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Advertising and Marketing agencies are undergoing rapid transformation and businesses
are moving at an exponential rate. The shiftto digital coupled w ith increased competition
and demand fromclients putting pressure on margins, has made it increasingly important
to deliver projects on time, to budget and of the highest quality, w hilst ensuring the
maximization of return on employee efforts.

WorkBook is an end-to-end solution designed to assistyouin meeting these challenges.
Enabling youto manage your w orkflow fromopportunities all the w ay through to billing,
collecting cash and reporting on your projects.

We have taken experience fromseveral decades of working with different types of
agencies and have configured a pre-configured solution, w hich incorporates best
practices and know ledge fromhundreds of implementations. It is packaged-upwitha
pre-configured set of processes and settings to enable your agency to implement a
systemand set of procedures quickly and to industry best practices.

This Solution description document provides a bite size view of whatyou have
purchased w ith this specially configured offering. It covers four key areas, namely;
clients, people, projects, and finance.

We recommend, w hen looking to optimize internal processes and business efficiencies
in your delivery model, that you approach your optimization projectw ith afocus on
these four pillars

Please note, this document can be read as four individual chapters or w ork areas.
When implementing your WorkBook solution it might be beneficial for you to delegate
responsibility of these 4 areas to different people. Should you only be interested in
implementing the People and Projects element of WorkBook, you can limit your
reading as w ellas your purchase to those areas. Although you may find useful
information in the Client and Financial sections.
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On the previous page w e identified the four pillars in agency management, to specify the four main

chapters in this document What is included in your purchase?
This solution description details the fully configured WorkBook
1 2 3 4 solution. If you have only purchased Project & Resource
Management the Client and Finance chapters are not a part of
Project Client Resource Financial your purchase.
Management Management Management Management

As mentioned the document can be read so that each chapter can
be combined to the differentlicense packages w e offer. The only
place w here this does not apply is under the Client Management
‘Revenue Forecasting’ section w hich is for those that have

Each of these sections has then been broken dow nw ith the same sub-sections as described below: purchased the Finance part of our solution.
Setting the scene Best practice Reporting within 3-4 areas of
processes the area improvement

A B C D

Setting the scene: The overallintroduction and focus area on the solution

Best practice processes: Optimizing one area like project management caninvolve a lot of various
processes, and you may have a hard time getting everybody to corroborate. Hence w e highlight 3-4
processes that we know make a difference and should be follow ed by all.

Further to this document w e have produced a complete process description w ith all process descriptions in
swimlanes. This document will provide inspiration on how the entire process flow can workfor your agency
(WorkBook Process Descriptions)

Reportingwithinthe area: In this section w e give an overview on how the solution supports reporting and
visibility w ithin the given area

3-4areas of improvement: On the setting the scene page w e identify 3-4 areas of improvement. For each
of these areas w e have described the WorkBook solution
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Thereareseveral roles within an agency. We oftendistinguish between
Operations and Finance. A breakdown of these can be seen below:

Employee: Creative.. Developer ..:
Executes tasks on projects and make sure to capture time
& expenses

Project Manager:
Manages the projectfromit starttill it is delivered; budget
& planning, execution, invoicing

Departmentm anager:

Ow ns the people in the department and must oversee
utilization and optimize planning. Can also act as project
manager

Account Manager /Client Partner:
Ow ns the client, in terms of managing opportunities,
forecasting and overall project responsibility

Resource Manager (Traffic):
Ow ns and drives the planning and optimization of
resources

Management:
Gets a full picture of the business through insights - being
people, clients and projects

CFO:

Ongoing controland approval of costs, in charge of revenue
forecasts and match to people, contracts, month-end +
statutory

Controller:
Ongoing management of finance budgets, managing revenue
recognition and month end, reporting to management

Accounts Payable:
Controls all costs fromthe PO’s are raised till vendor invoices
are received and paid. Controls all expense sheet payment

Accounts Receivable:
Is in control of WIP and Accounts Receivable —makes sure
w e invoice the client and the money is collected

Finance all:

One role that has access to all of the finance roles above.
This can be used in case you are a small agency w ith just
one personin finance.

Human Resources:
Can setup employees in the solution and have overview of
absence and can approve absence requests

Each of these roles has a distinct partto play in the
running and success of a business and each is
measured on their ow n set of KPI's.

WorkBook is a full end-to-end agency solution and
throughout the w orkflow process differentroles will
be interacting w ith the systemto carry out their
actions.

We have highlighted in this document, and in our
‘WorkBook process descriptions’ how each role will
interact w ith the systemin terms of process
execution

Finally, Appendix 2 provides a detailed breakdow n of
the functionality that each of the roles listed here wiill
have access toin the solution and their approval
remits etc.
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Project Management

» Delivering projects on time, budget and quality



Introduction Roles /People in focus
Project Management is the nerve of the WorkBook Solution, fromthe start of a

project opportunity in the CRM to it being fully delivered and paid for. In this m
section the description willcover allelements of this process. We start by setting

the scene on the solution focus and for whomand w hatto focus on Project Manager Manages the project from start to finish until it is fully delivered: budget &
planning, execution, managing progress and invoicing

Solution focus

Project life cycleis the focus for WorkBook w ith the follow ing key fundamentals: LSS MTETIE[IIOTE.2, e 0 O QLT B e GO M T ST

optimal planning

1 Full visibility on project performance: Full visibility of how projects are Employee Executes tasks on projects and capture time and expenses
performing, a clear determination of w hat the project manager’s

responsibilities are and w hat they are measured upon

2 setting theright baseline: Manage projects by proper estimation and KPI's and measures
pricing. So that it reflects the projects contracted scope in a baseline

el e epresertm S

Project net profit Revenue less external costs and less cost of hours — on the individual

3 Execute project: Plan daily and w eekly tasks, collaborate around the project

execution of the tasks and make sure there is progress on delivered tasks

Project Write offs Write offs on the individual projectin terms of revenue that can’'t be

Deliver and control progress: Control hours and spent costs against the invoiced

setbudget and re-plan to reflect latest estimates of project. Report

progress to finance on a monthly basis for correct revenue recognition Client / Project Revenue and net revenue per the individual client and individual project

revenue

5 Control projectfinancials: Setinvoicing plans as part of the project
establishment and make sure invoices are sent out on a monthly basis
(T&M) or w heninvoice schedules are due
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The core processes of project management
The start of a project opportunity to its delivery, involves a complete set of processesthat are supported
by the WorkBook Solution. Show n below are the high level, core project processes of an agency.

Setting the right
baseline

A

Estimate & plan
the project

Quote and
proposals
Contractdocs &
signature

>

Execute

Kick off

Task Planning &
execute tasks

Task Management

Deliver and
control progress

C

Control hours &
Costs

Re-plan

Report progress

>

Control your
financials

Setinvoice plans

Invoice client

Manage collection

Set the rightbaseline: From the start of a project you must ensure
that it has the right baseline in terms of securing a proper estimate, a
proper statement of w orkand a plan for execution. Allelements and
more are covered

Execute: Moving fromA to B w e kick off the project. The key is to
manage the progress of tasks and ensure execution. The solution
supports task planning and management including collaboration
around the tasks

Deliver and control progress: Hours are tracked on projects and
soare costs. Youmay raise a PO to ensure costs do not exceed
approvals. PM's can approve the hours on a project. We
recommend a w eekly process forregistering and approving time.
This leads into a monthly process where progressis evaluated and
fully connected to how much revenue is recognized

Control yourfinancials: The WorkBook solution enables you to set
invoicing plans, invoice accordingly get notified at the time, or simply
invoice based on w hat has been spenton a more T&M basis

Covered project processes in WorkBook Solution

The solution covers acomplete set of processes—all of these you can
read about in the "WorkBook — process descriptions”, including swimlane
diagrams. We shortly present them here:

Create new project (billable and non-billable)
Time submission

Project execution

Project invoicing

Project closing
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Achieved through:

Our approachis to provide full visibility of progress on projects and ensure project
managers are accountable for the amount a company earns on the project. It is
important that project managers and those above have full visibility of projects thatare
profitable versus those that are not.

Our one version of the truth is the project w orkspace

Project Workspace —one version of the truth:

) 3 1100 - Web-site Heineken

5 sz man

1100 - Web-site Heineken, Helneken

298,600 88,522 195,140° 283662 ~ 14,938

The project workspace is the nerve of the project manager, providing full transparancy of his project.
In this view you can see a selected project and a KPI view, where you can track the progress of the
project against the set budget.

The cost view — a subpart of the project workspace:

2 1100 - Web-site Heineken

- o R e W

Qs o7 186098

The costs view within the project workspace provides the project manager with detailed insight of the project
through the different tabs i.e. hours, purchases, invoices

Reports & views to supportproject visibility:

As mentioned above the project workspace iswhere you get full overview of projects. In the upper
right corner of the KPI view you can see a drop down (jobslist), here you can select between multiple
views showing the project sliced and diced in different ways. Examplesbelow:

« Jobs list: Asummary viewto enable thetracking of your project across budgets, actualsand
plannedworkproviding insightsinto EAC and ETC and any potential overspend on your project
before itscompletion

« Status view: Enablesyou to review and update the production statuson a project and plan next
steps

* Invoiceview: Enablesyou to reviewthe invoice valuesand statusrelated to your projects

« Gantt view: Vieweach of yourprojectsin a timelineto quickly review deliverablesand
milestones

« Expenditure overview costand sale: Get granularinsightsinto the breakdown of your project
actuals

Please finda full view of allreports in the appendix 1: WorkBook reports
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Achieved through

When starting a projectit is crucial to establish the right control point. We call this our baseline. In
essence the baseline can be many things. The projectplan is the baseline for w hen you shall
deliver, the budget is the baseline for your costs, and your Statement of Work is your baseline for
w hat should be delivered. The WorkBook Solution helps to set this up

When starting a project you w illbe asked to fill in information about the project,
but w hatis more important is that this opens up the ability to use a number of
templates throughout the setup and execution of the project.

There is supportvia usage of templates for the follow ing:

. . + Clientbrief
Project creation and templates
— * Projectplansand WBS structure
© ) 1100 - Web-site Hemeken I
[e—— - ®| * Budgetand quotes
Q search Copy options
= e S — + Statement of Work (or any wordtemplates in afixed formatthat you
a8 o« . — ] 10ee B wabsa Temgies @ verseoameos

want to attach to aprojector type)

As part of delivering the preconfigured template there is support for usage of
templates. In terms of defining i.e the project plan template, the brief etc. the
responsibility will lay w ith the customer
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Briefing
The Brief can be generated in the solution. This can happen through an inbuilt template for your
brief, or an uploaded template that is matched against your “type” of project.

Deltek
WorkBook >

BRIEFING 1100 - Web.site Heineken

Agency: WorkBook Ageney

Prepared by: Penny Middle, Peny M@ DeftekAgency com, 14-03-2023

Ciient: Heinehen

Coatact: se3n Goodman, jean goodmangheineben.com

Iccount team: Penny Middle, PesnyM@DetekAgency com, 14-08-2023

(Creative team: All smployees

Budge: Jean Goodman, jean goodman@heineken com

REQUIREMENTS
Bochground information

Lorem osum dolor sit amat, consectetur adioiscing el incigicunt ot Ibore Ut enim

auis e Ouis aute rure dolor

Excesteur st suntin

culn qul offcis deserunt mollt anim i ezt isborum

What s the lssue with the current webshte before?

The brief can be setup to be approved internally beforeitis sentout to the client for their sign
off and the format can be adjusted based on w hat you want to include from your information

Budgets

oo o

e

[ W Pawe [
s 40N BUE % @ was

Follow ing the brief, the budget w illbe the core foundation for controlling your project
and can also be the foundation for your quote to the client in the format determined
by you.

Budgets can be automatically linked to a client specific rate card to safeguard
margins and ensure your staff are budgeting accurately whilst securing a similar rate
based revenue recognition.
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Budget Approval
Once the budget is finalized it can enter an approval w orkflow, automatically routed to a defined

user orrole for review. As a PM you can review the w orkflow status directly fromthe project.

(© £ 1100 - Web-site Heineken

Heineken | Jabs Heinsken | WA | @in progress | PM | 231724
= Hesder Phases Lines Commenss  Bllingplan | Approvel (O M 2-Quote Web-site Heineken - Heineken a8 =
O Genren

& s | Metrone | Besprate

b Rejecsondore  Rejecon

User Approvl Roie Approval date

2] X reoyinodesen 1-mmnorimy. osnoms  f 1 GaP 0660000 20410000 14010000
k4

R rcamMakerBAM 3 Accouncan.. P ZmEN0 210000 19070000

If the budget approvalis rejected a new version can be generated w ith the previous, rejected
version going into a cancelled state sothat there is a clear trail. The approval requestwi ill
populate w ithin the native WorkBook Inbox of the defined approver(s)

Statement of Work
It might be that your approved quote becomes the contractual document w ith the

client. Alternatively you could formalize it further w ith a Statement of Work. As
mentioned earlier you can upload this as a document once signed, or attached as a
template to the projecttype, so project managers use the correctformat

Project plans
Project plans can be generated for delivery based on your budget. You can also start

the other w ay around and let your project plan and staffing become the foundation for
your budget. Timelines can be linked by dependencies, safeguarding delivery
structure, as w ellas contain milestones and lag for complete controland accuracy

2) 1100 - Web-site Heineken

~ B R D

Q s B
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Project task staffing
Finding the right people both in terms of skillset and availability is key w hen planning and making

resource requests.

Within the task planning section of WorkBook, you can filter by skills set or discipline to identify the
best suited resources and see the hours they have available w ithin the task period you w ish them
to w ork. WorkBook automatically show s only their true availability in this timeframe as it removes
any existing bookings, vacation and appointments synced fromtheir Outlook/Google calendars

& 1100 - Web-site Heinel
S e e Tk G

Brenss

o

It is also possible to requestaresource type, a Group Resource, rather than a named person. A
Group Resource is a resource of a certain discipline, e.g. Developer, w hose hours are made up by
aggregating the hours of all the developers in the agency.

Where resourcing is done against Generic Resource the PM may choose to add
additional information via a conversation to the individual responsible for deciding
w hich named resource will be substituted to undertake the w ork

1 1100 - Web-site Heineken
Semigs | Pass T | Sigpsraews | Teeire Soeie

B e 2

# Task conversation

Collaboration surrounding tasks:

Similar to the task conversation w ith the resource manager, there is also support for
full collaboration, task conversation and document handling around individual tasks.
Employees can also report progress around the tasks in their Kanban view
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Control hours and external costs

Once the w orkhas commenced the PM has the opportunity to review timesheet submissions
on their projects via an approval w orkflow. This provides the PM w ith cost control over the
hours logged on their projects ensuring the correctrevenue can be recognized. Timesheet
approvalis routed to the WorkBook Inbox of the PM making it easier to review, decide to
approve or reject the time

The same goes for expenses

%) 3 1100 - Web-site Heineken

pe—
150008 8

~ B e seu

R

Deapmens

B sorom G

e

Inbox v [ o= (*) Timeenuyapproval

Q searn ver [l & | @ @

B &rvan underwood Total 225

(B e ot s = o

[7] ;!:::e::tmnelmno 4 Desge, Heioskan, 2+ Design FRbT

B e e— o ) {5 i o e b B T e b

(B 1o o et e 2 o S _ _ .

S — - As the project is in flightit is essential to track and compare against the baseline

- = o budget. The view below provides a simple comparison betw een budget, scheduled

[ s ET and actual sothat the PM cantake proactive action to mitigate overspend on their

B e e = 5 project

ﬁ :"» Mabile apg Lego cotalogue, | -Verfication of Ul snd prorerypes. LEGD, 2- Desg i 'l.;l 3 1100 W!b~5«e Nfl,"erm "

e oo - Pardrons onder | Adpunimodn | ot cwariom | s R —r
Q - oo e s @
In addition to time registration the management of third party costs is essential to S
safeguarding the success of a project. o . o e
By creating a PO on the projectit allow s for better management of committed costs on = o = o
behalf of the client and ensures suppliers are informed of deliverables. PO’s can be routed =
through an approval w orkflow to ensure the process is applied. -
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Re-plan your project
Where there are differences in your schedule versus budget you may decide to update the
timing plan to bring it in line. Re-planning by potentially sw apping out higher rate resource

w ith more junior ones or adjusting the duration or amount of hours assigned can also help to
rebalance the situation

Shifting out, or replacing resources will put the request back in for resource approval by the
resource manager

=) 1100 - Web-site Heineken

Swungs | Phovs | To9S  Supponiews | Timeina Shedule v e B 8D
0B e e ==l Bl -]
Reschedule asks

@ Newsaane

Kesp piansructre

Concest & procotypes

k]

UiDesgn
Vertiestcn ¢t o rexenyes
1-E0nwiopmare
(B 0eveon funcrcesiny
— 0rwwon pages and inka
(B oo o i
410 Project Manegerers
Panning & ousgesn
Orgorng prejec marageme
A Temrgaqa

=
E

Qualny & e plan

1 3018 0. 3 T

LR EEE BERD
0

Analysis of progress may highlight w here there has been scope creep on the project.

Creating a change order against a project by adding an additional budget willallow the
PM to generate an additional set of services that the client can approve. Once
approved, these additional funds are added to the project budget to give a new
aggregated baseline, but importantly, the budgets can alw ays be reviewed
independently soit is clear a change order w as raised

© @ 1100 - Web-site Heineken
= vmcer Puem Ue Commess Begphe  Approwe [0 | 1-Quote Wesse Heineker - Hareken 8= &=
= e e hee e o Omoum e
P - rommoo om0
Va1 L —— 1w 1m0 s
s 2 570-Lend Do 0am a9
s 3 ELRrera— e mappirg ot om  iam s
< P 2. Design 4 sl =0 0
— 2050 E—— 00 oo 2ma0o
g 7 2505 - om0
o 30 tem 1om 22000
e 4 m terrucure e wo o0 s
P 13- Dereopmane 3 e
- 340-SenorBereper Serecp oz ks 0
P Ry —— 1w

3:Deske. 10 340 Saricr Derwager
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Forecast revenue and evaluate progress
It is fundamental that PM's can review and update the progress of their projects in terms of
revenue.

The Net Revenue forecast can automatically calculate periodic revenue depending on the
settings applied to the system, for example even spread of fees across project start and end
date.

How ever once projects are in progress the PM may re-evaluate and decide there needs to be
adjustments regarding the amounts that can be taken in particular months to give the
business amore realistic picture of expected revenue.

inbox L O «= ¢ 2-RFMay2023- 5152023, @CFO
earch gna L P B
Qewes ¢ |2 L, F
Follomm (14 kems) o ans ame reverue o
0 FEVTEIVEES ero
Srr——— T T e am um e am ww e ww  ww aw
o £ 381,400 ET 7580 am 1200 12,300 S400 36787 36,787 36787 8787 36,787

() emsine iy

St () Ot

=N - T pre— e e
22 [ oy P p— | RS B
M W | ey e

Similarly, as a project is progressing it is important that a PM evaluates the progress
on their projects in order to define the amount of revenue that can be recognized
based on project completion.

The crucial part is to be able to secure this to happen as automated as possible and
w ith as accurate arevenue as possible, and w ithin a short period of time as part of
finance doing the month end

1100 - Webssite Heineken

Tommay | Foes | Poshaces | Porcharscrder | Adfusers [imkmaveion | Fosrcitzoaings | Gosremmies @)

B a
= | & [ « | bus B Mmews  Pwowese  Puoecss  Suolgsr I e— o (R
L nesmn 4| remm  esr 2o

Cres W1 s 1185 e g Hinskan | Maieses Wk
bk | [@[L][8

[r—

s @ s wgmew s am ~ s
@ m ane s masn0m
e om a0
@ 250008 s 000 suso naw B o
| asmenm seanss s mame s am msnm asaem
@ s semos anese s s e e s
f—_— o | 2sqmos s wiomse Mo e am aaiam
Qo T—
[
Dk e

CONFIDENTIAL © Deltek, Inc. All Rights Reserved. 16



Invoicing plans

When adding your budget you can propose an invoice/billing plan.

Creating a invoicing plan ensures you agree a set payment plan for the projectyou are
delivering w hich creates a mutual contract betw een the agency and the client. Invoicing plans
may be more relevant for fixed price projects

We recommend uploading your signed Statement of Work, to ensure you have documented

financial terms to hand

© © 1100 - Web-site Heineken

Heineken | Jobs Heineken
= e frae o Commens | Silingplan
Q search
= Faliooce  Dmes Ivoice ype
—— 200672023 Imvoloe o aceoure:
P R —
burchase Order
N Feationoice

WA | @ inprogress | PM | 31372024

Agproal [

Deseripuor

Paymers #1
Faymens £2

Paymant #3

B 2 Guose Wek e Heneken - Hensken

82580.00

2986000

179,180

Currency amount | Currency amouns 3

30.00%

10.00%

80.00%

Company

8958000
86000

16000

Update date

1082023
o0

om0z

The invoice plan routes to the WorkBook Inbox prompting the user to take action, ensuring

invoicing and payments are not missed

Depending on the process in place either the PM or Finance team wi ill be alerted via the
WorkBook Inbox to billing due on their projects, according to the agreed billing plan

Inbox v 0
Q search A &
Followe-up (11 items)

5, Due billing plan novification -
Follow-up I5 required. (x

Revenue forecast approval
2 - RF May 2023 - 5/15/2023, @CFO

Your approval is required

" Tasks with not fully backed capacity need
B

(G eamlese e ey

Follow-up 1 required.
Purchase arders ready to be settied
Follow-up 1 required.

@ My overdue tasks

D Fotiowup is required,
Open purchase orders

T Followup is required.

E Task resaurces completed - awaiting your ap
Your approval s required.

[ Personal expense approval
Your spproval s required.

f;) Time entry approval
\Z/ Your spprovalis required

Billsble jobs resdy for invoicing
D Followup s required.

&

Job (4 ems) =

= Eg Billing plan exceeds invoiced amount

Q Searct &

Job name &

List | Job card

=  Jebno

4 Client: LEGO (2 itemns)

I 1oe Star Wars and Lego - go social
I 109 Mobile app Lego catalogue
4 Client: Heineken (1 items)

[100 | weosrn i

Budgeted
soeal

51,860.00

37.050.00

89,580.00

Invoiced per
date

4300.00

5.800.00

88,530.00

Remaining
inveice per
date

46,960.00

28.250.00

Nextinvaice date

19/06/2023

03/07/2023

20/06/2023

CONFIDENTIAL © Deltek, Inc. All Rights Reserved.

17




Invoicing

Once the Statement of Work and budget have been signed off and an agreed billing plan is in place
you can generate an invoice based on this. If w orking w ith a client on a time and material basis you can
generate an invoice w ithin the solution, based on time and costspent. In general the solution supports
both fixed price and T&M billing

& & 1100 - Web-site Heineken

Larguoge

Engian - Unitad Kingdom ~

Resporsivle

‘Admin SADM ~

Dt Fralcemmara

003 - Haineken v

Hengsen Currengy
G2F - Paund Sterling ~
Copy dasa from

nathing ~

Curency  Mours New
Gap 0o essa0

The invoice can then be routed if an approval w orkflow has been set up, appearing in the WorkBook
Inbox of the defined approver

Print layouts (i.e. invoices)

The invoice is separated into 2 parts.

1) The standard format w ith logos, invoice number, bank account details to
payee and similar

2) The contentto clarify w hatis being invoiced.

The firstelement is a part of the layout and the latter is defined as part of
selecting how you w ant to break-down the invoice.

These layouts can be edited to reflectyour identity. As part of the package
w e have defined layouts w here the implementation covers change toinclude

your logo, address and bank accountinformation.

Through purchasing of additional services fromDeltek consultants layouts
can be further adjusted
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Resource Management

» Getting the most out of your talent



Introduction

In any agency, Resource Management is a vital part of optimising the business.
This is natural as your people are the hub of the agency and carry out the w ork
on projects. Resource Management is also vital, given the constant changes to
projects and client assignments

Solution focus
The focus of our solution is centered around:

1 Resourcevisibility: Fullvisibility of all assigned projects and
people, shortand long term

2 Get everybody to plan: Project Managers should staff the project,
Resource managers / line managers should ow n and plan the
resources, and employees should execute the assigned tasks. We
show you how

Measuring utilization: Measuring your business on performance, in
terms of actual utilization and planned utilization

4 Capacity planning, hiring on data & insights: Long term planning
requires planning of opportunities and proper forecasting on revenue,
to hire based on facts

Roles / People in focus

RESOURCE/
MANAGER /
LINE MANAGER

Optimize planning

PROJECT
MANAGER

Plan and staff
Projects

MANAGEMENT
Review capacity
and trends

EMPLOYEE

Execute

Assignments

KPI's and measures
The solution supports management of resources based on the follow ing KPI's:

Planned Weekly view of future workload —i.e. expressed as hours booked or
utilization utilization
Actual utilization Hours on billable project as a percentage of available hours — per person
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The core processes of resource management

Resource management is a difficult discipline to implement. It is important that
everyone makes necessary updates for the data to be trustw orthy. The WorkBook
solution support these processes, but atthe end of the day the agency must enforce
planning at all levels:

We recommend the follow ing 3 processes fora strong level of control:

Setting the

project team

Set the right team on
the project based on
needs — not only
availability

planning is alw ays
up to date. PM's to
plan on a given
day every w eek

Monthly forecast:
Plan capacity
ahead witha
monthly update
process

1

Setting the project team

Projects failw henyou staff thembased on availability instead of the best skilled
for the project. Gather the right managers to select the right team, especially on
bigger projects, fromits fruition. Once the team is agreed, plan for the full duration
of the project, if possible to lock the required resources

Weekly planningprocess
Successful companies regularly and clearly update their plans. Follow this 3 step
approach to ensure you can achieve the same:

Step 1: PMs alw aysupdate plans on a Thursday.
Step 2: Line Managers and Planners review and adjust bookings on Fridays.
Step 3: Employees execute according to bookings for the follow ing w eek

Monthly forecast:

In an ideal w orld resource plans are updated for the full length of the project, and
future opportunities are planned. If this scenariois not possible, introduce a
process whereby once a month client partners and project managers are asked to
plan 3-4 months ahead for a full picture of upcoming w ork.

Read the Process Descriptions document for more detailed information for planning processes
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Achieved through: Kanban view for employees
Our approachis to provide full visibility of resourcing fromgranular daily requirements, w eeky
planning to longer term management. In addition to this providing clear details on resource
skillsets

Warkin peograss. 1 AwBItNg OIner 3cT0n 1

Through this insight those responsible for resource management, have the transparency to
make the right decisions on usage of freelancer costs and increase peoples productive time
and utilization

Once a PM has put together their timing plan, provided dates and resource requests across
their plan the Resource Manager can see this information in one space, namely the Weekly
Schedule.

Weekly Schedule view

Once the Resource Manager has confirmed the bookings they
A [ automatically appear in the employees task list ensuring
accountability for work that needs to be done

w Reports & views to supportresource transparency:

SR —— o | e S +  Employee profitability report: Informs you about the employee’s basic time
wo | wm s oas s we s G ms o oam me mm o sa ke se B3 e compared to actualtime spent split betw een a number of categories including
e~ e e I I =™ billable and non-billable hours. It highlights the variance betw een the employees
TEEasESSSSSSSI— e actual utilization versus their target both as a % and billable value
o - *  Weekly Schedule: Configurable visualisation of employees allocated tasks and the
—— e evmmem— ————  E—— impact of of this on their capacity
wn  om mm ww o em e ow am aw vm  em um aw ma v ow * Task Matrix: Allowsfor review of employee’s by client and project, enabling
Resource Managers to easily assess staffing at these levels and make changes if
The Weekly Schedule is the heart of the Resource Managers full transparency of resourcing. required
In this single viewthey can see bookings acrosslive and provisional projects and where « Capacity Status Graph: Visualize resourcing requirements coming in from projects
resources are over-booked. Bookings can be confirmed or amended from this view and their impact on the capacity of resources in a simple graph

Please find full view of allreports in the appendix 1: WorkBook Reports
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Achieved through:

To ensure project success, planning needs to be tied to the budget. As the PM is the person
accountable for the budget and deliverables, the planning needs to start w ith them.
WorkBook provides comprehensive tools to assistthe PM in this process by allow ing a
requestto role rather than individual, as w ell as helping them identify the right resources by
skillset, level and availability.

Once the PM has made their requests this can feed into an approval w orkflow fora Resource
Manager to view , approve, reject or amend. Any changes are automatically fed back into the
PMs timing plan ensuring everything stays in sync with one version of the truth

Setbudget & staff project (Project manager view)

Sergs e To S | Tmetne eneste va ®mso W a7

o

Project plans can be generated for delivery based on your budget or if required, generated by
planning requirements, staff and effort that then converts this into a budget.

10f2

Finding the right people both in terms of skillset and availability is key w hen planning
and making resource requests. Within the task planning section of WorkBook you can
filter by skills set or discipline to identify the best suited resources and then see the
hours they have availble w ithin the task period you w ish themto w ork on.

It is also possible to requestaresource type —a Group Resource — rather than a
named person. A Group Resource is a resource of a certain discipline, e.g. Developer,
w hose hours are made up by aggregating the hours of all the developers in the
agency.
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Weekly schedule (Resource manager view):
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The Weekly Schedule brings together all the individual project requests into a single view,
sw itching the focus to resources and how the requests made are impacting their capacity.
The Resource Manager can clearly see the bookings across live and provisional projects,
w henresources are overbooked and any sickness or absence.

Task matrix — an alternative view for transparency:

As resourcing needs differ, WorkBook provides a number of view sto cater for these
requirements.

In addition to the Weekly Schedule another resourcing view called the Task Matrix allow
review of resource by clientand project, enabling Resource Managers to easily assess
staffing atthese levels

2 of 2

s for

WM mm s mm  mm sm e Mm am xe
mw  msm oms wmw  em Be sam mw  wes ms

BN @0 T Wem MW mm am mm  pmmm

00 WS WS 0 DMSH M0 DD PRS0 R W

s

Once the Resource Manager has
confirmed the bookings they
automatically appearin the enmployee

that needsto be done. The collaborat
nature of WorkBook allows forthe

the task

s

task list ensuring accountability forwork

ive

exchange of informationand data about
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Getting a view of utilization - actual performed:
Once your employees have submitted their time it is fundamental that these are analysed by
utilization, billability and recoverability to ensure they are in line w ith their set targets.

The utilization reportbelow can be split depending on your requirements, e.g. by department, team
etc. and provide a clear breakdow n on utilisation metrics.

EMPLOYEE PROFITABILITY 01/01/2023 - 31/07/2023 Included employees AlLE
Hide non-active empioyees:  No
WorkBook Agency Fercentage distribution against: Work time] St acisted by %
Basictime  Used time +f- | imemal Prospect Customer Customer Tolal working Holday Winess’ Totalused | Baabie Useden o [paavie argst  Customer )
‘non-billable billable time absen time targel customers billable time
% % GBP GBP

Total 50,151 8523 41628 1% 2% 67% 100% 1% 7% 124%| 55% 6% 12% 3,861,118 850,340 -3.210.776
Client Services 3,504 418 -3.088| 14% 86% 100% 110%  38% 248% 32% 166,440 -166 440
Adarm Maker 1,168 172 -996 18% 82% 100%  84%  58% 253% 25% 43,800 -43.800
Jennifer Lewis 1,168 120 -1.048) 100% 100%  140%  60% 300% | 3% 52,560 -52.560
Jo Miller 1,168 124 -1,044) 20% 80% 100%  107% 207% | 40% 70,080 -70.080
Consulting 7,008 727 6,282 10% 32% 58% 100% 10% 8% 117%| TZ% 58% 766,648 50,255 -736.393
Dean Moore 1,168 sa 1080 13w 8% 100% 8% 13n] 70w 147,168 147,168
John Taylor 1,188 160 -1,008) 10% 20% 0% 100% 100% | 5% 0% 140,160 18,880 -123.280
Wik Staflod 1,168 441124 a3 57% 100% 7% 1575  7o% 131,400 131,400
Paul Green 1,168 84 1,084 14% 19% 67% 100% 100% | 65% 67% 113,880 8,400 -105.480
Richard Tumer 1,168 96 -1,072] 4% 42% 54% 100% 100% | TO0% 54% 122,640 7,800 114,840
Sandra Lee 1,168 255 -814| 4% 21% 75% 100% W% 134% T5% 75% 131,400 17175 -114.225
Creative & Design 8,176 3,831 4,245 5% 6% 88% 100% % 2% 111%)| T0% 89% 784,896 455,641 -329.255
Alex Gonzales 1,168 337 -831 4% 12% B4% 100% 4% 104% | TO0% 84% 106,288 35,450 70,798
Andrew Waddall 1,168 427 -741 5% 8% B87% 100% 10% 110% | T0% 7% 98,112 40,176 57.936
Bryan Underwood 1,168 148 -1,023| 27% 26% 47% 100%: 9% 109% | TO0% 47% 89,936 8,980 80.856
Don Smiths 1,168 1518 348 1% 2% 96% 100% 5% 105% | T0% 96%. 122,640 208,845 86.205
George Baker 1,188 478 -602| 1% 15% 4% 100% A% 5% 147%| T0% 74% 122 840 38,000 886,840
Mark Jones. 1.168 473 -695| 3% 5% 82% 100% 100%| T0% 2% 122,840 65,550 57,080
Michael Adamson 1.188 558 612 6% 3% 91% 100%: 16% 8% 125% | T0% 1% 122,840 60,800 -62 040

Getting a view of utilization - planned:

The left column reflected past performance interms of utilization. In the w eekly
schedule you can also switch to a utilization mode and view by either day, w eek
or month for individual employees
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Revenue and capacity forecast — the baseline for hireneeds:
In order to plan ahead your company must make decisions on how to grow, reduce capacity, or
adjust to freelancers. To do this requires fullinsight into both capacity planning as w ellas revenue

Capacity view —the capacity graph:

This insight provides certainty around the need for afreelancer or afull time hire
and helps judge the besttime to run a large campaign. The view can be grouped
and sliced differently

Forecast revenue - the second decision input
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As w ellas the Weekly Schedule, the Capacity Status Graph allow s you to visualise resourcing
requirements coming in from projects and their impact on the capacity of your resources in a simple
graph. This highlights any overbooking in red, provisional/opportunity w orkin yellow , free capacity
in blue and vacation time in orange.

The Net Revenue Forecast provides a full picture of potential revenue broken dow n
by agreed client projects and pipeline. Using Net Revenue Forecastin tandem w ith
the Capacity Status Graph provides you w ith a complete picture of your required
resources across allw orkas w ellas a complete picture of revenue streams. This
allow s you to decide if you have the revenue to hire additional people, versus being
better off with freelancers for an interim period (requires finance module)
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Client Management

» Grow revenue and control client profitability




Introduction

Client Management is all about tracking and having visibility on the potential
and existing w ork of your client, in terms of current performance, opportunity
management, follow up activities and pipeline and revenue forecasting. In this
section the description willcover allelements of this process. We start by
setting the scene for whomand w hat to focus on and solution content

Solution focus
The Client management element of WorkBook is centered around the
follow ing 4 areas:

1
2

Client visibility: Getanoverview of client performance by reviewing
historical information as w ellas future forecasted activity and revenue

Managing the single opportunity: Add an opportunity againsta prospect
or client registering key information such as value, probability, sales status
and expected close date. Link activities to the opportunity for management
and follow up

Managing the pipeline: Review all opportunities in a single pipeline
overview to better understand and manage opportunities and potential
revenue

Managing therevenue forecast: Review project backlog revenue as w ell
as pipeline revenue to provide a full year revenue picture for the agency

Roles /People in focus

e o

Client partner/ Ow ns the client, in terms of managing opportunities, forecasting and
account manager overall project responsibility

Project Manager Manages the project from start to finish until it is fully delivered: budget &
planning, execution, invoicing

KPI's and measures
The solution supports management of clients based on the follow ing KPI's:

Client Revenue — month-by-month basis tracking of net revenue per client brocken dow n by
actual project
Client Margin The revenue less project costs, hours and externalas a summary of all

underlying projects, including business development costs

Client Write-Off’s A summary of all w rite-offs for all projects under the given client
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The core processes of clientmanagement

The start of an opportunity, to a project finally being delivered, covers a complete
set of processes that are supported by the WorkBook Solution and is part of the
project management section. Here, how everthe focus is on how the solution
manages client development and keeps track of how the client is performing.

There are 2 key processes we wants to put forward that ensure good client visibility

and control:

Pipeline process —(Weekly)

Update pipeline

A

) report

Generate pipeline

Weekly meeting to
) discusspipeline

B C

We suggest you introduce a w eekly processfor client responsible people to
update pipeline, their prospectand client data. Your sales team should update the
solution w ith activities as they happen, and use it as an active tool. How ever, since
sales people tend to avoid administrative w ork, set aside aday a w eekto add
updates and use your w eekly client services meeting to w alk-through the pipeline

and take actions.

Revenue forecastprocess (Monthly)

Create anew
Revenue Forecast >

A

Forecast on Review complete
projects and »  forecastvs
pipeline B finance budget c

Remaining
revenue - projects

Planned
close/start date

Opportunity
forecasting

Revenue forecastis instrumental for decision making w hen hiring and understanding w here
the company is heading, financially. We recommend a monthly process for updates. It
should be a taskthat sits with your client partners. They may require PM's to provide
updates on existing backlog projects and inform them of remaining revenue falls.

Client management processes covered in WorkBook Solution
The solution covers a complete set of processes, all of w hich can be read in the Process
Descriptions dopcument, including sw imlane diagrams.. Some of these are listed below ;

* Create new client
» Create new opportunity
* Update pipeline

« Client revenue forecasting
* Receive client payments
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Achieved through:

Our approachis to provide full visibility of progress on opportunities, overall pipeline and
ensure account managers are accountable for forecasted information. Therefore itis
important that account managers and those above have full visibility of all opportunities and
understand the impact of these on the agencies potential revenue. We achieve this through
the 12 month summary and net revenue forecast workspaces

Pipeline view

sERpEEREEREERERERERERERRERRERE R

The pipeline overview provides insight into future client work, with drill down
on details around opportunities

Client profitability

Account managers also have access to relevant areas of the project w orkspace such as
the project profitability report w hich provides themw ith a breakdow n of the project per
client, to better understand performance.

Revenue Forecast

kK

The Net Revenue Forecast provides a consolidated view of revenueto date as well as
forecasted revenue forthe remainder of the year. The information used to populate this
view comes from projects as well as opportunities

Reports & views to supportclient transparency:

* Pipelines: Reports & viewsto support clienttransparency:

» Overview of different opportunities and status

* 12 Month Sales Forecast: Informs you of potential revenue broken dow n month
by month by pulling live data from both your opportunities and live projects

* Net Revenue Forecast: Informs you of revenue to date as w ell as forecasted
revenue for the remainder of the year using live information fromopportunities
and live projects to provide complete revenue forecast

Please find a full view of allreports in the appendix 1: WorkBook Reports
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Achieved through:

The systemprovides a central repository for client and prospect opportunities. These can be
grouped and review ed for easy analysis of your potential pipeline, w ith direct drill to individual
opportunities

The opportunity — all informationin one place
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An Account Manager can add detailed information in relation to a new opportunity, including
potential value, sales stage, probability and time (how long the opportunity w ill take to close).

This information can be pulled into the Net Revenue Forecastas w ellas the Sales 12 Month
Forecast giving the business insightinto project and opportunity data i.e. the full potential
revenue

Managing pipelineactivities

Aty pe Dove  Resporsible Opporturiy | Updee e

3

2k

A0 B0 BEEAA8 B8

Haw

Once an opportunity has been identified, all related activities such as meetings
and phone calls can be logged against it, providing full visibility of all planned
activities.

This information can be rooted to the WorkBook Inbox to prompt the Account
Manager of activity follow up required

10f2
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Information on the single opportunity
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As shown above, you can move directly frompipeline overview to maintenance of the
individual opportunity. You cantrackall information on the activity, including contact
information, upload documents and use the collaboration tool to w ork with colleagues on
activities

When an Account Manager believes that an opportunity requires further investment they can
convertitinto a project (as show ninthe upper right corner above)
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This allow s Account Managers to build out a budget, a timing plan and potentially
requestresources —inthe projectw orkspace shawn above

CONFIDENTIAL © Deltek, Inc. All Rights Reserved.

32



Achieved through

Having an overview of your pipeline along w ith project information in one place provides
insight into your revenue potential over the year. In addition the ability to identify busy and
quiet times w ill support managing your resourcing requirements

The pipeline views — your foundation for client services meetings
If you are part of a w eekly management or client services meeting, you need clear visibility of
pipeline

The image below shows an automatic periodic view of the calculated revenue based on your
projects, opportunities and the related start and end dates of these projects, giving an
indication of revenue for the coming months. It is available in a visualand number based
format
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Secondly and potentially more important for the client services team, is a full
dashboard show n below, providing themoverview of the current pipeline they are
w orking on and w here they are in the process of closing these. This view can be

grouped by client, account manager, stage or other dimensions based on w hat is best

for the given meeting or analysis
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Achieved through

The Net Revenue Forecast provides a consolidated view of revenue to date as w ellas
forecasted revenue forthe remainder of the year. In addition you can also include the
opportunities in your pipeline to give a complete revenue forecastforthe agency.

The information used to populate this view comes fromthe projects and opportunities in the

projects and CRM w orkspaces. The Net Revenue Forecast can automatically calculate

revenue depending on the settings applied to the system, for example even distribution of

revenue or, for opportunities, their w eighted values

Forecasting the backlog of projects

Forecasting the opportunities
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Although the information is likely to be correctas the data is linked directly from the projects
w orkspace, there willinevitably be circumstances when the revenue will need to be adjusted

to reflect w hen the revenue willbe earnt. The systemaccommodates the flexibility of

accurately forecasting revenue and manually updating the numbers to provide precision for

the months ahead. Likew iseitalso gives a view of achieved revenue, month by month

By switching the view to look at your pipeline you can see opportunities and the
amount of revenue they willgenerate, w ith the ability to update numbers, as above.

Notice: In order to use the above you need to purchase the Finance part of

WorkBook
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Finance Management

» |Improving cash flow and your bottom line




Introduction

WorkBook Finance brings all of your operational processes together to ensure
you have accurate project data and valuable business intelligence. This section
willcover allelements of this process. We start by setting the scene on w hom
and w hatto focus on as w ell as the solution content

Solution focus
Finance management is a key focus in the WorkBook solution and provides:

1 Financial visibility: Complete visibility of the financial agency performance

Managementof working capital: Manage your WIP costs ensuring client
invoicing is done on time, ensuring cash collectionis in line w ith agreed
terms and promptly paying your suppliers for w ork delivered. By doing the
above, you ensure proper management of the full cash cycle

3 Control of monthend and revenue: Review WIP, outstanding
transactions, bank reconciliations and review costs in order to ensure the
finalization of accounts on time

4 Cost Control: Review and control costs through Purchase Orders,
expense sheet handling and finance budgets

The 4 items specified above w ill be detailed out on the follow ing pages

Roles /People in focus

Croe  pescrpion
CFO Overall responsibility of the company’s financial performance
Finance Controller Managing the daily operations w ithin the Finance department
Accounts Payable Responsible for the day-to-day transactional supplier data

Accounts Receivable Responsible for the day-to-day transactional client data

In smaller agencies the finance team may be dow nto one person only. The solution includes a
‘Finance All' role and can support both a small as w ell as large finance agency setup

KPI's and measures
The solution supports the management of finance based on the follow ing KPI's:

WIP Work in Progress (aged) — controland make sure all is invoiced

AR Accounts Receievable (aged) —make sure all is collected and paid
Revenue to Net Any key metrics w ithin the income statement i.e. Revenue, Operating
Result income and Net Result

Costs Control on project and account level, against the set finance budget
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The core processes of finance management

The WorkBook Solution supports the standard processes of a finance department. How ever afew processes stand out as key drivers that allow firms to efficiently manage their
agency'’s finance department.

Full finance support—also for multiple companies
Below and on the follow ing page w e have outlined the processes we believe should have most focus in the finance department, being the invoicing process and the month end

process. ltis important to mention that WorkBook is a full finance solution covering the core items and functionality of General Ledger, AR and AP — and then the fullvalue is in
how itis integrated w ith the rest of the solution.

WorkBook also supports the ability to manage multiple companies and intercompany transactions betw een the different companies —and on the same database. The WorkBook
configuration is delivered as a single company setup, but w ith purchase of additional services the solution can be configured to both handling multiple companies as w ellas
intercompany

Invoicing process—from timeto payment

1 2 3 4 5 6 7
Project Client Project Time cost Service Invoice Collect
scoped signs kicks spent delevery clinte money
& priced SOwW of f
= = = = = =

The solution supports the entire process fromw hen a project is scoped, priced and kicked off. Enabling you to than invoice up front based on invoicing plans or as spent, and incur
invoices accordingly. Invoices can be prepared by Finance or initiated by Project Managers before being finalized by finance to be sent out. After this the collection process is supported,
including tracking of correspondence around payments.
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Revenue recognition and Month end process

Get time
sheetsin
Get all external
project costsin

PM’'s evaluate
progress

Follow upand
control revenue

Post and control
all fixed costs

Accrue for
outstanding costs

Inform PM'sto Calculateand

evaluate progress

post depreciation

Reconcile
balance sheet
Final check
income statement

Final check
balance sheet

Post tax if
applicable

Month end process(simplified overview)

Day 1 Day 2

Day 3

Produce month
end package

Day 4

Our focus and solution supportis centred around efficiently managing the month end process by completing
the revenue recognition and cost elements on business day 1 and 2. You are than able to focus on
reconciliations and other impending areas on business day 3. This allow s you to close on business day 4.

Speed of execution w illvary according to you, how everthe follow ing sections show how the solution

supports this process.

2 of 2

Covered finance processes in WorkBook Solution

The solution covers afull set of processes —all of these you canread
about in the Process Descriptions document, including swimlane
diagrams. Some are listed here:

* Generaljournal entry

* Revenue recognition & Monthend

+ Createnew creditors and customers
* Receive client payments

* Registercreditor invoices

* Pay creditorinvoices

* Finance budgeting
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Achieved through:

Full visibility is achieved w hen you purchase the complete and fully integrated solution. This
w illenable you to extract reports that utilize the know ledge throughout the solution and use
some of our many pre-built reports.

Below are some examples of reports froma finance management perspective

Working capital — Example view

] Cobror b ke - 1001 A

s7a43000 5300 ss53000 30000

24000 530000 130000

453200 30000 5p00t0

soate 610000 asom

Zasian0 020000 B0 A2 3510000 10647200 13200 155080 3000

The essential part of the balance sheet is managing working capital. This report focuses on WIP,
AR and AP aged overtime — and the drop downin the upperright corner allows to shift between
the different views

Income statement — Example view

Within the Chart of Accounts workspace, youget a complete view of yourincome statement with the
ability to drill downfor details. Furtherto this, you may run any of the standard reports forincome
statement on a month-by-month basis orwith comparison to budget

Reports & views to supportfinancial transparency
There are many reports available to support the management of your financials,
including but not limited too;

» Trial Balance report

* Income statement report

* Fiscal report 12 months

* Invoice list with debtor balance
» Bankreconcilereport

Please find full view of allreports in the appendix 1: WorkBook Reports
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Achieved through:

Be in control of your w orking capital fromw hen a project starts and time is
captured through to w hen you invoice the money and the client pays. Below, we
w alkyou through the full process supported by WorkBook

Capturing time, on time

The employee w illregister time against a project. If you have an approval
w orkflow set up for time submission this w ould route into that

15 1100 Web-site Heineken

Invoicing — partial or on account

10f2
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As the project progresses you willneed to raise invoices to your client, in line w ith the
agreed biling plan. Flexible invoicing allow s you to raise bills based upon the agreed
method of delivery, w hether itbe T&M or fixed fee. This means bills can be raised on
time and paid on time
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As youissue client invoices it is important that Finance are alerted promptly to
w henthese invoices are due for payment

A notification in the WorkBook inbox w ill prompt named users (as defined in the
systemsetup) of w hen invoices are due for payment helping you collect cash
promptly. You w illalso be able to track communication w ith the client regarding
payments
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Once time has been registered by the employee, approved by the PM and invoices have been
sent, you can get complete transparency over your WIP position and debtor’s status using the
Expenditure and invoice analysis report

Likew ise the screen at the top left provides you full visibility of your ARaged over time w ith the
option to drill dow nto invoices. A similar reportis available for AP and aged vendor invoices to
cover the most important aspects of w orking capital

Deltek

WorkBook
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Achieved through:

Finalizing accounts for a given month is essential for any agency. The systemsupports this process with tight
controls and strong approval w orkflows which improve efficiencies.

Month end - step 1 -revenue recognition

Revenue Recognitionas principle:

Revenue recognition in WorkBook is done based on the production principle. This means that as hours are
incurred, the solution recognizes revenue based on the set up price lists for the clients and the related projects.
Similarly for external costs, revenue willbe recognized based on the cost value of the costor based on the mark
up seton the project for that specific task. Other principles can be applied, but are subjectto change during

implementation.

Revenue Recognitionprocess

Getall Getall Accrue
time- external for out-
sheets project standing
in+ costsin project
post > Y costs

A B C

Finance
toask
PM'’s to
evaluate
progress

PMto
update
plan+
determine
progress

>

Finance
to
approve
and post
revenue
adj.

F

10f2

In relation to the solution, it is key to mention that Finance can (in
the solution) oversee w hether alltime sheets have been submitted
and approved and if necessary huntthe last employees to submit
anything pending. Once all costs and hours are submitted they can
let PM's know itis time to evaluate progress.

This task can be conducted by the project manager to see the value
of WIP show ninthe screen below or the % completion of a project
w hich details how much revenue can be recognized. Performing
proper project management enables you to update your remaining
plan and then use your updated plan and budget as a foundation
for correctly setting the percentage completion.

Finance can than approve the set evaluation and let the solution
post the adjustment for month end
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Month end, step 2 - finalize the income statementand reconcile your balance sheet
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The above represents a view of the input to revenue recognitionand approval for finance

After the process of revenue recognition is carried out, or in parallel to this, a number of
additional month-end tasks must be finalized to complete a full income statement and
balance sheet for the month.

2 of 2

The “Monthly checklist” w orkspace supports the month end process by alerting you to tasks
that have yet to be finalized in the system. This may include missing approvals onrevenue
recognition, alerts for invoices due, supplier invoices on hold or entries that have been
rejected.
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10f2
Achieved through: . _
Costs willbe controlled through purchase orders and approvals on any external costs. Fast © ®8 BB & PRI m o
and efficient distribution of approvals are an integrated part of the solution. It covers the full e . E— - e

process fromPO to payment, Expense sheets that willhandle minor purchases by the
employee

From purchasing to payment of vendor

:  Gomoww  Smam  Smuwm @100 Mebserenen L] 2:Ducory b mskehestr e
£ mu @

When goods/services are received the supplier invoice can then be reconciled against the
PO. This allocates costs directly onto the project. Easy supplier invoice allocation
ensures costs are allocated accurately and approved by the correctindividual. A list of
outstanding vendor invoices can then be generated and formas the foundation for
payments in the bank

oy Seusd  Bemannp Usn  Copes  Fro Siense
s B0 MO L0 Teke 100 1640

The systemallow s you to create a budget for all expected fees and costs. Once this is
approved, PO’s can be raised w ithin the systemagainst agreed costs and sent to the
supplier. By creatinga PO on the projectit allow s you to manage your committed costs on
behalf of your client and ensure your supplier is informed of the deliverables
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Expense sheets
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Expenses are another element associated w ith costs. As part of the basic user role,

employees willhave access tofiling expense sheets.

Expense sheets are set up to be approved by Project Managers. They then flow into finance
for review and pay-out through bank payments. Employees are setup as specific vendorsto

cover for this

Finance budgets

2 of 2
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The systemalso assists by helping you control costs w ith a financial budget.

The Financial budget allow s you to manage your agency’s annual expenditure and
income and compare it to your actuals, providing visibility on how you are tracking based
upon your settarget for the year.

This visibility willallow you to make the right decisions about how to manage your

forthcoming costs based on activity already taken place

The finance budgets supportbudgeting on different dimensions (i.e. by department),
how ever as part of the pre-configured template w e have configured it to support an

account based budget at company level
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10f2

Operation roles —accesstoreports
The table below outlines w hich reports the operational roles has access to: Most of the project management and resource management reports can also be executed/grouped by client

Inv oice view
Job ETC report

Price Quote

Customer/job expenditure

WIP v alue statement
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Operation roles —accesstoreports
The table below outlines w hich reports the operational roles has access to: Most of the project management and resource management reports can also be executed/grouped by client

Holiday Calender 12 weeks Report

Menu Item

Schedule - list view

Gantt chart 12 months

1y
Inv oice list with debtor balance
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Finance roles —accesstoreports
The table below outlines w hich reports the finance roles has access to

Price State Overview
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Finance roles —accesstoreports
The table below outlines w hich reports the finance roles has access to

Holiday Calender 12 weeks
Holiday specification year

Weekly Schedule Menu Item

Debtor sales list

Statement of accounts (Transactions)

20of3
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Finance roles —accesstoreports
The table below outlines w hich reports the finance roles has access to

Balance credito}'by age

Goods / services overview

Voucher data sheet

Financial bookings report

Trial balance with budget and dimension filter option
Fisca[ :r:epon. 12 months
Statement of accounts by dimensions, 12 months

Period balance sheet with comparison
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Operations - roles 10f2
The table below outlines w hat the different roles have accesstoin the solution. This tables is related to operational / "Front-office roles”— this is page 1 of 2
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Operations -roles 2 of 2

The table below outlines w hat the different roles have accessto in the solution. This tables is related to operational / ”Front-office roles”—this is page 2 of 2

‘Net
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Finance - roles 10f4

The table below outlines w hat the different roles have accessto in the solution. This table is related to finance roles” — and is page 1 of 4
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Finance - roles 20of4

The table below outlines w hat the different roles have accessto in the solution. This table is related to finance roles”- and is page 2 of 4
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Finance - roles 3of4
The table below outlines w hat the differentroles have accessto in the solution. This table is related to finance roles” — and is page 3 of 4

roject Postings

et revenue forecast

onth /year closure
dj
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Finance - roles 40of4
The table below outlines w hat the different roles have accessto in the solution. This table is related to finance roles”— and is page 4 of 4

pen job adju
pen material entries
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