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Opportunity Management — ADF

Overview — Opportunity Management

Opportunity Management has been designed to assist with the coordination, management and decision
making required during the sales process. In particular, it has been developed to support the Complex Sale,
which involves the participation of multiple persons on both the buying and selling sides.

Enterprise Opportunity Management allows you to:

Create Strategies — detailed plans that identify the activities you must perform to close the
sale.

Effortlessly schedule and coordinate the selling process between the sales team members;
ensure that everyone has the exact same information regarding the status of opportunities.

Forecast both the probability of closing and the closing date.
Complete financial future forecasts using Job Level Time Phasing and Opportunities.
Monitor the cost of the sales process, including Risk Management.

Evaluate the feasibility of sales prospects by considering competition, history, potential
revenue forecasts, strategy and trends; aids in determining what sales prospects to focus on.

Evaluate the effectiveness of different marketing strategies.

Pull together Proposals by querying your corporate database.

The Opportunity Management (OM) module works with three primary objects and two secondary, optional
objects. The three primary objects are necessary to track past sales efforts and to schedule and coordinate
current efforts. The two optional objects are necessary if your company wants to closely integrate the OM
module with the Project Management (PM) and Job Costing (JC) modules, by beginning data entry for
these shared objects in the OM module.

The first primary object is referred to as an Organization, which is a company that can have potential sales
prospects. This object is detailed by the company’s name, address, contact information, and other company
details. Optionally, an organization may also be a vendor (supplying materials for a project) or an
independent contractor.

The second primary object is an Opportunity, and it is a particular sales prospect that an organization can
have. This object is more complex, in that it is detailed by potential revenue, Opportunity Team members,
accounting and other relevant information. The level of details required, however, depend on how closely
your company wants to track sales efforts, and how closely it wants to integrate the OM module with the
PM and JC modules. As more integration is required, more details are required.

The third primary object is an Action Item. Action Items are scheduled sales actions, aiming to win an
opportunity, and they show up on the Calendar application.

The first optional object is a Project, and it is automatically created when an opportunity is created. The
difference between an Opportunity and a Project is that an Opportunity is relevant in the OM module
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(dealing with sales tasks) and a Project is relevant in the PM module (dealing with project management
tasks).

The second optional object is a Bid Job, and whether or not it is automatically created when an opportunity
is created is optional. A Bid Job is a potential job, and if it is won, it becomes a Job object that is relevant
in the Job Billing module. A Bid Job, on the other hand, is available in the OM and JC modules. In the
OM module, a Bid Job can be used to begin entering data for a Job, and to record the pre-contract costs
incurred during the bid process. Once a bid has been won, there is the option of transferring the pre-
contract costs to the actual job. Another potential use of tracked pre-contract costs is to identify any
overspending or underspending during the sales phase. Also, in the OM module, a Bid Job can be used to
begin entry of the bid/estimate information required for bidding.

In regards to the functionality in the OM module, for consistency and simplicity, the functionality for
handling Contacts, Notes, Attachments, and similar objects like Action Items (used in this module), Vendor
Items, Work Items, and Asset Items, is the same throughout the Enterprise system.

Important Note — JSP & ADF Opportunity Management

Note, only one version of the Opportunity Management module should be used at a time, as using both
versions can lead to loss of entered data.

It is recommended that the enhanced ADF version of Opportunity Management is used.

To help with moving to the ADF version of Opportunity Management, please refer to the Importing OM-
JSP UDFs & Data into OM-ADF section under this guide’s Appendix.
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Common Functionality

Main Toolbar & Block Toolbar

OPPORTUNITY MANAGEMENT

Main Toolbar Add New Bsave et @ @ A =0

Block Toolbar

OPPORTUNITY

View- | ¥ @ Fresze G Detach | [B]Search =) InsertRecord 4 Delete Record O Workflows |~ & Report Options |~ [R, Export [ Import ¢ Attachments [5]Notes QECM Documents |~ 8 User Extensions
Subcontract Management 52

The screenshot above shows a sample of a Main Toolbar and a Block Toolbar.

For details about the options of these menus, which include details about searches and filters, please refer
to the Getting Started reference guide.

Minimize Duplication of Records

ORGANIZATION MANAGEMENT @ [~

DUPLICATE RECORDS

A potential duplication of records pattern found with the record being created. Do you still want to create it?

] m r
viewv | YW [ Freeze T Detach

FRESMRT Freshmart Inc.

FRSHMART Freshmart Groceries Inc. Springfield M5 (999) 698 -9859

FRSHMOH Freshmart Ohio OH

Sample of the screen that pops up to notify user that similar records already exist.

The duplication of Organization, Opportunity, and Contact records can lead to various problems. Often, a
duplicate entry of one of these records occurs because users use different variations of names and the user
creating a duplicate record did not fully confirm that the record does not already exist. This can then result in
users referring to different records for the same organization, opportunity or contact, and it also results in
clutter.

To address this issue, the Opportunity Management module has a function that when enabled, checks if a
similar entry already exists. When a user saves a new record, if similar records already exist, a screen will pop
up to notify the user of the potential duplication. The flag to enable this option is labeled Enable De-
duplication Searching Function, and it is found on the Company Control (OM Control File) screen under
System Options. For details about this option, please refer to the System Options sub-section of the Company
Control section in this reference guide. The relevant sections under the System Options sub-section are: Enable
De-duplication Searching Function and De-Duplication Searching Function — Parameter List.

Also, for registration code, the system checks business partners for duplicate codes. If the System Wide
Unique Registration Code flag is unchecked, the system gives a soft warning in a pop-up, informing the user
with a list of business partners with duplicate registration codes.
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NOTE: If the Enable De-duplication Searching Function flag is checked, new entries of Organization,
Opportunity, and Contact records can only be made when the screens to enter them are in Form Mode. This is
necessary to prevent more than one record being saved at the same time, which cannot be handled by the De-
duplication Searching function.
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p— 1 DAVID underground fuel oil tanks for heating system; evaluation of multiple heating system alternatives for the facility; zoned -
"’ heating systems and distribution piping, duct work, and flue gas chimneys: definition of ventilation requirements; design of
My Action Items
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Sample of a Notes tab, which is common to the Organizations, Opportunities, and Projects screens.

The Notes tab is common to the Organizations, Opportunities, and Projects screens of the Opportunity
Management module, and its functionality is the same for each of these screens. These tabs handle the display
and management of the notes associated to the record. If there are any associated notes, the Notes option on the
screen’s Block Toolbar will indicate how many (as shown above).

NOTE: If a note is entered for an opportunity using the screen’s Block Toolbar, not the tab’s Block Toolbar,
the note will be copied over to the corresponding project. For all other records, the note stays within the record
it was entered.

There are two options for adding a note to a record. One option is on the screen’s Block Toolbar, and the other
option is on the tab’s Block Toolbar. Except when entering a note for an opportunity, as mentioned in the
above note, the end result is the same. There is, however, a difference in what additional information can be
associated with the note. Through the screen’s Block Toolbar option, you can enter a subject line and indicate if
the note is in an open or closed state (meaning varies between companies).
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Notes on Screen’s Block Toolbar

Notes

~| NOTE DETAILS
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2 MIKEF1 8/5/2015 JOB HAZARD This job location contains HAZARDOUS CHE O /x
edit or delete
view note note
Notes Block
ADD NOTE note's subject line
Subject K
Note
Add Note Block
area to enter
text for note
cosed [ g@t nOt to save and add note\
Closed status L e

close window (note will not be saved
unless [Add] button was used) \hu

Sample of a Notes screen, common throughout CMiC Enterprise

The above screenshot shows the Notes screen that is displayed when the Block Toolbar’s Notes option is
used. In the Notes Block area, the displayed fields are for display only.

The Closed field indicates if the note’s status is Closed or Open. The Closed status can have different
meanings for different companies. One meaning, for instance, is that the note is no longer current.

To edit or view a note, click the corresponding Pencil Icon. To edit a note, make the edits and click [OK].
To permanently delete a note, click the corresponding Delete Icon (“X’) and click [OK].

To add a note, using the Add Note Block area. Enter the note’s subject line, if desired, and enter the note
in the text area. The Closed check-box is available if the note’s entry is belated and no longer current, but
could still be helpful. Once the note’s information has been entered, click the [Add] button to save and
add the note. The note will then be displayed in the Notes Block, as shown in the above screenshot.

Click the [OK] button to close the window, but note, this will not save the note. To save the note, the
[Add] button must be used.

REMINDER: If a note is entered for an opportunity using this method, the note will be copied over to the
corresponding project. For all other records, the note stays within the record it was entered.

Notes on Tab’s Block Toolbar

This toolbar’s options are the quickest and most straightforward way to add, edit or delete a note.

To add a note, click [Insert Record] on the tab’s Block Toolbar. Enter the note in the new row’s text area and
click the [Save] button on the Main Toolbar.

To delete a note, select the note using the corresponding selection area, as shown in this section’s first
screenshot, and click [Delete Record] (on tab’s Block Toolbar).

To edit a note, make the necessary edits and click [Save].
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Search for Record
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Sample of a screen in Table Mode, listing records. In this screenshot, an Organization screen is shown, listing
organizations.
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uipment Costing [ Freshmart - Springfield Gracery Store (Spring 2017) Freshmart Groceries Inc. CMiC Construction Inc. YRO030

Preventive Maintenance

Sample of a screen, in Table Mode, after the Query by Example option was used.

Navigate to the relevant screen (application) using the Treeview menu. With the screen in Table Mode, you can
search the list of records by following these steps:

Click the Query by Example option of the Block Toolbar, as shown in the above screenshot. A
row of empty fields that correspond to the fields of the table will be displayed.

In a field that corresponds to a record’s name, of the Query by Example row, enter the name. To
ensure that an entry has not been made using a different version of the name, type in the portion of
the name that most likely would have been entered, and use the wildcard character “%” on either
side of it so that all partial matches will be returned. Press Enter to run the search.

NOTE: Details about searches and filters can be found in the Searches and Table Filters and Sorts section of
the Getting Started reference guide.
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Attachments
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Sample of an Attachments Tab, common to the Organizations, Opportunities, Contacts, and Projects screens

The Attachments tab is common to the Organizations, Opportunities, Contacts, and Projects screens of the
Opportunity Management module, and its functionality is the same for each of these screens. These tabs handle
the display and management of the attachments added to the record, and if a record has any added attachments,
the [Attachments] button on the screen’s Block Toolbar will indicate how many (as shown above).

Availability of Attachments between Associated Records

In the Opportunity Management module, there are four types of records that can be associated to each other and
have shared attachments. To summarize, an Opportunity is associated to an Organization, which is associated
to a Project, and these three types can be associated to a fourth, Contacts.

When an attachment is added to any of these four record types, using either the [Attachments] button (on
screen’s Block Toolbar) or the [Create Attachment] button (on Attachments tab’s Block Toolbar), it will also
be added to the database. The following table details how attachments are shared between these types of

records:
Record Type Availability to This Record Availability to Associated Records
Oraanization Attachments added to any associated Added attachments are available to
ganizati record can be added to this record type | associated Project and Contact records
through the [Insert Record] button. through the [Insert Record] button.
Added attachments are available to
No attachments added to associated associated Organization and Contact records
Opportunity records are available to this record through the [Insert Record] button, and
type. automatically attached to corresponding
Project record.
Attachments added to any associated Added attachments are available to
Project record can be added to this record type | associated Organization and Contact records
through the [Insert Record] button. through the [Insert Record] button.
Attachments added to any associated Added attachments are available to
Contact record can be added to this record type | associated Organization and Project records
through the [Insert Record] button. through the [Insert Record] button.
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NOTE: Project Management security settings can change the availability of attachments for a user.

Attachments . @Xpand or collapse list of
attachments
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upload or drop files <= Upload
option 1: i here i option Z:
search for | i drag and
and select . drop
attachment || i attachment
to upload to upload

[ =

Sample of Attachments window launched by [Attachments] button on screen’s Block Toolbar.

View Attachment

There are two methods to view a record’s attachment:

1. On the Attachments tab, click its file name under the File Name column, as shown in this section’s first
screenshot, then select an application to open and view it.

2. Click the [Attachment] button on the screen’s Block Toolbar, and in the Attachments window that pops
up, click the attachment’s file name (see the above screenshot).

Add New Attachment to Record & Database

To add a new attachment to a record, which automatically adds it to the database, use either of these two
methods:

Attachments Button (Screen’s Block Toolbar)

Click the [Attachment] button on the screen’s Block Toolbar. In the Attachments window that pops up,
you have two options.

1. Click the [Browse] button, and in the window that pops up, search for and select the file to upload.
Back in the Attachments window, click [OK] when the upload is complete.

2. If you have a File Manager window already open, you can use the drag-and-drop method to attach the
file by clicking and holding the mouse button on the file to attach, and then dragging it over to the
outlined drop area in the Attachments window, as shown in the screenshot below. Once the upload is
complete, click [OK] to complete the attachment.
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Click the [Create Attachment] button, on the Attachments tab’s Block Toolbar, as shown in this
section’s first screenshot. In the new browser window, as shown above, enter a name for the attachment
using the Title field, and a reference code using the SB — Designer Ref. field. If necessary, you can
change any of the automatically populated values. Click [Browse] to bring up a window to search for and
select the file to attach. Back in the Create Attachment window, as shown above, click [Save] and then
[Close]. Finally, click the [Refresh Attachment List] button, which is next to the [Create Attachment]
button.
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Add Attachment Already in Database
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Sample of screen that pops for choosing an attachment already in database, after using the Document drop-down list

For Organization, Contact, and Project record types, you can add an attachment that has already been added to
the database. To do so, click the [Insert Record] button on the Attachments tab’s Block Toolbar. A new row
will appear in the table that lists the record’s attachments.

First, you must use the drop-down list under the Type column to select “Attachment”, before you can select
the attachment through the Document field. The type selected through the Type field controls what document
type is available from the Document field. Using the window that pops up after clicking the up-arrow * on
the Document drop-down list, as shown above, select the attachment to attach. If you need to search for the
attachment, enter its title in the Title field, and if necessary, use the wildcard character “%” to return all partial
matches (shown above).

NOTE: For details about searches, please refer to the Searches and Table Filters and Sorts section of the
Getting Started reference guide.

When the desired attachment is found, select it and click [OK].

Remove Attachment from Record

The following are the two options to remove an attachment from a record:
Attachments Button (Screen’s Block Toolbar)

Click the [Attachment] button on the Block Toolbar. In the window that pops up, click the red “X” next
to the attachment, and confirm the deletion.

10 - Common Functionality User Reference Opportunity Management v10x (ADF)



Delete Record Button (Attachments Tab’s Block Toolbar)

On the Attachments Tab, select the attachment using the selection area, as shown in this section’s first
screenshot. Next, click the [Delete Record] button on the Attachment tab’s Block Toolbar, and then click
[Save], on the Main Toolbar (along top-right of screen).
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Organizations

Overview — Organizations
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Sample of Organization screen in Form Mode; 3 Sections, each with own Block Toolbar: Organization, Company Types,
and Market Sectors
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Sample of Organization screen in Table Mode.

NOTE: For details about the options of the Main Toolbar (options apply to whole screen) and the Block
Toolbars (options apply to particular section of screen), please refer to the Getting Started reference guide.

In the OM module, Organization records are for potential sales prospects (customers), organizations to which
your company subcontracts out work, and for vendors that supply materials or services. Organization records,
like Business Partner records, are created at the System Level (available to all Companies in the system).

An Organization record is a variation of a Business Partner record. It has additional fields that are relevant to
opportunity management tasks. When an Organization record is created, the user has the option of checking or
unchecking its Organization (Only) flag. If the flag is checked, the new record will only be available in the
OM module, and if unchecked, it will be available throughout CMiC Enterprise as a Business Partner record.
Also, like Business Partner records, an Organization record can be extended with Customer and Vendor records.

Organizations allow you to track:
Contact information for potential opportunities
Multiple contact names
Sales representatives, potential revenue, industry, lead source and marketing campaign details
Past and current Actions Items, such as sales calls and meetings

For convenience, the Organizations screen, in Form Mode (displaying a single record), contains tabs for an
Organization’s associated Opportunities, Action Items, Contacts and other relevant object types used in the OM
module. This conveniently groups all of an organization’s associated objects into one place. From these tabs,
you can launch the object’s corresponding screen to view its details, or to add a new instance of that object. For
example, from the Opportunities tab, you can launch the same Opportunities screen (application) that is
launched through the Treeview menu. The only difference is that when you launch the Opportunities screen
from the Organizations screen to add a new opportunity, the opportunity is automatically associated with the
displayed Organization.

NOTE: Due to customizations, the data fields on the screens of Opportunity Management may vary.

Add New Organization

Ensure Organization Has Not Already Been Added

As a member of the sales team, you may not know that your company already has some type of business with
your prospect. Step one, then, is to ensure the organization does not already exist so that you do not duplicate
already existing data, and to ensure that you do not miss any important information. Refer to the sub-section
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Search for Record under the Common Functionality section for instructions on how to search for an
organization and ensure that it does not already exist.

NOTE: The OM module has a backend process that can be enabled to greatly reduce unintended duplications.
The flag to enable this option is labeled De-duplication Searching Function, and it is found in the Company
Control screen (OM Control File). For details about this option, please refer to the System Options sub-section
of the Company Control section in this reference guide. The relevant sub-sections under the System Options
section are: Enable De-duplication Searching Function and De-Duplication Searching Function — Parameter
List.

If the organization in question does not appear in the list, you are clear to go ahead and add the organization.
However, if the organization appears to be in the list, you may want to view its details by clicking the
corresponding Edit icon to ensure it is the relevant company, and to ensure that you do not miss any important
notes, attachments or other important information.

Add Organization

NOTE: If the Enable De-duplication Searching Function flag is checked, new entries of Organization,
Opportunity, and Contact records can only be made when the screens to enter them are in Form Mode. This is
necessary to prevent more than one record being saved at the same time, which cannot be handled by the De-
duplication Searching function.

To add an organization, when the screen is in Table Mode (listing all organizations), press the [Add New]
button, as shown in this section’s first screenshot. To add a new organization in Form Mode (displaying one
organization), click the [Insert Record] button on the Block Toolbar of the Organization section, as shown in
the second screenshot.

On the Detail tab, fill in the fields relevant to your specific needs, using the descriptions provided for the fields
in the following Detail — Tab section. Note that, since an organization is a type of business partner,
considerations for how a business partner is coded must be taken into account before creating a new
organization, to avoid issues with the code’s use throughout the system. Also, you can control whether or not
the new organization is available throughout Enterprise using the Organization (Only) flag, as detailed by the
table in the Detail — Tab section.

After entering the details for the organization, press the Main Toolbar’s [Save] button to save the organization.
After filling in the data for the Organization using the Detail tab, you can enter associated data using the other
tabs, or by using the corresponding menu options of the Treeview. Through the tabs, however, any additions
are automatically associated with the current organization.

View/Edit Organization

Navigate to the Organizations option in the Treeview menu, following this standard path: Opportunity
Management > Organizations. With the Organization screen in Table Mode, search for the organization using
the Query by Example option on the Block Toolbar, as detailed by the sub-section Search for Record under the
Common Functionality section in this reference guide. Click the corresponding Edit icon, under the table’s Edit
column, to display the organization in Form Mode.

If the Organization screen is in Form Mode, click the Search option of the Block Toolbar and enter the search
parameters and press [Go]. For details about the Search option, please refer to the Searches and Table Filters
and Sorts section in the Getting Started reference guide.

For descriptions about the fields of each tab, please refer to the following sections that describe the fields on
each tab.

User Reference Opportunity Management v10x (ADF) Organizations - 15



Delete Organization

NOTE: An organization that has been made available to the other modules of Enterprise (e.g. Accounts
Receivable and Accounts Payable) by setting the Organization (Only) flag on an organization’s Detail tab to
false, cannot be deleted through the Opportunity Management module.

If an organization’s Organization (Only) flag is set to true, it can be deleted through the OM module. To
delete such an organization, navigate to the Organizations option of the Treeview menu, following this path:
Opportunity Management > Organizations. With the Organization screen in Table Mode, search for the
organization using the Query by Example option on the Block Toolbar, as detailed by the sub-section Search
for Record under the Common Functionality section of this reference guide. As shown by this section’s first
screenshot, click the entries corresponding selection area, just left of its corresponding Edit icon, and click
[Delete] on the Block Toolbar. Then, click [Yes] on the confirmation window to perform the deletion.

If the Organization screen is in Form Mode, click [Delete Record] on the Block Toolbar, and then click [Yes]
on the confirmation window to perform the deletion.

Organization — Section

The following table describes the fields on the Organization section of the screen:

Enter a code to represent the organization. For example, if your prospect’s name is
Oraanization “Alcor Building Group” then perhaps the code would be ALCOR. Consideration of
9 your company’s standards (format) for Business Partners codes must be made as an
(Code) I h . . .
organization will cease just being a prospect and become a Business Partner, shared
throughout Enterprise, if the Organization (Only) flag is unchecked.
Name Name of the prospective customer.
Legal Name Full legal name of prospective customer.

Detail — Tab

The following table describes the fields on the Detail tab of the Organization screen:

Controlling Parent Parent company of this organization.

AKA Organization “Also Known As” name of organization.

Name

Standard Address &

Phone # Fields Organization’s main address and phone # information.
(several)

Web Site Relevant organization’s web site.

Email Relevant organization’s email address

Previous Client

Indicates organization was a previous customer.

Current Client

Indicates organization is a current customer.

Customer

Indicates if this Organization record has been extended with a Customer record.

Vendor

Indicates if this Organization record has been extended with a Vendor record.
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Organization (Only)

This flag determines if the organization is also available in other modules of CMiC
Enterprise, such as Accounts Payable and Accounts Receivable, or if it only exists
within the OM module. If it is checked, this organization is only available in the
OM module. If this flag is unchecked at a later time and the record is saved, this
organization will become available in the other modules of CMiC Enterprise; also,
this flag becomes disabled and the organization cannot be deleted through the OM
module.

There is a flag, OM Only Default, on the OM System Option screen that controls
whether this flag is checked or unchecked by default. This screen is reached through
this standard Treeview path: Opportunity Management > Setup > Company Control,
and by then clicking the [System Options] button. Refer to the Set Up OM Module
section for details.

Also, when the Organization (Only) flag is unchecked, the organization becomes a
business partner and follows the registration code rule as per the System Wide
Unique Registration Code flag located on the System Options screen in the System
Data module (standard Treeview path: System > Setup > System Options — Global
tab). If checked, the system will throw a validation message upon usage of same
registration code. When unchecked, the system allows the user to create
organizations with duplicate registration codes, but gives a soft warning in a pop-up,
informing the user with a list of business partners with duplicate registration codes.

Top X Account

Indicates organization is one of the top sources of revenue.

Active Flag

Indicates current, active dealings with organization.

National Account

Indicates organization is a National Account.

Marketing campaign and or source of the prospect. The available options for this

Source field are maintained by the Sources maintenance screen (standard Treeview path:
Opportunity Management > Setup > Sources).
If organization is a vendor, select the Vendor Class to which it belongs. Maintenance
Class screen’s standard Treeview path: Accounts Payable > Setup > Global Tables >

Vendor Class Codes.

Registration

This field may be required if this organization is a vendor, such as an independent
contractor, from which services or products are purchased, and your company wants
their tax registration number entered in the OM module.

In the US, this number is a Taxpayer Identification Number (TIN). If, however, the
vendor is an independent contractor whose TIN is his or her Social Security Number,
then this TIN number is specifically a Social Security Number (SSN). To indicate
that this TIN number is specifically an SSN, the SSN flag is checked. If the SSN
flag is not checked, this number is a TIN number, if it is, this number is an SSN
number. This number is required on 1099 tax forms.

In Canada, this field is used for the GST/HST Registration Number.

If this organization is an independent contractor whose services need to be reported

1099 on 1099-MISC tax forms (USA only), enter the code that most applies to them here.

Legal Entity Legal Entity category.
The SSN checkbox indicates what type of tax number the Registration field is.

SSN When this checkbox is checked, the number in the Registration field this the
vendor’s SSN number (individual) not TIN number. If unchecked, the number in the
Registration field this the vendor’s TIN number.

Ethics Policy Not standard. Disregard if not used by your company.
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Company Types — Section

The Company Types section contains a table that lists the company types that apply to the organization
(business partner, vendor, independent contractor).

To add a company type, click the [Insert Record] button on the corresponding Block Toolbar. To delete an

entry, select its correspond

row and click the [Delete Record] button.

Market Sectors — Section

The Market Sectors sectio

n contains a table that lists the market sectors that apply to the organization.

The following table describes the column headers of the Market Sectors table for this opportunity.

Ctrl. Market Sector

Name of market sector’s group. When the group is selected from this field, its
market sector types will be available in the corresponding Name field. The
maintenance screen for market sector groups and their types is found through the
following standard path: Opportunity Management > Setup > Opportunity
Market Sector.

Name

Particular market sector type, belonging to a particular market sector group. The
group is chosen from the Ctr. Market Sector field. The values available in this
drop-down are dependent on the value chosen for the Ctrl. Market Sector field.

Opportunities — Tab

) | 0RGANIZATION MANAGEMENT Table Mode Do @ @ A -0

General Ledger o

B Accounts Payable R ATATION
Accounts Receivable

Job Costing [B) Searcn 4%, TnsertRecora 4} Delete Record  4m Previous Record  mp NextRecord O Workfiows |+ & ReportOptions | » ¢ Amachments [E]Notes £ ECM Documents |+ &, User Extensions

B Subcontract Management

Change Management Organization |AAN;
Job Billing [

B Work Order Billing

B Requisitions

oG Name: |A &G Incorporated Legal Name |A & G Incorporated E3

L, ’

[ Purchase Order Detail m Classification | Addresses | Contacts | Actionltems | Notes | Attachments

Inventory
OPPORTUNITIES
B Equipment Costing

add new opportunity

Preventive Maintenance [ creote opportunity Ll to organization

Material Sales

Bl Fixed Assets View | W [ Freeze % Detacn | [l searcn @ Worktiows | = {3 ReportOptions |+ [ Expor & ECM Documents | = & User Extensions
Us Payroll 4
Human Resources A& G Incorporated YROO13 AGOpp1 Prospect Qualification
Bl Opportunity Management -
Calendar | OPPORTUNITIES VIA OPPORTUNITY TEAM click to view opportunity in Opportunity screen |
Outlook Import Export
Organizations View~ | YW B Freeze T Detacn | [Blsearcn @ Worktiows |+ @ ReportOptions |+ [ Export & ECM Documents |w % User Bxtensions
Opporturiities

My Action [tems Freshmart Grocerie:
Projects

Freshmart Grocerie:
Proposal Workspace

Proposal Maintainence

sinc.  YROO32 Freshmart - Orangeville Grocery Store (Fall 2015)  Presentation A & G Incorporated PROJECT ACCOUNTANT

sinc.  YROO32 Freshmart - Orangeville Grocery Store (Fall 2015)  Presentation A &G Incorparated Senior Estimator

This tab displays the opportunities available for the displayed organization. It also displays any opportunity not
offered by this organization that has its personnel involved with the opportunity, as external key players.

Opportunities — Section

I

The Opportunities section

lists all opportunities offered by the organization (customer). It also allows you to

create a new opportunity, by just clicking the [Create Opportunity] button, and view the details of an

opportunity, by clicking an

opportunity’s corresponding code (shown above). For details about adding an

opportunity, and descriptions about its fields, please refer to the Opportunities section of this reference guide.

The following are descriptions about the fields for this section’s table, which lists the opportunities available for

the organization:
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Organization

Organization for which opportunity is available.

Opportunity

Opportunity code for the opportunity.

Opportunity Name

Opportunity’s name.

Stage

Current sales stage of opportunity; maintenance screen: Opportunity Management >
Setup > Sales Stages; refer to the Sales Stages subsection under Set Up OM Module
for details about setting up Sales Stages.

Constr. Value

Construction value of project associated with opportunity.

Opportunities via Opportunity Team Section

This section displays all opportunity team roles that are performed by employees belonging to this organization,
for an opportunity that is not offered by this organization. In other words, this section displays all external
opportunity team roles performed by employees of this organization, for an opportunity that is not offered by
this organization. Opportunity team members are also known as key players.

The following are descriptions about the fields for this section’s table, listing external opportunity team roles
performed by this organization’s:

Organization

Organization for which opportunity is available.

Opportunity

Opportunity code for the opportunity.

Opportunity Name

Opportunity’s name.

Current sales stage of opportunity; maintenance screen: Opportunity Management >

Stage Setup > Sales Stages; refer to the Sales Stages subsection under Set Up OM Module
for details about setting up Sales Stages.

Org/BP Organization that employee performing a role in the opportunity team belongs.

Role Role in the opportunity team that is performed by an employee that belongs to

organization specified by the Org/BP field.

Classification — Tab

Table Mode

ORGANIZATION MANAGEMENT

[ Exit

@ @A -Q

ORGANIZATION

[l Search 4= InsertRecord 47 Delete Record  4m Previous Record  wp NextRecord @, Workflows |~ & R ElNotes  Q ECM ments |+ 4% U

Organization | FRSHMART Mame: |Freshmart Groceries Inc. | Save |

L3

Detail | Opportunities .-— cation | | Addresses | Contacts = Actionltems | Notes | Attachments
CLASSIFICATION

view~ | ¥ [ Freeze T Detach | [B]Search 4 InsertRecord ] Insert Multiple Records  §) Delere Record G, Workdlows |+ & Report Options | v [ Export &) ECM Docum -

Cod N ) ) ) 3
« list of Business Partner Classification
RETAILGR | & Retail Stores - Groceries

types that apply to organization

The Classification tab lists the Business Partner Classification types that apply to the organization.

The maintenance screen for these values is reached through the following standard path: Accounts Receivable
> Setup > Global Tables > BP Classification Codes.
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Addresses — Tab

ORGANIZATION MANAGEMENT Table Mode e @ @ A o0

ORGANIZATION

Bl Search 4= InsertRecord  #%% Delete Record 4 Previc rd W NextRecord @ Workflows |~ @ ReportOptions |+ ¢ A

Organization [FRSHMART Narme: |Freshmart Groceries Inc. Legal Name [Freshmart Groceries Inc. E3)«—save

pecail || Oppertnities Gassination [ seresses | Actiontimre | Noves | amaciuens list of addresses for
< ‘ ) ) ‘ ' ' organization

ADDRESSES

vieww | Y g Fr % Detach | [B]Search 45 InsertRecord ] Insert Multiple Records {5 Delete Record 0, Workflows |+ @ ReportOptions |+ [R Export & ECM Documents |w g User Exten

-m_u-m mn—mmﬁ
FMAL  Freshmart Alabama 28065MainSt | Riversi (989996 -8899 L

Ll [resmar cousina ]/ [a76 5econa st L HF&W\!W ||j\7 \us I | cinay Appiewcoa | [issrsus-oses | [ ] 1

This tab is used to create an Address record (object), identified by a code and name. An Address record created
here can then be selected from a list of values when selecting a contact’s address. Also, to handle distributed
organizations, which have multiple locations, this tab allows the entry of multiple addresses.

To add a new address, click the Block Toolbar’s [Insert Record] button, and enter its information. When
finished, click the Main Toolbar’s [Save] button.

The following are descriptions for the non-standard fields on this screen.

Address Code Code to identify particular address of a distributed organization.

Address Name Name of Address record.

Attention Name Name of person receiving mail/shipment.

Primary Address | Flag indicating if address is the organization’s primary address.

Active Indicates if address is active/current.

Contacts — Tab

ORGANIZATION MANAGEMENT Table Mode P @ ®@ A -0

Accounts Payable I~

ORGANIZATION
unts Receivable
Job Costing [Blsearch 45 InsertRecord £ DeletsRecord 4w Previous Record mp NextRecord O Workfiows |~ & ReportOptions |~ ¢ Awachments S Notes @:ECM Documents |~ 4 User Extensions
@ Subcontract Management
Change Management Organization | FRSHMART Name: |Freshmart Groceries Inc. Legal Name [Freshmart Groceries Inc. EQl«—save I
Job Biling < v
Work Order Biling
Requisitions
Purchase Order Detall | Opportunities | Classification | Addresses .m. Actionltems | Notes | Auachments
ory
Equipment Costing conmacTs add new contact .
Preventive Maintenance m( list of contacts
rial Sales
Assets Vieww | ¥ B Freeze 3 Dewmch | [B] Search @ Workfiows |~ @ ReportOptions |+ fR Export @ ECM Documents |~ & User Extensions

Us Payroll

edit contact's
. N Edit  Josh Smith Developments Manager Freshmart Alabama (889) - 899 -88 Jsmith@Freshmart.com
= information

Edt jennifer Winters W Development Manager Freshmart Louisiana (788) 542 598t JWinters@Freshmart.com
Outiook Import Export )
Organizations CONTACNOTES add note | list of contact notes |
Vieww | ¥ [ Freeze 3 Detach | [g] Search 4 InsertRecord ] Insert Multiple Records =) Delete Record @l Workfibws |~ @ Report Options |~ [ Export @ ECM Documen ts | = g User Extensions

Best time to call Jennifer Winters is between 10:30 and 11:20 AM, on Tuesdays or Wednesdays.
20/Aug/2015 1 MIKEFERT

This tab is used to add contacts to an organization record. The options on this tab to create or edit a contact
launch the Contact screen. This is the same screen that is launched through the Treeview menu.

For details about the fields on a Contact screen (application), used for the following operations, please refer to
the Contacts section of this reference guide.
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Add a Contact

To add a contact, click the [Create Contact] button, under the Contacts section. This launches the standard
Contact screen used throughout the Opportunities Management module.

View Contact Details

To view a contact’s details, click the corresponding “Edit” text under the Edit column, as shown in the above
screenshot. This brings up the Contacts screen, displaying further information.

Edit Contact

To edit a contact’s details, click the corresponding “Edit” text under the Edit column, as shown in the above
screenshot. This brings up the Contacts screen. Edit the fields as necessary and click the [Save] button.

Inactivate an Existing Contact

To inactivate a contact, click the corresponding “Edit” text under the Edit column, as shown in the above
screenshot. On the Contact screen, click [Inactivate Contact]. The system will then ask you to confirm the
inactivation. Click [Yes] and the contact will be inactivated, otherwise click [No] to abort.

Action Items — Tab

ORGANIZATION MANAGEMENT Table Mode e @ ®@ A =0

=
o

affl )
&
“!
3 '8
3®
a

ORGANIZATION

[ea=: |

g [BlSearch 4= InsertRecord  §= Delete Record  4m Previous Record  mp NextRecord @}, Workflows |~ & Report Optior
Subcontract Management
Change Management Organization | FRSHMART Name: |Freshmart Groceries Inc.

Job Billing
Work Order Billing

Detail | Opportunities | Classification | Addresses Contacts m Notes | Attachments

ACTION ITEMS

add action item

Material Sales

[ Vi tac 3
us ¢ edit action item
e OF View its e | cdon | ome | mme | enaTme | swws | wee [ W
run further details [ " eair ETC 21/Aug/2015 | | 10:00am 11:30am NEW WMeeting to Discuss Future Opportu | Meeting to discuss furture opportunities.
B Opportunity Management

Calendar

This tab lists the action items entered against an organization, and they are more relevant to the organization
than to the opportunities being pursued with the organization.

For details about the fields of action items, and about the My Action Items screen that is launched when
performing the following operations, please refer to the My Action Items section of this reference guide.

Add Action Item

To add an action item, click the [Add Action Items] button, as shown in the above screenshot. This brings up
the standard My Action Item screen used throughout the Opportunity Management module.

When an action item is added, it will be added to the calendar displayed by the Calendar screen.

Edit or View Details of Action Item

To view or edit an action item, click the corresponding [Edit] button, under the Edit column, as shown in the
above screenshot. This brings up the My Action Item screen that displays the details of the action item for
viewing or editing. If any changes are made, click the Main Toolbar’s [Save] button to save the changes.
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Delete Action Item

To delete an action item, click the corresponding [Edit] button, under the Edit column, as shown in the above
screenshot. This brings up the My Action Item screen. In the My Action Item screen, click the [Delete] button.

Notes — Tab & Toolbar

This tab displays notes entered for the organization. If there are any associated notes, the Notes option on the
Block Toolbar will indicate how many.

For details about this tab, which is common to various screens of the Opportunity Management module, please
refer to the Notes Tab sub-section of the Common Icons & Functionality section in this reference guide.

Attachments — Tab & Toolbar

This tab displays attachments added to this organization record. If there are any added attachments, the
Attachments option on the Block Toolbar will indicate how many.

NOTE: Attachments added to any record that is associated with this organization can be added to this
organization using the [Insert Record] button (on Attachments tab).

For details about this tab, which is common to various screens of the Opportunity Management module, please
refer to the Attachments Tab sub-section of the Common Icons & Functionality section in this reference guide.
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Opportunities

Overview — Opportunities

OPPORTUNITY MANAGEMENT . AdaNew s pex @ @ A
Screen in Table Mode

General Ledger Query by i Search
——f
Accounts Payasie Example records (Table of Records) |add new opportunity
@ Accounts Receivable OPPORTUNITY
Job Costing views | Y B T Detach | [P Search 43 Insert Record £ Delete Record O}, Workflows |~ & Report Options |~ & Export [ Import ¢/ Attachments [S]Notes @ ECM Documents | ~ 4%, User Extensions

Subcontract Management

Job Billing

9 ore Oroer Biing () Dundas Grocery store Freshmart Groceries Inc. CMIC Construction Inc. YRoo31
Requisitions ] [New Grocery Store Building in Springfield (Spring 2017) | Freshmart Groceries Inc. [a] CMiIC Construction Inc. . YROO30 a]
Purchase Order Dl e e TGS T S EEE T VRooz2
Inventory -
Eoament Costing (2] oppoyraj MISSISSAUGA FORECASTING COMPANY CMIC Construetion Ine 1080029
B Preventive Maintenance [ Name Change - Changing name in OM MISSISSAUGA FORECASTING COMPANY CMiC Construction Inc. YROO14
Meterial Sales & test MISSISSAUGA FORECASTING COMPANY CMIC Construction Inc BIDDATET
Fixed Assets .
15 bayrol (2] Bartimore Medical Center MISSISSAUGA FORECASTING COMPANY CMIC Construction Inc, YRooo8
International Payroll [ test again MISSISSAUGA FORECASTING COMPANY EMIC Canstruction Inc. YRO00S
Human Resources. 1=
o . [ rest MISSISSAUGA FORECASTING COMPANY CMiC Construction Ine. YRO002
pportunity Management -
Calendar [ test MISSISSAUGA FORECASTING COMPANY CMIC Construction Inc Croo04
Outlook Import Export <) Baiimore Medical center MISSISSAUGA FORECASTING COMPANY CMIC Construction Inc. YRo009
Organizations -
¢ [ 1376516 opportunity Om only oranization CMIC Construction Inc. 13.761560M
Opportunities L
Contacts [&] testoppe Om only oranization CMiC Construction Inc. 137651680 3
My Action Liems [ Concrete fioor PV 20151501 CMiC Construction Inc. vRoo20

Sample of Opportunity screen in Table Mode, listing opportunities; Standard path: Opportunity Management >
Opportunities

OPPORTUNITY MANAGEMENT Table Mode et @ @ A -0

screen in Form
Mode

General Ledger
Accounts Payable
Accounts Receivable

orrorTonTy smacemer«———— OPPOrtuNity Management section

Job Costing [Bl Search = InsertRecord 4 Delete Record 4 Previous Record mp Next Record G, Workflows |+ &) Report Options |~ [ Import ¢ Artachments (3) [E]Notes (1) @ ECM Documents |+ g User Extensions
Subcontract Management

Change Management * Company: | CMIC Construction Inc. [+] Controlling BP: [ABC Company
Job Billing * Org/BP Name: | Freshmart Groceries Inc. & Org/BP Addr: | PB065 Main St. Riverside AL US & Include In Forecast
Work Order Billing = =

Requisitions Opportunity Name: | Freshmart - Orangeville Grocery Store (Fall 2015) Opportunity Code : [YR0032

Purchase Order

selected tab

[ RS T B «—save

Inventory

Equipment Costing

Preventive Maintenance MoreInfo | Team | Detail | Allocation | Site Address | LifeCycle | Action | Competitors  Risk Management | Accounting | Revenue | Notes  Attachments | Review/Approval | Market Sectors

Material Sales
OPPORTUNITY

Fixed Assets
Us Payroll

. Source: | EXISTING 4| [Existing Relationship
blue asterisk -

International Payroll

indi Build grocery store in Orangeville for Fall 2015, with attachad greenhouse, Araund 56 000 5g, feet. =
Human Resources |nd|c:t:s areeent g ° a
B Opportunity Managemen:  mandatory Description:
Calendar field
Outlook Import Export Construction Value: 1,450,000.00| * Potential Revenue: 1,280,000.00 Fee% | 255 FesAmu 326,400.00) Proposal Budget: 1500000 GBASF
Organizations
o=y * Current Sales Stage: | Presentation [a] *Gow:| 80 | *Gergw:| 33 | *Closing(%:| 26 | GrossProfic 311,400.00| Gross Proficst: | 2433
Contacts Include As Target  [F] Red Team Review Req  Red Tearn Date [ Speciat Projects  [F] Top 100
My Action ltems
* Services Start: |01/ul/2015 [ * Services End: |01/Jan/2017 (& * Duration Months |18
Projects
Proposal Workspace Precon. start: 0902015 |y Precon. Eng: [07/Decrz0s | Current Year Months o
Proposal Maintenance Construction Start: [0Decr201s |y Construction En: [200a2016 |y Next Year Montns )
Setup
Reports *Closing Date: 18/Aug/2015 |Gy Actual Closing Date: |25/Augi2015 |3y Future Year Months [}
Imaging Ctrl Market Sector | ALL [al * Market Sector: | Commercial s
[ workdiow Construction Type: y * Delivery Method: | Cost Plus. a L
1089 - -
Syscem Building Classification: [al

Sample of Opportunity screen in Form Mode.

An opportunity is a sales prospect associated with a potential customer (organization). The stage in which a
potential sale is entered into the Opportunity Management (OM) module as an Opportunity object, varies from
company to company. An Opportunity can be created for a potential sale when it is just an initial sales lead,
after a lead has been determined to be reasonably feasible, after your company has accepted an invitation to bid,
or, if your company sells products, after initial interest in a product has been shown.

User Reference Opportunity Management v10x (ADF) Opportunities - 23



In the OM module, the creation of an Opportunity object will trigger the automatic creation of a Project object,
which is relevant to the project management tasks of the Project Management module. Also, the creation of an
Opportunity will trigger the creation of a Bid Job object and associate it to the Opportunity and Project objects
if the Automatically Create Bid Job flag is checked in the Company Control screen (Opportunity
Management > Setup > Company Control). If need be, you can also link an existing Job object to the
Opportunity and Project objects.

A Bid Job is a potential job, and it is relevant in the OM and Job Costing modules. If a bid job is won, it
becomes a Job object, relevant in both the Job Costing and Job Billing modules. A Bid Job is used to build the
bid/estimate information, so that when the bid is won, the data is ready to go. It can also be used to track the
costs of acquiring the opportunity, and if a bid has been won, there is the option of transferring the pre-contract
costs to the Job object.

Opportunities can be viewed, added or edited in two ways, via the Opportunity tab in the Organization screen,
or through the Opportunity option of the Treeview menu.

NOTE: Due to customizations, the data fields on the screens of Opportunity Management may vary.

Add New Opportunity

Ensure Opportunity is Not Already in System

First, it is necessary to ensure that the opportunity about to be entered is not already in the system so that you do
not duplicate already existing data. This is necessary for avoiding issues that arise out of administrators
working with different records, and to ensure that you do not miss any important information in any existing
records. Refer to the sub-section Search for Record under the Common Functionality section for instructions on
how to search for a record, to ensure that it does not already exist. Alternatively, and this could arguably be
considered the best practice, use the systems De-duplication Searching Function.

De-duplication Searching Function

The OM module has a backend process that can be enabled to greatly reduce unintended duplications. The
flag to enable this option is labeled De-duplication Searching Function, and it is found on the Company
Control (OM Control File) screen under System Options. For details about this option, please refer to the
System Options sub-section in this reference guide, under the Set Up OM Module section, then under the
Company Control subsection. The relevant sub-sections under the System Options section are: Enable De-
duplication Searching Function and De-Duplication Searching Function — Parameter List.

Proposal Workspace & Detailing New Opportunity

To help you fill in the details of a new Opportunity more accurately and comprehensively, right from the start,
consider using Proposal Workspace (see Proposal Workspace section in this user guide for details). Proposal
Workspace is used to compile a list of similar Opportunities and a list of Key Players that have relevant
experience and skills, to most effectively manage the opportunity. The listed Opportunities and Key Players
can then be referenced to detail the new Opportunity and compiling its Key Players in a more informed manner.

Option 1: Create New Opportunity through Opportunity Screen

NOTE: If the Enable De-duplication Searching Function flag is checked, new entries of Organization,
Opportunity, and Contact records can only be made when the screens to enter them are in Form Mode. This is
necessary to prevent multiple records being saved at the same time, which cannot be handled by the De-
duplication Searching function.
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When the Opportunity screen is in Table Mode, you can use the [Add New] button on the Main Toolbar, as
shown in this section’s first screenshot. If the Opportunity screen is in Form Mode, you can use the Block
Toolbar’s [Insert Record] option, as shown in this section’s second screenshot.

Fill in the necessary details, using the descriptions for each field on each tab that is provide by the following

sections. Click [Save]

when finished.

Option 2: Create New Opportunity through Organization Screen

Z ) | 0RGANIZATION MANAGEMENT Table Mods Per @ @ A -0
General Ledger
Accounts Payable [ Search 4= InsertRecord 4 Delete Record  4m Previous Record @ NextRecord O Workflows | = & Report Options | = ¢/ Attachments 5] Notes &% ECM Documents |~ g User Extensions
Accounts Receivable
9 Job Costing Organization | FRSHMART Name: |Fresnmart Groceries Inc. Legal Name |Freshmart Groceries Inc. [ save |
Subcontract Management < I ’
Change Management
Job Billing
Work Order Billing Detail m Classification | Addresses | Contacts | Actionltems | Notes | Attachments

quisttions OPPORTUNITIES

renase Order P

; add new opportuni

ventory m/ PP =
Equipment Costing
Preventive Maintenance Vieww | ¥ [ Freeze 5 Detach | [B) Search ), Workflows |+ & Report Options |+ [ Export /) ECM Documents |+ o, User Extensions

International Payroll
Human Resources

organzadon [ opporcuny [opporaumeymame ——————Jsage | consuvame |
Freshmart Groceries Inc.

S Pay YROO30 New Grocery Store Building in Springfield (Spring 2 Prospect Qualification 830000 / list of Op pOI"tI-JI'II‘tIES
§ associated with
Freshmart Groceries Inc. YRO031 Dundas Grocery Store Prospect Qualification 1250000 - -
organization
El Opportunity Management Freshmart Groceries Inc. YROO32 Orangeville Grocery Store Prospect Qualification 956000

Calendar

Outlook Import Export | OPPORTUNITIES VIA OPPORTUNITY TEAM
Organizations
Opporturities Viewv | ¥ B fresze 95 Detsch | B Search 8 Workflows |+ & Report Options |~ [I5, Export /@ ECM Documents |+ 4 User Extensions
Contacts
- | o Joworumey | opperamiynene | sms | oww [ e |
My Action Items

No rows yet.
Projects

Proposal Workspace

Sample of an Organization screen in Form Mode, displaying the Opportunity tab, which lists opportunities associated with
the displayed organization.

When the Organization screen is in Form Mode and displaying the organization for which the opportunity is
available, you can use the [Create Opportunity] button on the Opportunity tab, as shown in the above screen.
This will launch the Opportunities screen, and the new opportunity will automatically be associated with its

organization.

Fill in the necessary details, using the descriptions for each field on each tab that is provided in the following
sections. Click [Save] when finished.

Opportunity Management — Section

The following table describes the fields on the Opportunity Management section of this screen:

Company

Company to which the user who created this opportunity belongs. When a user creates
an opportunity, the company associated to the user’s User ID is automatically filled in,
for this field.

Controlling BP

Controlling parent company of company providing this opportunity.

Org/BP Name

Name of organization (business partner) providing this opportunity.

Org/BP Addr

Address of organization (business partner) providing this opportunity.

Opportunity Name

Name to identify this opportunity record.

Opportunity Code

Code to identify this opportunity record. If the Automatic Opportunity Numbering
flag is set, with a specified prefix, this code is automatically generated. If not, you can
enter a code. The flag is found on the Company Control (OM Control File) screen,
under Setup: Opportunity Management > Setup > Company Control.
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Include In Indicates whether or not to include this opportunity in the sales forecast reports of the
Forecast OM module. Itis also used as a parameter for various OM reports.

[Import] — Block Toolbar Button

Data Import m

DATATO IMPORT INTO TABELE OMOPPORTUNITY
Table Description: <<OMOPPORTUNITY>> Opportunities

View » Recall Previous Upload New |' 4= Insert Record ¥ Delete Record [ Export Paste From Excel |Ctri+

opeertiny cone e

m

4 | i b

Walidation Message:

Summary:

Save  Validate Line  Validate File  Validate and Import File

Sample of Import popup.
The &= Import putton on this section’s Block Toolbar is used to import opportunities from a spreadsheet.

Create Template

To create a template, click the [Upload New] button’s down-arrow (=), and select Download CSV Template.

Import Opportunities

There are two ways to import opportunities:

1. Copy desired opportunities to import from an open spreadsheet (standard copy functionality, i.e. Ctrl +
C keyboard keys), without copying the column headers, and paste the data into the Paste From Excel
field of the Import popup.

2. Click the [Upload New] button (not the down-arrow), and in the popup, click [Browse...] to search for
and select the CSV file with the opportunities to import.

[History] — Button

Each time an opportunity record is changed and saved, the previous version of the record gets saved. This
button brings up the Opportunity History screen, which lists the records for this opportunity, as they were
before being changed.
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[Data Sheet] — Button

An opportunity’s data sheet is used to keep additional, user defined information about an opportunity, which
can include information about an opportunity’s associated bid job, job, and project. The data sheet is composed
of user defined groups (sections), and these groups contain user defined fields.

For instance, there could be a section to track project attributes. This section can be broken down by industry
type, and each type could contain industry specific attributes. More specifically, you could have sections for
educational, commercial, and medical industry types, which contain project attributes specific to the industry

types.
Furthermore, the groups and fields on an opportunity’s data sheet can be made available or unavailable,
depending on the opportunity’s data fields and on user defined conditions. For instance, the Opportunity data

sheet can be configured so that an opportunity that has its Market Sector field set to “Commercial” will only
have industry-specific sections on its data sheet that are relevant to the Commercial type.

For instructions on setting up the data sheet for Opportunity objects (records), please refer to the Data Sheet Set
Up section in this reference guide.

[Proposal] — Button

This button launches the Proposal Workspace screen. For details, please refer to the Proposal Workspace
section of this guide.

General — Tab

The following table describes the fields on the General tab, which displays details about the opportunity:

Source of opportunity. List of values for this field are maintained through the following

Source maintenance screen: Opportunity Management > Setup > Sources.

As mentioned in the Overview — Opportunities section, when an Opportunity object is
created, an associated Project object is also created. This field is the description of the
Description opportunity, and the description entered here will be copied to the corresponding
description field of the associated project. This field is updatable through the
corresponding project, through the Project Management module.

Construction

Enter the construction value.
Value

Projected revenue amount for this opportunity. If the Opportunities In Thousands
flag is checked, do not enter the 3 trailing zeros “000” to identify thousands. The flag is
found in the Company Control screen, under Setup (standard path: Opportunity
Management > Setup > Company Control).

Potential Revenue

Enter the percentage for the Management/Contract Fee, or optionally, enter the amount
of this fee in the Fee Amt field. If this field is used, the Fee Amt field will be
automatically calculated, using either of two methods, as detailed below. The Fee Amt
field is updated once this field loses focus.

Fee %
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Fee Amt

Option 1: If not using the Fee % field, enter the actual amount of the
Management/Contract Fee in this field.

Option 2: If using the Fee % field, this field is automatically calculated, in either of two
ways. The method is determined by the Fee Calculation Method field, found on the
Company Control screen (Opportunity Management > Setup > Company Control).
The following are the two formulas used to fill in the Fee Amt field, based on the
following two values of the Fee Calculation Method field:

1) Percentage of Contract: Fee Amt = Potential Revenue x Fee %

2) Percentage of Cost: Fee Amt = (Potential Revenue x Fee %) / (1 + Fee %)

Proposal Budget

Amount budgeted for proposal.

GBASF

Gross building area square footage

Current Sales
Stage

Current stage in the sales phase. When the sales stage is changed and saved, a new
entry is saved in the Sales Stage History table, on the Life Cycle tab, recording the
new stage and the date for which the new stage was selected.

The LOVs for this field is maintained through the following maintenance screen:
Opportunity Management > Setup > Sales Stages; refer to the Sales Stages
subsection under Set Up OM Module for details about setting up Sales Stages.

Go (%) Project odds: chance of project becoming a reality.
Chance of winning opportunity. Automatically populated by the Percent of Closing
Get (%) field of the Sales Stage entered for the Opportunity, if this field was entered for the

Sales Stage. Note, this field’s pre-populated value can be overwritten.

Closing (%0)

Calculated value, based on following fields and calculation: Go (%) x Get (%) / 100

Gross Profit

Calculated amount based on following fields and calculation:
Fee Amt - Proposal Budget

Gross Profit (%)

Calculated percentage based on following fields and calculation:
Gross Profit / Potential Revenue

Include As Target

Check to include this opportunity in Opportunity Management Reports that require this
flag to be checked, such as: Risk Report and Needs Report.

Red Team Review
Req

If applicable, check to indicate opportunity needs to be reviewed by a Red Team
member.

Red Team Date

If Red Team Review Req flag is checked, this field becomes enabled. Date by when
opportunity must have been reviewed by a Red Team member.

Special Projects

Indicates project associated to this opportunity is a Special Project.

Top 100

Indicates opportunity would rank in the top 100, in terms of revenue.

Services Start

Enter date services start. Services start and end dates encompass all services, from the
very beginning to the very end of the project associated with this opportunity.

Services End

Enter date services end.

Duration Months

Number of months from Services Start to Services End. NOTE: If date entered for
Services Start and number of months specified in Duration Months field, Services
End date is filled in automatically. Also, to change Services End field, clear Duration
Months field first.

Precon. Start

Enter start date for preconstruction phase.

Precon. End

Enter end date for preconstruction phase.
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Current Year
Months

Number of months in the current year, for the date range specified by the fields,
Services Start and Services End.

Construction Start

Date construction starts.

Construction End

Date construction ends.

Next Year Months

Number of months in the next year, for the date range specified by the fields, Services
Start and Services End.

Closing Date

Select or enter the award date of the bid.

Actual Closing
Date

This date will be populated automatically when this opportunity’s corresponding bid
job is indicated as being won through the Win/Lose Bid process. This field may,
however, be entered manually if this opportunity was not processed through the
standard Bid Job then Win/Lose Bid process, for historical purposes.

Future Year
Months

Number of months in the year(s) after next year, for the date range specified by the
fields, Services Start and Services End.

Ctrl Market
Sector

Whether or not submarket sectors are used is set by the Submarket flag on the OM
Control File screen (see the Configure OM Module for Company section, under Set Up
OM Module, in this reference guide for details). If checked, the Ctrl Market Sector
and Market Sector fields are both used, with the Market Sector field being the
submarket sector; otherwise, the Ctrl Market Sector field is irrelevant and set to
“ALL”, and just the Market Sector field is used to select a market sector.

If the Submarket flag is checked, this field is the general market sector for the market
sector selected by the Market Sector field. When a value is selected from this field, its
submarket sectors will be available in the Market Sector field. The maintenance
screen for market sector groups and their types is found through the following standard
path: Opportunity Management > Setup > Opportunity Market Sector (refer to
Opportunity Market Sector section under Set Up OM Module for details).

NOTE: Additional market sectors can be entered for the Opportunity using the Market
Sectors tab.

Market Sector

As detailed above, if the Submarket flag on the OM Control File screen is checked,
this field is the submarket sector belonging to market sector group selected via the Ctr.
Market Sector field, and the values available in this drop-down are dependent on the
value chosen for the Ctrl. Market Sector field. Otherwise, submarket sectors are not
used, the Ctrl. Market Sector field is irrelevant, and only this field is used to select a
market sectors.

Construction Type

Project’s construction type. List of values for this field are maintained through the
following maintenance screen: Opportunity Management > Setup > Construction
Types.

Delivery Method

Select the delivery method (contract type). List of values for this field are maintained
through the following maintenance screen: Opportunity Management > Setup >
Contract Types.

Building
Classification

Classification of building to be constructed. List of values for this field are maintained
through the following maintenance screen: Opportunity Management > Setup >
Building Classifications.
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More Info — Tab

The More Info tab displays additional information about the opportunity, as detailed in the fields below:

Internal Bond

Indicates Internal Bond, with respect to Risk Management information.

CDI

Indicates Contractor Default Insurance (CDI) for a project’s risk management. A
corresponding field, CDI Volume, is on the Risk Management tab.

Apt. or Condo
(Residential)

Indicate if project involves an apartment or condominium (residential building).

Builder’s Risk By

Select Builder’s Risk By value from list. List of values for this field are maintained
through the following maintenance screen: Opportunity Management > Setup >
Builders Risk By

Who is Prime?

Select company from list of organizations (business partners).

Partnership Type

Enter partnership type.

Workers Enter the Workers Compensation Company.
Company
\F’z\g’tgkers Comp Enter the rate for the Workers Compensation Company.

Contact Name

Enter contact name.

Gen Liabil Code

Enter General Liability Code for this opportunity.

Gen Liabil Rate

Enter General Liability Rate for this opportunity.

Controlling
Project

Controlling project, which contains project associated to this opportunity.

Proposal Code

Enter Proposal Code associated with this opportunity.

Select company to which sales representative belongs. The company selected in this

Sales Rep field determines what sales representatives will be available in the Sales Rep field.
Company Only contacts that belong to the selected company and are assigned the role Sales will
be available in the Sales Rep field.
Select sales representative. This list displays all contacts that are assigned the role Sales
Sales Rep (Role field on Contact screen’s Contacts section) and belong to the company selected

in the Sales Rep Company field.

Project Company

Company handling the project associated with this opportunity.

Project Project code associated with this opportunity.
gfé}gcot"mg Description of controlling project, which contains project associated to this opportunity.

Proj Bid Won Lost
Date

This date will be populated automatically when this opportunity’s corresponding bid
job is indicated as being won through the Win/Lose Bid process. This field may,
however, be entered manually if this opportunity was not processed through the
standard Bid Job then Win/Lose Bid process, for historical purposes.

Fax

Enter relevant fax number.
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Team — Tab
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No rows yet.

The Team tab is comprised of three sections, as shown in the above screenshot.

Opportunity Team (Key Players) — Section

The Opportunity Team section is used to compile the team to manage the opportunity, its bid, and then its
associated project. The members of this team are also known as an opportunity’s Key Players.

To aid the compilation of an effective Key Player team, consider using Proposal Workspace, explained in the
following section (Proposal Workspace & Compiling List of Key Players).

Be sure to click [Save] to save any entries or changes.
Maintenance Screen for Project Management Roles
Standard Treeview path: Job Costing > Setup > Local Tables > Project Management Roles

Standard Key Player Roles

RESOURCE PLANNING - DETAIL

Company CMIC Construction Inc. Scheduler

Location Project Manager

A

A
Business Unit L&) Opportunity Stage
View = Preferences = Utilities = % ¥ E B m
[ T T e

Sample of Resource Planning’s Detail screen.

In the Resource Planning module, the Project Manager and Scheduler roles are used for resource
management tasks. In order for the application to identify these roles, the codes used to identify these
roles must be entered as the following:
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Standard Key Player Role Code for Project Management Role

Project Manager MNGR

Scheduler SCHEDULER

Proposal Workspace & Compiling List of Key Players

To help you compile a list of potential Key Players that have relevant experience and skills, to most effectively
manage the opportunity, consider using Proposal Workspace (see Proposal Workspace section in this user guide
for details). The compiled list of potential Key Players can then be shortened until the final list is attained.

A suitably experienced management team is much better suited to identify hidden risks and potential issues that
can arise out of factors that are unique to an opportunity of a particular market sector, which can be quite
important for such tasks as budgeting and risk management.

Section’s Table & Buttons

[Create Contact] — Button

To create a new contact, click [Create Contact], which launches the Contact screen (see Contacts section
for details).

The following table provides details about the column headers of this section’s table:

Role of opportunity team member.

Maintenance screen’s standard Treeview path: Job Costing > Setup > Local Tables >
Project Management Roles; note, only entries that have the Key Player field checked
show up as defaults for the Opportunity Team table.

Pursuit Role

Company or business partner to which member belongs. The company or business
partner selected in this field determines what contacts will be available in the Contact
Name field. Only contacts that belong to the selected company will be available in the
Contact Name field.

Partner Name

Person (contact) performing the Pursuit Role, which belongs to the company selected
Contact Name by the Partner Name field. The contacts available in this list are associated to the
organization selected by the Partner Name field.

Contact code, which is a hyperlink that launches the Contact screen to display the

Contact contact’s Contact record.

Printing Order Order in which entry is printed.

Print on . . L .
Transmittal Indicates if entry is printed on transmittal.

Sales Support Team — Section

This section lists all the members of the Sales Support Team. Note, the Sales Support Team does have to be
comprised of employees from only your own company, it can contain members from consulting companies or
strategic alliance partners.

To add a new member, click the [Insert Record] button on the corresponding Block Toolbar.

To delete a member, select the corresponding row, in the selection area (framed by red rectangle), and click the
[Delete Record] button.

The following table describes the column headers of the Sales Support Team table for this opportunity:
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Company

Company to which member belongs. The company selected in this field determines what
contacts will be available in the Contact Name field. Only contacts that belong to the
selected company will be available in the Contact Name field.

Pursuit Role

Role of Sales Support Team member. Maintenance screen: Opportunity Management
> Setup > Positions.

Contact Name

This list displays all contacts that are associated to the company selected in the Company
field.

Additional Project Contacts — Section

This section lists all of the additional Contacts for this Opportunity and its associated Project.

To add a new member, click the [Insert Record] button on the corresponding Block Toolbar. To delete a
member, select the corresponding row, in the selection area (framed by red rectangle), and click the [Delete

Record] button.

The following table describes the column headers of the Additional Project Contacts table for this opportunity:

Partner Name

Company or business partner to which member belongs. The company or business
partner selected in this field determines what contacts will be available in the Contact
Name field. Only contacts that belong to the selected company will be available in the
Contact Name field.

Pursuit Role

Role of contact.

Contact Name

This list displays all contacts that are associated to the company or business partner
selected in the Partner Name field.

Detail — Tab
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l’ delete selected entry |
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vieww | YW [ Freeze TDetach | [BSearch 4 insertRecord ] Insert Multiple Records £ Delete Record  © Workfiows |+ & Report Options |+ [ Export @ ECM Documents |+ g% User Extensions
Description
High Performance Buildings a

Schedule 3 Risk Management

The Detail tab is comprised of two sections: Partnership and Potential Internal Consulting Services.

Partnership — Section

I

In the Partnership section, select the partnership type using the Type drop-down list.
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List of values for this field are maintained through the following maintenance screen: Opportunity
Management > Setup > Partner Types.

To add a partnership, click the [Insert Record] button on the corresponding Block Toolbar, as shown in the
above screenshot. To delete an entry, select its corresponding row in the selection area (framed by red
rectangle), and click the [Delete Record] button.

The following table describes the column headers of the Partnership table for this opportunity:

Partner

Select the company or business partner with which your company has a partnership.

%

Enter the relevant percentage, if necessary.

Potential Internal Consulting Services — Section

In the Potential Internal Consulting Services section, select the partnership type using the Type drop-down

list.

List of Values for this field are maintained through the following maintenance screen: Opportunity
Management > Setup > Consulting Services.

To add an entry, click the [Insert Record] button on the corresponding Block Toolbar, as shown in the above
screenshot. To delete an entry, select its correspond row and click the [Delete Record] button.

Allocation — Tab
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The Allocation tab is used to display and enter an opportunity’s Business Development Manager information.

To add an entry, click the [Insert Record] button on the corresponding Block Toolbar, as shown in the above
screenshot. To delete an entry, select its correspond row and click the [Delete Record] button.

The following table describes the column headers of the Allocation table for this opportunity:

i

Company

Select company from the list.

District Location

Select department from the list. Maintenance screen: General Ledger > Setup > Local
Tables > Maintain Departments.

%

Enter the relevant percentage, if necessary.

BDM

Business Development Manager
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Site

Address — Tab

This tab displays the site address for the opportunity. The address entered here gets copied to the corresponding
project.

Enter the standard address information. Any edits to the address here will also be made to the corresponding
project.

Life

Cycle — Tab
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The Life Cycle tab is comprised of two related sections: Sales Stage History and Tasks.

Sales Stage History — Section

This section lists all of the sales stages that the Opportunity has entered against it. When a new sales stage is
selected and saved, using the Current Sales Stage field on the General tab, a new entry is saved in this
section’s Sales Stage History table. The saved entry tracks the new sales stage and the date for which it was
selected.

The dates are editable, but the entry of records into this Sales Stage History table is determined by the Current
Sales Stage field on the General tab, as previously described.

Tasks — Section

This section lists all of the tasks associated with the opportunity’s sales stage. The tasks in this section are a
particular type of Action Item. These tasks are action items of the type “Task — Sales Stage Task Action”, and
all action items added here have their Action field (indicating action’s type) set to this type.

To add a Sales Stage Task Action, click the [Add Task] button, as shown in the above screenshot. To edit a
task, click the task’s corresponding [Edit] button. Both of these options launch the Action Item screen. For
details about the Action Item screen (application), please refer to the My Action Item section of this reference

guide.
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Action — Tab

OPPORTUNITY MANAGEMENT e e P @ @ A -Q

OPPORTUNITY MANAGEMENT

[B] Search 5 InsertRecord = Delete Record 4 Previous Record  mp NextRecord @, Workfiows | v & ReportOptions | v [ Import ¢ Attachments [ Notes  © ECM Documents |+ 4, User Extensions

International Payroll * Company: | CMIC Construction Inc. & Controlling BP; | ABC Company
Human Resources *Org/BP Name: | Freshmart Groceries Inc. . Org/BP Addr: | 28065 Main St. Riverside ALUS a Include In Forecast
= Opportunity Management — -

 Oppertuniy Name: e OrangenieGrocery o 1 2515 Opportuny cote: [1Ro032

OutookImportexport =Y T Bl save

Organizations

opporunites

Contacts General MorelInfo | Team Detail | Allocation | Site Address | Life Cycle m Competitors | Risk Management  Accounting | Revenue  Notes

My Action Items
ACTION ITEMS

Projects T mouse over column header to display arrows for
__________ addnew action item " : - .
Proposal Worspace [ Acd Action reems [l sorting table in ascending or descending order
Proposal Maintainence
& Setup views | W I Freeze s Detach | [B) Search 4G Workflows |~ @ Report Options |+ [ Export ECM Documents | v g2 User Extensions

<o edit
# corresponding e e e ——————
A action item AL 20/Augr2015 10:00am 10:250m COMPLETED | Call to Set Up Meeting to Detmine t
Bu

Building Classifications KN vemne 24/Aug/2015 01:30pm 03:30pm COMPLETED Meeting to Discuss Qulifications
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The Action tab displays the action items scheduled to win the opportunity. For details about the fields of action
items, and about the My Action Items screen that is launched when performing the following operations, please
refer to the My Action Items section of this reference guide.

Add Action Item

I

To add an action item, click the [Add Action Items] button, as shown in the above screenshot. This brings up
the standard My Action Item screen used throughout the Opportunity Manger module.

When an action item is added, it will be added to the calendar displayed by the Calendar screen.

Edit or View Details of Action Item

To view or edit an action item, click the corresponding [Edit] button, under the Edit column, as shown in the
above screenshot. This brings up the My Action Item screen that displays the details of the action item for
viewing or editing. If any changes are made, click the Main Toolbar’s [Save] button to save the changes.

Delete Action Item

To delete an action item, click the corresponding [Edit] button, under the Edit column, as shown in the above
screenshot. This brings up the My Action Item screen. In the My Action Item screen, click the [Delete] button.
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Competitors — Tab
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The Competitor tab is comprised of three sections: General Competitor Comments, Competitor, and
Competitor Detail. This tab allows you keep track of your competition, in particular, their strengths,
weaknesses and threats. This data can be useful in trying to beat the completion for the opportunity, and to
track any information after the opportunity was awarded that might be useful for future sales efforts.

For the tables under the Competitor and Competitor Detail sections, to add an entry, click the [Insert Record]
button on the corresponding Block Toolbar, as shown in the above screenshot. To delete an entry, select its
correspond row and click the [Delete Record] button.

General Competitor Comments — Section

I

This section is used to enter comments about the competitors. Comments can be entered during the sales
process, to help win the opportunity, or they can be entered after the opportunity was awarded, to help with
future sales efforts.

After entering or editing a comment, click the [Save] button to save it.

Competitor — Section

This section contains a table that list the competitors that are competing with your company for the opportunity.

The following table describes the column headers of the Competitor table for this opportunity:

Competitor ?elect _compe@itor from list. L_ist of values_for this field are maintained through _the
ollowing maintenance screen: Opportunity Management > Setup > Competitors

Rank Competitor’s ranking, during sales process or after opportunity was awarded.

Product Competitor’s product or service.

Strengths Competitor’s strengths.

Weaknesses Competitor’s weaknesses.

Threats Any threats posed by the competitor.
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Competitor Detail — Section

This section contains a table that list details for the competitor selected in the Competitor section. When a
competitor is selected from the above table, detail(s) about that competitor are shown in this lower table.

The following table describes the column headers of the Competitor Detail table:

Select a competitor detail from the list. List of values for this field are maintained
Item through the following maintenance screen: Opportunity Management > Setup >
Competitor Detail Items.

Amount Amount for detail.

Risk Management — Tab
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RISK MANAGEMENT COMMENTS:

Comments

This tab displays the risk management information that is required for job bidding and project management. It
is comprised of three sections: Risk Management Info, Risk Management, and Risk Management
Comments.

Risk Management Info — Section

i

This section displays risk management information associated with this opportunity’s project, and the following
table describes the fields for this section. Be sure to click the [Save] button to save any entered or edited
information.

Value represent the anticipated amount of the total contract that has been
subcontracted. If there is a percentage associated to this field on the Company
Control screen (Opportunity Management > Setup > Company Control), it will be
populated automatically, using the following fields and calculation: Potential
Revenue (on General tab) x Subcontract Update % (on Company Control screen).
Edits to this field’s value, as needed, are allowed.

Subcontract Volume
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Value identifies the potential CCIP VVolume for the project. If there is a percentage
associated to this field on the Company Control screen (Opportunity Management >

CCIP Volume Setup > Company Control), it will be populated automatically, using the following
fields and calculation: Potential Revenue (on General tab) x CCIP Update % (on
Company Control screen). Edits to this field’s value, as needed, are allowed.

CDI Volume Value identifies the Contractor Default Insurance volume.

Insurance Approved

Identifies that someone has approved the Subcontracted and CCIP Insurance values.

Company Payroll

Value identifies self-performed labor costs for the opportunity.

Subcontract Payroll

Total amount of subcontracted labor costs is entered here, if known and specified.

Total Payroll

Displays the total of the Company Payroll and Subcontract Payroll values.

SDI Subcontract Vol.

Estimated Subcontractors Default Insurance (SDI) volume.

Risk Management — Section

This section contains a table that lists risk management items, such as a particular insurance to cover the costs
of a potential negative impact and its default rate. Items do not need to have default rates, and the rates are
editable, as are the items.

Using the table under th
associated project, click
finished.

e Risk Management section, if a risk management item applies to the opportunity’s
its corresponding check-box, under the Applicable column. Click [Save] when

The list of Risk Management Items is maintained through the following maintenance screen: Opportunity
Management > Setup > Risk Management.

Risk Management Comments — Section

This section contains a text field to enter any comments that are relevant to the risk management plan. After
entering or editing comments, click [Save].

Accounting — Tab

Z ) | 0PPORTUNITY MANAGEMENT Table Mode e @ @ A -0

General Ledger

*Compan,
*Org/BP Nam

* Opportunity Nam

General | More Info

Bid

Outlook Import Export
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Projects
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[Bl Search =) Insert Record

Job Map Code: | DAVID
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e: [ Freshmart Groceries Inc. a Org/BP Adar: | 28065 Main St Riverside AL US . Include In Forecast
s | Freshmart - Orangeville Grocery Store (Fall 2015) Opportunity Code : [YR0032

[ History | Data Sheet Jf Proposal J| Save g T\
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Billing Rate Table .

Construct Value % of Construction Value

Job Dept: A

Job a

Billing Rate Table:
Proposal Workspace Construction Value % of Construction Value
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g Method: [J8 {Job Biling

B Bill Type | PCCO PCunless budget is 0, then COST

A
.
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.
a
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The Accounting tab displays data related to the opportunity’s corresponding Bid Job or Job object. It can also
be used to create a Bid Job object, associated to this Opportunity, if the flag Automatically Create Bid Job is
not checked on the Company Control screen (Opportunity Management > Setup > Company Control). If
needed, you can also link an existing Job object to this Opportunity object.

To summarize, a Bid Job object is relevant to the Job Costing module (used to build the bid/estimate amount,

for instance), and a Job is relevant to the Job Billing module (used for billing the customer, for instance). Also,
a Job is a Bid Job that has been won. Another distinction is that a Bid Job can be used to track the pre-contract
costs incurred pursuing this opportunity, and when won, these costs can be transferred to the corresponding Job

object, if desired.

The information entered here for this opportunity’s associated bid job or job will be copied over to the
associated bid job or job record.

NOTE: The Opportunities In Thousands flag does not apply to data shared with the Job Costing and Job
Billing modules. The value in amount fields must be entered with all preceding zeros. (Example, if
Construction Value is $4,000,000.00, enter the value as 4000000).

The following table describes the fields on this tab. Be sure to click the [Save] button to save any entered or

edited information.

Total Labor

Total labor amount.

Support Labor

Support labor amount.

ROL

Calculated field.

Bid Job Dept. Company’s department handling the bid job associated to this opportunity.
Bid Job Bid job’s code.
Bid Date The Bid Date for the bid job.

Billing Rate Table

Select Job Billing Rate for the bid job from the list of values.

Construct Value

Construction value associated to the bid job.

% of Construction
Value

Percentage of Construction value related to bid job.

Job Dept.

Select company’s department handling the job associated to this opportunity.

Job

Select the Project Job from the list of values.

Billing Rate Table

Select Job Billing Rate for the job from the list of values.

Construction Value

Construction value associated to the job.

% of Construction
Value

Percentage of Construction value related to job.

Work Location

Work location for department handling job/bid job.

Billing Method

Select the Billing Method for the job from the list of values.

Job Invoice Format
Code

Select the Job Invoice Format for the job from the list of values.

JB Bill Type

Select the Job Billing Method Type for the job from the list of values.

Job Map Code

Select the Job Map Code for the job from the list of values.
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* Company: | CMIC ConstructionInc.

*0rg/BP Name: | Freshmart Groceries Inc.

* Opportunity Name: |Freshmart - Orangeville Grocery Store (Fall 2015)

General | Morelnfo

REVENUE DETAIL

View~ | W B Freeze

S T Bl save

Team | Detail

}—» Spread Rule | OMRULE

5 Detach

Allocation

Site Address

[ oM Spread Rule - GLPERIOD

Life Cycle | Action | Competitors

.
.

Controlling BP: [ABC Company

Org/BP Addr: | 28065 Main St. Riverside AL US (s

Oppertunity Code : [YRO032

sk management. | accountng (IR wotes

Include In Forecast

Patential Revenue 1,200,000.00

278,234.04) 2319 1043378 2319
3102015 288,269.13 2102 10.810.09 2402
30/Now2015 32681385 2723 12,256.52 723
31/Decr2015 306,682.98 2556 1150061 2556
1,200,000.00| 100,00/ 45,000.00] 10000 «— totals I
Current Year 1.200,000.00 100.00) 45,000.00 100.00
Future Years 0.00 0.00) 0.00) 0.00
Total 1,200,000.00 100,00 45,000.00 100.00

\click to apply selected Spread Rule

Gross Profit 45,000.00

[B) Search G, Workflows |~ & Report Options |~ [ Export g ECM Documents |~ g User Extensions

A I 30/5ep/2015

The Revenue tab displays the opportunity’s potential sales revenue, spread out over an interval of time. This
data is not generated by any Billing Revenue data associated to the job. These amounts and dates are based on

the Potential Revenue, Services Start, and Services End fields on the General tab, and the rule selected from
the Spread Rule drop-down list.

To use an alternative Spread Rule, as created through the Create Budget Spread Rule screen (Job Costing >

Setup > Local Tables > Create Budget Spread Rule), select the new rule using the Spread Rule drop-down
list. Then click the [Spread] button to apply the new rule.

I

Revenue Summary — Tab

This tab is hidden by default, but it can be added to the screen by using the Lite Editor. For details about the

Lite Editor, please refer to the V10xTOOLS ADF - Lite Editor.pdf user guide.

tab:

The data from the Revenue Detail section on the Revenue tab will be grouped by years and displayed on this

User Reference Opportunity Management v10x (ADF)

Opportunities -

41



OPPORTUNITY MANAGEMENT

Controlling BP:

* Company:

= [

* Org/BP Name: | MISSISSAUGA FORECASTING COMPANY = Include In Forecast
* Opportunity Name: |4 CASTER Praject Opportunity Code :

General More Info Team Detail Allocation Site Address Life Cycle Action Competitors Risk Management Accounting Revenue m Notes At

Views | YW EjFrecze T Detach | [BSearch D Workflows |+ & ReportOptions |+ R Export & ECM Documents |+ g% User Extensions

s
2015 150,174.32 20.02 7,508.72 20.02
2016 150,877.23 20.12 7.543.86 2012
2017 154,511.13 20.60 20.60
2018 146,665.55 19.56 7.333.28 19.56
2019 147,380.88 19.65 7.369.07 19.65
2020 350,89 0.05 19.51 0.05
750,000.00 100.00) 37,500.00 100.00)

Notes — Tab & Toolbar

This tab displays notes entered for the organization. If there are any associated notes, the Notes option on the
Block Toolbar will indicate how many.

NOTE: Notes entered for an opportunity are copied to the associated project.

For details about this tab, which is common to various screens of the Opportunity Management module, please
refer to the Notes Tab sub-section of the Common Icons & Functionality section in this reference guide.

Attachments — Tab & Toolbar

The Attachments tab displays the attachments added to this opportunity record. If there are any added
attachments, the Attachments option on the Block Toolbar will indicate how many.

NOTE: Attachments added to an opportunity are also added to the associated project.

For details about this tab, which is common to various screens of the Opportunity Management module, please
refer to the Notes Tab sub-section of the Common Icons & Functionality section in this reference guide.

Review/Approval — Tab
This tab displays the review and approval audit history for the Opportunity from workflow.

The following describes the fields in this tab’s table:

Action Enter the review/approval action type.

Role Role of person performing the review (audit).
Date Date of opportunity’s review (audit).

User Reviewer

Notes Notes relevant to review (audit).
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Market Sectors — Tab
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Calendar
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This tab is used to display and manage any additional market sectors that apply to this opportunity, in addition
to the market sector selected on the General tab.

The following table describes the fields on this tab. Be sure to click [Save] to save any entered or edited entries.

Name of market sector’s group. When the group is selected from this field, its market
Ctrl Market sector types will be available in the Market Sector field. The maintenance screen for
market sector groups and their types is found through the following standard path:

Sector
Opportunity Management > Setup > Opportunity Market Sector.

Particular market sector type, belonging to a particular market sector group. The group
Market Sector is chosen from the Ctr. Market Sector field. The values available in this drop-down
are dependent on the value chosen for the Ctrl. Market Sector field.
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ontacts

Overview — Contacts

Screen in Table Mode stbine Do @ @ A -Q
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Sample of Contacts screen in Table Mode

Table Mode
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screen in Form
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"
e ensgement | Movement History [ tnaccivate Contact || save JEgf I
oo Biing

Work Order Billing First Name |Cindy Last Name |Winterfield Active

equisitions Initial Title Suffix
urchase Ordes
AKA/GoeS By
nventory
quipment Costing Contact Type | Business Partner [7] empioyee= .
tive Maint
reventve Mamenance Contact Company | ABC770 | |aBC Company Lra.
Material Sales —
ixed Assets Contact Code |CW [E primary contact [ Bid Contact
s Payroll Position
nternational Payroll =
Human Resources
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Calendar i
Outiook Import Export
Organizations Role | ARCH 4| |ARCHITECT (Primary) [ ndependent Contractor Reporting

Opportunities
Contacts

My Action Items
Projects

Proposal Workspace
Proposal Maintainence

senup m Contactinfo | Classifiers | Membership | Opportunities | Action Items | Attachments | Communications
| J | | | d | !

Reports Company o
— Copy Default Add:
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Workflow — T2 W
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Gty
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Sample of Contact screen in Form Mode

The Contact screen is used to create, view and manage Contact records, which can be associated to an
Organization, Opportunity, Action Item or a Project record.
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Add New Contact

Ensure Contact is Not Already in System

First, it is necessary to ensure that the contact about to be entered is not already in the system, so that you do not
duplicate already existing data. This is necessary for avoiding issues that arise out of administrators working
with different records, and to ensure that you do not miss any important information in any existing records.
Refer to the sub-section Search for Record under the Common Functionality section for instructions on how to
search for a record, to ensure that it does not already exist. Alternatively, and this could arguably be considered
the best practice, use the systems De-duplication Searching Function.

De-duplication Searching Function

The OM module has a backend process that can be enabled to greatly reduce unintended duplications. The
flag to enable this option is labeled De-duplication Searching Function, and it is found in the Company
Control (OM Control File) screen. For details about this option, please refer to the System Options sub-
section in this reference guide, under the Set Up OM Module section, then under the Company Control
subsection. The relevant sub-sections under the System Options section are: Enable De-duplication
Searching Function and De-Duplication Searching Function — Parameter List.

Add Contact

NOTE: If the Enable De-duplication Searching Function flag is checked, new entries of Organization,
Opportunity, and Contact records can only be made when the screens to enter them are in Form Mode. This is
necessary to prevent more than one record being saved at the same time, which cannot be handled by the De-
duplication Searching function.

There are two options to create a contact through the Contact screen. One option is available when the screen is
in Table Mode (listing all contacts), and the other option is when the screen is in Form Mode (displaying a
single contact). The creation of contact records can also be initiated through the Organizations and
Opportunities screens, and when these options are used, the new record’s Contact Type and Contact
Company fields are automatically populated.

To add a contact when the Contact screen in Table Mode, click the Main Toolbar’s [Add New] button, as
shown in the first screenshot of this section. This will switch the Contact screen to Form Mode, for the entry of
the contact’s information. If the Block Toolbar’s [Insert Record] button is used, the entry of the contact’s
information is done while the screen is in Table Mode. Click [Save] when finished the contact’s data entry.

To add a contact when the Contact screen is in Form Mode, click the Block Toolbar’s [Insert Record] button.
Click [Save] when finished.

For details about the fields under the Contacts section and on each tab, please refer to the relevant sub-sections
of this section.
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Change Contact’s Company

CONTACT MANAGEMENT @ -~

SELECT COMPANY/PARTNER
First Name |Jameel
Initial
Last Name |Mahan
Contact Type | Business Partner IZ|
Contact Company '

Contact Code |JML

[ Process Ji cancet |

To change the company with which the contact is affiliated, click the [Change Company/Partner] button
(within red rectangle on second screenshot of this section).

NOTE: This operation cannot be done for inactive records.

When a contact’s Contact Company is changed and saved, the contact’s previous record is saved as a separate
record, but its status is set to inactive (Active flag, under Contacts section, is set to false). To view the history
of changes to the contact’s Contact Company, click the [Movement History] button.

The following table describes the non-name fields on this screen:

Contact type: Business Partner, Organization, or Company, determined by the
organization type of the organization with which this contact is affiliated. The selection
Contact Type made in this field determines what values are available for the Contact Company drop-
down list.

Business Partner, Organization, or Company with which this contact is affiliated.
Contact Company | v/alue selected by Contact Type field determines what values are available in this list.

Contact Code Code to identify contact.

To save any changes, click the [Process] button.

View Contact’s Movement History

CONTACT MANAGEMENT

MOVEMENT HISTORY
View ~ Freeze “Fj Detach [B] Search -lﬁ- Workflows |v & Report Options |v f&, Export 9 ECM Documents |~ *
—
15/5ep/2015 A & G Incorporated Business Partner
31/Aug/2015 ABC Company Ltd. Business Partner o

When a contact’s Contact Company is changed and saved, the contact’s previous record is saved as a separate
record, and its status is set to inactive (Active flag, under Contacts section, is set to false). Also, the contact’s
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previous Contact Company, Contact Type, and Contact Code, along with the date that the change was made, is
saved as a Movement History record.

To view a contact’s Movement History records, click the [Movement History] button (within red rectangle on
second screenshot of this section).

Make Contact Inactive/Active

To make an active contact record inactive, click [Inactivate Contact] (within red rectangle on second
screenshot of this section). The system will then ask you to confirm the inactivation. Click [Yes] and the
contact will be inactivated, or click [No] to abort. This will set the record’s Active flag, under the Contacts
section, to false.

To make an inactive contact record active, click the [Activate Contact] button. Click [Yes] and the contact
will be activated, or click [No] to abort. This will set the record’s Active flag to true.

NOTE: Inactivated contact records stay in the database, but you will not be able to see them if you do not have
the SHWINACCNT System Privilege to view inactive contacts.

Contacts — Section

The Contacts section displays the contact’s basic information. The following table describes this section’s

fields:

First Name Contact’s first name.

Last Name Contact’s last name.
Indicates if contact record is active.

Active NOTE: When a contact’s Contact Company is changed, the contact’s previous record
is saved as a separate record and its status is set to inactive.

Initial Contact’s middle name initial.

Title Title applicable to contact.

Suffix Suffix applicable to contact’s name.

AKA/Goes By Alternative name by which contact is also known.
Contact Type: Business Partner, Organization, or Company, determined by the

Contact Type organization type of the organization with which this contact is affiliated. The selection

made in this field determines what values are available for the Contact Company drop-
down list.

If contact’s Contact Type is Company (their company is also your company or a
Employee # company that is a member of your company’s group), this field is enabled for you to
enter an employee number, or to search for and select the contact’s employee number.

Business Partner, Organization, or Company with which this contact is affiliated. The
Contact Company | value selected by the Contact Type field determines what values are available in this
list.

Contact Code Code to identify this contact record.

Indicates if contact is the primary contact for organization specified by Contact

Primary Contact Company field.
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Bid Contact Indicates if contact is a Bid Contact for an opportunity’s bid process.

Position Position within organization specified by Contact Company field.

Project Management Role contact performs. Maintenance screen: Job Costing > Setup

Role > Local Tables > Project Management Roles.

g‘fﬁﬁg@?ﬁpt Indicates if contact is an independent contractor, whose services need to be reported on
) 1099-MISC tax forms.

Reporting

Address — Tab

.I = . Contact Info Classifiers Membership Opportunities Action Items Attachments Communications

Company A
| Copy Default Address |

Street

Address Code | FMAL A
Jameel Mahan
28065 Main 5t. Suite
Riverside AL
us
Address Postal/ZIP Code

City

State / Prov.

Country

This tab displays a contact’s address, and the following table describes this section’s non-standard fields:

If contact’s Contact Type is Company (their company is also your company or a company
Company that is a member of your company’s group), this field displays the contact’s company.
Also, this field determines what values are available for the Address Code field.

Contact’s address code, which populates the Address field. Lists all of Address records

Address Code that have been created for the contact’s affiliated organization.

When a new contact is created, the Address field (display only) gets automatically populated with the address
of the contact’s affiliated organization, as specified on the organization’s Detail tab.

Manually Enter Address

Use the address fields under the [Copy Default Address] button to manually change the contact’s address.

Overwrite Address to Organization’s Default Address

Use the [Copy Default Address] button to overwrite the contact’s address with the address of the contact’s
affiliated organization, as specified on the organization’s Detail tab.

Use Organization’s Address Records to Set Contact’s Address

Use the Address Code drop-down list to select an address that has been entered for the contact’s affiliated
organization. To create a new Address record for the organization, which can then be selected from this field,
use the affiliated organization’s Addresses tab.

Contact Info — Tab

This tab displays a contact’s standard contact information, except the Send Email as HTML flag. This flag
indicates if emails sent to the contact need to be in the HTML format.
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After any entries or edits are made, click the Main Toolbar’s [Save] button.

Classifiers — Tab

If set up for your company, this tab displays the user defined classifiers.

Membership — Tab

Address Contact Info Classifiers . Eu . Opportunities Action Items Attachments Communications

MEMBERSHIPS

view~ | ¥ % Dewsch | [Bl Search 42 InsertRecord ] Insert Multiple Records = Delete Record @, Workflows |~ {2 Report Options |~ [, Bxport  GHECM Documents |+ & User Extensions
AMINARCH American Inst. of Architects FULLMEM Full Member AABETS44 06/Jul/1598 30/)ul/2018
ALT-UNION| 4 | |ALT Union FULLMEM |4 Full Member S S

This tab displays any professional associations or organizations to which the contact belongs.

The following table provides details about the fields on this tab:

Association

Professional association or organizations to which the contact belongs. Maintenance
screen: Opportunity Management > Setup > Membership Maintenance.

Name

Name of association or organizations.

Membership Type

Select membership type from list of values. Maintenance screen: Opportunity
Management > Setup > Membership Maintenance *NOTE: You must click
Membership Type Maintenance option, as follows:

® O+ click

Association Maintenance Membership Type Maffenance

Description

Description of Membership Type.

Membership No

Membership number.

Start Date

Date membership was issued.

Renewal Date

Date membership needs to be renewed.

Renewal Cost

Cost of renewing membership.

Add Entry

To add a new record, click the [Insert Record] button, enter the details, and click [Save].

Delete Entry

To delete a record, select its row using the selection area, framed by the red rectangle, and click the [Delete

Record] button.

Export Membership Records to File

To create an XLSX (spreadsheet) file of the contact’s membership records, click the [Export] button. You can
then use your web browser to specify where to save the file, or use it to open and print the file.
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Opportunities — Tab

Address | ContactInfo | Classifiers | Membership Action Irems | Attachments | Communications
OPPORTUNITY KEY PLAYER

View= | W EQ Freeze T Detach | [B] Search @ Workflows |~ { Report Options |+ {5 Export [ ECM Documents | = g% User Extensions
| compey | opporuniy | OpportmiyMame | saerep | e ]
ARCHITECT (Primary) CMIC Construction Inc. YRO032 Freshmart - Orangeville Grocery Store (Fall 20| |josh Winters Presentation

click to view opportunity

This tab lists the opportunities for which the contact is a key player (member of Opportunity Team).

The following table provides details about the fields on this tab:

Role Role performed by contact as a key player (member of Opportunity Team).
Company Company affiliated to contact.

Opportunity Opportunities for which the contact is a key player.

Opportunity Name | Opportunity’s name.

Sales Rep Sales representative handling opportunity.

Stage Current stage of opportunity.

View Opportunity for which Contact is Key Player

To view opportunities for which the contact is a key player, click the corresponding code under the
Opportunity column, as shown in the screenshot.

Export Listed Opportunities to File

To create an XLSX (spreadsheet) file that lists the opportunities for which the contact is a key player, click the
[Export] button. You can then use your web browser to specify where to save the file, or use it to open and
print the file.

Action Items — Tab

Address | ContactInfo | Classifiers | Membership  Opportunities Attachments | Communications

ACTION ITEMS
add new action item |

Add Action Items
View~ | ¥ [y Freeze 9y Detach | [ Search @ Workflows |+ @ Report Options | v [ Export & ECM Documents |+ & User Extensions
I I R T e O ——
E3 vrueeos | ow Call To Set Up Meeting To Discuss (| | Call Ta Set Up Meeting To Discuss Qualifications.
Ed =agoons s Email Updated Info. About Qualific.  Email Updated Info. About Qualifications.

\ edit corresponding action item |

The Action tab displays the contact’s scheduled action items. For details about the fields of action items, and
about the My Action Items screen that is launched when performing the following operations, please refer to the
My Action Items section of this reference guide.

Add Action Item

To add an action item, click the [Add Action Items] button, as shown in the above screenshot. This brings up
the standard My Action Item screen used throughout the Opportunity Manger module.
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When an action item is added, it will be added to the calendar displayed by the Calendar screen.

Edit or View Details of Action Item

To view or edit an action item, click the corresponding [Edit] button, under the Edit column, as shown in the
above screenshot. This brings up the My Action Item screen that displays the details of the action item for
viewing or editing. If any changes are made, click the Main Toolbar’s [Save] button to save the changes.

Delete Action Item

To delete an action item, click the corresponding [Edit] button, under the Edit column, as shown in the above
screenshot. This brings up the My Action Item screen. In the My Action Item screen, click the [Delete] button.

Attachments — Tab

This tab displays attachments added to this contact record. If there are any added attachments, the Block
Toolbar’s Attachments option will indicate how many.

For details about this tab, which is common to various screens of the Opportunity Management module, please
refer to the Attachments Tab sub-section of the Common Icons & Functionality section in this reference guide.

Communications — Tab

export communications
Address | Contactinfo | Classifiers | Membership | Opportunities | Actionltems | Awachments |[EEEENETTErg as XLsX file

COMMUNICATION . add entry t\‘ delete selected entry k\ {

views V¥ B %% Detach | [g] Search 4= InsertRecord @] Insert Multiple Records = Delete Record &, Workflows |~ (& Report Options |v & Export  §:ECM Documents |v £ User Extensions
Emailed Cindy updated requirements for greenhouse attached to new grocery store.
01/5ep/2015 Mike Fernandes Emailed Updated Greenhouse Reqr

Called to schedule a meeting about the greenhouse requirements, which will be on Sept. 14. An action
01/5ep/2015 Mike Fernandes Called to Schedule Meeting about f| item has been created for this "r’\eatng

The Communications tab is used to record communications with a contact.

The following table describes the fields on this tab:

Date communication record was created. Display only field, automatically populated when
Date record is created.

Erom Name of Enterprise user who created this record.
Subject Subject matter of communication with contact.
Note Note about content of communication with contact, and any relevant details.

Add Communication

To add a new record, click the [Insert Record] button, fill in the communication details, and click [Save].

Delete Communication

To delete a record, select its row using the selection area, framed by the red rectangle, and click the [Delete
Record] button.
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Export Communications to File

To create an XLSX (spreadsheet) file of the communication records, click the [Export] button. You can then
use your web browser to specify where to save the file, or use it to open and print the file.
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My Action Items

Overview — My Action Items

Search

. I Add
add new item screen in Table Fadd new action item in Form Mode

E‘E::‘::::z::‘e S)‘(J:l:\yp?: records in Table Mode M°de ] mouse over column header to dis

. ACTION ITEMS play arrows for

frecouns Receivebie P ' sorting table in ascending or descending order l

Job Costing view~ | Y B %y Detach | [P Search 45 InsertReford B Workflows |~ & Report Options |~ [B Bport  E |~ &
Subcontract Management -

Joosing |2} oo 5e:Up Vet To Dcuss Quaifations | |GallToser Up esing ToDiuss Quairatons. || amgzors B Prone cat T
edit 952 Cali To Set Up Meeting to Get Contract Reuirements Callto set up follow up Meeting (o ISCUSS CONITACE requ 1o/ug/2015 Phone Call Abbey Over Head Doors
corresponding 5] ol 0 5e¢ Up Mecting o Detmine Qualitcation wAgR0S  20AugR01S Freshmart- Orangevile Grocery Store (= | Phone Call Fresnmart Groceries Inc.

record 21 Coll 0 5e¢Up Meeting to Discuss New Contract Cal o set up meeting t discuss contrac requirements 25imug2015 Phone cal Morris Construction and Design 8ul
oreventive Maincenance 5 Emai Upoated nfo. About Qualications Email Updated Info. About Qualfcations, 28Aug2015 emai CMIC Construction e
Waterial Soes i Emei Upaated @ specs ousepiz0ts Freshmart-Orangevile Grocery Store (F | Communication Fresnmart Groceries Inc.
e | Meeting o Discuss Future Opportunices Meeting todiscuss uture opportunies 2Augz015 Sales tage Task Acton Fresnmart Groceries Inc.
International Payrol i Meeting o Discuss Opportunity Meeting t discuss opportunity and ceterm ne qualica 2Aug2015 Freshmart-Orangevile Grocery Store (| Saes Stage Task Actin Fresnmart Groceries Inc.

Human esources [ —— MGENS | Prstman Orangee GroeyStore P | Mesting e Grocers e

" Caenor jCem ‘ C

My Action Items screen in Table Mode (displaying list of records)

ACTION ITEMS Table Mode o @ @ A Q\

Contact associated to the Opportunity

[
Screen in Form Mode

SELECTION CRITERIA
[E1 Show Al Action Items

m Save All Recurring m Delete All Recurring
m Additional Contacts
|

[Bl search &= Insert &), Workflows |~ ) Report Options |v 9 ECM Documents |' r.&User Extensions

*Type | SHARED &
For Company | CCC = CMIiC Test Construction Company
Contact | MF = Mike Fern
* Action | CALL = Phone Call Status | ONGOING = Ongoing
* Start Date |03/22/2017 @g Duration 1
Time | 10 |z| : |00 |z| am |z| End Time | 10 E| 125 E| am E
* Title |Set Up Meeting to Determine Qualifications Urgency

Call to set up a meeting to determine qualifications.

Description
Organization | FRSHMART A Freshmart Groceries Inc. Contact | W A | |ennifer Winters
Opportunity | YRO030 A |Freshmart - Springfield Grocery Store (Spring 2017)
Completed Date £

Completion Note

Recurring Item O

Alert Date By Alert Time E| - |z| am E|

My Action Items screen in Form Mode (displaying single record)
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Action Items are a management tool that enables users to schedule and coordinate actions, like phone calls,
delivery dates, and meetings, against Organizations, Opportunities or Contacts. Actions are recorded as an
action item, which are classified by a type, such as: Introduction Phone Call, Marketing Mailing Follow-up,
Meeting Setup, or Quote Due. When an action item is saved, it is added to the calendar displayed by the
Calendar screen, as shown in the below screenshot. Also, an action item need not only be for yourself, you can
create an action item for another member of your sales or opportunity team. For example, you could create an
action item of type “Bid Due Date” to make the estimator aware of the date and time the bid is due.

SysCalendar

Monthly Calendar agst [+] 2015[<]

August 2015 >

Tue

sun wed Thy Fri sat

Outlook Import Export
Organizations

Opportunities
Contacs ook e h pen AR e 0 peis Md (el md (pets mE
10:008m - 10:30am
My Action Ite
'y Action Items To testimport from Qutioak 03:30pm - 02: 10pm
Projects 01:30pm - 02:10pm CallTo SetUp Meeting To Discuss

Call To Set Up Meeting To Discuss Qualfications ‘
Qualfiatons

01:30pm - 02:10pm
Call To Set Up Mesting To Discuss

Proposal Workspace
Proposal Maintainence
B Sewp
Company Control

01:30pm - 02: 10pm 01:30pm - 02:10pm

Acton e Coces SlTosetlpbesaTotsass i g Cllotlphecim To0iass g g Gt o3309m -Gz 30
e ooam Call To St Up Meeting To Discuss s 00 Call To Set Up Meeting To Discuss 10:00am - 11:30am Call To Set Up Meeting To Discuss
Qualifications Call to Set Up Meeting to Discuss New Qualifications Cal To Set Up Meeting to Get Contract Qualifications TSE}QEEnm ‘D;s‘;\;s:mFume Opportunities  Qualifications

Contract Reurements

| 013090 -02 00
B o010 ST Skl Wb Tobics SIS pMestng To D

= g‘:\gﬁa;:;nu: Mesting To Discuss Qualifications et e

Call to Set Up Meeting to Discuss New
Convat

Meeting to Discuss Opportunity

Consulting Services
Groups
Sources

01:30pm - 02:10pm
01:30pm - 02:10pm 01:30pm - 02:10pm all To Set Up Mesting To Discuss 01:30pm - 02:10pm
Quaiffications

all To et Up Meeting To Discuss

all To SetUp Meeting To Discuss all To set Lp Meeting To Discuss
cations. Qualifcations alificat

01:30pm - 03:30pm Qualf

Sales stages
Sales Stage Tasks

12:00am - 12:00am
Mesting to Discuss Quifications Emal Updated Info, About Qualfications

Competitors et 01:30pm -02: 10pm
Competter Detai tems R 01205 - 02:10pm 01:30pm -02 10pm 01530pm - 02:10pm Cal o Set Up Meeting To Disass
Bl o To Set Up Meeting To Disuss Call To SetUp Meeting To Discuss Call o Set Up Meeting To Discuss Qualifications
Opportunity Market Sector Qualfications Qualfications Qualfications 12:00am - 12:00am
Contract Types Emal Updated Quification Spedfications

Sample of Calendar screen

ltem — Tab

The following table describes the fields on the Item tab:

Indicates if visibility of action item is shared, private, or public.
Type Private action items are items that only you can see, Public items are items anyone using
the OM module can see, while shared items are restricted to certain persons only.

Select the company/organization of the contact, selected by the adjacent Contact field,
For Company who crated this action item. This field’s valued determines what values are available for
the adjacent Contact field. Automatically set to user’s company, but is editable.

Contact responsible for competing action item, and is affiliated with the company
selected by the For Company field. The For Company value determines what values
are available for this field. Automatically set to user’s contact code, but is editable.

Contact
NOTE: Additional contacts can be added using the Additional Contacts tab.
. Action Type (call, email, meeting...). Maintenance screen: Opportunity Management
Action > Setup > Action Item Codes.
Current action item’s status. Maintenance screen: Opportunity Management > Setup
Status > Action Item Status Codes.
Start Date Action’s start date.
Duration Duration of action, in terms of days.
Time Action’s start time, or time it must be completed.
End Time Action’s end time.
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Title Action item’s title.
Urgency Action’s urgency.
Description Description of action to perform.

Organization

1. Opportunity Related: Organization offering opportunity, for which action is to be
taken. Chosen value determines what values are available for the Opportunity field.

2. Other: Organization for which action is to be taken. Ex. Vendor for which a call must
be made.

Contact

Contact affiliated with the organization chosen by the Organization field. Value chosen
by Organization field determines what values are available here.

Opportunity

Opportunity offered by organization chosen by the Organization field. Value chosen by
Organization field determines what values are available here.

Completed Date

Date action was completed.

Completion Note

Note about the completion of the action.

Recurring Item

Indicates if action is a recurring action. If this flag is checked, a Recurrence Section is
visible. When creating an action item, this option is used to add multiple instances of the
action item to the calendar. If this flag is set and an interval is selected, when the action
item is saved, multiple instances of the action item will be added to the calendar (based
on interval).

Alert Date, Alert
Time

Specify the date and time for an alert about the Action Item to be sent out to all Contacts
listed on the Item and Additional Contacts tabs that have been set up to receive alerts
for action items via the Define Simple Alerts screen (shown below; currently only Forms
version of screen is available) in the Forms version of the System Data module.

Action Edit Block Eield Record GQuery Utility Help ‘Window
I PUR-YDARELEBSS + T

4 Systern Data Maintenance - PTFVI0_X  Alert Maintenance

» L a4V

Group or User

[ Define by &lert Group rather than Uzer

Used D |BERS

Alert Type Alert Instances

hiaster User
Alett Type Description Enable Create Del Alert Type Description Enahle  Ezp

= | [P Chanoe Order to ke Approved [+ = | = |laction tem I = I
5 = |[Change Order ta be Approved [ I
- 1 - -~

Ditabase Tablespaces Usage [
For details about the Define Simple Alerts screen, please refer to the Defining Simple
Alerts subsection in the Forms version of the System Data user guide (SDv10x.pdf).

E-time Sheet to be Approvecdinaporove 7
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Additional Contacts — Tab

ACTION ITEMS Table Mode ber @ @ A [¥~0

SELECTION CRITERIA
O show All Action Items

m Save All Recurring m Delete All Recurring
T el
Vieww | W B Freeze O Dewsch | [B)Search J2 InsertRecord | Insert Multiple Records £ Deleve Recard & Workflows |+ @ Report Options |~ & Export @ ECM Documents |~ g User Extensions

FRSHMART . Freshmart Groceries Inc. L A Jordan Lazul

prd CMiC Test Company ™ Databases Administrator

This tab is used to add additional contacts to the action item. The following table describes the column headers
for the table on this tab:

Select the company/organization of the contact that will be selected by the Contact
Company field. This field’s valued determines what values are available for the Contact field.
Partner Name Display only field; displays name of organization chosen by the Company field.
Contact Code of contact who belongs to organization chosen by the Company field.
Contact The value chosen by Company field determines what values are available for this field.
Contact Name Display only field; displays contact’s name for code chosen by Contact field.
Add Entry
To add a new contact to the action item, click the Block Toolbar’s [Insert Record] button, enter the details, and
click [Save].

Delete Entry

To delete a contact, select its row using the selection area, framed by the red rectangle, and click the Block
Toolbar’s [Delete Record] button.

Add Action Item

There are two options to add an action item through the My Action Items screen, one option is available when
the screen is in Table Mode (listing all action items), and the other when the screen is in Form Mode (displaying
a single action item). The My Action Items screen can also be launched through the Organizations and
Opportunities screens.

For details about the fields on the tabs of the screen in Form Mode, please refer to the Item — Tab and
Additional Contacts — Tab sub-section.

To add an action item when the My Action Item screen in Table Mode, click the Main Toolbar’s [Add New]
button, as shown in the first screenshot of this section. This will switch the screen to Form Mode, for the entry
of the action item’s information. If the Block Toolbar’s [Insert Record] button is used, the entry of the action
item’s information is done while the screen is in Table Mode. Click [Save] when finished.

To add an action item when the My Action Item screen is in Form Mode, click the Block Toolbar’s [Insert
Record] button. Click [Save] when finished.

When an action item is saved, it will be added to the calendar displayed by the Calendar screen, as shown in the
previous screenshot.
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Recurring Action Item

To make the action item a recurring action, in other words, to add multiple instances of the action item, check
the Recurrence check-box. This causes the Recurrence section to be displayed, which is used to select a
regular interval for when the action item is to recur. In this section, select the interval and select when the
recurrence is to stop. When finished, click [Save], and multiple instances of the action item will be added to the
calendar, based on the selected interval.

Delete Action Item

To delete an action item when the screen is in Form Mode (operation not available in Table Mode), simply click
the [Delete] button. Caution, as no prompt is given to confirm the deletion.
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Calendar

Overview — Calendar
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Sample of Calendar screen.

The Calendar screen is used to display the scheduled action items, added through the My Action Items screen,
to help coordinate and track the efforts performed through the Opportunity Management module.

Change Calendar’s Display (Month, Week, Day, List)

Use the Month, Week, Day, or All tabs to change the calendar’s display, as shown in the above screenshot.

The All tab lists the action items for the date range specified by the From and To fields. To have the calendar
display action items for a different date rage, specify the desired range and click [Go]
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Action Item Screen — JSP

Overview - Action Item Screen

Add Action Ttem
Check Spelling | Save | Save&New | Cancel |
Type™ @) shared Private Pubilic
click to B e Fernandes icons to add and
display Company Contact/Group «” remove contacts
Section to OK | CMIiC Construction Inc. A Larry Phillips| A 2 + X
add . +
Action Code™ |To Be Determined A Status Mew Action Item A
contacts . % add new Action ,
StartDate * (090315 E"(g Item Type tO Iist Duration |1
Time |Z|: |Z| am |Z| End Time |Z|: |Z| am |Z|
TitleY Urgency To Be Determined &
Description
Organization A Contact A
Opportunity = Completed Date EEB
Completion Note
Recurrence Recurring tem Hide
Alert Date E"(g Alert Time |Z|: |Z| am |Z|
)
check to add multiple instances of

action item, at regular intervals

The Action Item screen used for the Calendar screen (application) is a JSP version of the My Action Items
screen.

As mentioned in the My Action Items section of this reference guide, action items are a management tool that
enables users to schedule and coordinate actions like phone calls, delivery dates, meetings... against
Organizations, Opportunities or Contacts. Actions are recorded as an action item, which is classified by a type,
such as: Introduction Phone Call, Marketing Mailing Follow-up, Meeting Setup, or Quote Due. When an action
item is saved, it is added to the calendar displayed by the Calendar screen, as shown in this section’s first
screenshot. Also, an action item need not be for yourself, you can create an action item for another member of
your sales or opportunity team. For example, you could create an action item of type “Bid Due Date”, to make
the estimator aware of the date and time the bid is due.

Data Fields

NOTE: Fields with a “Blue Triangle’ after their name are required (ex.T‘r'F'E‘).

The following table describes the fields on the Action Item screen:

Indicates if visibility of action item is shared, private, or public.
Type Private action items are items that only you can see, Public items are items anyone using
the OM module can see, while shared items are restricted to certain persons only.
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Select the company/organization of the contact, selected by the adjacent Contact field,
who crated this action item. This field’s valued determines what values are available for

Company ! !
the adjacent Contact/Group field.
Contact or group responsible for competing action item, and is affiliated with the
company selected by the Company field. The Company value determines what values
are available for this field. Automatically set to user’s contact code.
Contact/Group
NOTE: Additional contacts can be added by clicking + (icon), as shown in the previous
screenshot.
Action Type (call, email, meeting...). Click + (icon), next to drop-down list, to add a
Action Code new Action Type, as shown in above screenshot. Maintenance screen: Opportunity
Management > Setup > Action Item Codes.
Current action item’s status. Maintenance screen: Opportunity Management > Setup
Status > Action Item Status Codes.
Start Date Action’s start date.
Duration Duration of action, in terms of days.
Time Action’s start time, or time it must be completed.
End Time Action’s end time.
Title Action Item’s title.
Urgency Action’s urgency.
Description Description of action to perform.

Organization

1. Opportunity Related: Organization offering opportunity, for which action is to be
taken. Chosen value determines what values are available for the Opportunity field.

2. Other: Organization for which action is to be taken. Ex. Vendor for which a call must
be made.

Contact

Contact affiliated with the organization chosen by the Organization field. Value chosen
by Organization field determines what values are available here.

Opportunity

Opportunity offered by organization chosen by the Organization field. Value chosen by
Organization field determines what values are available here.

Completed Date

Date action was completed.

Completion Note

Note about the completion of the action.

Recurrence

Indicates if action is a recurring action. If this flag is checked, a Recurrence Section is
visible. When creating an action item, this option is used to add multiple instances of the
action item to the calendar. If this flag is set and an interval is selected, when the action
item is saved, multiple instances of the action item will be added to the calendar (based
on interval).
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Specify the date and time for an alert about the Action Item to be sent out to all Contacts
listed on the Item and Additional Contacts tabs that have been set up to receive alerts
for action items via the Define Simple Alerts screen (shown below; currently only Forms
version of screen is available) in the Forms version of the System Data module.
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S PRV AR FIALERSY T > LAY
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Group or User

Alert Date, Alert [~ Define by Alert Group rather than User
Time 0%
Alert Type Alert Instances
hiaster User

Alett Type Description Enable Create Del Alert Type Description Enahle  Ezp

= | [P Chanoe Order to ke Approved [+ = | = |laction tem I = I

Ditabase Tablespaces Usage 3 = = | [Change Order to he Approved [ I

E-time Sheet to be Approvedinapprove 7 = B ™

For details about the Define Simple Alerts screen, please refer to the Defining Simple
Alerts subsection in the Forms version of the System Data user guide (SDv10x.pdf).

Add Action Item

To add an action item, from the Calendar screen, click the “Add” text next to a date in the calendar, or click the
Main Toolbar’s [Add Action Item] button, as shown in this section’s first screenshot. This brings up the
calendar’s Action Items screen.

In the Action Items screen, enter the details, and refer to the previous section, Data Fields, if you need
descriptions for the data fields. Click [Save] when finished, or, if you are adding more than one action item,
click [Save & New] to save the action item and refresh the screen so that you can add another action item.

Add Recurring Action Item

V| Recurring tem| Hide

Daily @ yweekly Monthly Yearly
Every 1  week(s) on:
Recurrence
Sunday Monday Tuesday Wednesday ¥ Thursday Friday Saturday
@ Endby 030315 B

End after|3 |occurences

To make the action item a recurring action, in other words, to add multiple instances of the action item,
check the Recurrence check-box, as shown in this sections first screenshot. The Recurrence section will
be displayed, as shown in the above screenshot. In this section, select the interval and select when it is to
finish. When finished, click [Save], and multiple instances of the action item will be added to the
calendar, based on the selected interval.

Edit or View Details of Action Item

From the Calendar screen, click the action item’s title, in blue text, as shown in this section’s first screenshot.
This launches the Action ltem screen.

If any edits are made, click the [Save] button.
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Edit Recurring Action Item

If editing a recurring action item, make the edits and click the [Save All Recurring] button to save the
changes to all instances of the recurring action item, or click [Save] to save the changes to just the
displayed action item.

Reschedule Action Item

From the Calendar screen, click the action item’s title, in blue text, as shown in this section’s first screenshot.
This launches the Action Item screen.

In the Action Item screen, click the [Reschedule] button. This will clear all the date and time fields, allowing
the user to enter new date/time information as required. When the new information has been entered, click on
the [Save] button to commit the changed schedule for the item.

Delete an Existing Action Item

From the Calendar screen, click the action item’s title, in blue text, as shown in this section’s first screenshot.
This launches the Action Item screen.

To delete the action item, click the [Delete] button and confirm the deletion.
Delete Recurring Action Item

If deleting a recurring action item, click the [Delete] button to delete just the displayed action item, or
click the [Delete All Recurring] button to delete all instances of the recurring action item. In the prompt
screen, click [OK] to confirm the deletion.
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Projects

Overview — Projects

The Project Management module is used to track all activity related to projects, such as: tracking and
controlling of costs, management of Subcontract processes, providing efficient billing methods, and staying on
top of changes that may take place through any phase of the project.

As mentioned in the Opportunities section of this reference guide, when an Opportunity record is created, a
corresponding Project record is created, which can be viewed through the Projects screen. Also, as mentioned,
many of the fields of a Project record are shared with an Opportunity record, and changes to shared fields in an
Opportunity record will also change the corresponding fields in the Project record. Changes to shared fields in
the Project record, however, will not cause changes to the corresponding fields in the Opportunity record.

Project Control — xProjects Screen

Company Control s CopyMasks ToProject [ [E] £}
bd Project Management Menu Company Control
Gearch m Company | CMIC Construction |z|
[z Project: CC-Ravi project (CCPRO00001) pd las Defaults Change Management Project Calendar Bid Management
-] Communication Management Automatic Project Numbering Project Code|CCPR====== CCPR 123456

[#{_) Document Management

) Subcentractor Prequaification Use JC Job Number Mask [] 3C Job Mumber Mask

[F+{_]) Bid Management Mask Sample Allow Override | Sequence Within Project
) Budget & Cost Management Bid Package Mo, |CCBIDPACK®=*==*== CCBIDPACK 1234567 &} =
Site Management
j Reports o Submittal No. CCSUBCODE1234567 0 =
E{_] User-Defined Logs Submittal Package No. CCSPA12345 = =]
EHQJ Fie Maintenance Communication No. CCCOMID 123456789 B B
{_]) Local Tables
BIM 350 Maintsnance Journal No. CCDYREP123456789 =) =
Menu Maintenance FWD No. FWD1234567891234 [ =
{ig) Enverprise PM e | Notice No NTCID12345678912 | B
-
RFINUM 1234567891 =} 1}

Project System Optiun_s__ ‘
Project Control =~ RFI No.
) Project Maintenance Tranemittal Mo

The Project Control screen in the xProjects module contains options for the creation of new Project records,
such as the Automatic Project Numbering option shown above.

TRAID12345678912

If the Automatic Project Numbering box is checked, when entering new Projects the Project Code field will
be display-only as the Project Code is automatically generated using the Project Code Mask (Project Code field
framed above). The display-only field to the right of the Project Code field shows a sample generated Project
Code using the Project Code Mask.
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Project — Screen

PROJE

Table Mode

Save [ Bxit

MAINTENANCE

Description

@@ A

SELECTION CRITERIA

Company | DAV |4 | |DAV Construction Comp TESTV10

PROJECT INFO

[Bl search = Insert £ Delete 4 Previous  mip Next ’\E!’;ﬁWorkﬂows * & Report Options |v & Atachments (3) Notes ?ECM Documents |' AE?:Use'Baensmf\s

*Project |OMv21-281D ATCO Regicnal Offices (Orlando FL) Close Project Jl Set as Default |
Project Cirl | ALL =
m‘ Addresses | Key Players | Job Info | Defaults | Security | MNotes | Documents Needs |
Customer | ATCO | A | |ATCO Properties and Management Inc
Start Date | 01/Jan/2014 % End Date |01/)an/2015 %
Bid Date | 25/Jun/2011 @9 Time | 00:00 Bid Won/Lost Date

Mechanical, electrical, plumbing, fire protection and structural engineering services for 5-story 94,500-SF luxury apartment
building with a below grade garage level, locker/storage room, elevator machine room, refuse room with trash chute and
housekeeping facilities. Building design modified to include thirty-eight apartments with seventeen different configurations.
Structural engineering includes geotechnical review, superstructure design to accommeodate medifications, four site retaining
walls, and censtruction administration. M/E/P services include revised heating and cooling load calculations and equipment to

Description -
accommeodate new requirements and client nesds.

Synchronize SCO and PCl amounts

Job Department | CM Construction Management

EE

Contract Type

Project Photo Url

Auto-Generate Schedule of Values

Pgm: PMPROJFM - Enter Project screen

For details about the Projects screen, please refer to the Project Management reference guide.
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Proposal Workspace

Overview — Proposal Workspace

PROPOSAL WORKSPACE Table Mode Bsave weit @ @ A [F -0

Additional Comments

SELECTION CRITERIA

Proposal | 33826304 | & Western University Labaratory m‘ | Copy Proposal | Print |
view = | W [ Freeze %5 Detach [Pl search =% Insert ] Insert Multiple = Delete 8, Workflows | + & Report Options ‘ + [& Export 9 ECM Documents | - ,15-,\ User Extensions
| Mame | Opportumty | Despton | Motes ]
pord | & | CMIC Test Company Incorporated 0000000081 | & ¢ Hospital Wing - 5t. Joseph's new wing contains medical laboratory
Zz CMIC Test Company Incorporated BWOPGNOS OPGNOS
zz CMIC Test Company Incorporated BWOPGNO6 OPGNO&
7z CMIC Test Company Incorporated BWOPGNDB OPGNDB

Program: OMPROPOSALWKSP; sample of Proposal Workspace screen

Proposal Workspace is a tool designed to enhance the process of generating well-informed project proposals, by
providing functionality to compile a list of relevant historical Opportunities and a list of Key Players with
relevant experience and skills to reference.

Proposal Workspace can also be used to fill in some of the details of a new Opportunity more accurately and
comprehensively, right from the start; which would get copied to the Opportunity’s associated Project, Bid Job
and Job records, if relevant. In particular, Proposal Workspace can enhance the process of compiling an
effective team of Key Players for the Opportunity, with the relevant experience and skills to most effectively
manage it. A suitably experienced management team is much better suited to identify hidden costs, risks, and
potential issues that can arise out of factors that are unique to an opportunity of a particular market sector,
which, of course, are quite important for such tasks as bid, budgeting, and risk management.

In regards to how Proposal Workspace is used, it is utilized by creating a Proposal Workspace record that is
associated to the new Opportunity record needing detailing and a proposal (optionally, however, a Proposal
Workspace can be created that is not associated to an Opportunity; see subsection Create Proposal Not
Associated to Opportunity — [Create Proposal] Button for details). Then, a list of similar Opportunities is
compiled under the Opportunity tab, along with a list of Key Players with relevant expertise, under the Team
tab. The listed Opportunities and Key Players can then be referenced to generate a proposal, detail the new
Opportunity, and to compile its team of Key Players.

Proposal Workspace — Screen

There are two ways to launch the Proposal Workspace screen, and when creating a Proposal Workspace, the
option used to launch the screen is relevant.
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To create a Proposal Workspace that is associated to an Opportunity, click the [Proposal] button on the
Opportunity screen, shown in the screenshot below.

OPPORTUNITY MANAGEMENT Table Mg

OPPORTUNITY MANAGEMENT

ESaarch o= Insert  §=% Delete  ofm Previous  mip Mext -lf?’;x'\-'-;'orkﬁo',\'s * & Report Options |v % Import fﬁ\ttachments (5) EMDtes (1) 9-ECM Documents [+ &

* Company:  CMIC Construction Inc. = Controlling BP: |ABC Company
* Org/BP Mame: | Freshmart Groceries Inc. = Org/BP Addr:
* Opportunity Name:  Freshmart - Misty River Grocery Store (Fall 2015) Opportunity Code : [YR0O035

[iistory | "vata sheet J["propesot ]| _sove ]

4 I

Teaam Matail Allacation Cite Addrace Ty eT's AcFion BT e Dicle Mananemeant Acconmbing De

This launches the Proposal Workspace screen, with a Proposal Workspace record automatically created for and
associated to the Opportunity displayed by the Opportunity screen. Afterwards, the [Proposal] button can be
used to view the Opportunity’s Proposal Workspace (note, at most, an Opportunity can have one Proposal
Workspace associated to it).

To create a Proposal Workspace that is not associated to an Opportunity, launch the Proposal Workspace screen
via the Treeview menu, then click the [Create Proposal] button. See the following [Create Proposal] — Button
subsection for details.

To delete a Proposal Workspace, or to change its name, please refer to the Proposal Workspace Maintenance
section.

Selection Criteria — Section

PROPOSAL WORKSPACE Table Mode Msave #8it D @ A [F~0

Additional Comments

SELECTION CRITERIA

Proposal | 33826304 | & |Western University Laboratory Create Proposal Copy Proposal m

This section (screen header) is used to select a Proposal Workspace, create a new Proposal Workspace, copy an
existing Proposal Workspace, or to print the contents of a Proposal Workspace.

The Proposal field is used to select the Proposal Workspace to display.

[Create Proposal] — Create Proposal Not Associated to Opportunity

PROPOSAL WORKSPACE @ I~

CREATE PROPOSAL WORKSPACE

Description
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This button is used to create a Proposal Workspace that is not associated to an Opportunity. To create a
Proposal Workspace that is associated to an Opportunity, the Proposal Workspace screen must be launched via
the [Proposal] button on the Opportunity screen, which has the Opportunity loaded.

Enter a suitable description and press [Save]. An identifying code is automatically assigned to the Proposal
Workspace.

[Copy Proposal] — Button

PROPOSAL WORKSPACE @ @® A -0

COPY PROPOSAL

From Proposal | YRO036 & Freshmart - Oceanview
To Proposal 8908784 Grocery Store - Springfield, OH - Feb. 2017
@ Add
() Replace

This button is used to copy the contents of the Proposal Workspace selected via the From Proposal field to the
currently loaded Proposal Workspace, displayed by the To Proposal field.

To append the contents of the selected Proposal Workspace (source) to the contents of the target Proposal
Workspace (destination), select the Add radio button. To obliterate the contents of the target Proposal
Workspace and replace it with the contents of the selected Proposal Workspace, select the Replace radio button.
Click [Copy] to perform the copying.

[Print] — Button

OM PROPOSAL WORKSPACE REPORT @ @@ A [F~Q

REPORT PARAMETERS

Proposal Workspace | YR0O035 & |Freshmart - Misty River Grocery Store (Fall 2015)
Field List A | Customer; Sector; Sub-Sector IEI
Figld List B | Opportunity Name; City, State; Current Sales Stage; Opportunity Description El
Field List C | Original /Final Amount; Architect; Contract Type IEI

This button is used to print a Proposal Workspace report, which displays selected information about the
Proposal Workspace’s contained Opportunities and Key Players.

To print a Proposal Workspace report, select the Proposal Workspace to generate the report for via the Proposal
Workspace field. Then, select which fields to display information for, using the Field List A, Field List B and
Field List C fields. If no selection is made, all fields will be shown on the report.
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Each field list corresponds to a vertical column on the report, with Field List A being the left-most column,
Field List B the center column, and Field List C the right-most column, as illustrated by the following sample
report, which has no parameters selected (all fields are displayed):

OM Proposal Workspace 1 s
Customer: Guelph University 12.74587 - Project opportunity and job codes Original Amount:
City, State Final Amount;
- |
Zip Code GBASF:
Sector:
Subsector: Opportunity Code: 7746464451 Architect:
Client Type(s): Current Sales Stage: Discovery Delivery Method:
Construction Type Contract Type: Cost Plus
Award Type:
Practice(s):
Sr. VP:
Primary WT Group:
Industry: ALL WT Office:
Sub-Industry: Commercial Region:
Additional Service
Industry 1: Start Date:
Sub-Industry 1: End Date:
Industry 2: Preconstruction
Sub-Industry 2: Start Date:
End Date:
Construction

Opportunity — Tab

PROPOSAL WORKSPACE Table Mode we bot @ @ A Zv0

Additional Comments

SELECTION CRITERIA

Proposal | 33826304 | & Western University Labaratory Create Proposal Copy Proposal m
‘Opportunity Team
- -
vieww | YW [ Freeze %5 Detach [Pl search =% Insert ] Insert Multiple = Delete 8, Workflows | ~ & Report Options ‘ ~ [ Export & ECM Documents | * g User Extensions
“_“
Z | & | CMIC Test Company Incorporated 0000000081 | & ¢ Hospital Wing - 5t. Joseph's |nEI\ wing contains medical laboratory
Zz CMIC Test Company Incorporated BWOPGNOS OPGNOS
zz CMIC Test Company Incorporated BWOPGNO6 OPGNO&
7z CMIC Test Company Incorporated BWOPGNDB OPGNDB
Search Opportunity

The Opportunity tab lists the Opportunities that have been added to the current Proposal, displayed by the
Proposal field.

NOTE: Only Opportunities that have an associated Job record, not just a Bid Job, can be added to the list of
Opportunities. This restriction helps ensure the credibility of the Opportunities used for reference purposes.

The Opportunity’s name, under the Description column, is a link that launches the Opportunity screen to view
the corresponding Opportunity on a new browser tab.

The Notes fields can be used to provide information about why the Opportunity is in the list, or any other
relevant information, such as the level of its success.
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Options to Search for & Add Relevant Opportunities to Proposal Workspace

Reminder: Only Opportunities that have an associated Job record, not just a Bid Job, can be searched against
and added to the list of similar Opportunities.

There are two options that can be utilized to search for and add relevant Opportunities to the Proposal
Workplace’s Opportunity tab.

The [Insert] or [Insert Multiple] buttons of the Block Toolbar can be used to insert new rows into the list, then

the Company and Opportunity fields of the new rows can be used to quickly select relevant Opportunities.

Alternatively, the pop-up launched by the [Search Opportunity] button can be used for more advanced
searches of relevant Opportunities. The pop-up is used to create a composite search to search against the
standard fields, user defined fields, Datasheet fields, and Key Players of Opportunities. Refer to the following
section for further details about the composite search.

[Search Opportunities] — Composite Search for Relevant Opportunities

PROPOSAL WORKSPACE

Search operator for ctrl building type

Proposal m m
Termplae 4] ey Player]
OPPORTUNITY ATTRIBUTES
Company |= ﬂ =
Contract Type |= ﬂ =
Ctrl Market Sector ﬂ = !
Sub Market Sector |= =
Region |= =
City |=
Current Stage |= =

Original Construction Value |=
Final Construction Value

Gross Building Area Square Footage |=

[<] [<] [<] [<] [<] [<] [<] [<] [<] [<] [<] [<]

Project 5tart Date | BETWEEN F‘(}) AND [5"(9
Project End Date | BETWEEN &y AND [y
Additional Crl Market Sector |= A
Additional Sub Market Sector |= =
Document Type |= LA
Country (U5 |& | Zip Code |4 | Radius O Miles ﬂ

The [Search Opportunities] button launches a pop-up, shown above, to search for and add relevant
Opportunities to the list. The pop-up allows searches to be made against:

« Standard fields of Opportunities (Opportunity Attributes section)
* User defined fields of Opportunities

* Fields of Opportunity Datasheet

* Key Players of Opportunities
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For details about using the comparison operators (=, =<, >=, BETWEEN) and matching conditions (IN, NOT
IN) on the pop-ups, please refer to the Advanced Searches — Comparison Operators & Matching Conditions
section.

Basically, this pop-up is used to create a composite search using the standard fields under the Opportunity
Attributes section, the user defined fields on the pop-up launched by the [User Defined Field] button, the
Datasheet fields on the pop-up launched by the [Datasheet] button, and the list on the pop-up launched by the
[Key Player] button. After all of the search parameters have been entered under the Opportunity Attributes
section and through the pop-ups, the [Search] button is used to initiate the search.

[Search] — Button

PROPOSAL WORKSPACE Bsae @ @ A I+O

OPPORTUNITY LIST

View w Freeze b etal 0| >earc »T nsert Record nsert Multiple Records x Delete Recor
Vi L F %5 Detach Search = I R I Multiple Records  §xb Delete Record »

Ccompry | omowny | e

oooodugooon

[ setect Al Jf Unsetect all i Add seiected i Cancel |

After all of the search parameters have been entered under the Opportunity Attributes section and
through the pop-ups, the [Search] button is used to initiate the search. A pop-up will appear, shown
above, listing the Opportunities that satisfied the search parameters. Select the Opportunities to add, using
the flags under the Select column, and click [Add Selected] to add them to the Proposal Workspace.

NOTE: If a search’s returned results are not as expected, it may be due to forgotten search parameters
entered and saved via one of the pop-ups used to add search parameters to the composite search.

[Cancel] — Button

Used to cancel the search, to return to the previous screen.
Template — Drop-Down Field

This drop-down field is used to load a saved composite search, saved via the [Save Template] button.
[Save Template] — Button

This button is used to save the composite search, as entered via the Opportunity Attributes section and
the pop-ups. This is done by providing a name for the search using the Template field, then clicking this
button.

To load the saved composite search, use the Template field to select it.
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[User Defined Field] — Button: Search Against User Defined Fields of Opportunities

PROPOSAL WORKSPACE
USER DEFINED FIELDS
Y HE Freeze T Detach [Bl Search @ﬁ Workflows |v & Report Options | ~ [ Export 9 ECM Documents | -
I T S S S
I ERT I = -
CLMulti = [=] =
CLTestDate = [~]
CMoos - [~] =
CustomField = IZ| =
DM Testing = IZ| = L
MC004 - [=] L=
MCO10 = [~]
MCGR1 = [*] =
MCGroup = IZ| =
MCHKD1 = [=] -
MCTEST = (=] = 1
MYComments = IZ|
PMB Testo01 - [~] =
ThisIsACustomField = [~] = il
[ Close |

The pop-up launched by the [User Defined Field] button, shown above, lists search parameters that
correspond to the user defined fields set up for Opportunity records.

After entering the search parameters to be made against an Opportunity’s user defined fields, click [Save]
to add them to the composite search and to save them to the loaded Proposal Workspace. As an example
of a composite search, if search parameters were entered against an Opportunity’s standard fields and
against its user defined fields, only Opportunities satisfying both sets of search parameters will be
returned.

To run the composite search, click the [Search] button on the previous, main pop-up.

[Key Player] — Button: Search Against Key Players

PROPOSAL WORKSPACE Bse @ ® A 0

Project Contact Code

KEY PLAYER

view » | YW [ Freeze % Detach [l Search = Insert  ff] Insert Multiple  # Delete & Workflows |v . Export:

e S N S T
prd & CMIC COMSTRUCTION IMC. W5 - Will Smill

The pop-up launched by the [Key Player] button, shown above, provides a table to insert Contacts. After
the Contacts are entered, click [Save] to add them to the composite search.

When the composite search is run, using the [Search] button from the previous pop-up, Opportunities that
had these Contacts as members of their Key Players team, and matched all of the other entered search
parameters, will be returned.
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[Datasheet] — Button: Search Against Fields of Opportunity’s Datasheet

PROPOSAL WORKSPACE Bse @ @ A ~0

~| DATA SHEET

view = | W [ Freeze  %F Detach Bl search 4 Insert ] Insert Multiple = Delete &}, Workflows |v & Report Options |v R, Export #
T S S TR S
I | 4] =

Generic Attributes =

»

[ALL Industry Attributes

Environmental Testing =
Hazardous Abatement =

Abestos =

Lead =

Mold =
PCB - Polychlorinated biphenyl =
Vibration Control =
Project Setting =

University/College

Chemistry (SF) =
Class Room (5F) =
Clinic Space (5F) =

Computer Lab (SF) =

FEEEEEFEEEEEE

Dry Lab (SF) =

The pop-up launched by the [Datasheet] button, shown above, lists search parameters that correspond to
the fields set up for Opportunity Datasheets.

After entering the search parameters to be made against an Opportunity’s Datasheet fields, click [Save] to
add them to the composite search, which is saved for the loaded Proposal Workspace. So, if search
parameters were entered against an Opportunity’s standard, user defined, and Datasheet fields, only
Opportunities satisfying all sets of search parameters will be returned.

To run the composite search, click the [Search] button on the previous, main pop-up, which is used to
create composite searches.
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Opportunity Attributes — Section: Search Against Standard Opportunity Fields

PROPOSAL WORKSPACE
Proposal |YRO030 MNew Grocery Store Building in Springfield (Spring 2017) m m
OPPORTUNITY ATTRIBUTES
Company | = |E| cco L&
Contract Type | = |Z| &
Cirl Market Sector | = [~] &
Sub Market Sector | = |E| -
Region | = |Z| LA
Cite | = [+

The search parameters under the Opportunity Attributes section, shown above, correspond to the fields
of Opportunity records that are applicable to searching for relevant Opportunities. The entered search
parameters under this section are added to the composite search created via this main pop-up.

To run the composite search, click the [Search] button on this main pop-up.

Team — Tab
PROPOSAL WORKSPACE Table Mode Msave (Bt @ @ A [ =0
Additional Comments
SELECTION CRITERIA
Proposal | YRO036 | & |Freshmart - Oceanview
View T ﬁ;FrEe:e _‘_4:' Detach ESearch = Insert ﬂ]lnsert Multiple  #£=h Delete 6‘ Workflows |v & Repart Options |v fA Export ?ECM Documents |v r.i_lUsEr Extensions
_
@ A1GARDEN Subcontractor Vendor ;‘ Heather Johnson | 2‘ |archmect
7 SEWER CONSTRUCTION GROUP Luca Jordan L
DAY DAV CONSTRUCTION COMP TESTV1D Robbie Woods  RW

The Team tab displays the list of potential Key Players that have been added to the current Proposal, displayed
by the Proposal field.

The Contact Name field is a link that launches the Contact screen to view the corresponding Contact on a new
browser tab.

The Rank field indicates how relevant the Contact is to the new Opportunity, as a potential member of its Key
Player team. This field is automatically filled in when a Contact is added from a search result, however, this
field is editable, and its values can be set as desired. After a Contact is added via a search (as opposed to being
added via the Insert options on the Block Toolbar), this field indicates how many Opportunities matched the
search parameters and had the Contact as a Key Player. If the Contact played multiple roles for a single
Opportunity, the rank is only increased by 1. To view the Opportunities the Contact worked on, which matched
the search parameters, click the [Details] button.

The Notes fields can be used to provide information about the Contact, such as why the Contact is in the list.
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The [Details] button is used to display the Opportunities the Contact worked on.

The [Rest] button, under the table, removes all entries from this tab’s table (list). To remove a selected entry
instead, use the Block Toolbar’s [Delete Record] button.

Options to Search for & Add Relevant Key Players to Proposal Workspace

There are three options that can be utilized to search for and add relevant, potential Key Players to the Proposal
Workplace’s Team tab, to reference when compiling the new Opportunity’s Key Player team.

To add a known potential Key Player without doing a search, simply use the [Insert] button on the Block
Toolbar to insert a new row into the list (table), then use the new row’s Partner and Contact fields to quickly
select the relevant Key Player.

The pop-up launched by the [Search Team By Opportunity] button is used to create a composite search to
search for Key Players that were Key Players for relevant Opportunities, allowing searches against the standard
fields, user defined fields, and Datasheet fields of Opportunities. In searching for Key Players that worked on
particular Opportunities, only Opportunities that have an associated Job record, not just a Bid Job, can be
searched against.

The pop-up launched by the [Search Key Players] button is used to search for Key Players that worked with
particular Companies or Partners.

[Search Team By Opportunity] — Composite Search for Potential Key Players

PROPOSAL WORKSPACE

Search value for radius to the Pastal Code

Proposal [YRO036 Freshmart - Oceanview m
Template . _User Defined Ficld Jill Datasheet |

OPPORTUNITY ATTRIBUTES

Company | = |Z| =
Contract Type | = IZ| =
Ctrl Market Sector | = IZ| RESIDENT =
Sub Market Sector | = |Z| RES-HIGH =
Region | = IZ| =
city | = [~]
Current Stage | = IZ| =
Criginal Construction Value | = IZ|
Final Construction Value | = IZ|
Gross Building Area Square Footage | = IZ|
Project Start Date | BETWEEN IZ| [7_’"(}) AMD [7_’"(})
Project End Date | BETWEEN |Z| [5"(9 AND [5"(9
Additional Ctrl Market Sector | = IZ| =
Additional Sub Market Sector | = IZ| =
Country |US | & | Zip Code | & | Radius || miles |Z|

The [Search Team By Opportunity] button’s pop-up, shown above, is used to create a composite search to
return potential Key Players, which worked on relevant Opportunities. The composite search is created using
the standard fields under the Opportunity Attributes section, the user defined fields on the pop-up launched by
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the [User Defined Field] button, and the Datasheet fields on the pop-up launched by the [Datasheet] button.
After all of the search parameters have been entered under the Opportunity Attributes section and through the
pop-ups, the [Search] button is used to initiate the search.

REMINDER: In searching for the Key Players of relevant Opportunities, only Opportunities that have an
associated Job record, not just a Bid Job, can be searched against.

For details about using the comparison operators (=, =<, >=, BETWEEN) and matching conditions (IN, NOT
IN) on the pop-ups, please refer to the Advanced Searches — Comparison Operators & Matching Conditions
subsection.

[Team Search] — Button

PROPOSAL WORKSPACE @ [~

KEY PLAYER SEARCH

KEY PLAYERS

Cscecan || ursice | aseeces | cnce

vieww | YW [Q Freeze 5 Detach [Bl search &}, Workflows |v £ Report Options |v BR Bxport &% ECM Documents |v

Project
Count

(] CMiC Test Company Brian Test 2

0 CMiIC Test Company Company Contact 1 I:I

D Choice Greewood George whail 1

0 CMiIC Test Company Sara Miller 1

D Choice Greewood Bill Externalplumber 1

0 CMiIC Test Company Adriana Balana 3 -
OPPORTUNITY

viewr | W [f Freeze %5 Detach [B]l Search & Report Options |' MR, Export 9 ECM Documents |v

T S
ZZ

Toronto Distribution ARCHITECT (ARCH - FL)

ZZ HQ:POSTE AUX OUTARDES PHASE 2 /NOUVEAU POSTEC ARCHITECT (ARCH - FL)

After all of the search parameters have been entered under the Opportunity Attributes section and
through the pop-ups, this button is used to initiate the search. A pop-up will appear, shown above, listing
the Key Players that worked on the matched Opportunities. Select the Key Players to add and click [Add
Selected] to add them to the Proposal Workspace.

NOTE: If a search’s returned results are not as expected, it may be due to forgotten search parameters
entered via one of the pop-ups used to add search parameters to the composite search.

The lower table, under the Opportunity section, lists the Opportunities for which the Contact selected in
the upper section worked.

[Cancel] — Button

Used to cancel the search, to return to the previous screen.
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Template — Drop-Down Field
This drop-down field is used to load a saved composite search, saved via the [Save Template] button.
[Save Template] — Button

This button is used to save the composite search, as entered via the Opportunity Attributes section and
the pop-ups. This is done by providing a name for the search using the Template field, then clicking this
button.

To load the saved composite search, use the Template field to select and load it.

[User Defined Field] — Button: Search Against User Defined Fields of Opportunities

PROPOSAL WORKSPACE @ ® A [F~-Q

USER DEFINED FIELDS

Y EaFesz Fhoetach | [BlSearch @) Workfows |~ & ReportOptions |~ [ Export )ECM Documents |~
-

CLCHECK - = al = ol

CLMulti - [=] =

CLTestDate = [~] =

CM005 - [~] =

CustomField - [~] =

DM Testing - [~] [— |

MC004 - [=] L= .

MCo10 - [~] =

MCGR1 - [*] =

MCGroup - [~] =

MCHKO1 - [=] L=

MCTEST - [~] = Nl

MYComments - [~] =

PMB Testo01 - [~] .

ThisIsACustomField - [~] = i
=3

The pop-up launched by the [User Defined Field] button, shown above, lists search parameters that
correspond to the user defined fields set up for Opportunity records.

After entering the search parameters to be made against an Opportunity’s user defined fields, click [Save]
to add them to the composite search and to save them to the loaded Proposal Workspace. As an example
of a composite search, if search parameters were entered against an Opportunity’s standard fields and
against its user defined fields, only Opportunities satisfying both sets of search parameters will be
returned.

To run the composite search, click the [Team Search] button on the previous, main pop-up.
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[Datasheet] — Button: Search Against Fields of Opportunity’s Datasheet

PROPOSAL WORKSPACE Bse @ @ A ~0

~| DATA SHEET

view = | W [ Freeze  %F Detach Bl search 4 Insert ] Insert Multiple = Delete &}, Workflows |v & Report Options |v R, Export #
T S S TR S
I | 4] =

Generic Attributes =

[ALL Industry Attributes

Environmental Testing =
Hazardous Abatement =

Abestos =

Lead =

Mold =
PCB - Polychlorinated biphenyl =
Vibration Control =
Project Setting =

University/College

Chemistry (SF) =
Class Room (5F) =
Clinic Space (5F) =

Computer Lab (SF) =

FEEEEEFEEEEEE

Dry Lab (SF) =

The pop-up launched by the [Datasheet] button, shown above, lists search parameters that correspond to
the fields set up for Opportunity Datasheets.

After entering the search parameters to be made against an Opportunity’s Datasheet fields, click [Save] to
add them to the composite search and to save them to the loaded Proposal Workspace. So, if search
parameters were entered against an Opportunity’s standard, user defined, and Datasheet fields, only
Opportunities satisfying all sets of search parameters will be returned.

To run the composite search, click the [Search] button on the previous, main pop-up.
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Opportunity Attributes — Section: Search Against Standard Opportunity Fields

PROPOSAL WORKSPACE @ F-=

Search value for radius to the Pastal Code
Proposal |YROO36 Freshmart - Qceanview @
Template | & | User Defined Field [ r—
OPPORTUNITY ATTRIBUTES
Company | = El L& |
Contract Type | = El | & |
Ctrl Market Sector | = Izl RESIDENT | & |
Sub Market Sector | = [+] |mEs+ieH 2y
Region | = El | &
Gty | = [~]
Current Stage | = |Z| | &

The search parameters under the Opportunity Attributes section, shown above, correspond to the fields
of Opportunity records that are applicable to searching for relevant Opportunities. The entered search
parameters under this section are added to the composite search created via this main pop-up.

To run the composite search, click the [Team Search] button on this main pop-up.
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[Search Key Players] — Search for Key Players Who Worked with Key Players
Belonging to Specified Company/Partner

PROPOSAL WORKSPACE

KEY PLAYER SEARCH
Retrieve Key Players Who Worked With | ARCHCONS | & | [Architectural Cansulting Inc | Scarch |

KEY PLAYERS

View T r_nFreeze *F Detach ESearch @k'\"forkﬂows |v & Report Options |v &, Export .?-ECM Documents |v

Select Partner sl
‘Count

D CMIC Construction Inc. Database Manager 1 g

I:‘ DAV Construction Comp TESTV10 D Arrowsmith 2

[l CMIC Construction Inc. Mike Fernandes 1 1

|:| CMIC Construction Inc. Rajnessh Kumar 1

[ CMiC Test Construction Co Ravichandran Venkatachalam 1 3

[ CMiC Test Construction Co Zohreh Allameh 1 iy
OPPORTUNITY

view v | YW [EQ Fresze % Detach [E] Search & Report Options | ~ M, Export 9 ECM Documents | -

e
rrd Freshmart - Misty River Grocery Store (Fall 2015) OWNER. {OWMNER - FL)

Shown above is the Key Player Search pop-up, launched by clicking the [Search Key Players] button.

The Key Player Search popup is used to search for all Key Players who have worked with Key Players
belonging to a selected Company/Partner, as members of the same project management team (Key Players
Team). Only Key Players that have worked with Key Players belonging to the selected Company/Partner will
be returned. The Company/Partner is selected via the Retrieve Key Players Who Worked With field.

Click [Search] to initiate the search, and all Key Players who worked with Key Players belonging to the
selected Company/Partner will be listed under the Key Players section. The Project Count field indicates the
number of Projects for which the returned Key Player worked with Key Players belonging to the selected
Company/Partner.

Using the flags under the Select column, select the Key Players to add, and click [Add Selected] to add them to
Proposal Workspace.

The lower table, under the Opportunity section, shows details about the Key Player (Contact) selected in the
upper table. It lists the Opportunities for which the selected Key Player worked with Key Players belonging to
the Company/Partner selected via the Retrieve Key Players Who Worked With field. The Role field
indicates the role played by the selected Key Player for the corresponding Opportunity.
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Advanced Searches — Comparison Operators & Matching Conditions

PROPOSAL WORKSPACE

Search operator for ctrl building type
Proposal |YROO3& Freshmart - Oceanview m Cancel
Template |~ User Defined Field Key Player Datasheet
OPPORTUNITY ATTRIBUTES
Company | = |Z| L&
Contract Type | = |Z| |~
Ctrl Market Sector | NOTIN  [] [MULTIRECORDS oy - |
Sub Market Sector | = IZ| L&
Region | = IZ| el
city | = [~]
Current Stane | = m A

On screens that have search parameters using comparison operators (=, =<, >=, BETWEEN) or matching
conditions (IN, NOT IN), the first drop-down list is used to select a comparison operator or a matching
condition, and the second field is used to provide a value for the operator or condition.

Example

Consider the following search parameter, which uses the NOT IN condition (first parameter) and a list of
values to compare against (second parameter):

Ctrl Market Sector | NOTIN || |MULTIRECORDS N . |

An Opportunity will be returned by this search if its controlling market sector does not match any of the
specified values contained in the second drop-down list, which is displayed by the pop-up (shown below)

launched by clicking the corresponding = button.

PROPOSAL WORKSPACE

SEARCH VALUE LIST
View v | W [EQ Freeze %55 Detach [l Search 4= Insert @] Insert Multiple = Delete @Eg Workflows |+ &
FACILITIES A Fadlities & Other Related

RESIDENT Residential
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Proposal Workspace Maintenance

OM PROPOSAL MAINTENANCE Bse et @ @ A IO
PROPOSAL WORKSPACE
view v | W [ Freeze 5 Detach Bl Search &= Delete %G, Workflows | * & Report Options | [ Export 9 ECM Documents | - H%User Extensions
3184911 |Stadium —Lucan, OH (Spring 2018) |
8675930 Office High Rise - Pittsburgh, PA (Winter 2018)
8676308 Res. High Rise - Philadelphia, PA (Spring 2017)
8676315 Shopping Plaza - Cindnnati, OH - (Spring 2017)
8908784 Grocery Store - Springfield, OH - Feb, 2017
CCC1504006 Manufacturing Fadlity - Roanoke, VA (Fall 2018)
JOB9300 Office Low Rise - Pittsburgh, PA (Fall 2017)
YROO30 Grocery Store - Springfield, VA {Spring 2017)
YROO35 Freshmart - Misty River Grocery Store (Fall 2018)
YROO36 Freshmart - Oceanview, VA (Fall 2018)

Sample of Proposal Workspace Maintenance screen; standard Treeview path: OM > Proposal Maintenance

The Proposal Workspace Maintenance screen is used to delete or change the name of a created Proposal
Workspace. After deleting or changing the name of a Proposal Workspace, click [Save] to commit the change.
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Reports

Reporting Overview

B Opportunity Management
Calendar
Outlook Import Export
Organizations
Opportunities
Contacts
My Action Items
Projects
Proposal Workspace
Proposal Maintenance
Opportunity Forecasting
H setu

Lead Log Report

Risk Report

Sales Forecast Report

Sales Forecast Report Grouped
Quarterly WIP Projections
Opportunity Detail Report
Needs Report

Surety Job Summary Report
Net Asset Report

Burn Off Report

The Opportunity Management module offers reports that can be produced to examine Leads, Sales Forecasts
and a general Scorecard type of analysis.

Note that some reports are designed to be printed on landscape Legal sized paper. Depending on your settings
in Adobe Reader, however, they can be printed from Preview to either Legal or Letter size (reduced text size).

The Financial Project Reports are best printed to Ledger Paper, however may also be printed to Legal size.

Report’s Common Output Parameters

Enter Parameters for: Lead Log Report (OM_LEADLOG) m
Company 77 = CMiIC Construction Inc.
Report Specific
From Opportunity  YR0030 = Freshmart - Springfield Grocery Store (S Parameters
To Opportunity | YR0036 A Freshmart - Oceanview Section
Stage Codes |AII —

Destination PreviewEl Qutput Parameters
ror [2] Section

Output Format
(common to all reports)

Sample of Printing Options screen for parameter entry
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The following table provides details about the Output Parameters section’s parameters (lower, labeled section),
which is common to all Printing Options screens:

The Destination field is used to specify the report’s output. Preview displays the
report on a new tab of your web browser, and the browser is used to print the report, set
Destination printer settings if necessary, or to save (download) the report to a desired location.
Email brings up an Email window for emailing the report. Further details are provided
in the following “Reporting” section.

Output Format The Output Format field is used to specify the report’s file format.

Report Outputs: Preview, Print, Email, & Save to File

NOTE: Ensure your web browser is set to allow pop-ups for the server running CMiC Enterprise, as reports are
displayed on new browser tabs.

Preview & Print

Select Preview from the Destination field of the Reporting Options window, and use the [Run Report]
option to preview the report on a new tab of your web browser. From the browser, select its printing
option to bring up the print settings window to print the report.

Preview & Save Report to File

Select Preview from the Destination field of the Reporting Options window, and use the [Run Report]
option to preview the report on a new tab of your web browser. From the browser, select the save or
download option, depending on your browser, to bring up a window to navigate to a location to save the
report.

E-Mail Report

Email B

* To: | mike.fern@cmic.ca
Cc
Beo:
* Subject: Outstanding Vouchers By Job Report

MESSS08 s rached is the report, Outstanding Vouchers By Job.

click [OK] to create and email report— |0 o0

Select E-Mail from the Destination drop-down list of the Reporting Options window, and select the report’s
format (PDF, HTML, Excel, RTF, CSV) using the Output Format drop-down list. Next, click the [Run
Report] button to bring up the Email window, as shown above, to enter the email information. To enter more
than one address, use a comma as a separator. Click [OK] to create and send the report via Email.
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Lead Log

i i Page: 1 of 1
ZZ - CMiC Construction Inc. J
OPPORTUNITY MANAGEMENT - LEAD LOG FOR YR0030 TO YR0036 pale Sep a0t
= Time: 06:14 PM
Opportunity . _ Contract On Salas 5 Eamings{ Odds
Market Sector = Opportunity Name ~ Description T Customer Volume Eamings =5 o Gee Smge
Commercial YRODZD Freshmart - Springfield ~ Freshmart Groceries is locking to build a new grocery COST_PLUS  Freshmart Graceries Inc. 1.185.000 303060 2560 30 Prospect
Grocery Store (Sping  store in Springfieid in Spring of 2017. Around 45 000 Qualification
M7 sq. feet
Cammercial YRODZ Freshmart - Dundas Build new grocary store in Dundas for Freshmart COST_PLUS — Freshmart Gracaries Inc. 1.085.000 280,320 2560 Prozpect
Grocery Store (Spring~~ Groceries Inc. in Spring 2018, Around 48 000 sq. fest. Cualfication
208)
Commarcial YROD3Z Freshmar - Orangeuile  Build grocery stors in Orangaville for Fall 2015, with gosT pLys  Freshmart Grocaries inc. ¥ 1.280.000 391,400 2433 Fresentation
Grocery Store (Fall 2015)  attached greenhouse. Around 58 DDD sq. feet -
Commercial YROD32 Freshmart - Fairview Build grocery store in Fairview for Spring of 2018, cosT PLUS  Freshmart Groceries Inc. 025,000 261,175 2550 Frospect
Grocery Store (Sping Around 45 000 sq. fest. - Cualfication
2018)
Commercial YRO035 Freshmart - Misty River Build grocery stare in Misty River for Sprng of 2016. COST_PLUS Freshmart Groceries Inc. 884,000 253,470 2550 Prospect
Grocery Store (Fall 2015)  Around 45 000 sq. fest. ‘Qualification
Cammercial YRO0ZE Freshmart - Oceamview  Build grocery stors in Oceanviaw for Spring of 2016, COST_PLUS  Freshmart Groceries Inc. 1,200,000 335400 2580 Prozpect
with attached greenhouse. Around 55 000 sq. feet. CQualification

The Lead Log Report is a legal sized paper report, produced for a specified Range of Opportunities, and reports
on the potential earnings from the specified opportunities.

Run Report
Enter Parameters for: Lead Log Report (OM_LEADLOG) m
Company |ZzZ & CMiC Construction Inc.
From Opportunity | YR0030 A Freshmart - Springfield Grocery Store (Spring 2017)
To Opportunity  YROO36 & Freshmart - Oceanview
Stage Codes |AII —

Destination Preview Izl

Output Format PODF IZ|

Printing Options screen for Lead Log report.

To run the report, select the desired report parameters through the Printing Options screen, as shown above, and
click [Run Report].

The following table provides details about the parameters used to generate this report:

Company Company handling opportunities.

Optional; if left blank, taken to be first opportunity, by code. Specifies which

From Opportunity opportunity to start with, by Opportunity Code.

Optional; if left blank, taken to be last opportunity, by code. Specifies which

To Opportunity opportunity to end with, by Opportunity Code.

Which Opportunity sales stages to include in report; by default, none are selected.
Stage Codes Opportunity’s sales stage specified by its Current Sales Stage (General tab of
Opportunity screen) field.
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Risk Report

i i P 2 4 of 1
ZZ - CMiC Construction Inc. 200
Date: Sep 03, 2015
OPPORTUNITY MANAGEMENT - RISK REPORT pale Sep a2
RS OCIP Vol Risk M ent ’
s Contractor GL m,,:',":: we wC RISK mp,agemmiu,“ Total Fremiums
Project Name Project Volume. Volume OCIP Volume Rate Rate Premium Rate
us
Prospect Qualification
Freshrrart - Dundas Grocery 1085000 821250 830.750
Store Spring 2018)
Freshrrart - Misty River 994000 745,500 244,000
Grocery Store (Fall 2015)
Frashmart - Cosanview 1300000 875,000 1.105.000
TotalProsPECt 3,389,000 2,541,750 2,380,650
Qualification
Presentation
Freshmart - Oranpevile 1280000 200,000 1,020,000
Grocery Store (Fall 2015)
Total Presentation 1,280,000 900,000 1,020,000
Total Presentation 4,669,000 3,444,750 3,900,650
Total 3,441,750 3,900,650

The Risk Report is a legal sized paper report that presents the risk management information for opportunities,
grouped by their sales stage.

Run Report
Enter Parameters for: Risk Report (OMPRESAL) L]
*Company |77 s CMiC Construction Inc
From Stage | PRESENTATL n Presentation
To Stage PROSPECT 'y Prospect Qualification
Limit to Forecast Flagged opportunities |y & Mo
From Date  01/jan/2015 )
Destination Preview E
Output Format. PDF |Z|

Printing Options screen for Risk Management report.

To run the report, select the desired report parameters through the Printing Options screen, as shown above, and

click [Run Report].

The following table provides details about the parameters used to generate this report:

Company Company handling projects associated to opportunities.
From Stage Optional; if left blank, taken to be first sales stage, by code. Specifies which
g opportunity to start with, by Stage Code.
To Stage Optional; if left blank, taken to be last sales stage, by code. Specifies which sales

stage to end with, by Stage Code.

Limit to Forecast

If you select “Yes”, only opportunities with the Include In Forecast flag set to true
will be included in the report. On the Opportunities screen, this flag is found in the

(F)Iaggﬁs nities Opportunity Management section, which is the main section for the screen. If you
pportuntti select “No”, this flag is disregarded.
Erom Date A date must be specified. Select the date to start with, for the opportunities.
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Sales Forecast Report

- Fage 1 o 2
GB - GB & Associates (TEST2006-GB) Datm: cmznT
Time: 155 FM
OPPORTUNITY MANAGEMENT - 2005 SALES FORECAST
2005 Annual Flan Odds To| Praject
Gross Saios T Work In Fiace | Gt Buration (contract
Secror —m—m—m—m@ | Project Name %) | Startpage | (montis) | Type Project Volume Fee (EV)| Earnings
IRPORTS - Arparts and 1000 .00 50.00) 3000
Reates Serices 1) Ty |
COMMERCIAL - Commercial 1000 .00 50.00) 3000
Buiding ) ) |
[ECUCATION - Educational 1000 .00 50.00) 3000
Insseces 1) Ty |
FEDERAL - Fediral Projects 000 0.00) 0.00) 20.00)
w00 £ |
Foo - Food Senvice asd $1,200000.00 3554 720 00) a8, 100,00 326,801.00(
Restauses G | wen 2008, st Chosad soml1zmia00s .00 [FoiED FEE 42,508,500.00 LE] 334585000
58 | 2005 Cppe o 2008 somos 1a00s £.00[STANDARD 47 ,250,000.00 T4 36230000
ae | Eamem 008 somozi 1008 4.00[sTANDARD 47,500,000.00 asa 37450000
BBAEEE00D8 $1.T12,86008 I
HISHNAYS - Highways and 1000 .00 50.00) 3000
s Developmcat, 1) Ty |
MEDICAL - Medical and 1000 .00 50.00) 3000
Hosgitats 1) Ty |
PROVICIAL - Provincial 1000 .00 50.00) 3000
e w008 s |
[PUBLIC - Pubiie Faciities 000 0,00 0.00) 2000
w00 £ |
[RENGVATAON - Rencruson 3000 30.00) 000) 30.00)
Puciects w008 o |
[RESDENCE - Residential 1000 .00 50.00) 30,00
Deiopment w008 o |
[RETAL - Foetai Outhets andt $3,000,000.00) +750,000.00) 41,200,000.00 35000000
Pt Stnran. 58 | 2005 B st o assf1oa0anes .00 [SERVICE 530500000 as £16,500.00
19,5000 |
T i 1000 .00 50.00) 3000
w00 £ |
2005 Pran Tetal 4,200,000 $131475000) 488,000 576501 80 $19,061,500.08 $1.733,158.00

This report can be run for a Consolidation Group or a single Company, for a calendar year. The report will
display the stored Sales Plan information as well as the specific Project information for Opportunities that have
been recorded against the same Market Sector classifications. Also, only opportunities with the Include In
Forecast flag (found on main section of Opportunities screen) set to true will be included in this report.

The left side of the report details the Sales Plan information and includes:
Gross Sales Volume

Shows the Gross Sales Volume, as entered in the Sales Plan for the Year and Market Sector.
Gross Sales Earnings

Shows Gross Sales Earnings, as entered in the Sales Plan for the Year and specific Market Sector.
CY Sales Volume

Current Year Sales Volume as entered in the Sales Plan for the Year and Market Sector.
CY Sales Earnings

Current Year Sales Earnings as entered in the Sales Plan for the Year and Market Sector.

The right side of the report is based on the entered Opportunities, matched to the specified Market Sectors, and
includes only Opportunities that have been specified to be included in the Sales Forecast Report. All values are
retrieved from the Opportunity screen and the calculated values include:

Fee (E/V)
This is calculated as the Earnings Amount divided by Project Volume times 100.
Earnings

This amount represents the Fee Percentage time Volume Amount divided by 100 and is meant to display
the Fee less the Non-Reimbursable Fee.
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NOTE: There are two possible Company Options for Fee Calculations. As such, if using a Consolidation
Code which includes won Opportunities using Fee as Calculated on Cost vs. Calculated on Contract, two
identically entered Opportunities may show different Fee Amounts.

Run Report
Enter Parameters for: Sales Forecast Report (OMSALFOR) ]
* Company purd A CMIC Construction Inc.
From Department A
To Department A
*Year 2015 A

Destination Preview IZ|

Output Format  PDF IZ|

To run the report, select the desired report parameters through the Printing Options screen, as shown above, and
click [Run Report].

NOTE: Only opportunities with the Include In Forecast flag set to true will be included in this report. On the
Opportunities screen, this flag is found under its main section (Opportunity Management).

The following table provides details about the parameters used to generate this report:

Company Company handling projects associated to opportunities.

Optional; if left blank, taken to be first department, by code. Specifies which

From Department department to start with, by Department Code.

Optional; if left blank, taken to be last department, by code. Specifies which

To Department department to end with, by Department Code.

Year Year projects associated to opportunities
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Sales Forecast Report Grouped

. Fage: 1 of 2
GB - GB & Associates (TEST2006-GB) Datm: cmznT
Time: 155 FM
OPPORTUNITY MANAGEMENT - 2005 SALES FORECAST
2008 Annual Flan Odds To Profect
Gross Saios T Work In Fiace | Gat Buration (contract
Secror —m—mﬂ[@ | Project Name %) | Startpage | (montis) | Type Project Volume Fee (EV)| Earnings
IRPORTS - Arparts and 1000 .00 50.00) 3000
Reates Serices 1) Ty |
COMMERCIAL - Commercial 1000 .00 50.00) 3000
Buiding ) ) |
[ECUCATION - Educational 1000 .00 50.00) 3000
Insseces 1) Ty |
FEDERAL - Fediral Projects 000 0.00) 0.00) 20.00)
008 .00 |
Foo - Food Senvice asd $1,200000.00 3554 720 00) a8, 100,00 326,801.00(
Festauisss G | wen 2008, st Chosad soml1zmia00s .00 [FoiED FEE 42,508,500.00 LE] 3345,52000
a8 | 2005 Oppe o 2008 somos 1a00s £.00[STANDARD 47 ,250,000.00 T4 323,000 00
ae | Eamem 008 somozi 1008 4.00[sTANDARD 47,500,000.00 asa 745,000 00
#18.358,500.00 #TNE6000 |
HISHNAYS - Highways and 1000 .00 50.00) 3000
s Developmcat, 1) Ty |
MEDICAL - Medical and 1000 .00 50.00) 3000
Hosgitats 1) Ty |
PROVICIAL - Provincial 1000 .00 50.00) 3000
e w008 s |
[PUBLIC - Pubiie Faciities 000 0,00 0.00) 2000
008 .00 |
[RENGVATAON - Rencruson 3000 30.00) 000) 30.00)
Puciects w008 o |
[RESDENCE - Residential 1000 .00 50.00) 30,00
Deiopment w008 o |
[RETAL - Foetai Outhets andt $3,000,000.00) +750,000.00) 41,200,000.00 35000000
Pt Stnran. 58 | 2005 B st o assf1oa0anes .00 [SERVICE 530500000 as £16,500.00
$19,500.00 I
T i 1000 .00 50.00) 3000
008 .00 |
2005 Pran Tetal 4,300,000 $131475000| +1,488,100.00) 576501 80 #19,061,500.08 $1.733,158.00

This report is similar to the Sales Forecast Report, except that it contains totals for each market sector. It can be
run for a Consolidation Group or a single Company, for a calendar year. The report will display the stored
Sales Plan information as well as the specific Project information for Opportunities that have been recorded
against the same Market Sector classifications. Also, only opportunities with the Include In Forecast flag
(found on main section of Opportunities screen) set to true will be included in this report.

The left side of the report details the Sales Plan information and includes the following information:
Gross Sales Volume

Shows the Gross Sales Volume, as entered in the Sales Plan for the Year and Market Sector.
Gross Sales Earnings

Shows Gross Sales Earnings, as entered in the Sales Plan for the Year and specific Market Sector.
CY Sales Volume

Current Year Sales Volume as entered in the Sales Plan for the Year and Market Sector.
CY Sales Earnings

Current Year Sales Earnings as entered in the Sales Plan for the Year and Market Sector.

The right side of the report is based on the entered Opportunities, matched to the specified Market Sectors, and
includes only Opportunities that have been specified to be included in the Sales Forecast Report. All values are
retrieved from the Opportunity screen and the calculated values include:

Fee (E/V)
This is calculated as the Earnings Amount divided by Project Volume times 100.
Earnings

This amount represents the Fee Percentage time Volume Amount divided by 100 and is meant to display
the Fee less the Non-Reimbursable Fee.
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NOTE: There are two possible Company Options for Fee Calculations. As such, if using a Consolidation
Code which includes won Opportunities using Fee as Calculated on Cost vs. Calculated on Contract, two
identically entered Opportunities may show different Fee Amounts.

Run Report
Enter Parameters for: Sales Forecast Report (OMSALFOR) ]
* Company purd A CMIC Construction Inc.
From Department A
To Department A
*Year 2015 A

Destination Preview IZ|

Output Format  PDF IZ|

To run the report, select the desired report parameters through the Printing Options screen, as shown above, and
click [Run Report].

NOTE: Only opportunities with the Include In Forecast flag set to true will be included in this report. On the
Opportunities screen, this flag is found under its main section (Opportunity Management).

The following table provides details about the parameters used to generate the report:

Company Company handling projects associated to opportunities.

Optional; if left blank, taken to be first department, by code. Specifies which

From Department department to start with, by Department Code.

Optional; if left blank, taken to be last department, by code. Specifies which

To Department department to end with, by Department Code.

Year Year projects associated to opportunities
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Quarterly WIP Projections

Report Type B

~|Search Advanced
Match @ Al Any
Lab

Description

| search | Reset

W Quarterly WIP Projections

R Quarterly Volume Projections

E | Quarterly Earnings Projections

Report Type screen

There are three reports for the Quarterly WIP Projections report option. These reports will ask for the
Consolidation Code or Company, Year, Period and which of the Reports will be generated. The data on the
report will be based on Time Phased Projected amounts for periods greater than the run period, and for current
and past periods, they will be based on actual values (primarily from WIP calculations). The report will start
with the Quarter in which the run month exists, and will provide that full quarter plus the next 3 quarters
resulting in a rolling 12 month reporting detail. An (A) value will appear next to each month heading that is
based on Actual values.

Report Group Types:
Backlog — Work completed in the previous year
New Work — Jobs with a Stored Contract Forecast

Sales — Grouped by the Market Sector, this includes all Opportunities that have not been won/lost as
well as not having a Stored Contract Forecast.

Flags similar to the standard WIP Report of the Job Costing module are also used for this report. These include:

* (Asterisk) Identification of a Job that has no Forecast Stored, with the values based on Time Phased

Revenues.

+ (Plus symbol) Identifies that the Job has had Costs prior to the Job Cost Start Date. (For example,
Bidding Costs with dates prior to the Job Setup Start Date).
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Run Report

Enter Parameters for: Quarterly WIP Projections (OMFINPRO) B
* Report Type |w A Quarterly WIP Projections
Consolidation (Optional) kc,\\u_ & CCALL
*Company | CC A CMiC Construction
* Fiscal Year A
* Fiscal Period n

Destination Preview |Z|

Output Format POF IZ|

To run the report, select the desired report parameters through the Printing Options screen, as shown above, and
click [Run Report].

The following table provides details about the parameters used to generate this report:

Report Type Select Report Type from list.

Consolidation Select Consolidation Code from list.

Company Company handling jobs associated to opportunities.
Fiscal Year Year to include jobs.

Fiscal Period Fiscal period in year to include jobs.

Opportunity Detail Report

The Opportunity Detail Report presents details about the opportunities being handled by the selected company.
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Run Report

Enter Parameters for: Opportunity Detail Report (OMOPPODET) ]
* Company cC a CMiC Construction
From Organization A
To Organization A
From Opportunity A
To Oppartunity A
Show Contacts N A Do Mot Show Contacts
Show Job Info M A Do Mot Show Job Info
Show Action Items |y . Do Not Show Action Items
Show Notes N A Do Mot Show Notes
Show UDF M A

Destination Preview IZ|

Output Format PDF |Z|

To run the report, select the desired report parameters through the Printing Options screen, as shown above, and
click [Run Report].

The following table provides details about the parameters used to generate this report:

Company Company handling opportunities.

Optional; if left blank, taken to be first organization, by code. Specifies which

From Organization organization to start with, by Organization Code.

Optional; if left blank, taken to be last organization, by code. Specifies which

To Organization organization to end with, by Organization Code.

Optional; if left blank, taken to be first opportunity, by code. Specifies which

From Opportunity opportunity to start with, by Opportunity Code.

Optional; if left blank, taken to be last opportunity, by code. Specifies which

To Opportunity opportunity to end with, by Opportunity Code.

Select whether or not to include information about the contacts associated with the

Show Contacts opportunities.

Select whether or not to include information about the jobs associated with the

Show Job Info opportunities.

Show Action Items Select whether or not to include the action items associated with the opportunities.
Show Notes Select whether or not to include notes associated with the opportunities.

Select whether or not to include the User Defined Fields associated with the
Show UDF

opportunities.
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Needs Report

The Needs Report presents information about the selected Risk Management Code for opportunities handled by

the selected companies.

Run Report

Enter Parameters for: Needs Report (OMBONDNEED) L]

Consolidation Code

From Company

To Company

* Risk Management

Start Date

Limit to Forecast Flagged opportunities

Destination

‘Output Format

CCALL s CCALL
cC A Ctio
cC A ctio
BOND & Reporting n licato
01-an-15 [y
¥ r
Preview [ |
PoF =]

To run the report, select the desired report parameters through the Printing Options screen, as shown above, and

click [Run Report].

The following table provides details about the parameters used to generate this report:

Consolidation Code

Select Consolidation Code from list.

From Company

Optional; if left blank, taken to be first company, by code. Specifies which
company to start with, by Company Code.

To Company

Optional; if left blank, taken to be last company, by code. Specifies which company
to end with, by Company Code.

Risk Management

Select Risk Management Code on which to report.

Start Date

Date to start including opportunities.

Limit to Forecast
Flagged
Opportunities

If you select “Yes”, only opportunities with the Include In Forecast flag set to true
will be included in the report. On the Opportunities screen, this flag is found in the
Opportunity Management section, which is the main section for the screen. If you

select “No”, this flag is disregarded.
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Surety Job Summary Report

The Surety Job Summary Report provides a list of Jobs with and without BOND applied. The Bonded indicator
is flagged only if there is a Risk Management type of BOND (with or without a rate) applied to the
Opportunity.

The Bonded field in the report will be marked Y to indicate a value of Yes.

This report also includes Jobs not related to Opportunities.

Run Report

* identifies a Job where WIP has not been created.
P identifies a Job with WIP created, but not yet Posted.

To run the report, select the desired report parameters through the Printing Options screen, as shown above, and
click [Run Report].

The following table provides details about the parameters used to generate this report:

Consolidation Code Select Consolidation Code from list.

Optional; if left blank, taken to be first company, by code. Specifies which

From Company company to start with, by Company Code.

Optional; if left blank, taken to be last company, by code. Specifies which company

To Company to end with, by Company Code.

Year Enter a year for the report data.

Period Select a period for the report data.

Contract Type Specifies contract types to include in report; by default, none are selected.

Net Asset Report

The Net Asset Report provides information on assets and liabilities for opportunities for the period of the report.
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Run Report

Enter Parameters for: Net Asset Report (JCNETASSET JC) [<]

Consolidation Code

From Company

To Company

Cut Off Date

Date

Include Bid Jobs

Include Overhead Jobs

Destination

Output Format

ccc
ccc

01/01/2015
01/01/2015

Y
¥
Preview ﬂ

PDF

Locale  English US

(V]

To run the report, select the desired report parameters through the Printing Options screen, as shown above, and
click [Run Report].

The following table provides details about the parameters used to generate this report:

Consolidation Code

Select Consolidation Code from list.

From Company

Optional; if left blank, taken to be first company, by code. Specifies which
company to start with, by Company Code.

Optional; if left blank, taken to be last company, by code. Specifies which company

To Company to end with, by Company Code.
Cut Off Date Limits what data is included in the ‘AP Not Yet Paid” column by comparing the
u posting date of transactions with this Cut-Off Date.
Date Date within period for which report is being run; posted transactions from vouchers,

memos and checks are included up to this date.

Include Bid Jobs

Select to include Bid Jobs and display them in a separate section titled ‘Bid Jobs’.

Jobs

Include Overhead

Select to include Overhead Jobs and display them in a separate section titled
‘Overhead’. This data includes any AP/AR data that is not Job-related.

Burn Off Report

The Burn Off Report provides information on Jobs created in Opportunity Management where a specific Risk
Management Code selected for the report has been assigned to the Opportunity.

Jobs will only be included where the Opportunity has the Include in Forecast flag set to true. On the
Opportunities screen, this flag is found under its main section (Opportunity Management).

If there is no Work Location assigned, the Job will not be included in the report.

NOTE: This report relies on WIP having been Posted for the periods being reported. If no WIP data is found,
the Job will not appear on the report.
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Run Report

Enter Parameters for: Burn Off Report (JBBONDBURN_JC) <]

Consolidation Code

From Company

To Company

End Date

Risk Management

Destination

QOutput Format

Cccc -

ccc -

01/01/2015 I‘-PD

BOND -

Fl’r;avlie.w‘ﬂl o

PDF ﬂ Locale  English US ﬂ

Run Repol ance

To run the report, select the desired report parameters through the Printing Options screen, as shown above, and
click [Run Report].

The following table provides details about the parameters used to generate this report:

Consolidation Code Select Consolidation Code from list.

From Company

Optional; if left blank, taken to be first company, by code. Specifies which
company to start with, by Company Code.

Optional; if left blank, taken to be last company, by code. Specifies which company

To Company to end with, by Company Code.
End Date Specifies end date for report.
Risk Management Select Risk Management Code from list.

Set Up OM Module

Overview — Set Up OM Module

Before you start to roll out the Opportunity Management Module to your staff, you will need to have configured
the system to meet your own unique corporate requirements. The set up procedure consists of predefining data
for Prospect Types, Sales Stages, and Competitors... that match your business needs.
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Company Control
) | oM CONTROL FILE Table Mode Esae e @ @ A Z~0

-

Preventive Maintenance

launches System

Material Sales
~| SELECTION CRITERIA -
Fixed Assets Options screen
—
US Payrol Company 77 4 JCMiC Construction Inc. for selected
International Payroll company
Human Resources il
. conmoLrme  OPtiONS for selected company |
E Opportunity Management
Calendar [Bl Search = InsertRecord 45 Delete Record | &, Workflows |' & Report Options |v & ECM Documents |~ & User Extensions
Outlook Impart Export
Organizations Automatic Opportunity Numbering | YR==+*
Opportunities
Department | 00 A Company Level
Contacts
My Action [tems Default Job Security Group | MASTER A

Projects Fee Calculation Method | Percentage of Contract E|
Proposal Workspace

Proposal Maintainence CCIP Update % 85.00

Bl Setup Subcontract Update % 75.00

Company Control Auto Create Bid Job

D Opportunities In Thousands
[[] Submarket
Generate Revenue Spread

Action Item Codes
Action Item Status Codes
Builders Risk By

Building Classifications
N [0] Automatic Propesal Numbering
Construction Types =

Program: OMCTRL; Sample of Company Control screen (standard Treeview path: OM > Setup > Company Control)

The Company Control screen is used to set up the general options for the Opportunity Management module, for
the company selected by the Company field (Selection Criteria section). For instance, whether or not the
company uses auto numbering for opportunity codes, and the default Job Security for projects created for
opportunities. Each company must have a Job Security Group assigned to it in order to complete the setup of
the OM module for each company. Further options are available through the System Options screen, detailed
by the System Options sub-section.

Configure OM Module for Company

Select the company for which to configure the OM module using the Company field, under the Selection
Criteria section. Make any necessary changes, using the descriptions provided for each field in the following
table. Click [Save] to save the company’s configuration to a record.

The following table provides descriptions for the fields under the Control File section:

Automatically create the code for a new opportunity record, as specified. E.g.

Automatic Opportunity | «yRs*x+ gpecifies that new codes begin with “YR” and the next available 4-digit
Numbering number.

Department Default department for newly created opportunities.

Default Job Security Select the appropriate Job Security Group to be applied to the selected company.
Group This is a full list of all Job Security Groups associated with the selected company.

This option determines how the Fee Amt (Field Amount) field of an opportunity
is calculated, as a percentage of the Potential Revenue field.

Fee Calculation
Method The following are the formulas for the two Fee Calculation Methods:

1. Percentage of Contract: Fee Amt = Potential Revenue x Fee %

2. Percentage of Cost: Fee Amt = (Potential Revenue x Fee %) / (1 + Fee %)

This percentage is used to automatically calculate the CCIP Volume field on the
CCIP Update % Risk Management tab of an opportunity, based on the following formula:
CCIP Volume = Potential Revenue (on General tab) x CCIP Update %
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Subcontract Update %

This percentage is used to automatically populate the Subcontract Volume field
on the Risk Management tab of an opportunity, based on the following formula:
Subcontract Volume = Potential Revenue (General tab) x Subcontract
Update %

Auto Create Bid Job

When checked, flag tells system to automatically generate a Bid Job when an
opportunity is created. Note, the Project Management module also has a flag that
controls whether or not a Bid Job is automatically created when a project is
created.

NOTE: If *‘Auto Create Bid Job’ is checked and a ‘Default Job Security Group’
has also been selected on the OM Control screen for a specified company, all bid
jobs created from the OM in the specified company will be assigned to this
security group by default. Ensure the user is assigned to the specified Job Security
Group in the System module (standard Treeview path: System > Security >
Job/Project Security > Assign Users to Security Groups), otherwise the system
will generate an error message when user attempts to create a new opportunity.

Opportunities in

This flag is used to identify if amounts entered for opportunities are done so with
the three zeros that represent thousands or without them. (E.g. Enter 7500 instead

Thousands of 7500000, to represent an opportunity with revenues projected at
$7,500,000.00).
This flag indicates if Sales Plans are to be at the sub-market level or not for the
company. Basically, it controls whether or not submarket sectors are used. When
Submarket this flag is activated, the Ctrl Market Sector field is enabled in the Opportunities

screen; otherwise, only the Market Sector field is enabled and the Ctrl Market
Sector field becomes irrelevant, and set to “ALL” by the system.

Generate Revenue
Spread

When checked, any changes to an opportunity’s Potential Revenue or Gross
Profit amounts will trigger an automatic regeneration of the data on an
opportunity’s Revenue tab.

Automatic Proposal
Numbering

Automatically create the code for a new Proposal record, as specified. E.g.
“PR****” gpecifies that new codes begin with “PR” and the next available 4-digit
number.
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System Options

To launch the System Options screen for the company selected in the Company field, as shown in the previous
screenshot, click the [Systems Options] button. Below is a sample of the System Options screen:

OM SYSTEM OPTION Table Mode Bsve ot @ @ A O

SYSTEM OPTION
E Search -@;ﬂ Workflows |+ & Report Options |v .?-ECI‘-.'I Documents |v I,,I-‘Ff-lx_UsnafE:-:tensior\s

O om only Default

[ Enforce Key Constraint In Sales Budget enabled if

[ Limit Opportunity Business Partner to Customers corr&sponding

] Unique Opportunity Code ﬂag is checked

Allow Vendor On Opportunity

Enable De-duplication Searching Function 4'"// \

4| il | i

SALES REP ROLES

Vieww | YW [ Freeze 5 Detach [Bl search 4= Insert Record ] Insert Multiple Records *

CORPDIR Corporate Director
ACCOUNTING PROJECT ACCOUNTANT

LEGAL Legal Team

SALES | & Sales Members

The following are details about the flags on this screen, and details about the table that maintains the available
values for the company’s Sales Rep Roles.

OM Only Default

This flag is used to determine if an Organization record is available in the Business Partners screens of
CMIC Enterprise, or if it is only available within the OM module.

Enforce Key Constraint in Sales Budget

This flag allows the user to create duplicate Sales Budget records (based on company, department, market
sector and year), thereby allowing the user to include user-defined fields in their “key” (which will not be
enforced if the flag is un-checked). The result is that there will be multiple records with the same
company, department, market sector and year.

Limit Opportunity Business Partner to Customers

This flag is used to limit the types of business partners that are available in Organization/Business Partner
drop-down lists (List of values) on the Opportunity screen. When this check-box is checked, the business
partner LOV will display only valid customers of the Company named in the opportunity.

Unique Opportunity Code

When this flag is checked, only unique opportunities can be created system-wide, i.e., the same
opportunity code cannot be created in multiple companies. In addition, the system requires that any code
being used to create the opportunity/project/job should not already exist in the system.
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Allow Vendor on Opportunity

This flag is used to limit the types of business partners that are available in Organization/Business Partner
drop-down lists (List of values) on the Opportunity screen. When this check-box is checked, a business
partner that was set up as a vendor in the system will be available in these lists, on the Opportunity screen.

Enable De-duplication Searching Function

ORGANIZATION MANAGEMENT

DUPLICATE RECORDS

A potential duplication of records pattern found with the record being created. Do you still want to create it?

oK | cancel
£
view= | W [ Freeze 5 Detach

F-__“

Sample of a Duplicate Records notification.

When this flag is checked, a backend process is run when saving a new Organization, Opportunity or
Contact record to ensure that the new record is not a duplication of an existing record. Duplications
happen simply because users enter slight variations of fields when creating records. As shown above, if
matching records are found, the system presents them to you and asks if you would like to proceed with
creating the record. You can use this screen to verify if the new record is indeed a duplicate.

Also, when this flag is checked, the corresponding [Parameter List] button will be enabled, as shown in
the previous screenshot. The rules and settings for how records are matched for duplicates are found on
the screen launched by this button, as detailed in the following sub-section.

NOTE: When the Enable De-duplication Searching Function flag is checked, new entries of
Organization, Opportunity, and Contact records can only be made when the screens to enter them are in
Form Mode. This is necessary to prevent more than one record being saved at the same time, which
cannot be handled by the De-duplication Searching function.
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De-Duplication Searching Function — [Parameter List] Button

OM SYSTEM OPTION HBsa @ @ A [¥~Q

Selection Area I

vy | W Eafreese TDemch | [B)Search @}, Workfows | = & ReportOptions |~ [R Export /) ECM Documents | = g2 User Extensions

OBJECTS

(Organization Code OR Opportunity Name] AND ( Address City OR Opportunity Site Region [State] OR Phone

‘Opportunity
Organization Organiization Name OR AKA Name

System Contact {First Name AND Last Name) OR (Goes By AND Last Name) OR Phone Number OR Email Address

PARAMETERS object (record) type is selected in above table, its parameters are displayed in below table |

Vieww | W EQFreeze T Dewach | [B) Search @ffarkfiows | = & ReportOprions |~ [R Export [ ECM Documents | » g User Extensions

Threshold
Percent

Organization Cade 100,

Opportunity Name 50

Opporturity Site Ciy 7

Opporturity Site Region 100

Opporturity Site Phone Number 50

EEE «<—close screen I

Screen launched by the [Parameter List] button to set threshold for matching parameters.

The De-Duplication Parameter screen, shown above, launched by the [Parameter List] button is used to
configure the backend De-Duplication process that checks to ensure that new Opportunity, Organization, and
System Contact records are not duplicates of existing records. The configuration only requires setting the
matching thresholds (Threshold Percent column in lower section) for the fields used by a record type’s
matching rule (Rule column in upper section).

In the OBJECTS screen section, the Type column list the three record types, and the Rule column shows each
type’s matching rule for identifying duplicates.

For the record type selected in the OBJECTS section, the Threshold Percent column in the PARAMETERS
section displays the matching threshold for each key field in the record type’s matching rule. The matching
thresholds are used to set how closely the key fields must match between records for the records to be
considered duplicates.

The following provides details about the matching rules in the Rule column of the upper section, and matching
thresholds in the Threshold Percent column of the lower section:

Rule - Column

A matching rule is a logical expression that specifies how fields between records are matched to find
duplicates. Each record type has a matching rule, and each matching rule contains key fields that are
relevant to finding duplicates of that record type.

Example:
Opportunity {Crganization Code OR. Opportunity Name) AND { Address City OR. Opportunity Site Region [State] OR Phone Mumbe

For the Opportunity record type shown above, two records are considered a match if:

At least one of the following key fields match: Organization Code OR Opportunity Name;
AND at least one of these following key fields match: Address City OR Opportunity Site
Region’s State OR Phone #.

How closely the fields must match is determined by the Threshold Percent values under the
PARAMETERS section of the screen.
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Threshold Percent - Column

Sets how similar a record type’s field between two records must be for the fields to be considered a match,
on a character-by-character basis; e.g., 100% means the fields must be a perfect match, and 50% means
the fields must be at least a 50% match.

NOTE: Fields can be entered quite differently by different users. With a lower threshold, more potential
matches will be made, increasing the odds that a duplication is found; however, more records will be
matched and require examination.

Sales Rep Roles Maintenance

SALES REP ROLES

view~ | Y [ Freeze %5 Detach [B] Search  §= Insert Record ] Insert Multiple Records  #= Delete Record & Workflows |+

ACCOUNTIN & | PROJECT ACCOUNTANT
CORPDIR Corporate Director
LEGAL Legal Team

SALES Sales Members

Sales Rep Roles section of OM System Option screen.

The table shown above is used to maintain the list of Sales Representative Roles available throughout the OM
module, for the company selected in the Company field, on the Company Control screen.
Add Sales Rep Role

To add a new role type, click the [Insert Record] button to create a new row for entry.

Selecting existing role from the Project Management Roles table (maintenance screen’s standard Treeview
path: Job Costing > Setup > Local Tables > Project Management Roles).

Click [Save] when finished.
Delete Sales Rep Role

To delete a record, select its row using the selection area, framed by the red rectangle, and click the
[Delete Record] button.

Action Item Codes

s} ACTION ITEM CODE MAINTAINENCE Bsae e @ @ A F~Q
create new Action Item Type |i delete selected Action Item Type Il

SELECTION CRITERIA

Fixed Assets . 4
Us Payroll vieww | W [ Freeze T Dewach | [BSearch 43 InsertRecord g Insert Multiple Records  §7} Delete Record G, Workdiows: |~ @ ReporcOptions |~ [R Bxport @ ECM Documents |+ g%, User Extensions
International Payroll

Description

Phone Call

Consultations

Human Resources

|
JE
|

S

B Opportunity Management

Calendar
Outlook Impart Expert
Organizations Contract Negotiations Negotiations

Opportunities Dined w/
Contacts
Issue
My Action Ttems

Projeas Email
Proposal Workspace Holiday

Proposal Maintainence
B Setup

Company Control

Meeting

OO0OoO0OoOood
ERENENENENE |

oo

Outlook Calendar Item

Action Item Code Maintenance screen.
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As mentioned in the My Action Items section of this reference guide, action items are used to schedule and
coordinate phone calls, delivery dates, meetings and other action types relevant to the OM module. This screen
is used to maintain the Action Item Types available from the drop-down list field used to identify the action
item’s type.

The following table provides descriptions for the fields of an Action Item Type entry:

Code Code to identify the action item type.

Description Description of the action item type.

Optional; Sales Stage associated to action item type. Maintenance screen’s
standard Treeview path: Opportunity Management > Setup > Sales Stages;
refer to the Sales Stages subsection under Set Up OM Module for details about
setting up Sales Stages.

Sales Stage

Indicates that the corresponding action item type is the default type for new
action items.
Default Value

NOTE: Only one type can be selected as the default for new action items.

Internal Indicates that the type is only available in the OM module.

Create New Action Item Type

Click the Block Toolbar’s [Insert Record] button to create a new row for entering information for the new
type. Use the above table if you require descriptions for the fields. Click [Save] to save the new type.

Edit Action Item Type

Make any necessary edits to a type and click [Save] to save them.

Delete Action Item Type

Select the type’s row using the selection area, framed by the red rectangle, and click the [Delete Record]
button.

Action Item Status Codes

Msave et @ @ A [F~0Q

< Maintenance | Afiag that indicates that action items of this status are completed

create new entry r delete selected entry r
SELECTION CRITERIA /
Viewv | ¥ I Freeze T Detacn | [B Search 45 In: ora G Workdiows |+ @ ReportOptions |~ 3 Bxport [ FCM Documents |+ g User Extensions

"%

[ERElE] |
OOD0EQODIO

Completed
Deferred
New Action Item
Ongoing

Under Review

Re-Scheduled Action Item

Company Control

Action Item Status Code Maintenance screen.

As mentioned in the My Action Items section of this reference guide, action items are used to schedule and
coordinate phone calls, delivery dates, meetings and other action types relevant to the OM module. This screen
is used to maintain the Action Item Statuses available from the drop-down list field used to identify the current
status of an action item.
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The following table provides descriptions for the fields of an Action Item Status entry:

Code Code to identify the action item status.
Description Description of the action item status.
Completed Flag Indicates action item of this status was completed.

Indicates that the corresponding action item status is the default status for new
Default Value action items.
NOTE: Only one status can be selected as the default for new action items.

Create New Action Item Status

Click the Block Toolbar’s [Insert Record] button to create a new row for entering information for the new
status. Use the above table if you require descriptions for the fields. Click [Save] to save the new type.

Edit Action Item Status

Make any necessary edits to a status and click [Save] to save them.

NOTE: If a Status is system defined, edits are not permitted.

Delete Action Item Status

Select the type’s row using the selection area, framed by the red rectangle, and click the [Delete Record]
button.

NOTE: If the Status Code is system defined, it cannot be deleted.

BUILDERS RISK BY B e @ @ A F~Q
ence ) create new entry | delete selected entry |
BUILDERS RISK BY

View~ | W [ frecze T Detacn | [B) Search J=InsercRecord ] Insert Multiple Records £} DeleteRecord O Workflows |+ & ReportOptions |+ I Export §:ECMDocuments |+ g user Bxtensions

All Companies 1 By Owner
All Companies 2 4 |ByTBR-CA
All Companies 3 Unknown
All Companies BRBC1 By Subcontractor

CMIC Construction Inc. BREP By Business Partner

All Companies VISION Vision

Builders Risk By Maintenance screen.

This screen is used to maintain the Builders Risk By options available from the Builders Risk By drop-down
list field for an opportunity. This field is found the More Info tab of an opportunity.

The following table provides descriptions for the fields of a Builders Risk By entry:

Company for which the entry is available. * (asterisk) indicates that it is
Company available for all companies.

Name of company selected by Company field. If asterisk is selected, displays
Company Name “All Companies”.
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Code Code to identify the Builders Risk By option.

Description Description of the Builders Risk By option.

Create New Builders Risk By Option

Click the Block Toolbar’s [Insert Record] button to create a new row for entering information for the new
option. Use the above table if you require descriptions for the fields. Click [Save] to save the new option.

Edit Builders Risk By Option

Make any necessary edits to an option and click [Save] to save them.

Delete Builders Risk By Option

Select the option’s row using the selection area, framed by the red rectangle, and click the [Delete Record]
button.

Building Classifications

< ) | BUILDING CLASSIFICATION Bsve Bee @ @ A 2~Q
Preventive Maintenance create new entry |' delete selected entry |'
Material Sales BUILDING CLASSIFICATION
Fixed Assets
View~ | W [ Fresze T Detach [B] search 4= InsertRecord @] Insert Multiple Records = Delete Record 0, Workflows \v & Report Options \v R, Export ?-ECM Documents | & User Extensions
ational Payroll
n Resources e e e e e B—
Bl Opportunity Management r A All Companies H1 A Hospital - Research (Stand Alone)
Calendar
* All Companies H10 Hospital - Heart/Cardiac
Outlook Import Export
Organizations * All Companies H11 Hospital - Cancer Centre
Opportunities * All Companies H2 Hospital - Medical Office Building
Contacts
* All Companies H3 Hospital - Outpatient/Ambulatory
My Action Items
Projects - All Companies Hae Hospital - Diagnestic Lab
Proposal Workspace = All Companies HS Hospital - Long Term Care
Proposal Maintainence
= All Companies He Hospital - Central Plant / Utilities
B sewp
Company Control F All Companies H7 Hospital - Rehabilitation
Action Item Codes - All Companies He Hospital - Psyciatric
Action ltem Status Codes
Builders Risk By F All Companies Ha Hospital - Children's

Building Classifications Maintenance screen.

This screen is used to maintain the Building Classification options available from the Building Classifications
drop-down list field for an opportunity. This field is found in the General tab of an opportunity.

The following table provides descriptions for the fields of a Building Classification entry:

Company for which the entry is available. * (asterisk) indicates that it is available

Company for all companies.

Company Name Name of company selected by Company field. If asterisk is selected, displays “All

Companies”.

Code Code to identify the Building Classification option. You can enter text over this
field instead of choosing a value from the list.

Description Description of the Building Classification option.
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Create New Building Classification

Click the Block Toolbar’s [Insert Record] button to create a new row for entering information for the new
option. Use the above table if you require descriptions for the fields.

NOTE: You can enter text over the Code field instead of choosing a value from the list.

Click [Save] to save the new option.

Edit Building Classification

Make any necessary edits to an option and click [Save] to save them.

Delete Building Classification

Select the Building Classification’s row using the selection area, framed by the red rectangle, and click the
[Delete Record] button.

Construction Types

Msave e @ @ A F~0Q

create new entry r— delete selected entry r—

Material Sales ORASTRUCTION T PE

View v | Y [ Freeze By Detacn | [B] Searcn &= InsertRecord

@ msertMunipie Records £} Delete Record G Workfiows |+ @ ReportOptions | v F3, Export & ECM Documents |+ 4, User Extensions

CCcC A |CMICTestConstruction Co
CMIC Construction Inc.
All Companies

All Companies

All Companies

All Companies

2
3
1
2
All Companies 3
a
5
6

All Companies

Construction Types Maintenance screen.

This screen is used to maintain the Construction Types available from the Construction Types drop-down list
field for an opportunity. This field is found on the General tab of an opportunity.

The following table provides descriptions for the fields of a Construction Type entry:

Company for which the entry is available. * (asterisk) indicates that it is available

Company for all companies.

Name of company selected by Company field. If asterisk is selected, displays

Company Name “All Companies”.

Tvoe Code to identify the Construction Type. You can enter text over this field instead
yp of choosing a value from the list.

Description Description of the Building Classification option.

Create New Construction Type

Click the Block Toolbar’s [Insert Record] button to create a new row for entering information for the new
option. Use the above table if you require descriptions for the fields.

NOTE: You can enter text over the Type field instead of choosing a value from the list.
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Click [Save] to save the new option.

Edit Construction Type

Make any necessary edits to an option and click [Save] to save them.

Delete Construction Type

Select the Construction Type’s row using the selection area, framed by the red rectangle, and click the [Delete
Record] button.

Consulting Services

CONSULTING SERVICES Bsae e @ @ A [F~-Q

create new entry r

delete selected entry r

CONSULTING SERVICES

View~ | ¥ EaFreeze 3 Detach | [§) Search ) InsertRecord ] InsertMultiple Records £ Delete Record @ Workflows |+ (& Report Options |+ [ Export & ECMDocuments |+ g User Extensions

International Payroll
Human Resaurces | CompanyNeme | Code | Demoriton
B Opportunity Management - 4| AllCompanies 1 a [P

Calendar

All Companies 10 Sustainability Services
Outlook Import Export
Organizations F All Companies CAT-Response

Opportunities r All Companies Environmental Solutions

All Companies Facilities Evaluation Team
My Action Items

2
3
a

Projects F All Companies 5 FM Services
3
7
8
9

Proposal Workspace All Companies Unassigned
Proposal Maintzinence

All Companies High Performance Buildings

8 setup
Company Contra 1 Al Companies
Action Item Codes

Move Management

All Companies Schedule & Risk Management

Consulting Services Maintenance screen.

This screen is used to maintain the Consulting Services available under the Potential Internal Consulting
Services section of an opportunity’s Details tab.

The following table provides descriptions for the fields of a Consulting Services entry:

Company for which the entry is available. * (asterisk) indicates that it is available for all

Company companies.
Name of company selected by Company field. If asterisk is selected, displays “All
Company Name Companies”.
Code Code to identify the Consulting Service option. You can enter text over this field
instead of choosing a value from the list.
Description Description of the Consulting Service option.

Create New Consulting Service Option

Click the Block Toolbar’s [Insert Record] button to create a new row for entering information for the new
option. Use the above table if you require descriptions for the fields.

NOTE: You can enter text over the Code field instead of choosing a value from the list.

Click [Save] to save the new option.

Edit Consulting Service Option

Make any necessary edits to an option and click [Save] to save them.
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Delete Consulting Service

Select the Consulting Service’s row using the selection area, framed by the red rectangle, and click the [Delete
Record] button.

Groups

2 GROUP MAINTAINENCE Bsee b @ @ A [F~Q

create new entry ’— delete selected entry |—

vieww | W W Fresze ThDetach | [B) Search 4 InsercRecord ) InsercMultiple Records 45 DeleteRecord @ Workflows |+ ¢ Report Options |~ M Export & ECM Documents |+ 4% User Exensions

My Action Items
Projects

Groups Maintenance screen.

A Source indicates the source of an opportunity, and it can belong to a Group. This screen is used to maintain
the Groups available for the Source options maintained by the Sources screen (Opportunity Management >
Setup > Sources). The Source options maintained by the Sources screen have a Group field, and the options
available from this field are maintained through this screen.

Groups are used for reporting, allowing you to combine multiple sources. For example, you may have multiple
trade shows per year, and want to create a group for 2015 Trade Shows and one for 2016 Trade Shows, so that
you could create a report to measure trade show performance per year. Group codes are not mandatory.

The following table provides descriptions for the fields of a Consulting Services entry:

Code Code to identify the Sources Group.

Name | Name for the Sources Group.

Create New Group

Click the Block Toolbar’s [Insert Record] button to create a new row for entering information for the new
Sources Group. Use the above table if you require descriptions for the fields. Click [Save] to save the new
option.

Edit Group

Make any necessary edits to a group and click [Save] to save them.

Delete Group

Select the group’s row using the selection area, framed by the red rectangle, and click the [Delete Record]
button.
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Source Maintenance screen.

This screen is used to maintain the options available for Source drop-down list, which is available on an
opportunity’s General tab. Sources are used to track where/how the prospect learnt about your company, or
where you as a sales person found out about the prospect. This information can then be used to help determine
your most effective marketing strategies.

The following table provides descriptions for the fields of a Source entry:

Company for which the entry is available. * (asterisk) indicates that it is available for all

Company companies.

Company Name Name of company selected by Company field. If asterisk is selected, displays “All

Companies”.
Code Code to identify the Source option.
Name Name for the Source option.
Description Description of the Source option.

Optional; Group for which the Source belongs. See previous section. Maintenance

Group screen: Opportunity Management > Setup > Groups.

Group Name Name of Source Group, selected by Group field.

Indicates if corresponding Source entry is active. This flag is used to ensure that the list
Active of available source codes does not get too large, and to stop users from accidentally
selecting unused codes

Default Indicates that the corresponding Source entry is the default value for a Source field.

Create New Source

Click the Block Toolbar’s [Insert Record] button to create a new row for entering information for the new
source. Use the above table if you require descriptions for the fields. Click [Save] to save the new entry.

Edit Source

Make any necessary edits to a Source entry and click [Save] to save them.
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Delete Source

Select the entry’s row using the selection area, framed by the red rectangle, and click the [Delete Record]
button.

Sales Stages
c ) | shicsstace e e @ @ A -Q

Preventive Manienance create new entry |— delete selected entry I—
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Builders Risk By
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Builaing Classfcations All Companies OTHER Other Deliverable 7 30.00 ]
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Sales Stage Tasks - All Companies QUAL Qualification Submitall 3 25.00 =]
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Sales Stages Maintenance screen; standard Treeview path: Opportunity Management > Setup > Sales Stages

This screen is used to maintain the Sales Stage options available for Sales Stage drop-down list. A Sales Stage
field identifies the Sales Stage for an opportunity, as set on an opportunity’s General tab. Defining Sales
Stages breaks the sales process into levels/phases, and defines the activities/steps within each level. For
example, your first level may be *Qualifying’, and during this level your actions might be: a) Complete Initial
Contact b) Confirm Interest, ¢) Evaluate Product Fit, and d) Evaluate Timeline.

Having a structured Sales Stage setup allows for you to track, communicate and report all phases of the sales
cycle, at any time, using standard reports that everyone will understand. Also, keep the following points about
Sales Stages in mind:

Sales Stages are applied to Opportunities.
Sales stages can also be applied against competitors on an opportunity.
Sales stages can later be applied to *Action Items’.

The following table provides descriptions for the fields of a Sales Stage entry:

Company for which the entry is available. * (asterisk) indicates that it is available

Company for all companies.

Name of company selected by Company field. If asterisk is selected, displays

Company Name “All Companies”.

Code to identify the Sales Stage entry. You can enter text over this field instead

Stage of choosing a value from the list.

Description Description of the Sales Stage.

Level Indicates the level of this stage, within the sales process.
Sale If this stage does not correspond to a sale, uncheck this flag.
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Percent of Closing Indicates the chance of closing the sale, at this stage.

Include in Lead Log |Indicates if this stage is to be included in the Lead Log Report.

Default Indicates that the corresponding stage is the default value for a Sales Stage field.

Create New Sales Stage

Click the Block Toolbar’s [Insert Record] button to create a new row for entering information for the new
entry. Use the above table if you require descriptions for the fields. Click [Save] to save the new entry.

Edit Sales Stage

Make any necessary edits to a Sales Stage entry and click [Save] to save them.

Delete Sales Stage

Select the entry’s row using the selection area, framed by the red rectangle, and click the [Delete Record]
button.

Sales Stage Tasks

SALES STAGE TASKS Bsee Bee @ @ A v Q

create new entry r delete selected entry r

View= | W [ Freeze %5 Detach | [ Search o InsertRecord ] Insert Multiple Records % Delete Record @), Workflows | = ¢ Report Options |~ [ Export Q:ECM Documents |+ & User Extensions

PRESENTATI | &

PRESENTATI Presentation

Sales Stage Tasks Maintenance screen.

This screen is used to maintain the values available for Sales Stage Task fields, which are associated to Sales
Stages.

The following table provides descriptions for the fields of a Sales Stage entry:

Stage Sales Stage associated with the Sales Stage Task.

Description | Description of the Sales Stage.

Task Code to identify the Sales Stage Task, which is associated to the Sales Stage selected by the
Stage field (maintenance screen: Opportunity Management > Setup > Sales Stages).

Description | Description of the Sales Stage Task.

Priority Priority of the Sales Stage Task.

Create New Sales Stage Task

Click the Block Toolbar’s [Insert Record] button to create a new row for entering information for the new
Sales Stage Task. Use the above table if you require descriptions for the fields. Click [Save] to save the new
entry.

Edit Sales Stage Task

Make any necessary edits to an entry and click [Save] to save them.
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Delete Sales Stage Task

Select the entry’s row using the selection area, framed by the red rectangle, and click the [Delete Record]

button.
< POSITION Bsae e @ @ A [F=Q
create new entry r delete selected entry r
POSITION
Contacts View~ | W [ Freeze T Detach [Bl Search 4= InsertRecord g Insert Multiple Records £ Delete Record @}, Workflows |v & Report Options |v R Export  §ECM Documents |v & User Extensions
My Action Items
Projecs | CompanyName | Positon |
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Proposal Maintainence All Companies Ds DOEr Seller
B seup

Campany Control All Companies MMM Multimedia Manager
Action Item Codes - All Companies PROD Production Coordinatar
Action Item Status Codes
Builders Risk By
Building Classifications E All Companies sscL Sales Services Coordinator - Lead 1

All Companies (= Presentation Services Manager

Construction Types F All Companies 55CS Sales Services Coordinator - Support 1
Consulting Services
Groups

Sources 1 All Companies s5M Sales Services Manager - 1

All Companies 55C53 Sales Services Coordinator - Support 3

Sales Stages All Companies TECH Technical Expert

Positions Maintenance screen.

This screen is used to maintain the roles (positions) available for the drop-down list used to specify the role
(position) of a member that belongs to a Sales Support Team. Sales Support Teams are created manually for
each opportunity. Members of an opportunity’s Sales Support Team, along with their particular role (position),
are specified under the Sales Support Team section of an opportunity’s Team tab. Also, the Sales Support
Team does not have to be comprised of employees from only your own company; you may have members from
consulting companies or strategic alliance partners.

The following table provides descriptions for the fields of a Positions entry:

Company for which the entry is available. An asterisk (*) indicates that it is available

Company for all companies.

Company Name Name of company selected by Company field. If asterisk is selected, field displays All

Companies.
Position Position (role) within Sales Support Team.
Description Description of the position.

Create New Position

Click the Block Toolbar’s [Insert Record] button to create a new row for entering information for the new
entry. Use the above table if you require descriptions for the fields. Click [Save] to save the new entry.

Edit Position

Make any necessary edits to an entry and click [Save] to save them.

Delete Position

Select the entry’s row using the selection area, framed by the red rectangle, and click the [Delete Record]
button.
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Competitors
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Competitors Maintenance screen.

The Competitors Maintenance screen is used to maintain the list of competitors used by fields that specify
competitors, such as the Competitor field on an opportunity’s Competitors tab. Also, it lets you keep on file,
and easily available for each opportunity, your competitors’ strengths and weaknesses. This allows your sales
team to be aware of the sales environment and take advantage where you have the competitive edge. Also:

You can track the strengths and weaknesses of your competitors for multiple products lines

Competitors can be applied to opportunities, plus you can track the known sales stage of each
competitor on the opportunity, as well as your own sales stage

The following table provides descriptions for the fields of a Competitor entry:

Code Code to identify this Competitor record.

Name Competitor’s name.

Product Name (Service) | Competitor’s product or service.

Rating Competitor’s rating (score).

Strengths Competitor’s strengths.

Weaknesses Competitor’s weaknesses.

Opportunities Opportunities for which competitor is competing.
Threats Any threats posed by the competitor.

Create New Entry

Click the Block Toolbar’s [Insert Record] button to create a new row for entering information for the new
competitor. Use the above table if you require descriptions for the fields. Click [Save] to save the new entry.

Edit Entry

Make any necessary edits to an entry and click [Save] to save them.

Delete Entry

Select the entry’s row using the selection area, framed by the red rectangle, and click the [Delete Record]
button.
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Competitor Detail Items
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Competitor Detail Items Maintenance screen.

This screen is used to maintain the list of Competitor Detail Items, which are types of fees charged by
competitors. Each particular fee would be a Competitor Detail Item.

The entries maintained by this screen are used by the Item field that is under the Competitor Detail section of
an opportunity’s Competitors tab.

The following table provides descriptions for the fields of a Competitor Detail Item entry:

Company for which the entry is available. * (asterisk) indicates that it is available for

Company all companies.

Company Name Name of company selected by Company field. If asterisk is selected, displays “All

Companies”.
Code Code to identify the Competitor Detail Item.
Description Description of the Competitor Detail Item.

Create New Entry

Click the Block Toolbar’s [Insert Record] button to create a new row for entering information for the new
entry. Use the above table if you require descriptions for the fields. Click [Save] to save the new entry.

Edit Entry

Make any necessary edits to an entry and click [Save] to save them.

Delete Entry

Select the entry’s row using the selection area, framed by the red rectangle, and click the [Delete Record]
button.
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Opportunity Market Sector
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Market Sector Maintenance screen.

Market sectors and submarket sectors are defined for identification of the different types of projects that are
being examined. Examples might include: Institutional, Educational, Medical, and Commercial. Other than
tracking the market sector(s) to which opportunities belong, for various reasons, market sectors are used to
group opportunities for some reports, such as the Sales Forecast Report and Lead Log Report.

NOTE: As the Market Sector field is mandatory when detailing an Opportunity, if it is not being utilized, then a
NA-Not Applicable type should be assigned.

This screen allows the entry of two types of market sectors: general market sectors, and submarket sectors. A
general market sector is referred to as a Controlling Market Sector. The other type is referred to as a Submarket
Sector, which belongs to a Controlling Market Sector. To distinguish between the two types, if a market sector
is a general market sector, its Controlling Code is set to “ALL”. If a market sector is a submarket sector, its
Controlling Code is set to the code of its Controlling Market Sector, indicating that it is a submarket sector of
the specified general market sector.

Submarket Flag — Set Whether Submarket Sectors are Used

Whether or not submarket sectors are used is set by the Submarket flag on the OM Control File screen
(see the Configure OM Module for Company section, under Set Up OM Module, in this reference guide for
details). If checked, the Ctrl Market Sector and Market Sector fields are both used, with the Market
Sector field being the submarket sector; otherwise, the Ctrl Market Sector field is irrelevant and set to
“ALL”, and just the Market Sector field is used to select a market sector.

The following table provides descriptions for the fields of a Market Sector entry:

Code to identify market sector. If Controlling Code is “ALL?”, it is a general/main

Code market sector (Controlling Market Sector); otherwise, it is a market sub-sector.

Description Description of market sector.

Choose “ALL” if market sector is a Controlling Market Sector, or choose the code of

Controlling Code the Controlling Market Sector that it belongs to if it is a market sub-sector.
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If market sector (specified by Code field) is a sub-sector, this field is a description of
Description the sub-sector’s Controlling Market Sector; if market sector is a general/main one, this
field is set to “ALL”.

Check to indicate that market sector fields are to default to this market sector.

Default Value NOTE: Only one market sector can be flagged as the default.

Create New Market Sector

Use the above table if you require descriptions for the fields, and keep in main that there are two types of
market sectors. One type being a general or main market sector (Controlling Market Sector), the other being a
sub-sector of a main sector.

Create New Controlling Market Sector

Click the Block Toolbar’s [Insert Record] button to create a new row. Enter the code for the Controlling
Market Sector in the Code field and its description in the Description field. For the Controlling Code
field, select “ALL” to indicate that this market sector is a Controlling Market Sector. Click [Save]. Now
this new Controlling Market Sector has been added to the list of Controlling Market Sectors (available in
drop-down list for Controlling Code field)

Create New Market Sub-Sector

Note, you cannot create a new sub-sector that is a member of a new Controlling Market Sector at the same
time. The new Controlling Market Sector must first be created, using the above instructions, and then the
new sub-sector can be created (previously created Controlling Market Sector can then be selected through
the Controlling Code field).

To create a new sub-sector, which has its Controlling Market Sector already created, click [Insert
Record] to create a new row. Enter the code for the sub-sector in the Code field and its description in the
Description field. For the Controlling Code field, select the Controlling Market Sector to which it
belongs. Click [Save].

Edit Entry

Make any necessary edits to an entry and click [Save] to save them.

Delete Entry

Select the entry’s row using the selection area, framed by the red rectangle, and click the [Delete Record]
button.
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Contract Types
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Contract Type Maintenance screen.

This screen is used to maintain the list of Contract Types, which is used to populate lists for fields that specify a
Contract Type, such as the Delivery Method field on the General tab of an opportunity.

The following table provides descriptions for the fields of a Contract Type entry:

Company for which the entry is available. * (asterisk) indicates that it is available for

Company all companies.
Name of company selected by Company field. If asterisk is selected, displays “All
Company Name Companies”.

Code Code to identify Contract Type.

Description Description of Contract Type.

Create New Contract type

Click the Block Toolbar’s [Insert Record] button to create a new row for entering information for the new
Contract Type. Use the above table if you require descriptions for the fields. Click [Save] to save the new
entry.

Edit Entry

Make any necessary edits to an entry and click [Save] to save them.

Delete Entry

Select the entry’s row using the selection area, framed by the red rectangle, and click the [Delete Record]
button.
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Risk Management
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Risk Management Maintenance screen.

This screen is used to maintain the list of Risk Management Items, such as a particular insurance to cover the
costs of a particular impact. This list of items is used to populate the table under the Risk Management section
of an opportunity’s Risk Management tab.

The following table provides descriptions for the fields of a Risk Management entry:

Company for which the entry is available. * (asterisk) indicates that it is available for

Compan :
pany all companies.

Company Name Name of company selected by Company field. If asterisk is selected, displays “All

Companies”.
Code Code to identify Risk Management Item.
Description Description of Risk Management Item.
Rate Optional; If relevant, enter the rate for the Risk Management Item.

Create New Risk Management Item

Click the Block Toolbar’s [Insert Record] button to create a new row for entering information for the new Risk
Management Item. Use the above table if you require descriptions for the fields. Click [Save] to save the new
entry.

Edit Entry

Make any necessary edits to an entry and click [Save] to save them.

Delete Entry

Select the entry’s row using the selection area, framed by the red rectangle, and click the [Delete Record]
button.
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Partner Types
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Partner Types Maintenance screen.

This screen is used to maintain the list of Partner Types, which is used in the Partnership section of an
opportunity’s Detail tab.

The following table provides descriptions for the fields of a Partner Type entry:

Company for which the entry is available. * (asterisk) indicates that it is available

Company for all companies.

Company Name Name of company selected by Company field. If asterisk is selected, displays “All

Companies”.
Code Code to identify Partner Type entry.
Description Description of Partner Type entry.

Create New Partner Type

Click the Block Toolbar’s [Insert Record] button to create a new row for entering information for the new
Partner Type. Use the above table if you require descriptions for the fields. Click [Save] to save the new entry.

Edit Entry

Make any necessary edits to an entry and click [Save] to save them.

Delete Entry

Select the entry’s row using the selection area, framed by the red rectangle, and click the [Delete Record]
button.

Membership Maintenance

The Membership Maintenance screen is used to maintain two lists. One is the list of professional associations
or organizations to which a contact can belong, which is used by the Association field on a contact’s
Membership tab. The other list is of Membership Types, which indicates what type of membership members
have within their professional association. Membership Types are used by the Membership Type field on a
contact’s Membership tab.
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Association Maintenance

There are two types of association records. One type of record is for association types, which are general
categories, and the other is for instances of an association type, which are real, actual associations. For
instance, Architecture could be an association type, and the American Institute of Architects located in
Washington D.C. would be an instance of an Architecture association type.

In regards to the drop-down lists used to select an association, only records that are of real associations and have
their Issues Memberships flag set to true are used to populate these lists.

NOTE: This screen maintains the same list of associations (organizations) that the corresponding maintenance
screen in the Human Resources module does (Human Resources > Setup > Local Tables > Organizations).
Therefore, any changes to the list here can impact the Human Resources module.

Form Mode
- clickto view other

maintenance screen

® @A 2-Q

. § Table Mode Eseve [BExt
- Association Maintenance
oy | Enter Deicr\plmnofcrgamza.unn p— screen in Form Mode I
uipme
v ;ealier;t::ance Assaciation Maintenance Membership Type Maintenance switch screen to
0 Table Mode i
screen D)

[B Search 4 InsertRecord 4% DeleteRecord 4 Previous Record b NextRecord O}, Workflows |+ & Report Options | £ ECM Documents |+ 4 User Extensions

+1ype [ARCHITECT Descripton [Afcniecure Associauon Short Description [ProArchitect -
Educs

nal Institution Requires Training
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Certification -

[Pl Search 45} InsertRecord 47} Delete Record  4m Previous Record W NextRecord @, Workflows |+ & Report Options | v £ ECM Documents | = 4 User Extensions
* Code |AM.INT.ARC
Action Trem Codes T Name | American Inst. of Architects Shert Name | Am. Inst. Arch.

Action Item Status Codes

Adaress * Country | US United States of America

Builder
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.
.

= .

Consuting Services

.

Groups ZIP/Postal Code ay

Association Maintenance screen in Form Mode (displaying a single entry).

The Association maintenance screen in Form Mode displays an association type under the Type section, and
instances of that association type under the Code section. Instances of the association type, detailed in the
lower section, share the flag settings with their association type. If an association type has no instances of its
type, the fields under the Code section will all be blank.

The following table describes the flags and fields under the Type section:

Association type (e.g. Architecture, Accounting, Educational Institute, Labor

Type Union).
Description Description of the association type.
Short Description Short description of the association type.

Educational Institution |Indicates association is an educational institution.

Requires Training Indicates association requires training to become a member.
Issues Memberships Indicates association issues memberships.

Requires Medical Indicates association requires medical training.

Issues Documents Indicates association issues documents.

Performs Medical Indicates association’s members perform medical services

Requires Certification | Indicates association requires certification.
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The following table describes the fields under the Code section, except the address fields:

Code Code to identify instance of association type (actual association).
Name Name of the association.
Short Name Optional; Short name of association.

Navigate between Instances of Association Type

To view instances of an association type, the screen must be in Form Mode. If the type has an instance of
itself, it will be displayed in the Code section. To view the next instance of an association type, click
[Next Record] on the Block Toolbar under the Code section. When you have passed the last record, the
fields under the Code section will all be blank. To view the previous instance of an association type, click
[Previous Record] on the Code section’s Block Toolbar.

Add New Association Type

To add a new association in Form Mode, click [Insert Record] under the Type section. Enter the code to
identify the new type in the Type field, its description in the Description field, and optionally, its short
description in the Short Description field. If you want instances of this type, which would be detailed in
the lower section, to be available from drop-down lists specifying an association, check the Issues
Memberships checkbox. Check any other checkboxes that apply to the association and click [Save].

Add New Association Instance

To create a new record for an actual association, its type must have been created. If a suitable type does
not exist, create it using the preceding instructions about adding a new type.

The first step to adding a new association instance is to select its type. To do so, you can switch the
screen to Table Mode, and click the relevant type’s edit icon, or you could also use the [Search] option
under the Type section in conjunction with the [Previous Record] and [Next Record] options.

Once the type is selected in the Type section, you can enter an instance of it in the Code section. Click
the Code section’s [Insert Record] button, and a new record will appear. Enter a code to identify the
association in the Code field, enter the name of the association in the Name field, and optionally, enter its
short name in the Short Name field. Also, enter the association’s address information. If you want this
association to be available in the drop-down lists used to specify an association, ensure that the Issues
Memberships flag is checked in the Type section. Finally, click [Save].

Delete Association Instance

With the association displayed under the Code section, click this section’s [Delete Record] button.

Delete Association Type

To delete a type, you must first delete all instances of that type. With the association type showing under
the Type section, delete all of its instances, using the Code section’s [Delete Record] button.

After all of the type’s instances have been deleted, click [Save]. Next, click the Type section’s [Delete
Record] button, and click [Save].
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Association Maintenance screen in Table Mode (listing only association types).

The Association Maintenance screen in Table Mode only displays association types. From this screen, you can
add a new association type, but you cannot create an instance of an association type, as this screen only displays
fields for an association type.

The following table describes the fields and flags for an association type entry:

Type Code to identify the association type record.

Description Description of the association type.

Short Description | Short description of the association type.

Ort Edu Flag Indicates association is an educational institution.

Ort Trn Flag Indicates association requires training to become a member.
Ort Mem Flag Indicates association issues memberships.

Ort Med Flag Indicates association requires medical training.

Ort Doc Flag Indicates association issues documents.

Ort Med Perf Flag | Indicates association’s members perform medical services

Ort Cert Flag Indicates association requires certification.

Add New Association Type

To add a new association type in Table Mode, click the Block Toolbar’s [Insert Record] button. Enter
the code to identify the new association type in the Type field, its description/name in the Description
field, and optionally, its short description/name in the Short Description field. If instances of this type
are to be available in the drop-down lists that specify an association, check the Ort Mem Flag (Issues
Memberships). Check any other check-boxes that apply to the instances of this type. Finally, click
[Save].

Edit Association Type
Make any necessary edits and click [Save].
Delete Association Type

To delete a type, you must first delete all instances of that type. For details, please refer to the Delete
Association Type instructions under the Form Mode sub-section.
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Membership Type Maintenance
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Membership Type maintenance screen.

This screen is used to maintain the list of Membership Types, which indicate what type of membership a
member has within his or her professional association or organization.

NOTE: This screen maintains the same list of Membership Types that the corresponding maintenance screen in
the Human Resources module does (Human Resources > Setup > Codes > Membership Types). Therefore,
any changes to the list here impact the Human Resources module.

The following table describes the fields on this tab:

Type Code Code to identify the Membership Type entry.

Type Description | Description of the Membership Type.

Short Description Short description of the Membership Type.

Create New Membership Type

Click the Block Toolbar’s [Insert Record] button to create a new row for entering information for the new
type. Use the above table if you require descriptions for the fields. Click [Save] to save the new entry.

Edit Entry

Make any necessary edits to an entry and click [Save].

Delete Entry

Select the entry’s row using the selection area, framed by the red rectangle, and click [Delete Record].
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Sales Plan Maintenance

This screen allows the entry and editing of the Annual Sales Budgets for each defined Company.
To add a new Sales Plan, click the Block Toolbar’s [Insert] button.
The following reports make use of sales plan data:

I.  Sales Forecast Report

Il. Sales Forecast Report Grouped
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Data Sheet Set Up

Overview — Data Sheet Set Up

An opportunity’s data sheet is used to keep additional, user defined information about an opportunity, which
can include industry specific information about an opportunity and its associated bid job, job, and project. The
data sheet is composed of user defined groups (sections), and these groups contain user defined fields.

For instance, there could be a section to track project attributes. This section can be broken down by industry
type, and each type could contain industry specific attributes. More specifically, you could have sections for
educational, commercial, and medical industry types, which contain project attributes specific to the industry

types.

Furthermore, the groups and fields on an opportunity’s data sheet can be made available or unavailable,
depending on the opportunity’s data fields and on user defined conditions. For instance, the Opportunity data
sheet can be configured so that an opportunity that has its Market Sector field set to “Commercial” will only
have industry sections on its data sheet that are relevant to the Commercial type.

Using the following two maintenance screens, the following steps are required to set up the data sheet for
opportunity records:

File Maintenance (standard Treeview path: System > User Extensions > Field Maintenance):
1. Create the user defined fields required for the different sections of the Opportunity data sheet.
Data Sheet Maintenance (standard path: System > User Extensions > Data Sheet Maintenance):

2. Create the sections to which user defined fields belong, and add the user defined fields to the
sections.

3. Define visibility conditions to control which sections and fields are available for an opportunity’s
data sheet, based on the opportunity’s fields.

Field Maintenance (User Extension Maintenance)

UE FIELD MAINTENANCE

UE FIELD MAINTENANCE

view~ | Y [ Fresze | T Detach | [B] Search 4% InsertRecord @ Insert Multiple Records £ Delete Record & Workflows |~ & ReportOptions |~ [ Export @ ECM Documents |~ 4% User Excensions
| oemes | re e e B e e T Bl e e o N s Wi
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BICDATE BIC Date DEFAULT Date 13 NolOVused (] B Mied case [ v]
somemDES i ttem bescripion oeraLLT Tex 0 Notovused el Lol Megcase  [3]
BLDDATE Builton DEFAULT Date 13 NolOVused () B Mixed case  []
sonoen Sonded Required oesALLT Text 3 Usevals Data3sLov Mieacase  [3]
BRTDATE Birth Date DEFAULT Da 13 NolOVused ]} 0 (s 0 Mised case [~
car Category File DEFAULT Text 20 NolOVused B B = = Mixed case  [=]

Sample of Field Maintenance screen: System > User Extensions > Field Maintenance

The Field Maintenance screen is reached through the following path: System > User Extensions > Field
Maintenance. It is used to create and define new data fields, which can be added to various objects throughout
CMIC Enterprise that contain user defined fields, such as data sheets. Before the Data Sheet Maintenance
screen can be used to add user defined fields, the user defined fields must have been created through this screen.
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For instructions on how to add user defined fields, please refer to the User Extensions section of the System
Data reference guide.

Data Sheet Maintenance
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Sample of Data Sheet Maintenance screen: System > User Extensions > Data Sheet Maintenance
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Data Sheet created from setup in previous screenshot

The Data Sheet Maintenance screen is reached through the following standard path: System > User Extensions
> Data Sheet Maintenance. It is used to specify what groups (sections) appear on data sheets, and what user
defined fields appear under each group. It is also used to create visibility conditions, which are conditions used
to determine when a group or field is to be available on an opportunity’s data sheet, based on the opportunity’s
fields.
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There are data sheets for various types of objects used in CMiC Enterprise. In this section, we are concerned
with the data sheet for Opportunity objects. To select the data sheet for Opportunity objects, on the Data Sheet
Maintenance screen, select “Opportunity UDF Tab” from the Object Type drop-down list, as shown in the
first screenshot.

There are two types of groups on data sheets, as shown in the above screenshots: Main groups and sub-groups.
All main groups appear in groups of two. The first group is the tile of the main group, and the second group is
either just a more detailed description of the main group, if there are no sub-groups, or the title of the first sub-
group. Except for the first sub-group, which is under its main group, all subsequent sub-groups appear as a
single entry.

Create Group

To create a group or sub-group, select the row under which you want the new row to appear, using the selection
area framed by the red rectangle. Click [Insert Record]. For the new row, click the Group check-box, to
indicate that the row is for a group (section) on the data sheet. Enter the group’s description in the Description
field, enter the text that is to be displayed on the data sheet in the Default VValue field, and enter the order in
which the group is to appear in the Order field.

If the group is a main group, click the [Insert Record] button to create a second group under the main group.
Recall that all main groups occur in a group of two groups. For the new row, click the Group check-box. If the
main group has no sub-groups, use this new row to provide a more detailed title or description for the main
group, if it does have sub-groups, use this row to detail the first sub-group. Click [Save].

Use the following instructions to help you add user defined fields to the created group.

If this group, including its fields, requires a visibility condition to control when it is available, refer to the Add
Visibility Conditions step.

Add User Defined Fields

Use-Defined Fields List B

x| Search —_—
Match @ All(Z) Any

Code

Description h

JC_HCSSMO HCS5/Group Number (HCSS)
HAZARD Hazardous Abatement
OMHH Heliport (5F)
OMHHOG Heliport - On-grade (#)
OMHHRT Heliport - Roof Top (#)
IP_FBHPFC High Perform Floor Coatings
IP_CHPFC High Performance Floor Coatings
IP_FBHPS High Performance Slabs
E_HIGH High School
EMPHISTSEQ History Sequence
OMSTVHR Holding Rooms (#)
HOTEL_QLTY Hotel Quality
HOTEL_TYPE Hotel Type

—
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To add a user defined field, which was created using the Field Maintenance screen, select the row under which
you want the new row to appear, using the selection area framed by the red rectangle. Click [Insert Record].

For the new row, click the arrow % on User-Defined Field to bring up the above window to search for the
user defined field. Use the Search section to search for the field, by entering the field’s Code or Description
and pressing Enter. When the user defined field is found in the lower section, double-click it to select it and
close the pop-up window.

Enter the field’s label, as it will be displayed on the data sheet, in the Default Value field, and enter the order in
which the group is to appear in the Order field.

If this field requires a visibility condition to control when it is available, refer to the following Add Visibility
Conditions step.

Create Visibility Condition

The Data Sheet Maintenance screen is also used to create visibility conditions for groups or single fields. Note,
however, that the visibility condition for a group overrides the visibility conditions for the fields it contains.

Visibility conditions are based on the fields of an opportunity’s record. For instance, a data sheet’s group that
contains fields that are only relevant to opportunities which have their Market Sector field set to
“Educational” can have its visibility condition set so that the group will only appear for opportunities that
belong to that specific market sector.

To create a visibility condition, an alias for the opportunity’s field that is to be used in the visibility condition
must be declared using the Driving Fields screen. First though, the name of the opportunity field, as used

within the system, must be discovered using the Main Toolbar’s About option [ (detailed below).

Discover Field’s Name
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DPPDRTUI\IAITV Launch Standard Program .
Source: | EXISTING 4 | |Existing Relationship =
Build grocery store in Misty River for Spring of 2016. Around 45000 5q. feet.
Description:
Construction Value: * Potential Revenue: 994,000.00 Feet% | 255 FeeAmu 253470.00| Proposal Budget: 000 GBASF
* Current Sales Stage: | Prospect Qualification a| *Gopky | 100 | *Ger(Wk| 100 | *Closing(%):| 100 | GrossProfit 253470.00| Gross Profit %: 2550
Include As Target [ Red Team ReviewReq Red Team Date: [ Special Projects [ Top 100
* Services Start: | 24/Aug/2015 @ * Services End: | 18/ul/2016 Y * Duration Menths |11
Precon. Start: [E) Precon. End: [ Current Year Months 4
Construction Start: £ Construction End: 2y Next Year Months 7
* Closing Date: | 18/Juli2016 B Actual Closing Date: 2 Future Year Months 0
Ctrl Market Sector | ALL . * Market Sector: | Commercial x
Construction Type: a * Delivery Method: | Cost Plus .

Building Classification:

Sample of Opportunity screen.

To find out what an opportunity’s field name is, as used in the system, first open an opportunity record. In the
Opportunity screen, click the field for which you wish to know its system name (1st red arrow), and then click
the About option on the Main Toolbar (2nd red arrow). A little window titled “About” will pop up, as shown in
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the above screenshot. The field’s system name is given by the Field Name field in the About window,
encircled by the green oval. Using the mouse, highlight and copy this field.

Create Alias for Field

DATA SHEET MAINTENANCE

DRIVING FIELDS

vieww | W B Freeze % Detach 4= Insert Record @ Insert Multiple Records % Delete Record @, Worlkdlows |v i, Export &
OMOPPORTUNITY OmopvBuildingTypeDesc | & | Building Type Desc | MarketSector
OMOPPORTUNITY OmopvstageDesc Stage Desc SalesStage

Sample of Driving Fields screen used to create aliases for opportunity fields used in visibility conditions.

Now that the opportunity field’s system-name is known, using the previous step, an alias can be created for it.
Back in the Data Sheet Maintenance screen, click the [Driving Fields] button to open the Driving Fields screen,
as shown in the above screenshot. Click [Insert Record] to create a new entry for the alias. On the Field Name
field of the new row, paste the field’s system-name, or select it from the list. In the Alias field, enter a
descriptive alias for the field. For instance, as shown in the above screenshot, for an opportunity’s Market
Sector field with the system name OmopvBuildingTypeDesc, the alias MarketSector was created.

Create Visibility Condition

DATA SHEET MAINTENANCE Bsae bt @ @ A -0

SELECTION

Object Type | Opportunity UDF Tab [BIR oriving Ficics |
DATA SHEET FIELDS
View~ | Y I Freeze T Detach | [B Search 4= InsertRecord ] Insert Multiple Records  #5 Delete Record &, Workflows \v & Report Options ‘- B Export £ ECM Documents ‘- £ User Extensions

ﬁ -~ o “H o
ENVIRONMEN Environmental Testing 4
HAZARD Hazardous Abatement 5
H_ABESTOS Abestos 7
H_LEAD Lead ]
H_MOLD Mold E
H_PCB PCB - Polychlorinated biphenyl 10
VIBRATIONC Vibration Control
PROJECTSE Project Setting

I_ .l I| EDUCATION ATTRIBUTES I| 13|! MarketSector in (‘Education’) .
E_CHARTER Charter School
E_CHEM Chemistry
E_CLASS Classroom Component 17

When all of the opportunity fields that are going to be used in a visibility condition are set up with an alias, their
aliases can be used to create a visibility condition. Visibility conditions are added to a group or user defined
field in the Visibility Condition field.

In this case, as shown above, the alias MarketSector is used to create a visibility condition for the Education
Attributes group and its K-12 (Primary-Secondary) sub-group. Recall that the visibility condition of a group
overrides the visibility condition of its fields, so if the visibility condition of a group evaluates to false, the
group and all of its fields will not be visible in the data sheet. In this example, the alias is used to create
visibility conditions that limit the visibility of the Education Attributes group, and the K-12 (Primary-
Secondary) sub-group and its fields.
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The visibility condition used for the two groups, MarketSector in (‘Education’), states that the groups can
only appear when the opportunity field specified by the MarketSector alias is set as “Educational”. The
particular value to compare the alias against is found by looking at the list of values available for the field for
which the alias was created. In this case, the alias was created for an opportunity’s Market Sector field. To
see all of the particular values that can be compared against for this field, see the following step.

View Particular Values of Alias

OPPORTUNITY MANAGEMENT Table Mode Bee @ @ A -0
OPPORTUNITY MANAGEMENT
Market Sector List a
[Bl Search 4= InsertRecord ¥ Delete Record 4 Previous Record mp NextRecord @}, Workflows |~ ¢ Report Options o =
* Company: | CMIC Construction Inc. (2] Controlling Bf  Match @ AIlC) Any
Code
* Org/BP Name: | ABC Company Ltd. . Org/BP Add !
Description
* Opportunity Name: | Clear Springs High School - Spring 2017 Opportunity Code
values to compare against I —
i i i i it i p 9 —_—
! - !
COMMERCE Con cial -
. EDUCATION Education
m Morelnfo | Team | Detail | Allocation | Site Address | LifeCycle | Action | Competitors | RiskMi | racimmes Facilities & Other Related &
i ) . . . ) ) ) . INFRA Infrastructure
OPPORTUNITY MEDICAL Medical
Source: | EXISTING 4 | |Existing Relationship MDED Mixed Use Developments =
— NA NA - Not Applicable
Build new high school in Clear Springs, starting in the Spring of 2017. PUBLICFAC Puic Facilty like Liorary
Description: RESIDENT Residentia
RETALL Retail
SOFTWARE Software - Note NO ALL
Construction Value: Potential Revenue: Fee % 0| Fee Amr SPORTS Sports Facilites and Related
SUB-SECTOR Sub
# Current Sales Stage: | Prospect Qualification (& Go®):| 100 | Ger(wy Closi | 1ap Terminals&Distibution's. -
[C] Include AsTarger  [C] Red Team ReviewReq  Red Team Date: G | Ok Cancel |
* Services Start: | 09/)an/2017 @5 * Services End: |19/Feb/2018 @5 Duration Months 13
Precon. Start: [ Precon. End: By Current Year Months [
Construction Start: £ Construction End: £ Next Year Months [
Closing Date: [ Actual Closing Date: [ Future Year Months 13
Ctrl Market Sector | ALL [a ] Market Sector: kﬂucatlnnal (4]
Construction Type: . Delivery Method: | Cost Plus a
Building Classification: La |

When creating a visibility condition, the values for which to compare the alias against must be known. If
the alias was created for a field that uses a drop-down list, launch the Opportunity screen for any
opportunity. Next, as shown above, click the arrow on the drop-down list to bring up the little window
that lists all of the possible values for the list. The values under the Code field are used to compare
against, in the visibility condition.

For the visibility condition MarketSector in (‘Education’), the value the Market Sector field must be in
order for the visibility condition to evaluate to true is “Education”.

Syntax of Visibility Conditions
Part 1: Simple Visibility Conditions & IN, NOT IN Conditions

brackets contain list of values to compare against
alias created for

opportunity’ $ '}

oS S MarketSector in (Education’) o
1.

specifies that value must be in list  value as it appears in drop-lists,
contained by brackets surrounded by single quotes

In regards to a visibility condition’s syntax, the alias appears first, as shown in the above image, followed
by the IN condition. The IN condition specifies that the value of an opportunity’s field, represented by its
alias, must be a value in the list contained by the brackets. In the above example, only one entry appears
in the list. Each value in the list must be surrounded by single quotes. To complete the visibility
condition, a semicolon is used.
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To create a visibility condition that specifies that the condition can only evaluate to true if the alias’s value
is not in the list contained by the brackets, use the condition NOT IN, as shown in the following example:

MarketSector NOT IN (‘Education’);

To list a series of values to compare the alias against, use a comma to separate the list of entries contained
by the brackets, and recall that each entry must be surrounded by single quotes, as in the following
example:

MarketSector IN (‘Education’, ‘Facilities’, ‘Infra’);

Part 2: Composite Visibility Conditions

A composite visibility condition is composed of two or more simple visibility conditions that are joined by
conjunctions. The simple visibility conditions are connected using the conjunctions AND and OR,
creating composite visibility conditions. The symbolization for these conjunctions are as follows:

Conjunction Symbolization
AND &&
OR I

The following is an example of a composite visibility condition, comprised of two simple conditions that
are connected by the AND conjunction:

MarketSector IN (‘Education’, ‘Facilities’, ‘Infra’) && SalesStage NOT IN (‘Preliminary’);
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Appendix

Importing OM-JSP UDFs & Data into OM-ADF

Overview

This document describes how to import JSP User Defined Fields from the OM-JSP module into the OM-
ADF module.

The process consists of 2 parts:
1. Importing User Defined Fields

After this process the imported User Defined fields will appear in the ADF Program. No values
will be imported at this stage.

2. Importing data (actual values)

UDF data (field values) will be imported into the ADF program.

The above processes are run using SQL scripts, which are located in the Environment folder:
\uig\utilities\PM_JSP_UDF_to_ADF_UDF
Example: D:\CM\V10X\<Environment>\uig\utilities\PM_JSP_UDF_to ADF_UDF

Importing User Defined Fields

Run SQL PLUS and login as user UIG.
Run script clsf_to_udf.sql.

The script will require entering the parameter as described in Table 1 below.

> w b

Review the script output on the screen. The script output will also be available in clsf_to_udf.Ist file
for future reference.

Importing Data (UDF Values)
Run SQL PLUS and login as user UIG.

Run script clsf_to_udf_data_values.sql.

The script will require entering the parameter as described in Table 2 below.

> w0 poPE

Review the script output on the screen. The script output will also be available in
clsf_to_udf data_values.Ist file for future reference.
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Table 1 — Required Parameters for Importing UDFs
Parameter Description

ADF Program Name the UDFs should be imported to. Can be located

Destination Program Name using About popup in the ADF program.

Block (screen section) name in the ADF Program UDFs should be
imported to. Can be located using About popup in the ADF program.

User-Defined Fields Type Name from the Source PM JSP. Can be
located using program User-Defined Fields from File Maintenance menu
(Project Management application).

Destination Block Name

Source User-Defined Fields
Type Name

Field Name in the destination ADF Program that will be used as a
Enter Position Field Name reference to position new fields. This is required in order to place the
new fields into a desired location on the screen.

Enter Before/After Flag for Enter “A” (After) or “B” (Before) to place new fields After or Before the
Position Field “Position field” entered above.

Table 2 — Required Parameters for Importing Data into UDFs
Parameter Description

ADF Program Name the UDF data should be imported to. Can be located
using About popup in the ADF program.

Block Name in the ADF Program UDF data should be imported to. Can
be located using About popup in the ADF program.

User-Defined Fields Type Name from the Source PM JSP. Can be
located using program User-Defined Fields from File Maintenance menu
(Project Management application).

Destination Program Name
Destination Block Name

Source User-Defined Fields
Type Name

IMPORTANT NOTE

CMIiC recommends that this should be a one-time process. Once fields and values are imported into an
ADF Program, users have to use this ADF Program only to maintain UDF data.

Below is what will happen if you run the above processes more than once:
Process Expected Results if run more than once

If a User Defined field already exists in a destination ADF Program, it will be
ignored. If a User Defined field does not exist in a destination ADF Program,
it will be imported.

Importing User Defined
Fields

New values are be imported, and existing values are updated.
No values will be deleted: meaning if a JSP UDF value has been deleted
since the last import, the corresponding ADF UDF value will not be deleted.

Importing data (actual
values)

Example of Importing OM Opportunity User Defined Fields &

Data.
In this example, we import Opportunity User Defined fields from PM JSP to ADF Program

“Opportunities” in Opportunity Management. The fields will be imported to the General Tab after the last
field which is “Building Classification”.
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The Opportunity Program screen before UDF import:

OPPORTUNITY MANAGEMENT

QPPORTUNITY MANAGEMENT

Table Mode [ Exic
£, User Extension:
. Include In Forecast
Notes | Attachments | Review/Approval
0.00| GBASF

[Blsearch 4= Insert % Delet=  dm Previous wp Next O Workflows | & ReportOptions |~ [ Im & Attachments  [SNotes @) ECM Documents |~
CMiC Test Company Incorporated a
e: | Second emerprise .
* Opportunity Name: |Opportunity with bid job : [161543
[Eet——
MoreInfo | Team | Detail = Allocation | Site Address | LifeCycle | Action = Competitors | Risk Management | Accounting  Revenue
OPPORTUNITY
Sourc .
Description:
Constructio Potential Revenue: Fee % 0| Feeamu 0.00) Proposal Budger:
* Current Sales § Al Gome: | 100 | Gere
Include As Target Red Team ReviewReq  Red Team Date:
By
B
By
By
. Mark ;| 02-Manufacturing -

: gagag

Part 1: Import UDFs Using Script

0.00 Gross Profit %:

Months

onths

onths

onths

@@ A

~-Q

Market Sectors

1. Run SQL PLUS and login as UIG.

Microsoft Windows [Version 6.1.76811

Copyright <(c> 2808? Microsoft Corporation. All rights reserved.

C:\CMiC_patchsutilities\PM_JSP_UDF_to_RDF_UDF>sqlplus wig/ uigpass@database name
BQL*Plus: Release 11.2.8.1.8 Production on Mon Jan 16 18:42:54 2817

Copyright <c> 1982, 2818, Oracle. All rights reserved.

Connected to:
Oracle Database 11g Release 11.2.8.3.8 - 64bit Production
SQL>

2. Run clsf_to_udf.sql script:

Connected to:
Oracle Database 11g Release 11.2.8.3.8 — 64bhit Production

SOQL> start clsf_to_udf.sql_

3. The script description will appear. Press any key to continue:

Thiz sceipt will import JSP PM User Defined Fields into ADF User Defined Fields.
Only Fields {(Fields definitions? will be imported and added into the specified program screen

— no fields values will be imported hy this script.

Press any key to continue or press CTRL-C to cancel
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4. Enter required parameters (see below how to get the parameter values):

This script will import JSP PM User Defined Fields into ADF User Defined Fieldg
Only Fields «(Fields definitions)> will be imported and added into the specified

Press any key to continue or press GTRL-C to cancel

clsf_to _uwdf.sgl STARTED

Destination Program Name: OMOPFORTUNITIES

Destination Block Mame: OMOFPP

Source User-Defined Fields Type Mame: Opportunity

Position Field Mame: OmopvBuildingClassDesc

BeforesAfter Flag for Position Field <valid valuwes: B and A>: A

5. Listed 3 fields are imported:

Thizs script will import JEP PH User Defined Fieldz into ADF Uzer Defined Fields.
Only Fields {(Fields definitions?> will be imported and added into the specified p|

Press any key to continue or press CTRL-C to cancel

clsf_to_udf . =gl STARTED

Enter Destination Program Name: OMOPPORTUNITIES
Enter Destination Block Mame: OMOPP
Source User-Defined Fields Type Wame: Opportunity
Position Field Hame: OmopvBuildingClassDesc
BeforesfAifter Flag for Position Field <valid values: B and fA>: A

field: MS_CODE
field: AUDIT_DATE
field: BLDGEOM

Opportunities Program screen after Fields Import with imported UDFs:

OPPOI MANAGEMENT Table Mode -0

OPPORTUNITY MANAGEMENT

s wp Next O, Workflows |~

sany: | CMIC Test Company Incorporated

e: | Second enterprise . - Include In Forecast

e: | Opportunity with bid job

MorelInfo | Team | Detail | Allocation | Site Address | LifeCycle | Action | Competitors | Risk Management | Accounting | Revenue | Notes | Attachments | Review/Approval | Market Sectors

OPPORTUNITY

Sourc a
Description:
Construction Value: Potential Revenue: Fee % 0| FeeAm 0.00| Proposal Budget: 0.00| GBASF
* Current Sales Stage a| Gop 100 | Ger(sy Closing (3 o 0.00| Gross Profit %: 0.00
Include As Target Red Team Review Req Special Projects Top 100
[E:) [6Y Duration Months
[E2Y [y Current Ye.
[£:2 Construc & Next Ye.
& Actual Closing Date: 28 Future vear Manths
A Market Sector: | 02 - Manufacturing 4
a Delivery Method: | gagag 4
a
Audit Date [2:Y

Market Sector Code a

V10X Development Environment

Needs
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Part 2: Import Data

1. Run SQL PLUS and login as UIG.

Microsoft Windows [Version 6.1.76811
Copyright <{c> 2089 Microsoft Corporation. All rights reserved.

C:“\CMiC_patch~utilities\PM_JSP_UDF_to_ADF_UDF}sqlplus uig- uigpass@database name

BQL*Pluz: Release 11.2.8.1.8 Production on Mon Jan 16 18:42:54 2817
Copyright {c> 1982, 2818, Oracle. All rights reserved.

Connected to:

Oracle Databasze 11g Release 11.2.8.3.8 — 64bit Production

SQL> _

2. Run clsf_to_udf_data_values.sqgl script:

Connected to:
Oracle Database 11g Release 11.2.8.3.8 — 64hit Production

SQL> start clsf_to_udf_data_values.sgl

3. The script description will appear. Press any key to continue:

Thiz script will import data Cactuwal values? from JSP PM User Defined Fields into ADF User Defined Fields.
MOTE: the corresponding ADF User Defined Fields must already exist in the ADF program.

Press any key to continue or press CTRL-C to cancel

4. Enter required parameters (see below how to get the parameter values). The data will be imported.

Thiz script will import data Cactual values> from JSP PH User Defined Fields into ADF User Defined Fields.
MOTE: the corresponding ADF User Defined Fields must already exist in the ADF program.

Press any key to continue oy press CITRL-C to cancel

clsf_to_udf_data _values.sgl STARTED

Enter Destination Program Mame: OMOPFORTUNITIES

Enter Destination Block Name: OMOFP
Enter Source User-Defined Fields Type Wame: Opportunity

Records imported.

SQL> _
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Opportunities Program screen with imported data:

| PORTUNITY MANAGEMENT Table Mo Der @ @ A
OPPORTUNITY MANAGEMENT F
[Blsearch 3 Insert % Delete  4u Previous mp Next ) Workflows | v @ ReportOptions |+ [ Import ¢ Awachments [ Notes ) ECM Documents | = & User Bxtensions
* Company: | CMIC Test Company Incorporated [4] Controlling BP:
+0rg/BP Name: | Second enterprise . Org/BP Addr: a] [ Inciude In Forecast
* Opportunity Name: | Opportunity with bid job Opportunity Code : [161543
@ Morelnfo | Team | Detail | Allocation | SiteAddress | LifeCycle | Action | C i Risk Revenue | Notes | Awachments | Review/Approval | Market Sectors | Needs
OPPORTUNITY
Source: .
Description: E
| Construction Value: Potential Revenue: Feed 0| FeeAme 000| Proposal Budget: 0.00] GBASF
# Current Sales Stage: Al Gomy| 100 | Get(w Closing () | © Gross Profit 0.00| Gross Profic : 0.00
[ Include As Target ] Red Team Review Req  Red Team Date: O] spedial Projects [ Tep 100
Services Start [ Services End: [ Duration Months
Precon. Start [E:) Precon. End: [E:) Current Year Months
Construction Start: [:Y Construction End: [:Y Next Year Months
Closing Date: [£:2 Actual Closing Date: [£:2 Future Year Months
Crl Market Sector | ALL . Market Sector: | 02 - Manufacturing .
Construction Type: . Delivery Method: | gagag .
Building Classification: .
Suilding Geometry | Unknown]| L4
Audit Date |15Jan-2016 £
Market Sector Code | COMMERCIAL [a] |commercial

How to Get Parameters for Scripts

Part 1: Import UDFs Using Script

In order to get parameters “Destination Program Name”, “Destination Block Name”, “Position Field
Name” for the example above, run the destination ADF program (Opportunity Management =>
Opportunities) and get the parameter values as described on the screenshot:

Table Mo onment

OPPORTUNITY MANAGEMENT
[B Search 45 Insert 4 Delete  4u Previous mp Next O, Workfiows |~ ReportOptions |~ 3 Import ¢ Attachments [SNotes @ ECM Documents |+ g User Bxtensions
2. Press this button to call
* Company: | CMiC Test Company Incorporated a Controlling BP: " "
e =y — J the "About" popup.
* Org/BP Name: | Second enterprise [a] Org/BP Addr: [4] @ melude in Forecast
* Opportunity Name: |Opportunity with bid job Opportunity Code : [161543
About n
m MoreInfo | Team | Detail | Allocation | Site Address | LifeCycle | Acti Workspace Code |CMICSTANDARD Motes | Attachments = Review/Approval | Market Sectors | Needs
T Application Code oM
Program Name | OMOPPORTUNITIES Mf———tr— Destination Program Name:
Source: A
) Screen Name | Opportunity
Block Name | OMOPP <ffpmmmmmeeeeeeeeeepe— Destination Block Name
Description Table Name | DA.OM#0PP E
Field Name | O lassDesc <= - Position Field Name
Field Orase
Construction Value: Potential Revenue: Feet 9|36338423 GBASF
Column Name | OMOPY_BUILDING_CLASS_DESC
* Current Sales Stage: A Gofw) 10 Last Modified | 16-JAN-2017 10:54:30 -05:00 0.00 Gross Profit %: 0.00
[F] Include As Target  [C] Red Team Review Req  Red Team Da Program Pin Number |86
ryices Starn [ Custom Program Pin 2 Duration Months
Number
1. Place a cursor into the Position Field Cotom e S
(new fields will be placed After this field) o EEEE
( Editing Privileges | Insert Update Delete Next Year Months
Closing Date: Ac e | 1155 Future Year Months
Curl Market Sector | ALL . - .
— Launch Standard Program
Construction Type: A
Building Classification: o
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Part 2: Import Data

In order to get the value for parameter “Source User-Defined Fields Type Name”, open the User-Defined
Fields program from “Project Management” => “File Maintenance” menu and copy a corresponding Type
Name:

pasic]

Project Management Menu

Search|

B2 Project: test for contract forecast (TEST

) Communication Management
#{_) Document Management

#{_) Subcontractor Prequalification
) Estmate Wanagement

) Bid Management

#{_) Budget & Cost Management
=5 Stte Management

1) Daily Journal

{3 Punch List

{7 Field Work Directives

{_] Notices

1] Units Complete

{3 QC Inspection and Testing Plan
{_J CheckLists

[ New checkist

1] Reports

£ User-Defined Logs

{3 File Maintenance

({_] Local Tables

{1 BIM 360 Maintenance

{_] Menu Maintenance

{]) Enterprise PM

{3 SdMenu_Calendar_To_Outiook
{_] Project System Options.
[ Project Control

{3 Project Maintenance

{1 Activities

[] user-Defined Log Types
[ User-Defined Logs

{3 Log Buider

{ SdMenu_ACS_logs1

{_) Default Fiters.

[] Report Assignment

[ Prompt Maintenance

{1 User Defsults Maintenance
() Document Merge

() ReakTime Integration

£ Security

<[ i

m

User-Defined Fields B
T
Action tem ]
Addendum 2
Check List =]
Communication h=)
Employee Profile hi}
Forecast UDF Tab ]
HR Job Classification he
HR Posttions =
Issue A
Monthly Check List A
Notice s
OW Sales Budget h]
.
Opportunity UDF Tab hei)
Organization hsi)
Owner Change Order i)
Prequalification UDF Tab hsi| E
Project A
RFI 2
Subcontract h=)
Subcontract Change Order %)
Submital =
System Contact hsi)
Transmittal =
Weekly Check List |
Work ftem 2
Work Order 2
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