM” tab

If a delivery order document need to be issued for
item delivery to the customer, use “Made To Order
Item” type of service (product) in the “CRM” tab.
User will be able to Issue Delivery Order document
(only) for “Made To Order Item” type line item in the
“CRM"” tab, when Project document status is Confirmed

/ 0On Going.

[ Products x|
"EELICE [_confirmned |

Part Number | MTO-201609-01 Wms Code | | Product Name [Made To Order items
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Replaced By |
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If an Item / Article

Description

Has Bill Of Materials @ Is Active

( CopyProduct ) ( CloseProduct ) ( CreateNew ) save

Bevert

type of service (product) is
entered in the “CRM"” tab, system will generate an
expense line item pair for it in the “SCM” tab, of
which user can use to enter cost for it, if any.
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6. Enter the revenue service’s info* and click Eﬂ

button to add the service into the project document.
For free of charge (FOC) service, enter “Contract
Value” = 0. Select “Yes” if the service line was
assigned for retention of service.

*Note: Description is mandatory field, leave a space
(press ENTER) after the last line of your service
description to add spacing line. Ensure to use
customer’s currency for contract value. These
information will be use to generate quotation and
invoices

CRM | _SCM | Postings | Project Documents | Receipts | Payments | Retention Receipts | Notes / Attachments |

e CABC Concepts  |[3000 marketing phamiets (FOC) 2
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a - Creative 1
| |w Propossl - Crestve Propca ‘MEd\i chanels: TV, radio, and publicity events at 3 desiqnated mells &
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7. Repeat steps 5-6 to add more revenue services into
the project document

8. If there is any expense for the project, add a
vendor’s service into the SCM section by searching
for the vendor and service from the “Vendor” and
“Service” drop-down lists in the table on “SCM” tab.

*Note: Vendor is an optional field, this allow user
to enter company’s internal cost (i.e. manpower) as
part of the project’s costing, without the need to
create any purchase order for these.

9. Enter the expense service’s info* and click ﬁg
button to add the vendor’s service into the

project document. If purchase price is listed in the
system for a vendor’s service or product, it will pop
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up “Product Price List” window for user to select the
list price as the budget amount.

*Note: Description is mandatory field, leave a space
(press ENTER) after the last line of your service
description. Ensure to use customer’s currency

for budget amount. These information will be use to
generate purchase orders

— Postings | Project Documents | Receipts | Payments | Retention Receipts | Notes / Attachments |
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10. Repeat steps 8-9 to add more expense services
into the project document

11. Click on “Notes / Attachments” tab at the middle
of screen to add notes or files attachment for
the project document
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12. Click on “Save” button at the bottom right of
screen to save

13. Click on “Issue Proposal” button at the bottom of
screen to issue project proposal of the project
document for the customer to review and accept. It
will generate proposal document and open the document
for user to review. User can click on “Open Proposal”
link at the bottom of screen to view the proposal
document details.

Note: Do not change details in the proposal document
as it will not be reflected in the project document.
To make any changes, delete the old proposal
document, and make the changes in project document,
then re-issue new proposal
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14. On “Proposal Details” tab, click on “Update T and
C” link to update term & conditions for the proposal
document
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[ v [ v
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PROJ-17-020019 vl
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Chanel - HQ | [Cecilia Tan | fThis proposal s valid for 7 days from the Proposal Date of the document
Deliver To
, [4110011/CH001 - Chanel vl
+ Delivery Location Contact Person e
[Chanel - HQ | [Cecilia Tan vl
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~
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5 Application Dialog

Update Description
i Update Description !

| < Select All >

Description
IThis proposal is valid for 30 days from the Proposal Date of the document

15. On “Proposal Details” tab, click on “Confirm
Proposal(s)” button at the bottom of screen after
reviewing the proposal contents to confirm

the project proposal document. Print and send the
proposal document to customer for their review and
acceptance

16. On “Proposal Details” tab, click on “Approve
Proposal(s)” button at the bottom of

screen, AFTER customer have accepted the project
proposal, to approve the project proposal document.

This will confirm the project document status. User
can click on the “Open Project” link at the bottom of
screen to view the confirmed project document. Only
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“Promised Date” can be change by user after project
confirmation.

Approve Proposal(s) Open ProjectfCreate Project

i

- Update T And C

On “Project Details” tab, journal entries applicable
for the project will be automatically created under
“Postings” tab
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o)
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[ Project Lit | Project Detaits

On the project document, user can view list of
documents that have been created relating to the
project under “Project Documents” tab. Right click on
a document to view the details.

[T Projects *

B=z<«9% g0 On Going
Header T
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30/03/2017 ~! [PRoJ-17-030013 ) [owosiz017 ~| [HQ- Head Office v
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17. A new (draft) copy of the project document can be
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generated from the proposal document. Click on
“Create Project” link at the bottom of proposal
details document to do so

( Undo Approve Proposal(s) | v) Update T And C Open ProjectjCreate Project

Proposal List | Proposal Details

Update Project Document Details:

1. Click on “Project List” tab at the bottom of
screen

2. Double click on project document to be updated, it
will bring up the details on “Project Details” tab
for the selected document.

If a project document’s status is “Confirmed”, right
click on the document and reopen the project document
first. User can do so from the document as well by
*clicking on “Reopen Project(s)” button at the bottom
left of the document screen. This action will undo
the proposal document(s) as well

If a project document’s status is “On Going” or
“Completed”, right click on the document and reopen
the project document first. This action will undo the
recognized invoice(s) as well

T Projects x
BE<e® 80 Confirmed
st B
Document Date Project Number Promised Date Branch
30/03/2017 ~| (PROI17-030019 01/05/2017 ~! (HQ - Head Office v
Confirmed Date Personin Charge Description
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Proposal Customer Currency Billing Customer
[4110011/CHO01 - Chanel ~[&] | sep (4110.011/CHOD1 - Chanel ~[EH]
Payment Term Brand Activity
(60D-EOM - 60 Days End Of Month v (BROO3 - Chanel Eyewear ! [ACD3 - Marketing ~!
Contact Location Contact Person Project Manager Retention % Retention Due Days
Chanel - HQ | [Cecilia Tan v [ vl [ 1000 [120
CRM | SCM | Postings | Project Documents | Receipts | Payments || Cnfirm re-opening? x
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- . X Marketing campaign for new produd ~
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3. Make change(s) on the project document information

4. Click on “Save” button at the bottom right of
screen to save

5. Click on “Revert” button at the bottom right of
screen or refresh icon at the top of the screen to
roll back the changes

6. Click on “Issue Proposal” button at the bottom of
screen to issue project proposal of the project
document for the customer to review and accept.

7. On “Proposal Details” tab, click on “Confirm
Proposal(s)” button at the bottom of screen after
reviewing the proposal contents to confirm

the project proposal document. Print and send the
proposal document to customer for their review and
acceptance

8. On “Proposal Details” tab, click on “Approve
Proposal” button at the bottom of

screen, AFTER customer have accepted the project
proposal, to approve the project proposal document.
This will confirm the project document status. User
can click on the “Open Project” link at the bottom of
screen to view the confirmed project document.

i Approve Proposal(s) | -' Update T And CjOpen ProjectfCreate Project

roposal Details

Issue Proforma Invoice:

1. Click on “Project List” tab at the bottom of
screen

2. Double click on project document to be view, it
will bring up the details on “Project Details” tab
for the selected document.

3. On “CRM" tab, right-click on a service to assign %
of contract value to invoice, a pop up window will
show options, choose “Invoicing (%)"” option and enter
the new invoice *value in percentage of the contract



value. User may select multiple CRM service lines to
invoice them in the same document, by holding “CTRL”
button while selecting the lines.

If no invoice % value was assigned, the application
will generate error when user click the “Request
Proforma” button

*Note:

1. Invoice progress start at 0%. “New Invoice
(%)"” value is accumulative. For example, if
you need to first charge 20% down payment,
enter 20%. Afterwards, if you need to
invoice another 30%, enter 50% (20% + 30%).
The last invoice for the service is the full
amount, so enter 100% as “New Invoice (%)"
value.

2. If discount is added to a project and
proposal with a separate line mentioning the
negative value, e.g. (SGD 2000), at the time
of requesting invoice, invoicing % value to
be allocated to that discount should be the
same invoicing % value as given for
invoicing. It will automatically allocate
the discount to the invoice with its %.

3. If there are any FOC (free of charge)
service, user does not need to allocate any
invoicing % as this shall not be reflected
in invoices, this is only for the purpose of
mentioning the FOC service in the proposal.

[T 7]

f €« g0 Confirmed .
v s SR w oy g TErTs 3
e e ot S T T T )
e o “sen e o)
e 7 [ — o e 0
= - e 9 A o M C——

CRM | SCM | Postings | Project D ts | Receipts | Payments | Retention Receipts | Notes /

2] Service Description No of days | Contract Value ~Retention? % Invo...|]
" e Marketing compaign for new products ine for Chanel Eyewear in May 2017 -

| |SRV-Proposal - Creative Proposal |, chanels: T, radi, and publicity events t 3 designated mals i b Ao

2 | MTO-201609-01 - Made To Order It... 3 sets of st billboards 6 B i

3 [SCM-2015050001 - ABC Concepts 13000 marketing phamiets (FOC) IF] D Insert a fine below

4 Move the selected line up
B Move the selected line down

Delete Stagels)
I
v
lssuePropossl | Request Proforma J (" Issue Delivery Order ) Total Contract Totat:/ 58120,000.00'
( Reapen Project(s) | =) Open Proposal Create New Save Bevert Delete

[ Project List | Project Details


https://samooha.org/wp-content/uploads/2015/03/Projects-invoicing.png

= Application Dialog

Update Stage Info
i Update Stage Info

Current Invoice (%)

[

Mew Invoice (T%}
|

The project document’s invoice line’s “Invoiced (%)"
value will be updated with the “New Invoice (%)"
value. The first time user assigns invoice % value to
a project’s service, the project document status will
change from “Confirmed” to “On-Going"

] Projects *
B=z<«® 80 On Goin
Header )
Document Date Project Number Promised Date Branch
30/03/2017 ! (pROJ-17-030019 | 01/05/2017 ! [HQ - Head Office !
Confirmed Date Person in Charge Description
(3070372017 w! [EMO1 - Chiistopher v/ [Matketing for new products line for Chanel Eyewear ]
Proposal Customer Currency Billing Customer
[4110.011/CHO01 - Chanel ~[E] sGD [4110.011/CHO01 - Chanel " | &]

4. Click the “Request Proforma” button to generate
proforma invoice for the project’s service(s), it
will open the proforma invoice details in “Invoices

Details” tab

I Elnvni:s "I (2] Projects

Bz<4$ Qg0

Drafted

Invoice Date Invoice Reference Person in Char Branch
03/04/2017 ! (PRI-17-020024 EMO - Christopher | [HQ - Head Office v
Project Reference. Payment Term Activity
(PROJ-17-030019 v/ [60D-EOM - 60 Days End OF Month ~| [AC03 - Marketing |
Client Currency Client Location Contact Person
[4110.011/CH001 - Chanel v sGD [Chanel - HQ ! [Cecilia Tan vl
Deliver To Project Designati
(4110.011/CHO01 - Chanel v [Marketing for new products line for Chanel Eyewear
Delivery Location Contact Person
Chanel - HQ ! [Cecilia Ten v
Brand Client Purchase Order Ref
, [BRO03 - Chanel Evewear vl
| Tnvoice Lines | Postings | Receipts | Notes/
A
fo)f v I 1 I ) =l ) I}
b !
= Service | T Ameunt  RetentionAmt  Ameunt TexRate  Tax A Invoic...
y - Marketing campaign for new products line for Chanel Eyewear in Mayzc1 ‘ H
1 [SRV-Proposal - Creative P L o o bty evenls st 3 desicpoted mall $520,000.00 $52,000.00 5518,000.00 Sales Tax Accou... | 551,260.00120%
2 |MTO-201609-01 - Made T... 3 sets of stages and marketing billboards [ 554,000.00] 550.00] 554,000.00 Sales Tax Accou... | 53280.000H20%
-
Total [Amount: $$22.000.00 + Tax: 551,540.00] = Grand Totak| 5523,540.00|
Confirm Invoice(s) | =} Open Project Create Retention Invoice(s) Create New Save Revert { Delete )
I
Invoices List |_Invoices Details

5. On “Invoices Details” tab, click on “Confirm
Invoice(s)” button at the bottom left of screen to


https://samooha.org/wp-content/uploads/2015/03/Projects-invoicing-value.jpg
https://samooha.org/wp-content/uploads/2015/03/Projects-On-Going.png

confirm the invoice

6. On “Invoices Details” tab, click on “Post
Invoice(s)” button at the bottom left of screen to
post the invoice. Journal entries applicable for the
invoice will be automatically created under
“Postings” tab

- =
| Post Invoice(s) | + ) Open Project Create Retention Invoice(s)
Invoices List | Invoices Details J

i iewoica Lines: - Receipts | Notes/

Journak: Sales Joural - SGD | Date:/03/04/72017 | Document = PRI-17-040024 | Reference =1/ ]

Account® Account Name | Entity Type Memo | DueDate | Debt | Credt | BaseAmount ||
4110.011/CHO01 | Chanel Commercial | Marketing for new products line for Chanel Eyewear | Jun 30, 2017 §523,540.00] | 55235400001~
14110.023 [Sals to be recognized - Projects Commercial 'Mukn.ing for new products line for Chanel Eyewear _Jun 30, 2017 [ SSZ),DDO.I)DV 1 $§22,000.00 Dr| a
4110.024 Customer To be Invoiced - Projects. Commercial |Marketing for new products line for Chanel Eyewear |Jun 30, 2017 | 5§522,000.00 $5522,000.00 Cr
4110.025 [Retention to b AT Commercial | Marketing for new products line for Chanel Eyewear |Jun 30,2017 | 52,0000 552,00000 Cif
4110.026 Retention Commercial | Marketing for new products line for Chanel Eyewear | Jun 30, 2017 552,000.00 $52,00000 Dr|
4220003 |Workiin Progress - Projects Commercial | Marketing for new products line for Chanel Eyewear |Jun 30,2017 | | ss22,000.00]  5522,000.00 Cr
6120.01 |GST Output [Commercial |Marketing for new products line for Chanel Eyewear | 5§§1,540.00 $§1,540.00 Cr|

-
v
Total [Amount: $$22,000.00 + Tax: $$1,540.00] = Grand Total: $§23,540.00
___ Undo Post Invoice(s) | =} Open Project Create Retention Invoice(s) Create New Save Revert Delete

Invoices List | Invoices Details

7. On “Invoices Details” tab, click I button to print
the invoice to send to customer

@9 Report Preview

X

P RO J E C T INVOICE

Date 03-Apr2017 Doc No : PRI-17-040024
Customer :4110.011/CH001  Currency :SGD

Invoice Address Delivery Address

Chanel Chanel

68 Orchard Road, #02-30 Plaza Singapura, Singapore 238839 68 Orchard Road, #02-30 Plaza Singapura, Singapore 238839

Contact - Cecilia Tan Contact : Cecilia Tan

Payment Terms : 60 Days End Of Month Person in Charge  : Christopher

Project Reference  : PROJ-17-030019

Description : Marketing for new products line for Chanel Eyewear

# Ref Number Description Amount

1 SRV-Proposal Marketing campaign for new preducts line for Chanel Eyewear in May 2017 20,000.00]
Media chanels: TV, radio, and publicity events at 3 designaled malls

2 |MTO-201609-01 |3 sets of stages and marketing billboards 4,000.00

ko Gragetoni® B ([ QB2 A~ Hi- S

8. On “Invoices Details” tab, user can click on the
“Open Project” link at the bottom of screen to view
the project document.

9. If there is retention for the service, user can
create Retention Invoice for the Retention Amount by
clicking on the “Create Retention Invoice(s)” link at
the bottom of screen of the invoice (to issue


https://samooha.org/wp-content/uploads/2015/03/Invoices-post-button.png
https://samooha.org/wp-content/uploads/2015/03/Invoices-report.png

retention claim invoice: see “Project — Invoices”)

i Tvorce Unes | Postings | Receipts | Notes/ -
B Service ] Description Amount RetentionAmt |  Amount | TaxRate  Tax Amount In:ooc@
i ‘sav-vaowl-cmwv.u ::’;:‘:’En‘:l’:‘w{:x:ﬂzﬂiﬁ:::ﬂ‘::.m?::lr'm $520,000.04 $52,000.00 $518,000.00| Sales Tox Accou.. su,zw‘szn% 12
2 |MTO-201603-01 - Made T... 3 sets of stages and marketing billooards 5%4,000. L 584,000.00| Sales Tax Accou... | $5280.00|H20%

Total [Amount: $522,000.00 « Tax: $§1.540.00] = Grand Totak ssa,saun:‘

{____Undo Postinvoicels) | =) Open Project]Create Retention Invoice(s)| ((CreatelNew ) [ Sove Bevert Delete
Issue Delivery Order:

1. Click on “Project List” tab at the bottom of
screen
2. Double click on project document to be view, it

will bring up the details on “Project Details” tab

for the selected document.

Note: User will be able to Issue Delivery Order
document (only) for “Made To Order Item” type line
item in the “CRM” tab, when Project document status
is Confirmed / On Going.

ts | Motes / Attachments |

i ¥ b
= Service Description Moofdays ContractValue ~ Retention? mmo...@

| btecincramsi T, ac, iy svat 1 eitedemalt [ ssooommyes o 2
(R e T T —— T —

lssuePrioposel ( RequestProforma )| lssue Delivery Order | Total cnmmmmm%

( Complete Project(s) | =) Open Proposal Save Revert Delete

“Project List |_Project Details

3. On “CRM” tab, click “Issue Delivery Order” button,
it will generate Delivery Order document with Made To
Order line items.

4. Confirm and Approve the the Delivery Order
document.


https://samooha.org/table-of-contents/project/project-transactions/sales-invoices/
https://samooha.org/wp-content/uploads/2015/03/Invoices-retention-line.png
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I E! Delivery Orders -| [E] Projects

Bz<4® 280

Header

Drafted
B3

Order Date Order Reference

03/04/2017 ' | DO-17-040073

Project Manager Branch
EMO1 - Christopher ! - Head Office |

Customer Location Contact Person

Project Reference
[PROJ-17-030019

Customer

v/

Currency

[4110.011/CHO01 - Chanel
Payment Term Activity

v SGD

[600-EOM - 60 Days End Of Month «| [ACO3 - Marketing
Brand

v

BROO3 - Chanel Eyewear

|

[Chanel - HO v [Cecilia Tan v

Marketing for new products line for Chanel Eyewear

Order Lines | Notes/ Attachments |

il &
B

=] Service I |
1_|MTQ-201609-01 - Made To Order It... 3 sets of stages and marketing billl

Confirm approval?

@ Are you sure you want to approve a document(s)?

X

SEIEE Thd

Confirm Delivery Order(s) | =} Open Project

E

Create New save Revert

Delivery Order List | Delivery Order Details

5. Print Delivery Order document for delivery to

customer

Issue Purchase Order:

1. Click on “Project List” tab at the bottom of

screen

2. Double click on project document to be view, it
will bring up the details on “Project Details” tab

for the selected document.

3. On “SCM” tab, click on “Req Project Order” button
to request purchase order, it will pop up a window
for user to select vendor and service(s) for the
order. Select vendor from the “Vendor” drop down
list, it will filter the services to show only those
provided by the selected vendor. Untick checkbox for
service(s) not to be part of the purchase order.
Click “OK” button to generate the purchase order, it
will open the purchase order document details


https://samooha.org/wp-content/uploads/2015/03/DO-confirm-button.png

Tl Projects %]

B=<% 50
Heades T
Document Date Project Number Promised Date Branch
(300372017 | [PROJ-17-030019 [01/0572017 ! [HQ- Head Office v
Confirmed Date 00 Application Dialog x
[30/03/2017 | new products line for Chanel Eyewear ]
Proposal Customer 'i"'“m de c'ﬂ;““’: jer
[4110.011/CHO01 - Chonel " 01 - Chanel ~|
Payment Term m i
60D-EOM - 60 Days End Of Month Vendor [ vendor Location el Eyewear v [ACD3 - Marketing !
Contact Location 02.001/C0001 - Costra Advertising v | [ The Metrapolis vk Retention % Retention Due D
Chanel - HQ. Contact Person ! 1000/ 180
Jeanne Ten v
CRM | SCM | Postings | Project Docy
: Available Services | ¥ &
Em,—— = Senvice Amount | - . E
! 3[SCM-2015050001 - ABC C... 5§1,000.00| A

= Vendor E Budget Amount Actual Cost
3 |6002.001/CO001 - Costra Advertisi 551,000.00)
7 | ST (IR ™ 555,000.00
5 |6008/EC0OT - Star Talent Management Group |SRV-Marketing - Creative Marketing '::f‘ L 5518,000.00
- 15 dancers
g Estimated development manpower cost:
6 SRV-DEV - Creative Development 5 sets x 52500 557,500.00|
i
Req Project Order Total Contract Total:| '55120,000.00 | Cost Totak:| $$60,500,00 Gross Margin: | 5$59,500.00|
I
Complete Project(s) | =) Open Proposal ( Save (" Beven Delete

| Project List | Project Details

4. On “Purchase Order Details” tab, click on “Confirm
Order(s)” button at the bottom left of screen to
confirm the purchase order

| (2] Purchase Orders x| [] Projects
FEEIEE
Header [}

Order Date Order Reference Project Manager Branch
(0370472017 v| [pO-17-040015 ] [ | [Ha - Head Office vl
Vendor Currency Vendor Location Contact Person
(6002.001/C0001 - Costra Advertising ~v| SGD [The Metropolis ~| [Jeanne Tan ~|
Deliver To Delivery Location Contact Person
[4110011/CHO01 - Chanel ~! (Chanel - HQ ] [Cecilia Tan v
Project Reference roject Designati
PROJ-17-030019 ! Marketing for new products line for Chanel Eyewear
ent lerm m
EOM - 60 ] N |
60D-EOM - 60 Days End Of Month | [AC03 - Marketing ~ — e
Brand
, [BROD3 - Chanel Evewear v!
[ Order Lines | Postings | Notes/ 1
¥ @
o[ v I )| el ]
i ]
= Service T Description | Amount TaxRate | Tax Amount [E2]
1 |SCM-2015050001 - ABC Concepts 3000 marketing phamlets (FOC) | 551,000.00 Purchase Tax Ac...| $§70.00[ A~
v
Total Grand Totak:| 5$1,070.00]
Confirm Order(s) |} Open Project Creste Purchase Voucher ( CresteNew ) Save (" Revet ( Delete )

Purchase Order List |_Purchase Order Details

5. On “Purchase Order Details” tab, click on “Approve
Order(s)” button at the bottom left of screen to
approve the purchase order. User can print the
purchase order after the document is approved


https://samooha.org/wp-content/uploads/2015/03/Projects-request-PO.png

©0 Report Preview

X

PROJECT

PURCHASE ORDER

Date 1 03-Apr-2017 Doc No : PO-17-040015
Vendor  :6002.001/C0O001  Cumency :SGD

Vendor Address
Costra Advertising
11 North Buona Vista Drive

Delivery Address
Chanel
68 Orchard Road, #02-30 Plaza Singapura, Singapore 238839

#21-07 The Metropolis Tower 2

Contact : Cecilia Tan
Contact : Jeanne Tan

Payment Terms :60 Days End Of Month
Project Reference  : PROJ-17-030019

D ! - Marketing for new produdis line for Chanel Eyewear
Description Amount

1,000.00

Project Manager

Ref Number
1 SCM-2015050001 (3000 marketing phamlets (FOC)

|ﬂ

e Gragetotnt ® ©f R AEEY i~ Hi~| &

6. On “Purchase Order Details” tab, user can click
“Create Purchase Vouchers” link at the bottom of
screen to generate purchase voucher / invoice.
Alternatively user may create the purchase voucher
from “Projects” application’s “Project Documents”
tab. Right-click on the purchase order, it will pop
up option for user to create purchase voucher

| v) Open Projectfl Create Purchase Voucher

( Unde Approve Order(s)

L Purchase Order List _Purchase Order Details

12 Purchase Orders | =] Projects x|

BE= €% 80 ©On Going
hate I
Document Date Project Number Promised Date Branch
30/03/2017 v! (PrROJ-17-030019 ] 01/05/2017 | [HQ - Head Office vl
Confirmed Date Person in Charge ipti
(30/03/2017 v (EMO1 - Christopher v! [Marketing for new products line for Chanel Eyewear )
Proposal Customer Cumrency Billing Customer
[4110.011/CHO01 - Chanel ~[EH] seD [4110.011/CH001 - Chanel [
Payment Term Brand ity
600-EOM - 60 Days End OFf Month v/ [BRO03 - Chanel Eyewear w| [AC03 - Marketing v/
Contact Location Contact Person Project Manager Retention % Retention Due Days
Chanel - HQ v! [Cecilia Tan ~ v 100! (180
CRM | SCM | Postings | Project Documents | Receipts | Payments | Retention Receipts | Notes / Attachments
Project Number Document Type Document Date Biling Customer | Vendor T Representative GrandTotal | Status =]
= CRM Documents ~
PROP-17-030036 | Proposal Mar 30, 2017 4110.011/CHO01 - Chanel EMO1 - Christopher $5128,400.00| Approved a
PRI-17-040024 Invoice Apr 3, 2017 4110.011/CHO01 - Chanel EMO1 - Christopher 5§523,540.00 Posted
= (RM
DO-17-040073  |Project Delivery Order |Apr 3, 2017 4110.011/CHOO1 - Chanel EMO1 - Christopher Approved
= SRM Documents
PO-17-040015 Purchase Order Apr3 2T 6002.001/C0001 - Cos... 5§1,070.00 Approved
Show Details
|
-
( Complete Projectis) |~) Open Proposal Create New Save Revert Delete

[ Project List Project Details
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Issue Purchase Invoice / Voucher:

1. Click on “Project List” tab at the bottom of

screen

2. Double click on project document to be view, it
will bring up the details on “Project Details” tab

for the selected document.

3. On “Project Documents” tab, right click on a
purchase order document. It will pop up options

window,

select “Create Purchase Voucher",

it will

generate and open purchase voucher for the purchase

order

(2] Purchase Orders | =] Projects x|

B=e% 80 ©On Going
Header T
Document Date Project Number Promised Date Branch
(30/0372017 ! (PROJ-17-030013 ] (0170572017 ~| [HQ- Head Office v
Confirmed Date Person in Charge Description
30/03/2017 «! [EMOT - Christopher v Marketing for new products lin for Chanel Eyewear ]
Proposal Customer Currency Billing Customer
4710.011/CHO01 - Chanel ~[@E seD 4110.011/CHOO1 - Chanel ~[E]
Payment Term Brand Activity
(60D-EOM - 60 Days End OF Month ~! [BROO3 - Chanel Evewear ~| [ACD3 - Marketing ~!
Contact Location Contact Person Project Maneger Retention % Retention Due Days
[Chanel- HQ v! [Cecilia Tan v/ | vl [ 1000] (180 ]
CRM | SCM [ Postings | Project Documents | Receipts | Payments | Retention Receipts | Notes / Attachments |
Project Number Document Type Document Date Billing Customer Vendor Representative Grand Total 1 Status. =
5 (RM r
PROP-17-030036 _|Proposal Mar 30, 2017 4110.011/CHOD1 - Chanel EMOT - Christopher 55128,400.00| Approved
PRI-17-040024 Invoice Apr 3, 2017 4110.011/CHO01 - Chanel EMO1 - Christopher 5§23,540.00 Posted
5 CRM Documents
DO-17-040073 __|Project Delivery Order | Apr 3, 2017 4110.011/CHOD1 - Chanel EMOT - Christopher Approved
5 SRM Documents
PO-17-040015  Purchase Order [T - — — 6002001 -Cos... $§1.070.00 Approved
Show Details
—
-
[: Complete Project(s) | =) Open Proposal Create New Save Revert Delete

[ Project List | Project Details

[ (2] Purchase Vouchers x | [£] Projects

OE4% Q8 Drafted
et B
Voucher Date Voucher Reference Project Manager Branch
[03/0472017 ] [puv-17-080012 ] | | [HQ - Head Office v
Project Reference Purchase Order Payment Term Activit
PROJ-17-030019 v!| [P0-17-040015 v 0D-EOM - 60 Days End Of Month | [AC03 - Marketing vl
Vendor Cumrency Vendor Location Contact Person
[6002.001/CO001 - Costra Advertising ~ sGD The Metropolis ! [Jeanne Tan ~
Deliver To Project i
[4110.011/CHO01 - Chanel ! Marketing for new products line for Chanel Eyewear
Delivery Location Contact Person
Chanel - HQ ! [Cecilia Tan v
Brand
. [BROD3 - Chanel Evewear vl
[ Invoice Lines | Postings | Payments | Notes / Attachments |
¥ &
folf v I I i =
[ [
S‘ Service 1 Description Amount | TaxRate  Tax Amount [
1 |SCM-2015050001 - ABC Concepts 3000 marketing phamlets (FOC) 551,000.00] Purchase Tax Ac... S570.00[~
-
Total [Amount: 581.000.00 + Tax: §570.00] = Grand Totak $51,070.00
j Save Re
Confirm Invoice(s) | ~J Open Project (CresteNew ) s feverr  (( Delete )

Purchase Voucher List | Purchase Voucher Details

4. On “Purchase Voucher Details” tab, click on
“Confirm Invoice(s)” button at the bottom left of


https://samooha.org/wp-content/uploads/2015/03/PV-confirm-button.png

screen to confirm the purchase voucher / invoice

5. On “Purchase Voucher Details” tab, click on
“Post Invoice(s)” button at the bottom left of
screen to post the purchase voucher / invoice. User
can print the purchase invoice after the document
is posted

@0 Report Preview X
r
PROJECT rURGHASE INVOICE
Date :03-Apr2017 Doc No - PUV-17-040012
Vendor :6002.001/C0001 Cumency :SGD
Vendor Address Delivery Address
Costra Advertising Chanel
11 North Buona Vista Drive 68 Orchard Road, #02-30 Plaza Singapura, Singapore 238839
#21-07 The Metropolis Tower 2
Contact : Cecilia Tan
Contact : Jeanne Tan
Payment Terms + 60 Days End Of Month Project Manager
Project Reference  : PROJ-17-030019
D - Marketing for new produdls line for Chanel Eyewear
# Ref Number Description Amount
1| SCM-2015050001 |3000 marketing phamilets (FOC) 7,000.00
k4
v
o @rageron® ©f R AOBEY) di~ EHi~ &
6. Journal entries applicable for the purchase
voucher will be automatically created under
a“ - ”
Postings” tab
i owoice Lines | Poinge ] Peyments | Notes/ Attachments
Journal: Purchase Journal - 5GD Date:/03/04/72017 | Document #:/ PUV-17-040012 | Reference #:/ ]

Account® | Account Name " EntityType | Memo " DueDate Debit Credit | BaseAmount |5
452001 GST Input Tax |Commercial | Marketing for new products line for Chanel Eyewear | 5570.00] $570.00 Dr| A~
6002.001/C0001 Costra Advertising _[nmmzl(lal IMarlﬁmg for new products line for Chanel Eyewear lJun 30, 2017 | 5$1,070.00 5§1,070.00 Cr| A
60222.01 Provision for Creditor A/C - Project | Commercial | Marketing for new products line for Chanel Eyewear Jun 30, 2017 5$1,000.00 5§1,000.00 Dr

| )
-
Total [Amount: $$1,000.00 + Tax: $$70.00] = Grand Total: §$1,070.00
( Undo Post Invaice(s) ~) Open Project Create New Save Revert Delete

Purchase Voucher List I Purchase Voucher Details I

Project Realization — For Accounts
Only

1. Click on “Project List” tab at the bottom of
screen

2. Double click on project document to be view, it
will bring up the details on “Project Details” tab


https://samooha.org/wp-content/uploads/2015/03/PV-report.png

for the selected document.

3. Click arrow on “Complete Project(s)” button at
bottom left of screen, it will pop up options for
user to select. Select “Recognize Invoices”

option. It will pop up a window for user to recognize
the invoice of the service(s). Enter information on
top half of the window. Untick checkbox for
invoice(s) not to be recognize. Click “OK” button to
recognize the selected invoice(s), a message will
appear to confirm the invoice(s) being recognized

a lenrc s = iz o M|

: e o
Confirm Project(s) bove services include

Complete Project(s)

Recognize Invoices

Undo-Recognize Invoices

Reopen Project(s)

Cancel Project(s) orma ]

Open Proposal

Project List | Project Details

@9 Application Dialog X

Project Invoice Recognition
i Enter project invoice recognition details |

Recognized Date Code # Reference Mumber
(0370472017 /| [<-AUTO-GENERATED-» [ |
Memao

Marketing for new products line for Chanel Eyewear -~

Invoices

Project Mumber Document Date Grand Total
PRI-17-040024 Apr3, 2017 5523,340.00 |

=l >

w

s e

inveice Recogriconi S,

I Q Invoice recognition is complete.Go to postings tab to see the entries and SCM tab for the actual costs!



https://samooha.org/wp-content/uploads/2015/03/Projects-recognize-invoice-dialog.png

4. View the cost / expenses under “SCM” tab and open
“Postings” tab to review the journal entries posted

"CRM | 5cM [ Postings | Project Documents | Receipts | Payments | Retention Receipts | Notes / Attachments

]

fype: | Invoice Recognition w ] Joumal/Sales Journal - SGD Date: 03/04/2017 | Document #/RP-17-040011 | Reference &

Account® Account Name T EntityType | Memo T DueDote Debit T Credit T BascAmount ||
1010 |Gross Invoiced Sales - Third Party Commerciat | Marketing for new product... | 5§16,000.00 5518,000,00 Cr| &
1010.09 |Income - Project Commercial Marketing for new product...| | §54,000.00 554,000.00 Cr[ |
2060 |Third Party COGS Commercial Marketing for new product... | 5510,906.35 5510,906.35 Dr|
2060.04 Project - Production Cost Commercial Marketing for new product... 5§1,000.00 | 5§1,000,00 Dr
4220003 Work in Progress - Projects Commerciel Marketing for new product...|Jun 30, 2017 5522,000.00 5522,000.00 Dr
423010 [Purchase Cost to be recognized - Project | Commercial Marketing for new product...|Jun 30, 2017 | 5§11,906.35) 5511,906.35 Cr
6021.01 lUnknnvm Creditor A/C - Projects Commescial | Marketing for new product... | Jun 30, 2017 | $§11,906.35 5511,906.35 Dr|
60222.01 Provision for Creditor A/C - Project Commercial Marketing for new product... | Jun 30, 2017 5!11306.35' 5511,906.35 Cr|

)
v
( Complete Projectis) ~) Open Propasal Create New Save Revert Delete

Project List | Project Details

*Note: If previous invoice(s) were recognized at
different time (multiple project realizations), user
can view these recognized invoice(s) by selecting
“Type” drop-down list in “Postings” tab. The
corresponding journal entries postings will be shown

m Project Documents |

Invoice Recagnition

Sales Invoice Postings
N Purchase Invoice Postings

Sales Provision

B Purchase Pravision

5. To undo recognition of invoice(s), click arrow on
“Complete Project(s)” button at bottom left of
screen, it will pop up options for user to select.
Select “Undo-Recognize Invoices” option. It will pop
up a window for user to undo the recognized invoice
of the service(s). Tick only checkbox for invoice(s)
to undo the recognition then click “OK” button

Confirm Project(s)
Complete Project(s)
Recognize Invoices

Undo-Recognize Invoices

Reopen Project(s)

Cancel Project(s)

Open Proposal

Project List |_Project Details |
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@9 Application Dialog X

Project Invoice Undo Recognition
i Select invoices to un recognize them !

Recognized Invoices
A Code# Recognized Date Recognized Income Recognized Cost  |@
RP-17-040011 Apr 3, 2017 5522,000.00 5§11,906.35|
=
v
( ok ) Cnce )

Undo Invoice Recogniti

@ Undo Invoice recognition is complete.Go to postings tab to see the entries and SCM tab for the actual costs! I

Complete Project:

When all project’s services “Invoicing %" values are
all 100% (for non FOC services), user will need to
close / complete the project.

1. Click on “Project List” tab at the bottom of
screen

2. Double click on project document to be updated, it
will bring up the details on “Project Details” tab
for the selected document.

3. *Recognize the invoices (see “Project Realization
— For Accounts Only” procedure above)
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E Projects X

¢ T €« )80 On Gaing
e L —
Document Date Project Number Promised Date Branch
(1870572015 v! [PrOJ-15-050003 ] [31/05/2015 v! [HQ - Head Office v!
Confirmed Date Client Manager Description

19/05/2015 v! [EMOL - Christopher vl ]
Proposal Customer e Billing Customer

I4l]UDl.l,'PFDOl - Pfizer Biopharmaceuticals v‘ | &] SGD (4110 011/PF001 - Pfizer Biopharmaceuticals v! &}
Payment Term Brand Activity

[60D-EOM - 60 Days End OF Month vl [BROO4 - Pfizer v ! ['acoz - Promotion v!
Contact Location Contact Person Project Manager

Changi v | Donna Summers — e v

[coﬂﬁfm Invoice Recognition? sl

{cRm | scm | Postings | Project Documents | Notes / Attachmer |
i @ Are you sure you want to recognize invoices now 7 ' ‘

# Service - ' Noof days Contract Value % Inv.. :

["As per the brief provided by mé‘

[This service will include the below elements:

- 3D Design of the C1 Animation Gondola

- Technical indications on 3D + plans for production purposes
1 CREAD0Q1 - Creative Proposal 20 5520,000.
The above services inciude 2 design propasitions and up to 2 rounds of revisions on the chosen route.

v

Issue Proposal | (_ Request Proforma ) Total Contract Totat! 542000000
& Complete Project(s) ) Open proposal ( Create New Save Revert Delete
Project IJSTI Project Details

*Note: If previous invoice(s) were recognized at
different time (multiple project realizations), user
can view these recognized invoice(s) by selecting
“Type” drop-down list in “Postings” tab. The
corresponding journal entries postings will be shown

| Postings J| Project Documents |

Type:

Invoice Recognition

Sales Inveoice Postings

Purchase Invoice Postings

Sales Provision

Purchase Provision

4., Click “Complete Project(s)” button at bottom left
of screen, after all invoice(s) recognized (100%),
and click “Yes” to confirm

5. On “Project Completion” window, update the
information and click “OK” to complete the project
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Projects X

® E @« % 80 On Going
Header

Document Date Project Number Promised Date. Branch

(180572015 v! [PrOJ-15-050003 ] [31/05/2015 v! [HQ - Head Office v!
Confirmed Date Client Manager Description

19/05/2015 v! [EMOL - Christopher vl ]
4110011/PF001 - Pfizer Biopharmace

001 - Pfizer Biopharmaceuticals v] [&]

Payment Term Activity
[60D-EOM - 60 Days End OF Month I T Enter project completion details ! v! (acoz - Promotion v

Contact Location

Date  Code# Reference Number
(200572015 ~! [wto-cenerateD-> | |

Memo
ompleted early

No of days  Contract Value | % Inv...

e project.

- Technical indications on 3D + plans for production purposes
1 |CREADOOL - Creative Proposal 20 $§20,000.00| 100%
[The above services include 2 design propositions and up to 2 rounds of revisions on the chosen route.

[ tssueproposal | ((_ Request Proforma ) Total Contract Totat{ 552000000
L Complete Project(s) 1 open Proposal ( createew ) ( save ) peven ) Delete

[ project List |_Project Details |

Projects X
e B € %3 0 | Completed 1
Header = )
Document Date Project Number Promised Date Branch
[18/0572015 ! [PROJ-15-050003 ] [31/05/2015 v! [HQ - Head Office v!
Confirmed Date Client Manager Description
19/05/2015 ! [EM01 - Christopher v ]
Proposal Customer Currency Billing Customer
[4110011/PFo01 - Pfizer Biopharmaceuticals V@] seo [4110011/Pr001 - Pfizer Biopharmaceuticals N
Payment Term Brand Activity
{60D-EOM - 60 Days End Of Month ! [BROO4 - Phizer +| [Acoz2 - Promatian vl
‘Contact Location ‘Contact Person Project Manager
Changi v! [Donna Summers w! EMOL - Christopher v
{ CAM | scM [ Postings | Project Documents | Notes / Attachments |
i ¢ &
* Service Description No of days | Contract Value % Inv...| &
TAs per the brief provided by the client, Project will provide design routes for the above project. A
This service will include the below elements:
3D Design of the C1 Animation Gendola
- Technical indicati 3D + plans for on purposes
1 | CREAD0O1 - Creative Proposal 20 5$20,000.00] 100%
The above services include 2 design propasitions and up ta 2 rounds of revisicns on the chosen route.
o
Issue Proposal ) ( Request Proforma Total Contract Total{ 5§20,00000|
‘Reopen Project(s) | =) Open Proposal ( Create New Save ( Revert ) Delete

Project List | Project Details

6. To print the project document, click on & button
on top of the screen. User also has options to
preview the document, and print the document as
softcopy (export as pdf or excel file)
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Emjeﬂs o

o= ¢ =0
Header B
Document Date Project Number Pramised Date Branch

[18/05/2015 ! [PROJ-15-050003 ] (310572015 ! [HQ - Head Office v!
Confirmed Date Client Manager Description

19/05/2015 ! [EMO1 - Christopher v ]

Proposal Customer
[4110.011/PF001 - Pfizer Biopharmact

Payment Term
60D-EOM - 60 Days End Of Month

Contact Location

Activity
v/ [Aco2 - promation v!

i Print/export/preview the generated report.

Select a Report Format

Noofdays Contract Value ;'ler.

=

CREADOO1 - Creative Proposal 20 $520.00000 100%
[The above services include 2 design propositions and up to 2 rounds of revisions on the chosen route.

v

Issue Proposal ) ( Request Proforma Total Contract Total: 5$20,00000|
Reopen Project(s) | =) Open Proposal ( CreateNew ) Save Revert ( Delete
Project List | Project Details l

gﬁeportPf iev

—— PROJECT

18 May 2016
Pfizer Biopharmaceuticals
311 Upper Changi Road, #01-55/56 Bedok Mall, Singapore 467360
Contact : Donna Summers
Project Reference : PROJ-15-050003
Payment Terms :60 Days End Of Month Activity : Promotion
Client Manager : Christopher Brand : Plizer
Project Designation
Client Side (CRM)
Creative Proposal : SGD 20,000.00
"As per the brief provided by the client, Project will provide design routes for the above
preject
This service will include the below elements:
- 3D Design of the C1 Animation Gondola
- Technical indications on 3D + plans for production purposes
The above services include 2 design propositions and up te 2 rounds of revisions on the
chosen route.

v
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View and Search for
Project Document Details:

1. Click on “Project List” tab at the bottom of
screen

2. Enter search parameter to filter the result, i.e.
type in which client to search for in the “Client”
text field box or select from drop-down list

3. Result can be sorted alphabetically by clicking


https://samooha.org/wp-content/uploads/2015/03/Projects-print.jpg

the fields’ columns

4. Double click on project document to view full
details of the document, it will bring up the details
on “Project Details” tab for the selected document

5. On “Project Documents” tab, related project
documents issued will be listed for user to view,
i.e. proposal document(s), invoices, etc. Right-click
on a document (row), it will pop up options window,
for user the view the document details or take

further action

[T Projects *
SAET
Header T
Document Date Project Number Promised Date Branch
(30/03/2017 v! (PROJ-17-030019 ] (0170572017 v| [HQ- Head Office v!
Confirmed Date Person in Charge Description
30/03/2017 | |EMO1 - Christopher A Marketing for new products line for Chanel Eyewear
Proposal Customer Currency Billing Customer
4T10.071/CHOO1 - Chanel v[E] | seD 4110.071/CHODT - Chanel ~[E
Payment Term Brand it
§0D-EOM - 60 Days End Of Month | [BRO3 - Chanel Eyewear ~| [ACD3 - Marketing =’
Contact Locaticn Contact Person Project Manager Retention % Retention Due Days.
(Chanel - HQ v! (Cecilia Tan v vl 10.00] (180 ]
Project Number Document Type DocumentDate  Billing Customer Vendor " Representative  Grand Total Status B
= CRM Documents ~
PROP-17-030036 | Propasal Mar 30, 2017 4110.011/CHOO1 - Chanel EMO1 - Christopher | 55128,400.00| Approved
PRI-17-040024 |Invoice Apr3, 2017 4110.011/CHOO1 - Chanel EMO1 - Christopher 5523,540.00  Posted
= CRM Documents |
DO-17-040073 pr 3, 201 EMO1 - Chri I |Approved
(oo |
~
( Complete Project(s) | =) Open Propasal Create New Save Revert Delete

oot | Project Dt
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