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Overview

Workbench is a comprehensive Project Accounting application with a range of optional modules that combine to deliver a complete
business management solution for organisations involved in the delivery of Professional Services.

Workbench is implemented as an application for operational staff with integration to a range of commonly used accounting
systems. The functionality in Workbench addresses the wide range of common job management functions and processes required
of project managers in any professional services environment.

With time being a critical resource on every project the Browser Timesheet is an effective way for staff to record their own time
against project activities. Comprehensive reporting ensures full visibility of staff utlisation and project profitability.

The Browser Expense Claim provides an easy to use tool for staff to submit their Expense Claims in an efficient and timely manner.
Resource Scheduling will help optimise the utilisation of staff through more effective planning and allocation of staff resources.
A variety of Billing methods are available including Time and Disbursements, Schedule of Rates and Milestone Schedules.

Project Accounting provides up to date visibility of actual performance against budget with a wide range of useful management
reports.

The Quotations and Estimating module provides a consistent and efficient method of generating detailed estimates and
procurement schedules with full integration to Project Accounting.

Document Management is a convenient way to record and track all Inbound and Outbound correspondence including emails and
attachments.
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Project Accounting

Project Costing Job Masterfile
B

Project Costing is the primary financial ledger for the entire
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Project Accounting

Timesheets

The Timesheets module provides a structured and controlled
environment for the recording and processing of timesheets to
Project Costing and Payroll.

The Personal Timesheet allows individual staff to enter their time on
a daily basis thus providing accurate and timely job management
and reporting.

User defined translation codes allow a standard Payroll export file to
be generated for import into most commonly used Payroll systems.
Retention of the timesheet file with well structured data allows for
comprehensive analysis of employee productivity.

Features include:

Personal Timesheet for quick and easy recording of one’s own
time and expenses on a daily basis.

Rapid data entry program for conventional paper based
timesheets.

Browser Interface for Personal Timesheet.

Browser Interface for Staff Expense Claims.

Validation of Employees, Jobs, Activities.

On-Line Approval of Timesheets by specified Managers.

Exception reporting for undertime, overtime, holidays, no
timesheet.

User defined Activity codes for the allocation of time to jobs.

Wage Cost, Overhead Recovery rates and default Selling
Prices maintained by Employee Class.

Transfer pricing for time worked on Jobs in other Profit Centres.
Special Pricing by Employee and Job/Client.
Standard Export File of timesheet data for import into Payroll.

Immediate availability of timesheet data to job reporting and
enquiry.

Productivity Analysis by Profit Centre and Employee over any
selected period.

Export Timesheet lines to commonly used Payroll systems

Standard Export File of Recovered time for analysis and
posting to General Ledger.
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Project Accounting

Invoicing Invoice Creation
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Invoice sequence numbers controlled at a company or location
level.

User defined invoice messages/footers.

GST/VAT calculated on a line basis with option for nil tax.
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Aged reporting on outstanding invoices by Project Manager,
Client, Project, Profit Centre.

Integrates with Workbench Contract Management.

Interface to Accounts Receivable and General Ledger



Project Accounting

Purchasing

Purchase Orders
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Quoting and Estimating

This module is designed to efficiently prepare Job Estimates Maintain Quotes
and Quotations which on Acceptance can be used to
generate Job Budgets and Procurement Schedules.

Features include:

Maintain multiple versions of a Quotation.

Create new quotations from Templates or existing
Quotations and automatically re-price using current
Labour, Material, Stock and Plant rates.

Structure the Quotation with multiple Costing Sheets
to detail the cost estimates for each stage or element
of the job.

Copy and Insert individual Costing Sheets from

existing Quotes or Templates. Costing Sheet

Create an unlimited number of estimate lines per
costing sheet.

Derive Labour Cost Prices based on Employee
Class, Person, Activity.

Use Workbench Supplier Catalogues and Stock to
cost materials or manually enter estimated values.

Select the default Selling Prices for Labour and
Material ltems from multiple user defined price lists.

Quote Enquiry

Record adjustments to the default Selling Price to
arrive at the Quoted Price.

Enquiry screen to track outstanding Quotes by Client,
Date, Status, Quoted By.

Record user defined reason codes for Wins and
Losses to monitor overall quoting performance.

Maintain multiple Quotation Report Formats using the
Crystal Report Writer.

Formal Acceptance of the Quotation with the option
to use quotation estimate lines to create Job

Budgets. Print Quotes

Use the Bill of Material option to create Job budget
lines at the parent part level or the raw material level.

Interface Estimate lines to Procurement to generate
Stock Issues and Purchase Orders.

Link Costing Sheets to a single Job or separate Sub
Jobs within a project.

Interface to SAP Business One Quotations




Web Timesheets and Expense Claims

Timesheet

The Workbench Browser versions of Personal Timesheet and
Expense Claim provide an ideal solution for consultants who have
ready access to the internet when away from the office or larger
organisations with a number of branch locations where the cost of a
conventional Wide Area Network for a high number of users is
prohibitive.

These functions enable the Workbench database to be updated on-
line with important time and cost information from any location in the
world under appropriate Login Security.

The functionality provided under this Browser option is equivalent to
that of the standard Workbench Personal Timesheet option detailed

in the Project Accounting brochure.

Browser functions include:

Approve Timesheets

Timesheets

Select Timesheets for specified weeks.
Copy lines from another timesheet.
Validation of Employee, Jobs, Activity Codes
Unlimited lines per timesheet.

Extensive Job Search by Profit Centre, Client, Job
Manager.

Browser based Approval process.

Expense Claims Expense Claim

Select Expense Claims for specified weeks.
Validation of Employee, Jobs, Activity Codes.
Unlimited lines per Expense Claim.

Extensive Job Search by Profit Centre, Client, Job
Manager.

Caters for the processing of purchase based taxes.

Browser based Approval process.



Document Management

DocWorkbench provides an effective and practical tool for Save Documents
the creation and management of all Outbound and Inbound

documents. The software is implemented on the desktop as

a separate application to Workbench in order to make it

available to all staff involved with project related documents

and thereby provide a corporate solution for document

management.

Features include:

Integration to MS Office — Word, Excel, Powerpoint,
Outlook.

Record and store documents in any file format and
view with the native application or compatible viewer.

Store and Retrieve documents with an extensive
range of user defined criteria including:

Job Code

Document Title
Document Purpose/Type
Company

From Person, To Person.
Author

Our Ref, Their Ref.

File Name

Status

Key Words

Date Range

Search for Documents

OO0OO0OO0OO0OO0OO0OOOOO

Extensive search functions on the Workbench
database for:

o Jobs

o Companies

o People

o  Email Addresses

Save Emails and Attachments with option to save
attachments separately.

From MS Outlook use the DocWorkbench search
function to locate files to be attached to Outbound
Emails.
o , o ) Email Address Lookup
From within MS Office applications email the current
document as an attachment.

Create Word Documents from templates that contain
merge fields from the Workbench database.

Mandatory Save fields to ensure the integrity of the
document register.

User defined conventions for system generated
Folder and File Names.

User defined Internal References.

Integrates with Microsoft Explorer to locate and
register files from applications that do not integrate
with DocWorkbench.

Register Inbound hardcopy documents and record
physical file location.

Integration with other Workbench modules:
o  Drawing Register

0  Meeting Minutes
0  Actions/Tasks.



Resource Scheduling

The Resource Scheduling module is designed to schedule Project Schedule
Staff and Plant against Workbench jobs.

When job budgets are created in Job Management they
are passed to Scheduling for the allocation and scheduling
of Staff and Plant.

Where job budgets are not created (e.g. service jobs) one
can schedule an estimate of time.

Features Include:

Graphical Interface with drag and drop function for

time allocation. Resource Schedule

Optional manual entry of Start and End times.

Planning Board view by Day, Week, Month and Year.

Schedule as far into the future as you wish.

View Schedule by Project/Job and by Resource
(Labour and Plant).

Maintain non availability of Staff and Plant with .
reasons such as On Leave, In Workshop etc. Day Detail

Maintain Statutory Holidays.

User defined colours for highlighting — resource
availability, overtime, required by date.

Schedule resource by Task based on budget hours
to complete.

View resources available to do the selected Task.
Select one or a series of scheduled Tasks and move.

Crystal based reporting.



