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8.1 Order and Incoming Invoices

A purchase order corresponds to a sales contract or a contract for work and
services initiated with the vendor. In the following example, a new purchase
order is created using the "+" button in the "Purchasing and Procurement"
menu. First, a new record of the type "Purchase Orders" opens with some de-
fault settings:

a“
& Administration

0 Customer redationship manage...

I 3 Human resources
[& Project management

# 5] Purchasing and procusement

U Suppler
o Product grovps

®

®
Ism—@l Created by
£ Ousgoing orders B service period From

& | X 17] ousweln srder 12

B.Q [§] Document~ Edn-

General data | Actlons

= Basle information

[Schaut Peter

_oéﬂ

Amount net  Value added tax

Order date [02.07.2021
T
Gross amount

Amount gros | Cost Project

=

lem
:o_:l:l:

Hours | External employee  Job

= Order confirmation

0,00 EUR

0,00 EUR

0,00 EUR 0,00 EUR

% O Outgoing order 12

QQ Document = Edit =

General data | Actlons

= Basle information
Number

Supplier

"MPG Man Power GmbH

Project "001.2 Customizing

Senvice  From '02.05.2020

"Schaub Peter

L=

Status Open

Order date [02.05.2020

To [03.05.2021

Gross amourit

D=

= Positions
[l - Description

Amount net  Value added tax

Amount gros | Cost Project

Howrs | External employee | Job

0,00 EUR

0,00 EUR

= Order confirmation
[[] &= | Description

OrderAmount

0,00 EUR 0,00 EUR

Subsequently, the relevant fields of the first tab
such as the supplier, the project or the time span of the order, and the record

is saved.

"General Data" are filled in,

The purchase order items are then created. In the following example, three
purchase order items are created for two different projects: Two items for ser-
vices and one item for travel expenses The items can also be assighed to work
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packages of external employees or articles.

¥ | Outgoing order 121
EHE&L &[] Document- Edt- View=- Actions=
General data | Actlons

= Basle information

Number 1

i
b=
Il

Status Open

Supplier MPG Man Power GmbH

Project 001.2 Customizing

Created by Schaub Peter Order date | 02.05.2020 e 0

Service From 02.05.2021 =0 To 03.05.2021 =0

pesicd

Net amount 10.000,00 EUR Grass amount 11.500,00 EUR

Note

= Positions

1 ¥ = | Description Amount net  Value added tax Amount gros  Cost Project Hourly rate Hours | External employee  Job

B 1| Inwentory 3.000,00 EUR | HwSt-D-19% 3.570,00 EUR | Fremdieistungen  001.2 Customizing

E 2 | Implementation 5.800,00 EUR | MwSt-D-19% 6.902,00 EUR | Fremdieistungen 0012 Customizing

B 3 | Travel Cost 1.200,00 EUR. | MwSL-D-19% 1.428,00 EUR | Reisekosten 001.2 Customizing

I WNR“ j u.mm:un“ |

HwSt-D-19% 001.2 Customizing
Hw5-0-15% 001.2 Customizing

@ MwStD-19%

001.2 Customizing

The order can then be printed out (printer button). When the order entry is
complete, the purchase order must be transferred to the system using the ac-
tion "Complete Purchase Order".

% | Outgoing order 12 1

R L_E' Document - Edit \rlew-_lm

| General data || Actions | (= Printing b

- Baslc information - 4 Cancel order

Number L || Create incoming inveice SIIINSOIJEH
Supplier MPG Man Power GmbH || Create order confirmation

Project ﬂﬂlz Custumiiing 1 | Create supplier credit

Created by ;Sc-l'laula Pe‘i:er 1 a Delete order Order date ;ﬁi.ﬂé'.zbzu'
Service From 02052021 | [ | Finalise order | To | 03.05.2021
F _ [4] Include all expenses

Net Nt 10.000,00 EUF E (s} nt

R St 3 New order from eancelled ordar | o -
MNote
Remave link fram original

= Positions

[[] | g = | Description Amount net  Value added tax Amount gros | Cost Project
=1 - . il

A A s

B e A

B L T TS P B ———

AAs e

=]
EY=]

11.900,00 EUR |

Hourty rat

The status changes from "No order" to "included". The order is read-only. In
the standard version, completed purchase orders cannot be changed, but must
be cancelled (in the same way as quotations and orders) and recreated on this

basis.

Within the process of incoming invoices, the system usually first checks whe-
ther a purchase order exists. Incoming invoices can then be generated directly
on the basis of the purchase orders in Projectile. With the help of the action in

the purchase order "Generate

incoming invoice", ...
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% | Outgoing order 12 1

& B[R vowment- Edt- View - | Actions = |

| General data-gi'ltﬂnm-;

- =/ Basic Information -

Number
Supplier
Project
Created by
Service
period

From

Net amount

MNote

- =/ Positions -

o[-

=1

Description

|1

MPG Man Power GmbH | Create order confirmation

[001.2 Customizing
| Schaub Peter

02.05.2021

ll.’J.[IIl__I Mew arder from cancelled order

(=Y Printing
- 4 Cancel crder

|| Create incoming invoice

Status | Included

|| Create supplier credit
 [3 Delete order
" Finalise order

_ [{] Include all expenses

Order date |02.05.2020

To |03.05.2021

Gross amount | 11.900,00 EUR |

|5 Remove link from original

Amount net Value added tax

s T T TR

Amaunt gros Cost Project Hourly rat

T L T S T B —— AAs S e

. creates an incoming invoice with the ordered items:

2 | Incoming invoice ForeignInvoice 1
EHEL RS Document- Edt- View=- Actions=

General data | Actions

- Basle information

Number 1 Type Foreignirvoice Status Mo Invoice
Supplier MPG Man Pawer GmbH Reblling [7]
Project:
Service period From 02.05.2021 | @ [7] To 03052021 | @l
Net amounk 10.000,00 EUR Gross amount 11.900,00 EUR
Created by Schaub Peter Invoice date| 02.07.2021 | @ |0
Date due 0207202 |1 Booking date 02.07.2021 | @/
Note
= Positions.
[ b= Positon Description = Amourtnet  Value added tax  Amountgros | Project Cost Nate Rebl
B 1 202 Implementation 5.800,00 EUR ~ MwSt-D-19% 6.902,00 EUR | 001.2 Oy []
] 2201 | Inventory 3.000,00 EUR  MwSt-D-19% 3.570,00 EUR | 001.2 © =
Fi 3 203 Travel Cost 1.200,00 EUR |~ MwSt-D-19% 1.428,00 EUR | 001.2 Customizing Riisekosten ]
10.000,00 E... 11.900,00 E...
204 MwSt-0-19% Projektkosten =
- 204 MwSt-D-19% Projektkosten [ ]

If the incoming invoice does not contain the complete purchase order, the
items can be removed or changed.

In the example, the vendor settles the first item completely and the other
items partially. Once the items have been changed, the incoming invoice is sa-
ved and printed out if necessary.
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| Incoming invoice ForeignInvoice 1

EQ; [ & Document- Edt- View=- Actions=

General data | Actlons

- Basle information

bus

Number 1 Type Fareigninvoice Status No Invoice
Supplier MPG Man Power GmbH Rebilling [7]

Project:
Service period From | 02.05.2021 | @ [7] To|030s201 el

Mt amaount 5.100,00 EUR Gross amount 6.063,00 EUR|
Created by Schaub Peter = Invoice date (02072021 | =[]

Date due o207.201 |0 Booking date 02.07.2021 | © /0]

Note

- Positions

[F] 4= | Position = Description = Amount net | Malue added tax Amount gros | Project Cost Nate. Rl
F 1 302 Implementation 3.000,00 EUR | MwSE-D-19% 357000 EUR | 0012 Q1 =
Fl 2 201 Inventory 1600,00 EUR | Mwst-D-19% 1.904,00 EUR | 001.2 G =
B 3203 | Travel Cost 500,00 EUR | MwSED-19% 595,00 EUR | 001.2 Customizing Reisekosten ]

5.100,00 EUR 6.069,00 EUR
204 MwSt-0-19% Projektkasten =

* 204 MwSt-0-19% Projektkosten (]

If no purchase order exists, the purchase order can be created manually in the

menu "Purchasing and Procurement":

a“ L % | Ineoming invoice 21

DR =

o Administration B Eﬁ Document =  Edit »

10 Customer relationship macage-- | | G eral data | Actions

B Human reseurces

{6 Project management = Basic information =
4 5 Purchasing and procurement s "'\'P!' Status No Invoice

£ Supplier @) | | Supplier . Rebilling 1

) Product groups. ® | Project |

@ nes @ | senvice period From =] To Y=

|| Outgoing orders ® ek oot S

s S B Created by MSchaub Peter Invoice date [02.07.2021 | & 0

= Incoming inveie pesitions = — = o

Roni Date due (X R Y = Booking date 02.07.2021 | @ [

[ Quertes Note
4 39 Offer and order

(] fters. ® = Positions

::-‘::Mﬂm ® [7]) b= | Position  Description = Amount et Value added tax  Amountgros  Project Cost. HNote Rebil

] Querkes SO0 EUR DIGER

{24 Tracking
+ €] Billing = Outgoing payments

A48 Ticket management | 8~ | Mo | Invoice totals Date | Outgoing payment Difference Datedue | Note

] Risk management
“ Query manager
A Finer
** Team calendar
-

When the entry is complete, the incoming invoice must be transferred to the
system using the action "Complete Incoming Invoice".
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X |_| Incoming invoice 323

e

0,00 EUR

volce date | 09.07.2021 @ [
oking date 23.07.2021 & [

BRE BB voumer- ex- vir- [y

General data | Actions (=) Printing 3
- Basic information [5) Inchude »
Number 323 4 Cancel incoming invoice Type
Supplier CSH Consult AG [ Delete incoming invoice Rebilling [7]
Project | # Finalise incoming invoice |
Service period From e [ g Invoice verification To
Net amount 0,00 EUl (@] New invoice from cancelled invoice 55 amount
Created by Schaub Peter 4 Reset from obligo
Date due B2 (=0 45 Set to obligo
Naote

= | Status No Invoice

The status changes from "No incoming invoice" to "Incoming invoice comple-
ted". The A/P invoice is then write-protected. The completed A/P invoice can-
not be changed, but must be reversed (as with purchase orders) and recreated

on this basis.

| Incoming invoice 323
L [BE voomen- -

View > Actions -

General data | Actions

= Basic information
Number 323

Supplier CSH Consult AG

Project

Service period From

Net amount

Created by Schaub Peter
Date due 23.07.2021
Note

+ Positions

6.000,00 EUR

Rebilling B

To

Gross amount

7.140,00 EUR

Invoice date | 09.07.2021
Booking date ' 23.07.2021

Status  Billed

- Outgoing payments
[El| &~ | No.
[l 1323

Invoice totals

Date  Outgoing payment
7.140,00 EUR 0,00 EUR

Difference
7.140,00 EUR

Date due | Note
23.07.2021

8.2 Travel

The tracking of travel expenses is often required for the HR processes (if ne-
cessary, requesting trips, tracking travel expenses, expenses, ...), project con-
trolling (for the actual costs of the project) and the settlement of services.
Some systems also contain the travel requests, from which a trip can be crea-

ted.

When travel expenses are entered, additional meals and per diems for over-
night stays are calculated and other trip costs (such as outward and return tra-
vel, accommodation or flight costs) are entered.

You can enter travel expenses either with the "+" button or from the menu

© Information Desire Software GmbH

Page 6



"Tracking - Expense - Travels".

“ L X & Travel 20

© 4 Administration E @ & Document- Edit- View-

» K5 Customer relationship manage...

Generaldata | Flatrates | Billing | Misc
& Human resources
= - Basic information
* [& Project management = r
> % Purchasing and procurement Number 20 Status unchecked
o 89 Offer and onder Employee 'S{haub Peter
4 {5 Tracking Project
) Effort Period  From PY/:=|| To [09.07.2021
4 Mg
- e ® Flat rate "Deutschiand Arrival and departure flat [
- rate
IﬁTmeus @l
T Receipts ® B
&% Fast entry of joumneys Purpose
& Joumneys ® | Note
= Expense report -
= My expense report Budget I
] Ttem sales \‘.‘}
[T Fast entry of item sales E Raoaipi
b (] Quasies [ Ge- | cost Description Date Gross amount  Value added tax  ReceiptAmount

* € Billing
ik Ticket management

0,00 EUR

D=

The trip is assigned to a project, departure and arrival are entered and the flat
rate is assigned (here "Germany"). The system uses the time period and the
amounts for the additional meals expenses. Then

per diem to determine the
you can ...

> & Travel 20 Schaub Peter

1'31_ @ (& Document- Edt- View= Actions~

General data | Flatrates | Billing = Misc

- Basic information

Da=

Number 20 Status unchecked
Employee Schaub Peter =7
Project 082 Development of a new user | =
Period  From 01.07.2021 Ll =] 14:55 To 09.07.2021 O =
Flat rate Deutschland = Arrival and departure flat /]
rate
Destination
Purpose
Note
Budget
- Receipts
Bl &k~ | Cost Desaription Date | Grossamount | Value added tax  ReceiptAmount
0,00 EUR 0,00 EUR
01.07.2021 0,00 EUR | MwSt-D-19% 0,00 EUR
(O] 01.07.2021 0,00 EUR | MwSt-D-19% 0,00 EUR
... receipts ...

© Information Desire Software GmbH

Page 7



3 & Travel 20 Schaub Peter L=
EHEL . @ 5 oDoumet- Edt- View= Acons=-
General data | Flat rates Billing Misc
- Basle Information
Nurnber 20 Status unchecked
Employee Schaub Peter
Project 082 Developrent of 3 new user i =
Pedod  From 01072021 o/ 1455 To|09.072028 e 00:00
Fiat rate Deutschland Astival and departure flat
rate
Description Date Gross amount  Value added tax  ReceiptAmeunt
Otfice supplies. 01.07.2021 63,21 EUR  MwSt-D-19% 53,12 EUR
Parking 01.07.2021 5,00 EUR | MwSt-D-19% 4,20 EUR.
68,21 EUR 57,32 EUR
01.07.2021 0,00 EUR | MwSt-D-19% 0,00 EUR
O] 01.07:2021 0,00 EUR | MwSLD-19% 0,00 EUR
...and trips are recorded for this trip:
3 & Travel 20 Sechaub Peter b=
EHEL . @ 5 oDoumet- Edt- View= Acons=-
General data | Flat rates Billing Misc
- Basle Information
Nurnber 20 Status unchecked
Employee Schaub Peter
Project 082 Development of @ new wser i =
Period  Fom 01072021 el 1455 Tolos072021 e[|  o0:00
Flat rate Deutschland Auival and departure flat [7]
rate
Destination
Purpose
Note
Budget
* RO“ILN
- Trips
] k= Registrationnumbe  Drive begin Drive end Distance  Cost type Amount.
B 1 Mictwagen 01072021 14:55  09.07.2021 00:00 S13km  Fahrtkosten 153,90 EUR
513 km
) 0L.07.2021 14:55  09.07.2021 00:00

In the tab "Flat Rates" you can enter the deductions for meals provided and
the number of overnight stays. Meal provision reduces the additional expenses
for meals (because the traveler has been partially catered for) and the accom-
modations per diem increases the per diems if the traveler pays for his or her
accommodations from the company.
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3 & Travel 20 Schaub Peter T —

EHEL . @5 ovoument- Edt- View=- Adons-
General data || Flatrates | Billing | Misc

- Foods
B &~ Hours Date  FoodAtt Amount
i_'l 1 3 01.07.2021  Broaifast in hotel 14,40 EUR.
B 2 1 01.07.2021 | Dinner 9,60 EUR
24,00 EUR
1 01.07.2021
= 1 01.07.2021
- Accommadations
Accommodation flat rate [
Number of 8
accomodations

In the tab "billing" a list of costs is available and here is also the information
for the external billing of travel expenses:

EHEL . @ 5 Doumet- Edt- View= Actons=-
N

- Internal billing
Catering costs 156,00 EUR
Vehicle flat rate 153,90 EUR
Gross receipt costs 68,21 EUR Net receipt 57,32 EUR
costs
Gross total costs. 224,21 EUR INet total costs 367,22 EUR
Expenses reimbursed [
= Extornal billing
TAE billing type  according to effort
TAE flat rate EUR
TRE daily flat rate EUR
Billed B Outgoing invoice

When all the information for the trip has been entered, the trip costs entry can
be printed out using the "Print" button and a check of the trip costs can be in-
itiated. The system then changes the status of the trip from "unchecked" to
"check requested" and locks the trip for further processing.

3 & Travel 20 Schaub Peter D=
i Document = Edit= View =  Actions =
General data | Flatrates | Billing = Misc

- Basic information

Number 20 Status checking
Employee Schaub Peter
Project 082 Development of a new user intef
Period  From | 01.07.2021 | 145 To 09.07.2021 | onoo
Flat rate Deutschiand Amival and departure fiat [
rate
Destination
Purpase
Note
Budget

The reviewers are then the reconcilers, are notified in the system ("messages")
and can then reject the travel expenses entry, change travel expenses and/or
release travel expenses in the reconciliation dialog.
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“ a8
B4 Customer relationship ma...
5 Human resources
[ Project management
i Purchasing and procureme...
99 Offer and order
A5 Tracking
€| Billing
18 Tickeet management
% Risk management
“ Query manager
Jif Filter
= Team calendar
& info market

Sticky Notes &

8 Settings.
() Buk print

] start page

{

Request absences

i

=, .“-i ’ 3
(5 Matrbe- TimeTracker
Today
09072021 =0
09.07.2021 &
Ballot
3 My Ballots: 8

Show all ballots

&, inmiatedWoridiows.

(4, Travel for confirmation subeit 20 Schaub Peter 378,11

€4 Forelgn invoice line confirmation 15-1 Pos 1 2.300,00
@, Foreign invoice line confirmation 10-1 pos 1 1,00
&, Foreign inveice line confirmation 18-1 Pos 1 1.000,00
&34, Foreign inveice line confirmation 18-2 Pos 2 1.200,00
€ Foreign inveice line confirmation 15-3 Pos 2 1.200,00
dbenit 19 Schaub Peter

@, Travel for

€3 Foreign Invoice line confirmation 15-2 Pos 2 10.800,00

1.024,00

8.3 Trips, Receipts, Article Sales

The entry of trips (business trips that do not belong to a trip) is done either
with the "+" button or from the menu "Tracking - Expense - Journeys". The
trip is assigned to a project, the vehicle or vehicle type is selected and the di-
stance in kilometres is entered. The system then calculates the trip from the
distance * km record of the vehicle.

L. 3 & Joumey 16 01.07.2021 15:15:38

B[R & Doamet- Edt- View-

o Administration
40 Customer relationship manage...
3 Human resources Number
[l Project management Erlovee
T Purchasing and procurement
Project
98 Offer and order
5 Tracking e
| Effort Period of time
4| Expense Route
B Travel requests * Purpase
2
& Travels @ el
] Receipts ] g
&% Fast eniry of journeys
Lo
[ Expense repart Distance
[0 My expense report MNumber of additional
] trem sales *  passengers
[ Fast enitry of item sales Passanger name
] Queries ATt
il
S Cost type
" Ticket management
] Risk . Payment Method
4. Query manager Amount
4 Finer MNote
*** Team calendar
B ke nnhin Billed

16

Schaub Peter
082 Development of a new user i
Mistwagen
01.07.2021 em 1515 To 09.07.2021 =0
Mainz - Frankdfurt - Mainz
Installation at the Customer's
km
km
502 km
Miles
Fahrtkosten
150,60 EUR
complete Billed [

15:15

You can enter receipts that do not belong to a trip either with the "+" button or
from the menu "Tracking - Expenses - Receipts".
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“ L X | Receipt of costs 21 Petrol

o Administration H [ & Doame- Edt- View- Acions -
General data Misc

- Basle Information

D | petrol

Typeof | Fremdleistungen

cost

Emgployee | Schaub Peter
Project 0013 Roll-out

Date 12.05.2020 =0
Note

= Costs
Net amount
Net amount in foreign

= Team calendar

VAT MwSt-D-19% Gross amount 757,30 EUR
670,00, Foreign Cusrency EURD

The document is assigned a project and a cost element as well as the net or
gross amount and the sales tax. Depending on the entry (gross or net), the
system then calculates the other amount.

4 Lb % | Item sale 2 Fakturamodul
o haministration H @ & Doamet- Edt- View=-
5 Human rescurces.
{8 Project management Ttem Fakturamodul

W Purchasing and procurement s ==
98 Offer and order

[ Tracking Price per unit 3.500,00 EUR
Eiont (net)
# [ Expense Project
[ Travel requests From 502200 e[
& Travels Schaub Peter
| Regeipts
& Fast entry of journeys
&% Journeys
[ Expense report
[ My expense report
| Item sales ®
T FasL eniry of item sales

(] Queries

€ Billing

1 Ticket management

4| Risk management

“ Query manager

4 Finer

= Team calendar

General data Misc

042 Einflihrung EPM

& ®®
Q
g
£
g

g

8.4 Contract

3.500,00 EUR

Rll=

The contracts in Projectile are primarily used for the preparations for invoicing.
Any number of contracts can be created for a project and these contracts then
control whether the project is to be billed periodically, by milestones and/or by

classic payment plan.
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Contracts are entered either from a project (action "Create contract"), using
the "+" button or from the menu "Billing - Contracts".

In the first example, a contract with payment category "Milestone" is created:

= Tue, 03.08.2021 kw3l 2 schabreter () () MR = T I L N T TR T T [»ns@m... Docurrw:nttw-n
a“ £ 3¢ [ Contract 001 ba=
o Administration EH @& 44 Douments Edte Views Backreferences= Actions =
58 Custonner refadonship rarage General data | References | Misc
:mm - Basic information
2 Purchasing and peocurement Desaription 001 Status Active
98 Offer and crder Praject 061 Emfiinrung EPM
1 Tracking Customer CSB Consult Beratung GmbH Contact person Klane Iris
“ ) saing Start of eontract ol Period of |
I Period
0=l Duration Morths T 30102020 0[]
EUR VAT [ MwSt-D-10% AmountTotal/Sum EUR
0,00 EUR
0,00 EUR

In the milestones of the selected project structure (here project "082") you can
then enter the conditions (discount in % or amount in €) in selected milestones
on the "Billing" tab.

% 5| Milestone b82.1-4 082.1-a 03.09.2021 D=

M [ & Dooument- Edit- View - Back references -
General data | Billing

= Basic information

Number 082.1-A
Description 082.1-A
Main project 082 Developmtofanewmerlnnei ijmoszi Planning Phase
Category project milestone : Fixed
Milestone deadline |03.09.2021 | ® (1] Closed [] Closing date | & [
Responsible Schaub Peter
Created by ' Schaub Peter | Date of creation |09.07.2021
Note
= Deadlines
[ 4= | Deadine « Reportdate  Milestone deadline Employee Note
* 0B2.1-A-1 03.08.2021 Schaub Peter

If such a milestone is then completed (usually by the project manager), ...
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3 &4 Milestone 082.1-A 082.1-A 03.09.2021

H @ & Dooument- Edit- View - Back references -
General data | Billing

= Basic information

Number _082,1-A
Description 082.1-A
Main project 082 Development of a new user inter Project 082.1 Planning Phase
Category project milestone Fixed (7]
Milestone deadline  03.09.2021 [0 ] Closing date [ 03.08.2021
Responsible Schaub Peter
Created by Schaub Peter Date of creation _09‘0?.2021
Note [
= Deadlines
[T &= | Deadiine ~ Report date | Milestone deadline  Employee Nate
B 1 08L1-A-1 03.08.2021 03.08.2021 Schaub Peter
® 082.1-A2 03.08.2021 Schaub Peter

L=

. the system generates a budget billing invoice in the background (in this
case for 30% of the order value). If no order value is defined, the system uses
the quotation value or (if no quotations are defined) the basis for the calculati-
on is the planned revenue of the project.

» 46 Milestone 082.1-A 082.1-A 03.09.2021

Document = Edit= View =  Back references =

H &

| General data || Billing |

Part payment in
%

30,1]] % Part payment amuunté

Invoice
Contract

EUR |

The generated A/R invoice has the status "No Invoice" and can then be
completed, printed and transferred (see also section 8.5).

|| Dutgoing invaice MPE-21-09-2
HEL [ S Document- Edt- View- Acions~

General data | Misc |

= Basle information
Number MPE-21-09-2 Type
Project 081 Application Biling address
Service period  From Y= To Y=
Net amount 2.268,00 EUR. VAT | MwSt-D-19%
Accounting method Expense : Percentage 30,00 %
discount
Offer Order
Purchase number Order Value
Created by Schaub Peter woice date[17.002021 | @0
MNate
= Positions
[F] &~ Descrigtion Hours Amount external  Cost
B 1 Acceptance of the Planning 0L:00 2.265,00 EUR | Projektkosten
01:00 2.268,00 EUR
o100
LI
® 0100

2,698,92 EUR
430,92 EUR|
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In the wide example, a contract with payment category "Plan" is created:

X [ Contract 192 bua=
BB“ ] 4 B4 Document= Edit= View = Backreferences= Actions ~
General data | Reforsnces | Misc
+ Basic information
] Type Plan I Period
Period From 12.12.2019 | @) Duration Months To 12.01.200 o[
Amount/Period EUR VAT | MwSt-0-19% AmountTotalSum | EUR
Amount/Year
Total net 0,00 EUR

+ Conditions

A payment plan can then be stored here on the "References" tab (which is
mainly for information purposes).

¥ [ Contract 192 D=
HE& ) &4 Doument~ Edit- WView~ Backreferences~ Actions »

General data | Referances | Misc

+ Positions.

+ Contract positions

= Paymont schedules

[7] &~ Description Date Completion Porcent  Invoice amount | Note Billex Outgoing invoice.
] 11 1. Payment 17.07.2021 30,00 % |
(] 2z 2. Payment 17.08.2021 30,00 % |
[ 3 3. Payment 17.09.2021 30,00 % ]
1 4 4 Payment | 17.10.2021 100,00 % 10,00 % . |

0,00 EUR

- Milestones
[T =  MiestoneNumber  Description Date

In the example, the first three invoices are to be fixed and the fourth and last
invoice is to be issued when the percentage of completion = 100%. The time
service "Payment plan reminder" can then generate a reminder for the invoice.

In the third example, a contract with payment category "periodic" and the pe-
riod = "monthly" is created over a period of four months:

¥ [ Contract 192 fier=
BB“ ] 4 B4 Document= Edit= View = Backreferences=  Actions ~
General data | References | Misc
+ Basle information
= Modalities
Type Periodic Period | Monthly
PPeriod From 12.12.2019 =0 [Duration Maonths To | 12.04.2020 =0
EOW VAT RGO 0t S EOR
Amount/Year 0,00 EUR
Total net 14.080,00 EUR.

+ Conditions

This information can be used for the automatic generation of outgoing invoices
using a time service. In addition, the "Create Next A/R Invoice" or "Create All
A/R Invoices" action can also be used to generate the next invoice or all A/R
invoices for the contract period.
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¥ [ Contract 192 D=
@ & ) % Document- Edt- View- Dackreferences= |Actions =

Gonertdma | Reterances | Misc

+ Basle information ) Create next involce

= Modalities B e Mone

Type Periodic Period | Monthly

PPeriod From 12.12.2019 o.u [Duration Maonths To | 12.04.2020 =0

AmountPericd EUR VAT | MwSt-0-15% AmountTotalSum | EUR

Amount/Year 0,00 EUR

Total net 14.080,00 EUR.

+ Conditions
In the example with the period = "monthly" over a period of four months

(02.05.2019 to 02.09.2019) four outgoing invoices with the defined amount
(€1.250,00 net) are generated at the beginning of the period and linked direct-
ly in the contract.

¥ [ Contract 195 D=
HE& ) &6 Document~ Edit- View~ Backreferences = Actions ~
General data | References  Misc |
+ Positions
= Contract positions
[ =  InvoiceNo. Irwice status Invoice date | Project From To et amounts  Value added tax Inwoice total  Accounting method Created by Datebiled | Date cancelled
B 1 ATB-21-09-3 No invoice: 02052019 | D011 Planung 02.05.2019 01.06.2019 1.250,00 EUR | MwSt-D-19% 1A4B7,50 EUR  Partisl subproject  Schaub Peter
a 2 ATB-21-09-4 Mo invoice: 02.06.2019  001.1 Planung 02.06.2019 01.07-2019 1.250,00 EUR  MwSt-D-15% LAB7,50 EUR  Portial subpraject  Schaub Peter
a 3 ATB-21-05-5 Mo invoice: 02.07.2019 | D01.1 Planung 02.07.2019 01082019 1.250,00 EUR  MwSt-D-15% L487,50 EUR  Partial subpraject  Schaub Peter
Ll 4 ATB-21-09-6 Mo invoice: 02.08.2019  001.1 Planung 02.08.2019 01.05.2019 1.250,00 EUR  MwSt-D-15% 148750 EUR  Partisl subproject  Schaub Peter
5.000,00 EUR 5.950,00 EUR

8.5 Outgoing Invoices

Projectile supports (by means of the chargeable billing module) the internal
and external billing of projects. The following examples refer to customer pro-
jects and thus to external billing. In principle, there are several billing variants
in the system (by effort, fixed price, budget billing, closing and periodic bil-
ling). Using different price models, projects can be billed flexibly depending on
the agreement with the customer.

The invoicing is done either from a project (action "Create outgoing invoice"),
by using the "+-button" or from the menu "Billing - Outgoing invoices" (as
shown in the figure).
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R i OGN = ¢ TmeTack ™ Teamcale @ MPMI G MPMIl @ DBI @ DBI i Ausll i Aush Tl il Ausl I :!’Sea'm--- 'D«xumemrrog
“" £ X | Outgoing invaice 78 L=k
o Admiristration H @& oommert: Bite Viw-
0 Customer relationship manage.. General data Misc
B Human resources
I Project management = Basic information =
(i) Parchasing and Numnber Type Status "No Invoice
4% Offer and order Project Billing address
(55 Tracking Sendcepeiod  From [em ™ [elm
€] Billing Net amount VAT [MwSt-D-19% Gross amaount
[ Lecking time tracking Accouniting method 'Bmglse Percentage % VAT amaount
[ Praject contacts ® Bk
o onder
s Incoening payments
- Purchase number Order Value mmm
il Created by "Schaub Peter Invoice date [17.05.2021 |8/
S Thcket management. L
% Risk management Nate
% Query manager
EF‘E’ + Positions
™ Toam cabendar
& Info market = Incoming Payments
= Foum Inveice sum
Sticky Notes ()] | Ere——
b Settings payment
Gy ik prink Difference

In the first example, an expense calculation is generated (settlement type

"expense"). This settlement type is based on the times and costs entered from
the settlement period. Here, an expense account is to be created for the pro-
ject "014.2" based on the order from the customer "CSH-21-09-07".

After entering all relevant data the invoice header is saved.

X | Outgoing invoice Invoice CSH-21-09-7
-EB‘.BQIMM- Edit= View = Acions =

General data | Misc

= Basle Information

HNumber CSH-21-05-7
Project 014.2 Customizing
Senvicepericd  From|17.00.20019 @ [

Net amount 0,00 EUR

I Accounting method Expense

Offer

Purchase number 53243440
Created by Schaub Peter
Note

Type Invoice Status No invoice
Billing address | 1 CSH Consult AG Biling address
T 17092020 |e|0
VAT | MwSt-D-19% Gross amount 0,00 EUR
Percentage % VAT amount 0,00 EUR
discount
Order CSH-19-12-8
Order Value 38.750,00 EUR Remaining order 30.369,44 EUR
walue

Invoice date | 17.09.2021

lelm

The invoice items can now be entered manually or compiled using the action
"Copy all expenses". If the service period (time span) is set, only billable ser-
vices within the service period are also displayed for billing.

After executing the action ...

X L] oszog e
HER i g Document = Edit= View =  Actions =
General data | Misc
- Baslc information
Number
Project
Service pericd From  17.05.2019

[stbaross ]
014.2 Customizing
=0

Type  Invoice

Status No invoice

Billing address | 1 CSH Consult AG Billing address

To | 17.09.2020

e8
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. all work packages for the project (including all sub-projects) and all costs
are listed. If a performance period is defined in the invoice, all recorded and/or
billable times of these tasks in the performance period are displayed here.

Behind the work packages, the recorded and billable hours (see also section
7.6), the planned and already billed hours are displayed. In addition, all billa-
ble costs (travel, trips, receipts, article sales and incoming invoice items) are
also displayed here.

¥ & Selection L=

Confirm and include | | Select all | | Refresh

Order Value BilledMoney RemainingOrderAmount
38.790,00 EUR 0,00 EUR. 38.790,00 EUR
840,00 EUR 37.950,00 EUR
BilledJobs
0,00 EUR

Jobs

[ &=  Jobrumber Description Employes Begin date planning [« Planning time Billed time
O 1 om2s Programemicrung  28ner Pl 23.12.2019 08:00 08:00 £40,00 EUR A0:00

08:00 08:00 | 840,00 EUR 40:00 00:00

By marking the corresponding items or with "Select all" the entries are selec-
ted and with "Confirm and apply" ...

| Outgoing invoice Invoice CSH-21-09-7 L1

.E‘ m.mwuu- Edit= View = Actions =

General data | Misc

Service pericd From | 17.09.20019 | =0 To | 17.09.2020 L]
Net amount 40,00 EUR VAT | MwSt-D-19% 7 Gross amount 599,60 EUR
Accounting method Expense Percentage % VAT amaunt 159,60 EUR
discount
Offer Order | CSH-159-12-8
Purchase number 53243444 Order Value 38.790,00 EUR Remaining order 30.369,44 EUR
value
Created by Schaub Peter - Inveice date | 12.09.2021 | @/
Note
= Positions
F] G+ | Desiption Hours Ameunt external | Cost
A 1| Job 014.2-5 Programmierung 08:00 840,00 EUR | Projektiasten
08:00 840,00 EUR
01:00
01:00
- o1:00

... the selected work packages and costs are generated as invoice items in the
invoice. In the example, three work packages and several cost documents (a
trip, a license sale and an incoming invoice item) are transferred as items in
the invoice. These items can still be modified in some cases and the invoice
can be printed out using "Print".
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3 | Dutgoing invoice Invoice CSH-21-09-7

HEEiL RS ovoomet- em- view+ [acionaml]
| General data || Misc [ Ede ]

- Basic information

Number C5H-21-09-7 (= Printing
Project 014.2 Customizing

Servicepericd  From |17.09.2019 | &[0

Net amount B40,00 EUR

Accounting methad Expense

| 4 Workdiows ] [ Delete invoice
L Finalise invoice by workfiow Type Invoice

Qm 3 & Include preSminary Involce jo address | 1 CSH Consult AG Billing address

=0

To | 17.09.2020
VAT | MwSt-D-19%

Percentage
discount

¥

biaus Mo e

Gross amount
VAT amount

The invoice can then be accepted. The invoice is now given the status "Invoice
completed" and is blocked including all items. All items based on other costs
are marked as invoiced in the system. For the work packages, the billed durati-
on is transferred so that the work packages can be billed several times for par-
tial invoices, if necessary. If an interface to financial accounting is used,
accounting records are also generated after the action has been executed, if

necessary.

In Projectile, the customer's receipt of payment for this invoice can also be no-

ted (also partial payment):
e e S

& [ & Documen- Edt- Views Actions-

'\;l:::lmm C5H-21-09-7

Project 014.2 Custemizing

Serdce period From | 17.09.2019

Met amount 840,00 EUR

Type | Invoice

Biling sddress | | (SH Consult AG Bling sddress

To | 17.09.2020
VAT | MwSt-D-19%

Aceounting Expense Percentage discourt

Order | C5H-19-12-8
Order Value: 38.790,00 EUR
Irvoice date | 17,09.2021

Gross amount
VAT amount

999,60 EUR
159,60 EUR.

20.529,44 EUR.

If the outgoing invoice has to be changed (incorrect entry, customer com-
plains, ...), this change cannot be made directly (revision security, posting re-
cords already in the financial billing, ...). These invoices must be cancelled and
a new invoice can then be created in the form of a duplicate based on the can-

celled A/R invoice.

The action "Cancel A/R invoice" sets the status of the A/R invoice to "Invoice
canceled" and performs some actions in the background: The invoice key figu-
res are reset, the times and costs of the canceled A/R invoice are billable again
and, if necessary, offsetting entries are created in billing.
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With the action "New A/R invoice from cancellation”, a new A/R invoice is then
created ...

X | Outgoing involce Invaice CSH-21-09-7 Da=
& [ & Documen- Edt- View~ | Adions=
General data | Misc res »

= Basic information i_ﬂ\mmm [ Detete e

Humber CSHRL097 [ prntng » m Tipe | Invoice Statis Cancefied

Project U:d.zmmgm.'_ Biling address | L C5H Consult AG Bilng address

Serdce period  From | 17.09.2019 To | 17.09.2020

Het amount 840,00 EUR VAT | MwStD-19% Gross amount 599,60 ELUR.

... with the corresponding invoice items.

36 (] Outaion ek Dyvicn CHI2 090 i
BRL DS Cowme- eR- Vr- Adire

General data  Misc

- Basic information
I Number CSH-21-09-8 I Type Invoice b Status No involce

Project 014.2 Customizing Biling address =

Seviceperiod  From 17.09.2019 T 1709200 & [

Net amount 840,00 EUR VAT | MwSt-D-19% Gross amount 959,60 EUR
Accounting Expense Percentage discount % VAT amount 159,60 EUR
method

Offer = Order | CSH-19-12-8 <

Purchase number 5324344A Order Value 38790,00EUR  Remaining order value 30.369,44 EUR
Created by Schaub Peter = Invoice date | 17.09.2021 e B

Note

You can then make changes to the A/R invoice, such as changing the number
of hours or the net amount, or deleting invoice items.

For fixed price projects, the basis for invoicing is not the actual times and
costs, but the contract (because of the invoicing modalities, see also Section
8.4) and the order. Fixed price invoices can be generated directly from the
order. With the help of the action "Create outgoing invoice from order" ...

% | Order CSH-19-12-6 D=
| General data || Misc | | @ wordow b | 2 Cancel order

- Basic Information (=) Printing b Gl Create order from cancelied order

Number CSH-19-12-6 [ Include b Iml

Project 003 Entwicklung M g Add discount for each position [ pelete order

Service period From g Add discount position & Finalise order

NetAmount 27.080,00 EUR [T&) Remove link ta original 19% Gross 32.225,20 EUR

amount

... an A/R invoice is generated:
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* | Outgoing invoice CSH-21-09-9

HEHL [@E pocumen- Edt- View-

General data | Misc

+ Basle Information

Actions =

- Positions.

1| Arbeitspaket 003-1 Projektieitung

2| Arbeitspaket 003.1-1 Spezifikation

3| Arbeitspaket 003.1-2 Konzeption

4 | Arbeitspaket 003.1-3 Piichtenheft

5 | Arbeitspaket 003.1-4 Briefing

6 | Arbeitspaket 003.2-1 Datenbankdesign
7 | Aebeitspaket 003.2-2 Entwickdung

8 | Arbeitspaket 003.3-1 Testen

9 | Arbeitspaket 003.3-2 Dokumentation

Hours. Ameunt external
16:00 2.400,00 EUR.
16:00 2.000,00 EUR
24:00 3.000,00 EUR
24:00 3.000,00 EUR
04:00 600,00 EUR.
24:00 2.400,00 EUR.
96:00 11.520,00 EUR
08200 720,00 EUR
16:00 1.440,00 EUR.

228:00 27.080,00 EUR
01:00
01:00
01:00

This A/R invoice initially contains all order items and is adjusted in the case of
partial invoices. Items that are not yet to be settled are deleted and items that
are only to be partially settled are reduced. In the following example, the first

eight items of the order are settled completely and the last is partially settled:

* | Outgoing invoice CSH-21-09-9

EHE & [@E pocumen- Edt- View- Acions-

General data | Misc

+ Basle Information

The A/R invoice is then printed and completed.

Note: Fixed price invoices from orders can also be created from the projects or
directly. In this case, however, the items are not directly transferred:

Hours. Ameunt external
16:00 2.400,00 EUR.
16:00 2.000,00 EUR.
24:00 3.000,00 EUR
24:00 3.000,00 EUR.
04:00 600,00 EUR.
24:00 2.400,00 EUR.
96:00 11.520,00 EUR
08200 720,00 EUR
1600 T, U | raeksten

228:00 27.080,00 EUR
0100
01:00
01:00

D=
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¥ [E Project 047 Einfiihrung EPM

BHEL L T ol b 0 b € Doumets Edt- Views Backreferences - Actions

‘General data | Stakeholders | Proposal | Portfollo | Riskassessment | Status | Keyfigures | Calculation | Billing documents | Orderdata | Logbook  FinalReport | Misc |
uu tun

- Offers

] &=  Offerno. = Offer status Offer valid until Amount net Gross amount
a 1| C55-20-02-10 Offer Cancelled 27022020 40.370,00 EUR 48.040,30 EUR
a 2| C55-20-02-11 Offer Inchuded 27022020 40.370,00 EURL 48.040,30 EUR
- Confirmations
a & Al Order date  Purchase number Amcunt | ConflernationTotal
a 1 Biled CS5-20-02-11 13.02.2020 4432423 32.870,00 EUR 39.115,30 EUR
- Involces
] 4= IntemalNo. Trvoilce status. From To  Project et amounts  Created by
A 128 No invoice 01.02.2020 13.02.2020 047 Einflheung ... 3.034,03 EUR | Schaub Peter
= Ordor lines

In the case of subsequent invoices, a new outgoing invoice is then created

analogously via the order. The system checks whether A/R invoices have
already been defined for this order ...

3 | Order 2021-0003. 13.02.2020 11.07.2020

D% =

EE& . RS vomet- eat- ver- aders:)

General data | Misc ), Worktiow b | 2 cancd order

- Basic Information (5 Printing b ] Create order from cancelled ceder

Number 21:21-0093, [ trcuce ¥ IJM“"“‘WMMI

Project 047 Einflhrung EPM “a Add discount for each position | Delete order

Service period From | 13.022020 | & [ . Add discount position & Finalise order =]

NetAmount 30.000,00 EUR (55 Remove ink o oiginal i Gross amaunt | 35.700,00 EUR

Created by Schaub Peter LS of £reanon | 174,09, 2021 e[ Vat amaount 5.700,00 EUR

Company IC55 Corult Software GmbH Orderer | Miller-Jahn Heike
Purchase number

... and can take these "deductions" into account if desired.

.XInl'o

There are billed invoices referencing this document. Shall previously billed amounts be considered?
| Yes | Mo |

Projectile then creates an invoice that takes into account all the items of the
order through all the invoice items of the already completed invoices:
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3 | Order 2021-0004. 02.12.2019 31.01.2020 fLa=s
EE& . [@BE voumet- Eft- Viw- Acons-
General data | Misc

- Basic information

Number 2021-0004. Status No Confirmation
Project 001 Entwicklung Modul B
Service period From 02.12.2009 | & [ To 31002020 e[
NetAmount 25.572,11 EUR VAT MwSt-D-19% | Gross amount 30.430,81 EUR
Created by Schaub Peter Date of creation 17.09.2021 | & [ Vat amount 4.858,70 EUR
Company CSH Consult AG Orderer Nahl Lisa
Purchase number
Order date [elm
Invoice value 0,00 EUR
Remaining order 25.572,11 EUR
value
Note

- Positions.
Qrder positions

] -  Postion number  Description Hours Criginal internal  Cost Hote

A 13 Wiork Package 1232 o7:00 23.000,00 EUR 0,00 EUR  Projektiasten

Bl 232 Travel Costs 03:00 2.341,11 EUR 0,00 EUR  Relsekosten

Bl 3 Travel Costs 01:00 231,00 EUR 0,00 EUR  Retsekosten

[ ) 11:00 2557211 EUR 0,00 EUR

331 01:00 0,00 EUR 0,00 EUR

Then (if this invoice is not the closing invoice) invoice items can be deleted or
reduced again. The remaining order value is also displayed in the A/R invoices.

In the following example, only part of the order is settled for the second partial
invoice ...

3 || Order 2021-0004. 02.12.2019 31.01.2020 has
EHEE . [RE Doument- Edit- View= Adons~
General data Mise

- Baslc Information

Number 2021-0004. Status  No Confirmation

Project 001 Entwicklung Modul BO
Service period From 02.12.2019 &[] To 31002020 e [0

NetAmount 25.341,11 EUR VAT | MwSt-D-19% ~ | Gross amount 30.155,92 EUR
Created by Schaub Peter - Date of crestion 17.09.2021 | [ Vat amount 4.814,81 EUR
Company CSH Consult AG Orderer Nahl Lisa

Purchase number |

Order date |

Invoice value 0,00 EUR

Remaining order 25.341,11 EUR

value

Note

- Positions

Order positions

[7] | 4= | Position number  Description Hours  AmountExternaiOriginal Amount internal  Cost Mot

[4] 1] 331 Work Package 1232 07:00 23.000,00 EUR 0,00 EUR | Projektiosten

i 2 332 Travel Costs 03:00 2.341,11 EUR 0,00 EUR | Relsekosten

10:00 25.341,11 EUR 0,00 EUR

... and finished the bill:

3 | Order 2021-0004. 02.12.2019 31.01.2020 Dhh=
& 1 [RE Ooxument- Edt- View=- Actions-
General data || Misc

- Baslc information

Number 2021-0004. Status Billed
Project 001 Entwicklung Modul BO

Service period From 02.12.2019 To 31.01.2020

NetAmount 25.341,11 EUR VAT | MwSt-D-19% Gross amount 30.155,92 EUR
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Most versions of the project contain an overview of the orders and outgoing
invoices:

= Contracts

[ i Status Description = Payment Mode Period From Date end Ameunt/Period Total met

il 1 Adive 195 Periodic Morithiy 02.05.2019 02.09.2019 1.250,00 EURL 5.000,00 EUR

a 2 Adive ST Periodic Quartal 01.01.2020 31.10.2020 5.600,00 EUR 38.400,00 EUR

] 3 Adive vooL Periodic “fearly 01.01.2020 31.12.2000 30,000,00 EUR 30.000,00 EUR
73.400,00 ...

= Offers

[F] | &% -  Offerno. ~ Offer status Offer valid urtil Amount et Gress amount

] 1 CSH19-12-1 Offer Cancelled 18.12.2019  44.000,00 EUR 5246710 EUR

s 2 CSH19-12:2 Offer Incuded 18.12.2019  42.850,00 EUR  50.991,50 EUR

= Confirmations

&~ o fumb  Orderdate  Purchase number Amount | ConfirmationTotal

B 1 Blled CSH-19-122 26012020 543532455 3035000 EUR | 46.826,50 EUR

B 2 Billed 0200003 IBOL200 45345353 3919000 EUR | 46.636,10 EUR

B 3 Billed CSH-19-122 04122019 435455998 3635000 EUR | 43.256,50 EUR

al 4 Billed 2021-0004. 2534L11EUR | 30.15552 EUR

= Invoices

7] &=  Internalio, Irvalce status From To  Project Netamourts | Created by

] 1 4 Bilked 01.00.2020 29.02.2020 001 Entwickun... 416,00 EUR | Schaub Peter

8.6 Project Completion

If the project (or a sub-project) is to be completed, the final report can first be
edited in the "Final Report" tab. Here, for example, 2Lessons Learned" for
knowledge management could also be entered.

3 [E Project 001 Entwickiung Modul B0 bes
HE&E o Wl 0 g0 & oocumen- Edt- Vew- Backreferences - Acions -

General data | Staksholders | Proposal | Portfolio | Risk assessment | Status | Keyfigures  Calculation | Billing documents =~ Orderdata | Logbook | Final Report | Misc

= Creator & overview

Created | Schneider Maria Creation date| 17.09.2020 @ [

by

Overview | Customer very satisfied, deadiine skightly exceeded (but agreed with customer), cost increase partially covered by customer.

= Description of individual points

‘Compliance milestones and No.

delivery

Achieving finandal objedtives Yes, completely.
Success and comparative objective

‘Compliance resgurce allocation Yes.

Budget compliance No. But the cost increase s partly paid by the customer.
Documentation See "Logbock” Tab.

Open issues

Success and criticisms

Finally, the project can be closed using the "Change status" action and all open
work packages in the project structure are closed.
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¥ £ Set Activity

Number 001 | Project labelng | Entwic
e i

state

Changestateto |+ | Closed cancel
|+ || Closed hoid
[+ Cosed Ine - =

Cancel

+ || Archived | y
+ || Advance
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