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1. Home

1.1. Welcome!

THANK YOU FOR CHOOSING sTMS!

Important! The information below provides detailed instructions on the sTMS interface, function and
operation. Failure to follow these instructions may result in a malfunction of the product or

application and/or loss of data and/or information. Please use sTMS ONLY ACCORDING to the
instructions described in this User Manual!

1.2. Whatis sTMS

sTMS 1.0.0is a web-based application for organizing, managing, invoicing and tracking translation projects
that provides easy and fast communication with both language service providers and customers. The
application operates in a network environment; it is accessible through all web browsers and has three
user portals:

v’ for the organization — managers and administrators of a language service company;
v’ for service providers — translators, editors and other language service providers;
v’ for customers of a language services company.

In order to use sTMS, you must be a registered user and have a verified account such as Project Manager
(PM), Account Manager (AM) or Administrator in an organization that uses a licensed version of sSTMS to
manage its business, or be a Language Service Provider (Vendor), or a Customer of such an organization.

The application is designed to support language service companies of all sizes during the translation
project management process and covers all industry-specific activities, such as translation and editing
projects, workflow management, customer and vendor database management, preparation of
offers/quotes, project file management, invoicing, while ensuring compliance of the final product with the
standards recognised by the translation business.

sTMS IS EXTREMELY USER-FRIENDLY.

Procedures for each PROJECT MANAGEMENT stage are NO LONGER required as this process is FULLY
INTEGRATED into sTMS.

After initially configuring the application, that is performed by a user with an administrator role, you just
need to familiarize yourself with these instructions to start managing your translation projects with ease.

<

First, log in to your sTMS account and click the N icon on the app home screen to open the Manage
Organization menu and enter your organization's details and information. You then need to enter at least
two languages via the Languages module and one currency via the Currencies module in order to be able
to add services to a project. These modules are located in the main navigation, where you can find other




modules such as Areas of Expertise*, Quality* (Quality Items) and Application Users, through which you
can configure your sTMS most efficiently.

The final step you need to take before you start adding and managing translation projects, is to enter your
vendors — translators, editors, experts, certifying authorities and any individual and/or company that you
work with to provide the services included in a translation project. Detailed instructions on how to enter

Note: Areas of Expertise are industry-specific translation terminology areas. These can be law, medicine, IT, finance and
banking, etc.

Note: Quality Items are organization-specific criteria for performing quality control of services. They can be included as
mandatory points in the Quality Assurance Checklist which is displayed on the project page.

a vendor can be found in the 4 Vendors section.

Once you have completed your organization's profile, entered your preferred languages, currencies, areas
of expertise, configured your QA checklist, and entered at least a few vendors, you can start creating and
managing your daily translation business.

To enter a project, go to the New Project menu and follow the instructions provided below. You do not
need to enter your customers before creating a project, you can use the New Customer button, which is
located on the project page. Detailed instructions can be found in Section 8 Creating and Managing your

Project.

Once you have entered several projects, you can start using the Reports menu, where you have a vendor
report (detailed report for all tasks performed by one or more vendors), a project report (detailed report
for all projects, their services and data) and a customer report (detailed report for all services performed
for one or more customers).

Your daily work will start from the Dashboard homepage, where you will see the icon to access the main

— Lot

navigation ~ ,the Project ID search field, the Notifications section = , the Profile section, the Logout
button, and several fields with different organization statistics data, such as projects with various statuses,
total number of projects, number of projects delivered, turnovers, etc. Clicking More info on each box will
take you to the list of projects, but with predefined filters according to the type of box. In addition, on the
dashboard you will see six tables with different types of tasks awaiting your attention, prioritized by their
deadline.

1.3. |Initial Login

To log in and use sTMS, you must be an administrator with a pre-created user account, and you must have
received your username and password from the sTMS team, or have received an email message containing
a verification and login link:

Dear [username],
your user profile was created in sSTMS.
To accept and verify your account visit this link.



https://tms.simpletms.com/ResetPassword.aspx?key=%2b6R8QP4PObQl3flhmY6r7iylwmlknGikP7VG%2bFeP0rdToqNbjnMoqxRjHlDi93JVkAJsrNHJFTpKVLHG7H8RQunL9Wk%3d&u=Test_Vendor

Do NOT reply to this email.
Please, contact your Project Manager to accept and/or confirm receipt of attached file. Contacts are included in the

attached file.

Thanks!
- The simple TMS Team

< If you have already passed the password creation step and have accepted the Terms and Conditions
or you are logging in with a pre-created user with an administrator role, follow the procedure described in
1.4 Login:

=  Follow the link that will take you to the page to initially create a new password:

Set new password

Plegee BRber your NEw Rasseond and then contem it
Iraen your pastwand if changed yoa will Bo
suivmeticaly logoed into the syter

New Passwaord:’

Confirm new passwornd:"

Change Password

= Enter a password in the New Password field, then enter the same password for verification in the
Confirm new password field.

= Click the Change Password button and the following screen will appear containing the Terms and
Conditions for using sTMS.



= Once you have read and understood the terms and conditions, click the Agree and Continue
button. In case you disagree with the Terms and Conditions, click the Reject button.

< Please note that your account will not be approved and you will not be able to use the app, if you do not agree to the Terms
of Service.

= After clicking the Agree and Continue button, the following screen will appear — your Dashboard:

‘6; sTMS
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1.4. Login

To login to sTMS, you must enter your Username and Password and click the Login button.

£
‘? T™MS

Sign In

Uzsemname

Passweaed;

> Please note that your username and password are case sensitive, so they must be entered in the same format as originally

created.

To save your user credentials, please check the Remember Me option. This procedure will create a cookie
that will store the information on your computer.

1.5. Can’t Access your Account?

If you have forgotten your password, click the Can’t access your account? link and a form will be provided
where you can write your Username. To submit the form, click the Reset button. Follow the instructions

you will receive by email.

o
(&‘ T™MS

Reset Password

1.6. Review

Once logged in, your Dashboard homepage will appear:

10
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If the main navigation is not available, you can display it by clicking on the icon ~ atthe top left corner
of your screen. It contains different sections depending on the user role.

There you will also see text Hi, [your names] and in brackets the organization name to which your account
is associated.

The main page will contain a toolbar for direct access to certain lists, as well as different statistical
information about the organization.

A quick project search field is also available where you can enter the project number, and after clicking the
Enter key on the keyboard or the search icon, the project page will be displayed.

Search Q

The tables with the top 5 tasks, services and projects requiring your attention are personal and there you
will only see details about projects in which you participate.

1.7. Logout

To sign out of your account, click Logout at the top right corner of the screen.

1.8. Roles and User Rights in sSTMS

The table presents the user roles with which you can access sTMS, as well as their rights and access to
individual modules and menus.

11



Menu/Module Description Administrator Account Project Manager
Manager

Dashboard Personal User Dashboard for Tasks, v v v
Services and Projects

New Project Create a New Project y y v

Projects Project List v v v

Tasks Task List to Organization Vendors y v v

Vendors Vendor List y y y

Customers Customer List y y y

New Invoice Module to Create a New Invoice or y y v
Another Document

Invoices List of Documents Issued by the y y y
Organization

Vendor Invoices List of Invoices Issued by Vendors to the y y y
Organization

Reports Report Module v v

Companies Manage Organizations v

Languages Manage Languages \l

Currencies Manage Currencies \l

Areas of Expertise Manage Areas of Expertise v

Quality Items Manage Quality Criteria and Create a v
Checklist

Application Users Manage Users Associated with the ) )
Organization

Customer Rates managing multiple service rates for a v v

single customer or group of customers

12




2. Configuring your sTMS Account

2.1. Your Details

Click Profile at the top of the Home screen and the following section containing detailed account
information will be displayed:

My Profile
Profile Details

Lised maive: i Eaie
Firal nasrve: } frat Lo e
Emadk Ul Larsguage

Terms sicepted an

= Username —you cannot edit a username.
= Role —you cannot edit a user role.

=  First name — here you can edit your name by deleting the text in the field and typing a
new one. Click Save to save the changes.

= Last name - here you can edit your last name by deleting the text in the field and writing
a new one. Click Save to save the changes.

= Email - here you can edit your email by deleting the text in the field and typing a new one.
Click Save to save the changes.

= Ul language - here you can change the language of your user interface by clicking on the
field and choosing the language in which you want your user interface to be displayed.
Click Save to save the changes. Your user interface language has been changed.

In case you want to edit more than one field, do all the changes and then click Save to save the changes.
Success will appear in the top right corner in a green field to confirm that your account has been
successfully edited.

13



2.2. Change your Password

Click Profile at the top of the Home screen and the following section where you can change your
password will be displayed:

Credentials

Current Peswworet New Pamameoed: Co=frm paareard

To change your password:

1.
2.
3.

Type your Current Password in the field.

Type your New Password in the field.

Confirm the new password in the Confirm Password field.
Click the Change Password button.

The message Password was changed will appear in a green field in the upper right corner to
confirm that your password has been successfully changed.

14



3. Customizing your sTMS

Important! Customizing your sTMS can only be done by a user with an Administrator role!

Open menu Companies in the main navigation and click the Add New button:
Manage Campanies [Fees

Hama il

hLbark nacter

" Hame vaT C okt Ernall Fhise Ackive

The following screen will appear where you need to enter your organization information:

Add Company Fomn (. Ackd Cormpany

Company Details

Flarr: Contact pamcn:
Email: Phce:
Aulibraia:

Hate;

Invoicing Details

Company rams: Coadnct pemea

I prambar: WAT ramhber:

3.1. Adding Organization

In the Company Details section, when adding the organization, you need to enter the information about
the organization under whose name you will use sTMS. All details below will be presented on any
document generated by the system, such as Purchase Orders (PO), offers, etc.

15



Company Details

Memmn Comtact parvon
Emall [ -

Addres

Mote

= Name — enter the name of your company that will appear on the project and task pages, as well
as on all Purchase Order (PO) templates and Customer Offer templates generated by your sTMS.

= Contact person — enter contact person.
=  Email — enter a valid email address to contact your organization.

= Phone —enter a phone number to contact your organization; it will appear on the Purchase Order
(PO) templates and Customer Offer templates generated by your sTMS.

= Address — enter your organization's head office address; it will appear on the Purchase Order (PO)
templates and Customer Offer templates generated by your sTMS.

= Note — here you can write any additional information you need. It will not appear on documents
or templates generated by the system.

=  Click the Save or Save and Close button at the top of the screen to save the data entered. If you
miss to do so, the date will not be saved. If you want to close, click Close.

3.2. Adding Organization Invoicing Details

In the Invoicing Details section, when adding an organization, you need to enter the information about the
organization/individual under whose name you will issue invoices and other accounting documents with
sTMS. All details below will be provided on each document generated by the invoicing module, such as
invoices, pro forma invoices, credit notes, etc.

16



Invoici

Compasy
1B numsiaers
ThX =
Ernail;

Compuey o

ng Details

o Q o o

WAT numbser:

Phone

i

Detault note:

Company name — enter the name of your company/individual that will appear as issuer when
creating a new document through the invoicing module. You can enter the name in Cyrillicand in
Latin following the example above so that you do not have to change the template if you issue
documents in both languages.

Contact person —enter a contact person that will appear in the details of the accounting document
issuer, e.g., Financially Liable Person.

ID number — enter your company identification number (UIC) or Personal No in case you issue
invoices and other accounting documents as an individual.

VAT number — enter your VAT number if you are registered under the VAT Act, which will be
included in the details of the accounting document issuer.

TAX % — enter the VAT rate relevant for the country. If you are not registered for VAT, enter 0 in
this field and the reason for charging this rate in the Default Note field.

Email — enter a valid contact email address for your organization, which will be included in the
details of the accounting document issuer.

Phone — Enter a valid phone number to contact your organization, which will be included in the
details of the accounting document issuer.

Address — enter the registration address of your organization/individual, which will be included in
the details of the accounting document issuer.

Default Note — you can write additional information that you want to appear in your accounting
documents.

Click the Save or Save and Close button at the top of the screen to save the data entered. If you
miss to do so, the date will not be saved. If you want to close, click Close.

17



3.3. Adding Organization Bank Details

In the Bank Details section, when adding an organization, it is necessary to enter the bank details for
payment of all accounting documents issued by your organization/individual. All the details below will be
included in each document generated by the invoicing module in case you choose as payment method
Bank transfer.

Enter the details of the primary bank account to which you want to receive payments of invoices and other
documents issued through the invoicing module.

Bank Details

[ FETRETY PRETMIC code
AN Acooant Nec Denadicieey name
Bank addre:

= Bank name — enter the name of the bank.

= SWIFT/BIC code — enter the bank's SWIFT/BIC code.

= |BAN/Account No — enter a valid IBAN account number.

= Beneficiary name — enter the name of the account holder.
= Bank address — enter the address of the bank.

= Click the Save or Save and Close button at the top of the screen to save the data entered. If
you miss to do so, the date will not be saved. If you want to close, click Close.

3.4. Adding Organization Bank Profiles

If you accept payments in more than one bank account, e.g. in different currencies or with different banks,
or you have accounts in other payment systems, such as Easy Pay, PayPal, Skrill, etc.; use the Bank Profiles
section to add them and to be able to choose among your bank profiles when preparing an invoice.

Bank Profiles | ks ek e |

1. Click the Add Bank Profile button and the following pop-up window will appear where you need
to enter the data in the same way as you did for the primary bank account. In the Bank Profile
field, enter a bank profile name in order to be more convenient for you when choosing in the
invoicing module, e.g., 'EUR Account with Bank BANK'.
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Manage Bank Profile

Frofis Name

Bank nmre:

IBAM Aceoind Na:

| |
SWIFT/BIE code: | |
| |
| |

Banufiiary nass:

Bank pddress:

2. Click Save to add the bank profile. Your bank profile has been added.

Bank Profiles m

Praflls Rank Hams AN Aot e Bessticaryg oame SWIFT/EIC code
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3. Click the Save or Save and Close button at the top of the screen to save the data entered. If you
miss to do so, the date will not be saved. If you want to close, click Close.

Repeat the procedure to enter all bank accounts.

To edit a bank profile, click the Edit button on its line, and to remove it, click the Remove button.

3.5. Adding Organization Terms and Conditions

In the Terms and Conditions section, when adding an organization, you can type or paste your
organization's Terms and Conditions, which will be included in all documents you issue via sTMS, as well
as on the vendors and customers portals. These fall into three categories:

3.5.1. Adding Terms and Conditions to a Purchase Order (PO)

In the PO Terms and Conditions field, you can type or paste your organization's specific Terms and
Conditions which will be included in all Purchase Orders (PO) generated by sTMS.

Please use the following text editor to type and/or paste and format the text of your organization's Terms
and Conditions. The editor includes some common MS Word options.

Pk Tarms and Conddinm:
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3.5.2. Adding Terms and Conditions to a Customer Offer:

In the Customer Offer Terms and Conditions field, you can type or paste your organization's specific
General Terms and Conditions, which will be included in all customer offers generated by sTMS.

Please use the following text editor to type and/or paste and format the text of your organization's Terms
and Conditions. The editor includes some common MS Word options.

Cuttgmms OHfar Tarma and Condithna:

3.5.3. Adding Terms and Conditions to Invoice

In the Invoice Terms and Conditions field, you can type or paste your organization's specific Terms and
Conditions, which will be included in all accounting documents, such as invoices, credit notes, etc.,
generated by sTMS.

Please use the following text editor to type and/or paste and format the text of your organization's Terms
and Conditions. The editor includes some common MS Word options.

Irrvaicn Tarmi and Coeditons

Once you have entered all the data, click the Save or Save And Close button at the top of the screen to
save it. If you miss to do so, the date will not be saved. If you want to close, click Close.

3.6. Organization System Settings

<
Click the Organization Settings icon N at the top right corner of the screen. The following screen will
appear where you need to enter and customize the system settings for your organization, such as
organization name, as it will be displayed on the app, organization logo, etc. Here you can enable or disable
certain functionalities, as well as set regular checks against certain criteria to receive reports about.
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= Organization name — name of the organization.

= Logo URL - the URL from which to retrieve your organization's logo.

=  Custom CSS URL — an external field to customize the interface.

= APl Secret - a specific customer key for anonymous user verification.

= Total Uploaded Files — total number and size of files uploaded to the application.
= Bl Url - URL to connect to the Business Analytics Application.

If you want to turn on/off any of the following functionalities, check or uncheck:
Allow Project sharing
Allow Interpretation geolocation

Allow Anonymous verification

= Allow Project Sharing — this innovative functionality allows you to share projects with users from
other organizations that use sTMS to manage their business. For example, if you lack resources for
a particular project or cannot complete it within the deadline set by the customer, you can share
it with users from other organizations. And vice versa — if a colleague from another organization
lacks resources, they can share it with other users and you can complete the project.

= Allow Interpretation geolocation — this functionality allows the application to detect the
geolocation of vendors when registering, and to relate it to the geolocation of the user who creates
an interpretation task. The app lists the vendors closest to the location of the interpretation task.

= Allow Anonymous verification — this functionality allows the app to generate a unique project
verification code that can be provided to the customer for anonymous check of project status and
deadline in the sTMS mobile application.

3.7. Terms and Conditions for sTMS Users

In the sTMS User Terms and Conditions section on the Organization System Settings page, you need to add
the User Terms and Conditions for the application. Please note that these Terms and Conditions will be
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mandatory for all users to read and accept. They will be visible on each access portal, and each time they
are amended, users will receive a notification in the Notifications section of the application. Please, see

1.3 Initial Login.

Terms find Conditions:

In the Project Monitoring section on the Organization System Settings page, you can set up two types of
project verification tasks. You can receive the reports of these verifications on a pre-set day of the week

on a specified email.

Follow the procedure described here to set up those monitoring tasks:

Enable Project Monitoring — this monitoring task will automatically check if there are projects
that remain in the pre-set status for longer than you set in the deadline, and will send you a list
of them. For example, you can set this functionality to send you every Tuesday a list of projects
that are with status Sent Offer, On hold and Cancelled by Customer for more than 5 days.

T Mo

Project Maonitorng

Riciprris:

Manitaring Project Periad;

Monitoring Recurring Day

Almrnatiee Manitaring

Recuarring Dy

1. Enable Project Monitoring — check the box.

2. Project Monitoring Recipients — enter a valid email where you want to receive the report of the
task performed.

3. Monitoring Project Status — select the project statuses you want the task to check for.

4. Monitoring Project Period — enter the minimum number of days the project must have been in
this status without being changed.

5. Monitoring Recurring Day — select a day of the week to receive the verification report.

6. Alternative Monitoring Recurring Day — select an alternative day of the week if you want to

receive a report twice a week.
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7. Once you have entered all the data, click the Save or Save And Close button to save it. If you miss
to do so, the date will not be saved. If you want to close, click Close.

= Enable Project Service Monitoring — this monitoring task will automatically check if there are
Services to Projects with a value lower than the one you set and will send you a list of them. For

Important! Don't forget to click one of the two buttons in the green colour Save or Save And Close.

If you miss to do so, the date will not be saved. If you want to close, click Close.

example, checking whether there are services to projects with zero value or with a value of less
than 5 characters.

ﬂ Ensble Propcs Senace Monlionng

Service Momitorireg i o Loy
Becipients:

Service Max, Amount; o

MosMoring Becuring Day: iy

Bherrative Montoring
Recurisng Day:

1. Enable Project Service Monitoring — check the box.

2. Service Monitoring Recipients — enter a valid email where you would like to receive the task
report.

3. Service Max. Amount — enter the maximum value of a service to a project to check for.
4. Monitoring Recurring Day — select a day of the week to receive the verification report.

5. Alternative Monitoring Recurring Day — select an alternative day of the week if you want to
receive a report twice a week.

6. Once you have entered all the data, click the Save or Save And Close button to save it. If you miss
to do so, the date will not be saved. If you want to close, click Close.

3.8. Languages

You can add the languages used by your organization to provide language services via the Languages menu
in the main navigation:

BB |[anguages
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3.8.1. How to Add Languages

To add a new language:

1. Click the Add New button from the language management module.

2. Type the name of the language in English in the Title field.

3. Define Rank*- this indicates the order in which the languages will be displayed when selecting a
language from any drop-down list in the app.

4. Type the ISO language code in the I1SO Code field.

Add Lanaguage

Trie
Hank:

150 Code;

5. Click the Save button or Save And Close to save them.

a. Save will save the entry and allow you to immediately write a translation into the language
and to another language in which the language list will be displayed;

b. Save And Close will save the entry and return you to the list of languages from where you
can via the Edit button enter a translation into another language or edit another element
of the entry.

Note: Rank is the order of display in all drop-down menus that will appear in your sTMS — If you place 1, then this item will
appear first in the drop-down list. For example, if you want English to appear first and German to appear second, place 1 on
Rank when you add English, and 2 on Rank when you add German.

6. Enter the translation into another language in the Translation field by adjusting the language of
the translation to the one specified in the Language field in the Translations section of the
language editing module.

7. Click the Save or Save And Close button again to save the changes. If you want to close without
saving the entry, click Close.
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Edit Language

Tighe:

Translations

Lamguage Title Transkation
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3.8.2. List of All Languages

Once you have added multiple languages, they will be displayed in the Languages menu of the
navigation.

Manage Languages
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You can add as many languages as you like.
To edit a language, click the Edit button.

To disable a language, click the Disable button. This will disable the language, but will not delete it. You
can reactivate it by clicking Activate. Make sure to check the Show Inactive option when searching for
disabled languages.

To change the rank of a language, use the Up and Down buttons on the right side of the table.

To add a new language, click the Add new button above the table.
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To search for a specific language (already added), you need to type it in the Title field, which is located
above the table, and click Search.

Show Inactive — if checked and by clicking Search, all disabled languages will be displayed. You will be able
to reactivate them.

3.9. Currencies

You can add currencies that your organization works with through the Currencies menu in the main
navigation:

¥ Currencies

3.9.1. How to Add Currency

To add new currency:
Click the Add New button from the Currency Management Module.

Select the ISO currency code from the ISO Code drop-down list.

Type the currency name in English in the Title field.

A W

Define Rank — this is the order in which the currency is displayed when selecting a currency from

any drop-down list in the application.

Add Currency

1500 e
Tighe

Fank:

[ som | o i e

5. Click the Save button or Save And Close to save them.
a. Save will save the entry and leave you on the same page;
b. Save And Close will save the entry and return you to the currency list.

6. If you want to close without saving the entry, click Close.
3.9.2. List of All Currencies

Once you add multiple currencies, they will appear in the list of currencies in the Currencies menu of the
navigation.
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You can add as many currencies as you like.
To edit currency, click the Edit button.

To deactivate currency, click the Disable button. This will disable the currency, but will not delete it. You
can reactivate it by clicking Activate. Make sure to check the Show Inactive option when looking for
disabled currencies.

To change the currency rank, use the Up and Down buttons on the right side of the table.
To add a new currency, click the Add new button above the table.

To search for a particular currency (already added), you need to type it in the Title field, which is located
above the table, and click Search.

Show Inactive — if checked and by clicking Search, all disabled currencies will be displayed. You will be able
to reactivate them.

3.10. Areas of Expertise

You can add Areas of Expertise where your organization provides language services via the Areas of
Expertise menu in the main navigation:

i Areas of Expertise

3.10.1. How to add Area of Expertise

To add a new area of expertise:

1. Click the Add New button in the Areas of Expertise management module.

2. Type the name of the area of expertise in English in the Title field.
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Add expertise

Title

3. Click the Save or Save And Close button to save the entered area of expertise.

a. Save will save the entry and allow you to immediately write the translation of the area of
expertise in another language in which the list with areas of expertise will be visualized;

b. Save And Close will save the entry and return you to the list of areas of expertise where
you can use the Edit button to enter a translation into another language or edit another
element of the entry.

4. Enter the translation into another language in the Translation field by adjusting the language of
the translation to the one specified in the Language field in the Translations section of the Areas
of Expertise editing module.

5. Click the Save or Save And Close button again to save the changes. If you want to close without
saving the entry, click Close.

Edit expertise

Title:

Translations

LangLage Titke Traislatics

O T 3

3.10.2. List of all Areas of Expertise

Once you have added several areas of expertise, they will appear in the list of areas of expertise in the
Areas of Expertise menu of the navigation.
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You can add as many areas of expertise as you want.
To edit an area of expertise, click the Edit button.

To disable an area of expertise, click the Disable button. This will disable the expert area, but will not
delete it. You can reactivate it by clicking Activate. Make sure the Show Inactive option is checked when
searching for disabled areas of expertise.

To change the rank of the area of expertise, use the Up and Down buttons on the right side of the table.
To add a new area of expertise, click the Add new button above the table.

To search for a particular area of expertise (already added), you need to type it in the Title field, which is
located above the table, and click Search.

Show Inactive — if you check and click Search, all disabled areas of expertise will be displayed. You will be
able to reactivate them.

3.11. Quality (Quality Management Checklist)

You can configure your quality checklist, which will be displayed on the project page, using the Quality
Criteria Management Module. Open the Quality Items menu in the main navigation to continue.

Quality ltems

3.11.1. How to Add a Quality Check Criterion

To add a quality criterion:
1. Click the Add New button on the Quality Criteria Management Module.
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2. Define and enter the following data:

a. Type —from the drop-down list, you can specify the type of field you will create.

No type ¥

Multi select

Text
Single select

v No type — this means that the label will be plain text with no item next to it.

v' Multi select — this means that a check box will be displayed next to the label.

Example:

Spell check complete:

v' Text — this means that there will be a text field next to the label in order that you can write

more explanations.

Example:

v" Single select — the purpose of the single selection is to have more than 1 option and to select
one of them, it is necessary to group the available options and enter a group name.

Example:

Spell check completed successfully:
Spell check failed: @
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Spell check is not yet completed:

<r

If you select Single Select for type of criterion, you can combine different criteria into one group.
< The three criteria according to the above example have to be created using this option and assigned to one group.

< When you click the radio button of an option belonging to a particular group, the radio buttons of the other options within

the same group will be disabled.

b. Prefix — used for numbering the list. You can write, e.g., number ‘1’, symbol ‘-, etc.
¢. Rank —assigns the specific place of the criterion in the quality management checklist.

d. Group — here you can write the name of the group to which you want to assign this
criterion if you have selected Single select for the type of criterion.

e. Quality Criteria (QA criteria) — here you can write the name of the specific criterion.
f. Required — if you check the box, the user will be required to fill in the field.

3. Click the Save button or Save And Close to save the entered parameters. If you want to close
without saving the entry, click Close.

Add quality item

Tyt WHi sl = Prefte
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a. Save will save the entry and allow you to immediately write the translation of the quality
criterion into another language in which the list with quality criteria will be displayed;

b. Save And Close will save the entry and return you to the Quality Criteria list, where you
can use the Edit button to enter a translation into another language or edit another
element of the entry.

4. Enter the translation into another language in the Translation field by adjusting the language of
the translation to the one specified in the Language field in the Translations section of the Quality
Criteria Editor module.
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5. Click the Save or Save And Close button again to save the changes. If you want to close without
saving the entry, click Close.
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3.11.2. List of All Quality Criteria

Once you have added several criteria, they will appear in the Quality Checklist of the Quality Management
stage of your project.

Once you have added all your quality check criteria, you can configure your own quality check list.
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You can add as many criteria as you want.
To edit a criterion, click the Edit button.

To disable a criterion, click the Disable button. This will disable the criterion, but will not delete it. You can
reactivate it by clicking Activate. Make sure the Show Inactive option is checked when looking for disabled
criteria.

To change the rank of a criterion, use the Up and Down buttons on the right side of the table.
To add a new criterion, click the Add New button above the table.

To search for a certain criterion (already added), you need to type it in the Title field, which is located
above the table and click Search.
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Show Inactive — if checked and by clicking Search, all disabled criteria will be displayed. You will be able to
reactivate them.

3.11.3. Quality Management Checklist

For your convenience, we have created the following model checklist.

This is JUST an example:

Quality Management Checklist

(ioe | ot | o

Please take a look at the screenshots below to better understand how the above checklist was created
and how it will be displayed on your project list.

This is JUST an example:

The picture below shows how the checklist is configured in the Quality Items menu:
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3.12. Users

You can add users to your organization, such as administrators, account managers, project managers,
vendors and customers. To add users, open the Application Users menu in the main navigation:

p | ication |
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3.12.1. How to Create a User

To create a new user:

1. Click the Create New button in the User Management Module. The next display will appear:

Add User
Username: Rode:
Pacwpnrd: Coanfirm password:
Firnk marss; Lasd name:
Esnail: Ul Langraage:

Tarma secegted at:

Cussnmers < Yendors

2. Enter the following user data:

= Username — enter a username. It will be used when user logs in to sTMS.

= Role —select user role from drop-down list:

Select robe v

O Mirasiran

Account Manage

Praject Manage:

Customes

Administrator
Account Manager
Project Manager

NSRNENEN

Customer

@

To create a user with a Customer role, you must have pre-created the customer profile in the Customers menu and

associate the user with the customer from the drop-down list.

v Vendor

@

To create a Vendor user, you must have pre-created the Vendor profile in the Vendors menu and associate the user with

the vendor from the drop-down list.

35



< See Section 1.8 Roles and User Rights in sSTMS for the rights of each type of user roles. For customer and vendor role rights,
please refer to the relevant user guides.

= Password — enter a password that will be changed by the user after creation, following the
link in the verification and password change message.

= Confirm Password — confirm the entered password.

=  First name —enter the user's first name. It will be displayed when he/she creates a new project
or makes changes to an existing project.

= Last name — enter the user's last name. It will be displayed when he/she creates a new project
or makes changes to an existing project.

= Email — enter a valid email where the user will receive the verification message for their user
account.

= Ul language — select the language of the user interface by clicking on the field and selecting
the language in which you want the user interface to be displayed.

= Terms Accepted at — this will indicate the date and time on which the General Terms and
Conditions for work with sTMS have been accepted by the user.

= Customers — if you create a user with a customer role, select the customer profile from the
drop-down list of already created customers to whom you want to associate the user.

= Vendors - if you create a user with a vendor role, select the vendor from the drop-down list
of already created vendors to whom you want to associate the user.

3. Click the Save or Save And Close button to save the data entered and create the user. If you want
to close without saving the entry, click Close.

3.12.2. List of All Users

Once you have added multiple users, they will appear in the list of users in the Application Users menu in
the main navigation.

Flarse Eraait Aude Slalits
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You can add as many users as you like.

To edit a user, click the Edit button.
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To disable a user, click the Disable button. This will disable the user, but will not delete it. You can
reactivate it by clicking Activate. Make sure to select Disabled from the user status drop-down list from
the search filters.

To add a user, click the Create new button above the table.

To search for a specific user (already added), type their name or email address, select their role or status
from the drop-down lists, and click the Search button. You can use all filters, both separately and
simultaneously.
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4. Vendors

To create your own list of vendors, open the Vendors menu in the main navigation.

- Vendors

4.1. Howto Add a Vendor

Once in the Vendor Management Menu, click the Create New button to open the module for Vendor
profile creation.

< You can create a new vendor similar to one of the existing ones in the list by clicking the Copy button on the vendor's line and

editing the fields according to the instructions provided below.

> Please note that only users with Administrator and Account Manager roles can create vendor accounts. A Project Manager

user can only edit and add data.

4.1.1. Vendor Profile

In the first section, you have to provide the following vendor details:

First name: Lyt rusrwee:
Einaik 2wl il
Al min; Phona:
City Country
Lot
o ey ...
Yoara of exparissce Wals aite
Fefsrances:
Teut Resule ') Dipslama

InFiouse Comments

Vendos's Mote;

£l EREEd
@

you will get.

Most of the information is optional, but the more data you enter about your vendors, the better the search and audit results

=  First name — enter the first name of the vendor.

= Last name — enter the vendor's last name.
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= Email — enter a valid vendor's email, this will be the email to which you will send work orders (PO).
=  2nd email — additional, in case the vendor has an additional email address.

= Address — enter vendor's address.

= Phone - enter vendor's phone.

= (City —enter the city where the vendor is established.

> Defining the vendor's location is very important, especially for interpretation service providers. This will allow the app to select
the nearest located vendors in the drop-down list for choosing a vendor when entering an interpretation service.

=  Country — enter the country where the vendor is established.
= Location — Vendor's location will be displayed here. There are two options to define it:

v By entering the city and country in which it is established, in the respective fields and
clicking the Set Location button.

> Use this option when creating vendor accounts with a different location than yours.

v’ By clicking the automatic longitude and latitude Detect Location button.

< Note that with this option, the system will detect geographical parameters according to the IP address of the point where

you are located. For example: If you are a PM and are located in Varna, Bulgaria, but create a vendor profile that is established in
Sofia, Bulgaria, and use this option, their location will be detected as Varna, Bulgaria, not Sofia, Bulgaria.

v' Use the Clear Location button to delete the specified location if you need to change it or
do not want to use the option.

= Years of Experience — enter the vendor’s years of professional experience.
=  Website — you can specify the vendor's website (if available).

= References — you can describe all references provided to the vendor, e.g., referral phones and
contacts, referral file directories, etc.

= Testresult —if the vendor has already passed a test, you can write the result here.
= CV-check the box if you have the vendor's CV in their file.
= Diploma - check the box if you have a vendor's diploma/certificate in their file.

= In-house Comments — here you can write all comments about the specific vendor that you want
to share with the other managers in the organization and enter a file directory where their file is
located.
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= Vendor's Note — here you can write any notes to the vendor. In this field you will also see all notes
that the vendor has entered through their portal.

= Areas of Expertise — tick the areas where the vendor has declared expertise.

<

You can also use the Check all or Uncheck all buttons.
4.1.2. Vendor Invoicing Details Entry

You can enter invoicing data from a vendor if they have provided it to you, or leave the fields blank and
remind them to do so through their sSTMS user account.

Vendor Invoicing Details

Company rame: Comtact persem
1D nunsber; WAT number:
TAK %

Ermuail: Phone:
Comgpany address:

Default note

Important! Don't forget to click one of the two buttons in the green colour Save or Save And Close.

If you miss to do so, the date will not be saved. If you want to close, click Close.

To enter invoicing details, fill in the following fields:

= Company name — enter the name of the company/individual that will be displayed as an issuer on
the vendor's invoice. You can enter the name in Cyrillic and Latin so you don't have to change the
template if you issue documents in both languages.

= Contact person—enter a contact person that will appear in the details of the accounting document
issuer, e.g., Financially Liable Person.

= |D number — enter the company identification number (UIC) or Personal No. (if the vendor will
issue invoices and other accounting documents as an individual).

= VAT number —enter a VAT number if the vendor is registered under the VAT Act, which will appear
in the details of the accounting document issuer.

=  TAX % —enter the VAT rate relevant for the country. If the supplier is not registered for VAT, enter
0 in this field.
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= Email — enter a valid contact email address for the vendor that will appear in the details of the
accounting document issuer.

= Phone - enter a valid phone number for contact with the vendor, which will appear in the details
of the accounting document issuer.

= Address — enter the vendor's registration address, which will appear in the details of the
accounting document issuer.

= Default Note — you can write additional information that you want to appear in the vendor's
accounting documents.

= Click the Save or Save and Close button at the top of the screen to save the data entered. If you
miss to do so, the date will not be saved. If you want to close, click Close.

4.1.3. Vendor Bank Payment Details Entry

You can enter the details of the bank account to which the vendor wants to receive payments of invoices
and other documents (if any), or leave the fields blank and remind them to do so through their sTMS user
account. This bank account will appear in the invoices issued by the vendor via the sTMS vendor invoicing
module.

Bank Details
Bhrde FahiFed PRETRIC cade
AN Accoant Na: Denediciey nams

Bark addrees:

To enter the bank details, fill in the following fields:

=  Bank name — enter the name of the vendor's bank.

= SWIFT/BIC code — enter the SWIFT/BIC code of the vendor's bank.

= IBAN (IBAN/Account No) — enter a valid IBAN account number of the vendor.
= Beneficiary name — enter the name of the vendor's bank account holder.

= Bank address — enter the address of the vendor's bank.

= (Click the Save or Save and Close button at the top of the screen to save the data entered. If you
miss to do so, the date will not be saved. If you want to close, click Close.
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4.1.4. Vendor Payment Methods Entry

In the Payment section, you can choose the vendor's payment method and add their details.
Fayment

Payment method:
Provlder nama:

Paymnt accoust:

Payment description:

To select payment method:

1. Select the payment method from the Payment method drop-down list.

Other v

Invoice (bank transfer)

Invoice (cash)

Paypal, etc.

Freelance agreement (bank transfer)
Freelance agreement (cash)

= Other - if you have chosen this payment method, you must fill in the following fields:
v" Vendor name — type the name of the person receiving the payment.
v' Payment account — type the bank/payment account.
v' Payment description — write a description of the payment method.

= |nvoice (bank transfer) — if you have selected this payment method, the bank details entered
above will be used.

= |nvoice (cash) — payment of an invoice in cash.

= Paypal, etc. — if you have chosen this payment method, you must fill in the following fields:
v' Payment account — type the bank/payment account.
v' Payment description — write a description of the payment method.

= Freelance agreement (bank transfer) — if you have chosen this payment method, the bank
details entered above will be used.

42



= Freelance agreement (cash) — cash payment.

2. Click the Save or Save and Close button at the top of the screen to save the data entered. If you
miss to do so, the date will not be saved. If you want to close, click Close.
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4.1.5. Vendor Services and Language Combinations Entry

After entering the personal data of the vendor in the Service Preferences section, you can add the services
provided by the vendor and their specifics. There is no restriction on the vendor services.

To add a service and language combination, click Add Service Preferences and follow the procedure

Add Service Preference

1. The following screen will appear where you need to fill in the relevant data:

described below:

Service Preferences

Seraee TS e -
Saiuiine Bulgaiiar -

Target Hulgariam b/

T—— Cibast Fuinmiy =
Fats por ward | H.;srm-tl
Rate per pope [ P;ppcnlnd.[
T — | ﬂ“.lu-!d'l
Wim rate | Azgrowcs |
Rate pei ding: | Mrnlﬁ.l

= Service — in the drop-down list you will see all available service types. Only one type can be
selected at a time.

= Source language — the source language for the service.

< In the drop-down list, you will see all the languages you have already entered in the language list. The languages are based

on the pre-set rank.

= Target language — the target language for the service.

?

on the pre-set rank.

In the drop-down list, you will see all the languages you have already entered in the language list. The languages are based

=  Currency — select currency from the drop-down list. You can only select 1 per service.

@

In the drop-down list, you'll see all the currencies you have already entered in the list of currencies. Currencies will be displayed

based on the pre-set rank.

= Rate per word — write the vendor's price per word for the particular service and language
combination.
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= Rate per page — write the vendor’s price per page for the particular service and language
combination.

= Rate per hour —write the vendor's hourly rate for the particular service and language combination.

= Min. rate — write the minimum price of the vendor for the particular service and language
combination.

= Rate per document — write the price per document for the vendor for the particular service and
language combination.

=  Approved - the price approved by the organization.

g

This field can only be filled in by users with Administrator or Account Manager roles. Users with Vendor and Project Manager

roles cannot complete this field. In this case, the price entered by them in any of the fields above will remain in brackets in the
vendor's list of services, and they will be marked as “pending approval” in the vendor list.

i Trarsdmiian Bdgarie French LAl s ¥ CULEH) | 0 00N e s {10000 [LINEKD o] mm
o [dyana Transiator = Tronefation » Bulgaran Englisty  dks@mitra-booom vl s m
[ g s | & Traradatios & Engylish Budguarian

= Edit « [lulgmisn English

= Edit « Erglih Bulgarian

< Please note that when approved, these prices will be filled in in the price fields when adding a project task for a specific

vendor, based on the information entered here.

2. Click Save when you are ready to enter the service and its specifics or Close if you want to close
without saving the service.

Once you have added several services for the vendor, they will be displayed in form of tables, with all the
data you have entered in the previous screen.

You can edit or remove any entry.

a Service Larsguage Eats per word Fate per pags Fate per our Pefin. rate Rt par o Crmrency

O Transation Mukgarzan-Englat: A 0D 000 0,000 A0 i [ o | v |
@ Tanshiian Erlish-Sulgaslar 0.0E0a 8000 1000000 e0 oE0oa BGH e
a [kt Mukgarmn-Englsh (i ] 306000 T 1 R 0 (ITh, ] Lt m

4.1.6. Vendor Price Approval

Important! Vendor prices can ONLY be approved by users with Administrator or Account Manager roles.

In case a Vendor or Project Manager has entered a price in one of the price fields, it will not appear when

Important! Don't forget to click one of the two buttons in the green colour Save or Save And Close.
If you miss to do so, the date will not be saved. If you want to close, click Close.




adding a Vendor task to a project before it is approved and the task could not be added to the project. The

following message will appear and a reminding to refer to the Account Manager.

Always follow the instructions and messages in red. They are mandatory!

To approve a vendor price, follow the procedure described below:

1. Click Vendors in the main navigation to open the Vendor list.

2. Browse the list to find vendors waiting for approval, or check the Pending approval only option
above the list to see those vendors only. They are marked with the following tag:

Pending Approval

3. Click Edit on the vendor's line to open their profile.

4. Review the list of added services to find the price pending approval. It will be shown in brackets
as follows:

m Trarudation Emvapd wnr-dyosiaide 1R [ O 1 [N [ela L0 o] mmm
5. Click Approve on the service line.
6. If you do not want to approve the price, contact the vendor to comment.

7. Click the Save or Save and Close button at the top of the screen to save the data entered. If you
miss to do so, the date will not be saved. If you want to close, click Close.

4.2. Quality of Service of the Vendor

This function is designed to monitor the level of quality of service provided by the vendor. Two sections
are provided for adding entries in terms of quality of service:

4.2.1. Vendor Quality Tracker — Tests Schedule

Under the Quality Tracking — Vendor Quality Tracker — Tests Schedule section, the managers responsible
for quality assessment can enter information about all tests passed by the vendor as well as plan new
tests. This will help them to regularly assess the quality of the vendor's services, as well as to keep a record
of this, according to quality assurance procedures.

<

Please note that the vendor will see the information entered in this section in their portal.
To enter a test:
1. Click Add test to open the test input module.
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2. The following window will appear where you need to fill in the relevant data fields:

Add Test X
date:
Description:

Y
Result: I |
Validator: I |

= Evaluation date — enter test/evaluation date.

= Description — enter a description of the quality assessment procedure/test and its
result.

= Result — enter test results.

Validator — enter the name of the person who performed the quality assessment.

3. Click Save when ready to save data or Close if you want to close without saving.
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4.2.2. Vendor Projects Quality Tracker

In the Projects Quality Tracker section, quality managers may describe possible quality issues to specific
projects for the services provided by the vendor.

< Please note that the vendor will see the information entered in this section in their portal.
Add Project Quality Issue
1. Click Add project quality issue to open the module.

2. The following window will appear where you need to fill in the relevant data fields:

Add Project Quality Issue

Project # |

Date |

Preject Salec] masEgen -

Senager

Summary:

=  Project # — enter the project number.

= Date - enter the date the quality issue was reported.

= Project Manager — select a PM from the drop-down list.

= Quality Issue — check the box if the problem is due to quality.

= Timeliness Issue — check the box if the problem is due to failure to meet the delivery deadline.
=  Summary — enter any comments or summarize the situation/issue.

3. Click Save when ready to save data or Close if you want to close without saving.

4.3. Non-working Days

In the Non-working Days tab, all managers responsible for the vendors’ schedules can enter their non-
working days. Vendors can also enter their non-working days from their account.

> Please note that the vendor will see the information entered in this section in their portal.
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To enter a non-working day or period:

1. Click Add non-working days to open the module.

2. The following window will appear where you need to fill in the relevant data fields:

Add non-working day »
From [ 2s-0a2003 |7 | 0605200

Type of non- Hadiday w |
working day -

Commenix

®=  From — enter the start date of your non-working days.
= To - enter the end date of your non-working days.

< If there is one non-working day, enter the same start and end date.

= Type of non-working days — select the type of non-working days from the list.
= Comments - enter any comments, if necessary.

3. Click Save when ready to save data or Close if you want to close without saving.

4.4. \Vendor Notes

In this section, project managers or vendor managers can enter notes about the vendor, its services,
features, etc.

1. To enter a note, click the Add Note button,

2. Then enter the name of the Project Manager who enters the note, Date and Summary.

el Note %

Project | |
Banager:

SummaAry:

(i ] oo
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3. Click Save when ready to save data or Close if you want to close without saving.
4.5. Vendor’s Availability

In the Availability tab, you will see the availability of the vendor according to the projects they participate
in. Select the month from the month selection field and the availability for that month will be displayed.
You will see the type of tasks the vendor has provided or is currently providing marked in different colours.
You can see the project number by placing the cursor on the task.

Availahility
W
- - Trarheiicn
==
=
Trrsieior [}
=
=
Todit by -
" e |
s ]
.

|
|
‘I

[son | s i | e

4.6. List of Vendors

To see all vendors added to your list of sSTMS vendors, click Vendors in the main navigation.

You will be provided with a list of all vendors.



Vendors
Frres; Ermail Source; Target:

Expa tiim; Sarvew

= L] o o]

L] Hame Servioe Ermsll svnlabiity  Acrie
1 w i o Mt 1 Jadshl ¥ mm
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aTe
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Bl Tap
Araee
o e e

To edit or add more vendor data, click the Edit button.

To disable a vendor, click the Disable button. This will disable the vendor, but will not delete them.

< Vendors can only be disabled and enabled by users with Administrator or Account Manager roles.

< Please note that a disabled vendor will not be on the drop-down list of all providers when assigning services to a project.
To add a new vendor, click the Create New button above the table.

@

Please note that only users with Administrator or Account Manager roles can add vendors.

To search for a specific vendor (already added), you can use the filters above the table — Name, Email,
Source, Target and City or select their Expertise or Service type from the drop-down lists. Click the Search
button to find it.

@

From the drop-down lists, you can select multiple options.

Show inactive — check this box to show all disabled vendors. You will be able to reactivate them using the
Activate button.

Pending Approval Only — check this box to show only vendors awaiting approval of their services and
prices.

You can use all options both separately and simultaneously.
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5. Customers

To create your own customer list, go to the Customers menu in the main navigation.

@& Cystomers

5.1. How to Add New Customer

Once in the Customer Management Menu, click the Create New button to open the customer profile
creation module.

< You can create a new customer similar to one of the existing ones in the list by clicking the Copy button on the customer line
and editing the fields according to the instructions below.

< You can add new customers as well as edit their basic data also from the project creation and management module through
the New Customer and Edit buttons next to the Select Customer field.

5.1.1. Customer Profile

In the first section, you must specify the following customer details:

Clavinemies nams: Cankicl pecaner

Email BCooum Ranager:
Flwanie Cusboimer Type

| misenlset: WAT nirsbist
Adrirmun:

Chimni's Mote:

InHouse Comments

@

you will get.

Most of the information is optional, but the more data you enter about your customers, the better the search and audit results
= Customer name — enter the name of the customer. It will appear as the recipient's name on the
invoices you issue to this customer.

= Contact person — enter the customer contact person. It will appear as a contact person on the
invoices you issue to this customer.

=  Email — enter a valid customer email, this will be the email to which you will send offers to the
customer. It will appear as a contact email in the invoices you issue to this customer.
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Account Manager —this is the person responsible for managing the file, the specifics and the prices
of the customer. Select Account Manager for the customer from the drop-down list.

< Please note that the list will only contain users with Administrator and Account Manager roles. Once initially selected when

creating the customer profile, the Account Manager can only be changed by a user with the Administrator role.

Phone — enter customer's phone. It will appear as a contact phone on the invoices you issue to
this customer.

Customer type — select the customer type from the drop-down list:

v' Potential — use this option if the customer is only prospective and you do not have a project
assigned by them yet.

v’ Office — Use this option if the customer is a one-time visitor in an office of the organization.
v Business — Use this option if the customer is a business customer for whom you regularly work.

v Enterprise — use this option if the customer is corporate or an enterprise.

ID number — enter the customer identification number (UIC) or Personal no. It will appear as the
recipient's name on the invoices you issue to this customer.

VAT number — enter the VAT number if the customer is registered under the VAT Act, it will be
displayed as the VAT number of the recipient on the invoices you issue to this customer.

Address — enter the customer's address. It will appear as the recipient's address on the invoices
you issue to this customer.

Client's Note — here write any notes to the client. In this field you will also see all the notes that
the customer has entered through their portal.

In-House Comments — here write all comments about the specific customer that you want to share
with the other managers in the organization. Enter any information concerning the customer, such
as invoicing features, specific instructions on translation projects, as well as a directory for
accessing the customer file.

Areas of Expertise — tick the areas corresponding to the customer translation projects. You can
also use the Check all or Uncheck all buttons.
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= C(Click the Save or Save and Close button at the top of the screen to save the data entered. If you
miss to do so, the date will not be saved. If you want to close, click Close.

5.1.2. Services and Language Combinations for Customer Entry

After entering the customer's personal details in the Service Preferences section, you can add the services
provided to the customer and their specifics. There is no limit for the services added to the customer.

1. To add a service and language combination, click the Add Service Preference button:

Add Service Preference

2. The following screen will appear where you need to fill in the relevant data:

Add Service Preference

Service: Salact et -
it Select uit -
Soarce Salact anguege =
Tadgpei: SelcT Bnguige L
Curreney SHlaCt CuiTeicy L
Raquested rats: [ |

taaam (ol - i mcpm lid rafe

Aporeved rate: | |

M (el By s At Rdantide 1 iy Rake s v Dar 1he

= Service — in the drop-down list you will see all available service types. Only one type can be
selected at a time.

a0 SDOE I

=  Unit — A drop-down list of all possible units will appear and you have to select the one based on
which you will enter the service price.

= Source language — select the source language for the service.

@

on the pre-set rank.

In the drop-down list, you will see all the languages you have already entered in the language list. The languages are based

= Target language — select a target language for the service.

@

on the pre-set rank.

In the drop-down list, you will see all the languages you have already entered in the language list. The languages are based

=  Currency — select currency from the drop-down list. You can only select 1 per service.
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In the drop-down list, you'll see all the currencies you have already entered in the list of currencies. Currencies will be displayed

based on the pre-set rank.

= Requested rate — write the price you negotiated with the customer for the unit you selected
above.

= Approved rate — the price approved by the organization.

& This field can only be filled in by users with Administrator or Account Manager roles. Users with Customer and Project

Manager roles cannot fill in this field. In this case, the price entered by them in this field will remain in brackets in the list of services
to the customer, and they will be marked as “pending approval” in the list of customers.

[ 2] Aea LLE Allana Ivarow s reanovaEimira MD0000000 Ddlyana aM S B m

< Please note that when approved, these prices will be displayed, based on the information entered here, in the service pricing

fields when creating a customer project.

3. Click Save when you are ready to enter the service and its specifics or Close if you want to close
without saving the service.

Once you have added several services to the customer, they will be displayed in form of tables, with all
the data you have entered in the previous screen.

You can edit or remove any entry.

' Sarvice Uiy Saurte Languags Tiurged Languiscge Cunrency [
S < D
S - e ey
= | o . £ e
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5.1.3. Customer Price Approval

Important! Customer prices can ONLY be approved by users with Administrator or Account Manager roles.

If a Customer or Project Manager has entered a price in the price field, it will not appear when adding a

service to a customer project before it is approved. It will be possible to add the service to the project, but

a message will be displayed to ask the Account Manager for approval. Always follow the instructions and

messages in red. They are mandatory!

To approve a customer price, follow the procedure described below:

1. Click Customers in the main navigation to open the list of customers;
2. Browse the list to find customers waiting for approval, or check the Pending approval only option
above the list to get only those customers out. They are marked with the following tag:
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Pending Approval

3. Click Edit on the customer's line to open their profile.
4. Review the list of added services to find the price pending approval. It will be shown in brackets
as follows:

O Tesnsiwon Source woed FeTaHACER il g 00 £ Q0000 L0550 [ g | 2 | surroes |

5. Click Approve on the service line.
6. If you do not want to approve the price, contact the customer to comment.

7. Click the Save or Save and Close button at the top of the screen to save the data entered. If you
miss to do so, the date will not be saved. If you want to close, click Close.

5.2. List of Customers

To view all customers added to your sTMS customer list, click Customers in the main navigation.

You will be provided with a list of all customers.

Customers st £
CLSTOIMET PSS Emall: Account Manager! Customer type
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Experibe

Shoey Inacines Pendrg Aoproval Cinly
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ﬂ Dilyana Cusoormar D bpena Cumaimees dldiyraira- bg.coem CEESSOTED Dilyana Al Buanira ‘at m“
T g Pt
] |ivtes e Mroders By Auemy whhd (Egmadl com TAEM NN Verorila [niprpree =] nu
vy
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To edit or add customer data, click the Edit button.

Important! Don't forget to click one of the two buttons in the green colour Save or Save And Close.

If you miss to do so, the date will not be saved. If you want to close, click Close.
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To disable a customer, click the Disable button. This will disable the customer, but will not delete it.

<r

customers can only be disabled and activated by users with Administrator or Account Manager roles.

< Please note that when creating a project, a disabled customer will not appear in the drop-down list of all customers when
selecting a customer from the drop-down list.

To add a new customer, click the Add New button above the table.

To search for a specific customer (already added), you can use the filters above the table — Customer
name, Email, or select their Account Manager, Customer type, or Expertise from the drop-down lists.
Click the Search button to find it.

& In the area of expertise drop-down list, you can select multiple options.

Show inactive — check this box to show all disabled customers. You will be able to reactivate them using
the Activate button.

Pending Approval Only — check this box to show only customers awaiting approval of their services and
prices.

You can use all options both separately and simultaneously.

< In case you have entered multiple customers and prices for all their services, but wish to change the

price of the same service for a group of customers, please use the Customer Rates menu in the main
navigation.

6. Customer Rates

Customer Rates - you can use this menu to globally update rates in customer profiles, for example when
changing the price list for services. If you wish to change rates for a particular service for a group of
clients or all clients, please use this menu to avoid logging into all clients' accounts individually and
editing the prices for services.

To edit multiple prices for a specific service, open the Customer Rates menu from the main navigation.

The following window will be displayed:
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Customer: Service: Source: Target:
First Custome: Al all £l
Currancy:

Al

3

& Customer Service Unit Source Language Target Language Currency Rate

u First Castomer. Translation Source page  English German ELR 1.1500 (1.1500) }"

Customer — select a customer or leave “All”.

Service — select a service from the drop-down list for which you wish to change the price.

Source — select the source language for the service.

Target — select the target language for the service.

Currency — select the currency for the entered price.

A list of customers will be displayed, whose profiles have prices in the selected currency and for
the selected service.

S o e

Customer: Service: Source: Target:
First Customer - Al = Al . Al

Currency:

Rate: 1.55 Update Rate
# Customer Service Unit Source Language Target Language Currency Rate
B First Customer  Translation  Source page English (BeTrnan EUR 1.5500

7. From the list, highlight the customers you wish to apply the new price to by ticking the box on
their row or select all from the tick box on the top row if you wish to change the price for all

customers on the list.
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Check your selection carefully before entering and applying a new price! The changes are irreversible.

8. Rate - enter the new rate you wish to apply for the selected service and language combination.
9. Click the Update Rate button to apply the new rate.

The price for the selected service and language combination of all selected customers will change
automatically in their profiles.

To change the price for the same service but in the opposite language combination, repeat the steps,
reversing the source and target language locations.

7. Notifications

The Notifications menu indicates any actions performed on projects of which you are the Account
Manager or the Project Manager. Use this menu to get up to date on all more important things that happen
on the projects you manage, e.g.:

= Vendor accepted/refused a task assigned to them by you;
= Vendor uploaded a file to a task assigned to them by you;

= Customer accepted/declined an offer sent to them by you;
= Customer created a new project, of which you are PM/AM;
=  Your project status has been changed;

= Data on your project have been updated;

Click on the ~ icon and the following screen will appear where you can read the notification and
mark it as read by clicking on it.
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Project 00000040 was updated by
Hanara PM

FATAT 1440
Project D0D00040 was updated by
Dilyana AM

Froject 00000040 was updated by
Dilyana llieva

Project DOOOD048 was updated by
nara FM

Mew Project DODIODME was
created for customer Dilyana
Custammer (Mwnsma) by user

Minans PM

Sae Al Motifi caticn

Click See all notifications at the bottom of the window and you'll see a list of all notifications containing
the date and time of the notification, its content and status.

Notifications P
- Enem
*  Date Message Suatis
T F P R BT Proyect OOH00D was upditod by armns P uned [
B et 14T rcyret DO0GO0CA] wan upduted by Thhyana Al Pt el
W e 143500 Fcjiect TOOEN0AN vaas ekt by [Nk T LITRTTC I s oo |
0 oREE 15E Projiect DOCDO0AR s i e by Jisess BW (NSRIPEI o m |
'3 A0 155208 M Project (OM0EE was createrd for customet Diyana Cusames Wamaal by user Jansna PR St e
S 1 R T Profrect DOCON0AE s updted by Dilyima 44 e ([
: 1ERBE 147D firstrign 2-DOCO00R1 way usdibind bry Tnsimsa PhA pn e [
s EREE- SR ER T Miw rviics 300000631 wits eruatid by Nisamda M nawsd [T
§ LG 140eS Projct DOGKEME was updted by Garm PM mawed [N
B ieede 115 Prefect (KGO0 vans iptmteed by Dhyams Custommer uned
0RO V535 Proiec] DOCHC0AE w1 il aind by Tilyians Cisicarer mawed [
[ Rt R RS T o Frtjoct COO0CTA wats criatedt for customan Diyana Customes e nsa by uor Dy Customo e [

You can select by notification status by choosing Read and Not Read from the Status drop-down list and
clicking the Search button.

You can also mark a notification as read by clicking the Mark as read button on the line of the notification
or mark all as read by clicking the Mark all as read button.
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8. Dashboard

Each user has a personal dashboard to manage their daily work, which is visualized when logged into the
application. If not available, you can access it by clicking on the Dashboard menu in the main navigation.

The following screen will appear, containing three tabs:

v" Tab bar for direct access to certain lists;
v' A bar with different statistical information about the organization;
v Tables with the top 5 tasks for your attention.

Davati chisa
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h-2-20E /| 1
Tow 5 Duss Diale Tasks
1ii w208 it | |
® Due dute ferrice type Languags Vendor
P20 s 20
e Trrduissn Frstganiar-Fraghnk Herad Angeoy
0322024 c E
[ 2a-10rom | Tranedition Bulnarisn-Enolsh Dilyora Transaim
20120 [ P+ Cl v | ¥
EIEm st Buiganan-Ergli el DF Toarefitor
Topr 5 Die Date Projects
Teap & Pending Cifters
There are no projects raiching your criteria
¥ Crention date fitwhas Total Servives Tozal Dys

The direct access tab bar contains the following predefined lists. To access the list, click on More Info on
the appropriate tab:

= New — a list of all projects that are in this status will appear.

= In Progress — a list of all projects that are in this status will appear.

= Partially Invoiced — a list of all projects that are in this status will appear.
= |nvoiced — a list of all projects that are in this status will appear.

= Quality Issue (Ql) — A list of all projects with added services to which quality problems are
reported will appear.

= Overdue Invoices — A list of all invoices for which the payment deadline has expired, and
they have not been marked as paid, will appear.
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The statistics bar contains the following data:

Total number of projects entered for the organization;
Total number of projects delivered to the organization;
Total amount of services for the current month for the organization;

Number of services for the current month for the organization.

The tables with the top 5 tasks for your attention contain the following information:

Top 5 Due Date Services — These are the services to projects created by you as a Project
Manager that you are about to deliver to the customer, listed according to their submission
deadline. Services whose deadline is in red are overdue.

Top 5 Due Date Tasks — These are the tasks added to project services created by you as a
Project Manager that you have assigned to vendors and expect to be delivered, listed
according to their submission deadline. Tasks whose deadline is in red are overdue.

Top 5 Pending Offers — These are offers sent by you as a Project Manager to customers which
haven't been accepted yet, sorted by sending date. Whether you created and sent the offer
or not, in case you are logged in as Account Manager in the customer profile, you will see the
offers sent to them by all users of the system.

Top 5 New Projects — These are the last five projects created in the system of which you are
the Project Manager. You might not have created the project, but you may have been assigned
as a Project Manager by another user.

Top 5 Due Date Projects — These are the projects that you are a Project Manager of, and that
you should deliver to the customer, listed according to their submission deadline, the first
being the one whose deadline has already expired, if any, and then respectively the one for
today, tomorrow, etc.

Top 5 Outstanding Invoices — These are the five invoices with the most days elapsed after
their payment deadline. This information is for all invoices issued.

Currently unavailable vendors — A list of vendors who are absent for the next 15 days.

9. Creating and Managing your Project

To create a new project, open the New Project menu in the main navigation.

%" New Project

The following display will appear:
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General Details

Canpiaiy: Milira Transbalians L o ek

Eubimin: o, - Cumbarmer dos e

Projert Manager:
Desdline Deadline time:
Werification code

Chient Instructions:

liHouse Commeria

Budgeting

Service Details [ s s |

Quality Management Check all

[ S —

Cuiafity huaus Description:

The creation and management of a project in sSTMS consists of 5 sections:
1. General Details — enter the general project data, such as customer, deadline, status, etc.
2. Budgeting — your project budget will appear here after you have entered at least one service.
3. Service Details — enter the data for services and tasks to the project.
4. Files — here you can attach files to the project.
5. Quality Management — the quality of the project is managed here.

6. History — here you can track all important actions performed on the project.
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9.1.

General Details

In the first section you have to define the basic data of the project and fill in all fields by following these
instructions:

Organization (Company) — this is the name of the company to which you will create a project.

Status — each project has a status depending on its management stage, which changes

automatically in certain circumstances:

v

v

New — any new project created in the application.

Offer Sent — a project for which an offer has been sent to the customer. The project is in this
state until at least one task is added to a service, and it goes into In Progress status.

In progress — any project to which at least one service has been created and to this service has
been assigned a task to at least one Vendor, who has accepted it, and its status is In progress.

QA Confirmed — any project that has successfully passed a quality check and all mandatory
elements of its quality checklist are marked.

< It can be manually selected only by a user with an Account Manager role after a quality check of the service (s) to the project
has been performed.

\

\

\

v

Ready to invoice — any project for which all services are in Ready to invoice status.
Partially Invoiced — any project where there is at least one invoiced service.
Invoiced — any project for which all services are invoiced.

Partially Paid — any project where there is at least one service paid.

Paid/Closed — any project for which all services are paid. This status is automatically set upon
confirmation of payment of an invoice for the services in the project.

On Hold — any project that is pending.

< It can be manually selected only by a user with an Account Manager role.

<

v

Cancelled by Customer — any project that is rejected by the customer.

It can be manually selected only by a user with an Account Manager role.

Customer — click the drop-down list to select a customer from the list of customers already added.

They are displayed in alphabetical order for your convenience.

v

If you wish to edit the selected customer, click the Edit button next to the customer selection
field and edit the customer's basic data. Click Save to save the changes. The message Customer
was updated successfully will appear at the top right corner, in a green box to confirm that the
customer's data has been successfully changed.

If the customer does not appear in the drop-down list, click the New Customer button and a
pop-up window will appear to enter the customer's basic data. Complete all fields, as described
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in 5.1.1 Customer Profile. Click Save to save the customer. The message New customer was

created will appear in the upper right corner of the screen, in a green box to confirm that the
customer has been successfully created.

Edit Customer

Create New Customer

WNew Customer New Customer
Compamy [ 1 Comperny |
name: name
Customer fype: | Poential - Comiomeriype | Sekch cuciomer i v
Comiact peros T8 Danlact porion |
Ernast o Empait |
Aot Acczunt i) o
Manager: Miznager
Address FL T Addreii
Phase: [ 1z2ams Frane |
WAT rimbar [ .i-.-';._ .-l-.'-= WAT snambet |
1D number | FETRELEE | J 1D pumsber: l
E3E3 e ] cow |

=  Customer Job No — enter the customer job number, if any.

Project Manager — displays the name of your user. If you wish to assign the project to another
Project Manager, select their name from the drop-down list.

Deadline — enter the specific date on which the entire project is to be completed. Click the tab and
a calendar will appear to select the date.

Deadline time — select a specific time by which the entire project has to be completed.
Comments — enter any comments you have about the current project.

Verification code — this code is automatically generated by the system. Give this code to the
customer if they wish to check the status and the deadline of their project as an anonymous user
of the system. Refer to the short guide for anonymous access to sTMS.

Client Instructions — write down the instructions received from the client or those that you want
to refer to the client. This field is visible on the project page opened via the customer portal and
the customer can enter text in it.

In-House Comments — here you can write project comments that you want to refer to other
managers in the organization, such as file directory for access to the project, specific team for
work, etc.

Click one of the two green buttons Save or Save And Close in the taskbar on the project page.

If you want to close the project page without saving the added or edited data, click the Close button.
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Your project has already been created and its number is at the top of the page. You can also create a
project without adding services and tasks, but its status will remain New until you add at least one service
and one task to it, which will go to In Progress. See 8.1 General Details on project statuses.

Project 00000049

Once you have created the project, the following automatically generated data fields will appear in the
General Data section:

= Created by — the user who created the project.

=  Creation date — the project creation date and time.

= Last modified by — the user who last changed any data on the project.

= Last modified date — the date and time of the last change of project data.
= Offer sent at — the date and time the offer was sent to a customer.

= Offer accepted at — the date and time of confirmation of an offer by a customer.

9.2. Project Budget

In this section you will see the project budget after entering services and tasks to it. Here you can get
information about Total Services Income, Total Tasks Cost and Profit generated in the different currencies
of the project.

Budgeting
Tedal Saruicei lhcais Total Tasks Cead Pradin Chirarty

150 D0 [E%n] % DO

9.3. Adding Services to a Project

To add a service to a new project, you must have selected a customer and set a project deadline. Click the

Add Service button.
Add Service

The following pop-up window will appear where you need to enter the service data:
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Add Service
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Title — write the title of the service as you would like it to appear on the invoice, which you will
create at a later stage.

Service — A drop-down list of all available services will appear and you must select the applicable
one each time you add a service to the project.

Expertise — A drop-down list of all areas of expertise that have been added to your sTMS Areas of
Expertise list will appear, and you must select the appropriate one for the service.

Ready to invoice — A drop-down list with two options will appear — Not ready and Ready to
invoice. Leave the default Not ready option when you add the service. Change to Ready to invoice
when the service is to be invoiced.

< If you do not change the service as Ready to invoice, you will not be able to add it to an invoice.

?

Source — select the source language for the service.
Target — select the target language for the service.

Deadline - select the service deadline from the calendar. Must be before the set project deadline
in the General Data section.

Deadline Time - select the specific time the service to be completed.

Comments — enter comments to the customer about the service, if any.

The customer will see the text in this field.

Unit — A drop-down list of all possible units will appear and you must select the appropriate unit
for the service.
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& If you select the unit type — source word, the Upload analyze file button will appear in case you want
to use the calculation function based on a CAT tool analysis.

i

Unit: l Source word Vl Currency: BGN hd

Quantity: 34658 Rate: 0.0900

WLEGIENWENCRIZM  analyze file Trados 2 (1).xml

Select a breakdown file and guantity will be calculated automatically based on
information within a file. Manual change of quantity will remove loaded data from
breakdown file,

Weighted Rate: 0.0013 Total: 45.0554
Quality issue: MNo lssue A
Quality Issue
Description:
-
Band Min Max ‘Words %0 Total
fuzzy 85 o9 31432 056 0.0000 BGN
perfect 0 V] 0 0% 0.0000 BGN
inContextExact 0 V] 0 0% 0.0000 BGN
locked 0 V] 0 0% 0.0000 BGN
crossFileRepeated 0 V] 0 0% 0.0000 BGN
newBasealine 0 o o 0% 0.0000 BGN
newleamings 0 0 0 0% 0.0000 BGN
exact 0 V] 2153 10% 193770 BGN
repeated 0 V] 74 10% 7.5660 BGN
new 0 V] 199 100% 17.9100 BGN

Save Close

To use the feature, click the Upload analyze file button and select the analysis to attach. You can
attach the following analysis files: .csv, .html, .xml, .rep and .james. Once you attach the file,
further down in the window, a percentage breakdown of the number of words according to the
analysis file will appear. The Weighted Rate field will display the average price calculated based
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on the price per source word entered for the customer, and the Total field will display the total
amount calculated based on the breakdown below. If you wish to make changes to the Words
and/or % columns in the breakdown, click on the appropriate figure and enter the new value. Click
on an empty field to update the calculation. Click Save to create the service.

=  Currency — select one currency from the drop-down list.

= Quantity — enter the quantity based on the selected unit.

< If you select for a quantity type — fixed price, a message will appear to upload a price calculation file to the files of the service.
Always follow the instructions in red — they are MANDATORY!

= Rate - enter price per unit.

< If for the selected customer there is an entered and confirmed price for the language combination, the unit and the type of
service, it will appear in the field and if you have a Project Manager role, you will not be able to change the

price below the confirmed one . A message will appear to contact the Customer Account Manager for the change. If you
want to change the price, please contact the Customer Account Manager for assistance. If there is no price entered and confirmed
for the customer, a message will appear to contact the Account Manager for price confirmation. Always follow the instructions in
red — they are MANDATORY! For more information on customer services and prices, see5.1.2 Services and Lanqguage Combinations
for Customer Entry and 5.1.3 Customer Price Approval.

* Total - the amount calculated using the following formula [quantity*price=total].
Total —th t calculated using the following f la [ tity*price=total]

For example:
= Quantity [2.5]

= Price [15.00]
Calculation - > 2.5%15.00 = 37.50

= Quality issue —a drop-down list of possible categories of quality issues will appear. When creating
a project, leave the default No issue, and if a problem occurs in the work process, return here and
select the category among the following:

v" Delivery — problem with the delivery of the service files, e.g., missing memory when the
Vendor delivers the translation;

v" Deadline — overdue delivery;

v" Service Quality — poor performance of the service.

Mo |ssue hod
Delivery

Deadline

Service Quality

= Quality issue Description — enter a brief description of the problem, if any.
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When you are ready, click Save and the service will be added to the project.

1. Translation(Service 001)

LT Bulgarian Tangast: AHrnudcgs
Deadline 0A-12 - 2020 DRH

Quiamtety: 1 Unie: SOURCE page
Rt 150000 EL= Total: 150000 EUR
Ready ta inoice: Pt Ready Quality ks M Ismire

Cuindity tssue
Description:

Comments

Service Files

ocme fila Bronyse Liplosa
Files ta be uploaded

Uploaded files

Tasks

Click one of the two green buttons Save or Save And Close in the taskbar on the project page.

If you want to close the project page without saving the added or edited data, click the Close button.

Save Save And Close

If you want to edit or delete a service, use the Edit or Delete buttons in the service field. You cannot edit
or delete a service once an invoice issued for it has been marked as paid.

If you want to view an invoice issued for a service, click the View Invoice button in the service field. The
button will appear after the invoice for the service is issued.

9.3.1. Customer Offer

Once you have added at least one service to a project or a customer has created a project with a service
via their application profile, you can send them an offer generated on the basis of the entered service(s)
data.

In the General Details tab, the New Offer button will appear. This means that your offer was generated
according to the service added and it is ready to be sent to your customer.

Difer aand ok O accepied s
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Click the New Offer button.

A customer offer generated by the system will appear with an offer ID corresponding to the project ID
number, and it will include all the data you have entered about your organization, as well as the customer
and project data (all services and their parameters — language combination, type of service, unit, quantity,
price, total, currency, deadline, offer date, project manager).

Text box Comments will be available for comments and notes that you would like to leave for the
customer.

Check and review all the data as well as the Terms and Conditions and then click Send Offer at the top
right corner of the page. You can select a language for the offer from the Language selection field. The
offer will be sent to the email address you have entered for the specific customer and they can accept it
by clicking the Accept Offer button at the bottom of the email. An action message will appear in the upper
right corner.

After submitting the customer offer, the project page will be updated with the date and time when the
offer was sent to the customer, as well as the date and time when the customer accepted the offer.

O st i 10~ A0 |7 Ofer acepned st

You can review the offer at any time by clicking the View offer button or send a new offer by clicking the
New Offer icon.

To download the offer in PDF format on your computer, click the Download Offer button.

9.3.2. Service Files

Once you have saved a service to a project, the Service Files tab will appear, where you can add files to
this service only. Use this option when you want to add a file to a particular service rather than to the
entire project, e.g., when you have a project with many different services and language combinations, it is
better to add the translation files, reference files and others to the different services for your convenience.
Using the option to select user access to the added file, you can control which user sees and downloads
the file.

Service Files
Choose file Browse  Upload

Files to be uploaded
Uploaded files
To Add a File.
1. Click the Browse button to select the file you want to add.

2. The file will appear under Files to be uploaded.
71



Service Files
Chooss file Brivese Lipfoad

Files to be uploaded
* RA%B0 CA HIKYCTEEHW CBTHULM_ Pt m

Uploaded files

3. Click the Upload button to upload the file to the application.

4. The file will appear under Uploaded files.

Service Files
oose file Browse Upload

Files to be uploaded

Uploaded files
+ B Kaspo ca MIKyCTESHM Ok THAwe_odi 04-03-2021 16:05

5. Click one of the two green buttons Save or Save And Close in the taskbar of the project page to
save the attachment.
6. By default, the access to the file is In-house. To change it, click the corresponding button:

v Public - the file is visible to and will be downloadable by all users of the application —

managers, customers and vendors.
v In-house — the file is visible to and will only be downloadable by managers.

v Customer — the file is visible to and will be downloadable by all managers and the
customer.

v" Vendor — the file is visible to and will be downloadable by all managers and the vendor.
7. Click the Remove button if you want to remove the file.

8. Click one of the two green buttons Save or Save And Close in the taskbar of the project page to

save your selection.
To download a file added to a service by a customer or a vendor:
1. Open the project whose file you want to download.
2. Scroll to Uploaded files in the Services section of the project.
3. Find the file and click on its name.

Uploaded files
» B Kaxpo ca vakycreesn comrawigs_pdf 04-03-2021 1607

e ] e [ e
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4. The file will be downloaded to your computer

9.3.3. Adding Tasks to a Service

To add a task to a service, click the Add Task button in the Tasks tab of the already created service.

Tasks IEHHHI

The following pop-up window will appear, where you must enter the details of a task to the service and
assign it to a Vendor:

Add Vendor Task

Tusk type Teanslanay w
Wendar SabCE and e w

i1
wixal

Tk sintus

Deadling: | Desdine time: |

Wendor
Cammeants

L15 Sounos page -

Curmeney: 2l w

Dupstiny: | |

Rete | |

Fotak

= Task type — A drop-down list of all available task types will appear, where you must select the
applicable one each time you add a task to a service.

< The type of the task may differ from the type of the service.

= Vendor - select a vendor from the drop-down list of vendors that match the selected task type,
the language combination, and the area of expertise set when adding a service.

?

available during the project life cycle (from creation date to deadline) (See Image 1). If you add such a vendor to a task, their name
will be highlighted in red in the list of vendors to the task (See Image 2).

Please note that when adding a vendor to a task, three *** stars will appear in front of the name of vendors that are not

Image 1
Tasks
L] Vendor Taszk Tﬂ:l Status Due date
m Translation Pending Ora=05-202 3 D00
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Image 2

Edit Vendor Task X
Task type: [ Translation Vl
Vendeor: [ ***Wendor 1 Vl

When vendor is not selected first vendor which accept task will be assigned
automatically

Task status:

Pending Vl

Deadline: 05-05-2023 Deadline time: 00:00

@

parameters for a task type and language combination, and they will receive a request with the budget you have defined. The
vendor who first accepts the task should do it.

If you DON’T select a vendor and leave the Pending status of the task, it will be sent to all vendors that meet the set

=  Task status — the following drop-down list will appear with three options:

Pending hd

In Progress
Rejected

v" Pending — If you select a vendor and this task status, it will appear with the option to be
accepted or declined by the vendor. If they accept it, it will switch to In Progress status. If
they refuse, it will switch to Rejected status.

v In Progress — the task is accepted by a vendor. You can also select this status manually if
you have negotiated with the vendor and they have confirmed acceptance of the task.

v" Rejected — the task is denied by the vendor to whom it was sent. You can also select this
status manually if the vendor has declined the task.

< If a vendor has declined a task, leave the status Rejected and create a new task to assign to another vendor.

=  Deadline — select the deadline for the task to be done from the calendar. Must be before the
deadline set for the service.

= Deadline time — enter the specific time the task to be completed.

= Comments — enter comments to the vendor about the task, if any.

< The vendor will see the text in this field.
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= Unit— A drop-down list of all possible units will appear and you have to select the one for the task.
=  Currency - select one currency from the drop-down list.
= Quantity — enter the quantity based on the selected unit.

<

Always follow the instructions in red — they are MANDATORY!

If you select for a quantity type — fixed price, a message will appear to upload a price calculation file to the files of the service.

< If you select the unit type — source word, the Upload analyze file button will appear in case you want
to use the calculation function based on a CAT tool analysis.

Unit: [ Source word V]
Currency: l BGN V]
Quantity: | 365 |
Rate: | 0.0050 |

(WIGEGIERE LRI analyze file Trados (1).xml

Select a breakdown file and quantity will be calculated automatically based on
information within a file. Manual change of guantity will remove loaded data from
breakdown file.

Weighted Rate: 0.0036 Total: 1.3140
Band Min Max Wiords % Total
perfect 0 0 a 0% 0.0000 BGN
inContextExact ] 0 45 0% 0.0000 BGN
locked 1] ] 0 0% 0.0000 BGN
crossFileRepeated (4] 0 0 0% 0.0000 BGN
newBaseling 0 0 Q 0% 0.0000 BGMN
newleamings [H] 0 a 0% 0.0000 BGN
exact 0 0 60 10% 0.0300 BGN
repeated 0 0 a 10% 0.0000 BGN
fuzzy 95 99 1 20% 0.0010 BGN
fuzzy as 4 0 30% 0.0000 BGN
fuzzy 75 &4 a 40% 0.0000 BGN
fuzzy 50 T4 3 100% 0.0150 BGN
new 1] 0 256 100% 1.2500 BGN

Save Close
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To use the feature, click the Upload analyze file button and select the analysis to attach. You can
attach the following analysis files: .csv, .html, .xml, .rep and .james. Once you attach the file,
further down in the window, a percentage breakdown of the number of words according to the
analysis file will appear. The Weighted Rate field will display the average price calculated based
on the price per source word entered for the customer, and the Total field will display the total
amount calculated based on the breakdown below. If you wish to make changes to the Words
and/or % columns in the breakdown, click on the appropriate figure and enter the new value. Click
on an empty field to update the calculation. Click Save to create the service.

= Rate —enter price per unit.

< In case the selected vendor has a price, set and confirmed for the language combination, the unit and the task type, it will

appear in the Rate field and if you have a Project Manager role you will not be able to change the price above the confirmed one

. A message will appear to contact the Account Manager for the change. If you want to change the price, please contact the
Customer Account Manager for assistance. If there is no price set and confirmed for the vendor, a message will appear to contact
the Account Manager to enter the prices and you will not be able to save the task. Always follow the instructions in red — they are
MANDATORY! For more information on vendor services and prices, see 4.1.5 Services and Language Combinations
for the Vendor Entry and 4.1.6 Vendor Price Approval.

* Total —the amount calculated using the following formula [quantity*price=tota
Total —th t calculated using the following f la [ tity*price=total]

Once you are done, click Save and the task will be added to the service.

Tasks

#  Vendor Task Type Status  Due date Quantity Rate Total
New  Mery TN Trandation Pending 09-12-2020 140sp 20000 90000
Eramsiaton J6:00 BGH

Click one of the two green buttons Save or Save And Close in the taskbar on the project page.

If you want to close the project page without saving the added or edited data, click the Close button.

o T Lo

If you want to edit or delete the task, use the Edit or Delete button in the task field.

@

deleted, contact an Administrator.

You cannot delete a task after assigning it to a vendor. You can change its status to Rejected or edit it. In case it has to be

& f you have assigned a task to a vendor who is not available during the project lifecycle, their name
will appear in red in the list of vendors to the task.

?

use the option add files to a project to add a file that is visible to the vendor. This can only happen through the Files to a Service
option.

If you want to add a translation file that is visible to the vendor, follow the procedure described in 8.4 Service Files. You cannot
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9.3.4. Vendor Purchase Order (PO)

When the task is successfully added to the service and assigned to a vendor, you can send him/her a PO.

Click the PO button.

Tasks

& Vendor Task Type Status Due date  Quantity Rate Total
15  [Dedyasa Iranslaban O ApgeovedReady OF-10-2020 200 5p 80000 TEO000
te Frvaicn OB RGN

Tramsdalon

A system-generated PO with a translation order ID corresponding to the project ID will appear, and it will
include all the data you have entered about your organization as well as the vendor and the task data (all
services and their parameters — language combination, task type, units, quantity, price, total amount,
currency, deadline, purchase order date, project manager).

Comments — a text field for comments and notes that you would like to leave for the vendor (availability
of reference materials, task specific instructions, etc.)

PO Terms and Conditions — the PO terms and conditions of your organization.
You can select a language for the offer from the Language selection field.

Check and review all data as well as the Terms and Conditions and then click the Save and Notify button
at the top right corner of the page. The PO will be saved and sent to the email address you have entered
for the specific vendor. An action message will appear in the upper right corner.

After you send the PO to the vendor, you will be able to see the chronology of the translation orders. Click
the History button:

Tasks

& \Vendor Task Type Status Due date Quantity Rate Totsl

55  Dilvara Translato = g . ng 09-12-200008:00 100sp 90000 9.0000 BGN

History
2 3

wrev 25040 &

You will see the PO history in a small pop-up window:

o All translation PO numbers are generated automatically and consist of the project number followed by '/’ and the translation

order number (e.g., for Project ID 49, the PO issued to the first vendor will be numbered 49/1 and the PO issued to the second
vendor will be numbered 49/2. Please note that if you have to correct/reissue a PO already sent to the vendor, it will have the same
number, but you can see all POs issued to that vendor by clicking on the history icon.

A

You can download the PO on your computer by clicking the download icon " hext to the PO number. A
message will appear in the top right corner to download the order.
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9.4. ProjectFiles

After you add at least one service to a project, the Files tab of the project will appear, where you can add
files to the project. Use this option when you want to add a file to a project and not to a service, e.g., when
you want to upload a file ready for the customer. Here you will also receive files from customers in the
system. You cannot add a file that is visible to the vendor using this option. Using the option to select user
access to the added file, you can control which user sees and downloads the file.

Files

Files 1 be uploaded

Uplasded s

To Add a File.
1. Click the Browse button to select the file you want to add.
2. The file will appear under Files to be uploaded.
3. Click the Upload button to upload the file to the application.

4. The file will appear under Uploaded files.

Files

Files 30 be uplnadad

Updeaded files

5. Click one of the two green buttons Save or Save And Close in the taskbar of the project page to
save the attachment.

6. By default, the access to the file is In-house. To change it, click the corresponding button:
v" In-house — the file is visible to and will only be downloadable by managers.

v' Customer — the file is visible to and will be downloadable by all managers and the
customer.

7. Click the Remove button if you want to remove the file.

8. Click one of the two green buttons Save or Save And Close in the taskbar of the project page to
save your selection.

To download a file added to a project by a customer or other user:
1. Open the project whose file you want to download.
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2. Scroll to Uploaded files in the Services section of the project.
3. Find the file and click on its name.

Uploaded files

» [ Kakpo ca wakyorpesw conrmaug_pdf 04-03-2021 16:07 ¢

i e [ I e

4. The file will be downloaded to your computer.

9.5. Quality Management

In sTMS, you can manage project quality through the Quality Management section of the project page by
following the steps described below:

1. Open the project whose quality you want to manage.

2. Scroll down to the Quality Management section.

3. Click the Quality issue field and a drop-down list of problem categories will appear:
v" No issue — select this category if there is no quality issue for this project.

v Delivery — problem with the delivery of the service files, e.g., missing memory when
delivering a ready translation from the vendor;

v Deadline — overdue delivery;
v' Service Quality — poor performance of service (s) under the project.

4. Quality Issue Description — enter a brief description of the problem, if any;

5. Achecklist prepared in advance by your organization for project quality management follows next.
Make sure all the criteria set are met and tick this on the checklist to confirm that the project has
passed a quality check.
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Quality Management

Chanlity e

Chaality bsxue Description

Check all

< You can use the Check All option, which will mark all criteria as met.

9.6. History

Once the project is created, you will be able to track what actions, by whom and on what date and time
they were performed in the History section.

< Please note that you will see the History tab in editing mode only once you have created a project and saved it.

Any changes based on the following criterion will be tracked in History:

General Details Services Vendor task Files
Deadline Deadline Deadline Upload
Status Status Status Access
Project Manager Quantity Quantity

Comments: Rate Rate
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History

[0 Diyana lieva e
Stmtun {howed -2 Clowed

O Dayana llieva
ol Stz Paid - > Paid

O Dfyana AM

Stanus Anviided - ¥ (meoced

O Dlyana aM 17 =

e Fan rendoed - = Iregiced

) DEyans AM
= St Dedivered -» DatggrovedRnady Tolmamm

O Dibyana AM =1L
= Sistus AnProgress -» Deliered

Dﬂn‘meﬂl’hr ST = 2 AN
Fibe -prodormma 4 S odi

O Ddyana AM

Sl 3 e

> The name of the user who performed the action is in bold, the date and time are shown to the right of the screen, and under

the name of the user you can see what action was performed. If there is an additional icon before the action, place the mouse
cursor over it to see the specific item to which the action relates, e.g., invoiced project service ,,001 translation “.

Important! Remember to click one of the two buttons in the green colour Save or Save and Close.

If you miss to do so, the date will not be saved. If you want to close, click Close.
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10.List of Projects

Once you have created several projects, you'll have a list of projects available where you can search and
review the organization's projects.

To view the project list, click Projects in the main navigation:

BB Projects

The list of projects and possible search filters will appear:

Projects
Samce: S Targes: Slabuz
Froure T CamTomeer Bt Wsager

Pri=r B ot Crsuied by Costtiphans Juidi W Frapect Aisiliss

] ]

Project Bccoent  Crestion  Dus Tatal
¥  Compemy  Custormer  Senacs lasgusge  Massger  Manager  dabs dats  Haskm Serviemn Bt

W M Tt poigiriets Ol | Gigw || 0 oSt 15 o | cowr |
Veopeadmik ! . [T BR

|

You can use the filters to specify your search and shorten the list of projects.

< If you do not want to use the filters, scroll down and review the project list. Click on the project number to open, review and

edit it.

<" In case there is no vendor assigned to a task under a service, a red exclamation mark (!) will appear at
the beginning of the project line.

= Service
= Source
= Target
= Status

=  From - from date

= To-todate

= Customer
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=  Account Manager

Project Manager

Created by
=  Customer Job No

= Project number - when entering multiple characters, the project numbers containing
those characters will automatically appear in the field.

= Expertise

Vendor
= Service Due Date
You also have a few additional bookmarks:

= Due Today - If you have checked this box, the list will contain only projects whose deadline
is today.

= Show Inactive — if checked, the list will also contain inactive projects.

= Show services with issue — if checked, the list will only contain projects whose services
are marked as having a quality problem.

Once you have defined your search and ticked the required filters, click the Search button to display the
list of projects for review.

You have two more buttons:

= Create New — create a new project; see the steps in Section 8 Creating and Managing Your
Project.

= Clear filter — clears the set filters.
Click the project number to open and review it.
To edit a project, click the Edit button on the project line.

To create a new project similar to one of the existing ones in the list, click the Copy button on the project
line and edit the fields according to the instructions in Section 8 Creating and Managing your Project.

10.1. Project Editing

Open the project you want to edit by clicking the Edit button on the project line and following the steps
described in Section 3 Creating and Managing Your Project.
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11. List of Tasks

Once you have created several projects and added services to them and assigned tasks to vendors, you
will have a list of tasks available where you can search and review tasks to vendors.

To review the task list, click the Tasks button in the main navigation:

BB Tasks

The task list and possible search filters will appear:

Tasks
Tk byp: WVarrchar: Source! Targt:
|l ) Al
Task nisrmier Taak sbadus: Fram: Ta:
Froject Manages Project numbser Purchase Order: Expertise;
(oo ] coe e
Crmaicm Toesl Furchoe
& Vendor Task: Lamguage datn Duae date Tawk statum Tk Frojert  coddar
W [ibyuna OF i Brdiacnn 12 P ’ Gevit En
Tran in Lligs saah
B Ohaant i A Exniapas MO AB02021 In Progress DO 0T [ i |
T i 3 ik AR 12T Ll
- R I AP 232 2 150 fiTre [ o |
Tramdai Asranhoom 1944 000 Bibe
B rshana it Faataps s [-03- 7021 19-08 2031 Erpen e} 45 DENE TGO m
Traspadato A anicne %45 (HIE i

You can use the filters to specify your search and shorten the task list.

o If you don't want to use the filters, scroll down and review the task list. Click the task number to open, review, and edit the
task.

= Task type

= Vendor

= Source

= Target

= Task number—entering multiple characters, the task numbers containing those characters
will automatically appear in the field.
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= Task status — When selecting the QA Approved status from a user with an Account
Manager role, only tasks in that state will appear and the Ready to Invoice button will
appear on the line of each of them. Click it to change the status of the task and the vendor
will be able to select it and to add it to an invoice.

B Déyann [ mancaiion  ulgaran inscived - Hewon (38 Yl-FER0 Tl M2 00 A ERC L] QOO 2 E m
e ] e 5

=  From —from date
= To-todate
= Project Manager

(?

When you open the task list, it will contain only tasks to projects for which you are the Project Manager. To display all tasks,
select Any from the drop-down list in the Project Manager field.

®  Project number
= Purchase Order — PO Number
= Expertise

After defining your search and ticking the required filters, click the Search button to display the list of
projects for review.

Click Clear filter if you want to clear the set filters.

11.1. Task Review

Click the number of the task you want to open and review. The following screen will appear containing the
task data:

Task 00000046

[ J oo o |

Task 00000046

Vendor d ITe Tash type:
Language 1-Prra ' Erepcdlene:

o shaius it Aperord Resady | 1 = Project kd

Fare 4 SrHI i Froject Manager
Total: 43 0000 BGM Dhality lssoe:
Commants:

Cramted by i P Crmatian date:

Laxt modified by bhywma Lasd modified date:
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Files:

Filex 0 be uploaded

Uph-du!lnln
H s stitirt L] 1401 CE.
st [ J e | m
. ﬁ ILE POLICY doc

Emcaem
Purchase Order
=
History:
Dffyars AM

[y Y
From this page, you can only review task data and download an attachment.

In addition to all task data, you can also review what actions, by whom and when they are performed in
the History section of the task, where they are displayed in chronological sequence.

11.2. Task Editing

To edit a task to a project service, open the project and edit the fields following the steps described in
section 8.3.3 Adding Tasks to a Service in Section 8 Creating and Managing your Project.

To change the status of a task, go to the project page and click the Edit button of the task. The task window
will appear, where you can edit the fields and change its status from the selection field:

Task status: In Progress "
Deadline: Delivered / (i Chedk
CiA Approsed
Nntor Azady 1o fnvoice
Comments: Rejected

v" Delivered/QA Check — select this status when you receive the task completed by the vendor and
itis in process of quality check.

v" QA Approved — select this status when the quality of the task performed is confirmed.
v" Ready to Invoice — select this status when the task is ready to be invoiced by a vendor.

@

Ready to invoice status can only be selected by user with Account Manager role.

@

Note that these selection options will only appear if the task is in In Progress status.
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v' Rejected — select this status if for any reason the vendor refused to do the task while it was in

process of operation.

In case you open the task from the task list for review, you can:

download a file attached to it by following the steps described in 8.3.2 Service Files in

Section 8 Creating and Managing your Project;

= change its status from the status field.

< In case you have a user role Account Manager and select the QA Approved status in the Task status filter from the task list,
only tasks in that state will appear and the Ready to invoice button will be displayed on each line. Click it to change the status of
the task and the vendor will be able to select it and to add it to an invoice.

wtn  covo ) e

B iana wdation lulgarian inscived-Hewo o (- Hli-20an 1326
Tranulytcs Tcad WA Approraed

< You cannot change a task status if it is Ready to Invoice or Paid.
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12. Creating an Invoice for a Customer

Once you have created a project and added a service(s), you can issue a service invoice via the sTMS
invoicing module.

To issue a service invoice(s), click the New Invoice button in the main navigation.

E New Invoice

The invoicing module, which contains 7 sections, will appear:

12.1. General Invoice Details

< To check the validity of the recipient's VAT number and print a VIES confirmation, click on the VIES button. The European
Commission's website will open, where you can enter the VAT number and check its validity.

Fill in the fields as indicated below.

Mew Document

Humbses: Attt Lwternal k! Darbe: |
Bocument type:

Bl

Dite of e svenk Drisie e

Locatiom TAX %

Curfency: sl Cune = Language

Alerative currency: = Aberative Currency Ratio:

Creaticn dade: -l 1 1 Modificatson date:

Created by Last madifimd by

= Number — An automatically generated by the system document number will appear here after
you create it.

= External ID/Date — here you can enter your document number, as well as choose a date in case
you use another document numbering.

= Document type — select the type of document you issue. You have two options:

v" Invoice

88



v" Proforma invoice — generated under a numbering different from the main one.
v Invitation for payment — generated under a numbering different from the main one.

= Status — select document status from the drop-down list:

v" New - this status is selected by default.

v/ Sent/Waiting payment — select this status after sending/giving the document to the
recipient.

v' Paid - select this status when you receive a payment notification from the payee. The
customer can also choose this status from their portal. Selection of that status will not
change the project status to Paid/Closed.

v' Payment Confirmed — Select this status when you confirm the receipt of the payment of
the invoice. You have to enter a payment method in the Reference field. Selection of that
status will change the project status to Paid/Closed.

v/ On Hold —select this status when you want to leave the document pending for any reason.

v" Cancelled - select this status when you want to cancel the document.

< Only users with an Account Manager and Administrator role can select the last 4 statuses manually.

= Date of tax event — by default, fill in today's date. If necessary, select a different date.
= Due date — enter the deadline for payment of the document.

= Location — enter the place of issue of the document.

=  TAX % — Enter the percentage of the tax you will charge on the tax base.

?

The amount of the tax entered when the organization's invoicing data was initially added will be selected by default. If you

want to change it, enter "0", for example for an EU transaction and the reason for that rate in the Note field on the page below.

=  Currency — select the main currency in which you will issue the document. The service(s) you will
invoice must be entered in that currency. Otherwise, they will not appear as possible for
selection.

= Language —select the language of the document.
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= Alternative currency — select an alternative currency for the document. For example, if you have
entered a service in EUR but want to issue the invoice in EUR and BGN, enter here BGN to
generate the document in both currencies.

= Alternative Currency Ratio — enter the ratio of the base currency to the alternative currency.

= Creation date — the date is automatically generated and it is the date of creation of the
document.

= Modification date — the date is automatically generated and it is the date of the last
modification of the document.

= Created by — the name of the user who created the document.

= Last modified by — the name of the user who last changed the document data.
12.2. Invoice Recipient

You can select or add an invoice recipient in the Recipient tab. Note that this data will be contained in the
Recipient field of the document when issued.

Fill in the fields as indicated below.

Recipient
Cusirsssr
ERTICI S

Adsfreis

10 numiter
NAT riuiritesr
Conlac] pataon
Phooe

Emal

=  Customer — select the customer from the list of added customers. All subsequent fields will be
filled in automatically with the customer's profile data.

=  Customer — edit customer name if necessary.

=  Address — edit the customer's address if necessary.

= |D number - edit the customer ID number if necessary.

= VAT number — edit the customer's VAT number if necessary.

= Contact person — edit the customer's contact person if necessary.
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= Phone - edit the customer's phone if necessary.

®=  Email — edit the customer's email if necessary.

12.3. Invoice Issuer

Invoice issuer is the organization entered in the initial settings of the application.

To select the organization, follow the steps described below.

Invoicing Company
Compamy:
Compaimy:

Address

|G naammber

VAT number
Contact person;
Pl

Erviail;

= Company - select the organization from the drop-down list. All the following fields will be filled in
automatically with the organization's data.

= Company — edit the name of the organization if necessary.

= Address — edit the organization's address if necessary.

= |ID number — edit the organization ID number if necessary.

= VAT number — edit the organization's VAT number if necessary.

= Contact person — edit the organization's contact person if necessary.
=  Phone — edit your organization's phone if necessary.

= Email - edit your organization's email if necessary.

(?

Please note that this information will be contained in the Issuer field of the document when you issued.
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12.4. Adding Services for Invoicing

In this section you can add the services you want to invoice.

To add the services, follow the steps described below.

Add Service: o m

Sub Totak

Tetalk:

Todall 2k

1. Make sure you select the currency in which the service you want to invoice is entered in the
currency selection field.

2. Make sure you have selected the customer for whom the service was performed from the
Customer selection field in the Recipient tab.

3. Make sure the service for which you want to issue an invoice is in Ready to invoice status in the
service status field. You can check and change this by opening the project to which the service was
added and checking in the service field.

Ready to MNot Ready A
invoice:

Ready To Invoice

4. Click the Add Services in the service selection field. All services will appear based on the following
criteria:

a. the service is added to a project of the customer selected in the customer field;
b. the service is added in the currency selected in the base currency field;

c. the service status is Ready for invoicing in the service status field.

A Services i o E

There are na items added to this document

S Total 00 EUR
Tau 20,00 % 00 FUR
Tngat 00 FuR

5. Select the service and click Add. The service will be added to the table.

(?

If you want to issue an invoice for multiple services, repeat the step to add them one by one. You can issue an invoice for

services from different projects for one customer and in one currency.
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Addd Services m

L Seirvlcd Uit Ra b Dnsiistlty Tatal
Siils Total: V7500 ELUR
Tax 20.00 % 25,00 EUR

Taotal; 1000 EUR

6. Inthe table of added services for invoicing you will see:
a. #—the service number in the table;

b. Service — the service and its language combination, as added to the project. If you want
to change it or add something to the name, click on it to open the project. Find the service
and change it from the service field or enter the text, you want to appear next to the
service, in the service name field.

¢. Unit —the unit in which the service is entered.

d. Rate —the single price per unit as entered for the service.
e. Quantity — the quantity of units as entered for the service.
f. Total —the total cost of the service.

@

Please note that in the services for invoicing selection field, no options will be displayed if you have not selected the currency
and the customer of the service for invoicing.

g. Sub Total - this is the sum of the total amounts of all added services.
h. Tax % - this is the percentage of tax that will be levied on the tax base.
i. Total - this is the total sum of the tax base and the amount of tax levied.

7. Toremove a service added, click the Remove button on its line.

12.5. Invoice Payment Details

In this section, you can define the payment method of an invoice, as well as select a bank profile to be
used for payment. Please follow the steps described below.
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Payment

Fayrmuerd typ: - Bank Prafila:
Baith name SWIFT/EIC cade
| B A vt P Baneficary name
Banh sdd ress

< Please note that if you have selected the organization from the document issuer field, these fields will be automatically filled

in with the data from the Adding Organization Bank Details section in the initial application settings. You don't need to edit the
fields, just select a payment method and, if necessary, select another bank profile.

1.

Payment type - select the payment method from the drop-down list.
Bank name — edit the name of the bank if necessary.

Bank Profile —select the bank profile from the drop-down list in case you want to issue a document
which to be paid to a different from the main bank account.

SWIFT/BIC code — edit the bank's SWIFT/BIC code if necessary.
IBAN/Account No — edit the IBAN number if necessary.
Beneficiary name — edit the name of the bank account holder if necessary.

Bank address — edit bank address if necessary.
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12.6. Notes to an Invoice

In this section you have two fields:

= Reference — enter a payment confirmation here when ticking this document status. In this field
you can also enter comments that will not appear on the document.

= Note —enter a note here that you would like to be displayed in the Notes field of the document,
e.g., VAT zero rate basis.

12.7. Invoice Terms and Conditions

In this section, you have an invoice Terms and Conditions field that were pre-entered in the initial settings
of the application. If you want to add text, you can do it by typing it in the text editor field.

Click one of the two green buttons Save or Save And Close to create the document and to save it.

12.8. Downloading and Sending a Document

Important! Don't forget to click one of the two buttons in the green colour Save or Save And Close.

If you miss to do so, the date will not be saved. If you want to close, click Close.

Once you have created the document, you can download it to your computer in PDF format and/or email
it to the customer. The following buttons will appear on the document page:

Download Original ¥ | Download Copy > | Send Document | Add Credit Note | Add Debit Note JERYISN
* Downloaded PDF file will include the latest saved data.

1. To download an original, click the Download Original button and select the original you want to
download, depending on the language and the currency. Click to download it.

Download Original = m

Download English - EUR lz
Download Bulgarian - EUR

2. Todownload a copy, click the Download Copy button and select the copy you want to download,
depending on the language and the currency. Click to download it.
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‘ Download Copy ~

1 Download English - EUR

Download Bulgarian - EUR

3. To send the document to an email, click Send Document and the following screen will appear
where you need to fill in the fields.

Send document to recipients

Lissguige E=gih =
Eutreney: (=13] L]

Ml Subect: e Irwcios

Pl By

E=SE

® Language —select the language of the document.

=  Currency — select the currency of the document.

= Recipients — enter the email(s) of the recipient(s) of the document.
=  Mail Subject — enter an email subject.

= Mail Body — enter email text.

4. Click the Send Document button to send it, or click Close to close the window without sending
the document.

5. Upon successful submission, a confirmation message will appear in the top right corner of the
screen.

96



13. Creating a Credit Note to an Invoice

Once you have created an invoice, you can add a credit note to it. Click the Add Credit Note button and
the credit note issuance module will appear, which contains 7 tabs identical to those when issuing the
invoice:

Bunilner: e Exteseual 1

Dhecument type sl Wil = Referrenie brnsoe

Status: iy = Invoice smount:

Dt o Lax ewenk 3-03-2 Due date:

Lot ThX,

Carmency: FLIF = lLanguags:

Altsrnabnme curnemey: alay B = Alwmrtnadive Curency Ratm:
Creaiion dite + 4 Modily dabe:

Crawiad by Lawt modified by

13.1. General Credit Note Details

= Number—Anautomatically generated by the system document number will appear here after you
create it.

= External ID/Date — here you can enter your document number, as well as choose a date in case
you use another document numbering.

= Document type — type Credit Note is selected by default. Email cannot be changed.
= Ref. Invoice — this is the invoice number to which the credit note is issued.
=  Status — select document status from the drop-down list:

=ent / Walling Fayment

e

v" New - this status is selected by default.

v' Sent/Waiting payment — select this status after sending/giving the document to the
recipient.
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v" Paid —select this status when you receive a payment notification from the customer. The
customer can also choose this status from their portal. Selection of that status will not
change the project status to Paid/Closed.

v' Payment Confirmed — Select this status when you confirm the receipt of the payment of
the invoice. You have to enter a payment method in the Reference field. Selection of that
status will change the project status to Paid/Closed.

v/ On Hold - select this status when you want to leave the document pending for any reason.

v Cancelled - Select this status when you want to cancel the document.

& Only users with an Account Manager and Administrator role can select the last 4 statuses.

= |nvoice Amount — this is the amount in the base currency of the invoice to which the credit note
is issued.

= Date of tax event — by default, fill in today's date. If necessary, select a different date.
= Due date — enter the deadline for payment of the document.
= Location — enter the place of issue of the document.

= TAX % — enter the percentage of the tax you will charge on the tax base.

< The amount of the tax entered when the organization's invoicing data was initially added will be selected by default. If you
want to change it, enter "0", for example for an EU transaction and the reason for this rate in the Note field on the page below.

=  Currency — The invoice currency to which you issue the credit note is selected by default.
= Language —select the language of the document.

= Alternative currency — select an alternative currency for the document. For example, if you have
entered a service in EUR but want to issue a credit note in EUR and BGN, enter BGN here to
generate the document in both currencies.

= Alternative Currency Ratio — enter the ratio of the base currency to the alternative currency.
= Creation date — the date is automatically generated and it is the date of creation of the document.

= Modification date — the date is automatically generated and it is the date of the last modification
of the document.

= Created by — the name of the user who created the document.

= Last modified by — the name of the user who last changed the document data.

13.2. Credit Note Recipient

The recipient of the credit note is the recipient of the invoice to which it is issued. All fields are filled in
with the recipient details of the reference invoice.
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< Please note that this information will be displayed in the Recipient field of the document issued.

13.3. Credit Note Issuer

The issuer of the credit note is the issuer of the invoice to which it is issued. All fields are filled in with the
reference invoice issuer's details — the organization.

< Please note that this information will be contained in the Issuer field of the document when you issued.

13.4. Adding Items to a Credit Note

In this section, add the items for which you want to issue a credit note.

To add the items, follow the steps described below.

Title:

Cuiamtizy Linit Prica:

There are no items added to this document

Suls Tokal: 00
Tax 000 % o0
Fatal; m
1. Title — enter the name of the item you want to add.
2. Quantity — enter quantity.
3. Unit Price — enter unit price.
4. Click the Add Item button to add the item to the credit note.
< If you want to add multiple items to the credit note, repeat the step to add them one by one.
Title
Chuardity: Lbriit Prica:
L SETVE Unit Bate Onaandity Total
o e |
Sisls Tobal: -5.00 BGH
Tax 000 % 1,00 BN
Tatal: -6.00 BGHN

5. Inthe table of items added to the credit note you will see:
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a. #—theitem number in the table;

b. Service —the name of the item;

c. Unit—the unitin which the item is entered;

d. Rate - the single price per unit of the item;

e. Quantity — the quantity of units as entered for the item;

f. Total —the total price for the item;

g. Sub Total —this is the sum of the total amounts of all added items;

h. Tax % —this is the percentage of the tax that will be levied on the tax base;
i. Total —this is the total sum of the tax base and the amount of tax levied;

j. Toremove the item, click the Remove button.

< Please note that the tax base, the tax and the total will be marked with "-" at the front as you issue an invoice credit note.

13.5. Credit Note Payment Details

In this section, you can define the payment method of the document, as well as select a bank profile to
be used for payment. Please follow the steps described below.

< Please note that if you have selected the organization from the document issuer field, these fields will be automatically filled

in with the data from the Adding Organization Bank Details section in the initial application settings. You don't need to edit the
fields, just select a payment method and, if necessary, select another bank profile.

1. Payment type - select the payment method from the drop-down list.

2. BankProfile —select the bank profile from the drop-down listin case you want to issue a document
which to be paid to a different from the main bank account.

3. Bank name — edit the name of the bank if necessary.

4. SWIFT/BIC code — edit the bank's SWIFT/BIC code if necessary.

5. IBAN/Account No — edit the IBAN number if necessary.

6. Beneficiary name — edit the name of the bank account holder if necessary.

7. Bank address — edit bank address if necessary.

13.6. Notes to Credit Note
In this section you have two fields:
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= Reference — enter a payment confirmation here when ticking this document status. In this field
you can also enter comments on the document that will not appear on it.

= Note — enter a note here that you would like to be displayed in the Notes field of the document,
e.g., VAT zero rate basis.

13.7. Credit Note Terms and Conditions

This section is the same as when issuing an invoice and contains an invoice Terms and Conditions field
that were previously entered in the original settings of the application. If you want to add something,
you can do it by typing the text in the text editor field.

Click one of the two green buttons Save or Save And Close to create the document and to save it.

13.8. Downloading and Sending Credit Note

You can download a credit note or send it by following the procedure described in 11.8 Downloading and
Sending an Invoice.

14. Creating a Debit Note to an Invoice

To create a debit note to an invoice, open the invoice from the document list and click the Add Debit Note

button:
Add Debit Note

Follow the steps described in section 12 Creating a Credit Note to an Invoice.

> Please note that the debit note items will not contain a “-” sign in front of them!

15. List of Documents

Once you have created several documents, you will have a list of documents available where you can
search and review all issued invoices, pro forma invoices, credit and debit notes.

To review the list of documents, click the Invoices button in the main navigation:

Important! Remember to click one of the two buttons in the green colour Save or Save and Close.

If you miss to do so, the date will not be saved. If you want to close, click Close.
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You can use the following filters to specify your search and to shorten the list of documents:

< If you do not want to use the filters, scroll down and review the list of documents.

=  Customer — select the customer from the drop-down list;

= Currency — select the main currency of the document;

=  From - from date;

= To-todate;

= Status — select document status;

= Document type — select the type of document;

=  Min amount — enter minimum total value of the document;
=  Max. amount — enter maximum total value of the document;

= Document number — enter document number. Entering multiple characters, the
document numbers containing those characters will automatically appear in the field.

= Created by — select document creator;
= [tem text — enter any part of the name of the service in this field;
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= Payment type — select method of payment of the document;
= Overdue check box — check this box to show only documents with expired payment time
limit.
After defining your search and ticking the required filters, click the Search button to display the list of

documents for review.

Click the Download button to download the document. It will be in the language of your interface. If you
want to download the document in another currency or in another language, follow the steps described
in 11.8 Downloading and Sending a Document.

You have two more buttons:

= Create New — create a new document — see steps in Section 11 Creating an Invoice for a

Customer.

= (Clear filter — clears the set filters.

15.1. Document Editing

Click the document number or Edit button on the line of the document to open it, review it and edit it.

To edit the document, follow the steps described in Section 11 Creating an Invoice for a Customer or

Section 11.9 Creating a Credit Note to an Invoice, depending on its type.

15.2. Marking and Confirming a Document has been Paid

Once you have issued the document and sent/given it to the recipient, its status must be changed manually
to Sent/Waiting payment. If the recipient has a customer portal to access the application, they can register
a payment on the document themselves by changing its status to Paid. To confirm a payment after making
sure it has been received, find the document in the document list, click the document number, or the Edit
button to edit it, and manually change its status to Payment Confirmed. You must enter a payment
reference in the Reference field. click one of the two green buttons Save or Save And Close. If you miss to
do so, the date will not be saved. If you want to close, click Close.

<

Please note that only users with an Account Manager or Administrator role can register a payment and/or confirm a payment.

16. Vendor Invoices List

Your vendors can issue invoices for tasks they performed from their application access portal. After at least
one invoice has been issued to your organization by one of your vendors, you will have a list of those
invoices available where you can search and review them, as well as register an invoice payment.
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To view the list of invoices from vendors, click the Vendor Invoices button in the main navigation:

B Vendor Invoices

The list of invoices from vendors and possible search filters will appear:
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You can use the following filters to specify your search and to shorten the invoice list:

< If you do not want to use the filters, scroll down and review the list of documents.
= Vendor —select the vendor from the drop-down list;
=  Currency — select document currency;
=  From - from date;
= To-todate;
= Status — select document status;
= Document type — select the type of document;
=  Min amount — enter minimum total value of the document;
=  Max. amount — enter maximum total value of the document;
= Document number — enter document number;
= [tem text — enter any text from the task name in this field;
= Payment type — select method of payment of the document;

After defining your search and ticking the required filters, click the Search button to display the list of
documents for review. Click the document number or Edit button on the line of the document to open,
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review and download the document in different currencies and languages. Click the Download button to
download the document. It will be in the language of your interface.

The Clear filter button clears the set filters.

16.1. Vendor Invoice Review

To review an invoice from a vendor, click the list of invoices from vendors in the main navigation and find
the invoice. Click the document number or Edit on the document line. The following invoice data screen
will appear as described in Section 11 Creating an Invoice for a Customer, but here the organization is the
recipient of the invoice and the vendor is the publisher.

Invaice 0000000008
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16.2. Vendor Invoice Entry

If not all of your vendors use the sTMS vendor access portal, you can enter the invoices they issue to you
via the Create New option from the vendor invoices list.

Click the Create New button from the vendor invoices list and the following screen will appear:
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Fill in the fields as described in Section 11 Creating an Invoice for a Customer, but here the company is the
recipient of the invoice and the vendor is the issuer.

Please note the following parameters:

1. Make sure to enter the number and date of the invoice received by the vendor in the External
ID/Date field, those details will appear as document number and date of issue after
download/submission.

2. Follow the external invoice from the vendor when adding tasks for invoicing. Keep in mind that
tasks must be in Ready to Invoice status in order to appear as options to be added.

Click one of the two green buttons Save or Save And Close. If you miss to do so, the date will not be saved.
If you want to close, click Close.

The document will be issued and will appear on the list of invoices from vendors.

(?

Please note that only users with an Account Manager or Administrator role can enter external invoices from vendors.

16.3. Marking a Vendor Invoice as Paid

Once a vendor has issued an invoice or another document to you, it will appear in the list and its status
will be Sent/Waiting payment. To confirm a payment after you have verified that it has been made, find
the document in the document list, click its number or the Edit button to open it, and click the Paid button
to change its status. Click one of the two green buttons Save or Save And Close. If you miss to do so, the
date will not be saved. If you want to close, click Close. All tasks included in an invoice that is marked as
paid will also be marked as paid automatically.

<

Please note that only users with an Account Manager or Administrator role can mark the payment of a vendor invoice.
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17. Reports

Once you have entered several projects with services and tasks to them, you will be able to generate
reports for vendors, projects and customers in the reports module. Click Reports in the main navigation:

L Reports

The following screen will appear, where the option to generate a project report is set by default. You can
also select a report for a vendor via the Vendor Report button or Customer Report.

Reports

Project Report

Prajact Status: Perlod Fros Source Language: Propect Manager
Swrvice: Perind Tex Targel Langrasge: Azcmint Manager:
Perbod Type: Custaimis Eupeimise Created by

[ | ==
17.1. Project Report

To generate a project report, click the Project Report button.
You can use the following filters:

= Project Status
= Service

= Period type — you can choose between the creation date and the deadline, e.g., if you
enter 01.01.2020 to 31.01.2020 in the fields for the period from/to, projects with the date
of creation or deadline between those dates will be included.

=  Period From —from date
= Period To —to date

= Customer

=  Source

= Target

= Expertise
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=  Project Manager
=  Account Manager
=  Created by

Click View after you have selected all the necessary criteria for the report to review, Download to
download it, or Send Report to email it.

Example of Project Report

Praject Report
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You will see that at the end of the report there is a Totals field that provides you with a summary of the
income, the expense and the margin in the different currencies for the projects in the report.

To view the data of a specific project, click on the project number and the project page will be displayed.

17.2. Vendor Report

To generate a report on the tasks performed by a vendor, click the Vendor report button.
You can use the following filters:

= Vendor

= Task Status
= Task type

= Period From
= Period To

= Task

= Source language
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= Target language

=  Project

=  Project Manager
=  Account Manager
=  Payment type

Click View after you have selected all the necessary criteria for the report to review, Download to
download it, or Send Report to email it.

Example of vendor report:

Reports
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You will see that at the end of the report there is a Totals field, which provides you with a summary of the
expenditure in the different currencies for the tasks in the report, as well as the sum of the different task
units, e.g. source and target pages are presented as a sum in the category , pages", source and target words
in the category ,,words”, etc.

To view the details of a specific task, click on the project number and the project page will be displayed.
17.3. Customer Report
To generate a report on the projects completed for a customer, click the Customer report button.

You can use the following filters:

= Customer

=  Project Status
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= Service

= Period type — you can choose between the creation date and the deadline, e.g., if you
enter 01.01.2020 to 31.01.2020 in the fields for the period from/to, projects with the date
of creation or deadline between those dates will be included.

= Period From

= Period To

= Service Status

= Source language
= Target language

= Project

= Project Manager
=  Account Manager

= Created by

Click View after you have selected all the necessary criteria for the report to review, Download to

download it, or Send Report to email it.

Example of customer report:

Reports

e
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Source Language:

Target Languasge:

Froject
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Created by
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You will see that at the end of the report there is a Totals field, which provides you with a summary of the
revenue in the different currencies for the projects in the report, as well as the sum of the different service
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units, e.g. source and target pages are presented as a sum in the category "pages", source and target words
in category ,,words”, etc.

To view the data of a specific project, click on the project number and its page will be displayed.
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18.About sTMS

sTMS was established in 2021 and introduced the same year as a management tool in the translation
industry. The application is continuously being developed and updated to ensure a flexible and effective
translation project management tool that meets the needs of the market and the requirements of the
dynamically developing translation industry.

The sTMS Team
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