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INTRODUON

The Unit4 PSA Suite iguaed to make our customers more productive and Drive Operational Excellence. To help our «
achieve those goals we will focus in 2018 on the following themes:

1 User Experience
1 Increase Productivity
1 Industry Specific

1 Platform Synergy

This document will describe the new features for versions scheduled to be released in 2018nafitel ateiyet il Bolatrix release
This Sprint is defined $ervice Updat@sie last service update 4 in mainly translations to dutch and some minor bugfixes after the f
service updateBhis document outlines Service WpAaBeand which are combined in thiatBrlrelease

Planning 2018

Vega Release
Industry Experience Pack

UX Experience Pack

Bellatrix Release

Platform Compliancy and Synergy

Service Update 1

Service Update 2

Service Update 3

0006000006

Service Update 4




Invoices

4 |nvoices

Default Invoice Mumber Prefix
Default Ledger

Default Expense Ledger

Default Invoice Report

Start Invoice Name with Inveice 1D
Add Period to Invoice Name for Recur
QuickBooks

Generate Email

Email Attachments

INV

4000 Repenue-Senvices.

4020 Rel Expen
Factuur_4_NL

|

O

Create draft Emails

Invoice Report (pdf)

Invoice Number 92

Currency Decimal Precision --

Use Account Tax Groups O
Omit Sales Tax Calculation O
Due Days 15
Lines per Transaction Process 100
Show Expenses Detail Columns O]

Update Date/Period fields on Approve

Date Delivered
Date Delivered and Financial Period

The Update Date / Period fields on approval (1) setting allows you to automatically adjust the date of theénigube@wdiea.appro

There are 3 possibilities:

1.
2.
3

Not- The date / period remains unchanged when appriowiaige.
Date approve@he date of the invoice is adjusted to the date of approval of the invoice.
Date approved and financial pérfadate of the invoice is adjusted to the date of approval of the invoicarsddtlitoalso

the correspdimgperiod



PSA User Templates

psasuite | PSA psasuite | HRM M

General Settings Business Settings

PSA Settings Legal Entities

| m PSA User Templates Financial Periods

m PSA Users Booking Periods %
n "RhA | lcare IFFFEHI Ruicinacc Claciirac m

Multiple PSA User Templates can be cR8fe&eéttingShe following items can be included in a template:
1. The PSA license type
2. The standard roles for CRM / PSA
3. The standard related hour types
4. General settin@tsours per week / day, Legal unit, Gantt chart scope etc.)

«General —@)

Name ™ Urenboeker License ™
Portal Role
Time Card User No

Auto Admin Approve Time Cards O

Default Hour Type Architect

Can Approve Hours Own Department
Can Approve Expenses Own Department
Can Approve Expense Claims No

Can Approve Invoices No

Resource Assignment Scope All

Gantt Chart Scope Own Activities
Utilization Sheet Scope Own Activities

» Associated Hour Types *—’e
» Security Roles e——————@)

If a template has been created, a PSA User Template can be selected when creating a new employee, thateettili gofwde the ten
added to the newly created employee.

Added Invoicetfiegs (html screen)



Bond, James =

Reallocate Hours Scope -

4
|

Reimburse per Mile -

Show Allowances in Timesheet Line |
Exchange Cross Browser |

Default Work Location -

Hide Accounting Columns Invoice Lines D.o
Disable Delete Add T&M Invoice Lines -

Disallow Invoice Lines Qty above Hours Qty |

In thePSA Settings > PSA Ysearsan set up per user which rights this person has when creating an invoice with T&M items.
The 3 additional settings are:

“Invoice Lines

Date Employee Hour Type Des... | Hours Booke.. | Quantity Price Per Unit Total Amount | Ledger Tax Group
= 20.10 Kosten

Kos... 1,00 1.000,00 1.000.00 8010 Omzet Te betalen 21%
€ 1.000,00

1. Adjust sales ledger at invoice line level (yes / no)
2. Disable Add / deléteoice lines.
3. Do not allow raising invoiced hours in relation to booked hours.



Fill inevenuédger debit on project item

In the settings it is possible to select a ledger on the Project Group where the debit revenue for undeblgwiggdroject items

PROJECT ITEM GROUP : INFORMATION

Analysis phase =

4 General

Name * Analysis phase Revenue Ledger Credi -

Revenue Ledger Debil -

Also it is possible to set this up on a project

FINANCIAL

Billable Costs Amount 8-

Invoiced & - Cost Amount @ -
To be Invoiced a8 - Hours not yet Invoiced e - Transfer Amount B -
Invoice Write Off - Selling Amount B -
Actual Revenue 8-

WIP Actuals B - Account -

Contact -

Invoice Reference - Revenue Ledger Credit -

Invoice Reference Retainer B - Revenue Ledger Debit -

Retainer Balance Type -

The hierarchy for this is as follows:
Project item
D

Projecitemgraips(settings)
D

PSA Financial Settifhggjal entity
D

PSA Financial Setti@sneral



Planboar(hew)

PSA Suite > Planning & Forecast > Planboard

‘ e et | PSSSERE THRANEEH
o

My Work Programs and Projects Resources Planning and Forecast
n& it
1 Dashboards |-E Programs @ Employees E Utilization Sheet
E] Activities ﬂ Projects E Products EHE Availability Sheet
% Accounts @ Project ltems ’ Equipment l; Gantt Chart
E Contacts E Performance Report ﬁ_ Vacation Leave m Forecast

Invoices Sick Leave Y| Planboard

Banks of Hours

Planboard ia full new development available within this release. Planboarébisd#gsigraay plantoggsilycreate events and will
allow you to plan resources based on a timeframe witbin cadagreate an efeera resourbg selecting a time frame in a day with your
mouse pointéith the Planboard you will be able to:

DD DD D DD D D

Create an event by selecting a time frame in the plan board based on a start and end time

Create an event with anmaimi duration of 15min

Events can be planned with repetitiveness (daily, weekly, monthly)

The time scale of a day is standard and can be adjust from the filter settings

Determine your own event codes and provide them with your own color indication

not avdable time (off duty) can be set up per resource and is visible in planboard

PTO and business closure is visible in Planboard

Create a 6General 6 event, not related to a project
Event is related to a PIA and/or project item

Hour booking is related to an ewento PIA and/or project item

Events can be retrieved as a blue print in timesheet Calender and timesheet Line
Hover over job will show tool tip with summary of detail of job

Copy a job: Click + Shift and drag



Parbosrd stwctm [4[1] © 8

PR \W \W e e 1 Cacwn et
Aprl Meyer fﬂ‘?’nﬁ“’““’ =3 g irishop o Watbop |
F—— ® e ey
Douwe Bierma. m%ﬂmm mﬁﬁnm
1. PTO integration (HRM)
2. Not availableff duty integration (HRM)
3. PIA day utilization visibility
4. Filter option
5. Settings for color code set up of events
6. Show Tentative events with yellow outline

After creating events click on the Save icon top right to save your last enhancements to planboard.



An event can be
The job details will contain:

a 6General 0

New Event... X
Name: Scope Session
Repeat: None v
Event Type: Billable v
Location: Local office
Project: £ 2015.0112 Support Contract
Item: 20.01 Billable Support v
PIA: v
Hour Type: Engineer v
Adjustment: v
Note: Text John before you arrive
Internal Note: 255567788
[¥] Out of Town [¥] Tentative V| Show in Timesheet

Save Close

event

A gener al

Events can be schedule using repetitiveness on a daily, weekly or monthly basis

L CedyEll project Management
ocal office

Mame;

Repeat:

Event Type:

Repeat event

Frequency:
Every:

sun Mon

End repeat:

®
project Management
Custom... »
Billable >
®

Weekly v

1 3 week(s) on:

Tue ‘Wed Thu Fri Sat
| ever | » |

Save Cancel

event

does

n



When hovering over an event a poplagiladlisietails concerning the event

Mon 05-11-201§

Tl

] 10:45 - 17:00
jpu1a3 4 Event Type: Billable
MName: project Management
Location: Local office
' MR | Project: 2018.0962 Project Management Shell
ral office
Ttem: 10.01 Consultancy
PIA:
HouwrType:  Project Manager Senior
Adjustment:

Account: WorldWideServices
Contact: Jim Hardwell

Phaone: 555-1234
Out of Town: ]

Show in TS: [

Rigg 4

The filter option allows you to create your own filter and store that filter. Filter has the option to iiictatlenh& A tkaygays are
not displayed as the total amount can consist of multydeRidAda days do not have a start and end time indication. The number h
informative karakter to understand a resource is booked on other engagements.

Planboard Filter
] User:
(@ Legal Entity:  Assistance Software EMEA | Department: | User: D -
Wiew: Work Weak * | Start Time: 07:00 * | End Time: 1B:00 A

B Show the not Event related PIA Day Hours

H save ik



Settings can be applied for setting up your own event color code indication

Event Types b
+ X
Event Type Color
s
oo

Internal FFE300

Save Close
Planboard makegusof t he approved PTO request that wil.l appear ac
greend color just as in Utilizationsheet.

Contract entity is extendddstart and end time indicg@rrday. This isdiger the planboard to indicate that an empioyewailable
(off duty). Populating the from / to hours will show that a NQ@&waitalsle and therefofeF Dusyown in dashed light grey.



Detaildillable costs

PSA Suite > jexis > Open a project > Financials section

At project level, theredstting which can be used to indicate whether expenses should be shown in detail on the invoice.

4 Financial

FINANCIAL
Amount & €000 Budget & €000
Invoiced & €000 To be Invoiced & €0,00
Amount Paid B - Invoice Write Off B -
Hours to Invoice & €000
Detailed Invoicing Time Group By
Detailed Invoicing Expen Group By

Miles are not displayed in detail unless this is indicated via the setfir®gititigs PS
This 3 possibilities are:

- Select none (there are no miles displayed)
- Grouped total (total grouped one line)
- Grouped by Employee (miles grouped per employee)

Show Expenses Detail Columns
Update Date/Period fields on Approvz --

Invaice Milage Grouping
Grouped total

G Grouped total e



Disable Mandate on Project

PSA Suite > Projects > Open a pinjexitesection

4 |nvoices

Your Reference Default Invoice Report a--

Invoice Account

Invoice Contact IExc\ude from Direct Debit O I

Corhinct

It is possible to indicate on a project that it should not be taken into account with mandate.



Emailnvoices

In this version new fields are included for invoicing by email.

At botlaccounandproject levglields have been addeshich persons can be selected to whom the invoice should be mailed.
4 Email Invoices To 1 3
Email Invoices To + + &

0

l Invoice Email Address - I

In Invoice email address (4) a email address can be entered manually, this email address does not havedmbe known in the sys

Schematically this looks like this:

Account E

Invoice email address Project }—‘
’ l

‘ Project ‘ Projectlgv—“ Project CC ‘ Project BCC

! '
@ct cc Project BCC | M

A y ‘

‘ Account CC ‘ ‘ Account ‘ l l

A J

Account

Account To ‘ Account CC ‘. Account BCC

3] B

—o{ Project Financial Contact ‘4—

Invoic&lannefhew)



PSA Suite > Projects > Open a projagbice Plan

Q psasuite psasuite | PSA ~  Projects > 20160017 SPU - Roa.. ~
Planning and Budget Resources
Gantt Chart E Performance Report Projects H Project Tean
o [ ) .
Activities Y connections Project Teams j-r Equipment
I

ANOEEND

Clased Activiies Documents

Budget m Match Profiles Bl Joumnal entries

Forecas -

Revenue Recognition Invoice Plan Item Det...

Purchase Orders Products

e Lor

Theinvoicelanner is designed to facilitate easy creation ofirsoicgieemes. This creatiomvoicescheme is based on the contract
value (PSA item amount).

=A =4 =4 -4 =

Théenvoicelan egine will provide the option to create, in a sequevmiegdan based on a schedule
Planneéhvoiceequence can be created from all contract types.

T&M bill plans will be planned with 0; when project unfolds in the period the amouetivetdoeginglylat
Thenvoiceplan will be available in batch invémsing$lan engine)

On item level you will have 2 extra options for balance invoicing; You can mark an item as Balance andrniflaignicevoicealk
invoice is > than retaineywar

Invoice description details can be managed on project item leveliasoicglan tavel

+ NEw  [Q DEACTIVATE T DELETE € INSTANT TIMEENTRY (@) PROJECT REPORT (53 INVOICEREPORT PROCESS ~ [ COPY BUDGETTOFIXED.. @\ PROJECTLOCATION | ===

B2 Invoice
PROJECT : GENERAL ~

sjectNumber Budget Contract Value
- & Invoice Plan 20181245 8 $4.04000 @ $23.600,00
2018.1245 Testing SU2 and SU3 -= PR
9 -Copy Project
&€ Add Project ltems
Business Development (Active for 2 days, 1 hour) r Project £ sign
v P Testing SU2 and SU3 Type v Assistance Software EME sor W Get Signatures
v Consulting Engagement v Jeroen Graafland v cul #GoTo DocuSign
¥ Select Account dlick to enter Project Resources
28 Assign Project Quote to Closure (Active for 2 days, 1 hour) ~ Next Stage @
) Share
“Details = Email a Link
& Run Workflow
Project Item Sub Grid View ~ = + =
[¥ start Dialog
ltem Group ltem ID 4~ ltem Name Amount Budget Estimated Cost..| Estimated Res.. | Billable Costs . | Invoiced To be Inv Expense Mark... | PrcComplete | Cost Amount | Transfer Amou..| Selling Amount | H
[ Word Templates »
1| Develop.. 01 Developement & Design (fix... $20.000,00 $ 4.040,00 $3.240.00 $ 800,00 $800000  §12. [¥) Run Report s 0
N [Z, Other Activities r
100 | Advisor... 101 Consulting (T&M) $ 3.600,00 $000 $0,00 50,00 $0,00 $ 2.000,00 $1. 0 $1.20000 $1.680,00 $3.600,00

Form Editor

This will lead to the screen to geneoitenlan (installment plan) with a flexible invoice schema where you have to ability to do this v
monthly with flexible occurrences, which gives the user the ability to do this every week, every 4 weeks)@vihy (qoattereescy



Also a T&M item can be added to the schema which means that when creating the batchrnidvbédd bolihfixadded to one invoice

automated.

=. Invoice Plan - Google Chrome

@ htips)//psasuite.crmd.dynamics.com/%7B63

Invoice Plan:
Invoice Seguence: Monthly
Start Date: 01-11-2018

Inveice Date X days after sequence End Dates |4

2018.1245 Testing SU2 and SU3

v

Oceurence: | 1

End Date: | 01-11-2019

Ok T&M | Item Code ~ Item Description t

o1 Developement & Design (fixed) 0,

101 Consulting T&M; 0,00
20.000,00

VebResources/psa_/InvoicePlan.htmi?id=%7b15BD5390-E1FD-ES1

— O X

-E8 000D3A233E06%7d8orglcid=10338orgnam..

Project:
. 2018.1245 Testing SU2 and SU3
-
(3| Account: Grafi-Soft Solutians

Description: Testing 5U2 and SU3

Create/Update Invoice Plan

When using the retainer amount on a T&M item this retainer amount will be used for the bill planner. Orgthrisdtetmat aredasconf

to be done if the actual T&M amount in a specific mosttheveauthly retainer. Either just leave the retainer as it is, or add the over
the invoice as an extra line. This extra line description can be set on an item level.

PROJECT ITEM : GENERAL T

101 Consulting (T&M) -=

nvoice Reference

Do

etainer Balanc

4 Budget

Consultancy work fase 1 ad-hoc as
agreed

Monthly surplus agreement

Based on Selling Amount if above
Retainer Amount



Invoicélanner Invoice Engine (new)

For the invoice planner B&% Sté> Projecind open a project and skigoice Plan

g2 Dynamics 365 + | psasuite |[PSA v | Projects > 20150007 Cloud Risk... v

Planning and Budget

Il Gantt Chart . Revenue Recognition m Match Profiles @ Ite
:_-' Activities Status Report @ Financial Process Tra... Pu

i

If/; Closed Activities Connections .‘.- Projects @ Pu
‘.- Projects @ Ca

Budget Invoice Plan @ Project Progress Logs @ Sp

Q Forecast Invoice Plan Item De... Journal Entries E Pre

Thenvoicelanner invoice engine is designed to facilitate easy creation of invaiceéchpanside engine will provide the option to
create automated your invoices in the seledted gagodhénvoicelan invoice engine is a new solution and will not interfere with Ba
invoicing.

-

LN
Documents

szl Utilization Sheet

v

Automatic creation of all invoices from all contract types

Invoicglan is related to a project item

T&Mnvoicelan will show all hours dtreeiselected period

The invoice engine will handle multiple item types for creation on 1 single invoice

For retain@rvoicereation options on project item level apply to mark as Balance and if only invoiceable when balance iny
than retaineamount

91 Invoice description details can also be managed on project item level

=A =4 =4 =4 =4

o L 1 1A 0 B 1 1A B 8 DAL da b s |t | ittt

B Batch Invoice Module - Google Chrame = O x
& https://psasuite.crm4.dynamics.com/% 766368021593 /WebResources/psa_/Batchinvoicing.html?orglcid=1033&orgname=orgdcefda158u...
Invoice Type: Invoice Plan | 40y Project Number: Legal Entity: -
Invoice Period: | 01-11-2018 8| Until (incl: 30-11-2018 a Department: "
Invoice Date: 30-11-2018 [3| Financial Period: 2018-11 b Project Manager: w
4 Project Type: w Project Supervisor: w
Project Status: w Inveice Approven -
Ok | Project Number « Project Account

[ 20181244 Bill Plan Invaice WorldWideConsulting




Retrieve Outlook Calender
From PSA Suite Service Update 2 it is possible to retrieve the Outlook calendar regardless of which brawseeryolimitiarsing. A
must béulfilled

1 WitdPSASuiteWebAPVersiod.0.0. 7musteinstalledn Dynamics.
9 ChecExchangeros8rowse(l),thisisnotcheckethydefault

Time Card User No
Auto Admin Approve Time Cards [
Default Hour Type SPU - Hourly rate 120 euro

Base Unit Hour Bookings -

Can Approve Hours MNo
Can Approve Expenses No
Can Create Expense Claims for Other Users None
Can Approve Expense Claims No
PSA Financials Scope MNone
Forecast Scope None
Gantt Chart Scope MNone
Utilization Sheet Scope None
Can Book Hours for Other Users [l

Reallocate Hours Scope --

Reimburse per Mile -

Show Allowances in Timesheet Line L]

Exchange Cross Browser []

Default Waork | acation --



After this setting has been saved, the Outlook Agenda can be retrieved in the Timesheet.

Wed 12 Thu 13
Sign in to Outlook (%
User name: kunogons@assistancesoft
Password: ssssssssssas
[¥] Save for this session
OK Caqcel

Navigate to PSA Suite > Timesheet.
Click the Retrieve in Outlook button (1).
Then enter the own login name used for Outlook in User name (2).

The Password (3) is the same as the password that logs into Outlook.



RetrievPlanboarioh Outlook

It is pssible to retrieve items from the planboard in Outlook.

Gons, Kuno (Still to be booked: 36 - 0.00 = 36.00)

= = + x | December 17 - December 23, 2018/ Day Week Full week m Outlook retrieval @ Planboard retrieval

Mon 17 Tue 18 Wed 19
Jo -

)7 oo

Open PSA Suite > Timesheet and click on the Planboard retrieval button (1), now the data is imported frévovtherptasboard and s
Timesheet.

Mon 10 Tue 11 Wed 12 Thu 13

vu
00

07

00

08

00

939 ‘ (4 a00

10

00

11

00

12

00

Sl

g—= g—= g o
(]

“on




Enhancement to the houatiogeate functiality

When rallocating hours from one project to another, from now on always a correction booking is made with a pdes@ror minus. Tt
tracabilty / auditing purposes. Orginal hour booking-Bheetioeer will not be changed.
When the esalready posted a timecard, this validation will be done and the changed hour booking can directly be agptosed with
to the timecard. Total hours posted in a week will never be changed!

[Z] NEW ACTIVITY ~ =+ NEW RECORD ~ i,\MPORT DAT,

Date: o1-0s-2012 | Until: |0
Project Manager: | Jeroen Graafland
Program: Al

Projects: 2018.1193 Performance Management 2018

HOURS EXPENSES

Approve Reject Date | Description

4 2018.1193 Performance Management 2018 - Jeroen Graafland - Grafi-S|
B 1 30-10-2018 8 hour test changed later to &

m B 29-10-2018

Translations

All new functions are now alsosdealdutch

B Reallocate Hours - Google Chrome

= ()

@ https://psasuite.crm4.dynamics.com/WebResources/psa_/changehours.htmi?data=fed48ea1-10dc-e811-a96d-000d3a206976

Reallocate Hours
ORIGINAL BOOKING

Account
Project
Project Item
Hour Type

Employes

Hours

Change

Grafi-Soft Selutions

2018.1193 Performance Management 2018
10.02 Consultancy

Consuitant MU

Jeroen Graafland

6

0

NEW BOOKING

Account
Project
Project Item
Hour Type

Employee

Hours

Description

Grafi-Soft Solutions

2017.0796 BI Consulting Grafisoft
10.01 Consultancy

Consuitant MU

Jeroen Graafland

6

BI Consulting work

x

s}

Item

10.02 Consultancy

10,02 Consultancy

. For changing language go to personal settings and change language to Dutch






