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Firmao.net

Firmao.net is an innovative online system that does not require installation because it works in any web
browser. It has been designed primarily for small and medium-sized businesses. The first online version
of Firmao.net was implemented in 2010 and there are now over 6,000 users in Europe and Firmao.net
now has the fastest growing user base for software in its class. Firmao.net is hosted by Amazon’s Cloud
server data centres which are top-rated among large server centres designed for business applications.
Firmao.net is available online at Firmao.net .

The architecture of Firmao.net (known as Rest Web Services) has been designed so that it easily
integrates with third-party software. In version 5 Firmao.net has been integrated with a virtual telephone
switchboard facility, enabling calls to be made directly from the CRM system (click2call). This enables
users to gain access to billing information and to see on screen who is calling in at that particular
moment.

The Firmao.net Support Team provides its users with technical support via online help, email and phone
as appropriate. We offer free demonstrations during which we can share a computer screen over the
Internet to show how to use Firmao.net . Multi-lingual support is also available if required.
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2. Definitions of the basic concepts of the system

e Company - an organisation which is a Firmao.net customer and which has an account on the portal
Firmao.net and associated database as well as information about contractors and other tasks.
Users’/Employees’ accounts belong to the company’s account. The company’s administrator sends
invitation emails to invited contacts (e.g. colleagues) via the Firmao.net system.

e Company’s Administrator - the first user who created the company’s account. Administrator’s
rights can then be granted to any number of other users invited to the company’s account. The
administrator has access to all data of his/her company.

e User - each authorised user whose company has an account on Firmao.net , and who has received
an invitation email sent by the administrator to create an account on Firmao.net.

e Startup screen - the first screen which is visible after logging in, containing any number of user-
selected views and information that is relevant for a user. By using editable filters and the columns
profiles, views can be freely defined.

e Filters (The Filter Tabs) - allow you to specify any filter criteria so that it is possible to show only
information that is needed at a particular time by the user. It enables filtering by means of relative
dates e.g. "tasks modified since yesterday", or searching for objects such as empty fields (the task
with no user assigned). It also allows formulas to be used for data sorting.

A defined filter can be saved under a new or already existing name. All these filters are shown in a
form of a tree in the main menu under their options for example, for tasks - "Unassigned”, "Open",
etc.

e Reports - a list in a PDF file, containing the information specified by a particular filter intended
for producing a PDF and printing. You can also save lists in other formats, for example, xls, csv,
docx, or odt so that you can easily export any data from Firmao.net to other systems or create a
local archive of database. Through the option “Reports” it is possible to create a mass mailing, for
example, requests for payment, interest notes, etc. You can edit the reports templates using the

iReport program.

e Reminders — a list of specified reminders to which email reminders about particular events will be
sent to the chosen users at the chosen time.

e Attachments — a list of files (e.g. documents) stored on Firmao.net (Amazon) servers, that are
assigned to objects such as a specific task, project, contractor. This list can also store links to files
stored on other servers.

My Account - a view allowing for managing the users’ data and the settings of their accounts.
Users - a view in which all data of all Firmao.net users within a particular company can be seen.
With this view one may add new users by sending an email invitation to him/her.
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e Labels - by defining separate labels for different objects and assigning them to objects, e.g. tasks,
contractors, etc. any grouping of objects is possible, for example, easy, difficult, or pleasant tasks,
or customers who pay on time or those who do not, can be easily created.

e History - Firmao.net saves every change in the data made by each user so that authorised users
can see data that has been modified and at what time and by whom.

e Importing data - data can be imported into Firmao.net through this facility. The imported data
needs to be supplied in a file in CSV format.

e Company View - includes all the information about the company to which the Company
administrator belongs. If you have the administrator privileges, you can instantly change any
settings of your company and assign specific access rights to particular users.

e Email accounts - Firmao.net includes functionality for reading and sending emails, which you can
connect to any number of email accounts that use the POP3 or IMAP protocol. You can also freely
determine access to them for chosen users from your company.

e Email messages — it is possible to manage one’s own email which can be attributed to Firmao.net
users, customers, contacts, tasks, or transactions. It also allows for the creation of tasks, customers
and/or contacts directly from an email message.

e Tasks - allow you to describe the work that an employee or employees performed or will perform.
You can determine the exact planned or actual time of the task or combine it with another task of
predecessor/successor relationship, or divide it into subtasks, or assign it to the subtasks/master
task.

e Work times - Firmao.net divides working hours into:

o Planned working hours - that is time at which the employee/contractor declares the work
and which is saved by the system. You can also record leave and sickness.

o Current time job - is recorded in the system as an activity / task on which the employee is
working at the current moment.

o Completed time — is recorded in the system as the time the employee/contractor spent on
performing a particular task. Because the tasks are often interrupted or carried out in a
discontinuous manner, the “completed times” allows for saving any length of time devoted
to the task in the program. Then the system, by summing up all completed work times, can
determine the actual total duration of the task.

o Leave and sickness — this is the way the system defines the time and the reason for an
employee’s absence from work.

e Projects - enables logical grouping of tasks into projects. The project may be assigned to a
contractor for which it is being implemented. It can also be assigned to the project managers and
staff carrying out the tasks of the project. In this way, the users’ rights to have access and to modify



the data of the project tasks are determined.

Calendar — graphically shows the working times and tasks of the users. The calendar allows for a
quick edition and the creation of the tasks and working times using "Drag and Drop".

Gantt Chart — using this view, you can graphically design the project division into specific tasks,
determine their order by the predecessor/successor relationship and plan it in time. The Gantt chart
shows only the tasks with filled in fields concerning planned start and end dates.

Customers — any companies and organisations with which you do or are going to do business: e.g.
suppliers, customers, partners, subcontractors.

Contacts - your contractors’ employees or agents.

Sales notes - are used for storing information about all business relations with a particular
contractor; you are free to write any text e.g. the description of an interview conducted with a
contractor, client, etc.

Products and services — everything you buy or sell to your customers. There may also be a
supply storage policy which is associated with the supply and the storage of stock as well as the
value of individual products.

Transactions and invoices - invoices, bills, receipts received or invoiced to their contractors.
They contain products / services that are bought or sold by the company. You can edit the template
of invoices, bills, receipts using iReport.

Stock documents - here companies that need warehouse management can issue proof
of acceptance or release products from the warehouse. You can edit the template of these
warehouse documents using iReport.

Bids and Orders -as in the case of transactions and invoices, one can record a list of bids and
orders received and sent from / to the contractors. You can edit the template offers and contracts

using iReport.

Phone calls - Firmao.net integrates with VOIP so that you can make cheap phone calls with
1-Click directly from Firmao.net. It is also possible to assign billing calls to individual users,
customers, contacts, or easily record your calls to WAV files, and quickly display the data of
incoming calls.

Company equipment — it is easy to record equipment located in the company or to assign users to
it, and to deal with faults (tasks) associated with the it.

Types of company equipment - enables you to define certain types / groups of equipment with
specific parameters. For example, you may define the type "Computer" and assign the parameters
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such as processor type, hard disk capacity, etc. to it. Then, when you add new hardware, you can
use a predefined type to describe all the computers in the company.

Locations - locations consist of all kinds of buildings, rooms, etc. in which equipment can be
placed. They may also include, for example the company’s warehouse/store rooms, etc. Each
location may have a superior location, so you can create a hierarchical structure of the location, e.g.
building-floor-room.

Comments - each items within the system e.g tasks, can be described and commented on by
users who have access to it. This creates, for example, discussions on how to perform a task.



3.The Detail views

In the detail view of the selected object such as a task or contractor, you can browse and edit all data of the
object. You can also delete objects just visible and add new ones.

The Details view also contains an additional tab which includes object-related information e.g. "task"-
related objects are working hours over it, or email messages connected with it.
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Tabs

Detail views of objects have different sets of Tabs. The tabs are located at the bottom of the view. Here you
can add, edit and delete related objects (e.g. for object "task" related objects are working hours over it, or
email messages connected with it). The standard tabs for most of the modules are:

e Description - for every Firmao.net object one can create a long text description. The description
can provide any additional object-related information that is required.



Description and comments  Costs | Subconiracio S EAsKE
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Comment — the users who have access to the facility can add their own text comment. In this way,
a discussion can be created, for example on how to perform the task.

Reminders - ensure the timeliness of all important events in the company, such as, meetings or
transactions. You can view all reminders associated with the selected object, add view, edit and
delete reminders that exist in the system. In the panel associated with adding a new reminder you
can specify a reminder time, its contents, assigned users, and optionally set the repeat reminders.
When it's time for a reminder of the object, then the module will send a reminder email for the user
with the message reminders.

= ] tmes  Sales notes ransactions | Emads | Reminders Attachments | Additional fislds | Changelog
__._._:;r.r'.'.- remender

Reminder in Repeat aft Gasigned users Reminder confent Author Creation
1 22.04.2012 JACHD Smith meetng tme lacoh Smd 24042001

Attachments - enables you to add, view and delete documents, contracts and other files related to
the object. You can attach both the files and links (links) to the web sites. The maximum single file
size is 1GB and all is 2/10 GB per user, depending on the licensing program.

4= |ing times | Sabes notes | Transactons | Emads | Reminders | Attachments Additonal fields | Changelog
il aitachment

ot Hama Aac Degerption Spthar Creation date

] estimate. et < 0.01 Jacob Smith  24.04.2012 1:

Additional/Custom fields - you can enter values for defined additional fields associated with the
selected object. Custom fields are those defined by the users according to their own business
needs. To create a new custom field, use the option Company — Settings — Additional Fields.
Creating a new custom field, select the type of facility and specify the type of value that will be
entered in this field (date, text, number).
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time collaboration:
4 years

e Changelog - here you can view the complete history of the operation - how data was modified
and by whom and when. All changes are updated on a regular basis. The insight into the history of
changes is possible only for objects to which a currently logged in user has access.

¥ g mes | Sales notes || Transactions | Emads | Reminders | Attachments  Additional fedds || Changelog

2012.04. 24 11:30 Jaceh Smith

1. Task & - Hard task - changed status Mew value: Paused
i wipde: [n progress
2002.04, 24 11:30 Jacoh Smeth
1. Task & -Hard task - changed status Miw wabue: In progress
O8] waims: D e

20112.04. 24 11:30 Jacob Seith

i. Task & - Hard task - added assigned users
1 - Jacob Smith

Edit
In order to edit the field value, place the mouse cursor over the right part. If you see a "pencil” icon, click

on it and then you can edit the content of the field. All changes are immediately saved after leaving the
field. To cancel saving changes press ESC before leaving the field.

Priceity:

3 500 (Critical)

But if you get the "lock" icon it means that edit field value is locked for editing, mostly because of
insufficient permission to edit this field.

Author:

Abander Les

Some Firmao.net fields are automatically calculated on the basis of the contents of other fields. In Next

to these fields there is an icon representing the "cog wheel". Such fields can be made available for direct
editing, by clicking on the icon "cog wheel" that is, after turning off the automatic conversion of the contents
of the field.

10
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Drop-down lists

Drop-down lists in Firmao.net often allow you to select more than one position. This is done by selecting
the check-boxes to the left of the name of the list.

Tags:
Approved; | &
7| Approved

| First warsion

| Second wversion

Date edition

All data values in a date format can be entered manually in the following format,

Bchunl start dabe:
06.12.2011

or use the available calendar after clicking on the button to the right of the date field to view the calendar.

11
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In the calendar you can also specify the hour.

9:15 |5 How
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]9

Lal
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By clicking the "arrow" icon at the name of the month, you can quickly move the view for a particular
month. You can also do this by using the keyboard shortcut CTRL + arrow left / right.
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Context-sensitive help

12
18
26

13
20
27

14
21
28

Next to some of the data fields you can see the icon "i". This icon displays basic information explaining the

functionality of the data fields. **
Place your mouse cursor over the icon to view help.
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Toolbar

Every details view has a toolbar with buttons that allows for the quick creation and deletion of objects,
navigation between next and previous objects, allows help to be displayed and many other functions.

s New ~ | B Assign io me L& Add transaction ~ |4 4 iz b #l B Oekete o

e icon "New" enables to create a new object in this case it will be a new task. After a click on the
arrow to the right of the text "New", subsequent icons will be displayed so that it will be possible to
add a new task with the data copied from the currently visible task.
arrow icons next to the text "Task" allow you to view the next task
icon "Delete" allows for the deletion of the selected item, in this case, the task
icon "Help" displays help containing numerous tips on visible Firmao.net functionality.

Concerning smaller monitors, it happens that a part of the toolbar icons are hidden. To view all the icons,
click the arrow to the right of the toolbar.

. ™ . i " 4
wd New = &7 Assign to me LAAdd transaction = |2

Then, a list of the missing toolbar icons is going to appear.

_,,ﬂ-l'-dﬂ fransachon - |

B Delete

Deleted data

In the Firmao.net system every deleted record can be recreated and restored to the system if necessary.
Deleted data is marked by crossing out field entries. Click on the name of the deleted object:

13



B Ehan-tam

A new window opens so you can choose to restore an object or simply display information about it.
Choosing the second option will take you to the details view of the deleted object where you can only view
the data concerning this object. All the operations connected with modification are blocked.

You are viewing deleted record M
Chosan by you recerd has been deleted You hawe the ab#ty to restore the object

Reglone Birowae

Quick information search

A field used for a quick information search is placed in the upper-right corner of the screen. It helps to
quickly find objects that contain in their name or description the text entered in the search field. "Quick
information search” always searches among all the objects of a particular class and is independent of the
filters defined in the "Filter" tab or column headers.

wm—————y =

(Mo description)) g Mew task * | [.5#~  meeting el
5 List of tasks: Task name with the w... = - ; -
= (1-1of1) e ] | Report & New =
|:| M1 Name Relation - + Priority Status The assigne Author Last update
1 [0 & Hard task Project E3500 @ Paused Alexander Lee 24.04.2012
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You can enter/find the descriptions of objects in the details view:

15



4. The Lists Views

In Firmao.net every class of objects such as a "Tasks", "Contractors" scan possess not only the details
view of the selected object, but also a list view of many objects of this class. In this view, it is possible to
determine which columns of data are shown in what order and which data will be shown and how it will be
classified. In a list view, similarly as in the detail view, you can edit the data and add or remove selected
objects / data records. In the Tab list header is always the name of the displayed object class, in this case
the "Tasks List", followed by the name of the filter used in the building and the number of objects shown.
Lists can display up to 100 rows at a time, after entering the demanded number of rows in the Settings —
General View My Account.

List of tasks: *0Open (modified) =
= (1 - 16 of 16) pen ( ) @ {=| Report G New - | =
& Mi Name Relation ty ~ Priority Status The assigned Author
1 1 Preparing tasks Project 4 301 @ Waiting Ethan Lam Ethan Lam
2 2 Implementation of dashbe Project & 51 @ Waiting Emma Clark Ethan Lam
3 5 Bug fixing Project & 70 @ Waiting Alexis Johns Alexander Lee
4 6 Hard task Project 500 @ Paused Alexander Lee

All lists available in Firmao.net have menu in their headers. This menu contains buttons that enable you
to quickly create a new object, delete an object, display help or the choice of the list and many more,
depending on the type of data displayed.

saNew = | 4 4 121 # * L5

The "New" button enables to create a new object such as a "Task", "Contractor."
The "Pages " button allows for the selection of the list

The "Delete "button deletes the selected item from the list

The "Help "button displays help containing numerous tips on Firmao.net functionality.

By clicking the selected object name (in this example the name of "Tasks "), or by double clicking on the
row, the list goes to the details view, so you can view and edit all data associated with it.

6 Hand tack

1 Preparng tasks

You can also directly edit the data fields in the list. To do this, place the cursor over the right part of the
field. If you see a "pencil" icon you can change the field value.

16



@ Waiting =

Conversely, if the icon appears in the "lock", the edition of the field value is blocked.

Algxander Lae
Ethan Lam

o possbility ta edit
Jacob Srrth 1

A list of data can be easily filtered. A simple filtering is available on the menu that appears when you click
on the arrow to the right corner of the header of each column.

Simple filtering for jobs with the type of project links

| ':'EII:L"?;'“‘:M“ = [7] Repor _ Gatew =  Floassigntome (ASterttesk ~ 4 4 1jz1F H =
j Kf Mares Rbabpn t x| w Draeiu = Satus The assignad p Aiar

1 1 6 Hard task Projecy] 1 Hide cokmn d Aleander Lee

2 [ 1 Preparing tasks F'n:l;lezj 4| sort Ascending 0 Ethan Lam  Ethan Lam

3 25 GANTTUZ2 D Proje il_ Sort Discending m Jacob Smith

4 | 24 GANTT LUC2 C Custar fi Jacab Smith

g | 23 GANTTUCZ B Custom (1 Cokmmns F i Jacob Smich

& | 22 GANTT UC2 A Projectl — Jacab Smith

7 B 21 GANTTUC20 Respur| - " P | ] Progect Jacob Smith

B [T] 12 Restart button doesnt work Fesource #1150 2@ ] Fesource Erniy Broawn

g [l 77 Fixed task Project & 50 L 1 Cuh ra Clark; Emma Clark
10 [ 5 Bug fixing Project % 70 L ] ' Johnsor Alexander Lee

Filtered task list for the type of link design

- . —
D g e el Qe - | @ s e i -
[T = Hn Hame Relation ty = Priority Status The assigned p Authar

1 | 6 Hard task Project 3500 @ Paused Aleander Lee

20 1 Praparing tasks Praject #3201 @ Waking Ethan Lam  Ethan Lam

3 | 25 GANTTUCZD Project 4 300 @ Open Jacob Smith

4 0] 22 GANTTUCZ A Project 4+ 267 @ Open Jacob Smith

5 ] 77 Feed task Project & B0 @ Waking Emma Chark; Emma Clark

6 | S Bug fedng Project & 70 ® Waikting Alexis Johnsor Alexander Lee

It is also available to sort the data according to any criteria , in ascending or descending order. To perform
the sort operation, click the button to the right of the header of the column that you're interested in (the
button is hidden by default, but it will appear when you indicate the column header with a cursor).

17



& Priority - Status
L1
& 51 Watting

Then, a list of operations develop that you may perform on the data. Choose the position "Sort Descending
/ Ascending" .

Sort descending by column "Priority"

) = .
(0 s "open(medied) & 5] fugort. . ) Oata Dew -
— ar.'lr _ -Hnrnu H:amlannr Pnni 42 1ade cokurmn The as

11 1 Preparing tasks Project # 301 Ethan
2 O 2 Implementation of dashboard Project % 51 | 24 sort Ascendng Ermma
3| 5 Bug fixing Project #70 | 4] SortDescendng Alaxis |
4 M1 6 Hard task Project 3500 |

g | 7 Parent tazk Project 3§ 40 [E Columns ¥

6 F] 8 Subtask Prject  #55 | — o :

7 | 9 Sub-subtask Projiect $4a8 -

You can also sort by simply clicking on the column header.

Sort by column "Priority"

L]
(7 Listof tasks: *Open (modified) 2 (o Dlew -
[]] a Hr Hame Relation fy .« Priority [ Status The assigned Author

1 0] 1 Preparing tasks Project + 301 F':"m}l'r*;“:n-;l Ethanm Lam  Ethan Lam

7 2 Implementation of dashboar Project ¥ 51 W VvaILng Emma Clark  Ethan Lam

3 ] 5 Bug fixing Projact & 70 @ Waiting Alexis Johnso Alexander Lee

4 [ 6 Hard task Project 3500 @ Paused Alexander Lee

5 I 7 Parent task Projact ¥ 40 @ Waiting Errily Brown

5 | B Subtask Projact & 55 & Waiting Ermily Brown

List views can be dynamically customized to your needs. Columns can be hidden and restored. To do this,
click on the button on the right side of the header of any column (the button is hidden by default, but it will
appear when you indicate the column header with the cursor).

=

@ Waitino

18



Select the "Columns" position from the drop-down list.

Status = The assigned §
@ Waiting Tifi Hide column
® watng |,

- Sart Ascending
@ Waiting j 1
® Paused £ 1 sort Descendng
® Waiting
4| Colurmns k

& Wailting =
@ Waiting 7] Fiter b
[ WEFET T I TR

You'll see another list containing all available column names. Please select all the columns that should be
shown in the list and deselect those that are to be hidden.

m

WO s A e W b

L —
L — ]

-
o

(D New ~ || B asamn to me 5 task v | »
= The sssigned | Aythor
T Hide cohnn ia"'“-
m

A
:l ar Lea
,g]. Sort Descending or Lee

oW
[ Cobamns b !own

b fown

[¥] Fter
—mmlﬁwn

flens Johnson
Jacob Smith

[F br
List of tasks: “0pen [modified) 25
{112 of 13 & I= " @ mMame
E]| = N Home Felath [~ Parent task
] 1 Preparing tasks Project | [ Relation type
_| 2 Implementation of dashboar P@t:t i Felated 1o
1 5 Bug fuing Project | — ]
" 6 Hard task Project | (¥ Pricrity
] 7 Parent task Project | [7] Percentage of completion
] 8 subtask Project [# Status
] 9 Sub-subtask Project |
C| 10 Task without project Project ”
™ 11 Task without actualStartDat Project | ] Author
] 22 GANTT UCZ A Project [[[] Start date
"l 25 GANTTUCZ D PIOJRCt | = g date
1 Y A bl P ol b :

Jacab Smith

Errermes el Ermeee @l

You can change the display order of columns. To do this, click on the column heading you want to move,
then drag to the desired position without releasing the left mouse button.

-
o itttk v oot 1 0
[7] & Ne Hame Relation ty Priority Siatus
1 1 Preparing tasks Prpiare & 30 @ Wating [
2 M1 2 Implementation of dashboar Pre Frionity @ Waiting |
3 0 5 Bugfiing Project & 70 @ Waiting
4 ] 6 Hard task Project £ 500 @ Paused
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The width of the columns can be modified. To do this, click on the vertical edge of the column header.
The mouse cursor should look like in the picture below. Then, you need to extend the column edge
respectively in the right / left direction depending on whether you want the column width to increase or
decrease.

m 'fﬁﬁ?t.etf?m *0Open (modified) ] [=] Repor )
7]}« Haies Friority Relation 1y LA 1T
1| 1 | Preparing tasks 301 Project @ Waiking
2 | 2 | Implementation of dashboar 4 51 Project @ Waiting
3 | 5| Bug fxing 70 Projact & Waiting
4 6 | Hard task 500 Projact @ Paused
il 7|Parent task 40 Projact & Waiting
& [ 8| subtask 55 Project & Waiting
r il 4 | Sub-subitask 48 Project & VWaiing



5. Filters

By using the "Filter" panel, we have the possibility for rapid discovery of information. The "Filter", located
next to the tab "Menu" in the upper left corner of the program, is active for each list that appears in the
right panel of the program. The filter panel allows you to select multiple filter criteria specific to a given
class of objects. Search criteria can be numbers, texts and dates entered in the format DD.MM.YYYY HH:
MM format or record relative, where Y - year, M - month, W - weeks, D - day, H - hour, M-minutes . For
example, the value "-1D" means one day back from now and allows, for example, to show completed tasks
from yesterday. The selection criteria can also select from the drop-down lists, where, like in other views of
the program, by selecting the check-boxes to the left of the list items, you can select any number of values.

Ticking the checkboxes on the left side of the field names specify that the field is included in the search
criteria. You may provide no value, but the program searches for the objects which have these fields
empty. In this way, you can search for such a task which is not assigned to any user. By selecting

the "Search in the description of" icon, the program will also search for specified text in the full description
of the objects.

Y Filter =T I ] mt?‘fl‘.ﬂ!lﬁ *Open (modified) D [=] Report ) Nev
%% Fier |=={Saving as.... & M Narma Priofiy Relation & Siatus
Tazk name: Seach o deic and nf| = 1 1l Prepanng (3s<s 301 Project & Wakng t
2 | 2 Implementation of dash € 51 Project @ Waking f
' S Bug fixing & 70 Project @ Wak
1D from: 3 - U \ r-:u.e aiting
4 6 Hard task 3 500 Project @ Paused
- o gl | 5 7 Parent task &+ 40 Project @ Waking
SIERRy T 6 8 Subtask # 55 Project ® Wating
to 7 | 9 Sub-subtask ¥ 48 Project @ Waitng
Azzigned users: g [] 10 Task without project 449 Project & Waking
o g 11 Task without actualStar 4 50 Project @ Waking
7] Shat g 10 22 GANTT UCZ A * 297 Project @ Open
erarts % Y 11 7] 25 GANTT UCZ D 4 300 Project & Open
12 77 Foced task & 50 Project # Waking
o | Related io:
Project X MV

At the bottom of the panel filter it is also possible to specify the collation of data and to select / deselect the
lists of the objects, records that have been removed.
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Options

Sort fueld:

I e
Sort derechion:

Ascending e
Cesplany results satisfying:

Al conditions e
Chowang:

Do not show deleted

L

After pressing the "Filter "button in the right panel a view is going to appear that will show only the objects
of the class that meet the criteria which have been just introduced. Every such filter definition can be saved
for later usage. To do this, use "Save As" in the toolbar panel on "Filter" and then enter the name under
which this filter should be saved. After saving the filter, it will be available directly from the menu below the
object class name that it refers to.

Dptions

Sort fueld:

I e
Sort direction:

Ascending 5
Desplany results satisfying:

Al conditions et
Showing:

Do not show deleted

L

On the left of the name of the filter there is a context-sensitive menu thanks to which you can rename a
filter, delete it, set as the default, or create a new filter.
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6. Reports

Firmao.net can generate (in order to view, print, or send an e-mail) pdf reports which contain a list of
selected columns and rows of data for almost all objects of the program. While generating reports it is also
possible to use the defined filters. You can also write reports to other formats such as xls, csv, or odt by
means of which you can easily export any data from Firmao.net to other systems or create a local data
backup.

Is also possible to select and edit a report template to fully adjust the report to the users’ needs. The basic
report templates that are available in Firmao.net can be subject to any modifications.

|7 Report of ez all ™ Uker s _pepel w i Frik @ POF | Eeport oplor =

Stelis Techrology F'aga- iof i

U Main Road (A0, 00111 Dallas, USE
Sers report i
P Phone 1234 Fac 01234

Business Feg. Mo 1ZWSETES  TIMAAET LE 1234855218 [15 06 2012 1101

First you must download and install a free program iReport (http://jasperforge.org/projects/ireport) then,
using the "Download Template", you should download to your local drive on your selected report template
and open it for editing in iReport, for example, to amend the report displayed on the column "name"

to "description".
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E-ir Fields ;
& neme $P{companyMam
B webske 3 "Customers $P{companyAddn
& voivodeshp report” *Phone: * +$P{ca
& emsl - ——— :
& desaription E Business Regish
& employeestiarber :
EJ e ship '="§
E industry lsbel Ma. Mame | Web
cushomer Type = )
S Faumber 'k $F{im FF{“
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Reports option can generate not only printouts of data lists, but also mass mailing: interest notes, requests
for payment, New Year's greetings. It can also generate reports with graphical representation of data in the
form of various types of graphs.
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7. Permissions

Permissions define functions and the kind of data that particular employees will have access to.
Permissions are inherited. For example, a user with access privileges to the client group, has access to
each client group, which implies min. access to all the tasks performed for this client and the amount of
time spent on working on it.

e
=

| Privileges A Coamanyy & Dot import Licenses and payments

Swshemn Sdrinistrator 00
Tomasz Rajca
Sales fdmirestrator (CRM | Irnoaces) 08
Projects Ldministrsbor b -
hscabs Sdmirdskrstor LN
Stock Admindstrator N
Liseas wihio can sae all transactions 0
Salespearoons with access bo rarsactions 1
Lizars wihi hinee socess b custormers not sszigned bo any group of oustomers:
Lksars wiho hénnd SCcess b0 basks unrelabed bo project | equipement | ouskonmer:
Lisers who can see other users planned work times, sicknesses and leave:

Users wiho cam not manually sdi thesr own firgshed sork, tmes 48

Lksars wind Can S8 oosts N
Tomasz Kaica

The entire program administrators
The administrator of the entire program has access to all of its options and data. It is the administrator of
the whole program who invites you and others to Firmao.net , gives you your powers and changes the
program settings which affect the entire company.

Sales Administrators (CRM / Invoices)



Sales Administrators have full access to all counterparties, groups of Customers, contacts, notes,
commercials, phone calls, products, transactions, offers, orders and warehouse documents as well as to
all the tasks associated with contractors and working times for all these tasks. Sales Administrator also has
access to all billing calls.

Projects Administrators

Projects Administrators have full access to all projects, to all tasks associated with projects and to working
times connected with these tasks. They can create projects, assign them to employees/contractors,
appointed project managers and determine access privileges to other project tasks.

Assets Administrators

Hardware administrators have full access to all equipment, to all types of equipment, to all locations, and to
all the tasks associated with hardware, and to all operating times of these tasks.

Stock Administrators

Warehouse administrators have full access to the products and warehouse documents (read, edit, create).
They can edit the inventory of individual products.

Users who can see all the transactions

These users can view all the transactions, but they cannot edit or create new ones. They have also access
to the customers or products, except for information that is stored directly in the transaction data such

as customer data visible on the invoice. This power can be used for example to provide insight into the
company for accounting invoices.

Salespersons with access to transactions

A default trader assigned to the group of contractors or contractors unassigned to any group, does not
have access to transactions with the contractors. To give him access to the transactions of contractors, add
her/him to the list - then she/he will receive full access to the transaction (read, edit and create new ones),
but only to those contractors to which it has access resulting from the assignment to groups of customers
or to people with access to the contractors not assigned to any group. In addition to those placed in this list,
sales administrators and the company’s administrators have full access to all the transactions. Besides, the
access of "read only" for all transactions have users listed in the "People who see all the transactions” list.

Users who have access to customers not assigned to any group of customers

By default, users sees only those customers who are in groups assigned to the user. To give user access
to the customers who are not assigned to any group of customers, add her/him to the list.

Users who have access to tasks unrelated to project / equipment / customer

By default, users have access only to the tasks that are associated with accessible for him project,
equipment or customer. To give user access to the tasks that are not associated to project, equipment or
customer, add her/him to the list.

Users who can see other users planned work times, sicknesses and leave

By default, users see only their planned work times, sicknesses and leave. To give user permission to see
planned work times, sicknesses and leave of other users, add her/him to the list.

Users who can not manually edit their own finished work times
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Users can manually create and edit their own completed work time by default. To block this possibility in
selected users add them to this list. Note: Even after adding to this list, some users such as a company’s
administrators, department administrators, project managers, etc. will still have full access to the working
time present in their department or project.

Users who can see the cost
These are users who see the cost and prices of both working hours of employees and their tasks and the
overall cost of the projects and all projects for the contractor.

Payroll Administrators
Users who are not payroll administrators can only see their own holidays, days of incapacity for work. They
have the opportunity to create a holiday application.

Administrators accounting
Users who are not administrators can not see the accounting entries in the "Accounting”" and do not have
access to the data accounting module.

Newly invited employee
A newly invited user has initially limited, minimal access rights to the program . The administrator may
grant him more powers by means of a "Company" view.
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Eligibility for projects and tasks

Permissions for projects and project tasks are defined in the "Organization of work-projects".

| Details of the project: 1 2

Name:
Andromeda
Start date:

End date:

Lustomer;

Managers

Repon

Managers
Ethan Lam; George Stevenson
Team members
Anthony Wiean; Ermma Clrk: Mat Anderson
Team members with bmited access
Chris Jones

Project managers have full access to their projects and do all the activities concerning their projects: assign

staff to the projects, create activities for them.

Team members

Project Employees have an access to the project but cannot edit its data. They can only add, delete, edit,
and perform tasks of their projects.

Team members with limited access
The staff with limited access has access only to the tasks to which he/she is assigned and they can only

modify status field, planned execution time, planned start and end, actual start and end date, custom fields,

and add comments and attachments. "Team members with limited access" can’t create new tasks in the

project.
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Eligibility for Contractors

Contractors in Firmao.net can be assigned to any number of groups of customers. Group of counterparties
may consists of any number of contractors.

Adding group of customers 2|

Marme: This feld & requiced

Salespersons:

Employees - traders who have access to either group of contractors, have also access to their billing of
telephone calls.
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Permissions and email accounts

Every email account configured in Firmao.net can be assigned to any number of employees with accounts
in Firmao.net. In this way selected employees may have access to email messages that are sent to

one mailbox. Permissions to read e-mail messages are not inherited from other rights. For example, an
employee with access privileges to the contractor will not have access to email messages sent by him if
you do not have access to the mailbox to which this message was sent.

T

=] Details of the email account: 17 5 =

Address email:
michal.lyson@mtec.net.pl
Label:
michal.lyson@mtec.net.pl
Password:
SRR RN RRRE
Assigned employees:
Michal Lyson

31



8. Company and its settings

In the view “Company” one can change the basic data of the company (address, phone number) as well as
provide users with permissions

Lamgpany = 7 Privisgas B Licarsas i
o8, Fhere
Frmaasy L
Fas
WAT idenlbilicalion mimber: Slresls Shreet mns el 1),
i it P icgatT b M Oty Paost Code:

Company Settings
"Settings" button opens the "Company Preferences”, in which there are settings for the system in your
company.

Comgany setbings
Mosdules

Modules Tab

Modules tab allows you to manage the list of modules available in the Firmao.net software, allows you to
show or hide the modules that will be used in your company. Modules make it easy to efficiently manage all
the processes associated with running a business from anywhere in the world at any time.

Available settings:

e Enable "Work scheduling” module - enable / disable the module for managing projects and tasks
as well as for recording and time management. It allows you to effectively coordinate the division of
the tasks between employees as well as plan and monitor the progress of projects, keep records of
working hours.

o Use project - enables / disables the ability to use projects in the application. You should
leave this box checked, if the company uses the project to the organization of work - this is
typical for many companies (for example, a company that creates software to order - every
order is a separate project). If your company does not use the project (for example, in a
private clinic), uncheck this box.
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o

o

Use of work time - enables / disables the functionality of the records of working time. You
should uncheck this box if you do not want to use work time records - for example, if we only
need a tool to schedule tasks in the company.
m Use current tasks - enables / disables the functionality to track the current tasks

of the employees. In the case of the deselection of the box, the functionality "Start

/ stop / end work on a task” will not be available. Still, the manual entering the staff

working time will be possible, for example by filling data table of working time at the

end of the day / week / month.

e Show confirmation window on exit times of operation on the current
task - enabling this option causes the termination or departure. Then, a
window appears with information about what records about working time are
going to be saved. The employee has the possibility to modify the data before
saving.

e By default consider planned work times - default time calculation based
on the planned day of work. Enabling this option causes that the system
while calculating time from the start working on a task to its completion or
termination, shall take into account the planned working times overlapping at
this time. Otherwise, (i.e. the option is turned off), continuous time from start
to finish the activity will be counted.

Use a Gantt chart and its mechanisms - enables / disables the use of mechanisms Gantt
chart (relationships between the tasks of a predecessor / successor, scheduling algorithm,
the view graph). We should leave these boxes selected, if our company is using a Gantt
chart as a key tool for planning and allocation of work tasks.

Default Price (without VAT) per hour worked by employee for customers - the rate of
net (without VAT) which the company’s client pays for the employee's working hour on a
customer order. This rate is used to calculate the estimated cost of the tasks for billing and
profitability calculations for the task. It is used in the calculations only if there the values are
analogous "net price (without VAT) per hour of work the employee" as defined in the details
view of the customer (Customer) or details view of a user (employee).

The default cost of employee work hours - gross rate (including non-wage costs) which
the firm pays an employee for an hour of work. This rate is used to calculate the profitability
of the tasks performed by the employee and his salary in the HR-Payroll module.

Enable "CRM" - enable / disable a module for customer-company relationship management. It
allows you to gather information about current and potential customers in one place, identify and
monitor the tasks associated with their service, catalogue contact information, transaction and
marketing activities.

o

Use of subcontractors and the valuation of contracts in tasks and ‘subcontractor tab
in tasks’ - enable / disable feature to assign tasks to subcontractors and to determine the
value of contracts.

Enable Transactions and invoices - enable / disable billing module. enables efficient
handling of activities related to the issue, archiving and monitoring invoices and the payment
of business accounts.

Enable Storage docs - enables issuing of storage docs that are will document incoming
and outcoming products to/from storage.
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o Enable bids - enables efficient handling of activities related to the issue, archiving and
monitoring of storage bids.
Enable Assets - enables / disables the fixed assets module. It allows you to conduct
comprehensive records of equipment and all related actions (purchase, sale, repair). It also allows
you to store information about common faults and problems related to the equipment and ways how
to deal with them.
Enable HR-Payroll - enables / disables the payroll module, this module is in the testing stage.
o The rate of accident insurance - determines the rate of accident insurance paid by the
employer. The value is given as a decimal fraction, e.g. 0.0253.
Enable Accounting - enables / disables the accounting module, the module is in the test phase.
o Accounting type - lets you select a type of accounts (a full accounting or a revenues and
expenditures book)
Enable ‘Force password changes every 30 days’ - turning on this option forces all users of the
company to change their passwords at least once every 30 days.

Loenpayy et iy o

] Eniabobes Work: schclng rodule
| Lol projects &
] Lo work: bimiass
7] Lk currend Rasks hnctonalty &
| Shirw confirrtion windiow 28 frefhing cument tek, G
[+ By defauilt coreider plannad work: times &
,j:'.l".:E'-l-"JEl"':[ chiart and s mechanins &

Dbt Prca [vethout VAT ) per bolr wiroed = i

kry gy for Cushonme

Thea Gttt Cost OF emgiins wirk hours =
] Enabla CRM

] Lk sbcoritractons and the walaation of cortracts in Risks (subconfracton tab in tasks) &
| Enasbls Trameschions and irvoces
] Enadle Stora0s docs
[] Eriaie bicks
| Endbls Asoits
] Enable HR-Papol  (BETA)
T e ! af e (- id
"] Enable Accounting  (BETA) &
Aroounting e Rveriss and expense ladges i
|| Force peepweoed changes: oy 20 days 44
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Transactions and invoices Tab
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Invoices and iransactions tab allows for managing the transactions and invoices.

Available settings:

Default transaction type - the default type of transaction which will be used when creating new
invoices.

Default payment type - the default method of payment which will be used when creating new
invoices.

Person issuing the invoice (default)— the default person who will be mentioned when creating
new invoices.

Update stock state of products after creation of invoice - you can decide whether the creation
of invoice will update the inventory of selected products. There are three options:

o "Ask for update" - will display a window asking if you want to update inventory products.

o "Automatic Update" - will display that stock levels are automatically updated.

o "No update" - after the creation of a document warehouse stocks remain unchanged.
Templates numbering - for each transaction type, you can specify a template which will be
numbered according to the subsequent documents of this type.

Standard annotations to be included on invoices - you can add the annotation content which
will be used by default when creating new invoices. This option can be useful if your company has a
standard formula that is placed on all (or most) of invoices.

Company logo on invoices - enabling this option will display the logo in the upper left corner on
the invoices. This logo can be added, changed or removed in a “Company” view.
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Storage documents tab
Documents warehouse tab allows you to manage settings for document storage.

Available settings:

Campany sellings

The default type of stock document - the default type of document storage which will be used
when creating a new document storage.
Upgrade stock state of products after the creation of documents..... - you can decide whether
the creation of documents such as VP / GM will update the inventory of selected products.

o "Ask for update" - will display a window asking if you want to update inventory products.

o "Automatic Update" - will display that stock levels are automatically updated.

o "No update" - after the creation of a document warehouse stocks remain unchanged.
Direct modification of stock state - Allows you to directly modify stock state of your products. If
this box is unchecked then stock state of products can be modified only by documents and invoices.
Numbering Template - for documents such as "Adopt external” and "external release” it can
be defined by which template subsequent documents of this type will be numbered.

:  Stock docwments

The dafault typs of stock document: Gonck Riecesad Moba bl
Upgrade stock state of products after Ehe creation of & for update 1-
goouments Goods receyved notelGoods [ased Mote with

Hrih prcachucts:

|| Dwect madiScation of stock stata A4

1500 recarved noti rumbenng gatbem: fri e fyinz

Goods Issued Hote rumbering patberm: PR T

Bids/orders
Bids/orders tab contract allows you to manage settings for tenders and contracts.

Available settings:

The default type of offer (w menu jest ‘Default bid type’) - the default type of offer which will be used
when creating new offers / orders.

Numbering template - both for tenders and contracts; can specify a template by which to number
consecutive documents of this type.
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Compay setlings
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Additional Fields tab
According to your own business needs, you can define your own fields and assign them to appropriate
values. More details in Chapter 13.

Conpany sellings
Modues | Trancectons and inosces | Stock doouments | Bedsforders | Comtoamn fields | Edbsble debionaies | The inkegrated WOIP [ 5IP phons
Rk cusmhoe: Tk Chooss obpsct type: Tast ?
& Fssd oty Disln bype
1 [T time colsboeation Tt

Editable Industries tab
According to your own business needs, you can define what industries you need. For creating a new
industry, it only requires a name.

Coanpany setbings
Lt sbhle dictionaries

B dhcthonesry eniny Chooss cheliohary,  Cusiomers - Fdusines W
Firg Mk
5 AT S L300
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R
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365
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"Add or change the company logo" button allows to add an image file with your company logo. The
maximum file size is 250kB, 1280px width and height of 800px.

'ﬁuﬂmamnhﬂn

The image file of the logo: Ths feld B required

g %

w
=)
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9. The integration of virtual VOIP / SIP phone switches.

In the "Settings" in the view Menu — General — company, you can enable the integration of VolP /

SIP, which allows for calls from Firmao.net , as well as for connecting billing calls to the system and the
presentation of the contractor calling the company. Choose a VOIP provider from available suppliers and
configure VOIP phone integration according to the instructions given by the chosen supplier.

Cornparry wrtLings ]
Foakkes | Trarcactons snd imaoees. | Stk deosverds | (Bdsfonders | Custom Pk | Eokables detionaries | The integrsted YWIP | SIP phone
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Seoour and pasteond TROMN CALLART gver in the Sooount Sdrmiresiraton parsl JFON anbenisd n
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ki settirg:
Ligsgin: i
Paiguened
[] Details of the user Jacob Smith T3 Lint [=| Report i New usar | =
Lakad= Ciby:
Jacob Smith Dalas
First name: Sreal: Str. iz Flatnr:
Tacob Od Road A 5
Lasst names: Past code:
Smith Q91400
Emal address: Country:
jsmith@stals.bs R
Fhone number: Cusrent task:
2342433 6 - Hard task
Licanae: Login | phone nuember of the niegrated VOIP | 5IP: ]
Elta Q50" 0001
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10 . The user and the settings

You can view and edit your details (e.g. address, contact number) using the view "User Settings."
This view has menu in its header. It includes, among others, additional buttons for changing settings,
passwords, adding a new user and deleting (only visible to the administrator).

Lol HEw uger  AoLhange password - Cpoettngs 4 4 1124 * =i bt

"Settings" button opens a new window where you can decide which modules will be displayed on the left
side menu, and which not. Changes associated with it will be visible only to your profile. Available settings:
Email notification - When enabled, system will send e-mail notification of changes in the tasks.
Number of objects on a page in all lists - Number of objects on the page in all major lists
of objects, such as tasks or contractors. Setting a smaller number increases the speed of the
application. NOTE: This change may take effect only after application is refreshed.
e Ask for detailed description of current time and show it in applications header - \When
enabled, application will prompt user for a description of his work time when starting a task.
e Show menu ‘Organization of Work’ - 'When enabled, application will display menu ‘Organization
of Work’.
e Show menu ‘CRM and Invoices’ - When enabled, application will display menu ‘CRM and
Invoices’.
Show menu ‘Assets’ - When enabled, application will display menu ‘Assets’.
Show last objects menu - When enabled, application will show the recently viewed and created
objects in ‘Last objects’ menu.
o The maximum number of last objects in the menu - Specifies how many objects will
show up in ‘Last objects’ menu.
e Show attachments and reminders in main menu - When enabled, application will display a list of
attachments and reminders in menu on ‘General tab’.
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User settings b

Ernail notifications ()
Murnber of objects on a page in all lists: 30 (7]
[] sk for detailed description of current time and shiow it in applications header o
Showy menu 'Crganization of Work!' &
Show renu '"CRM and Invoices' &
Show menu "Assets' &
Show last obiects menu L2

The maximum number of last objects in the menw;, S Lol
[1show attachments and reminders in main menu =

804

"User settings" view contains additional panels with object-related information such as assigned projects,
open tasks. You can view the history of the changes, the data on phone calls made, the associated costs
and you can also enter additional information about yourself.

| Details of the user: Jscob Smith 2 | List |=! Repon ) MW usEr B
- H ity

Jacob Smih Dakas
Firct name: Strest: Sir. nr: Flatnr:

Jacob Old Road 54 5
Last name: Post code:

Srrith 21400
Emad address: Couniry:

j-smithi@istels.bis Usa
Phone number: iCurrent task:

2342423 & - Hard task
Licerms: Login [ phone rumber of the integrated WOIP [ SIP: ik

Elte 0150%0001

Additional informations | Costs | Open tashs | Cosed tasks || Assgned projects || Work Bmes | Addiional helds i )

Cost par hour worked 0 :
23

Mt Price (exoduding WAT) per hour worked W8
a0
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11.Changelog

“Changelog” view is available from the Menu — General — Changelog. Changelog tab is also in the details
view of each system object. Here you can view the complete history of the operation - who, when and how
the data was modified. All changes are updated on a regular basis. Insight into the history of changes is
available only to the objects to which currently logged in user has access.

4o Mractor | Subrasks | Gantt | Comphated work times | Sales nobes | Transactions | Emadls || Reminders || Attachments | Chamngebeg

20130021 11:57 Jobn Smikh

Task 3 = Software test = changed projsct bo 1 - Softteare For company Xalan
201300 .21 11:57 Jobn Smikh

Task 3 - Softwars test = changed connedton to Project

201300 .21 11557 Jotn Smikh

Tashk 3 - Scftware test - has been oresbed
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12. Attachments

Thanks to the attachments option, the Firmao.net system can be used as a network hard drive that can
store files, documents associated with the object, e.g. the contractor and others. You can attach both files
and links to pages or files stored on other servers. Attached files are stored on Amazon S3 servers and are
available to all authorised users. If you have access to an object such as a contractor or a task, you will
also have access to all files - annexes attached.

Maximum individual file size is 1GB, and all the files is 2 GB for the Enterprise version and 10 GB for the
Elite version for each paid license to the user. By attaching a file, one can also give a description of it.

Add a new attachment x
ArEaonment Ty
) [Fe L
Select file UL - Thia feld B required
— &
D o
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13.Additional fields

It is possible to define your own fields in forms and assign them to appropriate values. Additional fields can
be defined in the "Company", by clicking the "Settings". Then, a window opens "your settings" where you
will find the "fields". To create a new custom field you must first choose the type of object connected with
the field, then the new field name and data type that it will store.

Comipany sebbimgs

" v |

Adddliny € sl Fields X

Dbk Bty

T b

Fabk] FuleTe

tirner collhoration

Ciata bype

Tigut w

oH Cresabe and aod red
4 it | Work tmes | Sales notes | Transactions || Emads | Reminders | Attachments | Additonal fields

LAk oodaborabon:
£ Years
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14.Description and comments

A description or comment can be created or added for every Firmao.net object. Any additional information
related to the object may be regarded as the description. Description and comments are displayed in the
details view of the object

Degcriplion and coarmments  Codts || Subkadks | Gapte Cofmalad work imes | Salec nobes Tir & s

Plaase serd an invitation for the next conference.

Comments (1)
2012007.17 11:58, Tomas: Rajcs 1 propose o create 200 invitations at first

Lol ol
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15.Reminders

Provides a timeliness to all the important events in the company, such as, a meeting or transaction. You
can set any guide using the details view object. In the panel “to add a new reminder” date reminder is
defined, its contents, assigned users, and optionally repeating reminders. When it's time for a reminder
of the object, then the module sends a reminder e-mail with the content of email reminders. Reminders
on due date, you can also define when you create a transaction. In this case, you can add the person
assigned to the reminder from the “Reminders”

| add & meer el remindier = x|

Reminder reates © Task 25 - GANTT L2 D

Tomeeraw| 7 davd | Bools | Ousited  Hal year ear
| Hewreier b Hispeal &% vy

25042012 15:007F i manths |
|| Aducreed users:

000 Smth; o

Hismwrsder conbens:

Reminider of the start of the fask

Creais
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16.Finances

In order to analyse and calculate the cost for the tasks you can enter cost / prices (both planned and
actual) for the work of employees on the tasks and the equipment used in carrying out the task. In

the "Users" view, "Finances" tab the cost per hour worked is given (tax rate the firm pays a worker per
hour). There is also a price (net) that the firm receives from its customers for an hour of their employees
spent on projects commissioned by the client.

Cost per hour worked @8 Met Price {exduding VAT) per hour of work eguipment & ;
30

Mt Price (mocuding VAT) per hour worked 8 : Met Price (exduding VAT) per day for equipment & ;
ai

Cost per hour of work equipment &3 ;

Dazeripiion ahd comments | Cofts | Subiadks Gantl | Completed work bimes || Saes notes | Trarsadions | Emads
The: achusl costs of perfomming @8 The planmed cosk performance & : Déscount 4N
0.00 jgs 0.00
The actual price {8 ; The planmed price 8
0.00 s 0.00
Eialance WM
Q.00

The acbusl sodtionsl expenses @

1]

Actual cost of performance

is calculated on the basis of the actual time of the task multiplied by the hourly labor cost of implementing
the personnel and equipment.

Actual price

is calculated on the basis of the actual time of the task multiplied by the price per hour of work that
personnel and equipment perform.

Planned cost performance

is calculated on the basis of the planned task execution time multiplied by the hourly labor cost of
personnel and equipment assigned to him.

Planned price

is calculated on the basis of the actual time of the task multiplied by the price per hour of work that
personnel and equipment perform.

Balance

Balance is the difference between the actual price for the task and the actual cost of the job and shows
how the company has developed a profit by doing this task.
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Actual additional expenditure

is the amount of additional expenditure which increases the price for the work. These are all costs that
arise during the implementation of the task, and could not be included in the form of employee money or

equipment.
Discount

The discount percentage reduces the price of the work. So you can apply different rates depending on
individual arrangements with the client for whom the work is being done.
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17. Importing data

Data import functionality can be found in “Data import” tab in company panel.

Imported data should be provided in CSV format file with one from the list available character set
(default UTF-8). Determination of coding is necessary to correctly interpret the signs contained in a

file with imported data. Such a file consists of records representing the data of other objects such

as "Contractor", "Contact person". The first line should be a header, indicating which of the attributes

of an object should be set when importing data. Each row that appears under the heading is treated as
another object's data record. Each data record should be separated by a separator such as a comma,
semicolon, or colon. When used as a separator the sign appears inside a field in a record (for example in
the description), it is necessary to place the content of this field in quotation marks.

] " Data import

Customers || Sabes mates | Contacts  Products  Tasks
Import of customers
CSY He wath daka to mport: Fle encoding: Cobumn separator:
=l | UTF-8 » | Cormma (,) ns

B If you have probkerms mporting data, plkeasa
contact us at @ supporbEnrTac.o
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18. Versions - Licensing Firmao.net

Firmao.net have 4 versions of the differing set of included features and price. These are the versions:
Standard, which is free and the Professional, Enterprise, ELITE, which are paid versions. Within a single
company there can be a free choice of paid licensing and assigning them to individual employees of the
company. It is not possible to use the company paid and unpaid license.

Standard license

No Setup Fees

TMS - tasks and projects, working hours

CRM - customer relationship management

FAM -system record company

OIS - VAT invoices, bills,

No limits for users, projects , statements, invoices, customers, etc.

Product Inventory - products and services, which can be offered for sale to its customers

Additional capabilities for version-license Professional (over standard versions)

Flexible choice of license (PRO / ENT / ELITE) for each user - optimization the cost of using
Firmao.net

Free support - presentations and online training to screen live broadcast via Skype

Reports, PDF, Excel, CVS (Chapter 6)

History data (Chapter 11)

Encrypt connections - SSL / TLS (https)

Import data (Chapter 17)

Recordable filters (Chapter 5)

Additional options-licensed version of the Enterprise (more than the Professional version)

Estimates (Chapter 16)

Ability to define additional fields for tasks, projects, clients, etc. (Chapter 13)

Notification of the dates (Chapter 15)

Integration with e-mail - reading and sending email, connecting any number of email accounts
Attachments (file storage, 2 GB per user) (Chapter 12)

Offers and contract

Documents storage

Additional capacity-licensed version of Elite (over Enterprise editions)
Editable PDF reports, Excel, CSV - customizable templates, reports, invoices, contracts, proposals

and documents storage, using a free template editor reports_iReport
Automatic creation of contractors and contact person with e-mail
Attachments (file storage, 10 GB for each user) (Chapter 12)
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http://jasperforge.org/projects/ireport
http://jasperforge.org/projects/ireport

Automatically create tasks from e-mails
Integrates with VOIP telephony
Gantt chart - a graphical representation that allows project schedules

53



19. Integration with email

Firmao.net (in the Enterprise and Elite versions) allows you to integrate any number of email accounts with
the system, supporting both POP3 and IMAP. By using e-mail accounts that support IMAP, mail sent from
Firmao.net may also be available in others connected to the same account programs, email clients, and
vice versa mail sent from other programs may be available also in Firmao.net . It is also possible to import
Firmao.net IMAP folder structure defined on the mail server. Email messages are assigned to contractors
and to the contact persons, and to the tasks and transactions of which invoices have been sent, or to be
sent. On the basis of sent email messages, it is also easy to create new customers, contacts, and tasks.

Option "Email Accounts" - lets you connect to your email account Firmao.net and edits the data account.

£y General - s Hew = 4 4 1]z ¥ ¥

it' Dashbonrd
&0 My accoumn
-
Y Lsers
TaGE
Changelog
GE-&H Ligi <5l
Company
Lesanaes and Fayments
"
il Emall accounls
All

| Emails

e The "New" button enables the integration of a new email account with Firmao.net. A new
window appears in which you must provide all the necessary data to your email account. Please
enter your email address and password. Other data concerning the setup will be completed
automatically. Any number of employees can be assigned to each email account and will be able
to read and send e-mails from it. Administrators will always have access to e-mail message subject
from all accounts.
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Adding email account ¥

Address email Thi feld & reguired

Labek This feld & requined

Password: This held & required

Assigned employees: i)
Jacobh Smith; e

Acoount configuration

User name: This feld 5 reguined

Lo rming mail servern Protoom: Pori: Emcrypiion:
POP3 Pl 905 SSLTLS >

Outgaing mail server Protoo: Prarts Emcrypition:
SMTP > 465 SSLUTLS s

Automatic generation of astomers and contacts L
Automatically create tasks from inoomang emal L8
| Leave a copy of e &-mal on the server

7| Dowrload only messages recenved after | 17.04.2012 [3 W

| Get your message right after areating your acoount (L8

Automatic generation of partners and contact persons - the selection of this check-box (only
Elite) will cause that every email message received from a new email address, i.e. the one that is
not yet in the database of the counterparties or contact persons, will automatically create a new
contractor and new contact.

Automatically create jobs — the selection of this check-box (only Elite) will cause every email
message to be automatically transformed into a task. In this way the timesheet will be consistent,
because the employees will work only on tasks rather than on tasks or emails.

Leave a copy of messages on server — the selection of this check-box will not delete the email
messages from an account after downloading them to Firmao.net.

Download only Messages received after - selecting the checkbox will cause Firmao.net to not
collect all email messages located on the mail server, but only those that were received after the
specified date. This makes it possible to avoid cluttering the email message folder Firmao.net with
already outdated, archival email messages. The possibility to specify the date from which the
messages will be downloaded is only available in the Elite version Firmao.net.
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o Get Message subject immediately after creating your account - in case you do not select this
check-box email messages will not be received on your account. It will be possible only to send

messages.

After creating the account, the data can be edited in detail view email account.

Deelail ol ther evnael acomml 17 ol el emal w T pierad el |4 4 13
A LE AT A ML
mechal hson@mbecnetpl Attt oofel oot of Dustoenerd i Doslact
L ol e Pl 1 ey iinie
. Lk B creaiias ol &
=l b son @R e i T PO 11 Mo AR TENRS i R
Parreror & Rriger e el T oo = EredrwpliG
o | LRENT & CDpry ©F TN -l O T T
FEFEEF IR S == TP 65 SRl TS

Arred EEpRl et shcraricad Sy DL ¢ e B e

LE i 2400 2002

fenslure

mOownioad emails 03 Send emai - EFTE=a L 1(21 * P

Button "Get email” to download the new email.
Button "New" to create a new email account.
Button "Send email"” to send an email message. There will appear a window for creating a new

email message.

The lower panel contains additional account information, related objects and allows you to manage them.
e The "Signature" tab enables to define your own signature - footer, also HTML is used for this
purpose. The footer will be added to the end of each sent email.

Signature Inbox | Outbox | Folders [MAP | Changesg

Ragards
Jacob Smith

e The "Inbox" tab provides an overview of all received at this email account. From this tab, you can
also send new emails, delete and respond to a selected e-mail or send it on.
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1 List of emails: Inbox s nDownload emails (13 Send emai

1 - 30 of 203)
Sander addr Sulsct = Diate Contact Customer
1 ] michal.ksoni Meeting invitation 24042012
2 1 michal.ksonls Company Information 24.04. 2012 o

e The "Sent" tab provides an overview of all messages from this email account. You can also send
new emails, delete and respond to selected e-mail messages or send them on.

] '.'I"’j"_‘_:ﬁ emails: Sent &, n\Download emais (L) Send emai
Sander addr Sishjacd Dl Confact Custamar
i michal.vsond BE: Company Information 24.04.201;

e Tab "IMAP" tab provides an overview of all IMAP folders and allows to edit the information
associated with those folders. Using this panel you can create the same folder structure in
Firmao.net as on the email server.

Signature  Inbox || Outhox | Folders IMAP Changesog
LD asd feaser [ Delste

= Hame Type
Maiks sent to oustomer Crtiand

e Changelog tab provides an overview of all changes related to the selected email account. You can
see the full history of transactions on the account - who, when and how the data was modified. All
changes are updated on a regular basis.

Signature | Imbox || Outhox || Folders TMAP | Changelog

201204, 24 15:25 Michal Lyson

1. Maid seecunt 17 - michal sonBmtec.net.pl - changed signature P wiakes: Regards Jacob Smith
O walse: Regards lackob Smith

Details of all created email accounts, you can also view and edit using the list view.
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: -:ll,;-;.rlqotﬁrruﬂimunttﬂl _:- SiMew = 4 4 1lz1 kM

Nr & Address amai Labed Aasigried employveaes Usar ame ncoming mad - Outgeing mad
1 17 mechal kson@mitec.ne machallyson@mtec.ne Michal Lyson michal brson@y mbecnet.pl  mbec.nefpl

Email messages

Option allows you to receive, read and send email messages attached to Firmao.net corporate email
boxes.

F l RM Currend task:
Cumrent work

= General allE

it Dashboard
& Faminders
Atachmeants
1| My account
B Users
Tags
| Changaiog
(il Email sccounts
2] Ernails
¢ Recehed
o et
¢ Unread

Like in other menu items, there are sub-menus "Unread", "Received" and "Sent" that are actually the
names of customizable filters, which you can also use to create a new menu item "email messages" such
as "Important” (showing the e-mail messages with attached labeled "Important"), "Received in last week ","
Received from the account office@Firmao.net

To manage email messages one uses the buttons on the top menu in the" List of emails” view.

i Llﬁt?fp,:!g;m Received & nDownload emails | () Send emai -
Sandar addi Sulbpact - Dlate Condaci Custamear

i michallysonl Meeting invitation 24.04.201;

2 mechallysonl Company Information 29.04.201.
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e Get email button enables you to receive new emails. In standard email messages are received from the
mail server every 15 minutes. New messages are not automatically shown on Firmao.net lists. In order to
see them, you need to refresh the list, or show the new list of emails one more time. Clicking "Get email"
causes an immediate display of the list of all new email messages. The automatic refreshment of the list
will be available soon on Firmao.net .

e Send email to send an email message.

e Reply button enables to send a reply message to the selected email.

e The buttons allow for the change of email messages received from an unknown email address, contact
person and / or contractor, and the content of email messages received from any address — into tasks.

e Additional buttons to manage your messages (marking messages as read / unread, select from the list
messages read / unread).

e Pages button enables to select the email list.

e Delete to delete the selected e-mails from the system. Like other Firmao.net options, e-mail is not
physically removed from the database, it is only marked as deleted. This makes it possible to restore

any "deleted" earlier data.

All stored emails can be viewed and edited using the lists view, and using the details view email. By
clicking on the subject of the selected message on the email list, we switch to the view details.

st mitaton
Company Inform ation
- | Details of the emaik: 38533 7 Liat . Send email [pIReply ~ A 4 i(z203 b M [ Delete
Subject: Diake:
Meeting invitation 29.04.2012
Emal acoount: Customes Bl Stakbus:
ricweal s 10Egmal . com Inbox 0K
Sender address: Cantacts Copy: BOC:
.o jcikiOep . pl
Ratihnsl Sodnacs: I Tage: Fasder a0

In the details view of a selected message, you can browse / edit the data shown in the email.
The lower panel contains tabs with the content of email messages and attachments to the messages.
e Content tab gives an overview of the content of the email.
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Conbent | At@ments

INVITATION

conference tithed “Innovativa technologies”

e Attachments tab provides an overview of all the e-mail attachments. E-mail attachments are
included within the limit for a given user (2GB version Enterprise/10GB Elite version)

Conterit | Attachments

ic Hame Aftac Descripbion Aythor Creation dale
B foto.png < 0.01 24.04,2012 1!

Send email window shows "New email" for creating and sending new emails.
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Mew email =

Fram: Tl b
mchal yson@mbac.net.pl o o
To: This field & reqguired

Subject:

Contemnt:
- T - - ab = o
ahoma =] B X U AN A% EEX @I B

Regards
Jacob Smich

Add an Stacrimént

Mare

In the window you need to choose the email account from which the email is sent, the address (or
addresses) to which the e-mail will be sent, subject, content of emails, attachments and optional e-mail
addresses are given (CC, BCC) to which a copy or blind copy of an e-mail will be sent. When you enter
a few email addresses in the “To” field, the system will send a message to each of these separate email
addresses.

You can also select a predefined email template, in which the appropriate fields will be fill only once in
order to accelerate the creation of the same email in the future.

Creating an email, you can use plain text or HTML text, then, at the end of the email there will be a footer
added as defined in the account settings selected for delivery of the created email.
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[ Menu ¥ Fier

ﬂﬁenwl -

] Dashbeard
4 AEminders
Attachmants
&7 | My accound
& Users
a0 Tags
|| Changelsg
il Email accounts
EAEmais
" @ Hecehed
¢ Sent
o Templates

Required fields for email templates are "Template Name" and a list of employees for which the template will
be accessible. In the edit template, it is also possible to add attachments to it.
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