trafficLIVE

Scheduling creative business online

trafficLIVE

Scheduling creative business online

Traffic LIVE
User Guide V6.0

Published 25 May 2012

PLEASE NOTE : This guide is current to V4.0 after which documentation was
made more user visual and can be found on support.sohnar.com.

This guide has been revised as at 25 May 2012 to ensure removal of obsolete
content.

Sohnar Limited ¢ 1 Glenthorne Mews « Hammersmith ¢« London « W6 OLJ
_ Tel: +44 (0) 20 8600 7520 Fax: +44 (0) 20 8600 7528
gelmlell . trafficlive.co.uk enquiries@trafficlive.co.uk
-1-




traffic

Scheduling creative business online

TrAffIC LIVE ...ttt e e e et e e e e -1-
USEI GUIAE V.0 ..ottt e e e e e e e e e e e ee e -1-
Traffic — AN INTFOAUCTION........uii e -11-
SCIEEN OVEIVIEW. ...ttt -11 -
TOP B e -11 -
SBAICN -12 -
MOAUIES ...t -13-
TaD Bar oo -14 -
BOMOM Bar ... -15-
MOGUIES ... -16 -
MY TFAITIC et -16 -
L0701 | r= 1] £ PP -16 -
L@ LU0 ] (1RSSR -17 -
JODS -17 -
MaNAGE STUAIO ....coeeiiieiiiiiie e -17 -
=T 01 11T -18 -
o [ 11 o TP -18 -
Common Usability TREMES.........ovviiiii e e e -19-
Sizing and Ordering Grid Data ..........ccceuvuiiiiiiiieeeeeeeeii e -19-
[0 1 PP -19 -
GlOSSArY Of TEIMIS. ..t e et e e e e e eeenees -21-
[ (0= o -21 -
L LU0 ] (PSPPI -21-
JOD -21-
) £= T [T PPN TUPPPTTR -21-
TASK e -22 -
Y[ [ Y= 1 [0 o PSPPSR -22 -
a1 (T V7= | PP PPPPPPPPPPP -22 -
Getting Started — Technical Specifications ............cooevviiiiiiiiiieiiei, -23-
Getting AdODE Al e e -24 -
Downloading the ApplICatiON.........coiiiiiiii e -25-
Setting uUp YOUr MAaChINg .......coooieeiiee e e e e - 27 -
Installing a PDF Printer ...........cccciviiiineneeee. Error! Bookmark not defined.
Turning off Browser Generated Headers / Footers & Printing Colours.. - 27 -
INternNet CONNECHIVILY .....coeviiiiiiie et -30 -
EITOr MESSAQES. .. ittt -32-
B 0TS e e -32-
= o PP PPPPPPP -32-
(oo [ [T o N | o PP PPUPPPPTRTRRN -35 -
Y I = U oSSR - 37 -
MY CAlENAA ....eiiiiee e -39 -
SCIEEN OVEIVIEW ...ttt e ettt e e e e e e et e e e e e e e eeeeaan s - 39 -
[ P2 T 0] 0}V 2 - 1 T -43 -
Yo (o110 To T I 01 TP -45 -
Starting JOD TIMEIS ... e e -46 -
Changing TiMe ENTHES .......couuiiiiieeeeeeeee e e - 47 -
(D=1 =3 1] oo TR N1 U= -48 -

enguiries @trafficlive.co.uk

_2-




traffic

Scheduling creative business online

Moving Scheduled WOrK ... -49 -
17101 0o YAV o ] -50 -
(€T (o 18] o] [ Te 1 © ] o FU SRR -52 -
(€7 (o 18] o] 1T X i -52 -
MOVING INTEIVAIS ... -53 -
SPIIttING INEIVAIS ....eei e -53 -
Putting it all back together again! ... -54 -
What have | dONE7? ...t -54 -
Booking Holidays and MeetingsS .........ccooueeiiiiiiiiiiiiiiiee e -55-
Editing BOOKINGS....cciieeiiiiiiie ettt e e e e e e e e e e e eaan e e e e e e - 56 -
Viewing others Calendars ... -57 -
Syncing my calendar with other calendar packages...........ccccceeeeeevvvennnnns - 58 -
SUPPOIrted PACKAgES .......coveiiiiiiiiiee et -59 -
OULIOOK 2011 ON MAC ... - 61 -
Features / Limitations in Sync — Traffic / Google...........cccouvviiiiiinnnnnn. -61 -
Setting up Calendar SYNC.........coieiiieiiiiieie e - 64 -
How 1ong Will SYNC take?......coooiiii e - 67 -
Support for Google Calendar SYNC...........ccceeiiieiiiiieiiiiiiie e - 67 -
(€70 o]0 | (=Y o] o1 TSP - 68 -
Changing Google Calendars ...........ccovvvviuiiiiiii e - 68 -
AdAING EXPENSES ... - 69 -
Babble ™ -71-
Accessing Babble...........oue -71-
BaDDBIE ... -72 -
Notification to Interested PartiesS..........ccoooveeiiiiiiiiiiiii e -73 -
NOTFICAIONS ... -74 -
HOW are You NOUFIEA? .......oiiiieiiiee e -74 -
Who is notified Of What? ... -76 -
StONNG DOCUMENLS ...ttt e e e e e eeenees -77 -
Storing / Retrieving DOCUMENLS........cccvvviiiiiiee e -77 -
File ACCESS PEIMISSIONS ....coiiiiiiiiiiiiiiie et -79 -
RV =] €510 0 PP -79 -
SAVING DOCUMENTS ...t - 80 -
Adding Workflow — To DO’S — t0 dOCUMENTS........cuviiieeieeeereeeiiiiiie e, -82 -
FINAING YOUT FIES .. -82 -
StOrNNG DOCUMENTS .. .. e e e e e e e - 83 -
Terms Of USe......uuiiiiiiiiiiiiiiiiiie e Error! Bookmark not defined.
D211 (o] o PSPPI -84 -
ENd Of AQre@MENT ...t -84 -
FINAING YOUT FIlES .o -84 -
T O DO'S e -87 -
Changing the TO DO VIEW .......uuuiiiiiceceeeeie e - 88 -
Editing / Deleting To Do’s / Seeing More Detail............ccoovveiiiiiiiinnnnnnn. - 88 -
Linking t0 the TO DO IEM ... - 88 -
Marking a TO DO @S COMPIELE..........uuuuiiiiiie e -90 -
AdAING @ TO DO .. -90 -
MY QUOTES ...ttt et e e et e e et n e e et e e e e e e b e e ean s -91-
ViIeWwing YOUI QUOTES......uuuuiiiie ettt -91-
Filtering YOUr QUOTES ......uuuiiie e et e et e e e e e e e e e -92 -

enguiries @trafficlive.co.uk

-3-




traffic

Scheduling creative business online

EXPOrting QUOLE Dat@l........ooveieiiiiiiiiiiiie e -93-
1YY T o1 -94 -
VIEWING YOUF JODS.....coooiie e -94 -
Filtering YOUr JODS .....coviiiiiie e -95 -
MY TIMESNEETS. ... -97 -
Viewing Your TIMEShEELS........ccovvieieiiiee et -97 -
MY SEEINGS ettt e e e e e e e et e e -99 -
Entering my Google Details in Traffic LIVE .........cccooooeiiiiiiiiiiiieeeeee - 100 -
Correspondence SIGNATUIE .........ooei i eieieeiiiiiie e e e e eeeeeees -101 -
L7032 1] £ PRSPPI - 102 -
(Of0]9 v Tod B 1Y/ o 1= ST TUPPPPTT - 102 -
L4 {1 o | -103 -
SUPPIET e e eeaane - 103 -
L1 = -103 -
Filtering the Company VIBW .........ccooiiuiiiiiiiiieeeeeieiiie e - 105 -
AddiNg @ COMPANY ....cceeeieeeieiiie e e e e e e e e e - 105 -
Editing @ COMPANY.....coiiiiiiiiii e - 106 -
Yo Lo [ g To Yo [0 £ 1T = P - 107 -
AddiNg EMPIOYEES ... - 108 -
Your Relationship with clients / suppliers..........ccccvvevviiiiiiii e, - 109 -
L0411 0| PSP PPRSRPPPTRPTTN - 110 -
YU o] o] = RPN - 110 -
L@ 11 01T PP TRRRPPPUPPTTN -111 -
(@ o T O o - o SRS - 111 -
CONtACT SNEET.......eiieiiie e -112 -
Contact Records - Recording Client Communication .......................... -114 -
Adding Correspondence .........ccooeeeeeeeevevvinnnnnnn. Error! Bookmark not defined.
Features.....i Error! Bookmark not defined.
Adding Correspondence ........cccooeeeeeveeeiiiinnnnnnn. Error! Bookmark not defined.
EMail Out.....cooooiiiii, Error! Bookmark not defined.
Sending Mall.........cccoooiiiiiiiiii Error! Bookmark not defined.
Adding and viewing Conversation Threads...... Error! Bookmark not defined.
Toadd athread...........coeevvviiiiiiiiiiieeeeeeei, Error! Bookmark not defined.
Toviewathread...........ccooo, Error! Bookmark not defined.
AddiNg @ TOO ..cvveiiiiieeieieeeii e Error! Bookmark not defined.
L T 0] (= - 115 -
Add / Edit QUOLES......e i - 116 -
The Left HaNd Tree ..o, -117 -
Header Panel ... -118 -
D] b= VS T == o -119 -
PIOJECES .. -120 -
VL= [ To = T H o ] (= -121 -
Editing @ QUOTE.......ccoiiiiiiiei e -121 -
AddINg @ QUOLE ... e -122 -
Quoting IN FOreign CUIMENCY .....uuieieeeeeeeeeeiiiiiee e e e e e e eeeeeeiine e e e e e e eeeeannns - 126 -
Adding Items t0 YOUr QUOLE.......cceeiiiiiiiii e - 127 -
StAQGE “RUIES ..o a e -128 -
Moving Stages / Task In / Out of Stages..........cuueeviiiiiiiiieiiiiiiiii e, - 129 -
Removing Items from your QUOLE..........ccceevvieviiiiiiie e -134 -

enguiries @trafficlive.co.uk

-4 -




traffic

Scheduling creative business online

Adding Tax to YOUIr QUOLE ........cceeiiiiiiiiiie et -134 -
SAVING @ QUOTE.....uuuiiie e eeee e e e e e e e e e e e e e e e eee e s e e e e e aeeeennnes -134 -
QuUOtE NUMDBEIING ..eveii e -134 -
AMeNnding @ QUOLE ......ovviiiiii e e e - 135 -
Deleting @ QUOLE .....oeeeiiiiiie et -135-
Creating a job from @ qUOLE.........ccooiieeiiiieece e - 135 -
COoPYING @ QUOLE ....uuiiiieeeieieeeiiee e e ettt e e e e e eeeeeees - 136 -
Creating Quotes from Templates ...........cevvviiiiieieeieeeece e - 136 -
Creating Template LIDraries .......ccooooeeiiiieiiiiiiiiee e - 137 -
Creating a client qUOLALION...........ccoeiieeiiiieeiiiiee e e e e e - 139 -
The QUOTALION. .....ceuii e e eeaaaaas - 139 -
Emailing the QUOLE..........iiii i - 144 -
ManNage QUOLES ... it e et e e et e e e e et e e e e ernaeaaeees - 145 -
ViIieWing YOUI QUOTES......uuuieieeeeeeieeiiie s e e e e ettt e e e e e e e e eeaaanna e e e e e e e - 145 -
Filtering YOUr QUOLES ......uuiiiie et - 146 -
JODS - 148 -
Add TEItJOD oo - 149 -
The Left HaNd Tree ..o, - 150 -
Header Panel ... - 151 -
D17 0] £ VA T == o - 152 -
P IO TS . -152 -
RV =Y o = T Lo ] o P - 153 -
EdItiNg @ JOD ..o -154 -
AdAING @ JOD .. ————— - 154 -
An Explanation of fleldS...........ooooieiiiiii - 155 -
THe JODS VIBW ... - 159 -
OVEBIVIBW ..ttt ettt e e e e e e e e e e et ittt e e e e e eaaeeeannes - 160 -
FInancial ANAlYSIS.........uuuuiiiiie e - 164 -
Adding ItemsS t0 YOUTr JOD ...ouvieeiiiie e - 165 -
Adding Stages and TaskS .......cccovveiiiiiiiii e - 166 -
Toenter a Task iNt0 @ STAgE .......cooviieiiiiiiie e - 167 -
TN - 168 -
PUICNASES ... - 175 -
Purchasing in another currency.................... Error! Bookmark not defined.
Issuing a Purchase Order............ccccoeeeevennnnn. Error! Bookmark not defined.
EXPEINSES ..o - 178 -
Removing Items from your JOD ... -179 -
Re-ordering your JOD ITE€MS ........cooiiiiiiiie e -179 -
SAVING @ JOD .. -179 -
B To] o N[0T g o= ¢ T T - 180 -
AMENAING @ JOD it - 180 -
Retrospectively Adding a Quote to a Job............ooviiiiiiiiiiii - 180 -
Deleting @ JOD ... -181 -
Creating Jobs from Templates........coooii i -181 -
Creating Template LiDraries .......cccooeeeeevveeeiiiiiiee e e e e e e -182 -
JOb RePOrtS / OULPULS ....coeeeiiiiiie et - 185 -
Explanation of Fields............oiiiiiiiiice e - 188 -
INVOICING PrOCESS ... .ot -192 -
Preparing the job for billing .........coovveeriiii e - 193 -

enguiries @trafficlive.co.uk

-5-




traffic

Scheduling creative business online

Preparing a bill using descriptions other than those found in the Job line- 196 -

Preparing an invoice for Printing ..........ccooeee e - 196 -
Producing a draft INVOICE ...........cooiiiiiiiiiii e -197 -
[SSUING AN INVOICE ... e e e e e e e e e e e e e e s - 199 -
Deleting INVOICES .....ccoeiiiiieee et - 200 -
Billing @ job in FOreign CUITENCY .......uuvueiiiee e - 200 -
ISSUING &N INVOICE IN CUIMTENCY ...oeeiiiiiiiiiiee et -202 -
ISSUING @ Credit NOTE .....cooeeeeiiiie e e e e - 203 -
“The Numbers” post issue of a invoice / credit note...............ccccceeeeevennnnn. - 203 -
2] T o ST = LU 1 - 204 -
Viewing Issued Invoices and reprinting..........ooooeeevveeeeeeiinnneeeeeeeeeiiiinnn -204 -
Billing and Profit — Important NOte............ccovvvvviiiiiiie e - 205 -
EXPOrting INVOICES......coiiiiiiiiiiee e - 207 -
Setting up Traffic LIVE to work with Sage.........cccoeoeeevviiiiiiiiii e, -210 -
HOW DOES It WOIK?...ceeeieiieee e -210 -
Three steps to Sage Integration ............ccceeeeieeiiiieiiicie e, -210 -
Tools you need for the JOD ... -210 -
Before YOU Start..........ovviiiiii e -211 -
Setting Up IMPOIt PIUS ..o -212 -
Setting up Traffic LIVE .....ooooeeee e -218 -
Iz NG 1Y/ 1 TSP -218 -
NOMINAI COUBS.....uiiiiiiiiiiiiiiii ettt eeeeeeeees - 220 -
CHENE COUES.....ceeieiiiiee et e e e e e eeeeees - 220 -
L= 1 Lo -221 -
What can go WIONQG?.......uuiiiiieeeieieiiiie et -222 -
QUICKDOOKS ...t e e -223 -
JOD Schedule ... - 224 -
The Scheduling VIEW...........uiiii e - 225 -
SeleCtiNng @ JOD......uueii e - 228 -
Scheduling Bars EXplained .........ccccoooiiiiiiiiiiiiiiie e - 228 -
SCheduling TasKS ......oii e - 229 -
ApPlying People t0 TAaSKS.......cccvviieiiiiie e - 232 -
Staff Availability / BOOKINGS .....uuuuiiiiiiieiiieeiiiici et -234 -
Applying People t0 TaSKS (2)......ccuuuuriiiiiieeeeieeeeiiie e - 235 -
Recurring SCheduling ... - 237 -
Seeing who is allocated to a task, and when they are working ........... - 240 -
Moving a persons alloCation..............covieieiiiiiiiiiiii e -241 -
Moving Individual time INtervals..........ccccoeeviieeeiiiiiee e -241 -
Deleting alloCatiONS ..........coiiiiiiiiiiiii e -241 -
Pending / Approved STatUS.............uuueiiiiiee e e e - 242 -
Setting DePENUENCIES ......cooveiiiiiiie et a e eeeeees - 244 -
Dependencies and automatically moving dependant items................. - 245 -
Shifting the Schedule ... - 246 -
Moving Groups and AllOCALIONS..........ciiiie i - 247 -
Some thoughts on Shift Schedule ..............ccoeoiiiiiiiie e, - 248 -
DO NOW e - 249 -
Client Facing Gantt Chart / Schedule..........ccccoooiiiiiiiiiiiiiii e, - 250 -
SAMPIE OULIPUL ..o e e e e eeeeees -251 -
1Y Vg =T L= 18 o | o USSP - 252 -

enguiries @trafficlive.co.uk

-6-




traffic

Scheduling creative business online

TASK PrOQIESS ...ttt e e e e s -252 -
B [0] o 0 o (0T [ £ - 252 -
Staff SChEAUIET ... - 252 -
STUAIO OVEIVIEW ... - 252 -
SEAMT OVEIVIEW ... e eeeeees - 252 -
TIMESNEELS ... - 253 -
PUICNASING e - 253 -
DOCUMENT STOTE ... e - 253 -
TASK PrOQIESS.. ettt a e e ra s - 254 -
B [o] o I o f0 o | £SO - 255 -
Staff SCNEAUIET ... - 258 -
SCIrEEN LAYOUL ....uiiiiiiiieie et e e e ean s - 258 -
Getling STAMEd .....eveiiie e - 261 -
MOVING WOTK ...t e e e e - 264 -
Moving work between schedules.............oooiiiiiiiii e - 269 -
Removing work from the Schedule............ccoovvviiiii e, - 270 -
Scheduling Unscheduled Work ... - 270 -
Pending / Approved STatUS............uuueiiiieeeececeeiee e -271 -
APPIOVE VIBW ...ttt e e e e et e e -273 -
Making Tentative Bookings / Holidays and similar ..............ccccceeeee. - 274 -
Editing BOOKINGS.....ceeiiiiiiiiie ettt - 275 -
STUAIO OVEIVIEW ...ttt - 276 -
Fltering the VIEW ... - 277 -
Changing the VIEW..........cooviiiiee e e e - 278 -
SEAMT OVEIVIEW. ...ttt e e e e eeaeee - 279 -
Changing the VIEW..........cooiiiiiie e - 280 -
TIMESNEELS ... - 282 -
ViIiewing TIMESNEELS .......vuiiiii e - 282 -
SIGNING OFf TIME .o - 283 -
e q 0o Ao ) I =T - 284 -
Why have Search by Unique ID? ..o - 285 -
Information DISPlayed........ccooeeiiiieeiicie e - 286 -
EXPOITS e - 288 -
PUICNASES ... - 290 -
DOCUMENT STOTE ...t e et e e e e e e e aeees -291 -
Searching for fileS.... oo -291 -
Fltering the VIBW ... -292 -
Volume of documMEeNtS StOred...........cevvvviiiiiiiiiiiiiiiiiiiiiiieieeeeeeeeeeeeeeeeeee -292 -
How much storage Can | USE? .........uuuiiiiiiiiiiieeiiie e - 293 -
How much storage Will | USE?.........uvviiiii e - 293 -
1Ll 1= To To |1 o TP - 293 -
Opening / Downloading / Deleting Files ........ccccooeeviiviiiiiiiiie e, - 293 -
REPOMING ..t e e et e e e e e eeeaees - 295 -
Getling STAre......ceeeiiiiiie e eaaee - 297 -
Attributes, Measures and Chart TYPES.......cccovvveeeiiiieeiiiiiiiie e - 299 -
AIDULES .. - 299 -
IMBASUIES ... ee ettt e e e e e e e e e e e e e e enn s - 300 -
AN TS 1] o [PPSR -301 -
(O 11153 (=] 41 o SRR - 301 -

enguiries @trafficlive.co.uk

_7-




traffic

Scheduling creative business online

SAVING REPOIS ...ttt e e e e eeeaeees - 302 -
Recalling @ Saved rePOIt........ccovviviiiiiiiiei e - 302 -
What Can | FEPOI ON? ... -304 -
Will you create reports fOr Me?2.........uceieii e - 304 -
Accessing the underlying data...........cooouuiiiiiiniiiiiiie e -304 -
o 1111 o T - 305 -
(O F= T B Y/ o1 PSP RUURPPPPPPPPIN - 306 -
JODb Time and MONEBY .......couiiiiie et - 306 -
Time and Scheduled Work with Financials.............ccccoooiiiiiiiiiiiiiiennn. -313-
(@ 1] (=3 = LT o L] 1 11 T PRSPPI - 318 -
Employee UtIlISAtION.........coiiiiiiiiieiiii e -321 -
D= 1] 0] L= - 323 -
o [ 011 o PP TPPP - 326 -
Company ManagemMEeNT .........ccuuuiiiiiieei e - 327 -
USEr PEIMISSIONS ...oeiiiiiiiiiie ettt e e e e e - 327 -
IS Y= Vg =T =T 0 0= o | - 327 -
Charge Bands ..........ooiiiiiiiiieeiee e - 328 -
0] 0o ] ¢ SO PPTPPTTUPPTRRPIN - 328 -
TEMPIALES ... - 328 -
Company ManagemMENT...........viiuuieiiiee et - 329 -
Company Configuration..............eoeiiiei i - 329 -
Foreign CUurrenCy RAES ........ccovviiiiiiiiiie e - 334 -
Adding a Company MESSAQE ......ccuuuuuuiiiiieeeiiieiiiiiae e e -335-
The Traffic Hierarchy for EMpPIOYEEeS .......ccoovvieviiveiiiiiiiee e, - 335 -
AddINgG @ LOCALION. ......couiiiiiiiee e - 336 -
Adding @ DepPartMeENt ........coeee i e - 336 -
AAAING @ USET ..ot - 336 -
Recording the Skills of each Staff Member ............covvviviiiiiiiineee, - 338 -
SEAT GIOUPS ...t e e e e eeeaees - 338 -
Creating A User Account for an Employee...........cccovvvvvviiieieeeeeeveeennns - 339 -
USEr PeIMISSIONS.....coiiiieiiiiiiie ettt e e - 342 -
PermiSSiONS LISING v..vvvveeiieei e e e e e et e e e - 344 -
LISt MANAGEMENT ...ttt e e e - 347 -
Adding an itemM t0 @ lISt.......oeii e - 347 -
Edit an ltem in the LiSt......cooi e - 347 -
TRE LISIS ..o oo - 348 -
Charge BandsS........couuuiuiiiiiee e eaaae - 350 -
TIME /T FEE o - 351 -
Third Party / EXPENSES ....c.uuuuiiiiie et - 352 -
ClIieNt RALE CardS. ... ...uuuuuiiiiiiiiiiiiiiiiiiiiiiiiiiiiie bbb ennannenaanee - 353 -
Setting CUuStOM RALES .....cooiiiiiiie e - 353 -
Setting a custom rate card to a Client ..........cccceeeeeeeiiiiiiiiiiiie e, - 356 -
Setting / Over-riding a rate card in a Quote / JOb ..........cccccvvviiiiieninnnnn. - 357 -
IMPOIt OF DALA.....coiiieeeiiiie et e e e eeeeees - 359 -
Automated Creation of Imports from Sohnar and other systems............. - 361 -
IMPOIING DALA ... - 362 -
Importing Staff MembBDers...........oooori - 363 -
IMPOrting CoNtactS DAta ........cooeeeeiiiiiiiiiiiie e - 367 -
AdAreSS DAl8.....cccviiiiiiiiiiiiiiiiiiiiiiiiieeeee ettt - 369 -

enguiries @trafficlive.co.uk

-8-




traffic

Scheduling creative business online

EMPIOYEE DALA ... - 370 -
Importing Project, Job, Stage, Task, Purchase and Expense data......... - 371 -
PIOJBCT .. -372 -
JOD - 373 -
Stage (OPLONAL) ..eeeeiei e - 374 -
TASK e - 375 -
PUICNASE ... - 377 -
EXPEINSE ..o - 378 -
IMpPOrting QUOLE Dat@........cceuiiiiiiii e - 379 -
QUOLE DaAla....ceeieici e - 380 -
Quote Stage Data (OptioNal) .......ccooeieiiiiiiiiiiiie e - 382 -
QuUOtE ItEM DaAt@.....ceu i - 383 -
(070l (=157 oTo] gTo (=T o o =P TSPRPPPTPRTT - 385 -
JIC=T 001 1= U - 388 -
MakKing ChanQeS .......coooiiiiiiiiii e - 388 -
[ Tor= i o] o TP PPPPPPPPPPPP -390 -
IMBGES ..o -391 -
ROW COlOU ...ttt e e e e e e e e e e e eeeees - 391 -
The QUOTALION. .....ceiiii e eeaaaaas - 392 -
Creating CuStomM OULPULS .....uvvuiieeeeeeeeceeeiiiie e e e e e e e e e e - 393 -
The Structure of the Templates ..., -395 -
HTML - 395 -
(@ 10 T0) = 11 0] o [0SR - 396 -
TOPSECTION ..., - 396 -
PAGEHEADERSECTION ....ooiiiiiiiiiiiiiiiiieeieeeeeeeeeeeeeeeseeeeeeeeeeeeeeeeeeeeeeees - 397 -
PAGEFOOTERSECTION ....ooiiiiiiiiiiiiiiiiiiiiieeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeees - 397 -
ANNEXSECTION ...ooiiiiiiiiiiiiiiiieeieeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeees - 397 -
TABLESECTION ..ot - 398 -
TABLESUMMARYSECTION....ccoiiiiiiiie, - 398 -
PUIChase Order........coooiiiiiiii - 399 -
TOPSECTION ..., - 399 -
PAGEHEADERSECTION ....ooiiiiiiiiiiiiiiiiiiiiiiieeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeees - 399 -
PAGEFOOTERSECTION ....ooiiiiiiiiiiiiiiieiieeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeees - 399 -
ANNEXSECTION ...cotiiiiiiiiiiiiiiiiiiiiieeeeeee ettt eee e eeeeeeeeeeees - 400 -
TABLESECTION ..., - 400 -
INVOICE ... - 400 -
TOPSECTION ..., - 400 -
PAGEHEADERSECTION ....ooiiiiiiiiiiiiiiiiiiiiieeeeeeeeieeeeeeeeeeeeeeeeeeeeeeeeeeeees -401 -
PAGEFOOTERSECTION ....oiiiiiiiiiiiiiiiieieeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeees -401 -
ANNEXSECTION ...coiiiiiiiiiiiiiiiiiiiitiieeiee ettt eee e eee e e e e eeeeeeeeees -401 -
TABLESECTION (Including COAE).......cuuuuiiiiiieeiiiiiiiiiie e -402 -
TABLESUMMARYSECTION....ccoiiiiiiiii, -402 -
IMBIGES ettt r e e e - 403 -
PAgE BIrEaKS .....uuiiii i - 403 -
CUSTOM FONES....ee e e e -404 -
SUPPOIEA FONTS...uuiiiiiiii it eeeeeeeees - 405 -
PriNtING 10 PDF ...t - 406 -
Turning off Browser Generated Headers and Footers & Printing Colours - 406

enguiries @trafficlive.co.uk

-9-




traffic

Scheduling creative business online

OPEN AP . e - 409 -
Fees and Charges .........ouuuiiiii it e e e - 409 -
L= 1.0 T PP PTSUPPPRPPIN -410 -
ODbtaining API TOKENS ......iiie e e e a e e e e e e eaanee -411 -

Available SEIVICES ... -412 -

enquiries @trafficlive.co.uk

-10 -




Selalalels

traffic

Scheduling creative business online

This section explains the common screen elements of Traffic and

introduces the concept of Tab Based Browsing.

The Top bar of Traffic contains the ability to Search, and access to

modules for which your system administrator has granted permission.

This manual covers all available modules. If a module, or feature, is
disabled by your system administrator it will usually disappear. The
permissions framework allows many features to be controlled. In most
case these features will also disappear if they are not enabled, however
in certain circumstances the feature will appear and be disabled. This
approach is only used when removing the feature altogether is

considered likely to cause user confusion.

Tip :Permissions are loaded when you log in. If your system
administrator has changed your permissions you will need to log out

and log in again for them to take effect.
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[ Search.. ]

If you wish to locate a Job, Quote, Company or Employee simply

commence typing in the search box. Below the will appear all matching

items. The more you type the more filtered your search becomes.

The search looks for any text matching the search criteria. As such
“and” will return matches like “Brand”, “David and Goliath”, “Andy” and

SO on.

Given space constraints the search only returns up to 5 matching
entries in each category. If there are more than 5 (5+) will display after
the category and clicking the “view all” link will show all matching

entries.

Tip : The more you type into the search the less matching results you
will have. “J” would return hundreds of items, “John” less and “John

Smith” less still.

Once you see the item you require “click” on it and it will open in a new
tab, or if you prefer you can use the keyboard up/down arrows and

press enter.

enquiries @trafficlive.co.uk
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Modules

To access a module “click” on it in the title bar. The module will open in
a new tab.

Hovering over the module title will show the elements of that module.
This feature allows you to directly select the element required speeding
up navigation. You will only see features which you have permission to

view.

Tel: +44 (0) 20 8600 7520 Fax: +44 (0) 20 8600 7528
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my traffic © contacts manage studio +

The Tab bar enables you to navigate between selected modules. If you
wish to open a new module you can either “click” the relevant module

and open it. This will clear your current view. Alternatively you can click
on the “+” button to the right of the tab and open the required module in

a new tab.

If for example you are working on a Quote and a call comes in you can
open that clients CRM entry without needing to save or loose the Quote

you were working on.

_ﬂ‘*nm:msney Clu... |

. el i N
If a tab contains data that requires saving you are warned with a “*” in

the top left hand corner of the tab.

As soon as an item is selected in a view then the tab updates to show
the contents of the view — in the example above Job Number and
Name. If the name is too large for the tab then hovering your mouse

over the tab will show you full details.

Tip: Please consider that if you leave unsaved data in a tab and then
close the program you may loose data. Make a habit of saving data as

you leave a tab.

You may open as many tabs as the memory in your computer allows,
but please bear in mind the more active tabs you have open the more
system resources such as memory you will tie up. Make a habit of
closing tabs that are no longer required.

enquiries @trafficlive.co.uk
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The bottom bar is used to show system information such as logged in
user, system notifications, To Do’s - telling things you need to know
and access to useful things like help and support and grabbing a copy

of the screen.

enquiries @trafficlive.co.uk
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my traffic  contacts quotes jobs managestudio reporting admin help

Traffic is built from a number of modules. If a module is not shown on
your system it will have been disabled by your system administrator. If
you try to access a module you do not have (typically by linking from

another module) you will receive a notification message.

The MyTraffic module shows information specific to the logged in user.

Its functions include showing you your schedule, letting you “Babble”,
store and retrieve jobs based documents, allowing you to record time,
submit expenses and manage ToDos and Milestones. If you are
responsible for quoting and job management you can see details of the
quotes and jobs you are responsible for and rapidly access those
quotes / jobs in a single click. You can also see historic details of the

time you have logged and set personal preferences.

The Contacts module lets you find the Companies and people you do
business with. You can search, export, see Organisation charts
together with summaries of correspondence and statistics on jobs,
quotes and the overall value of your client relationship.

enguiries @trafficlive.co.uk
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The Quotes module allows you to generate client quotes, either from
scratch or using templates you can manage. Quotes comprise time
charges, purchases and if you wish on the job expenses such as colour

print outs and cabs.

You can produce client facing quote documentation in accordance with

your own company style in any currency.

Quotes turn into jobs ( or you can simply start a job without a quote).

You can manage your quotes and see the size of your sales pipeline.

The Jobs module allows you to set up and manage jobs. There is a
quick reference dashboard and if you wish you can drill down into the
financial details. Traffic lets you schedule the job, helping by suggesting
the most suitable available resource. Traffic scheduling takes into

account your working day, lunch breaks and so on.

You can bill jobs and send information to accounting packages and

produce client facing schedules.

The Manage Studio module contains a series of views that allow you to
manage deadlines, and ensure your team are fully occupied. Views
depict the information in various forms depending on if you are trying to

sort out tomorrow or plan 3 months ahead.

enquiries@trafficlive.co.uk
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The Reporting module allows you to visualise information like you have
never imagined. You can select the data you wish to see, manipulate
and filter it and it will be graphically displayed in real time. Once you are

done you can send the information to Excel for further analysis.

The Admin module allows System Administrators to manage users and

company settings.

Please note: Sohnar can access your Admin module on request.
Sohnar staff can log in as a user of your company, but only if you
authorise this access in admin. When our staff are in your system they
have no greater privileges than company System Administrators. The
only additional privilege available to Sohnar are to turn your company

off or the change your company name.

enquiries @trafficlive.co.uk
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Traffic has been designed to be simple and intuitive to use.

There are a number of common themes that make using the application

simpler.

Many areas of Traffic express data in a grid — just like Excel.
Grid components will usually allow :-

- Resizing the width of the grid by hovering over the gridline, click
and hold and drag.

this is useful if long words have truncated

- Clicking on the header bar will usually sort the grid

- most grids have the option of Exporting to CSV

Some grids cannot be resized or sorted. This is usually when the grid is
doing more than simply displaying data — for example it is showing
imagery.

Changes to the appearance of a grid are only retained for the duration

of your current browsing session. They are not retained as this may

give rise to date being unexpectedly filtered which could be misleading.

enquiries@trafficlive.co.uk
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Icons are used in Traffic if they improve the user experience.

The majority of features carry named buttons for ease of use.

The notes symbol can be clicked to open a notes window. If you enter

notes the icon turns green.

Refresh will refresh the content of the screen

enquiries @trafficlive.co.uk
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A project is a “container” that holds together related Quotes and Jobs.

All Quotes and Jobs must be within a Project

A quote is a list of tasks, purchases and expenses that enable you to
create a price and work plan. You can transition a Quote into a Job — or

simply start a job from scratch.

A job is a work plan comprising Stage, Tasks, Milestones, Purchases
and Expenses. The job drives the workflow in Traffic. Jobs are often
created from Quotes but you can create a job directly. Jobs are related
to Quotes but can have a totally different structure — what you sell to
your client is hence independent of the internal workflow to deliver what

you have sold.

A stage is an optional “container” that holds tasks together in logical groups
within a job.

enquiries @trafficlive.co.uk
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Tasks are things that you would like to be done. All tasks have hours
allocated to them and a charge out rate. You can choose to bill tasks
either by what should happen — the estimate — or what actually took
place.

You may ask one or more people to perform a task. You can allocate

them as many hours as you wish. This is called an allocation.

An allocation is made up of Intervals. For example an 8 hour allocation
could have 3 intervals , 9-12 on Monday, 2-5 on Tuesday and 3-5 on
Friday. You could allocate someone 8 hours but only schedule say 5
and schedule the rest later.

Intervals by default take account of weekends, start of working day,
end of working day, public holidays, company away days and lunch
times. You can over ride this feature and schedule people outside of

normal working hours if you wish.

We will revisit Intervals later in the guide. These give Traffic the power
to schedule work to anyone at any time to reflect real life workflows
rather than assuming that someone will spend 10 continual and
uninterrupted hours performing a task. It also allows you to schedule
additional resource against over running tasks and to move parts of

tasks to other people.

enquiries@trafficlive.co.uk
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Traffic is a cross platform application running on PC and MAC

operating systems.
Linux is not supported.

The technical specification given here are minimums _ for the system to
run. They are not recommended specifications. The recommended
specification for any given user can only be determined by
understanding the suite of programs that the system will be running and
guidance on this topic needs to be taken from your IT reseller. A
system used for internet browsing can have a lower specification than a

system running the entire Adobe Creative Suite.

Traffic runs on a platform called Air by Adobe. Air is a desktop version
of the Adobe Flash Player. Air allows Traffic to store the program and
some data locally meaning you do not have to wait for information

across the internet.

Air is packaged with the Adobe Creative Suite and as such there is a

good chance that it will already be on your computer.

The up to date technical specifications to Run Air 3.0 and Traffic can be
found here.

http://www.adobe.com/products/air/systemreqs/

Traffic is optimised for a 1280 by 800 screen resolution which ensures

best use of screen real estate for the vast majority of recently produced

enquiries@trafficlive.co.uk
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computer equipment. Resolutions below this will work but the user will
need to scroll. If you are displaying Traffic on an older “Plasma” type
screen please consider it may not support this resolution. For
schedulers we recommend a 23 inch screen or above as it will give
them an unrivalled scheduling view. The greater screen resolution

available the more screen real estate Traffic will use.

Please note that Air 3.0 / Traffic will not run on Windows 2000 or
Power PC Macs. Power PCs were discontinued by Apple progressively
between mid 2005 and mid 2006. Windows 2000 was discontinued in
October 2001 and all support for the product has now been withdrawn
by Microsoft.

If you do not have Air on you computer you will need to download and
install it. You will need appropriate permissions to install software on
your machine. If in doubt please ask your system administrator.

You can download Adobe Air here

http://get.adobe.com/air/

The download will take a few moments and Air will then self install.

enquiries@trafficlive.co.uk
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You will receive an email upon sign up that will give a link for

downloading Traffic.

Once downloaded your computer will recognise the files as an AIR
application. Run that application and it will self install and run. You will
then see the Log In screen. Please answer YES to any questions the
installer may ask. The application is digitally signed for your protection

and Sohnar Ltd will be shown as author.

Once installed the application will keep itself up to date. There are two
types of update, recommended and mandatory. You will need

administration privileges to install updates.

Recommended updates will be minor fixes and enhancements. We
recommend you update, but if time pressures dictate otherwise you can
delay. Mandatory updates occur when the way the application
communicates with the server has changed. These will mostly relate to

new features.

You may install the application on as many machines as you choose.
Your laptop, home computer and so on. On login the application will
pick up the most up to date information from the server and you can
continue working. You may only login from one machine, and two users
logged into one account will result in an error. Account sharing is not
permitted under the terms of the licence agreement. Certain settings
(for example your preferred directories for saving data) are stored on

your local machine.

enquiries@trafficlive.co.uk
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Tip :If you cannot login check you have an internet connection. If your
computer has internet access but Traffic does not you should try

restarting the machine in the first instance.

If other users can access the system but you cannot then a firewall
program or similar maybe blocking the connection. You will need to

consult your local IT support.

Tip : If you cannot login to Traffic Scheduled Maintenance maybe
taking place. Scheduled Maintenance will always be notified on the

Traffic welcome screen.

enquiries @trafficlive.co.uk
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If you print HTML ( as opposed to PDF) documents in Traffic LIVE you will need

to modify your browser print settings.

Depending on your browser settings, when you print you may find that things
such as the URL of the page you are looking at, the date and time etc. maybe

added to the PDF.

Additionally if your design includes coloured fonts or fill colours (table headers
for example) you will need to enable “Print Background Colours and Images” or

the browser will default to black fonts.

enquiries @trafficlive.co.uk
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These settings can simply be changed

- Firefox
o File/ Page Setup

o0 Select Margins / Headers and Footers

o Change all 6 options to “blank”

fWat i il N

5
Page Setup [ _EZ |

Format & Dptignsi Margins & Header/Footer |

Margins {millimetres)

L Top: 127
Left: : | Right:
127 1127
Bottom: 127

Headers & Footers

[ Tite v | [biank- ][R -
Left: Centre: Right:
IPage# of & v | [--b\ank_—— - ‘ lDateJ’Twme - ]

0 Select Format and options

o0 Check the Check the box “Print Background (colours and images)

Page Setup ]

Format & Options | Margins & Header/Footer

Format

) |Landscape

Scale: [100 % @ Shrink to fit Page Width
Options

[¥] Print Background (colours & images)

[ oK H Cancel
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Click the expanding panel to the right of the printer icon

Check the box “Print Background Colours and Images

- Explorer
0]
0 Select “Page Setup”
o Change all options to “Empty”
(0]
[ Page Setup ﬂ‘
Paper Cptions Margins {milli
Page Size Left: 1305
] i T Hoht: 1305
@) Portrait (2 Landscape Top: 1905
[ Print Backgmund Colors and Images Bottom' 1305
[¥] Enable Shiinko-Fit - =
Headers and Focters
Header: Footer:
[Te ~| [uAL -
e ) (B 5
[F‘age & of total pages 'J [Daiein short format ']

Change Forit |
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Traffic is “Software as a Service”. This means that all data is stored on
secure servers hosted by Sohnar — the company behind Traffic. To

access Traffic you must be connected to the internet.

Traffic will tolerate short internet outages, and the application “cashes”
(stores locally) some of your data so that you can navigate, search etc.
without delay. This makes the application tolerant of slow internet
connection, mobile dongles etc. The slower the connection however the

slower the recall of data from the server.

Traffic is in regular communication with the server to ensure you always
have up to date information showing on your screen. For example if

another user adds a job you will see it appear in your jobs list.

If the internet connection is interrupted this update process cannot
function. If Traffic has not been in contact with the server for 20 minutes
you will be disconnected for security reasons. Any unsaved data will be
lost. Please bear in mind that “hibernating” a laptop will result in your
session expiring and you will receive an error message if you then try

and use the system.

Traffic communicates over Port 80 and Port 443. These are standard
ports for HTTP and HTTPS traffic ( ie browsing normal and secure web

sites). It is almost inconceivable that these ports will be blocked.

Tip : Traffic LIVE runs multiple application servers. The application

server that you are allocated depends upon your “IP” address. Your IP
address is like you internet phone number. If your IP address changes
during your session then there is a good chance that you will be routed

enquiries@trafficlive.co.uk
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to another server that will not recognise you. Changing IP address
could be

(a) you have a dynamic IP address on your internet connection — if it
were to drop out and reconnect then if could change

(b) a mobile dongle dropping out and reconnecting could do the same
(c) if your company uses load balancing to route external traffic to
multiple ISPs. If this is the case they will need to add rules to ensure
that traffic routed to api.sohnar.com is no load balanced

(d) your laptop “hunts” wifi connections from different providers.

enquiries @trafficlive.co.uk
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There are two type of error messages Traffic can produce, Errors and

Alerts. In general Alerts can be “fixed” by user action, Errors cannot.

Errors are mostly caused by an unexpected event occurring in the code.
Depending on the nature of the error the application maybe forced to close.

An error has occurred, please tell us what happened so we can
investigate. ,

An error has occurred, please tell us what happened so we can
investigate. The application will now close.

A dialogue box will allow you to tell us what was happening when this
occurred and will send a screen shot of your Traffic LIVE view ( not your
entire) screen to Sohnar where a support ticket will be automatically raised
in your name.

Please make your details of what you were doing as descriptive as
possible to enable us to recreate and correct the issue.

We publish known issues on support.sohnar.com. A known issue is
something that a user following a “normal” path through the application
may come across with some regularity.

If you “follow” this forum you will be notified of any known issues.

Alerts are generally caused by user action or something external to the
Traffic LIVE system such as internet connection. Some alerts result in the
application closing. Alert messages are detailed below. Most are self
explanatory . A few have additional notes.

Your Traffic LIVE session has expired. You will need to log in again. The
most common cause of this error is hibernating your computer Unable to
contact the server, please check your internet connection and try again.

enquiries@trafficlive.co.uk
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You do not have permission to access this area. Talk to your
administrator nicely if you need access.

Unable to contact the server, please check your internet connection and
try again.

Your data was not sent correctly. Please retry.

Your account has been locked by too many failed logins, or by an
Administrator. Please contact your Administrator.

Your account is disabled, please contact your Administrator.
You have entered an invalid username / password. Please try again.

Since you loaded this page data has been modified by another user. Your
changes cannot be saved. Please refresh or reload the page and try
again.

If you are modifying the same job in several windows or other users are
modifying data you may see this error.

Sorry, this item cannot be deleted because it is connected to other items
that must be deleted first ( eg a job may have time on it). Please correct
and retry.

Items can only be deleted if they are not in use elsewhere. If a job has
tasks, tasks have time, tasks are scheduled and so on. In admin if a
chargeband is in use by a job etc.

E-Mail addresses must be unique and this email address is already in
use. Either arrange for the old username to be deleted or choose an
alternative email address. The server is unable to action this request.

The data just sent is of an unexpected format. Please review your input
and retry

We validate every input before sending it to the server. If we have made
a mistake, or you have entered something we did not envisage you will
see this error. Please review you input and seek to understand what has
happened. Special characters, letters in date fields etc?

The server cannot action your request. Reasons include (a) your machine
hibernating (b) your username used twice (c)a dropped internet
connection restored with a different IP address (d) insufficient
permissions.

enquiries@trafficlive.co.uk
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There is no account associated with the email address you provided.

This task is marked as complete. Time cannot be edited on a completed
task.

This time entry has been signed off and cannot be edited.
Cannot issue an Invoice with no line items!

There was a problem reading or writing from a file. Please make sure the
file is not in use

Are you importing or exporting to a file that is already open on your
computer?

enquiries @trafficlive.co.uk
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Log in...

Ermail addiess: |_i=-_ren'5,"55|:-h NALCET |

Fassword: | FrEEY |

E Sane iy details for next dme (rot recommended for }.P'LI'.?;L machires)

Exit Application Fargot your password? Legin

To log in Open the Application by clicking on the desktop Icon.

The username / password dialogue will show.

Enter your Username and Password and click LOGIN. Your username
is your email address and your password will either be a single use

password supplied by Traffic or your chosen password.

Passwords must be 8 characters or more and contain one capital, one

lowercase and one number.

As long as you have entered the correct password the system will log

you in.

On login you will see “Service Messages” from Sohnar. These will
advise of the status of the system, any known performance issues and

any planned system outages.

Please note if maintenance is scheduled, then at the allotted time all

users will be logged out. Unsaved data will be lost.

If you have forgotten your password follow the Forgotten Password link.

You will then be mailed a temporary password.

enquiries @trafficlive.co.uk
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If you have exceeded the number of password attempts or your
account has been suspended for any other reason please contact your
System Administrator who can reissue your password / unlock your
account. Sohnar support are unable to unlock accounts as we are

unable to confirm individual users identities.

Tip :The time taken to login will vary. Traffic holds a significant amount
of data locally to guarantee rapid performance. This data is

synchronised at login and then kept upto date during the day.

Tip :If system maintenance is scheduled you must ensure you save

your data and logout before system maintenance commences.

enquiries @trafficlive.co.uk
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My Traffic presents you with information centred on the currently

logged in user — you!

My Traffic comprises a number of elements. If you cannot see some of
these then your permissions will have been restricted by your system

administrator.

- My Calendar
o Shows your workflow and allows you to record time and
expenses, “babble” and retrieve / store documents.

- My Quotes
0 Shows quotes that you are responsible for, allowing you to

manage you client pipeline

- My Jobs

enquiries @trafficlive.co.uk
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o Shows jobs you are responsible for, allowing you to identify

progress / issues as they happen

- My TimeSheets

o Shows your historic times sheets

- My Settings
o Allows you to set things personal to you like your email
signature, calendar synchronisation options and where you

save files.

enquiries @trafficlive.co.uk
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My Calendar is at the heart of Traffic and lets you manage all of your
workflow in a simple easy to use graphical view. If you have
permissions you can also re-schedule your own work, within the

confines of work deadlines, “babble” and store / retrieve documents.

The My Calendar Screen is made up of two main areas

My Calendar

Allacated Tasks All Tasks Milestones (4) | Booked Time

# Client Task Logged Time | Days Pt Timer
Left |=
- A
yiig PR ozoctolon 44 (2 @ [T
B services
Bardvark
iz 2 ane task wasrowe 1 @ @
Dy Aardvark e azosofolon. 44 () @
;L services =
i Aardvark
; iy
} e . twonulld 0225 of 01:00 4 (& [ ]
Cole Project ™
159 Brothers Management il .
nos MR oo 0000010400 © (L
Aty HIRE L @
nzg o Artwark osa0efam0e 29 (o
Brothers s .
B

[#] Exclude firished wark
Task Information (]
Doc

& Babbl= Stop Record
Expense Store

The left hand panel allows you to see work allocated to you and to

interact with the right hand pane by dragging items onto your calendar.
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The bottom of the left panel expands to show additional information

about selected tasks.

You can close the left panel by clicking the “<” on the right hand side of
the bar. You can reopen it by clicking “>” on the left hand edge of the

screen.

You can resize the left panel by clicking and holding on its left hand
boundary. The panel has a maximum size beyond which it will not

expand to allow the calendar sufficient space.

At the bottom of the screen you can open expenses, “babble” and the
document store. This buttons are green when enabled and grey if not

available either due to your permissions settings or a valid selection

elsewhere not being made.
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430ho Task deadline; 30122 Task deadline: 30122011 Task deadline: 301122011
Cole -
N34y Artwerk 04300f2000 29 (2 . .
3pm b
= 3
[ Exclude finished work apm
. Client: Cole Brothers  Project: New Restaurant Openin, Job: Spring Brochure 2012 €
Task Information 0 4 neg o
o, | Bebbie ;:"E | Display Details Cancel Save

The main panel shows
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o work scheduled to you
o your time sheets

0 bookings such as meetings or tentative work allocations.

Double clicking on scheduled work will add a time entry.

You can view work schedule to you either graphically on the calendar

or as a list.
l}# ’ Client ‘ Task ‘ Logged Time | Days I|(ss ’ Timer
Aardvark Jeremy Rudge -
10:00 of 18:00 2 .
420 Services Task ° = .
ek Revise Brochure
in line wi 00:00 of 10:00 20 (L
131 Led in line with L .

findings.

Scheduled work is shown in Green on the Calendar. These entries can
be manipulated by the user subject to permissions. This is covered in

the section “Moving Scheduled Work”.
008N

#]20

Aardvark Services

Frint

Jeremy Rudge - Task

Task deadline: 21/01/201
3:00 hour entry

Double clicking scheduled work will create a time entry. This is covered

in more details in the section “Adding Time”

The Left Pane tab — Allocated Tasks — shows all tasks allocated to you.
The default order is “Days Left” so you will see the most due / overdue

task at the top of the list.
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The work shown on the list is all work allocated to you with an
“Accepted Status” * that has not been marked as complete and where

the job is in an active state ( eg not closed).

* Accepted Status. The system allows work to exist in an Accepted or Pending State. The pending state is
invisible to the end user and is used by schedulers to manipulate workflow, deal with clashes etc. without
the My Traffic calendars showing a series of unconfirmed entries. If you are expecting work to show and it

does not you may want to ask whoever schedules your work to check it is in an accepted state!

Hovering over a work item will display more information.
Clicking on any work item will select it and allow you to :-

o click INFO at the bottom of the screen to see more information

about the task.
o click “Add Expense” to add an expense
o click “Babble” to babble on a task

o click “Doc Store” to save and retrieve files relevant to the task /

job you are working on
o click “Record” to start a work timer. This button will change to
“Pause” once clicked allowing you to pause the timer. Clicking

on the timer itself will Stop the time and add a time entry.

If you click and hold you will be able to “Drag” the entry onto the

calendar, which will add a time entry.

Time entries are covered in more detail in the following section.

enguiries @trafficlive.co.uk
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All Allocated work has a status — we call this a Happy Rating ©

- Happy (yellow smiley face)
- Sad (red sad face)
- Complete ( green tick)

If once you look at a task and take into account the deadline date and
hours feel that the task cannot be accomplished, make click the face
and change it to Unhappy. The unhappy task will be flagged elsewhere
in Traffic so that it can be dealt with.

Once adjustments have been made and you feel the work can be

completed in time, click the face once again and change it back to
Happy.

Once work is complete change the face to Green. The task will remain
on your work list until the project owner agrees the work is complete, or
the job is closed, unless the “Exclude Finished Work” checkbox is

enabled which filters complete tasks from the view.
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[[] Exclude finished wark

0

Stop Pause

Sohnar Limited ¢ 1 Glenthorne Mews « Hammersmith ¢« London « W6 OLJ
Tel: +44 (0) 20 8600 7520 Fax: +44 (0) 20 8600 7528

www.trafficlive.co.uk

enquiries @trafficlive.co.uk

- 44 -



traffic

Scheduling creative business online

You must click SAVE for time entries to be logged i nto Traffic

All time entries show on the Calendar in Blue.

FO0AM FO0AM

#)20 #]20

Bardvar Aardvark Services

leremy Print

300 ho Jeremy Rudge - Task
Task deadline: 21/01/20
3:00 hour entry

There are four ways of adding time in Traffic.

o0 Double Clicking on a Scheduled (Green) Work calendar entry

This will create a time entry of the same duration as the scheduled
work item.

o “Dragging” a task form the “Allocated Task” tab onto the calendar

This will create an time entry equal to the default time duration -
30 minutes.

Selalalels

enquiries @trafficlive.co.uk
- 45 -




traffic

Scheduling creative business online

0 Using the timer

Timers can be set on any Allocated Task. You may have as many

timers running as your conscience allows!

0 Selecting a task form the “All Task” tab and dragging it onto the

calendar
This will create a default time entry as above.

You must click “Save” to save time entries to Traffic.

Timer

o Click on the red “Record” button on the right hand side of the
scheduled work item

0 Click “Record” at the bottom of the screen
The timer will start.

A timer can be paused by selecting the clicking on the scheduled work

item and clicking Pause at the bottom of the screen
Timers can be stopped by clicking on the timer

As soon as a timer is stopped a time entry of the appropriate length
(subject to the default minimum time entry) will be entered into the
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calendar with its end time as the current date / time.

Tip :If you are working at the weekend you will not see your time entries
unless you show the weekends by selecting “Today” or entering

“Month” view and double clicking on the weekend day concerned.

Time entries are entered with the default values detailed above.

You are free to move time entries unless they have been signed off.

Signed off entries turn grey.

You are unable to sign off your own time entries. Once signed off you
will be unable to move or edit an entry. If amendment is required then
you will need to ask someone with appropriate permissions to “un sign

off” the entry which will allow it to be edited once again.

To move a time entry simply place your mouse on it and click-and-hold.

You can then drag it anywhere you choose.

If you want to make an entry bigger or smaller, simply place your
mouse over the start or end of the entry, click-and-hold and stretch or

shrink as required.

The maximum length of a time entry is 23:59, and the minimum 5
minutes. Please note that entries shorter than 15 minutes will probably

show as no more than a blue smudge! To see detail you can either

o hover your mouse and you will see the entry detail or
0 Zoom the calendar in using the + / - buttons in the top left of the

calendar

enquiries@trafficlive.co.uk
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blart End: Billable: [+] | | Delete

When time is added / selected a blue information bar at the bottom of

the screen will confirm the start / end time (you can edit this if you
choose), allow you to mark time as Non-Billable and enter time sheet

comments.

You should agree internally how you use the “Non Billable” feature.
Jobs can be set up as “In House” and hence be non-billable by default.
Non-billable work would typically be things like re-works or perhaps

small favours for existing clients.

You must click “Save” to save time entry changes to Traffic.

To Delete a time entry click on it and either press “delete” on your
keyboard or the delete button in the bottom right hand side of the
screen. You cannot delete time that has been signed off. Deleting time

from a closed job will result in an error message.

You must click “Save” to save time entry deletions to Traffic.
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This feature can be enabled or disabled by your sys  tems

administrator
You must click “Save” to save schedule changesto T raffic

As a user you are able to manipulate your scheduled work to better

reflect reality and changing requirements.
You are free to move most work but

0 Yyou are unable to move any part of a task beyond its deadline
date

o If any part of a task has been moved beyond its deadline date by
a scheduler then the whole task will be highlighted with a red
ring and you will be unable to move it — it is already late so the
whole task comes under the control of the scheduler.

1:00F K

#]31

Brookmans Ltd

New Erochure fol lowing revised Erai

0 You are unable to move any part of a task to commence before
the end date of a task upon which it is dependant. The task will
be highlighted with a purple ring.

o If any part of a task breaches a dependency (most likely
following the intervention of a scheduler) it will be highlighted

with a Purple ring and you will be unable to move it.
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Work is moved by clicking on it, holding your mouse key down and

dragging the work to its new location.

There are a number of rules and modes that this can work in, ensuring

that the system is doing the work and not you!

At the top of the screen there is a mode button which can be toggled

between “Grouping On” and “Grouping Off”.

Tip : If you sync your calendar to Google, Outlook etc. and have it
showing allocated work, your work allocations will show in your
calendar. If you move them in your calendar they will move back the
next time you sync. Moving work is subject to complex rules that cannot

be replicated in a calendar program.

Before continuing a little bit of theory. Please bear with us for a moment
and read on. If you understand this concept detailed below you will get

so much more from the system!

Work Allocated to you in Traffic is constructed of a number of Intervals.
When the system schedules by default it allows for the start of day, the
end of day, lunch time, weekends, public holidays and company away

days.

As such a piece of work allocated to you for say a 10 hour piece of

work starting at 11am on a Monday — and assuming a 9 — 5 working
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day with an hour for lunch at noon would be allocated to you as follows

Monday 11am - 12 noon 1 Hour
Monday 1pm — 5pm 4 hours
Tuesday 9am — 12 noon 3 hours
Tuesday 1pm — 3pm 2 hours
10 Hours

We call each of these time chunks an interval. Intervals need not be
sequential, so you can have people working a few hours here and a

few hours there.

A set of intervals allocated to a person for a specific task is called an
Allocation.

Each task may have several people assigned to it, in which case it will

comprise multiple allocations.

The structure is hence as follows

Project
Job
Stage (optional)
Task
Allocation (a collection of intervals assigned to
someone)

Interval (a unit of time)

enquiries @trafficlive.co.uk
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Grouping On

If you move a piece of work in “Grouping On” mode you can only grab
and move the First or Last Interval. Dropping the piece of work in a new
location will then apply the same working hours rules as above and the
whole piece of work will be kept together as one continuous piece

automatically.

Tip : In Grouping on mode the whole task is moved and the rules on
working time are observed. You cannot move work outside of the

system defined working times.

Grouping Off

Turning Grouping Off allows you more direct control. In essence the

learner wheels are removed!
With Grouping Off you can

o Move Intervals independently of each other

o Move intervals into non-working time — lunch times and evenings
for example

o Split Intervals into small components to fit your day.

Tip: You can choose your personal default for grouping on / off in My

Settings.
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Select any item scheduled item and you can drag it anywhere you

choose. The other intervals will not move.

For example you could be staying late and hence move some

scheduled work from the following day into this evening.

Lets say you wanted to work your lunch hour. Locate an Interval. Click

on It.

At the bottom of the screen the “Split” button will be visible. Click it.

]

Split Allocation Interval 1

Split Allocation

current allocation size: 02:00

Split 1: Split 2:
i€
Cancel Splht | |

==
E

The split pane will appear. You can then split the Interval into two parts.
Select the size of the interval and click Split.

The Interval will split in two and you can then drag either part wherever

you choose.
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By splitting and moving work you can create your own masterpiece of
scheduling. If your masterpiece turns out to be a little wide of the mark
simply select “Grouping On”, drag the first Interval and the whole job

will be rebuilt in sequential order.

The ability to split and move is clever, however there is a risk
particularly if you make active use of this facility that you may loose

track of what is going on.
Help is at hand.
Select an Interval and click “Display Details”. The task window will

appear. Select the Display Allocation tab and you will see a list of all

the Job Intervals — hence showing you what is going on.

Task Information =
|
lohinfs | TackAlleeation
Task Allocations:
Allocation Duration Start

v [ Jeremy Rudge (7) |4
leremy Rudge 00:30 17701711 0%:00
leremy Rudge 02:30 17/01/11 05:30
leremy Rudge 04:00 170111 13:00
Jeremy Rudga 03:00 18/01/11 0%:00
Jeremy Rudge 04:00 18/01/11 13:00 g

Total: 18:00 T i
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By selecting and item and clicking “Display Allocation” Traffic will take

you to the appropriate scehdule entry.

Tip :If you get lost, either put Traffic into Grouping On Mode and

regroup, or click Display Details and see where each item is allocated.

Click on the Booked Time tab on the left pane.

[ ; Booked
Allocated Tasks All Tasks Milestones To Dos 5
Turne
e s Ieating |
Description: | Meeting to discuss increasing fees

Duration: Days ;ﬂ I+| Hours: :{mgg I+|

|:| editable by everyone

Dirag to Create New

- Select the reason for booking time. The list of available time
booking options is set by your System Administrator in Admin.
Typical reasons to book people out of the schedule would be

Holidays, meetings and similar.
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- Enter a description of the booking.
- Select the time in hours or days.

- Choose if this meeting is “editable by everyone”
» If this option is not selected then the appointment can

only be edited by the person who made it.

- Finally click on the “Drag to Create New” button and drop it into your

schedule.

Tip: Bookings that come in using calendar sync will have the default booking

type. If the default is “Dentist” this could lead to an odd calendar!

You can edit a booking in a number of ways.

o Moving the booking — just drag and drop
o Deleting the booking
o Click on it and either press delete on the keyboard or click
the delete button
o Changing the duration
o Click the end or start of the booking and stretch or shrink the

booking

Tip : You can only modify bookings that you created OR are marked as

“editable by everyone”.

If a scheduler puts an entry onto a schedule the Individual cannot edit
or delete it.
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mycalendar my quotes myjobs my timesheets my settings

Viewing Kyle Ward's Calendar My Calendar ':'fv_‘f“‘a'd IR~

You can view the calendars of others in the office by selecting them from
the drop down at the top of the calendar. The calendar header turns bright
green to make it clear that the calendar you are now looking at is not your

own.

You can see the other users calendar and make appointment bookings in
that calendar. You have no visibility of their timesheet.

Clicking “my calendar” will revert the view to your own calendar.

Tip: This feature is permission controlled, if you cannot see it, ask your

system administrator.
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NOTE : PLEASE BACKUP YOUR CALANDAR BEFORE SYNCING T O
TRAFFIC LIVE.

You can set Traffic LIVE to synchronise with your calendar package.

Traffic LIVE is on-line, so we sync with the online calendar provided by

Google. Google in turn allows you to sync to other calendars.

The authoritative source of which calendars Google supports can be found

here

http://www.google.com/support/calendar/bin/topic.py?topic=15305

The information below is reproduced for each of reference and is correct at

the time of writing — September 2011.

Google continually improve their products and it is likely that the range of

devices offering synchronisation with Google will grow with time.

Once set up the involvement of Google in the sync process is transparent
to the user.
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Currently, Google Calendar Sync is compatible with Microsoft Outlook
versions 2003, 2007, 2010 and operating systems Windows XP, Windows

Vista, and Windows 7.

Windows XP 64-bit Edition is not compatible with Google Calendar Sync at

this time

Apple iCal 3.x and up (on Mac OS X v10.5+)

Mozilla Sunbird 0.8+ and Lightning in Thunderbird support CalDAV sync
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The synchronisation of calendars between systems works well, however
each calendar program tends to work in a different manner and as such
tends to have limitations. These limitations in general do not impact
“normal” use but functions such as recurring appointments for example
tend to work very differently between systems and are subject to

limitations.

Please review Google

http://www.google.com/support/calendar/bin/topic.py?topic=15305

And follow the links to your chosen application to determine any limitations

as to the synchronisation ability.

You should also exercise caution if you are seeking to sync for example
Traffic, with Outlook and also an iPad. Keeping three devices in Sync
introduces more and more variables and runs the risk of unpredictable
results. Please be guided by the recommendations given by Google. If you
are attempting multiple way sync then please experiment with this first
using non critical data to ensure you are happy with the results. The
number of possible sync combinations including versions runs to several
hundred and whilst we have extensively tested the calendar sync feature,

we have not sought to test every possible calendar combination

We chose Google as our calendar sync intermediary as they offer more
calendar support and more sync reliably than anyone else.
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Outlook 2011 on Mac is NOT currently supported by Google or any other
sync package. The Outlook 2011 application was shipped without sync

support and this issue has generated a huge amount of adverse comment
on Outlook / Mac forums. We assume that over time Microsoft will build this
support into the product and hence Google will offer support, however we

have no more of an inside track on this issue than anyone else.

The Traffic LIVE “calendar” is more than a calendar as it contains both

workflow items, and more traditional appointments / meetings.

In a nutshell Traffic LIVE will

- publish scheduled work to Google ( ie one way)

- Synchronise appointments (ie 2 way)

You can optionally choose to sync only either meetings or scheduled work
if you wish - see setting up calendar sync below.

In Traffic LIVE the user may not be able to move workflow or certain
appointments. There is no way of enforcing these changes in Google, and
hence onto say Outlook. As such there are a series of behaviours that you

must be aware of when syncing with Google Calendar.

(Below we use the expression Google Calendar for simplicity, however

Google will then sync to your chosen package)
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Scheduled work in Traffic LIVE will be shown in your Google

Calendar. Google will allow you to move this scheduled work.

When this move is received by Traffic LIVE it will be rejected and

the Google entry returned to its prior state.

We cannot allow Google to move work as this process follows
complex rules in Traffic LIVE (deadlines, dependencies, lunch, end

of day) which cannot be replicated on Google.

An appointment added in Google will be entered into the Calendar
with the default booking type as set by your system administrator.

Scheduled work spanning more than one day is presented to the
user in Google as an all day event spanning x days. The Work

allocations in Traffic — for example a morning session of 9-12 and
an afternoon session of 1pm- 5pm are not shown individually, but

are annotated in the appointment notes

If a recurring event is created in Google & synced to Traffic, the
event will be non-editable in Traffic & will be flagged with a red

border and have a title of "Recurring Event".

Appointments in Traffic LIVE can be flagged “editable by
everyone”. Appointments not flagged in this way can only be

moved by the person who put the appointment into your diary.

If you move an appointment in Google that you do not have
authority to move in Traffic LIVE it will move back again when you

next sync.

A sync is performed covering a two month period (+- one month)
from the current date selected in the date-field at the top of My
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Calendar.

If the date-field has 01/08/2011 selected, the calendars will be
synced between 01/07/2011 - 01/09/2011
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First things first is that you need a Google Calendar.

If you already have an existing Google Calendar then you simply need to
enter the details of your Google account as per below and click “Sync” in
My Calendar.

Please bear in mind that ALL appointments’ in this calendar will be synced
to Traffic LIVE. Some of these maybe personal and you may not wish

them to be seen by your colleagues.

Your Google credentials are encrypted and Sohnar — the company behind

Traffic LIVE - have no access to your password.

Backup your calendar before synchronising.

You will need to set up a new Google account

https://www.google.com/accounts/NewAccount

This asked a few questions and then sends you an email link.

Click on this link and you will return to Google.

At the top of the screen on the menu bar click “MORE” and select calendar.
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Enter the details requested and you are done. This last step is important

as it sets up the Google Calendar!

From this point on you never need access your Google calendar ever
again if you choose not to, you will just need to enter your account details

in Traffic and follow the sync instructions given by Google.

[ mycalendar  myquotes my jobs mytimeshests iy sEtiigs
My Settings
Calendar Settings Correspondence Signati

E Group mode enabled on Calendars

Google login E Enakle Google Calendar Sync

Password | mygoogleaccount@gmail.com |

ey J
S5Lis used for all Google Calendar syncs
E Sync Allocations

IZ Sync Booked Time (two-way)

Mote: Traffic Live will syncwith your primary Google Calendar

1 [x)fe[a]u]

Select My Calendar and the My Settings sub tab.

You must enable Google calendar sync by checking the box and then enter
valid Google account settings. Your password is encrypted and cannot be

seen by Sohnar staff.

You can choose to synchronise either you work allocations, your booked

time or both by checking the boxes.

Once done click update.
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Please visit

http://www.google.com/support/calendar/bin/topic.py?topic=15305

(or search “Google Calendar Sync” should this link no longer work) and

follow the instructions provided by Google

Is it essential you read and observe any warnings, limitations
recommendations made by Google in setting up your
synchronisation and backup your calendar.

We recommend that you backup your calendar before setting up sync, so
that should the synchronisation have unexpected results your data has not

been damaged and can be restored.

You should exercise caution if you choose to ignore any warnings made by
Google. Google will have placed them there as certain circumstances may
give rise to unexpected results, even if things seem to work OK initially.
Calendar synchronisation may seem simple but is deeply complex.

Different calendars work in different ways.
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The time taken for the calendars to synchronise is a function of how many
items are trying to be synchronised and the speed of your internet

connection.

If the calendars have been synchronised before then only the changes are

dealt with, whereas all events needs to by synchronised upon first use.

A typical sync time would be 10-15 seconds to sync Traffic LIVE with
Google.

Your calendar application and Google will sync as frequently as they are
set up to do so. The Google instructions will tell you the default sync
frequency, and tell you how to change it.

Sohnar, the company behind Traffic, will support you in ensuring that
Traffic LIVE is successfully synchronising with the Google calendar. We
are unable to offer any guidance or support for the subsequent sync of the

Google calendar to other packages

We will always do our best to assist you using publicly available sources of

information.
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Google Apps is the paid for Google service. Traffic will sync with Google Apps
calendars, however you must make this calendar public ( which is not the

default option) for sync to work.

If you wish to sync with a different Google calendar, or your calendar sync is
giving unexpected results you can unsync the calandars.

To unsync on a PC click CTRL / SHIFT and the Sync button. On a Mac CMD /
SHIFT and the Sync button.

You will see a dialogue box seeking you to confirm and the calendars will then
unsync.

By unsync we mean that anything in Google will be left in Google and anything
in Traffic LIVE will be left in Traffic LIVE.

You should backup you calendar before using unsync.

We would generally recommend you contact Sohnar Sup port before using
this function as there should be no normal day to d ay reason to use it.
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Select a task from the Allocated Tasks List or All Tasks list
Click Add Expense at the bottom of the Left Panel.

The Add Expense dialogue will show

Add Expense

J20 Print

Date: | 19/01/201 Charge Band: | Taxi Cabs |v| Description: | Cah to client |v| B

Paid by: | EMPLOYEE |v | - | Jeremy Fudge |v| aty: |1 l%{ Prica: | £1?.23| Total: | £1?.23|

Details: Cab to clignt - Hammersmith te Farringdon

Close Save

EI=RI=15E R e | SO R e M= = 1

e o mES

You will need to complete the expense form
Date The date you incurred the expense

Charge Band All Expenses in Traffic are allocated a
Charge Band that classifies the expense
and also records the mark-up. Charge
bands are set by your System

Administrator in Admin

You should select the charge band that
most closely correlates to the expense

you are incurring.

Description If Traffic already holds estimated or
actual expenses for a job within the

Charge Band category selected they will
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show when you click on this drop down.

Simply select the relevant entry.

If for example you are recording Travel to
Scotland, you would select Travel and if
the person who set up the job and
already set a category of “Travel to
Scotland” this would show.

If the expense is not listed simply type
the detail in the box and a new category
will be created for it.

Paid By Expenses can be paid for in a number of

ways

No Purchase

0 Items such as colour print outs have
a cost but do not involve a specific
purchase

Invoiced

o0 The company is to be billed and
finance can expect an invoice

Credit Card

o On the company card

Employee

0 You have paid for something and will
be claiming it back

If you select employee you will need to

say which employee in the next box
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Qty How many

Price The price you paid. Traffic will handle the

mark up for you.
Total The total

Details Details of the expense

Babble lets you ... babble about stuff and collaborate with others working on

the same job or task.

You can go and look at Babble, add to Babble, or if you are connected with a

job be notified of Babble other people are Babbling about.

Traffic LIVE carries a trademark on the term Babble. For clarity in this guide

we do not continually use the TM symbol.

Babble is accessed by

- clicking the Babble buttons in
o My Traffic/ My Tasks
o My Traffic / All Tasks
o Jobs

- By clicking on a notification of Babble, see notifications

enquiries @trafficlive.co.uk
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Babble

Babble J26: Babble!

J26:Babble!  Viewall tasks

Jeremy Rudge
This is Babble on build!
Ad et

Jeremy Rudge
This is Babble on the job

Jeremy Rudge
Itis, and youdo goon

Babble is simple and intuitive to use and follows a method of working similar

to some social networking sites which your team will be familiar with.

You can select if you want to view / add Babble to the whole job, or one task

in particular.

You can start your own thread of comment, or comment and follow up on

someone else’s.
To see updates to Babble click Refresh.
Tel: +44 (0) 20 8600 7520 Fax: +44 (0) 20 8600 7528
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As soon as Babble is added all logged in interested parties are notified. We

define this as the job owner and all people who are scheduled on the job.

Tip: Messages are meant to be short and to the point, hence they are

restricted to 255 characters.

Tip: All interested parties are notified. Bear in mind that on a very large job
this could be quite a few people. You should agree in your business an

appropriate use for Babble.

enquiries @trafficlive.co.uk
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Traffic LIVE will notify users of events that occur in the system. Users must

be logged in to receive these notifications.

You are notified in two ways

1. A notification dialogue that will appear in the top right hand corner of your
screen on top of whatever program you have open

2. Notifications in the bottom right hand side of the Traffic LIVE screen.

Clicking on “Notifications” will show you what they are.

enquiries @trafficlive.co.uk
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JOB TASK OVER RUM

Logged time has exceed allocated studio hours for the
126 task 'Design’,

NEW BABELE
New Babble on Design: Lion Meng has Babbled: hi

15:41

MEW BABBLE
New Babble on J26: Babble!: Lion Meng has Babbled: hi

4
15:41

NEW BABELE

New Babble on Design: Lion Meng has Babbled: this is
babble

e A
| 5340

NEW BABELE

=y pop-ups | Clear “ Close |

If you click on the notified item you will be taken to an appropriate view, such
as Babble, the job and so on.

You can control things like pop up notifications at the bottom of this view. If
you are doing a presentation you probably don’t want to know about Babble
back at the office. Maybe you do!

Tel: +44 (0) 20 8600 7520 Fax: +44 (0) 20 8600 7528
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Babble

Notified to all people connected
with the job, defined as the job
owner and all people scheduled to

work on it

New Work or work updated by a

scheduler

Allocation must be “Approved”, “Pending” work not

notified.

If new work is added with a start
date of 7 days time or less, the
person allocated the work is

notified.

A Task or Allocation exceeding its

hours

Notified to the job owner

A change in Happy Rating on a Job

Notified to the job owner

enquiries @trafficlive.co.uk
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Traffic LIVE stores files using a simple drag and drop interface. For simplicity
we refer to these as documents, but you can store any file type, including

.exe if you choose.

File storage must be enabled as an option for this feature to work, and you
will be charged for storage used at your agreed tariff

There are no limits to the volume of storage that you may utilise. The

maximum file size is currently 5tb.

There are no restrictions imposed on the file type that can be uploaded, nor

do we open, check or scan files that your store.

We do require that you observe our acceptable use policy, and also observe

the law, in particular Copyright — below.

Doc

Store
The “Doc Store” button will be green if this option is available

If it is grey this option cannot be used. This maybe due to

(a) a task must be selected from the left hand list so that Doc Store knows

what files it is seeking to find

enquiries@trafficlive.co.uk
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(b) Your permissions may not allow you access
(c) Your company may have chosen not to use this fantastic feature!

Clicking Doc Store will open the dialogue

Doc Store JREIER
Doc Store - Task: Project Management

199:Menu | Project Management

Filter by type

Mame Type Description Date added Added by To-Do Doc size
Padding in staff BREF Padding is betle 14/10/2011 20:22  Matt Aukd b eekE | - |

From here you will see all files that you can download. Documents in the
“Doc Store” relate to the job / task you are looking at, “Library” is a static set
of documents that you can use for internal documents, briefing forms and so

on.

Select the item and then choose an option using the selection bar on the

right hand side of the list.
You can

- Open

- Download

- Delete

depending upon your permissions.

enquiries @trafficlive.co.uk
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File storage is controlled by permissions.
As a user you maybe allowed to

- View documents

- Add documents

- Delete documents

- Access “Restricted” documents

- View all documents, or just those you have added

If you feel you need different permissions, please see your systems

administrator.

If you choose to open a document you will first be prompted to save that
document. This is required as for an application to open a file it must reside

on your computer.

Note : Deleting a document once confirmed is final!

If you have downloaded a document and made changes, you must then save
that documents back to the documents store — see below. A version of that

document will not be automatically saved for you.

The document library allows you to make files available to all users. These could
be briefing forms, templates, expense claim forms and so on.

enguiries @trafficlive.co.uk
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Users with appropriate permissions can add and delete documents within the
Library.

Saving Documents

Doc Store - Quoted Time Item 1

Upload Files

Drop files here Select files to upload.

Delete.doc (40 KB)

Change the view to “Upload” by clicking the upload box at the top of the

screen.

From here you can either select files to upload using a traditional “browse”
method, or simply grab files from your desktop / file list and drag them into
the application. You can multiselect and drag in several files at once if you
choose. Folders dragged in are ignored.

If you drag files into the “view” option it will automatically change to Upload.

Tel: +44 (0) 20 8600 7520 Fax: +44 (0) 20 8600 7528
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Doc Store - Quoted Time Item 1

Upload Files

Drop files here Select files to upload...

Delete.doc (40 KB)

For Discussion.doc (27 KB) B Restricted

{  Thisis thefile description blah blah n

o

Once dragged in you can add a description and classify the file using the
dropdown on the right.

If you have permission to access “restricted” files you also have permission
to make a file restricted by checking the box. Only other users with restricted
access will be able to see that file. Other users will see no reference to the
file.

The file types are set by your company administrator, and if the list is not
suitable, please ask them to change it.

When you are ready click “upload all” and the files will be uploaded in turn.
Please bear in mind that internet connections typically upload slower than
they download, and that larger files may take some time to save. The
maximum file size supported is 5th. There is no storage limit, but you are
billed for the storage you consume.

Sohnar Limited ¢ 1 Glenthorne Mews « Hammersmith ¢ London « W6 OLJ
Tel: +44 (0) 20 8600 7520 Fax: +44 (0) 20 8600 7528
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Adding Workflow — To Do’s — to documents

Create To-Do

Description

Paddiing in staff allocation;png in Task: Project Management

When is it due? Date

Today B 01/12/2011 (- apl 17:00

Who is allocated?

You can add a To Do to a document by clicking the To Do icon.

This allows you to put workflow onto a documents — for example asking
someone to sign off the final proof.

You can enter a description, when it is due and allocated it to a member of the
team.

Tip : You cannot allocate a To Do to a date / time in the past.

Suggestion: You can account for many potential scenarios by manipulating the
main system and document permissions.

For example you could give internal departments access to Contacts only. You
could then allow them to upload documents, and restrict them to seeing their

own documents only. This would allow people to upload — for example — a brief
and then apply to To Do to an individual for it to be dealt with.

Finding your files

Your files are “tagged” when they are stored.
You can store a file against

- A Client
- A Client Location
- A Client Employee

enquiries @trafficlive.co.uk
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- A Project
- AJob

- A Quote
- A Task

Documents are tagged with the item you have stored it against together

with its “parents”.
The hierarchies
- A Client

o0 A Client Location

» A Client Employee

- A Client
o0 A Project
= AJob
» ATask
= A Quote

As such if you store a document against a job, you will see that document

when looking at the job, project or client.

The time that a file will take to upload or download is dependant upon your
internet connection speed. Please remember that most internet

connections upload slower than they download.

enquiries @trafficlive.co.uk
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Typical files — normal quality PDF for example — will be circa 200-300k.
They will most probably upload and download almost instantly. You should
consider that very large files — production quality PDF — may take a
considerable amount of time to upload / download.

You are prompted to confirm deletion of a file, but once it has gone it has

gone. We have no way of recovering files that you h ave deleted in

error . You should ensure that the permission to delete documents is only
given to those who need it.

Should your Traffic Subscription lapse then your files will be deleted the

day after your subscription comes to and end.

Your files are “tagged” when they are stored.
You can store a file against

- A Client

- A Client Location
- A Client Employee
- A Project

- AJob

enguiries @trafficlive.co.uk
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- A Quote

- A Task

Documents are tagged with the item you have stored it against together

with its “parents”.
The hierarchies
- A Client

o0 A Client Location

» A Client Employee

enquiries @trafficlive.co.uk
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- A Client
0 A Project
= AJob
» ATask
= A Quote

As such if you store a document against a job, you will see that document

when looking at the job, project or client.

enquiries @trafficlive.co.uk
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To DO’s

Allocated To-Dos

|| Jeremy Rudge Due: Tue Apr 192011
check boby called

|| Jeremy Rudge  Due:tomorrow

Please check this

M JeremyRudge Due;today
Make docuement revisions

!- Add To-Da !

!- Refrash ” Close l

trafficLIVE

Scheduling creative business online

The To Do dialogue can be opened by clicking the “To Do” button at the bottom

of the screen.

From here you can see and track To Do’s you have allocated to other people,

and action To Do’s allocated to you by others.
To Do’s can be added in three places in Traffic LIVE

(1) using the To Do dialogue described here
(2) adding To Do’s to Correspondence items

(3) adding To Do’s to documents

Scenarios 2 and 3 are covered in the relevant section of this user guide.

Sohnar Limited ¢ 1 Glenthorne Mews « Hammersmith ¢« London « W6 OLJ

Tel: +44 (0) 20 8600 7520 Fax: +44 (0) 20 8600 7528
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Allocated To-Dos -]

Showing: | My Allocated Te-Dos |~ | (O showall Reset

pssignedTor | Show/ - | ® Incomplete

() Complets

B Jeremy Rudge  Due:Tue Apr192011
check boby called

B Jeremy Rudge  Due: tomormrow

By clicking on the arrow in the top right of the Dm box (highlighted) you can select
to see To Do’s allocated to you, or track To Dasated by you and assigned to others.

Rolling your mouse over a To Do will allow you to see more detail about the
ToDo.

If you created the To Do you can select to

- Delete the To Do
- Editthe To Do

If a To Do was created using correspondence or connected to a document then
a “link” icon will be activated when you roll over the To Do with your mouse.

Clicking the link will
- If added in correspondence will take you to the correspondence record
- If added to a document will open the corresponding Job / Quote / Client

Record / Employee or Location.

If the documents was added to a Project, there is no “Project” view so the
link will open the client Company.

enquiries @trafficlive.co.uk
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Marking a To Do as complete

Click the check box next to the To Do.

Adding a To Do

Click “Add To Do”

Create To-Do

Description

Thisis my new To Do

When is it due?

Today

Who is allocated?

Jeremy Rudge ﬂ

Add To-Da |

Date

01122011 E 17:00

| Refrash ll Closa I

Enter your To Do and click SAVE.

trafficLIVE
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You cannot allocate a To Do in the past, if you try to do this the form will not

validate and you will be unable to click SAVE.

Sohnar Limited ¢ 1 Glenthorne Mews « Hammersmith ¢ London « W6 OLJ
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My Quotes displays quotes for which you are listed as the account

manager.

c quotes +

Sales Funnel

4] ouote#| Date Account Client Contact Project Quote name Amount System | UserStatus | Sakes Stage | Probabilt| Anticipated
created Ianager Status y order date:
of close.
Q26 19012011 Jeremy Rudge BrookmansLtd Peter Longman Brookmans Rebrand  Mew Brochure £5872.80 PROGRESS In Studio Proposallssusc 0% 060512011
QIE 14012011 Jeremy Rudge Aardvark Servi Isobel Campbell ProjAardvark Services JobTransform  £15,600.00 PROGRESS  In Studio Deal Closed 0% 250172011
25-50% Quotes QI3 14012011 Jeremy Rudge Aardvark Servi Isobel Campbell ProjAardvark Services Brochure £7,20000 PROGRESS In Studio Deal Closed 80% 180172011
Value £269200.00
i it oo @il 14012011 Jeremy Rudge Marketing Store  John Ryan  ProjMarketing Store  Second Quote-  £15800.00 PROGRESS  In Studio Deal Closed 30% 210172011
Q7 140172011 JeremyRudge  McDonalds  Stuart Willams Proj-McDonalds Second Quote-  £15800.00 FROGRESS  In Studio Deal Closed 30% 24012011
P e Q0 140172011 Jeremy Rudge  Sun Microsyste lames Gosing ProjSun Microsystems  Job Transform  £15,600.00 PROGRESS  In Studio Deal Closed 0% 090272011
":'“f“z";“?m QI8 140172011 Jeremy Rudge Sun Microsyste James Gosimg ProkSun Microsystems Quote 1-Generi  £15,600.00 PROGRESS  In Studio Deal Ciosed 0% 000212011
FIAH00 o] 140012011 Jeremy Rudge Marketing Store  John Ryan  ProjMarketing Stors  Brochure £7,200.00 PROGRESS  In Studio Deal Closed 70% 290011201
Q22 14012011 Jeremy Rudge RedgumConsu Simon Stewarl ProjRedgumConsuling Quote 1-Generi  £15,600.00 PROGRESS  In Studio Deal Closed 30% 18012011
M| Q140172011 Jeremy Rudge Vandelay Indus George Cansta ProjVandelay Indusiries Brochure £7,20000 PROGRESS In Studio Deal Closed 74% 27012011
Qs 140172011 JeremyRudge  McDonalds  Stuart Willams  Proj-McDonakis Brochure £7200.00 PROGRESS In Studio Deal Closed 88%  1m02r2011
| a4 14012011 Jeremy Rudge Aardvark Servi kobel Campbel ProjAardvark Services Quote 1-Generi  £15800.00 FROGRESS  In Studio Deal Closed 30% 20012011
" v
et —| Qa4 14012011 JeremyRudge RedgumtConsu Simon Stewart ProjRedgum Consuling lobTransform  £15500.00 PROGRESS  In Studio Deal Closed 0% 30012011
Search Q3 140172011 Jeremy Rudge Vandelay Indus George Consta Profvandelay Industries Second Quote-  £15,600.00 PROGRESS I Studio Deal Closed 0% 210172011
- QI7 14012011 Jeremy Rudge Sun Microsyste James Gosing FProjSun Microsystems  Brochure £7,20000 PROGRESS I Studio Deal Closed 12% 08022011
(*) Date created
QI0 14012011 Jeremy Rudge Markefing Store  John Ryan  ProjMarketing Store  Quote 1-Generi  £15600.00 PROGRESS  In Studio Deal Closed 0% 08/022011
19/12/2010 to | 19/01/2011
= Q25 19012011 Jeremy Rudge BrookmansLid Peter Longman Brookmans Rebrand  Revised Visual £8,400.00 DRAFT In Studio Proposal lssuec  30%  14/0412011
() Anticipated order date
Qi2 14012011 Jeremy Rudge Marketing Store  John Ryan  ProjMarketing Store  JobTransform  £15600.00 PROGRESS  In Studio Deal Closed 30% 0300272011
| submit
e AMMPAIA  larsmuDudee  Mefianalds  Shiart Wilisme  DenlMefinnabis Aunto I_Renard  CARENN NN DDARBEES  In Shirdin Neal Pinaad e 4nnsmaat

My Quotes displays quotes for which you are listed as the account

manager.

You can sort the list by any of the attributes shown on the list simply by
clicking on the column header. Columns can also be moved into
different orders by Clicking and Holding you mouse on the header and

dragging the column to its new location.

To view the quote Double Click on the quote number and the Quote will

open in a new tab.

Tip : Changes to column order are only retained until you leave this

view.

Selalale]s enquiries@trafficlive.co.uk
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Tip : The default setting is to show all active quotes created over the
last month. You can change the search criteria by opening the Search
box and changing the search criteria and clicking Submit.

Filtering your Quotes

You can make you view more selective by filtering your view.

Sales Funnel

Factored Value £86760.00

50-75% Quotas
Value £28800.00
Factored Values
£19440.00

The “sales funnel” on the left hand side of the screen breaks down the
guotations based on the “Probability of Close” percentage of the deal.

Deals are broken into four bands - 0-25%, 25-50%, 50%-75% and
75%-+.

For each band the value and factored value is shown.

The value is the sum of the quotations.

Tel: +44 (0) 20 8600 7520 Fax: +44 (0) 20 8600 7528
www.trafficlive.co.uk enquiries@trafficlive.co.uk
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The factored value is calculated by taking the value of a quotation
multiplied by its probability of success. Example £10,000 with a 50%

chance of success has a factored value of £5,000.

Factored value is a robust method of forecasting sales revenue as long
as you have a good volume of quotations. Clearly any single quotation
will either be accepted or declined, and hence either be worth nothing
or its full value. Across a basket of quotes this evens out and will give

you a forecast as long as the percentages are realistic.
Clicking View All will clear the filter.

You can filter by client by making a selection form the dropdown list

under the Sales Funnel.

To export your data in CSV format click Export at the bottom of the screen.

i Export Data

Exporttype: | Standard |

] Export data: Current page >

(E" Unfiltered data
Filterad data

Cancel Export

If you have more than 200 quotes in your list then the data will “page”. You can
select to just export the current page or all pages. You can also choose to

export all data, or just your filtered data set.

enquiries @trafficlive.co.uk
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My Jobs displays jobs for which you are listed as the account manager.

My Jobs displays jobs for which you are listed as the account manager.

manage studio manage studio my traffic jobs guotes +
my calendar my quotes my jobs % my i :
Filters My Jobs
& Job No. Account Client Project JobMName | System | User |Happy | Studio Hrs Task Deadine | Purchases | Expenses Billed
Manager Status | Status | Rating Completion £) @)
‘ Showing All ‘ = | -
Prclect: n7 seremyRudge  Aurdvarkse,,  Frorhardvark JobTiansform 0:00 of 130:00 | O.of6 | 14012011 | Qefl | | @of0 100 of 15600
Services Quote 3-Aardv
| showing an ‘ - |
" m " 7
Hoppy Rating ) ) n
5 o= VandelayIn 022010 Compaliey: BADCHES ) 02100 of 4 Oof14| 211201 | QofQ 0of0 100 of 50400
= Ressarch s &
[ shoving all =
7 1 i =
Proj-Marketing  Template Job2-  PROGRES i:uw.—# iu.rln ‘ et I Saimaan | Az ] ‘ anfn | ‘ AR afToRAN I

You can sort the list by any of the attributes shown on the list simply by
clicking on the column header. Columns can also be moved into
different orders by Clicking and Holding you mouse on the header and

dragging the column to its new location.

To view the Job Double Click on the quote number and the Quote will

open in a new tab.

Tip : Changes to column order are only retained until you leave this

view.

Tip : The default setting is to show all jobs created over the two
months. You can change the search criteria by changing the search

criteria and clicking Submit.

enquiries @trafficlive.co.uk
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You can make you view more selective by filtering your view.

Filters

Clients

| Showing All | - |
Projects

| Showing All | - |

Happy Rating

| Showing All | * |

On the left of the view you can select to filter by client, project and

Happy Rating.
Each job has three potential Happy Ratings

o Complete
o All members of staff allocated to the job have indicated that

their work is complete

o Sad
0 One or more members of staff have indicated that there is a

problem with the job

o Happy
o all is progressing normally

More details of which Tasks are happy etc. can be found by entering

the job.

enquiries @trafficlive.co.uk
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If multiple people are assigned to a task the status of each person can

be viewed in Job Schedule.

enquiries @trafficlive.co.uk
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My Timesheets shows details of the time you have logged.

Timesheets

= This Week = || 01A19/2011

Employes | 16/01/2011 17/01/2011 18/01/2011 | 15/01/2011

[} Jeremy Rudge . 01:30 {00:30)

My Timesheets shows details of the time you have logged as a

graphical progress bar.

Each user has a number of hours they are expected to log each day set

in the Admin section of Traffic.

The progress bar displays the hours you have recorded relative to the

hours you were expected to record.

If you have recorded less than the required number of the bar will be

red, the correct number or more will display in Green.

There is a Vertical Bar within the progress bar. This is the 100% bar (ie
you have logged the amount of time anticipated). The full deflection of
the progress bar indicates upto 120% of the anticipate hours have been

logged.

If non billable hours have been logged then these are shown in

brackets.

enquiries @trafficlive.co.uk
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To view details of the timesheets making up the hours double click on
the progress bar.

I 1 2. ¥ -
Jeremy's Timesheet Entries for Tue Jan 18 2011
18/01/2011
lob# ‘ Client ‘ Project ‘ Job ‘ Task Comment ‘ Start ‘ End ‘ Time ‘ Billable ‘ Signed Off
| J20 2:2‘::’:: 2009 Jobs Print Jeremy Rudge - Task Great bit of work 09:00 12:00 03:00 [+ =3
i |
Aardvark o
120 2009 Jobs Print Jeramy Rudge - Task null 12:00 17:00 05:00 [ Ll
Services
Total 0B:00
| Prev Day || Mext Day CLOSE
fp=—————————————————— e i e—]

Sohnar Limited ¢ 1 Glenthorne Mews « Hammersmith ¢ London « W6 OLJ
- Tel: +44 (0) 20 8600 7520 Fax: +44 (0) 20 8600 7528
sohnar]
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my traffic

oy calendar myauotes myjobs my tireshe = erfartifes N

Ay Settings

Calendar Settings Correspondence Signature

[ Group mode enabled on Calendars

] Enable Google Calendar Sync

Googlelogin | |

5L is used for all Google Calendar syncs
[ sync Altoeations

[ sync Booked Ti

Note: Traffic Live wi

[ ) (2]

Saved Output Locations

Quote:

[ || select Directory

Job Report:

| || select Directory

Document Storaga Downloads:

| || select Directory

Po:

| || select Directory

Invoice:

[ || select Directary

You can

- Set up Google Calendar

Choose if by default your calendar has group mode on or off

- Set you Correspondence Signature, which will then be attached to all

outbound email.

- Specify where outputs the system produces are saved ( these are local to

the machine you are on, so if you use several machines you will need to

set this up several times)

enquiries @trafficlive.co.uk
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[ mycalendar  myquotes my jobs mytimeshets iy sEtiigs
My Settings
Calendar Settings Correspondence Signati

E Group mode enabled on Calendars

Google login E Enakle Google Calendar Sync

Password | mygoogleaccount@gmail.com |

ey J
S5Lis used for all Google Calendar syncs
E Sync Allocations

IZ Sync Booked Time (two-way)

Mote: Traffic Live will syncwith your primary Google Calendar

n [x][s]z]u E'

Select My Calendar and the My Settings sub tab.

You must enable Google calendar sync by checking the box and then enter
valid Google account settings. Your password is encrypted and cannot be

seen by Sohnar staff.

You can choose to synchronise either your work allocations, your booked

time or both by checking the boxes.
Once done click update.

Tip: If you have changed your Google details you must close the

application and login again for these changes to take effect.

Tip: Google details are only validated once they are called to be used when

syncing the calendar, not when saved here.
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my timesheets my settings A

Correspondence Signature

mainam

You can set a correspondence signature here.

You can either format it using the formatting built into the component, or use
HTML if you have the skills.

Your signature can also be set by your system administrator.

Nelalale]y
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To raise a quote or job for a client you must have a client, at least

one address and one contact name.

Contacts holds details of the companies and people you do business
with and shows you details of your business relationships with those

people.

It also allows rapid recall of contact information through the production

of an Organisational Chart.

contacts 1"‘-\ org chart contacts sheet

Clients @ Contacts

Open Tree Close Tree
e | ] Aardvark Services
» [ BL

Contacts holds details of companies and people you do business with.

Traffic recognises three categories of relationship

enquiries @trafficlive.co.uk
-102 -




Selalalels

traffic

Scheduling creative business online

EE] Client f:} Suppliar E:‘ Other

Relationship: | Show Al [+
Owner: Show All =
Filter with employess only Clear
O Tres Close Tree

Clients holds details of companies you do business with, you would like

to do business with or have done business with in the past.

Traffic classifies these as Client, Prospect or Ex Client.

Supplier holds details of companies who are your suppliers, or have
been your suppliers in the past.

Traffic classifies these as Supplier or Ex Supplier

Other holds details of companies with whom you may have a
relationship with, but not as client or (job related) supplier. Examples

might include trade bodies, local council services, local pubs and so on.

Once a company has been assigned to the category of Client, Supplier
or Other it cannot be moved to another category . The reason for this

is that the system forms different relationships for clients (what you
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have sold them) and suppliers (what you have ordered from them).

If a business is both a client and a supplier they will need to be entered

twice.

The default system view is to show a tree of all Clients. To change this

click the Icon to the right of Clients and select a new category.
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Clients ~]

The view above can be expanded by clicking the arrow on the right. The

view will change as below.

@ Client ",:} Supplier (::l Other

Relationship: | Show all [~ |
Owner: | Show All [>
”1 Filter with employesz anly Clear
Cipien Tree Closa Trea

You may now select to filter this list to show

- only client relationships of a certain type (client / ex client etc.)
- only relationships owned by a certain person — i.e. possibly just your
own

- you can exclude names that do not hold any employee data

Select the appropriate type — Client / Supplier / Other as above
Click “Add Company” at the bottom left of the screen

Enter the required details. Mandatory fields are signified with a *
Click Create

P W Dbdp PR
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Add Company

| source of Business MENDATION
1er09/2011 | i

[+] Retatio

Employees |0

Hittp/f s include in webs site address

L JEE) ]

Tax Number

CreditTerms |
Industry | Please Select
5 External Code
Rate Card | - DEFAULT -
optout [ Marketing [ Email [] Telephene

If you have agreed client specific rates these can be setup in Admin by
your system administrator. Once set up you can select the client rate

card from the “Rate Card” drop down.

All subsequent quotes and jobs created for this client will use this
custom rate card. Rate cards can be over ridden should you wish to

apply different pricing.

Tip : If you cannot click create it is likely that the mandatory fields have

not been completed.

Tip : If your Company has no addresses you will see an onscreen

prompt suggesting you add one.

Select the Company

Click Edit in the bottom right of the screen
Update the Company details

Click Update
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Add Company

| source ofBusiness | Recomnenpaion

[ =] Relationshipsince [ 19/09/2011 |

Employees |0

.
S
&
.

| el el

Website |
Ensure Hitpy/ is includsel in web site address 3
Tax Number

Ouwner #

CreditTerms |

Industry | Please Select
External Code

Rate Card | - DEFAULT- I
optout [ Marketing [ Email [] Telephene

Mates

Cancel

Before you can add a quote or job for a client you must have at

least one address

A Company can have an unlimited number of addresses. This caters
for situations where for example you deal with multiple delivery

addresses.
To add an address to a Company

Select the Company
Click Add Address

Add the required details
Click Create

P w0 nh P

Tip : Every Address has an “Address Name” that is mandatory. The
Address Name is the name that appears in the left hand tree. Simply
enter a name that will be meaningful to you as a company. An example

might be “Head Office — London”.
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Tip : If the address you are editing has no employees you will be

prompted to add some.

Before you can add a quote or job to a client youm  ust have at

lease one employee

Each Address can have an unlimited number of Employees relating to
it.

To add an employee

Select the Address
Click Add Employee
Add the required Details
Click Create

Tip : If you have already entered details of other employees, you can
select “Reports to” from the dropdown. This is used to create a
“hierarchy” which enables you to display a Organisation Chart using the

Org Chart view.

Tip : When you add a quote or a job to a company you must specify
who in that company is responsible for the job. As such you must have

at least one employee to be able to add a quote / job to a company.
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On the Right hand side of the screen are panels which summarise your

relationship with your contacts.

Company Profile

Our Relationship

Jobs Summary

Project: Brookmans Rebrand Add Job

Job # 131 New Brochure following revised Brand Guidelines
External Deadline: 08/03/2011 Total: £5872.80

Refrash

Cuote Summary

Depending on the type of relationship the information shown will

change.
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Static profile information entered when you created / edited the

company

Shows a summary of the work you have done / are doing for the

client and its value

Shows a summary of all current jobs, grouped by project
Double clicking on the job will open the job in a new tab

A new job can be added to an existing project by clicking Add Job

Shows a summary of all current quotes, grouped by project
Double clicking on the quote will open the job in a new tab

A new quote can be added to an existing project by clicking Add
Quote

Static profile information entered when you created / edited the

company

Summary of purchasing relationship from this supplier
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- Static profile information entered when you created / edited the
company

Displays an organisation chart

Organisation Chart

[
3
=]

il

Aardvark Services
N
[ |

[ R

< Aardvark HQ < billing address
“ Tel: 111 111 111 1171 11 111 111 “ Tel:
Stuart Murdoch fred billing
Position: Position:
Email: admin@aardvark.co.uk Email:
Tel: Tel:

Mobile: Mobile:
Isobel Campbell
Position: jobTitle:-87¢cb-b6
Email: isobel@gmail.com
Tel:
Mobile:
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Aardvark Services
contacts. rgehart [ contoctssheet

Contacts Sheet

The contact sheet allows you to search, view and export your contacts so that
you may use them in mailings etc.

By default the Export option is disabled. Whilst probably stating the obvious

export will allow those with privileges to export your entire client, supplier and
prospect database.

You must select if you wish to see clients, suppliers or other by making a
selection in the top left.

The display will then show all clients, suppliers etc.

You can make the list simpler to read by filtering out columns that you do not
require by using the Company/ Location / Employee buttons.

At the top of each column is a filter. Depending upon the type of data this is
either a selector box or a box you can type in.

If you type in a box it will filter the contents of that column to show those that
contain the letters typed into the filter box.

For example if you want to see all clients with a W in their postcode

City Postcode Country
w

ndon W11 1LL UNITED KIt

sw130nl UNTED KIt

andon W1C 8NB UNITED KIt

ndon W1C 8NB UNTED KIt

ndon W1C ENB UNITED KIt

ndon S UNITED KIt
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The list will link out to either the Company or the Employee if they are clicked
on.

This would allow someone to call all prospects in the W1 postcode for example.
Each would open in a new tab and notes could be recorded in Babble.

Click Export.

This feature is permission controlled.

enquiries @trafficlive.co.uk
-113 -




traffic

Scheduling creative business online

Click Correspondence at the bottom of the screen.

The instructions for using this feature can be found on

support.sohnar.com.
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mytraffic  contacts quotes jobs managestudio reporting admin [ search -]
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Quotes allows you to construct client quotations for work, understand
cost, profit and margin information and finally when you are ready

transition the quote to a job. You can quote using client specific rates.

You may raise a quote in any currency for the purposes of printing the
quotation to the client however the underlying quotation is always held

by the system in your chosen base currency.

Quotes are optional, and if not required you can construct a job directly.

How to do this is covered in the Jobs section of Help.

Quotes comprises a two elements. If you cannot see one of these then

your permissions will have been restricted by your system

administrator.

- Add/ Edit Quotes
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Allows Quotes to be created, viewed and edited
- Manage Quotes

Shows all Quotes in the system and allows you to filter the lists to

view them by person, client and so on.

The Add / Edit Quotes view is made up of three key parts

enquiries @trafficlive.co.uk
-116 -




r addfedit quote | manage qi
Client Quotes o
Open Tres : Close Tree .

¥ = Aardvark Services
¥ [ Design Work
¥ [ Proj-fardvark Services
|_]99:Brachure
| 1 210: Quote 1-GenericAardy
| 1211 : Second Quote - GenericAardy
| ) @12 JobTransform Quote 3-Aardv
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The tree shows all Clients in the system and is the primary method of

navigating Quotes

Expanding the tree by one level will show Projects for that client
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Expanding the tree again will display Quotes
Clicking on a Quote will open it in the Display Screen

To save multiple clicks you can select a client and click “Open Tree” at

the top of the list and the folders will be expanded.

You can filter the quote list by clicking on the arrow to the right of Client

Quotes.
Client Quotes (-]
Relationship: Shaw AJI ; . v
System Status: | Show Al m

| Ex 3y

)
1

This allows you to show quotes for clients, ex clients and prospects, to
filter by system status and also to exclude empty folders ( for prospects

that have no quotes for example)

A filtered list is usually quicker to navigate.

Displays information about the quote

Quote #Q9 -

Name: [ quore1542 il T =
# | quote1542 || Brisf: Type: | DESIGN_FOR_PRINT | + | Order Anticipated: «| 2610972011 System Status: | PROGRESS [~
Description Owner. | Kole ward [*]  soboeadine: [ 2600201 | UserStatus: | Wi cLenT | v |
Client Contact: s | Christopher Walton [+ Client Ref SalesStager [Lsad <]

) RelatedJobs: WA Showtax: [] Rate Card: | - DEFAULT - | Prob of proceeding %: 10 %{
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The Display Screen shows details of the quote.

Fan currency
v Ty pesaiption Note | Chagemand @y OO mawps  R2e Jeall | Bfom

° STAGE Design 23 £2000.00 [ [«
T MockUp Artork 0 s eeer s moo  []
o Hiseting o review pr 5 om0 t6esr s s []
R Final Artwork Artwork 10 £000 16667 000 ssoo00 [
e STAGE Build 10 £0000 []
4 e Build Artwork 7 £2000 16657 000 sse00 [
s o ot Soac Arwork 3 moo e s oo []
o STAGE Test 15 s6025.00 [
P TexPhase HexDevslopment 10 aso00 25 sseas0  sseses [
F— TestPhase2 Ao s oo teser om0 coo0  []

vl

- Seitsiman ] [ Farova Sta cost £575000 Tou o750

Profit: £312750 Tax: £177550

rgin 3% GrandTowl  £10653.00

FEPTRSRTIN | (FRESTON | (7 | [T, Update
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All Quotes (and Jobs) in Traffic exist within a project.

A Project simply holds together related quotes and jobs to make them

simpler to find and manage.

As an example your client Brookmans Ltd may ask you to rebrand their
company.

To effect this rebrand you may break conduct a series of jobs

- Brand Definition

- Visual Assets Design
- New Brochure

- New Web Site

All of these would be held within a single project called Brookmans
Rebrand.

Tip : If you open a project and it seems to be empty, it maybe empty in

say Jobs, but it probably contains Quotes.
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To view a quote either
- Use Search

Simply type in the quote number or name in the search box and click

on the desired quote
- Navigate using the Left Tree to the required quote and click on it
- View Quotes in Manage Quotes and click on the one you require

- In Contacts, open the “Quotes” accordion on the right hand side of the

screen and click on the quote you require

- If the quote has been made into a Job, the Job will display the quote

number, clicking on it will open the quote

To edit a Quote

- Select and display you quote using one of the methods detailed

above
- Make edits as required

- Click “Update” to save
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To add a quote you must first ensure you have added a project.

- Select from the Left Tree the client for whom you are adding a quote

- Click “Add Project” at the bottom left of the screen, enter a project
name and click Create

- Click “Add Quote”

At this point a blank quote will be displayed.

Job Name The name of the Job you are quoting for
Description The short description of the job
Brief Clicking the Brief button will open the Brief

dialogue. Here you can enter and format
text (or paste it in). If the box contains a
brief it will be shaded Green to advise you

it has contents

Type All jobs have a type to allow later analysis.
The Types are set in admin by your

system administrator.

Acc Manager The account manager responsible for the
Quote. The dropdown displays all system
users. If the list is long type their first initial

on the keyboard and the list will jump to
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that letter

The person at the client who is instructing

you regarding this work.

This person must exist as a client
employee. If they do not you must add

them in Contacts.
When do you think you will get the order?

When is the work required. Completing
this accurately will help others with
capacity planning — which is what Traffic is

all about.
Free form Client reference

You can set client specific rate cards in
admin. If you have set a client specific rate
to a client in Contacts then the chosen rate
card will be used by default.

If you wish to use another rate card you
may do so by selecting it here. You will be
warned that this will over ride existing
rates. Please note that this will also reset
quantise and pricing for 3" party and

expenses to their rate card amounts.

The quote can have one of 4 system

statuses.
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Draft
o The quote is being worked on
Progress
o0 The quote is progressing with the
client
Complete
o0 The quote is complete and has
been transitioned to a job
Declined
o0 The quote was declined by the
client and will not progress, or has
been superseded by another

quote

The status is used to determine is a quote

displays in a view or not

The amendment of the system status is

manual

In addition to the system status quotes
have a user status to help you classify new
business quotes in a way appropriate for

your business.

The contents of the dropdown are set in

admin by your System Administrator

The Sales Stage determines where in the
sales cycle the quote is.
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The contents of the dropdown are set in
admin by your System Administrator

The probability (0-100%) of the deal

proceeding.
This is used in sales forecasting.

As a business you will need to decide on
rules as to what deals in what state get
what percentage. This is important as
better information in will result in better

information out

The initial value of this is linked to the
sales stage (so Proposal Issues may force
this to say 30%) however the sales person
can then enter any value they choose.

Tip: Sales people are optimists!
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Currency: Rate: |

Alt currency | Eura | ™ || GetRatea 1| | Apply s Swnc Cols

You can issue a quote in a foreign currency.

It is important to note that the quote will be accounted for in your system base
currency. All reporting will show the base currency values. It is only the client

guotation that exists in the foreign currency.
Click “Alt Currency” and the current dialogue will appear.

1. Select you currency
2. Get the rate
a. You can select the current rate — provided by Yahoo Money or;
b. Your company rate if your system administrator has provided a
rate. If no company rate exists then the option is greyed out

c. If you prefer you can manually over type the rate in the rate box
3. Apply the rate by clicking the Apply button. You can choose to apply the
rate
a. To the selected line

b. To all lines

You can then choose how the quote grid “behaves”.

Swnc

If “Sync” is enabled ( green) then any changes you make to either the sterling or

currency values will remain synchronised.
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So for example if you have an exchange rate of GBP to AUD of 2, changing the
GBP value to £100 would automatically change the AUD value to $200.
Similarly changing the AUD value to 1000 would change the GBP value to 500.

This would be the behaviour you would typically expect, however you may
choose to disable this function. In some circumstances. You may have an “odd”
currency value AUD124.96 which you would prefer to express as AUD125.00
without changing the base currency. You could have a large 3" party purchase
and have for example purchased currency forward, and hence need to use a

different rate.

Cols

Cols simply turns on or off the foreign currency columns. This may make the

screen simpler to read if you no longer need to see the currency amounts.

When you output your quote Traffic LIVE will automatically pick up the foreign

currency amounts.

5
g
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H
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5 THRD_PARTY  Images Images -low 1 25000 s 25250 sas0 [0 |

Cost: £575000 Total £8877.50
Profit 812750 Tax. £177550

Conespondence | | Createsob | | Output | | More Actions
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Your quote is comprised of Stages ( optional) Tasks, 3" Party Costs

and Expenses.
To add line items to the quote
- click “Add Stage” to Add a Stage
- click the “+" button at the bottom of the grid to add a Task / 3" Party

Cost / Expense

You can also double click the grid and items will add in context to your

current selection.

Selection Double Click Result

Empty Grid Adds a Task

Double Click A Stage Adds a new Stage

Double Click a task that is within Add a new task into that Stage
a Stage

The structure of a quote is subject to a few rules.

- Stages are optional

- Stages can only contain Time or Fee ( see below)

- Stages cannot contain 3" Party or Expenses, however you can order
these items to show between stages for example so that the quote is
displayed to your client by dragging and dropping

- You can have tasks that exist outside of a stage and order them where
you wish

Stages cannot contain 3" Party or Expenses as when the quote becomes a job
this would require 3" Party and Expenses to exist in Stages as well --- which
having experimented ends up making the system far harder to use. We want to
keep it simple.
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You can drag and drop items as you choose

Move a Stage Drag it where you choose

To Drag a Task to another Drag it from one to the other
Stage

To Drag a Task into a stage Drag it to the Stage. If the stage
with no tasks is empty positioning your cursor

to the middle of the Stage will
show a green line allowing you
to drag into the Stage

To Drag a Task Out Just drag it to an empty spot on
the grid

The quote items are as follows

Total |
=

Note Charge Band Cost

£

Rate
£

Qty Markup %

Type ‘ Description

1 FEE Research project to include clarification of copy updates Project Manager 10 £80.00 100 £160.00 £1600.00

2 FEE Revise Brochure in line with findings. Fee includes an anticipate 20% change in copy. Cha Designer 100 £30.00 0 £30.00 £3000.00

# This is the line number. Its purpose is to

make referring to lines simpler
Type Each quote line is assigned one of 4 types

Fee
Time
Purchase

Expense

You can optionally add a Stage to which

you can add Fee / Time
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Both fee and time relate to jobs you are
going to do in the studio that take time.

The only difference is how the system will
bill the line.

Fee — The system will bill the amount
estimated regardless of the time you
spend. This is how the majority of

businesses quote / bill.

Example — You estimate a piece of work
will take 10 hours @ £100 — a total of
£1000. The system will bill £2000 (unless
overridden) regardless of if you log 5 hours

or 25 hours.

Time — The system will bill for the time

spent.

Example — You quote 5 hours @ £100 per
hour for amends. If you spend 2 hours the
system will bill 2 hours, spend 10 hours

the system will bill 10 hours

Purchase — Something you are buying in —

print for example

Expense — Expenses you may incur such

as travel, accommodation and so on.

Detail of the item
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Item Notes. Clicking on the icon will open
the notes dialogue. If notes have been

typed in the notes icon will turn green

The charge band tells Traffic what the
activity is and provides defaults as to cost

and mark-up information

There are three types of charge band, one
for Fee / Time, one for Purchases and one

for Expenses.

The charge bands are set by your System

Administrator in Admin.

Tip — It is important you select the correct
charge band and do not simply use the
override features ( see below). Traffic auto
schedules jobs to people with required skill
sets and if activities are not correctly
classified auto scheduling will be

misleading.

Clicking on the Charge Band will turn the
box to a drop down and allow the

appropriate band to be selected.

Upon selection the default values set
against that charge band will load into
cost, markup and rate. All items have a

default quantity of 1.
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Quantity.

Depending upon the context this could be
guantity of hours, number of brochures a

SO on
The cost to the business of the item.

This will be drawn from the charge band,
but can be over typed to reflect the cost of

a purchase for example.

For labour the cost should represent a
typical cost for the service. The system will
know when the work is actually done who
is doing it and hence its true costs, but at
this stage no one is allocated to the work —

we are simply quoting.

Tip : If you know that the “typical cost” will
be wrong as you are going to need to
employs a freelancer for example, override

the costing

The mark-up on the cost. You can over

write this value.

The cost plus the mark-up. In essence the
selling price per unit of the service.

You can over ride this figure, in which case
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the margin will update automatically.

The total charge ( quantity * rate)

You can over ride this figure in which case
the rate and margin will adjust
automatically.

Exclude from Quote.

This controls what is shown on the quote.

The default behaviour with no boxes
checked is for

All Stages to output
Stages within tasks to NOT output
Stand Alone Tasks / 3" Party /

Expenses to output

Items checked will be excluded as follows

Check the Stage Line, but leave the
tasks in the stage unchecked. The tasks
will show on the quote, the stage will not
Check one or more tasks, but don’t
check the stage. The quote will show the
stage but the value of tasks checked will
be EXCLUDED from the quote

Check any item that is not a member of s
Stage — it will be excluded.
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To remove an item, select it and click “-* at the foot of the grid.

+ Add Stage Remowe Stags

|:| Show tam:

Most businesses do not add tax to quotes. In some jurisdictions (

Australia for example) it is the norm.

Checking the “Show Tax” box will show either one or two tax columns.
The number of columns displayed is dependant upon the number of tax
rates set in admin.

Clicking on the values in the Tax column will show a dropdown allowing

you to select a tax rate from one of the values entered by your System

Administrator in Admin.

Click “Update”

Once you save your quote it is allocated a quote number.
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The quote number is made up of a prefix followed by a sequential

number.

The prefix and your choice where the sequential numbering sequence

commences is set by your system administrator in admin.

The default quote prefix is Q and the default number sequence

commences at 1.
Tip: You may want to consider changing your prefix annually to make it
clear when the quote was issued. For example in 2011 your prefix

could be “2011:".

Tip: Quote numbers and Job numbers are unique

You can amend a quote by opening it, making your changes and
clicking Update.

Click “More Actions” and Delete Quote

Once you have reached agreement with your client you can create a job

from your quotation.

Click Create Job.

enquiries @trafficlive.co.uk
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More Actions &

To create a copy of a quote click “More Actions” and select Copy Quote.

A copy of the quote will be created. The Name will have “Copy” appended to it.
You can edit this as required.

To save constructing quotes manually you can create and use libraries

of Quotes.

Templates -]

b [ Coke Quotes

B[] Tom's Templates

Add Folder Modif

Quote libraries are public, hence any changes impact the templates

seen by all users.

Tip : The folder structure for Quote templates is shared with Job
Templates. If you see what seems to be an empty folder there is
probably a job template in that folder which is not visible in the Quotes

view.
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In Quotes :-

- Open the Template expander by clicking the “>” to the right of the
Templates title in the bottom left hand side of the screen

- Click “Add Folder”

- Enter your choice of folder name

- Click “Save”

Your folder will appear in the Template tree.

You can add nested folders by selecting an existing folder and following

the process above.

To add a template to the library

- Open the Templates expander

- Navigate using the upper tree to the Quote use wish to convert into a
template

- Click and Hold on the Quote, drag it down to the required template

folder and release your mouse button.

Tip : When the mouse is correctly positioned over a folder you will see

a u+11 Slgn

The quote will now be a template.
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You can change the name of a folder using Modify, or delete the template

using delete.

To use a template

- You must first open a quote. This can be an existing quote, or a new
guote (Select client / project and click “ Add Quote™)
- Open the Template expander
- Select the quote template required, click and hold your mouse and
drag the template into the white space at the bottom of the quotes
grid
- Release your mouse button
- Alternatively double click on the template and it will load
- You will be prompted to confirm if you wish to Append or Replace the
template
o Append — will add the Template to the existing quote
» This allows you to build a single quote form several
templates
0 Replace — will clear the contents of the current quote and

replace it with the templated content

Tip : The template only populates the Quote Grid. The header
information (job name and so on) is not populated from the template

and muse be completed in the normal way.

Tip: The Rate used is ALWAYS the Charge band rate so if you — for
example — change your prices the template will automatically pick up

the new price when used again. If you require a custom rate for a

enguiries @trafficlive.co.uk
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template, then use a custom rate card.

Once your quote is complete you can create a quote matching your brand

identity to send to your client.

The quotation produced will look similar to that below. Our templates are

subject to revision so your may look a little different.

There is a templates forum on support.sohnar.com that carries template

updates and ideas.

Quotation traffic

Qb6 Scheduling creative business online

Sohnar Ltd Version 1

£l 0 L

Life Agency V6 0L
1 GrrenSpace

Nice Town

Birmingham

BL1Z ASE
Date: 26/062011

Accountmanager:. eremy Rudogs
Cuotation for: Brochure

# Description Quantity Rate Total £
] Graphical Design internaltlote:daa2-840 18.00 100.00 1800.00
1 Document Layout internalblote:4fGc-b92 24.00 100.00 2400.00
2 Transportation internalMote:8d977316 5.00 1500.00 7500.00
3 Printing of Brachures internalMote:ab89264a 1.00 750.00 750.00
4 Copywriting internalMote:2588a7fa 2.00 100.00 a800.00
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To product the quote click on the More Actions button

Maore Actions &

And select “Output”

You will see

Issue Quote

te T late: Ry
ks Terhprs Default Template B

o tfi 3 I ==
ecument format: [ B

Issue cuots Cancel

Traffic LIVE can hold an unlimited number of quote templates. For example
some clients may need to see hours on their quotes, and some may not. You

can have differing templates to allow for these situations.
Click issue quote and the quote will be created in your browser.

You can choose to output the quote as HTML which you can then print to

PDF or Traffic LIVE will produce a PDF for you directly.

PDF printing is undertaken on our servers and caters for a list of some 50

fonts. If your template includes unsupported fonts (custom fonts for example)
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you will need to print to HTML so that the custom font can be used — on the

assumption you have installed it on your machine.

Once the quote etc. is displayed in your browser you can print to PDF. On a
MAC this is a built in function. On a PC there are a wide variety of “PDF
Printers” available free of charge.

We use http://www.dopdf.com/, but a search of Google for “pdf printer

driver” will show many more options.

If you have installed Adobe Creative Suite then the Adobe PDF printer will

most likely be installed already.

Depending on your browser settings, when you print you may find that things
such as the URL of the page you are looking at, the date and time etc.
maybe added to the PDF.

Additionally if your design includes coloured fonts or fill colours (table
headers for example) you will need to enable “Print Background Colours and

Images” or the browser will default to black fonts.

These settings can simply be changed

- Firefox

o] File / Page Setup

o] Select Margins / Headers and Footers
o] Change all 6 options to “blank”

enquiries@trafficlive.co.uk
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=S R - T e ;
Page Setup _
T T T T |
Format & Options | Margins & Header/Footer |
Margins {millimetres)
| Top: 127
Left: i | Right:
127 L 127
Bottom: 127
Headers & Footers
[ Title | [-pank- | [uRe - |
Left: Centre: Right:
Ipage# of 2 - | l--blank_—— - I lDateﬁ’Time - I

o] Select Format and options
o] Check the Check the box “Print Background (colours and images)
Page Setup ]

Format & Options | Margins & Header/Footer

Format

Orientation: (@ @ | |Landscape

Scaler | 100 % @ Shrink to fit Page Width
|

Options

[¥] Print Background (colours & images)

[ oK H Cancel

- Explorer

Click the expanding panel to the right of the printer icon
Select “Page Setup”

Change all options to “Empty”

o O O O

Check the box “Print Background Colours and Images
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r " 3
Page Setup @
Paper Cptions Margins {milli
Page Size Left: 1905
[ 7] Rt 1305
@ Portrait () Landscape Top 19.05
[ Print Background Colors and Images Bettom: 13,05
[¥] Erable Shrink+a-Fit
Headers and Footers
Header: Footer:
[Tee | [URL -
[ Emety: »] [Eety 7)
lF‘age Hof total pages VJ [Dalem short format V]
Change Forit |
o
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You can also edit page alignment here if you wish to use more of the margin,

however please be aware that if changes are made here that are then not

reflected in the Style Sheet of the template the pagination of the document

my not be correct.
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Emailing the Quote

Check the email box.

Tel: +44 (0) 20 8600 7520 Fax: +44 (0) 20 8600 7528

www.trafficlive.co.uk enquiries@trafficlive.co.uk
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Manage Quotes displays all quotes in the system meeting the search

criteria details in the search box (bottom left).

manage studio my traffic jobs contacts quotes +
© managequotes
Quote List

[i] Quote# | pate Account Client Cantact Project Quote name Amount System | UserStalus | SalesStage | Probabiit| Anticipated
created Manager Status. ¥ order date

L of close
Q26 190U2011 Jeremy Rudge Brookmans Ltd Peter Longman Brookmans Rebrand  Hew Brochure £5,87280 PROGRESS  In Studio Proposallssusc 0%  08/0S/2011
Qi6 14012011 Jeremy Rudge Aardvark Servi Isobel Campbell FropAardvark Services JobTransform  £15,600.00 PROGRESS I Studio Deal Closed W% 25012011
(A Esauons QI3 14012011 Jeremy Rudge Aardvark Servi isobel Campbell FropAardvark Services  Brochure £7200.00 PROGRESS  In Studio Deal Closed 80% 18012011
Factored Value £86760,00 QU 140172011 Jeremy Rudge Marksting Store  John Ryan  FrojMarkstingStore  Second Quote-  £15600.00 PROGRESS  In Studio Deal Closed W%E 21012011
Q7 140172011 Jeremy Rudge McDonalds Stuart Wiliams ~ Proj-McDonalds Second Quote - £15,600.00 PROGRESS  In Studio Deal Closed 30% 2400172011
50-75% Quotas Qo 140172011 Jeremy Rudge Sun Microsyste James Gesling Proj-Sun Microsystems  Job Transform £15,600.00 PROGRESS  In Studio Deal Closed 30% 08/02/2011
V:,l:‘ii:a s QI8 14012011 leremy Rudge Sun Microsyste James Gosing ProkSun Microsystems  Quote1-Generi  £15500.00 PROGRESS In Studio Deal Closed 30% 08022011
e Q@ 14012011 Jeremy Rudge MarkefingStore  JohnRyan  ProjMarkefing Store  Brochure £7,20000 PROGRESS In Studio Deal Closed 70% 2900172011
Q22 14012011 Jeremy Rudge Redgum Consu Simon Stewart PropRedgum Consuling Quote1-Generi  £15,500.00 PROGRESS In Studio Deal Closed 30% 18012011
L{ Q1 14012011 JeremyRudge Vandelay Indus George Consta ProjVandelsy hdustries Brochure £7,20000 PROGRESS  In Studio Deal Closed T4% 27012011
Q5 14012011 JeremyRudge  McDonalds  Stuart Wiliams FropMcDonalds Brochure £720000 PROGRESS  In Studio Deal Closed 68% 10022011
. L| @it 14012011 JeremyRudge AardvarkServi isobel Campbell FropAardvarkServices Quote 1-Generi 81550000 PROGRESS  In Studio Deal Closed WH 20012011
S Ul Qa4 14012011 seremyRudge Redgum Consu Simon Stewart ProRedgum Consufing Job Transform  £15,60000 PROGRESS  In Studio Deal Closed 0% 30012011
Search 03 14012011 JeremyRudge Vandelsyindus George Consta ProjVandelay ndustries Second Quote-  £15600.00 PROGRESS In Studio Deal Ciosed W% 21012011
= 7 14i01/2011 Jeremy Rudge Sun Microsyste James Gesling Proj-Sun Microsystems  Brochure £7,200.00 PROGRESS  In Studio Deal Closed 13% 08102/2011
i DEYEUEN aQio 14/01/2011  Jeremy Rudge Marketing Store John Ryan Proj-Marketing Store Quote 1-Generi £15,600.00 PROGRESS In Studio Deal Closed 30% 0802/2011
@l “ Q25 19012011 Jeremy Rudge Brookmans Ltd Peter Longman Brookmans Rebrand  Revised Visual £8,400.00 DRAFT In Studio Proposallssuec  30% 140412011

(O Anticipated order date

- 12 140172011 JeremyRudge Markefing Store  JohnRyan  ProjMarketingStore  JobTransform  £15,500.00 PROGRESS  In Studio Deal Closed 30% 03022011
Subind, ne A4IMAMAAY lararm: Didne UeNnnatds Chiad Wiliame  Deni Mafinnalde Punta 4 Ranari CAEEAN AN DOAMDERS  In Shidin Raal Mlnoad anoe ARNIINAA

Manage Quotes displays all quotes in the system meeting the search

criteria in the search box at the bottom left hand side of the screen.

You can sort the list by any of the attributes shown on the list simply by
clicking on the column header. Columns can also be moved into
different orders by Clicking and Holding you mouse on the header and

dragging the column to its new location.

To view the quote Double Click on the quote number and the Quote will

open in a new tab.

Tip : Changes to column order are only retained until you leave this

view.

Selalale]s enquiries@trafficlive.co.uk
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Tip : The default setting is to show all active quotes created over the
last month. You can change the search criteria by opening the Search
box and changing the search criteria and clicking Submit.

Tip: If the volume of quotes exceeds 100 Traffic LIVE will “page” the

information. To see the next “page” if data click the paging controls at
the top of the screen.

Filtering your Quotes

You can make you view more selective by filtering your view.

The “sales funnel” on the left hand side of the screen breaks down the
guotations based on the “Probability of Close” percentage of the deal.

Sales Funnel

Value £280200.00
Factored Value £86760.00

50-75% Quotes
Value £28800.00
Factored Value
£19440.00

Deals are broken into four bands - 0-25%, 25-50%, 50%-75% and
75%-+.

enquiries @trafficlive.co.uk
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For each band the value and factored value is shown.
The value is the sum of the quotations.

The factored value is calculated by taking the value of a quotation
multiplied by its probability of success. Example £10,000 with a 50%
chance of success has a factored value of £5,000.

Factored value is a robust method of forecasting sales revenue as long
as you have a good volume of quotations. Clearly any single quotation
will either be accepted or declined, and hence either be worth nothing
or its full value. Across a basket of quotes this evens out and will give

you a forecast as long as the percentages are realistic.
Clicking View All will clear the filter.

You can filter by client by making a selection form the dropdown list

under the Sales Funnel.

enquiries @trafficlive.co.uk
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When setting up jobs think carefully about your cho sen “hierarchy”.

If you drew your structure of client / project / jo b / stage / task would it
look nice or lop sided? If it looks odd this is pro bably a warning. You
should be using the whole hierarchy to give you a n icely “balanced”
job, not to big, not to small. This is a HUGE area, so if you are

concerned please ask Sohnar. Getting this right is important!

The Jobs module allows you to set up, schedule and monitor the

progress of jobs.

=Ll

> (1 Jeremy 3m

v £ Jeremy 3m

|} 15 Crange Rebrand 5
Total Hours Task Progress (6) Staff Allocations (6)
[ 16+ abnather

b (1 Project

b (3 project! 443
b (2 Abbett Laboratories :
» CIAES 2ok
» (3 Aetna

» (3 Aflac

b [ Air Products & Chericals U At
» (3 Aloa S

b C1 Alstate

Actual Vs Estimates ()

mmmmmm 5 unallocated tasks

Time left to
o S— Cost Ofl?ver £453.08 internal 1 7 2 3
o servicing: deadline:  pAvs HOURS

trafficil/ViE =comonssomarizeaon jaemymse | iy | Notifications (4) | Help | Support | it

Jobs can either be created from quotes, or set up independently.
Jobs comprises two elements. If you cannot see either of them then
your permissions will have been restricted by your System
Administrator.

Add / Edit Job

Allows Jobs to be created, viewed and edited.

enquiries @trafficlive.co.uk
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Job Schedule
Allows jobs to be scheduled and people be allocated against tasks.

Tip : A job is a separate entity to a Quote. Whilst they are related
changes you make to jobs and quotes are independent of each other.
This feature allows you to express Quotes in client friendly terms and
manage jobs using a different workflow structure and internal

terminology.

The Add / Edit job view is made up of three main components

enquiries @trafficlive.co.uk
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The Left Hand Tree

" Client Jobs

Relationship: | Show All

System Status: | Show All

-| |-'*_"T Exciude empty folders
Open Tree [
v £33M
B[] Jeremy 3m

¥ = Jerenmy 3m

Clear

Closze Tree

_] 115 : Orange Rebrand

| | 116 abnother
[ Project
] project1443
» ] Abbott Laboratories
> (] AES
» ] Aetna

[ b [ Aflac

p [ Air Products & Chemicals

B[] Alcoa

p [ Allstate

e 1 Mly Financial

# [ Altria Group

g [ Alzheimer's Association
B [ AmATAN com

Templates

Do Delete

Babble
Store

Modify

Add

Project

¥)
)

SO

trafficLIVE
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The tree shows all Clients in the system and is the primary method of

navigating Jobs. The top of the tree can be opened to allow the job list

to be filtered.
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Expanding the tree by one level will show Projects for that client
Expanding the tree by its final level will display Jobs
Clicking on a Job will open it in the Display Screen

Clicking Open Tree will expand the tree for the selected client and

avoid multiple clicks.

You can “Babble” on jobs and also store / recall documents in the Doc
Store. These features are covered in the My Calendar section of this

user guide and will not be repeated her.

Displays information about the Job

Job #J15: Orange Rebrand (Brand) st Updtec 19/0572011 81932 -by JeemyRoslge g

Brief. | Owner: Jeremy Rudge Int. deadline: 07/10/2011  Rate card: HTML Guru Billing status: BILLING COMPLETE  System status: | PROGRESS | +| Userstatus: [ in_eRoGRESS |+

enquiries @trafficlive.co.uk
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The Display Screen shows details of the job

Total Hours Task Progress (6) Staff Allocations (6)

ot Started Happy
1 tasks

[ | e 175

0 2 4 6 B 101214 16 18 20 2
Un-Allocated
5 tasks
=

Actual Vs Estimates ()

Time
843,17 0F £335.54

Purchases
000 of €060 5 unallocated tasks

Expenses
£99.00 of £0.00

Time left to
o Cost of over £453.98 internal 17 23

oz of st servicing: deadline:  DAYs HOURS

Finandial Analysis

All Jobs (and Quotes) in Traffic exist within a project.

A Project simply holds together related Jobs and Quotes to make then

simpler to find and manage.

As an example your client Brookmans Ltd may ask you to rebrand their

company.
To effect this rebrand you may break conduct a series of jobs

- Brand Definition

- Visual Assets Design
- New Brochure

- New Web Site

enquiries @trafficlive.co.uk
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All of these would be held within a single project called Brookmans
Rebrand.

Tip : If you open a project and it seems to be empty, it maybe empty in

say Jobs, but it probably contains Quotes.

To view a Job either
Use Search

Simply type in the Job number or name in the search box and click on
the desired Job

Navigate using the Left Tree to the required Job and click on it
View Jobs in My Jobs and click on the one you require

In Manage Studio, Jobs Overview click on the required job

In Manage Studio, Studio Overview click on the required job

In Contacts, open the “Jobs Summary” accordion on the right hand

side of the screen and click on the Job you require

If the related Quote has been made into a Job, the Quote will display

the Job number, clicking on it will open the Job

enquiries @trafficlive.co.uk
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Make edits as required

Click “Update” to save
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Select and display you Job using one of the methods detailed above

To add a Job you must first ensure you have added a project.

name and click Create
Click “Add Job”

Select from the Left Tree the client for whom you are adding a Job

Click “Add Project” at the bottom left of the screen, enter a project

At this point a blank Job will be displayed. The job will open in the “Job
Details” view which holds information about the job, type, rate card and

SO on.

pud el Tima

JobName [ oo Rebrand J Type:

Description kh

Client contact: = ,. Christopher Wa.. _, |
Rate Card:
Client PO:
Client PO value:

External Job Code:

Selalalels

ing

5| BRAND

Owner: 5 | Jeremy Rudge |

|| External deadline:

= Internal deadline:

Inhouse Job
.. HTML Guru = Related Quote:
E
| £100000.00
[asa
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Job Name

Description

Brief

Type

Acc Manager

Client Contact

Rate Card
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The name of the Job
The short description of the job

Clicking the Brief button will open the Brief
dialogue. Here you can enter and format
text (or paste it in). If the box contains a
brief it will be shaded Green to advise you
it has contents

All jobs have a type to allow later analysis.
The Types are set in Admin by your
System Administrator.

The account manager responsible for the
Job. The dropdown displays all system
users. If the list is long type their first initial
on the keyboard and the list will jump to
that letter

The person at the client who is instructing

you regarding this work.

This person must exist as a client
employee. If they do not you must add

them in Contacts.

You can set client specific rate cards in
admin. If you have set a client specific rate

to a client in Contacts then the chosen rate

enquiries @trafficlive.co.uk
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card will be used by default.

If you wish to use another rate card you
may do so by selecting it here. You will be
warned that this will over ride existing
rates. Please note that this will also reset
quantise and pricing for 3" party and

expenses to their rate card amounts.

This is the deadline agreed with the client.
This deadline is private and NOT the

deadline propagated across the system

The deadline has both a date and time.
The deadline time defaults to your “Day
End Time” set by your system

administrator

This is the deadline you are working to
internally. This deadline is the deadline

visible across the system to others.
The deadline has both a date and time.
The deadline time defaults to your “Day

End Time” set by your system

administrator

Details of the client Purchase Order

Client PO Value

enquiries @trafficlive.co.uk
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If you are linking Traffic LIVE to another
system the external job code holds the job
number in the other system so that entries
can pass from one to another.

Some systems — those by DDS / Brand
Ocean for example — require more than
one code to identify the job. This is
sometimes referred to as a product code.
This code is currently only utilised in the
DDS XML time export.

The Job can have one of 4 system

statuses.

Draft
0 The Job is being built, it is NOT
live
Progress
o0 The Job is progressing, people
are working on it
Complete
o0 The Job is complete
Declined
o The Job was declined by the client

and will not progress

The status is used to determine is a Job

displays in a view or not

The amendment of the system status is

manual

In addition to the system status Jobs have

enquiries @trafficlive.co.uk
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a user status to help you classify Jobs as
they progress through your business.
Examples might include, With Client, One
Hold, With QA and so on.

The contents of the dropdown are set in

Admin by your System Administrator
A read only billing status. The billing status
Is set within the billing tab on the jobs
screen.
The available billing statuses are

Not Billed
The job has not yet been billed

Part Billed

A bill has been issued but more billings are
expected

Billing Complete

All billings complete and no further billings

will take place.

Tip : The method of calculating profit on a
job changes when the billing status is set
to “Billing Complete”. When all billing is

finalised the profit by default is the total of

enquiries @trafficlive.co.uk
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all billings less costs.

Related Quote If the Job was created from a quote then

the Quote number will be displayed here.

Clicking on the Quote number will open

the quote.

Tip : Please remember the Quote and Job
are related but exist independently, so any
changes you make to the Job will NOT

impact the Quote.

In Quotes the Quote view was free form allowing you to mix fees, time,
purchasing and expenses in a single display. This gives flexibility for

displaying the information to clients.
When viewed as a job the Fee /Time, purchasing and expense
components are split into separate areas as they are managed in

different ways.

The jobs view is made up of six sub tabs

Owverview Job Details Tirne Purchases Expenses Billing
Overview

Graphical and financial summary of the Job

enquiries @trafficlive.co.uk
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- Job details
Information about the job including deadline dates, rate cards and
similar. In general this information is set at the beginning of the job
and not subject to further amends.

- Time

All Time and Fee items together with Milestones. In essence anything

you want a person to do.

- Purchases
All items you are ordering from an external supplier

- Expenses
Expenses you incur on a job. Expenses are usually things that have
not been ordered form a supplier — a Cab for example You can also
use this feature to on bill catalogues of items such as Hosting.

- Billing

Generates an invoice which can match you visual identity if required.

The job overview is made up of two views arranged as an accordion.

+ Data Visualisation

* Financial Analysis

enquiries @trafficlive.co.uk
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Clicking on the label bars will change the view.

This gives you a dashboard of the key elements of a job.

Data Visualisation

Bumnt Hours
Overrun Hours
U Studio Hours
Q Job Hours

Time
Purchases

Expenses

Total

Total Hours

Actual Vs Estimates ()}

£300.00 0F £4500.00
£0.00 of £952 80
£10.09 of £120.00

E310.00 OF £5872.80

100

120

Task Progress (5) Staff Allocations (5)
Not Started Happy
“ tasks A tasks
£0% 80%

Complete Un-Allocated

1 tasks 1 tasks

20% 20%

1 unallocated task
Time left to
Kostaiover £0.00 internal 3 3 7

servicing:

deadline: Davs

If you want to investigate more, you can drill down into the various job

components in the time / purchase / expenses tabs.

The screen consists of 6 elements :-

Hours Graph

(For accurate figures, hover

your mouse over the

progress bar and you will

see the time for each

section)
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Actual vs Estimate
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Tasks with a type of TIME do
not contribute to over

running hours as whist “over”
you have told Traffic you will

recover all monies due.

Tip : Just because a job is
below its total hours, it can
still have overrun hours —

they are calculated by task
- the Studio Hours

Studio Hours are covered
later in the section, but in
essence you can allocate
MORE or LESS time to the
studio than sold. As such
you can either pad the hours
OR if a job has gone wrong,

give it more time
- Job Hours

The hours estimates against
the job — ie the baseline of
what you sold / thought you
were going to do

These summarise the

financial position on the job,



Selalalels

Task Progress

Staff Allocations

(chart not visible if no staff -

have been allocated to the
job)

Cost of Over Servicing
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looking at what is actually
happening vs what you

anticipated happening.

They display figures and
progress bars. The bars go
red once Actual exceeds

Estimate.

Tip : These figures all
INCLUDE markup so you are

comparing like with like.

Gives a graphical view of

how tasks are progressing.

Tasks are either not started,
in progress, complete or over

running.

Shows number of tasks
allocated to staff, and of
these which are happy /
unhappy
number of unallocated
tasks
This is linked to Overrun

hours as described above.

Over servicing is the value of
the over run hours that in all

probability you will not be
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able to bill.

Tip : This is the most
important single measure in
the system. Agencies
haemorrhage income be
over servicing their clients,
either due to mis-estimation,
allowing scope creep or
simply doing favours for

allegedly profitable clients.

You can figure that one out!

Financial Analysis

Estimates

Jobs hours:

Fees & Time:
3rd Party;
Expenses:
Total income:

Estimated Cost:
Estimated Profit:

Actuals
11500 Studio hours:

£4500.00 Feas & Time:
£95280 3rd Party;
£12000 Expenses:

£5872.80 Totals:

£4304.00 Total of Costs Ta Date:
£978.80 Profit in progress™

The Financial Analysis view provides a financial summary of the job.

If the job was quoted it will show the quoted income, cost and profit.

As the job progresses you will see current income and current costs.

The difference between the two we call “Profit in Progress”.

Profit in progress comes with some health warnings. If the job is

progressing normally then the profit in progress figure gives you a

reasonable idea of how much money you have made to date.

enquiries @trafficlive.co.uk
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If the job is not progressing normally — it is heavily over running for
example — please bear in mind that the Profit in Progress number could
be misleading. This is due to the fact that if the job continues to over
run then the profit earned to date could be eroded as the over runs
continue to mount — so a profit now could turn into a loss further down

the line.

A job comprises a series of tasks, purchases and expenses.

Tasks are optionally grouped by Stage. This is useful for larger jobs where a

flat task list would result in an overly long task list.

Stage
Task
Task
Task

Stage
Task
Task
Task

The stage simply groups together and summarises the contents of the tasks.
The stage itself has little in the way of “attributes” other than stage notes,

and is merely a sum of its component tasks.

enquiries @trafficlive.co.uk
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Please note : this section is seeking to describe i n words dragging and
dropping items around a grid. Lets be honest — this is a challenge.
Please play — we have designed the interactionto b e as intuitive as we
can and words do not necessarily do it justice and risk making

something simple quite complex!

The job grid starts out empty unless populated form a template or by

transitioning a quote to a job — see below.

Act¥sEst (Inc i
cost Markup Price Total studio Task (2 K@
Type Description Note Charge Hrs & ey g b e Act¥sStudio Malliq)lm S #

+ +stage Totals 0000 of 0000 000 6F£000

Cormespondence » | | More Actions +

To add Tasks to the Job either

- Double Click the grid
- Click the “+" at the bottom of the grid

L

Status

Cost Markup Price Total Studio

AcsEsEN I
Type Description Note Charge Hrs e %) 0 ® g ActVsStuio Wargin)

1 FEE Junior Designer 1 £2000 80 £54.00 £5400 0100 00,00 of 07:00 £0,00 6 £54.00 G m i

+ +5tage Stage
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To add a Stage Click the “+ Stage” button

> ActVsEst {(Inc N ./
t A T
*® De: iote 3 ot | ek L ot St”fs‘“' Act¥sStudio Hargin) ;:f:s -,

E)

STAGE This is a Stage [ 00:00 00:00 60000 £0.000f £0.00 O

The above screen shot shows A task followed by a Stage. The stage

currently has no tasks within it — hence the blank numbers

1. Create atask
2. Click and “Drag” it in to the Stage (Drag to the middle of the stage and

you will see a green line appear, then drop)

Once you have a task in a Stage, double-clicking the left hand side of the

Task (where the number is) will add another task within the stage

Double clicking the left hand side of the Stage will give you another stage

O STAGE This is a Stage
O FEE Thisis a task

Double clicking the grid where there is neither a task of stage will give you a
new task BUT this task will be “orphaned” — ie not a member of a stage. If

this is not what you require you can drag the stage into any task.

To change the order of the tasks click on the left hand side of the item you

wish to re-order and simply drag and drop.

enquiries @trafficlive.co.uk
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Tip : Stages only hold workflow items, Purchases and Expenses are outside

To add line items to the Job Purchase and Expense tab

click the “+” button at the bottom of the grid

A line will add to the grid and you can commence constructing your Job

The time section holds details of anything that you want a person to do.

It comprises Time, Fees and Milestones.

Estimates

Actuals

Description | Mote Hrs Cost

]

Price

&)

Type Charge Band Markup

(%)

The Job items are as follows

Studio Hrs. Act Vs, Studio ActVs.Est(Inc #

Margin)
2]

Task

Status

Total
&)

u‘a

# This is the line number. Its purpose is to

make referring to lines simpler

Type Each Time line is assigned one of3 types

Fee
Time

Milestone

Both fee and time relate to jobs you are

enquiries @trafficlive.co.uk
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going to do in the studio that take time.
The only difference is how the system will
bill the line.

Fee — The system will bill the amount
estimated regardless of the time you
spend. This is how the majority of

businesses Job / bill.

Example — You estimate a piece of work
will take 10 hours @ £100 — a total of
£1000. The system will bill £2000 (unless
overridden) regardless of if you log 5 hours
or 25 hours.

Time — The system will bill for the time

spent.

Example — You Job 5 hours @ £100 per
hour for amends. If you spend 2 hours the
system will bill 2 hours, spend 10 hours

the system will bill 10 hours

Purchase — Something you are buying in —

print for example

Expense — Expenses you may incur such

as travel, accommodation and so on.
Detail of the item

Item Notes. Clicking on the icon will open

enquiries @trafficlive.co.uk
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the notes dialogue. If notes have been
typed in the notes icon will turn green

The charge band tells Traffic what the
activity is and provides defaults as to cost

and mark-up information

There are three types of charge band, one
for Fee / Time, one for Purchases and one
for Expenses.

The charge bands are set by your system

administrator in Admin.

Tip — It is important you select the correct
charge band and do not simply use the
override features (see below). Traffic auto
schedules jobs to people with required skill
sets and if activities are not correctly
classified auto scheduling will be

misleading.

Clicking on the Charge Band will turn the
box to a drop down and allow the

appropriate band to be selected.

Upon selection the default values set
against that charge band will load into
cost, markup and rate. All items have a
default quantity of 1.

Number of hours

enquiries @trafficlive.co.uk
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Entering a value here will force an update
of Studio Hours to the same value. Please

see below.

If the time on the task exceeds the hours

sold the box will highlight red to warn you.
The cost to the business of the item.

This will be drawn from the charge band,

but can be over typed.

For labour the cost should represent a
typical cost for the service. The system will
know when the work is actually done who
is doing it and hence its true costs, but at
this stage no one is allocated to the work —

we are simply quoting.

Tip : If you know that the “typical cost” will
be wring as you are going to need to
employs a freelancer for example, override

the costing

The mark-up on the cost. You can over

write this value.

The cost plus the mark-up. In essence the
selling price per unit of the service.

You can over ride this figure, in which case

enquiries @trafficlive.co.uk
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the margin will update automatically.
The total charge ( quantity * rate)

You can over ride this figure in which case
the rate and margin will adjust

automatically.

Studio Hours are the hours you have
chosen to allocate to the Studio for the
task. You can allocate the studio less time
(you want to pad the hours) or more time
(the job has gone wrong and it needs to be
re-baselined)

Studio Hours is the value seen by the rest
of the system users other than those with

access to this view.

Tip : If a job is going wrong it is strongly
recommended that you re-baseline the
studio hours. This lets you schedule more
time and takes the job off exception lists.
The job has gone wrong — talk about it
once, give it more resource and move on.
There is no point in highlighting it every

day. It will only make you miserable!

If the job is over its sold hours the “Hrs”
box will be red, so you still have visibility
that the job is in difficulty.
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This shows actual hours worked compared
too the studio hours.

This is a progress bar, and will turn red if

the hours are exceeded.

This shows the actual cost of time
recorded vs the estimated price to your

client.

Both figures INCLUDE margin so you are

comparing like with like.

This is a progress bar, and will turn red if

the cost exceeds the estimate

Clicking on this grid item shows a
dropdown. You can select a status for

every task.

These statuses are set by your System
Administrator.

This allows you to track individual tasks —
for example, With Client, On Hold, in QA
etc.

There are three possible happy ratings,

Happy, Sad and Complete.

Multiple people can be allocated to a Task.

As such the Happy Rating follows rules.

enquiries @trafficlive.co.uk
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If all people are Happy, the Task is Happy
If any one person is Sad, the Task is Sad
If all people state they are complete, the

task is complete.

You can see the detail of who is happy,

unhappy in Job Schedule.

The complete rating is the opinion of the
person allocated the work. It DOES NOT
mean the task is complete. This is the

decision of the Job owner.
See next column

This is the task complete column.
Checking the check box indicates that the

task is complete.
i is for information.

Clicking i will open a dialogue that will
show you details of all the time sheets
logged against the task and their status
(signed off or not — for details of how to
sign off time see Manage Studio,

Timesheets).

You can choose to step through the tasks
by clicking on Prev / Next.

enquiries @trafficlive.co.uk
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Purchases holds together anything that you are ordering for a job.

You can see summaries of issued Purchase Orders and their status in

Manage Studio, Purchasing
Purchases allows you to record the order, issue a PO, track delivery
dates, differentiate between what you estimated, the order you placed

and what it finally cost. Additionally you can track supplier payment.

The Purchase items are as follows

Estimates Actuals

Due Date Act Vs Est

]

# Note Charge Band Cost

(&)

Price

(&)

Total
]

Supplier Qty Markup Order status

(%)

Description

# This is the line number. Its purpose is to

make referring to lines simpler

Note Item Notes. Clicking on the icon will open
the notes dialogue. If notes have been

typed in the notes icon will turn green

Charge Band The charge band tells Traffic what the
activity is and provides defaults as to cost

and mark-up information

There are three types of charge band, one
for Fee / Time, one for Purchases and one

for Expenses.

The charge bands are set by your system

administrator in Admin.
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Clicking on the Charge Band will turn the
box to a drop down and allow the

appropriate band to be selected.

Upon selection the default values set
against that charge band will load into
cost, mark-up and rate. All items have a

default quantity of 1.

The supplier of the goods. The supplier is
updated in the purchased dialogue box —

below.

Suppliers must be entered into the
Contacts section before they can be
added.

Quantity of goods to be ordered
The cost to the business of the item.

This will be drawn from the charge band,
but can be over typed. For a Purchase the
value would typically default to Zero, but
you can price items that you order
regularly from a know supplier — simple

print, promotional items etc.

The mark-up on the cost. You can over

write this value.
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The cost plus the mark-up. In essence the

selling price per unit of the goods..

You can over ride this figure, in which case
the margin will update automatically.

The total charge ( quantity * rate)

You can over ride this figure in which case
the rate and margin will adjust

automatically.

Order status is selected in the Purchasing

Dialogue —see below.
A purchase has the following status’s

Not ordered
Ordered

Partial Delivered
Delivered

The order due date. This is set in the
Purchase Dialogue — see below

This shows the actual cost of the item
purchased vs the estimated price to your

client.

The actual cost is set in the Purchase

enquiries @trafficlive.co.uk
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Dialogue.

Both figures INCLUDE margin so you are

comparing like with like.

This is a progress bar, and will turn red if

the cost exceeds the estimate

[ i is for information, and this opens the

Manage Purchase dialogue.

This is further explained below.

This section has been superseded as Purchases now has its own tab

and broad functionality.

Please see support.sohnar.com

Expenses records expenses!

It differs from Time and Purchases in that expenses do not need to be

estimated, or added to this view to show here.

enquiries @trafficlive.co.uk
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Users can add expenses to jobs regardless of whether they were
estimated or not. You can make the decision to bill the expenses on at a

later date. Expenses are added in My Traffic / My Calendar.

Expenses added that have not been estimated will show an estimated
value of zero. The mark-up on these expenses will be automatically

pulled from the Change Band relating to the expense type.

# Description Note Charge Band Cost #

(£}

Price
£}

Qty Markup

(%)

Total
£}

Act Vs Est
£}

To remove a task, select it and click “-* at the foot of the grids.
To remove a Stage click “- Stage”. The delete stage button will only

enable if the stage can be deleted. Stages must be empty of all tasks

before deletion can occur.

If you want to re order your Job items in any view simply select the line,

drag it with you mouse and drop it where required.

Click “Update”
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Once you save your Job it is allocated a Job number.
The Job number is made up of a prefix followed by a Sequential number.

The prefix and your choice where the sequential numbering sequence

commences is set by your system administrator in admin.

The default Job prefix is J and the default number sequence commences
atl.

Tip: You may want to consider changing your prefix annually to make it
clear when the Job was issued. For example in 2011 your prefix could be
“2011:". Consider that the longer the prefix and the higher the number
sequence the more likely the field is to truncate. Jobs2011:1022200 is
probably not advisable.

You can amend a Job by opening it, making your changes and clicking
Update.

Agencies often start work on a job before issuing a quote.

If the job has no quote then the Create Quote button

Will be enabled.

enguiries @trafficlive.co.uk
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Clicking Create Quote will create a quote for the client with the same line items
as the job, connected to the job with the same job name and other meta
information.

This function creates a blank quote allowing you to select what it says in terms
of line items.

Click More Actions / Delete Job.

You will only be able to delete a job if that job is empty — ie no tasks /

purchases.

To save constructing Jobs manually you can create and use libraries of
Jobs.

Templates

v [ Client Quotes
B ] Print Quotes

¥ [ Special Quotes

Job libraries are public, hence any changes impact the templates seen
by all users.

Tip : The folder structure for Job templates is shared with Quote

Templates. If you see what seems to be an empty folder there is

Selalalels
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probably a Quote template in that folder which is not visible in the Jobs

view.

This function is permission controlled. If you cann ot add

templates contact your system administrator.
In Jobs :-

Open the Template expander by clicking the “>” to the right of the
Templates title

Click “Add Folder”

Enter your choice of folder name

Click “Save”

Your folder will appear in the Template tree.

You can add nested folders by selecting an existing folder and following

the process above.

To add a template to the library

Open the Templates expander

Navigate using the upper tree to the Job use wish to convert into a
template

Click and Hold on the Job, drag it down to the required template

folder and release your mouse button.

Tip : When the mouse is correctly positioned over a folder you will see

a u+11 Sign
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The Job will now be a template.

To use a template

* You must first open a Job. This can be an existing Job, or a new Job
(Select client / project and click “ Add Job”)

* Open the Template expander

» Select the Job template required, click and hold your mouse and drag
the template into the white space at the bottom of the Jobs grid or
simply double click the template name

* Release your mouse button

* You will be prompted to either replace the current Job or append the
template to the end of the Job.

* Click “OK” and the template will be applied to the Job

Tip : The template only populates the Job Grid. The header information

(jJob name and so on) is not populated from the template and must be

completed in the normal way.

Templates -]

b [ test

Add Folder
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Modifying and deleting a template is controlled by permissions. If you cannot

access these functions, please ask your system administrator.

To change the name of a template, select the template, click modify, enter the
next details and click SAVE.

You can delete a template or template folder by selecting it and clicking on

delete.

A folder must be empty before you can delete it — so you will need to delete all
its contents first. The template “file” structure is shared with Quotes, so if you
cannot delete a folder you will probably find that there are quote templates in the

folders.

enquiries @trafficlive.co.uk
-184 -




traffic

Scheduling creative business online

Your system administrator can set up custom reports in Admin. To access these
reports click

Maore Actions &

Select Job Reports

Job Report
Report Template: :}Db oo ILJ
Deocument format: [ =
HTIAL EJ

Cancel | | Openreport

There are two sample reports in the system by default.

These are only samples to show what is possible. You can amend these / create
you own in Admin.
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Job Number: J141 Deadline Date: 1/12/2011
Client: Aardvark Senvices System Status: PROGRESS
Project: 2009 Jobs Our Status: FOR APPROVAL
Job Name: Disney Club House Account Manager: Jeremy Rudge
Client Contact: Isobel Campbell Rate Card: Discount rate
Client PO amount: Related Quote: M/A
Client PO Ref:
Time
L Est Studio | Actual | % Est| ., Act Est Compl
Type Description Chargeband Hours | Pate bre | Hre | Hre s:rrusm incame | Inceme | DueDate |Happy| S0
FEE Design Artwork 7:00 8000 T:00| 000 0%| 0% 000  560.00|29/11/2011| Ty
=
FEE Build Artwork 12:00 80.00| 1200| 000 0%| 0% 000 88000 112011| Ty
=
MILESTONE | Client Review 0:00 000 0:00 000 MNA|[ MA 0.00 0.00 1122011 Gy
=
FEE test Artwork 8:00 8000 €00| 000 0%| 0% 000  480.00| 140N Ay
=
MILESTONE | Client approval 0:00 000 0:00 000 MNA|[ MA 0.00 0.00 1122011 Gy
=
25:00 2500  0:00 000  2000.00
Purchases
- : Est Order Actual Order
Description Chargeband | Supplier | amount | Amount | Amount | Staee | DueDate
0.00 0.00 0.00

Sohnar Limited
Tel: +44 (0) 20 8600 7520
www.trafficlive.co.uk

Fax: +44 (0) 20 8600 7528
enquiries@trafficlive.co.uk

¢ 1 Glenthorne Mews « Hammersmith ¢« London « W6 OLJ
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Client Schedule

Shows a summary of the Schedule

Job Humber: J141 Deadline Date: 1/12/2011
Client: Aardvark Services Account Manager: Jeremy Rudge
Project: 2009 Jobs Related Quote: MIA
Job Name: Disney Club House Client PO amount:
Client Contact: Isobel Campbell Client PO Ref:
Client Schedule
Description HE:‘:S Start Date | Due Date
Design 7:00 [28/11/2011 | 29/11/2011
Build

12:00 | 283011/2011 | 1112201

Client Review 0:00 | 1122011 | 12201

test 800 1122011 | 12201

Client approval Q00| 1122011 12201

25:00

Sohnar Limited ¢ 1 Glenthorne Mews « Hammersmith ¢« London « W6 OLJ
" Tel: +44 (0) 20 8600 7520 Fax: +44 (0) 20 8600 7528
Selalatels
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Billing / Invoicing

Traffic LIVE allows you to invoice your clients. The system will allocate an
invoice number, and create the invoice using the Invoice Template. You can

then create a PDF from this and send it to your client.
Traffic LIVE also supports raising invoices in a foreign currency.

Traffic LIVE maintains an invoicing history which can then be exported. This
export can be used to import into accounting packages, including Sage Line 50,
MYOB ( Australian Versions), Quickbooks and others.

The Invoice Template can be customised — please see the section on “Creating
Custom Outputs” — and you can hold multiple invoice templates letting you
invoice certain clients / activities in different ways, with different terms and

conditions and so on.

Line Type The type of service as set in the Time /

Purchase or Expense tabs
Billing Type There are three possible billing types

- Actual
The line is billed in accordance with the
amount of work done or for purchases and
expenses the true purchase price plus the

mark-up

- Estimate

The line is billed to the estimated costs

enquiries@trafficlive.co.uk
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regardless of the true amount of work done or

costs incurred

Non Billed

The line is non-billable

The billing type is set automatically by the
system, but can be over ridden if required.

Time - Actual
Fee - Estimate
Purchase - Actual

Expenses — Actual

Description of the line as entered in Time /
Purchases or Expenses

The line notes
This is the cost of the line.

Time & Fee — the actual cost of people who
worked on the job. Each person has an hourly
cost set by your System Administrator in
Admin.

Tip : This figure will almost certainly differ
from the estimated cost as it reflects the true
cost of work done taking into account the cost

of the people that worked on it

Purchase & Expenses — the cost without

enquiries @trafficlive.co.uk
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mark-up of the purchase.

The actual cost plus mark-up compared to the

estimated value including mark-up.

The amount Traffic believes should be billable
taking into account the Billing Type set and
the numbers recorded.

All things being equal this will be the amount
you chose to bill, however you may choose to
bill a differing amount to take into account
scope creep, to recognise that you got a
particularly good deal on a purchase and so

on.

The amount of money already billed on this
line

The suggested line value LESS the Billed to
date value.

This value can be negative if you have billed
the job in advance / billed more than the value
of work done.

Clicking the arrow will copy the Suggested Bill

to the To Bill column

Column header ontop of the “>" column
allowing you to bulk bill. Further explanation
below.

The amount you have chosen to bill. This

value can be overtyped as required.
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Tax?2

Tax 2

Amount

Total

Billed to
date
(currency
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To Bill (
currency
symbol)

Tax
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The tax rate to be applied to this line.

Tax rates are set by your system

administrator in admin.

The amount of tax for Tax 1

The second tax rate to be applied to this line.
Note : this will only show if your System
Administrator has set your system to deal with
two tax rates

The amount of tax for Tax 2.

Note : this will only show if your System
Administrator has set your system to deal with
two tax rates

The total of the To Bill and Tax amounts.
ADDITIONAL COLUMNS WILL DISPLAY IN

CURRENCY MODE

The Value in currency billed to the client to

date.

The currency equivalent of the base currency

amount left to bill

The tax 1 amount calculated using a

enquiries @trafficlive.co.uk
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1(Currency percentage of the currency amount billable
Symbol)
Tip : There are exceptions, but generally if
you are based in one country and selling to
another sales tax would be set to nil. This is

only a tip, and there are many exceptions!

Tax 2 ( The tax 2 amount calculated using a

currency percentage of the currency amount billable

symbol) (only shows if the system is set to use 2 tax
rates)

Total ( The total in currency of the to bill amount + tax

currency 1 and tax 2 ( if tax 2 applicable)

symbol)

The process followed to bill a job is

- to prepare your job for billing
- if required to produce a Draft Invoice for checking
- toissue the invoice

- to amend the Billing Status if the job is fully billed

You can bill in advance, part bill, bill multiple times and so on.
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Enter the job and select the Billing tab.

Job #J141: Disney Club House (Print)

Note sy AVSEL  Suggestediine  Biledto  Suggested
) value (£

% Tl Towl | Exfo
date(©) CIER A L 41 @

ssssssssssssss

The system makes suggestions as to how much you should bill based on the

line type, which in turn drives the default values of the billing type.

Types TIME, 3" Party and Expenses will by default suggest you bill to ACTUAL,
fees will suggest you bill to ESTIMATE.

If you disagree with these assumptions simply change the billing type for the
line.

The Suggested Line Value will show you what the activity should be billed at
given the assumptions made. From this will be deducted any amounts billed to

date to arrive at a suggested amount to bill.

Selalalels
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If you agree with this assumption click “>” and the amount will be carried over

into the “To Bill” column.

To Bill all lines to a certain Percentage click

goested %
Billgg  ~  '0F
10 Bl (E) g | .ﬁ.mtl: (£} I
Calculate all To Bill linesby | 100( %

of the ':J Suggested line value 'E] Sugogested Bill

| Apply | 5]

You can then bill all lines to your required percentage.

You can choose to bill to the Suggested Line Value or the suggested bill ( line

value less billed to date).

You might want to bill 50% of the suggested line value upfront and then 100% of

the suggested bill once the job is complete.

If you “disagree” with any of the amounts and wish to bill a different amount
simply type the value into the To Bill box. You can over bill or under bill. You are

in control.

Tax is calculated by line item in accordance with the default settings set in

admin by your system administrator. You can override them if required.
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Finally, if you do not want any lines shown on the invoice — nil values for

example — then check the box on the right to exclude them.
You will see the totals at the bottom of the screen.
Click Update

Important Note : Traffic LIVE allows you to mix tax types on an invoice.

For this reason the tax is calculated by line item. For example in the UK a
magazine is Zero rated, but the delivery of that Ma  gazine would not be. In
Australia most things are rated at 10% GST, butaf ilming permit for filming

a street scene is Zero rated.

The calculation by line item can lead to circumstan ces where the total tax
is rounded by line item and gives a total figure th at seems to be wrong. It
is however correct. The UK revenue guidelines on li ne item billing can be

found here .

http://customs.hmrc.qgov.uk/channelsPortalWebApp/channelsPortalWebApp.port
al? nfpb=true& pagelLabel=pageLibrary ShowContent&id=HMCE CL 001543
&propertyType=document#P574 44405

It should be noted that the UK VAT rate is currentl  y 20% and the Australian
Rate 10% (makes you wonder doesn't it!) and with wh ~ ole number tax

amounts rounding in the manner described above is e xtremely rare.
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Your Job will reflect your workflow. Depending on your billing style you may not

wish to get this granular with your client.

If you wish your invoices to simply say “Design and Print of the brochure as per

Quote 1234” rather than a blow by blow list of all activities undertaken

- Add aline / lines to the job with the description (S) you require.
- Set them to Zero hours, and do not schedule them to anyone
- In the billing tab exclude the other lines from the job

- Type in the value you wish to bill

- Click update

The bill you produce — see next section — will now simply show the new line

item(s).

You can re-order the items on the invoice if you wish by dragging and dropping.

You are unable to move Tasks that are already within stages, but you can move
whole stages.

What is printed on the invoice is controlled using the exclude from invoice
function.
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o BERE:
B3

O

The default behaviour with no boxes checked is for

- All Stages to output
- Stages within tasks to NOT output
- Stand Alone Tasks / 3" Party / Expenses to output

Iltems checked will be excluded as follows

- Check the Stage Line, but leave the tasks in the stage unchecked.
The tasks will show on the invoice the stage will not

- Check one or more tasks, but don’t check the stage. The invoice will
show the stage but the value of tasks checked will be EXCLUDED
from the quote

- check any item that is not a member of s Stage — it will be excluded.

Invoice Notes are unique to the Invoice they do not reflect Job Notes.

If you wish to see what an invoice will look like pre issuing it click

Diraft Invoice
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Note: this option will only be enabled if the invoice has been updated. If the

option is greyed out, click Update and try again.

Draft Invoice

Please select invoice issus date: 4 Select Invoice Template
{ December 2011 b | | Default Templat 5
4 Document format

s M T W 5 |

HTML | = |

T
B2 3 e
4 Select Client Addrass
4 5 & 7 & 9 10 - =
billing address |- |
18 19 20 21 22 23 24
23 26 27 25 289 30 M
Cancel Diraft invoice

You can select the invoice template, client mailing address and so on.
If you print to HMTL, then once the document is displayed in your browser you
can print to PDF. On a MAC this is a built in function. On a PC there are a wide

variety of “PDF Printers” available free of charge.

We use http://www.dopdf.com/, but a search of Google for “pdf printer driver”

will show many more options.

If you have installed Adobe Creative Suite then the Adobe PDF printer will most
likely be installed already

A draft invoice is not saved by the system and does not have a number.
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To issue an invoice click

Issue Invoice

And select the “Issue Invoice” option.

Note : this option will only be enabled if the invoice has been updated. If the

option is greyed out, click Update.

Your system administrator can allocate you an invoice issuing limit. If the invoice

exceeds this amount you will get a warning and will not be able to proceed.
Once an invoice has been issued

- it carries an issue date

- itis allocated an invoice number

- the details of the invoice are captured and retained by Traffic LIVE

- the job numbers at the bottom of the screen are updated

- the To Bill amounts are cleared back to zero in preparation for the next

billing cycle

The process of printing and so on are similar those for a draft invoice — above —
although you have some additional options that will allow you to amend the

billing / job status at the point of issuing the bill.
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Issue Invoice

Please select invoice izsue date: 4 Select Invoice Template

| ¢ December 2011 3 I | Default Template x|
4 Document format
S M T WTTF § _

- HTRAL | A
112 = T
4 Select Client Address
4 5 6 7 8 % 10 T —_
| billing address ||
11 12 12 14 15 18 17 —
18 19 20 21 22 23 24 Biling ttus B
25 26 27 28 29 30 31 P I S |
System Status
| PROGRESS -]
Cancel Issue invoice

Once issued you cannot delete or cancel the invoice, you can however issue a

credit note.

C il Rate: | " 3
UTFEnCy i ate | 1| Apply= Syne Cols

Alt currency Eura = iGet Rate a

You can issue an invoice in a foreign currency.

It is important to note that the invoice will be accounted for in your system base
currency. All reporting will show the base currency values. It is only the client
invoice that exists in the foreign currency.

Click “Alt Currency” and the current dialogue will appear.

1. Select you currency
2. Getthe rate
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a. You can select the current rate — provided by Yahoo Money or;
b. Your company rate if your system administrator has provided a
rate. If no company rate exists then the option is greyed out

c. If you prefer you can manually over type the rate in the rate box

3. Apply the rate by clicking the Apply button. You can choose to apply the
rate
a. To the selected line

b. To all lines

You can then choose how the quote grid “behaves”.

Swnc

If “Sync” is enabled ( green) then any changes you make to either the sterling or

currency values will remain synchronised.

So for example if you have an exchange rate of GBP to AUD of 2, changing the
GBP value to £100 would automatically change the AUD value to $200.
Similarly changing the AUD value to 1000 would change the GBP value to 500.

This would be the behaviour you would typically expect, however you may
choose to disable this function. In some circumstances. You may have an “odd”
currency value AUD124.96 which you would prefer to express as AUD125.00
without changing the base currency. You could have a large 3" party purchase
and have for example purchased currency forward, and hence need to use a

different rate.

Cols
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Cols simply turns on or off the foreign currency columns. This may make the

screen simpler to read if you no longer need to see the currency amounts.

When you output your quote Traffic LIVE will automatically pick up the foreign

currency amounts.

Tip: Once the job has been billed once you can no longer change the currency

The method used by companies in determining which e xchange rate to
use for a given transaction varies. Some use realt ime rates, some a single

rate for a time period — this could be as long as a year.

No method is right or wrong, as all billing in fore ign currency exposes you
to exchange rate variations unless your finance dep artment use treasury

instruments to manage this risk. These differences are then accounted for

by your accounting system using “Gains and Losses o n Foreign
Exchange”.
If using foreign currency billing please ensure you understand your

companies policy.

Simply issue a draft or final invoice in the normal manner.

The values and currency symbols will change to the currency values as

specified on the bill.
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The invoice issue limit is linked to the base currency amount, so should you
receive a limit warning you will need to ask someone with the appropriate

permissions to issue the invoice.

To issue a credit not in Traffic LIVE simply choose to bill negative numbers. An
invoice for a negative amount will then be generated, and the billed job totals
amended.

Important Note : You can choose to issue a mixed in  voice in Traffic LIVE
that bills say 3 line items and refunds another. An “invoice” prepared in
this way will be rejected by our link to Sage. Sage can only process a
credit note OR an invoice. It is likely that mosta  ccounting packages will

take a similar view point.

At the bottom of the screen is a summary of the amount billed and still

remaining.

Billing History Price Tax 1 Amt Total

Billed to date  £1750.00 £250.00 £2100.00

Leftto Bill  £2400.00 £480.00 £2830.00

If you bill a job in advance the Left to Bill numbers could — quite correctly — show

a negative value as you have billed more than was available to bill at the time.
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The financial numbers always reflect the job value in your base currency — not

the currency amounts.

Finally you will need to update the billing status.

Traffic LIVE will force the billing status to “Part Billed” once any invoice has been
issued. It has no way of knowing if you have part billed or fully billed a job. As
such you must manually update the billing status once you have complete job
billing.

The billing status not only tells another user the billing status of the job, but also
over rides the profit calculation on the job — only when billing is complete do we

really know how much money we have made.

To see a summary of issues invoices click

Issued Inwaices
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List of issued invoices

Date v Invoice # Arnount Tax Total
126,/06/2011 INT £1711.50 £342.30 £2053.80
£1711.50 £342.30 £2053.80
Re-issue invoice Close

You will see all issued invoices. Should you wish to reprint / reissue the invoice

select it and click “Re-issue Invoice”.

The only definitive way to measure profit on a job is once the amount billed
has been confirmed.

Traffic at that point will know how much is coming in — the total of invoices —
how much has gone out and the balance will be to profit or loss you have

made.

The setting of the billing status to Billing Complete tells traffic that it can now

calculate profit using this method.

If billing is not marked as complete Traffic will use a measure called Profit in
Progress. Profit in Progress is a calculation based on what Traffic knows at a
point in time — and makes assumptions that you will bill the job in line with its

recommendations.
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These are reasonable assumptions to make unless there is something odd
about the job examples include the client not being billed for one reason or

another, or the job running significantly over / under.

For accurate profit reporting it is hence essential that you correctly set the
billing status.
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You can export invoices from Traffic LIVE.

We provide an adaptor to import data into Sage Line 50 and Quickbooks — see
next section, and export formats to cater for MYOB Account Edge in both

Service and Professional format. .
To export invoices select the Jobs tab and the Invoice Export sub tab.

Select the data to be loaded using the search criteria in the left hand panel and

click search.

The screen will display every line item in every invoice meeting the search

criteria. There is no invoice summary.

We have included in the export all information we hold about a line item. You
may wish to use this to produce some bespoke reporting, or to import to an

accounting package.

Click export in the bottom right hand side of the screen. The export dialogue will

appear.
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Export Data
Export type: Standard |
Exportdatar | Current page ||

E] Unfitered data
() Filterad data

Cancel Export

You can now make a number of selections.

Standard

- Exports all fields we hold about an invoice. This is also the correct format
to use when exporting to Sage Line 50 or Quickbooks.

Account Edge — Service

- This exports invoices in the format required by MYOB Account Edge —

Australian Edition — Mac Account Edge V9

MYOB supports two invoice layout types, service and professional. This
export supports Service. The type of invoice layout you use will be known
to the person running your MYOB package.

Account Edge — Professional
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This exports invoices in the format required by MYOB Account Edge —

Australian Edition — Mac Account Edge V9

MYOB supports two invoice layout types, service and professional. This
export supports Professional. The type of invoice layout you use will be

known to the person running your MYOB package.

enquiries @trafficlive.co.uk
- 209 -




Selalalels

traffic

Scheduling creative business online

PLEASE NOTE THIS SECTION REMAINS VALID, HOWEVER
SUPPORT.SOHNAR.COM HAS DETAILS OF FULLY AUTOMATED S AGE
POSTING.

Traffic LIVE will export the Sales Ledger into a format that can then be imported
into Sage Line 50.

Sage Line 50 has a limitation than means it cannot natively import invoices by
line item.

To overcome this limitation we use a program called Import Plus.

- you raise invoices through Traffic LIVE

- periodically (daily, weekly, monthly — you choose) you create an export
file in Traffic LIVE

- this file contains details of your Sales Ledger

- the file in imported into Sage using Import Plus

- the sales ledger in Sage Line 50 is updated

- Import Plus will advise you of any errors that need correction

You need to

- Install Import Plus
- Configure the required fields in Traffic LIVE to match those in Sage
- Run atest

Installing an configuring Import Plus is straightforward. You will need

- to be familiar with installing programs on Windows

- to have admin access to the machine you are installing it on

- have admin privileges to Traffic LIVE

- to know sufficient about Traffic LIVE to be able to issue a sample invoice
— or to have on hand someone who does

- to know enough about Sage Line 50 to be able to confirm that what has
left Traffic LIVE has arrived in Sage Line 50 — or to have on hand
someone who does

enquiries@trafficlive.co.uk
-210 -




traffic

Scheduling creative business online

If you are planning on upgrading Sage Line 50, we recommend that this is
undertaken before you install the link to Traffic LIVE.
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These instructions have been provided by the supplier of the Sage import utility.

Import plus is easy to install, however, there are quite a few steps and these
need to be done in the right sequence, skipping steps, and doing things out

of sequence are the main problems
1. Download the latest installation package for your version of Sage 50

* itis important that you use the right version of import plus for your
installation of Sage 50
» the download page for import plus on the Skyewright website (the

provider of this utility) is here

2. Run the installation package.

* If you are on a network, then you should do a server installation and then
you can use the "workstation setup” application on the server to install to
all the workstations.

* Install the application into a shared directory (we suggest you use the
existing share for Sage 50, and make a folder called Skyewright in it, this
is then accessible to all Sage users)

* once installed you can run the workstation setup program from the server
on each workstation.

* If you have a non windows server (Linux, Mac, Novell, or a NAS) you can
do a server install to the fileshare from the workstation, just select the

path to the file share when you install.

* If you are a single user, then do a full install
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3. Install your Sage 3rd Party Activation keys

» these are free of charge
* open Sage 50 and got to Tools>Activation>Enable 3rd Party Integration
* you need to telephone Sage to get your keys, the phone numbers are on

the screen
4. Set your datapath, username and password

* In Basic mode, on the lower left of the screen, there is a box Titled
Location. In this box you need to enter the path to your Sage data
(including the accdata) You can find the current data path from in Sage
Help>About>System Information>Directories>Data it can be hard to see
it you can stretch the window box, hover over the path and the full path
appears in the tool tip or right click on it and open the folder (these
methods only work in some versions of Sage 50)

* When you have selected your datapath the name of your company
should appear in the box labelled description.

» Enter a Sage 50 username in the Logon box (for production use it is best
to have a dedicated username for importing eg "import")

» Enter the associated password in the password box, if there is one, you
can have the password memorised, to do this go
>Advanced>Connection>Remember Password (Tick Box)>Basic

5. Update your tools

* Open import plus (go to Basic mode if not already there)

» use the ... button next to location to browse to your sage data directory
(ends in /accdata)

* You can find you sage datapath from your Sage package. Itis in

Help>About>System Information>Directories>Data Directory

enquiries@trafficlive.co.uk
-213 -




traffic

Scheduling creative business online

* go to Tools>UpdateTools and run
6. Get your customisation updater

* Open import plus and (go to Basic mode if not already there)

* go to Tools>Collect and install customiser press Run

* enter your script code will be mih-traffic

» after installation of the cutomiser, you will have a new option in Tools

"Update your customisers”
7. Update your customisers

* go to Tools>Update your customisers press Run
* you should now have additional section(s) for your customisers
* You can re run this option to update your installation with the latest

changes made to your customiser.
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8. Register your software and Request a Licence

Open import plus (go to Basic mode if not already there)
go to Tools>Request Licence and press run

Fill in your details (accept the default licence options)

9. Everything will now work, however, there is a time limit of 14 days and some

splashes can not be prevented, you will get an email when licensing is issued,

you will probably get a provisional licence and then later on a full licence, each

time you get a licence you need to

Open import plus (go to Basic mode if not already there)

go to Tools>Collect and Apply Licence and press run

If for some reason the automatic licensing fails, you can enter the licence
code from the email manually

Open import plus (go to Basic mode if not already there)

go to Tools>Install Licence and press run

Dialogue Screen Size issue: when you open ImportPlus for the second time

and It has it's customisation, the "operation" window may be very small, and it

may be hard to see your customises. As there is no maximise button, you have

drag the edges of the window to make it larger.

NOTES:

The -feedback option is the path to the file where the results (in html) will
be put, if you skip this a file will automatically still be created and a name
generated automatically.

The Password option contains the password in a hashed form, you can

use the password in plain text if you want.
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 The command lines can be very long and exceed the 255 character limit,
you can work around this by putting the command in a batch file
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Want to turn off the splash screen?

add the option "nosplash” in the mode box
Want to skip the listing screens when running

add the option "nolist” in the mode box
Want less feedback whilst running ?

add the option "taciturn” in the mode box
Want to not show the end result screen?

add the option "gr" in the mode box
Want to turn off all user interaction whilst running?

add the option "tool" in the mode box
Want to delay the showing of the progress bar

add the option psd=xxxx where xxxx is the number of
miliseconds delay you would like in the mode box
Want to hide the progress bars

add the option psd=-1 in the mode box
Want to use a combination of modes?

separate multiple modes with commas, "nosplash,qr"
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For invoices to flow between Traffic LIVE and Sage Line 50 information between
the two systems needs to match so that Sage can understand what Traffic LIVE
is sending over.

You need to configure three things in Traffic LIVE

1. Tax Types and Codes
2. Client Codes
3. Nominal Codes

To set Tax Types

- enter Admin

- select the “company management” tab

- Select “Configure Company Details” at the top of the left hand list
- You will see “Finance Details displayed on the screen

Finance Details Destination Currency Rates

Finance Details

Basecumency  gpp (Pound sterling) No. tax rates |1 '%'
TakRate 1 [y 20 ) I
T Code Description Rate %
zerotax zero tax 0% B
VAT O Mill VAT Tax rate fort 0%
VAT 20 Default VAT Tax rate 20%
4 +

In the UK companies typically use upto four VAT rates

- Nil

- 0% (not the same thing ©)

- 5% ( certain lower rated items)
- 20%
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So that users do not become confused we recommend setting as few tax types
as possible taking into account your business. For most this probably means 0%
and 20%.

You need to liaise with your Sage administrator to determine the codes you are
using in Sage to depict these rates.

It is likely that the 20% VAT rate will be known as T1 and the 0% TO (but you
may use T9). These can however vary — so please check.

Your system will probably have tax rates in it already.

To edit the tax code double click on the line item and the line item will open

p—
Tax Rate 1 VAT 20 -
Tax
Code | WaT_20
Description Default VAT Tax rate for |
Rate (%) |20 E
Done Cancel

Enter the code that matches Sage in the Code box.
Click Done.

Finally make sure that your default tax rate ( probably 20% unless you do large
amounts of non rated work) is selected as default.

The number of tax rates selector is use for countries with more than one sales
tax rate per line item ( Canada for example) and should be left set at 1.
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Now move on to nominal codes.

Nominal codes marry up the type of activity you are undertaking in Traffic LIVE
with the way your accounting system analyses its income.

Click “Chargebands”
admin
‘company i ge charge bands \ import. templates
Charge Bands Client Admin - SOHNAR Ltd Version 1 (Time & Fee Chargebands) Viewing Rate Cardh | - DEFAULT- -]

TIME_FEE Code* Description Cost Mark up % Defautt Rate

THIRD_PARTY
Artwork Artwork £000 186,57 £80.00

EXPENSES
Copy/edit Copy and edit rate £22.00 154.55 £56.00
Copywriting Copywriting rate £25.00 200 £75.00
Creative £60.00 100 £120.00

Nominal codes are entered in the “External Code” column. We do not use the
term nominal explicitly as these fields are used by different clients integrating
with different systems in different ways.

For each activity enter the relevant nominal code.

Income lines in Sage typically start at 4000 so you should be expecting numbers
like 4010 4020 and so on. Your system could be different.

Some agencies use dozens of nominal’s, some a handful. If you have lots of

nominals and think you are looking to consolidate, then you should do this
before setting up the codes in Traffic LIVE.

Finally you need to enter Client codes.
Navigate to Contacts, and for each client

1. Select the client
2. Click Edit

contacts N orgchart
Clients © Aardvark Services Last Updatad; DS/10/2011 & 1419 -by Jeremy Rudge
Open Tree Close Tree S
F £ Aardvark Services [a] Company = | Asrdvark Services =
» 3 BL i @ |-FR05FECF
sLeT Internal Classification = =
» (2 Click2view e T3 T 3
Website | hitpifiwwrrsarcvarkco.u | &
+ (] Cole Brothers L - - - Employees |0 =]
Ensur isincluded in web site address s
~ (] COMPANY ) ]
5 Owner = | |=] -
» (] company1759 = = |+
T = |
+ (] company184] Industry | INTERMET SERVICES [=] i
» [ De Jazee Productions RateCard | Discount ra te [+

+E3EmMe Notes
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You will see the screen above.
Enter the Sage client code in the External code box and click Update.

Sage typically generates the client codes for you. Sohnar Ltd for example would
probably by SOHNO1 in Sage.

This section assumes you know how to use Traffic LIVE — if not the user guide
can assist

You are now ready to run a test and we recommend you involve someone who
understands Sage Line 50.

1. Create a test job for a suitable test entity. Your book keeper / FD will
advise if this is a test company or a real company.

2. This job should carry maybe 3 or 4 line items. We suggest that the values
are low so that your books are subject to minimal distortion

3. Enter Add / Edit Job / Billing and Bill the Job

4. Print out a copy of the invoice so you know what you are checking it
against

5. Enter Job Add / Edit — Invoice Export

6. Make sure that the date range at the bottom of the screen coveres the
date range you issued the invoice for

7. Filter the list using the filters on the left so that only the invoice you have
just raised is shown

8. Click “Export”

9. Make selections as below

enguiries @trafficlive.co.uk

-221-




Selalalels

traffic

Scheduling creative business online

E Export Data

E Export type: Standard I
E Export data: | Current page - |
& l:.l Unfltered data

(®) Filtered data

Cancel Export

10. Your file will now be generated

11. Using details in the Import Plus Section of this guide import the file into
Sage.

12. Confirm that what has arrived in Sage matches what has left Traffic.
13. Clean up!

- In traffic LIVE you can bill the job you just created with a negative
amount to credit out the transaction

- In Sage ask your book keeper / FD. You can either credit out the invoice
or enter the audit trail and delete the transiaction.

The main thing that can “go wrong” is the codes in Traffic LIVE and Sage not
agreeing — either due to an input error or due to a new client being added in
Sage for example, but the code not being added in Traffic LIVE.
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To import data into Quickbooks we use a product called Transaction Pro.

http://www.baystateconsulting.com/products.htm

This must be bought directly from the link above.

We provide a mapping file that maps the Standard invoice export to Quickbooks
in the Transaction Pro product.

The most recent version of this will be found on the support.sohnar.com web
site.

The instructions for setting up Traffic and testing are as per Sage above.
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Job Schedule allows you to schedule jobs and allocate people to do the

work.

J141: Disney Clu... E3

add/editjob Jobschedule | invoice export
View Job Schedule $

zoomin || zoomout ZoomTori || Todsy oay || week || monin

uuuuu

mmmmmm

test n @ L ) ey

nnnnnnnnnn

The interface allows you to simply drag and drop resources, as well as
move deadlines, set dependencies and so on.

Resourcing is made simple as the system will always recommend the
most suitable person who is most available to perform a given task. It
you have teams of people that work on given accounts you can view

the most appropriate team.

Scheduling takes into account your working day, lunchtimes,
weekends, public holidays and company away days.

Tip: Take time to understand scheduling. There are several modes of
operation which range from heavily automated to giving you total
flexibility. These are your friends — you just need to get to know them!

Tip: Scheduling is a bit like an onion — you can keep peeling back the
layers. Several of these layers are there to help you answer specific
questions — learn one layer before looking to peel back the next.
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The scheduling view is made of four principal areas

The top of the screen controls the view

} View Job Schedule $

Zoomin || Zoom Out ZoomToFit || Teday Day || Week || Month Snaptostartof taskON | | Working HouwsON | | Print

Allows you to select the client, project, job you wish to schedule and to
drill down further to see Stage, Task, people working on jobs and the

proposed working hours.
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Client / Project / Job / Task 1 &l Status

¥ Aardvark Services

¥ [ Design Work

@

T;;:,jJ?:EEhEIjU”I'IgJDh [

¥ [ First Stage

» ) First Task - (

I l’_g, second Task

® © [

» % Third Task - .

¥ [ Second Stage

© ©

- E Second Stage Task z (
> 519 kk
> -_—-,jjnhNumher:Ma §72-2: User Experienc
b || Proj-Aardvark Services
b Marketing Store
B McDonalds
b Redgum Consulting
b 5un Micnosystems

b Vandelay Industries

Middle Pane

The main drag and drop scheduling view

00:00.0f 0700

| G000 of 0700 | Louise Barr (07:00)

00:00 of 12:00

- 00:00 of 12:00 | Un-aliacated i 200)

\‘.?»DEVE Mccomack (00:30) Over-allocated (D0:30)

| | Sfeve Wright (06:00) Tom Fryer (00:30) Over-allocated [00:30)

s Havlik (00:30) Over-aliocated (00:30)
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Stages (if used) are shown in Blue in both the body of the Gantt chart and the
left hand tree.

¥ [ 1141 Disney Club House
¥ [5F Design

B |57 Design

¥ (58 Build
B |57 Build
B w Clisnt Beuisw

Provides information relating to the selected item in the left tree.

Task Information. | Staff Allocation

Task Desc: Research

Task Status: | | - |

scheduled: 0:00 of 2:00 Complete: [ ] . M

start: | 24/01/2011 | |9:nu | Do Mow |

End:|2]’;‘ﬂh"2011 | |U-.UU |

[ Dependency: | Mo Dependency |v| Clea

Task Allocations:

Employee Curation Status
T,;'::z Dan Heavey (3)
Dan Heavey 03:00 APPROVED
Dan Heavey 04:00 APPROVED
Dan Heavey 02:00 MPPROVED
Allocated studio hours 09:00

D=lete Rpprove
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To select a job using the left hand tree by clicking the client, project and then
the job.

Clicking on the job loads the job from the server, so you should expect a
short delay of maybe a second whilst the job loads. During this time you will

see the hourglass symbol in place of your cursor.

Click on the job again to open the tree further to see the stages ( if you have

any) and tasks of the job.

What you see will depend upon the date range of the job selected relative to

the date range already being displayed in the scheduling view.

Double clicking on the job will automatically zoom the view to show the
entire job. Double clicking on a stage will zoom the view to the stage and so
on. Alternatively you can zoom manually using the controls at the top of the

screen.

At this point you will see a series of bars in the scheduling view representing

the stages (if used) and tasks of your job.

The tasks are all set to end on the Internal Deadline of the job, and the
length of each bar corresponds to the number of hours in that task. At this
point the bars have not been corrected to allow for working hours, weekends
etc. This is so that as you start to schedule you can see the relative size of
the tasks.
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At the end of each bar you will see the names of the people allocated to the
task and the hours scheduled to them. The last label is always the extent to

which the task is under or over allocated.

You can schedule tasks either automatically or manually or with some

automatic assistance.
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Click “Auto Schedule” at the bottom of the screen.

The tasks will be scheduled backwards from the internal deadline date.
As each task ends, the next task will start.

In scheduling the system will automatically schedule the start and end

times of the scheduling bars to take into account

avoiding weekends (by default weekends are Saturday and Sunday,
but can be changed in Admin)

your start of working day and end of working day ( set by your System
Administrator in Admin)

lunchtime (again, set by your System Administrator/ Lunchtime can
be disabled)

Public holidays and company away days set by the half day — for

example if you only work half day on
As such the length of the bar will always be the correct number of
working hours in length.
Example
assume Saturday and Sunday are non working days. That the agency

starts at 9am and finished at 5pm with 1 hour for lunch from 12:00 to
1:00 pm.
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A 5 hours task starting at 4pm on a Friday would end at 2pm on

Monday.

4-5pm on Friday
[weekend]

9-12 on Monday
[lunch]

1-2 on Monday

You can manually move the bars simply be placing your mouse on the bar,
click and hold and move the bar as you choose.

You can also change the length of the bar by clicking and holding your

mouse over the ends of the bars and then move to stretch or shrink.

Changing the length of the bar does NOT change the number of hours
allocated, it merely changes the physical time available for the task to be

accomplished.

Tip : You would use this function if for example you were scheduling 2
people to work simultaneously on a 20 hour task. You may want then to do

10 hours each so you could then shrink the bar.

At the top of the screen is a button “working hours on”. Click this and it will

turn green.

Working Howrs ON
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If you now move the bars they will automatically shrink and contract to be
the correct length in working hours taking into account weekends, working

times and lunchtimes as described above.
Using a combination of these modes you can schedule quickly, but always
remain in control.

If you do something unintended click cancel.

Click on the task you wish to schedule.
The right hand pane will show details about the task.

Click on “Staff Allocation” tab and the view will change to show all members

of your team.

At the top of the screen is the ability to select “all” or “suitable”.

Task Information Staff Allocation

Staff group: | Show All | = IE.'_I All '_:,'l Suitable { Manager )

Name Job Title Booked &

All will show all staff members in the system, allowing you to schedule

anyone to any activity.
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Suitable will show you only people who have the skills to do the work.
How does it do this?

Every activity in Traffic is allocated a “Charge Band”. This tells the system
what the activity is, how much to charge for it etc.

In Admin your System Administrator has the ability to allocate one or more

charge bands to people.

Selecting Suitable will match the charge band of the task you are

undertaking to the charge bands allocated to your team members.

The header bar allows you to select a staff group from the dropdown.

Select a group and the view will show only those staff members in that grouping

— in availability order.

The staff group names and the members of that group are set by your system

administrator in Admin.

This feature allows you to have team of people that pitch for work, teams that

work on various clients and so on.
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Snap to start of task ON

Workin g Hours oM

i F'rfnt- |

| Task Information

Staff group:

~ Staff Allocation

RESEARCH

- | (®) all () Suitable { Jeremy )

Mame

Job Title

Booked a

||.:|.nnmu Buirdma

Thzireman

Staff Availability / Bookings

=N

For each member of staff the system shows the extent to which they are

booked for the dates spanned by the task.

| Taskinformation | Staff Allocation

@ All (::l Suitable | Project Manager )

-

Hame Job Title Booked &
Stave Wright Flex Developer 00:00
Sarah Brown Marketing 0000
Simon Stewart Semior Developer 00:00
Rokin Harmson Flex Developer 00:00
Tracey Shirtcliff Sales Manager 00:00
; Dan Heavay Flex Developer 0000
Faul Littlelbury Test Manager 00:00
Dan Lee Flex Developer 00:00
Paula Da Silva Salezperson 00:00
Mikai Chira Flex Developer 0000
Martin McBrearty  Flex Developer 00:00
Tom Fryer Flex Developer 00:00
Jeremy Rudge Chairman 14:00

Nelalale]y
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If you move the task the bookings figure will change to show staff

bookings for the new dates.

In the absence of a desire to allocate a particular person to a task the
person at the top of the list will always be able to do the work and be

the most available. Clever? We think so.
The bookings figure is calculated as follows :-

» All bookings are taken into account, scheduled work and time
bookings, including tentative work bookings
* The bookings relate to booking by day covered by the task.
o Example If a task starts at 4pm Monday and finishes 10 am
Wednesday the bookings total is that for all of Monday,
Tuesday and Wednesday

Traffic gives you tools to manage schedule clashes in Manage Studio.

Tip : If all staff are booked, simply move the task until you find a time

where staff are more available.

Tip : Don't be too concerned about over booking staff. Agency workflow
is fluid and the Manage Studio section gives you several ways of

dealing with scheduling conflicts.

Once you have chosen the person you wish to allocate to the selected task

click on them.
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At the bottom of the staff list you will see

This is the amount of that persons time that will be scheduled to this

task.

|
Allocation Length
| 1000 %| I:l Apply Recurring Recurring Settings

The default is the remaining task hours left to be scheduled with a
minimum of 30 minutes. You may wish to change this manually if you
want several people working on the task, each to do a few hours for

example.

To allocate a member of staff to the task you click and drag them onto
the task.

Snap to start of task ON Working Hours 0N f

If “Snap to start of task” is checked then the start time for that person

will automatically align to the start of the task.

If “Snap to start of task” is NOT checked then the piece of work will
start at the time you release the mouse. To help you the start date /

time is shown over the mouse as you move over the task.
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Tip : This mode allows you to allocate say 10 hours to one person form
the start of the task and then 10 hours to someone else starting at

another time.

Recurring scheduling allows you to scheduled staff members to jobs using rules
that determine how the schedule is allocated.

For example you could ask that 100 hours be allocated to a person for two

hours every Tuesday and Wednesday from 11am for the next 25 weeks.
This function is similar to some project management programs - Microsoft

Project for example — that lets you allocate 20% of a persons time to a project

over the next 6 weeks, but Traffic LIVE thinks in terms of hours not %.

Recurring Scheduling is only available in Job Schedule.

Enter the job schedule, select a task on the left, and then select Staff Allocation.
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‘ TaskInformation | Staff #

Staff group: | Show Al [+| ® an O suitable (Designer)

Name | Job Title Booked &
Tracey Shirtcliff  Sales Manager o000/ 4
Marcus Wilkinsen  Flex Developer 00:00]
Kevin Culligan Customer Relations 00:00|
Mihai Chira Flex Developer 00:00/
(fles Havlik Flex Developer 00:00
Lioh Meng 00:00]
Tom Fryar Flex Davelaper 00:00
p [Martin McBrearty  Flex Developer 00:00]
IChris Crepley Test Manager 00:00)
Rokin Harrison Flex Developer 00:00|
[Simon Stewart Senior Developer 00:00
Kyle Ward Flex Developer 00:00
Louis Almeida Trainer 00:00]
Lucy Thomas Marketing 00:00]
Dan Heavey Flex Developer 00:00
user Permission Tast 01:00]
2 Chao Meng 0100 =
Allocation Length
18:00 = [] Apply Recuring | Recurring Settings
Cancel Changes Save

Sohnar Limited ¢ 1 Glenthorne Mews « Hammersmith ¢ London « W6 OLJ

Tel: +44 (0) 20 8600 7520 Fax: +44 (0) 20 8600 7528

www.trafficlive.co.uk
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To edit the recurring setting, click the “Recurring Settings” button.

The Recurring Settings view will slide up

EMDH ETUE EWE{! E'I'hu EFri I:lSat DSun

Start Tires: Duration:

0900 L| 00:30 L| dafaults

- -

Allocation Length

18:00 ;| [| Apply Recurring Recirring Settings

-

You can then select

- the days of the week you wish the work to be scheduled to
- the start time of the work

- the duration

In the example above 18 hours will be scheduled to the selected employee on
Monday, Tuesday, Wednesday, Thursday and Friday starting at 9:00am for half

and hour, hence finishing @ 9:30am.

If your booking spans the working time rules — lunch for example — then these
will be observed when scheduling. If for example you set lunch time as 12:30 —
1:30 and set a recurring appointment to run from 12:00 for 2 hours, it would

schedule 30 minutes before lunch and 90 minutes after.

Once the variables are set, click “Recurring Settings” once again to close the

dialogue.

When you are ready to use the function, simply check the “Apply Recurring”
check box before you click / drag a staff member and the recurring rules will be

applied.
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Important Note : Recurring Scheduling puts recurrin g items into the
Schedule. Traffic LIVE has two methods of moving wo rk. Grouping On /
Grouping OFF. Grouping On moves a whole block of wo  rk and then flows
the work around working time. Grouping OFF allows i ndividual chunks

(intervals) of work to be moved.

If you move work that has been put in as Recurring with Grouping ON then
the entire set of intervals will be moved and norma | working time rules
applied — which will in effect collapse the work in to a continual time block.
If you use this function please make users authoris ed to move work aware
of this.

If you would like to see who is working on a task this is displayed at the

end of the task bar.

Jerermy Rudge (10:00) Matt Auld (20:00) Paula Da Sikva (20:00) Un-allocated (50:00)

If you click on the task to open it you will see a list of people working on
the item together with a bar showing when their piece of work starts ,
ends and the number of hours they have logged against it depicted as
a progress bar.

L "' Revise Brochure in line with findii APPROVED I

b Jeremy Rudge APPROVED  (as
# Paula Da Silva APPRCVED I
P fatt Auld APPROVED T

If you click on the person the tree will expand again and will show the

actual working times allocated to the person.
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¥ Jleremy Rudge APPROVED " 10:00 of 10:00
2040120711 08:00-12:00 APPROVED
20/01/2011 13:00-17.00 APPROVED

21/01/2011 05:00-12:00 APPROVED

Having opened the task you will see the hours progress bar for each

person.

If you click on this progress bar you can move it left and right. You will
also see all of the allocation times move at the same time. The bar will
auto size to working times if Working Hours is enabled.

Tip: If you move an allocation beyond the task deadline date then the
task bar will be outlined in red to highlight this to the user. You are free

to ignore this warning.

By clicking on individual time intervals you can move shrink and stretch

them as you choose.

To delete a person from a task, or simply to remove one or more time

entries

Open the tree and select the person
Ensure that the right hand pane is selected to show “Task

Information”
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The bottom of this panel shows the employee and all allocations
Select what you wish to delete (either the Person or one or more time
entries)

Click delete

Remember to SAVE your changes

Each time interval in the system can carry a status of either Approved
or Pending.

¥ |- Brookmans Rebrand
¥ [ 51131 : New Brochure
» | Research APPROVED
b h Agreement of copy changes APPROVED

L4 ’-‘ Revise Brochure in line with findin APPROVED

¥ lerzmy Rudge APPROVED
20/01/2011 08:00-12:00 APPROVED
20007172011 13:00-17:00 APFROVED

The default setting will depend upon choices made by your System

Administrator when your system was set up.

Time intervals set to PENDING will NOT show in users My Traffic
workflow calendars. Only entries with a status of APPROVED will show

in workflow.

Depending on the permissions allocated to you by your System
Administrator you may or may not have permission to change task

statuses.
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If you do not have permission to change status the approval buttons
mentioned below will be greyed out. If you feel you should have
approval rights please contact your System Administrator.

The status of each entry is shown in two places

1. The left hand tree when opened to the level of person or below will
show the status of each entry

in the right hand “Task Information” pane details of all allocations and

their status can be seen.

Task Allocations:

Employee Diuration Status

v 5 leremy Rudge (3)

s

leremy Rudge 03:00 APFROVED
leremy Rudge 04:00 APPROVED F-
leremy Rudge 0300 APPRCVED

v [ Matt Auld (6)

al

\ Dependency: | Agresment of copy changes | - | Clear

To change the status of an allocation
» select either a person or one or more allocation
e click Approve

* remember to save your work.

If you select an approved item the button will show “un-approve” and by

clicking this you can change work back to a pending state.

Tip : Each time you change or move work in this view the amended
item will change back to Pending (if this is the default state set by your

System Administrator in admin).
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Tip : The main purpose of this function is to allow project managers to
request work allocations that are subsequently approved by someone
else.

Tip : Manage Studio has other tools available to manage the approval

of work

Dependencies can be set by

selecting the task in the left hand tree

opening the right hand view in Task Information view

Selecting from the Dependency drop down the task that you wish the
selected task to be dependant upon

. Dependency: | Agreement of copy changes | v| Clear

The dependency will then be shown on the screen. You are free to
breach dependencies by dragging items, but this will be visually

obvious.

End users who are authorised to move their work will not be able to

move work such that it breaches a dependency.
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We have been asked if Traffic LIVE can automatically move dependant items

within the schedule in a similar manner to MS Project.

This feature is relatively simple to achieve technically, however we have chosen

not implement a solution for the reasons below.

MS Project exists in its own world. It is simply a plan. It does not have real
people with real diaries attached to it. Neither typically will it have a view of

anything other than the project you are looking at.

Traffic LIVE is different. It holds all your projects and they link to real people
doing real jobs.

If dependant item automatically moved then your carefully planned schedule
would be thrown out and suddenly dozens of double bookings would appear in
your schedule.

To some extent this is going to happen anyway, however we believe that this
action needs to be something conscious that you ask the system to do as
opposed to it simply happening.

The Shift Schedule function allows you to block move work once you have

decided this is indeed your only option.
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If you have scheduled a job, and the time line changes you can use the
“Shift Schedule” feature to move the schedule, and if required the associated

Allocation and Intervals.

Please experiment with this feature before using it . Once you have
moved the schedule and the resources and clicked SA  VE you will be
unable to cancel the changes. Changes applied to a large job without
due consideration to the resulting changes to the s chedule may prove
time consuming to fix.

If you have not done to much work on the schedule, and have NOT
allocated any / many staff to the job you should ¢ onsider changing the
end date and Auto Scheduling the job once again.

To Shift the Schedule you need to undertake the following steps.

1. Select the point in the schedule you wish to move from. The function will
move the selected task and all tasks below it in the list. Tasks preceding
the task selected will not be moved

2. Click “Shift Schedule”. The “Shift Schedule” dialogue will show.

3. Select the date to which you wish the first entry to be moved to. This can
be either forwards or backwards in time

4. If you wish to move “Groups and Allocations” check the box ( more below)
5. Click Apply and the changes will be made.

The changes will only apply to the server once the SAVE button is clicked.
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Shift Schedule simply applies an offset to your job and moves the schedule
forward or backwards by a given number of whole days. The start and end
times of the tasks remain the same. Critically the schedule is NOT put

through working time rules.

Somewhat by definition jobs that you are seeking to shift are more likely than
not to be quite complex. If Working time rules were applied all stages would
assume system defined lengths rather than retain any changes that you

have made. This is not desirable.

For this reason we strongly suggest that you only move schedules

forward or backward in multiples of 7 days — ie if the task you
commencing your move point on starts on a Tuesday, select the target date
to be on a Tuesday as well. This will ensure that weekends etc. are still

treated correctly in the schedule.

You will recall that Traffic treats the start and end of a task independently from
the people allocated to do the work.

If you do not check the box the function will ONLY CHANGE THE SCHEDULE
— IT WILL NOT MOVE THE TIME SCHEDULED TO YOUR PEOPLE.

The system does this to ensure that you as user are always in control of Traffic,

not the other way round!

Any allocations moved by Shift Schedule will be set to the default system state
set in Administration — ie Approved or Pending.
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This section started with a “health warning”. The Shift Schedule function can

save you hours, or cause hours of work if you get it wrong.

This is the most invasive function across the system, hence our expressions of
caution. No other function is capable of making so many changes so quickly. As

you will have gathered by now this has pro’s and con'’s.
To help you we would recommend you consider the following :-

* When setting up your projects and jobs keep jobs to a sensible size. Maybe
100/ 200 lines. The bigger the job the greater the impact if you have to
reschedule. Remember you can have a many jobs in a project as you require

so there is only an upside to following this suggestion.

* By splitting up jobs into smaller sizes you can schedule as you go, rather
then trying to schedule many months in advance which will give you greater

issues if you need to move the schedule

* If you have not done much to the Schedule we would recommend you
consider simply changing the end date and using the Auto Schedule

function.

» If you Shift the schedule try to move it in even increments of 7 days. This will
hence ensure weekends are correctly handled. Working Time rules are not
applied on purpose as to do so would change any manual adjustments you
have made to the tasks

enguiries @trafficlive.co.uk

- 248 -




Selalalels

traffic

Scheduling creative business online

» If possible ( what follows is idealistic we appreciate) try and move the job
forwards by a good margin. Say 4 weeks. In this way you will have less in

the way of clashes to deal with than if you move if forward only a week

Finally, please do play with this on some small jobs before unleashing mass

changes on your masterpiece!

The Do Now button escalates the chosen task to be done immediately.

D Mow
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To product a client facing Gantt chart click “Print Current Job” in the top right of
the Job Schedule View

~p

M Task Working Hours ON | Print Current Jok

yation Staff Allocation

J141:Disney Clu... &3

addeditjob. [~ Jobscheduie invoice export
Print Job Schedule

mmmmmm

In this view you can choose how much or little you choose to output.
You can expand the left hand tree to the extent you feel is appropriate and also
control the type of information you wish to display.

Time Logged On Allocated Labels On

L2011 Friday December 02, 2011

Toggling the Time Logged On and Allocated Labels On buttons will add and
remove information from the Gantt.

All coloured rings ( indicating that the job is breaching deadlines /
dependencies) are suppressed in this view.

You can zoom out / in to show appropriate time lines, and select how many
pages you wish to print out over horizontally. The number of pages vertically is
determined by the number of lines you are printing.
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Job / Task

¥ Aardvark Services
¥ |77 2009 Jobs

¥ [/ 1141 : Disney Club House

¥ [ Design

> | Design
¥ [ Build

» [ 57 Build

> 5] Client Review
¥ EE Test

> test

» |7 Client approval

A sample output is above. The logo displayed is your logo.
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J141: Disney Club House]

27,11 MonNov 28,11 TueNov29,11 |WedNov30,11 ThuDec01,11

PM  AM PM AM PM AM PM AM PM

FriDec 02,11 Sat Dec 03,11 Sun Dec Of

AM PM AM PM AM

00:00 of 07:00
00:000(07:00 |- 2 les Havlik (07:00)
00:00 of 12:00

» 00:00 of 12:00

Chris Cropley (00:30) Over-allocated (00:30)

Un-allocated {06:00)

Un-allocated (12:00)

Tip: You will probably need to select Landscape when printing this view

Tip: This views is pretty much “what you see is what you get” BUT if you have a
widescreen monitor it is quite possible that the width of your monitor in scale
terms is wider than a piece of paper, so the view may show as more
compressed than you would imagine. You can either change the zoom or print

over more pages.
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Manage Studio contains a range of view to help you .... Manage the
Studio

manage studio manage studio
taskprogress | ob progress’ staff scheduler idlio o staff overview timesheets

You will find everything you need to manage task delivery, job
progress, see studio utilisation, manage purchasing and move

schedules around as you wish.

Shows all due and over due tasks and allows analysis by person,

project etc.

Shows all live jobs and their progress

Allows the scheduler to see everyone’s workload, move work,

schedule, de-schedule, split work up and more

Shows visually all work in the studio, when it starts, stops, is due and

progress to date

Shows visually the bookings of your people allowing you to
understand capacity and answer questions like “when do you next

enquiries @trafficlive.co.uk
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have a designer available”
* Shows visually time logged for everyone in the business

» Shows all current purchases and their status

- Allows you to review and manage all documents (files) stored in your
Traffic LIVE system
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Task progress shows all tasks in the system that are due or overdue

within the date range specified

Filters Task Progress
Aecount Manager Jab No. Account Client Project Job Name Task Deadine of Task Alocated ‘ User Status ‘ Studio Rating | Task progress
‘ Shawing All [~ |
lent 120 JeremyRudge  AddvarkServi. 2009 jobs Print Jeremyfudge:  aimzon Jeremy Rudge & @ufm I
[ showing Al I~
User Status. e ST
5 JeremyRudge  Vandelayindu, 032010 i Dan Lee- Task 210172001 L
[ showing an I~
Frojects
e Jeremy Rudge McDonalds 032010 Data Analysis Martin McBreary 5y 01,0011 Martin McBrearty )
| showing al ‘ - | - Task =
Allocated
- 120 Jeremy Rudge Aardvark Servi.. 2009 Jobs Print Torn Fryer -Task 210172011
[ showing all [+]
Happy Rating
Digital Medis  Tracey Shirtcliff-
21012011 D l02:00
‘ Showing All ‘ = | 125 Jeremy Rudge Sun Microsyst..  Design Work it i /0 Tracey Shirtcliff ( of 29:00
Digital Media e

The fields are self explanatory as they have been covered in other
areas of this guide, however please note that if multiple people have

been allocated to a task then they will all show in the Allocated column.

The grid maybe filtered using the filters to the left of the grid.

Filters

Account Manager

| Showing All | * |
Clients

| Showing All | - |
User Status

| Showing All | - |
Projects

| Showing All | * |
Allocated

| Showing All | - |
Happy Rating

| Showing All | - |

Tip : Filtering by “Allocated” will allow you to see the status of all work

assigned to an individual. This maybe useful for a current work review.
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You could also change the date range to look at someone’s historic

performance.

Job progress shows all jobs in the system meeting the date and status

ranges at the bottom of the screen.

jobs. manage studio manage studio  +

task progress I jobprogress studio overview staffoverview. timesheets. purchasing

Filter for current page Job Progress

RegEx Filter o i

[ Sefect a column = I In Progress 0000071600 sof6 209001 aofo. 00001000

The fields are self explanatory as they have been covered in other

areas of this guide.

Please remember that the happy rating of the job is set by the

individual tasks.

The rules on Job Happy Rating are as follows
All tasks happy — Job Happy

All tasks complete — Job Complete

Any on task unhappy — Job Unhappy

The grid maybe filtered using the filters to the left of the grid.
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Filters

Account Manager

[ Showing All

Clients

[ Showing All

User Status

[ Showing All

Projects

[ Showing All

Happy Rating

[ Shonine Al

Jok Status

| show al
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In addition to the drop down filters you can also apply a “Regular

Expression” to the filtered list.

Regular Expressions allow you to choose any field and then filter the

results using that expression.

For example you might want to find every job that contained the word
BRAND, or started with the word BROCHURE.

This guide does not seek to teach the use of regular expressions. This

web site does a far better job.

http://www.reqular-expressions.info/

A few things to get you started

Hello This will return all matching
records that contain the word

Hello

N2 This will return all records that
start with 12

gr.y Will return things that have gr<any

character> y eg grey, gray
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Staff Scheduler is at the heart of Staff Scheduling,

0 stffscheduler e document store.
Staff Schedule 3>
I T i wieck | weel 09/ roupin Scrollbars |5 [=
staftGroup: [ showatl [~ 2 Mol gtk | ik 19/ e - B=] FieredTasks | AlTasks | BookedTime
o e | ey mutee o050 “o0z30) saoion0 720000 eaorzof2]
enTres ose Tree Showing: | Uncler Allocated T =
o ith Monday, September 19 Tuesday, September 20 Wednesday, September 21 Thursday, September 22 Friday, September 23 !
¥ £ Hammersni
v £ Development oo |[ i fd 1[#i 1de-fd [+ 1de-fd Job# Task Schedule Days
10am [, d Sunblcrosystems Sun oy steme i
) Afsar Baig i e
11am Template Job 1-5un bt Template Job 1-5un) Template fob 1-5unht i wooof 4]
) Ales Havlik o Sab i
Chris Cropley i % Q" Y
o g —prr Client Meeting ) Ide-fd G TaE-Td Jobum oo0of
[y Deneavey i b7 Tk The =
) derermy Rudge 3pm Template Job 1-5uni Template fob 1-Sun
] ke Ward apm Task Eight sk ight o a0t
2e
| Louis Almeida spm
B o0i7:30) 00/(5:20) oo0i(7201 30701200 7301000 | OO oty with -
R Mondsay, September 19 Tussday, Septambar 20 Wadnesdsy, Septembar 21 Thursday, September 22 Friday, September 23 Obiodancy, 79 1800
] Martin McBrearty
4 sam - e b iobum 5
) Miatt Auld IOBNomter-A7eszak ber136 Task Nine. ond 5
oyt chlie L #jobNumber:-47e5-ab WeDonakds 2e
H 11am TaskEight bNum
Ralditha Dizs E—————————— - 136 Task Two ofox
D i Client Meeting e 000ofo00 4
) Robin Harrison | o e = =
- e JobNum
Bysinwset i ot e et oo,
) Stevewright 3pm Task Eight TaskEight s2e
TomFy apm Task deadline: 12/11/2011 Task deadline; 12/11/2011 jobMum
5 Tom Fryer o Ber0136Task one oovoren0 5
[ frecltest spm S2e
v B SlesMarketing Louts Amelda o0i17:30) 30/(1:00) 7300001 a0r730) 000730 | | jobum e
Dyeinclgan Manday, Septamber 19 Tuesday, Septembr 20 Wednesday, September 21 Thursday, September 22 Friday, September 23 ber0156Task Five e o B
sam ? 4785
) acy Tomes ! #jobNumber:~47e5-ab jobum — F
= 10am #jobNumber:-47e5-ab MeDonalds O IOTRKEO w0 %
) Tracey Shirtcliff = g e =
G, = = Info o
— o #inhNumhor-47a8-ah i ~47a%-ah (7 |
D zeheclule spiit cancel save |

Schedulers can view the workflow of all staff members and move work

between people — in whole or part — as required.

Tasks can be removed form the schedule, and unscheduled tasks can

be scheduled.

Finally tentative bookings can be made to book staff in advance of
formal jobs being in the system.

The Staff Scheduler is made up of three main areas
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The left hand bar allows you to select who’s schedule you wish to view.

: Staff Schedule

| Staff Group: | Show All iz |

a:L Open Tree Close Tree
vy Hammersmi.th
¥ [ Development
| | Afsar Baig
| | Ales Havlik

| ] Chris Cropley
| 7] Dan Heavey

|| Jeremy Rudge
_| Kyle Ward
i || Louis Almeida
|| Marcus Wilkinsan
| | Martin McErearty
| | Matt Auld
| | Mihai Chira
| | Rakhitha Dias

People are grouped by Location, then department and finally their

name.

If you wish to see a pre set group of staff you can select them from the
dropdown. Staff groups are set up in admin by your system

administrator.

You can select a single schedule by clicking on an individual. Multiple
schedules can be selected by either Shift Click to select staff in a
range, or Control Click on a PC or CMD Click on a Mac to select staff

members individually on a PC or CMD Click on a Mac.
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Displays one or more schedules

Dan Lea

10am
1iam
iZpm
lpm
2Zpm

Zpm

q—dpm

Jeramy Rudge

10am
1iam
1Z2pm
lpm
Zpm

3pm

<week | week> |
000

Monday, January 17

0:00

Monday, January 17

LY.

|#]20

| Aardvark Services
| Print

#J20

| Aardvark Services
| Print

| Jeremy Rudge - Task

——dpm| Task deadline: 01/21/2011

000

Tuesday, January 18

0:0:0

Tuesday, January 18

| #120
| . Aardvark Services
| | Print

| leremy Rudge - Task

#]20

| Aardvark Services
|| Prirt
| Jeremy Rudge - Task
|| Task deadline: 0172112011

Approve View
0:00

Woednesday, January 19

O
0:00

Wednesday, January 19

[ #)20

| Aardvark Services
| Prirtt

Jerermy Rudge - Task

-_#JZ(.'!'."" . ana
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Grouping On
00

Thursday, January 20

D Scrollbars .-\l P |

000

Friday, January 21

#]25

5un Microsystems

Digital Media Creation
DanLee - Task

Task deadline: 01/21/2011
9:00 hour entry

PENDING

0:00

Thursday, January 20

#]25

Sun Microsystems

Diigital Media Creation

Dan Lee - Task

Task deadline: 01/21/2011
9:00 hour entry

PENDING

0:00

Friday, January 21

#)31
Erookmans Ltd
Newr Brochure

Revize Brachure in line with findir

#]31
Erookmans Ltd
Mew Brochure

Revise Brochure in line with findir

|#)31

Erookmans Ltd
News Brochure
Rewvise Brochure in line with findir

Task deadline: 01/19/2011

Meeting

Contains elements that can be dragged onto the schedule such as

tasks and bookings. Also shows task information that shows where the

various components of a task are and their status.
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Filterad Tasks- All Tasks Book Time

Showing: | Under Allocated Tasks

Job # Task Schedule:| Days i

2
00 of
15 Matt Auld - Task A
2
130 Paul Littlebury - Task 12;_3;1:
00 of 32
. 200 o
118 Task Eight i
000 of H
3 200 o
N9 TaskFive S
000 of o
00 o
19 Task Seven R
0:00 of 2
200 o
15 Dan Lee - Task Soe
G
e Milestona I:u.atween 00 of
Seven and Erght 000
18:00 of =
125 Sarah Brown - Task 2-9:110
28
e 00 of
Info

Selecting a member of staff from the left hand panel will display that

staff members schedule in the middle panel.
The schedule will display

* All scheduled items in an Accepted State (Green)
» All scheduled items in a Pending State (Red)
* Booked time — editable magnolia ( for all those who have decorated

properties with a view to selling them. For everyone else it is beige!)
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» Booked time — non editable orange
o0 Booked time can be locked by its creator, hence you cannot
edit it

* Milestones (Purple)

Items can have coloured boarders. These relay the following

information

» If any part of the allocation has been moved beyond the deadline
date of the task

» If any part of the allocation had been moved to start before the end of

a dependant task
The default time line is to show your agency working times — as set by

your system administrator — as the start and end time of the calendars

for a 5 day working week.

At the top of the screen is a number scroller that controls how many
days the schedule displays. The default is 5 days, and you can set this

at any number between 1 and 7.

Expanding to 7 days will allow you to schedule staff at weekends.
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Click “Scrollbars” checkbox at the top of the screen and the scroll bars
will appear on the schedules and allow scrolling. Scroll bars are off by

default for clarity.

|:| Scrollbars

Alternatively you can zoom in / out using +/- at the top of the screen.

Click the left or right Week buttons to move weeks.

4 < week | week > 177012011

You can also select a date you wish to view using the date picker next

to the week buttons.

If you schedule large volumes of small — say one hour tasks —to your people this

view will become crowded.

You can expand the calendar size from small to medium or large using the

buttons above.
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Work is moved by clicking on it, holding your mouse key down and

dragging the work to its new location.

When you click on a piece of work to move it you mu st wait for a
moment for the system to load information that enab les the object
to move. In most cases this will be a fraction of a second, but if

you click and move in one single motion you will “b eat” it.

There are a number of rules and modes that this can work in, ensuring

that the system is doing the work and not you!

At the top of the screen there is a mode button which can be toggled
between “Grouping On” and “Grouping Off”.

Before continuing a little bit of theory. Please bear with us for a moment
and read on. If you understand this concept detailed below you will get

so much more from the system!

Work Allocated to you in Traffic is constructed of a number of Intervals.
When the system schedules by default it allows for the start of day, the

end of day, lunch time and weekends.

As such a piece of work allocated to you for say a 10 hour piece of
work starting at 11am on a Monday — and assuming a 9 — 5 working

day with an hour for lunch at noon would be allocated to you as follows

Monday 11am - 12 noon 1 Hour

enquiries@trafficlive.co.uk
- 264 -




Selalalels

traffic

Scheduling creative business online

Monday 1pm — 5pm 4 hours

Tuesday 9am — 12 noon 3 hours

Tuesday 1pm — 3pm 2 hours
10 Hours

We call each of these time chunks an interval. Intervals need not be
sequential, so you can have people working a few hours here and a

few hours there.

A set of intervals allocated to a person for a specific task is called an
Allocation.

Each task may have several people assigned to it, in which case it will

comprise multiple allocations.
The structure is hence as follows
Project

Job

Task

Allocation (a collection of intervals assigned to

someone)

Interval (a unit of time)

enquiries @trafficlive.co.uk
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Grouping On

If you move a piece of work in “Grouping On” mode you can only grab
and move the First or Last Interval. Dropping the piece of work in a new
location will then apply the same working hours rules as above and the
whole piece of work will be kept together as one continuous piece

automatically.

Tip : In Grouping on mode the whole task is moved and the rules on
working time are observed. You cannot move work outside of the

system defined working times.

Grouping Off

Turning Grouping Off allows you more direct control. In essence the

learner wheels are removed and you are in control!
With Grouping Off you can

Move Intervals independently of each other
Move intervals into non-working time — lunch times and evenings for
example

Split Intervals into small components

enquiries @trafficlive.co.uk
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Select any item scheduled item and you can drag it anywhere you

choose. The other intervals will not move.

For example you could scheduling someone to work late and hence

move some scheduled work from the following day into this evening.
You can also move work using the date picker at the bottom of the grid.

Select an interval. The lower panel will display details about the client
and job. You can then select your preferred start date and click apply.

This function is useful if you are trying to move work several weeks into

the future, which would otherwise involve several drag operations.

Lets say you wanted to schedule someone to work their lunch hour.

Locate an Interval. Click on It.
At the bottom of the screen the “Split” button will be visible. Click it.

The split pane will appear. You can then split the Interval into two parts.

Select the size of the interval and click Split.
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LA Al hldrtla Tre=itlrn !

Split Allocation Interval

Split Allocation

Current allocation size: 02:00

Spht1: Split 2:
t 00:30 02:30 E: |
ﬁ Cancel Split

The Interval will split in two and you can then drag either part wherever

you choose.

By splitting and moving work you can create your own masterpiece of
scheduling. If your masterpiece turns out to be a little wide of the mark
simply select “Grouping On”, drag the first Interval and the whole job

will be rebuilt in sequential order.

The ability to split and move is clever, however there is a risk
particularly if you make active use of this facility that you may loose

track of what is going on.
Help is at hand.
Select an Interval. Make sure the pane is selected to Show Tasks. The

bottom of this screen will show where all of the intervals for the task are

located and their status.
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Task Allocations:

Whio Duration Status
¥ T' Jeremy Rudge
Jeremy Rudge | 00:30 APPROVED
Jeremy Rudge  02:30 APPRCVED
Jeremy Rudge  04:00 APPROVED
Jeremy Rudge  03:00 APPROVED
Jeremy Rudge | 04:00 APPROVED
Total studio hours: 18:00

By selecting and item and clicking “Display Allocation” Traffic will take
you to the appropriate schedule entry.

Tip :If you get lost, either put Traffic into Grouping On Mode and

regroup, or click Display Details and see where each item is allocated.

Tip : You can set your preferred mode — Grouping on / off in My

Settings.

Moving work between schedules is similar to moving working within a

persons schedule.

Simply click “Control” on a PC or CMD on a Mac on your keyboard
before you click the mouse to move an item. As above, wait for a
second whilst data loads, then simply drag the item to the required
schedule.
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To remove an interval from the schedule, select it and either press
delete on the keyboard or click the de-schedule button at the bottom of

the screen.

Work will then appear on the right pane as unscheduled.

The right pane contains tasks that can be dragged into the schedule.

Selecting the Filtered Tasks tab will allow you to see

Filtered Tasks All Tasks Book Time

Showing: | Under Allocated Tasks

‘ b Under Allocated Tasks

Fully Allocated Tasks

i Over Allocated Tasks

Pending Allocations

» tasks that have less hours allocated to them than the length of the

task (includes those with nil hours scheduled)
» tasks that have more time allocated to them than sold

* tasks where the hours scheduled and allocated are the same
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All tasks that have a status of Pending. Pending tasks will not show in

individual schedules until approved

Selecting All Tasks allows you to find any task in the system and
schedule it.

Once you have selected the list you wish to work with select the item by

clicking on it,

Clicking on the task will recall additional information about that task

from the server which may lead to a short delay.

At the bottom of the list is a “Next Allocation Length” time. By default
this is set to schedule to remaining time on the task , subject to a
minimum of 30 minutes. If you wish to schedule less time then edit the

time BEFORE you drag the interval onto the calendar.

Once you are ready, click and hold the task you want to schedule, and

drag it onto the required schedule.

Each time interval in the system can carry a status of either Approved
or Pending.

The default setting will depend upon choices made by your System

Administrator when your system was set up.

Time intervals set to PENDING will NOT show in users My Traffic

workflow calendars. Only entries with a status of APPROVED will show

in workflow.
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Depending on the permissions allocated to you by your System
Administrator you may or may not have permission to change task
statuses.

If you do not have permission to change status the approval buttons
mentioned below will be greyed out. If you feel you should have
approval rights please contact you system administrator.

The status of each entry is shown in three places

The entry on the calendar shows “PENDING” (Red entries) or
“APPROVED” (Green Entries)

The Information bar at the bottom of the Filtered Tasks tab

by selecting “Pending approval” from the drop down in the Filtered
Tasks tab

To change the status of an allocation
select the allocation in the info Bar. You can select intervals
individually, or by clicking on the persons name you can approve a
personal allocation as a block
click Approve

remember to save your work.
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Task Allocations:

Who Duration Status
L ‘.' Jeremy Rudge
Jeremy Rudge  00:30 APPROVED
Jeremy Rudge  02:30 APPROVED
leremy Rudge  04:00 APPROVED
leremy Rudge  03:.00 APPROVED
Jeremy Rudge 0400 APFROVED
Total studio hours: 18:00

An alternative is to click the “Approve View” button at the top of the
screen. This will approve ALL intervals across all selected schedules
within the date range displayed.

Approve View

For example if you had 10 schedules open showing Monday to Friday
all intervals for those to schedules appearing between Monday and

Friday would be approved.

If you select an approved item the button will show “un-approve” and by

clicking this you can change work back to a pending state.

Work added to the schedule will have a default status of Pending. Any
work already Approved will retain this state when moved by the

scheduler.
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Click on the Book Time tab on the right pane.

Filtered Tasks Al Tasks Booked Time

Type: | Client Meeting I -
Deszcniption:

. [ Ta] &=
Duration: Days |{| |T| Hours: ;ng |T|
|:| editable by everyone

Ate Delete Reset Forms
Dirag to Rescheduls

Drag to Create New
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Select the reason for booking time. The list of available time booking

options is set by your System Administrator in Admin. Typical reasons

to book people out of the schedule would be Holidays, Meeting and

Tentative work bookings.

Enter a description of the booking. This will be seen by the person

whose schedule you are booking.

Select the time in hours or days.
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If you wish this booking to be editable by others, check the box. If left
unchecked the booking is locked and can only be moved by the person

who created it.

Finally click on the “Drag to Create New” button and drop it onto the

schedule you wish to book.

Tip: If you wish to make the same meeting in several peoples calendar
you can drag and drop the “Drag to Create New” lozenge repeatedly

without needing to change its settings.

You can edit a booking in a number of ways.

Moving the booking — just drag and drop. You cannot move
appointments between calendars.
Deleting the booking
o Click on it and either press delete on the keyboard or click the
delete button
Changing the duration
o Click the end or start of the booking and stretch or shirk the

booking
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Studio Overview gives a graphical representation of all jobs in the

studio.

manage studio
task progress

Jobprogress document store.

Studio Overview Ly

Zoomin | | Zoomout || ExpandAll | | collamseall | | 3tmonth overview || Today Fiter by System Status: | Show All ~ | Filterby User status: | Show Al =

September 2011 October 2011 November 2011 December 2011
Client Jobs
W36 wa7 was wag Wao wat w2 waz waa was was w7 Wag wag Wso wst wsa

v 3 Aardvark Services

v £ Design Work
1] 17:Scheduling Job oot fosa

) jobNumberddag72-2: User| wpofissi

v (3 Proj-Rardvark Services

) obiumberad-4e48-9: Broch whootento

oot fes

oot oo

1] n0: watts Job [peooct oo
¥ 23 Warketing Store
v 33009 lobs

) obMumbser:3651-44: Proof | sofofission

dofoot foso

sopoctacos

¥ £y Project
) iobNumber1-b5f8-5: AAA I
¥ (23 ProjdeDonalds 7]

The default time line will show information for the past week and the

following 3 months.
The Gantt will display
* a bar showing you the timeline of the job. The bar will start at the
scheduled date of the first task, and end at the scheduled date of the

last task.

* The bar will contain a progress bar showing how many hours have

been logged compared to the Studio Hours of the job.
* A blue vertical bar to depict the internal deadline of the job

* Arred vertical line to depict the external deadline of the job ( if set)
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A solid red vertical line indicating today

Hovering your mouse over the bar will show you additional

information

To view the job, click on the job in the left menu and the job will open in

a new tab.

Tip : All things being approximately equally you would expect the
progress bar for hours done to be approximately in line with the

“Todays Date” vertical red bar.

This makes the assumption that the job is expected to burn hours in a
reasonably even manner over its duration. There are of course
exceptions with some jobs having a significant front or end loading of
hours, but in general this holds true. If hours burnt is significantly out of
line and the job has no front / end loading that you know of then it

merits investigation.

The view can be filtered by system and task status using the drop
downs at the tope of the chart.

Filter by System Status: | Show All | - | Filter by User Status: | Show All -
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Zoom In Zoom Dut Expand All Collapse All 3 Month Owverview Today

You can change the view in a number of ways

Zoom In

Zooms the view in

Zoom Out

Zooms the view out

3 month view

Restores the display to the default view

Today

Zooms to today’s date

Clicking the Header of the Gantt (the month the wee  k number etc)

This will zoom the view to the month, the week, the day etc.

Position your mouse on the Gantt, click and hold, m ove your

mouse left and right

This will move the date of the view forward and backward. As you move
you will see the list on the left change to correspond to jobs fitting the

new date range.

There maybe a slight delay as you move whilst information is requested

from the server.
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Staff Overview gives a graphical representation of staff workload.

reporting manage studio S

sk job progress staff scheduler di jie staff overview D timesheets plirchasing

Staff Availability $

September 2011 October 2011

wao  |wao wat waz wa3 was was was waz was wag wso ws1 ws2

) Ales Havlik
) Chris Cropley
[1Dan Heavey

) Jeremy Rudge

L) ke ward
) Lois Almeida D D
L Marcus Wilkinson

[N AN

I I3

trafficLWiE scommansoms azon | e ‘ Notifications (0) | Help ‘ Support | & Powered By Sobar
. “

Its principal aim is to help you understand how busy the studio is both
now and in the future, to highlight double bookings and also to help
answer question like “I need a designer for 3 weeks, when do you next

have a block of time that long available?”

The default time line will show information for the past week and the

following 3 months.

The left hand tree breaks down staff by location, department and then

staff member.

When opened the workload of all staff members will be displayed on
the Gantt, and the red vertical bar depicts today’s date.
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The Gantt will display three types of data

* Green bars will show scheduled work
* Brown bars will show booked time.

* Red bars show that there is a work clash
Booked time is classified at system setup by your system administrator
but will most probably include things like meetings, holidays, sickness

and most importantly for this view tentative work bookings.

Hovering your mouse over the work item will display details about the

booking.

Tip : This view was designed to show high level information for capacity
planning. If you want to look at a persons workflow in detail Staff

Scheduler will give you a better view

Zoom In Zoom Out 3 Month Owverview Today

You can change the view in a number of ways
Zooms the view in
Zooms the view out

Restores the display to the default view
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Today

Zooms to today’s date

Clicking the Header of the Gantt (the month the wee  k number etc)

This will zoom the view to the month, the week, the day etc.

February 2011

W& W Wa W5
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Timesheets shows details of the time logged by all staff in the business.

reporting manage studio [l
task progress jobpragress staffscheduer studio overview staffovervien timesheets purchssing document store

View Timesheets Wesk View | List View

< |[ thisweek | [ > | [2200902011 | B

Employee Sun 18092011 Mon 19/09/2011 Tue 20/09/2011 Wed 2170972011 Thy 22/09/2011 Fri 23/09/2011 5at24/09/2011 Torl

() Chriscropley
() om
[ ste

Cism e oo | S e I |

] Dan Heavey

) Marcus Wilkinson
) le Ward
] Rakhitha Dias

[} wihai chira 0000

) Simon Stewart

trafficLi\ie o sesisommiani st | Notfications 0 Help  Support . Erre—

Timesheets shows details of all time logged as a graphical progress

bar.

Each user has a number of hours they are expected to log each day.
This will have been set by your System Administrator in Admin.

The progress bar displays the hours recorded relative to the hours

individuals are expected to record.

If they have recorded less than the required number of the bar will be

red, the correct number or more will display in Green.

There is a Vertical Bar within the progress bar. This is the 100% bar (ie

they have logged the amount of time anticipated). The full deflection of
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the progress bar indicates upto 120% of the anticipate hours have been

logged.

If non billable hours have been logged then these are shown in
brackets and the bar will have a “sub bar” displayed showing non

billable time in red.

To view details of the timesheets making up the hours double click on

the progress bar.

Double clicking on a progress bar will show the time sheets.

Jeremy's Timesheet Entries
18/01/2011

Job# ‘ Client ‘ Project ‘ Job ‘ Task Comment ‘ Start ‘ End ‘ Time Billable ‘ [ signed ot
120 ’;‘:ri:':e'!‘ 2009 Jobs Print Jeramy Rudge - Task Graat bit of work 09:00 12:00 02:00 | |
120 Azrdvatl; 2009 Jobs Print Jeremy Rudge - Task null 12:00 17:00 05:00 7] ™
Services
Total 08:00
PrevDay | | NextDay CLOSE || SAVE

Using the check boxes to the right of the time entry you can sign off

individual time entries.

There is a check box in the header which will sign off all time entries for

that person.

Click SAVE and the pop up box will close.
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If ALL of the time entries have been signed off then the progress bar

will turn grey.

Once time has been signed off your team will not be able to move or
modify time in any way. Time entries in their calendar will turn from
Blue to Grey.

Tip : If you need time edited once it has been signed off, enter this
view, uncheck the signed off box, click save and the entry will be

available for editing.

Tip : Signing off time is optional. The only impact is to stop time being

edited by others once agreed.
Tip : If you are compliant to British Standards, Sarbanes Oxley or any

other certification requiring an audit trail we would recommend you

consider signing off time.

Traffic LIVE lets you export time entries, either to allow analysis, or to be

processed by another program / system.
To export time navigate to Manage Studio / Timesheets.

At the top of the screen you can change the view from week view to list view.

Week Wiew List Wiew

Select list view.

The Screen will contain no data until loaded.
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Use the search function — below and click “Search”. Data will load.

Search

(EJ Search by time entries logged

[ @\~ @

'I:J Search by 1D

Betweaer

You can search by the date the time entry was logged or a Unique ID.
You can filter by the filters provided, and also by Regular Expression. Regular
expressions are briefly covered elsewhere in this guide, and explained in some

detail here

http://www.regqular-expressions.info/

In many cases you will be exporting time to enter into another system. A pure

data range search my provide misleading / unposted data.

For example if you run an export for the date range 1/7/11 to 31/7/11 and
someone entered time for the 31/7 on the 1/8 then this time entry would not be

exported in the first export as it had not been created.
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If you then ran another report for 1/8 to 31/8 the entry would not show either — it
was for the 31/7.

Every time entry is allocated a UID. It is more robust to export an ID range and

then pick up the UID+1 for the next date range.
Continuing the example above the date to which the time entry referred is

immaterial and the entry would be posted next time the export was run from
UID +1.

We display all information we hold about the time entry.

The descriptions are in the main self explanatory and will not be repeated in this

user guide.
There are four fields that need additional explanation. These are “External”
codes that let Traffic LIVE hold details of codes used by other systems so that

the data can be tied together and posted.

These are

External User Code The code by which the member of

staff is known as in the other system.

For example Tom Smith might be
known as TOMSO01

This code is set Admin against the

staff member
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External Company Code The code by which you client
company is known as by the other

system.

For example Sohnar might by
SOHNO01

This code is set in Contacts.

External Job Code The code by which the job is known

as by the other system.

For example J205 in Traffic LIVE
maybe known as 5673 in the other

system.

This code is set in Job Add / Edit in
the Job Details tab.

External Chargeband Code Traffic classifies activities by
Chargeband. Eg Design , proofing

etc.

The other system may or may not

goto this level of detalil.

This maybe known as an activity

code or similar.

This code is set in Admin against the

chargeband.
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Clicking “Export” will give you a dialogue allowing export of a generic format (

everything you see on screen) of formats for specific providers.

We currently support a generic export format and specific ones for Adserve,
Concepts and Donovan Data Systems — Brand Ocean.

The Standard, Adserve and Concepts exports are in CVS format. The Brand

Ocean format is in XML and creates a separate XML file for each time entry.

These exports have been checked by the various providers however it is
essential that you first test that the format works in your system before seeking
to use them in anger. System versions and setups do vary, and the provider will
be able to best advise how this information is imported.

. Export Data

i Exporttype: | Standard B

= Export data: ' Current page . -

id (®) Unfilter=d data

Cancel Export

From the dialogue select the export type.
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If there are more than 100 records returned then the results are “paged”. Form
the second box you can choose to either export only the current page, or all

pages of data.

If you export all pages you will see the progress wheel do one circle on the
screen for every page that is read and sent to the export file. The time this will
take is not excessive per page — maybe 1 or 2 seconds, however if you have

say 10 pages of data the delay will be noticeable.

Finally you can choose to export all data, or just the data that you have filtered

in the view.

If you can send us the format you require we will look at including it in our next

release.
As much information as possible would be appreciate with example data. The
devil is in the detail, and things like is time in hhmm or decimal, what is the time

increment (minute or 0.1 of an hour etc.). are all relevant.

We do not charge for adding your export format.
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Purchases shows the status of all purchases in the system within the
date range specified.

Purchase Orders Purchases

Supplier Payment
Account Manager Status

Account lianager ‘ Client ‘ dob Hame | Description | Supplier

Order Status. ‘ Due Date

ActVs.Est
(&)

Showing All Print 1000 full
hens 31 Jarsmy Rudge Brookmensitd  NewBrochure colour A4 WidZone Digital .. ORDERED 19/01/2011 NO_INVOICE £0000f Eo5280
brochures.

|

Showing All -

&
"

Showing All -
Order Status
Showing All -

Supplier:

|

The fields are as set in Jobs / Purchasing and are self explanatory.

The view maybe filtered using the filters on the left of the screen.

Purchase Orders

Account Manager:

I Showing all | - |
Client:

[ Showing All | - |
Project:

I Showing all | - |
Order Status

[ Showing All | - |
Supplier

I Showing all | - |

Supplier Payment:

[ Showing All | - |
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my traffic  contacts quotes jobs managestudio reporting admin platform admin | —ox
manage studio i
n jobprogress staff overview timesheets ‘purchasing document store
Filter for current page Document Storage
Displsying 21 of 21 vesilts btvies 22/09/2010 0 22/09/201
Type Name Type Desciption | Dateadded | Addedby size Tosk# Quste# Job# Client Projest Quots or Job Name.
[ showing A 2] 12_shon_roser WA 21002011 JemyRuss  292KE A ™ ™ WA ™ A <] [4]
Added By
wnat il A 21092011 JeremyRudge  23KB A WA WA s A N v
[ Shawing Al
Clients. Campsign_neg  NA 21092011 Jeremy Rudge 32 KB Task Eight NiA iebNumberadt  Sun Praj-Sun isbNumber.a01de-fd: Template Job 1-Sun M -
| showing All
L " 20092011 JeemyRudge  1KB TewEint N fooNumbera01 Sun Proj-sun JobNumbe:s01ce-fé: Template Job 1-5un b -
‘T‘ Thingsthatcan WA 21082011 Jeremy Rudge 37 KB Task Eignt NA JobNumbers01  Sun ProjSun jobNumber s01de-fd: Template Job 1-Sun M =
Employes Data  SPEC Doc Deseiption 22082011 ChvisCrogley 24 KB A A fobNumberi-  McDonalds  MyProjet  jobiNumber:I-bSMa-5: ARA Job v
W Comespondence BRIEF Dec Desaiplion 22092011 ChvisGropley 8 KB NA A fobhumber-  McDonalds  MyProjedt  jebiumber -bEME-5: AMA Job -
4 CompanyData ESTMATE  Doc Desciplion 22092011  ChiisCropley 88 KB 'S WA jobNumbert-  McDonslds  MyProjsct  jobNumber -b5ME-5: AA Job =
W JobTesData ESTIMATE  JobTakDoc 22092011  ChisGropley  22KB Simon Stewart - NA WA WA " A -
G lobTaskDaia ESTMATE  lobTewDoc 22092011  ChiisCropley  21KE Simon Stewart- WA WA A " WA =
TesBosriispan BRIEF ML 22092011 OwisCropley  $9KB NA A fobhumberi-  McDonsids  MyFrojet  obNumber:1-bS1E-5: ARA Job -
TasBosrd spa. BRIEF L 22002011 ChisCropley  SSKE A WA fobNumberi-  McDonslds  MyProjst  obNumbert-befe-5: AAA Job =
TesiBoord jspa. HTHL WL 2202011 OwisCopley  $9KB A A fobNumber-  McDonslds My Projet  obiNumberT-bSfa-5: AR Job v
Company Data  BRIEF JobTeskUplosd 22092011 GhvisCrosley 96 KB CrvisCropley - NA fobtumbernt-  McDanalds  MyProjedt  jobNumber1-b51E-5: AR Job -
isti Job TasDsta  ESTIMATE Knigsdfingsdidns 22/09/2011 Chris Cropley. 22KB ChrisCroplay - NA jobNumber:1-  McDonslds My Praject jobNumber: 1-bEfB-5: AAA Job. -
Statistics
G OrerPOLNITI HTML FOTHTML 22092011 CisCrgley  12KE Milesone fer A WA A A A -
Totslflezi21
Totalsize sed: 356 9KE w Bt A 22002011 MabiAs ) WA A WA Masteting Store WA A =
W ExenseData  HTML Milesione Tas 22092011 GhvisGropley 2838 Milesione for A Stidas Vandeisy Proj-Vandelay  J1: Job Transfom Quote 2Vande v
Search
- Employee Data  BRIEF EUPDsiTem 22082011  ChvisCogley  24KB WA WA Hidob Vandelay ProjVandelay J1: Job Transform Guots 3Vanda =
@ bydste sddad
N Brstt A Suliedty 2202011 MshAud e A ™ na A, A A < i

Search

trafficliiic «comonsmmuean

secmyRucoe ‘ s | Notifications (0) | Help  Support ‘

st

The document store allows you to review all of the files stored in the

system, open and delete files, and see how much storage you are

using.

Export

Fomered By Sanrar
]

You cannot save files in this view — that is performed in context across

the application wherever you see the “Doc Store” button.

Files are returned for a given date range using the search facility in the bottom

left of the view
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Search

(®) by date added

18/00/2011 Y2 a2,00/2011

Search

Filter for current page

Type
Showing All -
Added By

Shawing All -

Clients

Showing All =
Projects

Showing All -

You can filter the view using the filters on the left.

The columns can be sorted by clicking on their header column

The statistics column on the left hand side shows you the total volume of

documents stored.

¢ Statistics

Total files: 21
Total size used: 956.9 KB

You are charged for the volume of document stored on our servers. Whilst your
plan may vary, this is typically an allowance per user — aggregated at client
level. For example if you have 20 users, and the allowance per user is 100mb
then the company has a limit of 2gb.

Excess storage is charged at a rate per 100mb or part thereof per month.
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There is no limit to the volume of files and documents you may store with us.
There is no need to book or pre purchase storage, simply use it and it will be

reflected in your monthly invoice.

It depends on what you store! To give you an idea the author of this guide has
used 2gb in 15 years. This comprises every document, presentation and
spreadsheet created since 1997! However ... as soon as you start using

multimedia files the file storage consumed will grow significantly.

All files stored are “tagged” so that we can retrieve them in context. We currently
tag documents to a client, project, job, quote and task in addition to the job

name. You can see these tags listed on the screen.

At the end of each row there is a down arrow button.

Cuote or Job Name
MNeA v
WA - H
Click and you will be given the option of
- download
- open

- delete

Download Downloads the document.
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Open the first time this document is opened we must download it
so that it can be opened by the application on your
computer. Once downloaded it will be opened.

Delete If you have permissions to delete documents you will be

able to delete after confirming your action.

ONCE A FILE IS DELETED IT IS GONE - IT CANNOT BE
RECOVERED. IF YOU ARE ALLOWED TO DELETE
DOCUEMENTS PLEASE USE THE PRIVILAGE WISELY!
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Traffic Live has powerful reporting, or more properly analytics.

Outside of the “Reporting” tab please remember that there are plenty of places
in the system that will give you lists of tasks, lists of time, lists of invoices, lists of
guotes, lists of jobs, lists of purchases and so forth. Nearly all of these can be
exported and if you are seeking simple list information these are most probably

a better source of data.

Reporting is all visual and allows you to visualise and analyse much of the
information held within the system. Once you have created your masterpiece

you can save it to run it again at a future date.
Reporting currently focuses on Jobs, quotes, people and capacity.

Reporting is powered by “Grids” that are loaded into Traffic LIVE and then
gueried by dragging and dropping values.

This gives rise to some incredibly powerful reporting capability, HOWEVER
please take a little time to play with it and understand what it is capable of and

what it is telling you.

We have chosen not to give you “flat” reports where we made the decisions for
you. This would have been far simpler for us, and as long as we were able to
second guess your requirements it might have been simpler for you — however
you would not have been able to manipulate and analyse data on the fly — and
we know from almost 10 years in this business with a previous system that held
over 120 reports that second guessing individual requirements is almost an

impossibility.
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Please note that some reports can rely on extensive data sets. This does
not take long to travel over the internet (typicall y less than a second), but
once it arrives we create a huge multi dimensional array called an OLAP
cube. Think of this as an Excel pivot table on ster  oids.

Depending on the volume of data returned, the capac ity of your computer,
its available memory and what else it is doing att  he time, these may take
some time to build. During this time the applicatio n will be unresponsive
and may show the message “Not responding”. It is di fficult to give a
precise guideline as to how long a cube will taket o build — lets say upto 30

seconds as a guide, but there are many variables.

The relationship is “cubic”, what this means is tha t for every additional
record the volume of data doubles. As your chosen d ata set gets bigger

and bigger the size of the grid increases exponenti  ally and the processing

time gets commensurately longer — possibly minutes. Once built, the data
should visualise rapidly, it is only the initial bu ild of the “cube” that takes
time.

If build times are excessive please try a smallerd  ate range.

If you would like to know more about OLAP cubes this may help.
http://en.wikipedia.org/wiki/OLAP cube
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Open Reporting. You will be presented with a drop down list at the top of the

screen and a date range. There are currently four reporting grids in the system.
Job Time and Money

o The date range refers to WHEN THE JOB WAS CREATED
Time / Bookings with financials

o The date range refers to WHEN THE TIME WAS LOGGED, OR
WHEN THE TIME IS BOOKED

Quote Reporting

0 The date range refers to THE DATE THE QUOTE WAS
CREATED

Employee Utilisation
o0 The date range reflects the period that you wish to look at and

brings together all data required — regardless or job dates etc. to

give you a correct picture.

Select one of the grids, a date range and click submit.

Your data will load. The more data that is loaded the longer this will take. Either
way the delay should only be a few seconds, however processing that data may

take longer as per the above.
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Your view will look similar to below

Report Maker
s (b rvoy_[=] mmet | [ [ (s | [t || e || oo | [ ] e | i | 2
\ Drop Chart Clustering Attributes Here -
Job Number N
1ob Billing State Type: =

T T .1‘

(mdar ———— [7]

Legend

Drop Category Attributes Here

Tel: +44 (0) 20 8600 7520 Fax: +44 (0) 20 8600 7528
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The top right of the screen shows attributes, measures and chart type. These

allow you to select what Traffic LIVE is telling you.

Available Attributes

Client

Job Number

Job System Status
Job User Status

Job User Type

Job Billing State Type

=

hd

Measunes [JobProﬂtTmaI[Invoiced—ActualCosts] |vJ

[ Default H Mew

| Column Chart

Legend

Attributes control “I want to see information by ...”".

To use an attribute, simply drag it onto the grid and drop it on the Category

Attribute or Clustering Attribute landing pad. For now Drag say Client onto the

Category Attribute landing pad.

The available attributes vary by the reporting grid loaded. The available

attributes are covered in the sections that follow.
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Measures are things that you want to display that relate to the Attribute.

For example “I want to show all time logged ( the Measure) by client (the
Attribute)”
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The real power comes from more complex and nested queries. Using simple

drag and drop you can expand
“I want to show all time logged ( the Measure) by client (the Attribute)”
To

“I want to show all time logged, and the cost of that time by client, broken down
by project and job”

To achieve this you simply drag more attributes onto the Category Attributes
Landing Pad. Examples will follow.

The next level you can go to is to cluster data. To do this you simply drag

attributes onto the Clustering landing pad at the top of the screen.
This then lets you expand

“I want to show all time logged, and the cost of that time by client, broken down
by project and job”

To

“I want to show all time logged, and the cost of that time by client, broken down
by project and job and then summarised by Job type.”

This would then result in multiple graphs on the screen showing the required
information by — in this example — job type.
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Once you have created your report you can save them.

Click “Save As” at the top of the screen.

Report Type: | Job Time And Meney ~ | | 22/08/2011 23/09/2011 Submit Saved Reports Save | Saveds Clear

Save Report

NAME [ty First Report

Description: | m really proud of this]

Cancel Save

L —__ ——

Complete the name and description and click SAVE.

Tip: You can search reports by name and description, so to make reports easy
to find make sure you use a meaningful name and description. As a business
you may wish to agree how you are going to name reports so that all users can

understand what is going on!

Click on Saved Reports in the top bar
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Report Maker

Saved Reports [ close |
|

Utilisation Billabe Vs Total
Demo - Studio Capacity

Jobs completed late

job count by type

Job Estimated / Actual Hours

Number of hours by job type

Job Est/ Act by type

Hours report by Chsrgeband

Report

My First Report
1am really proud of this!

To narrow down your list type into the find box. The list will filter as you type
based on the contents of the name and description.

Click on the chosen report and its details will be shown

My First Report
| am really proud of this!

My First Report

lam really proud of this!

s

You can edit the details and click update, delete, and load the report.

When you load the report it will load using the currently set date range. If this
date range is not what you were after, change it and click submit. The report will
reload with the new date range.
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The Type of Chart is not stored with the saved report, so you may need to

choose the most appropriate chart type for the data you are looking at.

What you can report on depends on the “Reporting Grid” loaded.

Yes we do offer a report creation service. We will create them in real time for

you over the telephone. We charge per hour or part thereof.

Reporting is complex and as you will see below has a huge number of fields to
choose from. Much as we would like to even the people who write the code
cannot remember every field and what it does. Additionally understanding
exactly what you require takes time — so please work with us!

Once you have built your report, clicking “Show Grid” will split the
screen and show you the underlying data that drives the report you

have created.

Hidle Gnd Print Export

This data can be exported to Excel for further manipulation by clicking

Export.
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quick reparts reportmaker |

Report Typs: | Job [=] [1on2zet0 | [ [2001/2011 | ] | subemic HideGrd | | Prnt | | Esport

5 4] = = ]
dlent (howall ___|= [4]| Available Atributes 4
- Job Type
JTv] rject
Vandelay Industries McDonalds Marketing Store Year
14 4 14 Quarter b
12 12 12 Month
10 10 0 Week
8 8 8

. Measures | Total Time Logged

4 Fl !
2 2 2 ﬂ 2 E [
0 ] o o [v] [« v

ol Number
Cli... |Me..
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Please note : we have a known issue with exporting to Excel. The “measures”
are placed in the top left hand corner of the grid. If you have more than one

measure this will push the top column one grid over per additional measure.

As such the data in the export will not line up when you have multiple
measures. This can be “fixed” by deleting these cells. We apologise for this and
we are working on a fix. The challenge is that handling multi dimensional arrays
causes the data to be structured in a certain way that makes solving this
challenging.

Click Print and the visible portion of the screen will print.
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You can select from Column Charts ( default) Line Chart, Stacked Area
Charts and Pie Charts.

| Column Chart | -

Simply use the drop down and your chart will be redrawn.

Attribute Detail

Account Manager The Account Manager responsible for
the client

Client The Client Name

Job Billing State Type The billing status is either Unbilled,

Part Billed or Fully Billed.

NOTE : The ONLY time we can give
you an accurate profit figure on a job
is when it is fully billed, so Billing
Status is important when looking at

profit information

Job Completed Past Internal This is a TRUE / FALSE indicator. If a

Deadline job was completed past the
INTERNAL deadline then this will be
TRUE.
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The definition of completed is the
date at which the job status was
changed to COMPLETED. If you
change the status away from
completed and back to completed
again the completed date will reflect

the date it was last changed.

Job Completed Past External This is a TRUE / FALSE indicator. If a

Deadline job was completed past the
EXTERNAL deadline then this will be
TRUE.

The definition of completed is the
date at which the job status was
changed to COMPLETED. If you
change the status away from
completed and back to completed
again the completed date will reflect
the date it was last changed.

Job Created — Month / Week When the job was created

Job Deadline —Month / Week The job deadline

Job Number Job number!

Job Number — Job Name Concatenation of Job Number and
Job Name

Job System Status The system status as determined by

the system — Dratft, In Progress,

Completed , Declined
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Job User Status The job user status. The values of
this status are as set up by your

system administrator in admin

Job User Type The Job Type (Design, print etc). The
values of this type are as set up by

your system administrator in admin

Last Invoice Issue Date — Month The month in which the job was last
billed

Project The Project Name

Measures Detail

Days Past Deadline ( internal) The number of days past the internal

deadline that the job was completed.

Days Past Deadline ( external) The number of days past the external

deadline that the job was completed.

Job — Estimated Time Income The estimate income from Time and
Fees
Job Actual Costs Total The total costs incurred on the job.

The elements of this are as above

Job Actual Expenses The actual expenses incurred,

excluding margin

Job Actual Purchases The actual purchases against the job
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(as set in the Manage Purchase

dialogue) excluding margin

Job Client PO Value The PO value on the job. The PO
value is a number. It is assumed this

is in base currency.

Job Count The number of jobs in the dataset

being reviewed

Job Estimate Purchases The estimated Purchases against the
job
Job- Estimate Total Income The expected income from the job (

hence including margin) of time, fees,

3" Party and Expenses.

Job Estimated Expenses The estimated expenses of the job

excluding margin

Job Estimated Hours The hours that you estimated the job
to take
Job Invoiced total The total of all invoices issued

excluding sales tax

Job Profit Total ( Invoiced — Actual The total invoiced on the job less all

Costs) costs. All costs include

- Labour at the hourly rates for
the person logging the time as
set in admin

- The actual cost of 3" Party

purchases

- The actual cost of expenses
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logged to the job

NOTE : This measure needs to be
used in conjunction with the Billing
Status attribute to give meaningful
information. If not billings will = 0 and

hence the jobs will show a large loss.

Job Scheduled Hours The hours of the job that have
actually been scheduled to a person

to do.

(Comparing this to Job estimated
hours will give you some idea of the

“hidden” work in your studio)

Job Studio Allocation Hours The Job Studio Hours — ie the time

that you wanted to put into the studio.

(Comparing this to Job Estimated
Hours and Job Actual Hours will show

you if things are starting to go wrong)

Job Time Cost ( Billable) The cost of the billable time against
the job. The cost is worked out based
on the hourly rate of the person
logging the time as set against the

staff member in admin

Job Time Cost ( Non — Billable) The cost on non-billable time logged

against the job.
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Job Time Logged — ALL Hours The total hours logged on the job —

the sum of the above two

Job Time Logged — Billable Hours The number of hours (in decimal) of
billable time added to the job

Job Time Logged — Non- Billable The number of hours (in decimal) of
Hours non billable time added to the job.
Non billable time is set as such when
the time entry is added, this is NOT
time that you simply decided not to
bill at the billing stage.

Unscheduled Time The allocated time less the scheduled
time. Please bear in mind that
unscheduled time cannot show in the
capacity reports. This figures shows

you the scheduling gap.

Value of Expenses The cost + markup of all expenses.

Value of Job The total value of the job with
reference to the work done. This is
the total VALUE you have given to
your client. It is NOT reflective of how
much you have decided to bill them
which maybe more or less than this

number.

Comparing this value to the billed
value shows you how much money is

walking out of the door for one reason
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or other.
Value of Purchases The cost + markup of all purchases
Value of work Done The value of work done is the hours

logged against the job, multiplied by
the client sell rate. If a job is running
over the value of work done will
continue to rise BUT you will probably
not bill it.

If you wish to analyse the actual
income of the job — where the income
lines for fees are capped at the
amount of the fee this can be
analysed in Time / Scheduled Work

with financials.
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Attributes Detail

Chargeband The chargeband of the activity
Client The client!

Employee The name of the person who either

logged the time or who is assigned to

the task

Job Number Job Number

Job Number — Job Name Concatenation of Job Number and Job
Name

Job User Type The job type as set on the job. The job

types are set by your system

administrator in admin

Project The Project Name
Task Deadline week / month The Deadline of the Task
Tasks Completed Past Deadline This is a TRUE / FALSE indicator. If a

task was completed past its deadline
then this will be TRUE.
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The definition of completed is the date
at which the task status was changed
to COMPLETED. If you change the
status away from completed and back
to completed again the completed date
will reflect the date it was last

changed.

Note the task completion date is NOT
the same as changing the happy rating
to “tick”, which only signifies that the
person allocated the work is done, not

that the whole task is complete.

Measures Detail

Actual Income for the Task This reflects the actual income for the
task. The calculation of this depends
on the billing type as set in billing.
Billing types default based on the

line type

- Fee; default = Estimate

- Time default = Actual

If the line is set to bill to estimate then
the value of that line will grow as work
is added BUT will never be higher than

the estimate.

If the line is set to hill to actual then the
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income will continue to grow

regardless of how much time is added.

If the line is set to Non Billable then

income will always be zero.

This measure will hence tell you what
the task is really worth to you on the

assumption it is billed as planned.

Note: The value here will be different
to the actual job value shown on Job
Add / Edit / Time if you have fee lines
that are over time. That view is

showing you value of work done, not

its billable value.

Approved Allocated in Time Range For the date range selected the
allocations (bookings) that are
approved ( as opposed to being in a

Pending state awaiting approval)

Days Past Task Deadline How many days past the task deadline

was the task set to complete

Invoiced Amount for the task The actual amount invoiced on that
task. This is always reported in the
base currency of your system ( ie a job
billed in USD in a GBP based system
will report in GBD not USD)

Job Task Count The number of tasks in the dataset you
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are looking at

Time Allocated Logged Non Billable
Hours

As above, but non billable

Total Allocated Billable Time Entry

Cost (and variants)

The cost of the various time logged

Total Allocated Time Logged Billable

Hours

The value of billable time logged

during the period.

If someone helps someone out and
selects an item from “All Tasks” in their
My Traffic Calendar then this work
was not allocated to them — it was

“unallocated” see below.

This measure can give you an
indication of workflow leakage for a job
/ client, or the extent to which

individuals go “off piste”.

Total Costs

The cost of the hours logged within the
date range

Total Hours

Total Hours logged within the date

range

Total UnAllocate Time Logged Non
Billable

Unallocated non billable time logged

as per above explanation

Total UnAllocated Time Logged
Billable

Unallocated time logged as per above

explanation
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Value of Allocated Work

The value of work assigned in the
period. The value is taken as hours
allocated multiplied by the chargeband
rate for the activity as specified in the

job.

NOTE: This does not seek to
determine if the work is billable, for

example if the job is over running.
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Attributes Detail

Account Manager Account Manager who owns the
quote

Client The Client!

Job User Type The type of the job / quote. Job types

are set in Admin and allow consistent

analysis of work by type.

Project Project Name

Quote Anticipated week / month The month you believe the business
will close

Quote Created month Shows quotes created by month /

quarter or year

Quote Deadline week / month Shows quotes by deadline week,
month, qtr or year. Week is

expressed in week number.

Quote Number Quote Number

Quote Number — Job Name Concatenation of Quote number and
name

Quote System Status The current system status of the
quote

Draft / Progress / Complete / Declined

Quote User Status The current user status of the quote.
The user quote status’s are set by

your system administrator in admin

Related job Billing Status If the quote has been migrated to a

job this reports the billing status. Not
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Billed / Part Billed or Fully Billed.

The billing status is important as
without knowing of a job is fully billed

it is not possible to finally determine

profit.
Sales Stage Sales Stage
Measures Detail
Quote Count The number of quotes in the dataset

being reviewed

Quote Estimated Cost Amount The estimated cost of delivering the
quote inclusive of time, fees, 3" Party

and expenses.

Quote Estimated Income Amount The estimated income relating to this
quote including time, fees, 3" party

and expenses

Quote Estimated Profit Amount Estimated Income less Estimated
Costs
Quote Margin ( Average) The margin on a quote.

If you are looking at a single quote
you will see the actual margin for that

quote.

If you are looking at more than one
quote in a dataset the margin will be

the average of all quotes.
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Related Job Client PO The purchase order amount

Related Job Invoices Total Amount The total billed to the client

Related Job Margin % The margin achieved on the job
based on the total billed and the total
COsSts.

Caution : this margin is based on the
above numbers. If the job has not
been fully billed / is not complete the

margin shown will be misleading.

Related Job Profit Amount The total invoices less the total costs.
This amount can be negative ( and
will be negative if the job has not yet
been billed).

Caution : this is only the correct profit
number when the job is fully billed
and should be used in conjunction
with “Billing Status”

Related Job Total Costs The total costs (excluding markup) of
the job
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Attribute Detail

Department The department of the employee
Employee Employee

Location The location of the employee

Logged date week / month

The period you wish to report on

Measure

Detail

Allocated + Booked (Hours)

A sum of the employees allocated
and booked time — ie the total time
booked in their calendar.

Allocated + Booked / Capacity (%)

The total booked capacity of the
employee expressed as a % taking
into account work allocation and

calendar bookings

Allocated JobTask Hours

Work scheduled to the employee ( ie
the work they see in their My

Calendar view)

Allocated Work Cost

The cost of the work determined as
the time multiplied by the allocated

persons hourly rate in admin

Billable Hours Logged

The total billable time logged

Booked Time Hours

Bookings in the users calendar

Capacity ( Hours)

The capacity of the employee /
employee group you are looking at in

hours.
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This is calculated using

- the date which the employee
was enabled ( ie before this
date they had no capacity as
they were not a user, and if
they were subsequently
disabled as a user then form
that point on they had no
capacity)

- The number of working hours
that employee is expected to
log per working day as set on
their staff record

- The number of Working days
within the date range specified
— ie excludes weekends and

days marked in Traffic as non

working
Non-Billable Hours Logged The total non-billable time logged
Time entry cost The cost to the business — using the

staff rate set in admin — of time

logged

Total Hours Logged The total of time logged (Billable and
non-billable)

Value of Allocated Work The value of work allocated to an
employee.

Caution : This is the value of work

allocated to a person, it is not a
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reflection of how much of this will be
billed to the client. In particular if the
job is in over run the value of work
allocated could be high, but your

recoverable value lower.

Value of Time Entries The value of the time entries logged
marked as billable. Non Billable

entries have a value of zero.

Below are a series of examples together with a commentary. Take a look. We

recommend you practice and play, get stuck? Please just ask.

Teport maker

Reportype b [v|[2s0se0n | [Booenon |FF [ submit
Drop Chart Clustering Attributes Here

Job Reporting

Job Time Logged AL Hours

Job Estimated Hours

client [ {Show Al =

The example above shows hours sold to clients vs time logged. The scale of

one client in this example dwarfs the rest.

The Client attribute at the bottom the screen can be filtered so we only look at

the few clients we need. Click on the right of it and select the required clients.
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Teport maker
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Drop Chart Clustering Attributes Here Al A
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Job Number

Job User Type
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00 Legend
1 Job Time Logged AL Hours
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@
.
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Barkerviles
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A filtered view is above.

Tel: +44 (0) 20 8600 7520 Fax: +44 (0) 20 8600 7528
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Next we might want to look at which jobs are involved. Simply drag Job No onto

the bottom grid.

o =
Drop Chart Clustering Attributes Here

Job Reporting
"

w0

, m s B =
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nnnnnnnnn lothing Barkerviles
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Project

Account Manager
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Com |

[ Column chart =
Legend

I Job Time Logged ALL Hours
1 Job Estimated Hours

i
Client ((ultipleChoice [+ Job Number  Shawal) | +)

And finally we might want to see this information by Account Manager, so we

drag “Account Manager” to the top of the grid.
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Admin allows administration of your Traffic system.

reporting quotes admin G2

user permissions a import templates
Locations, Depts & Staff Client Admin - Sohnar Ltd Version 1

OpenTres Closa Tres

Configure Company Details

b (2 Hammersnit) h L
GBP [Pound sterling)

20 I=]

Tag Code Description Rate
w20 Default VAT Tax ateforthe UK 0%
T NIVAT Taxrateforthe UK 0%

Company Logo
alect
‘
atm & Time Nexs ik s Weaksnd definiion

Default Scheduling Status

=) © rending © approved

Allow Sohnar To Assume Access

® ves O No
tunch []

Ceee
trafficlliyie ocorion somarivazon

Update agency details

e 64 l Notifications (0)  Help ‘ support | Posra By Sobvss

Sohnar Support staff can access the Admin section of your Traffic

system. Our staff can access the same features as your users with
Admin privileges.

We are here to assist you in need, however you do have access to all
privileges other than

- turning your company off

- changing your company name

- changing the currency of your company ( this is set once only and can
never be changed once set. If you notice your currency is

incorrect please do nothing until this has been put right.

Nelalale]y
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If authorised by you we can log in as a user of your system which will
give us access to your data. If you deny us access we have no access

to your system other than Admin.

Please never provide anyone with your password. In a truly exceptional
case Sohnar may ask for your password if you are having problems
that we cannot replicate. In this case please ensure (a) that it really is
Sohnar you are talking to and (b) change your password immediately

we are finished.

System administrators should be chosen with care. They can set up
users, assign permissions ( including permissions to access the Admin

area) change rate cards and so on.

Admin is comprised of six sections

Allows the setting of company defaults, working times, the creation of

department and employees

Controls the permissions allocated to users

Controls the content of all user configurable drop down lists in Traffic.
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Holds details of the rates you charge for goods and services, including
client specific rates.

The import of data into your system

The setting up of templates for invoices, estimates and purchase orders.
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Company Management allows the setting of company defaults, the

creation of departments and the adding of employees.

Click “Configure Company Details” at the top of the tree and you will

see this view.

my traffic  contacts quotes jobs managestudio reporting admin

\\\\\

Location | Department | User

trafficLiVE ccmmmsamsian sy | w4 | To-Dos | Notiications (3) | Help | Support | . :

The company is configured in this section. The various fields are

explained below

Base Each Traffic system has ONE base currency.
Currency The currency can only be changed by Sohnar,
and should be set to the currency of your
country without you needing to ask.
PLEASE CHECK IT IS CORRECT. If it is not
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then please STOP and contact Sohnar. We will

shoot someone for you and put it right.

Traffic allows you to use up to two sales tax
rates. This allows users in countries such as
Canada to take account of their local and state

taxes.

Changing this setting to two will cause an

additional tax rate to show — Tax Rate 2.

Tip: If you do not use two tax rates you must
not set a second rate. Even if you then change
the number of tax rates back to 1 the second

rate will still be used in calculations.

A drop down to select the first and second

default tax rate.

The tax rates are defined in the table below the

tax rates.
This is the table of tax rates.

To add a new tax rate click “+” at the bottom of
the grid.

Allows selection between UK and US date

formats

The time zone of the company
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The time you usually start work. This is used by

scheduling.

The time you usually stop work. This is used by
scheduling, and is also the default end time of

jobs.

The time you usually start lunch. This is used
by scheduling and will schedule people around

lunch time.

The actual time they take lunch is relatively
immaterial — what is important is that the
duration of your standard lunch time is correct
which will ensure that all staff members are

scheduled the correct amount of work.

The time you usually end your lunch.

If you wish to disable the automatic scheduling
of lunch check this box

You can configure your own non working days.
Click Add. You may specify a non working day

as a whole day, a morning or an afternoon.

Automated scheduling will schedule around

these non working times.

Tip: Traffic LIVE does not make retrospective
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changes, so if you add a company away day
for example, jobs that were in train before this
will need rescheduling.

You can determine your own weekends.
Attractive as this may sound this is principally
to allow countries such as the arab states to

configure Thu / Fri or Fri / Sat weekends.

Traffic allows you to set us as many locations
as you require for your people ( see below)

here you select the default

Here you can set the Prefix and next number

sequence for Quotes and Jobs.

You can use any prefix you choose — a year for

example.

You should ensure that you prefix / suffix is not
overly long as it will most likely truncate in
some views, particularly for users with low

resolution monitors.

Whilst the system will not technically mind, you
should avoid creating duplicate number

sequences as your users will find it confusing.

To change a number you must first click
“Override” next to the number. This is required
to tell Traffic LIVE to save the value you have
entered. Without this someone in admin could

inadvertently reset the numbers each time they
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clicked save.

Tip: If you are changing number sequence you
should ideally ensure that non one else is using

the system at the time.

Your company loge is shown in several places

through Traffic.

Click Browse and upload it here
Forces Traffic to schedule in either the Pending

or Accepted mode.

This is described elsewhere in the user guide,
but in essence controls if scheduled work
enters the workflow immediately or after
approval

Sohnar support staff are able to access your
system if this setting is set to yes. If this setting
is set to no, Sohnar staff can only access the

admin section of your system.

When Sohnar enter your system they assume
the identity of the employee that they are
seeking to assist, see the same permissions

and so on.
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Traffic LIVE allows you to

- issue quotes in foreign currency
- issue invoices in foreign currency

- make suppliers purchases and raise POs in foreign currency

All transactions in Traffic LIVE exist ONLY in the base currency of the system,
but are translated to the currency amount for the issue of quote, invoices and
POs as above. As such if you have a system denominated in sterling and quote
a client for example US$100,000 for a job Traffic LIVE will reflect this as a job
valued at some GBP 60,000 in all financial figures and reporting.

Each Quote / Job has an exchange rate allocated to it.
This rate is either

a. typed in manually
b. the current exchange rate populated automatically from rates provided by
Yahoo Money

c. acompany rate entered here in admin.

Rates provides by Yahoo are provided by Sohnar for your convenience. Sohnar
makes no warranty as to the appropriateness of the rate provided, and users
must ensure that the rate returned is within the bo unds of their anticipated
value . Sohnar can accept no liability for loss or damage if a rate provided

ultimately turns out to be incorrect.

The Yahoo Money rates are provided as is without adjustment or loading.
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To enter foreign currency rates simply enter the rate in the “Destination

Currency Rates” table.

The rate is “what do | need to MULTIPLY my base currency by to get to my

foreign currency amount.

To welcome your users with a localised message enter it here

Company Message | Company Logo Dafault Company Location

Welcome to Traffic LIVE. All timesheets too be done by 5pm please{

Numharinn Netaile

All users will see this message when they login.

Traffic holds employees in a hierarchy of

Location
Department

Employee

If you have three offices for example you would add these are three

locations.

Of note is that departments are NOT attached to a location. If you have
a department — Creative for example you could have the Creative

Department spread over 2 locations. Example

London
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Creative
David
John
Sydney
Creative

Bruce
Tony

David, John, Bruce and Tony are all a member of the Creative
Department, they just happen to be in two locations.

Click Add Location button at the bottom of the left panel.

Enter a location and click “Create”

Click Add Department button at the bottom of the left panel.

Enter a Department and click “Create”

Click “Add User” at the bottom of the left hand column.

The right hand panel will display user details.
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First Name: —\:Uelemrv
LastName: |Rudge
JobTite: | Chairman
Logation; = Hammersmith =

Department: s | Development [+

Emall adilress; = | jeremy@sohnarcom
Telephone number

Mobile number:

Costperhour: | £80.00

External user code: | externalCode:SEb704-

1 <

All Charge Bands - drag from left to right Charge Bands Individual will work on

Band Description Band

The fields are mostly self explanatory.

Of note are :-

e Cost Per Hour

traffic

Scheduling creative business online

Expected daily hours to be logged: | 7.5

Account Detalls

Username:  jeremy@schnar.co

Enabled:  true
Account Locked:  false
LastLogin:  25/08/201120:38

Traffic Admin: (]
Account Actions

ResetPassword | | Disable | | Lock

Description

This is used by Traffic to calculate the cost of work done which then

calculates job profit.

It is important that this figure is accurate and takes into account the
salary of the person PLUS the cost of employing them, providing a

desk, heat, light etc. This is typically double the salary cost.

Tip: Some businesses do not use real salaries, but instead use bands

where for example all Junior Designers have a set cost of £30 per hour

regardless of their true salary. This is useful to stop people reverse

engineering peoples relative salaries.

» Expected daily hours to be logged

Selalalels
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Time reports are all relative to the hours a person is expected to work.

- External user Code
o |If Traffic LIVE is interfacing with other systems, the external code
is the code by which the employee is known in the other system.
For example Tony Smith maybe known to your accounting system
as “tsmith01”

Traffic Scheduling shows the people who can do a job, in order of
availability.

This is driven by recording which Charge Bands staff are most suitable

to work on.

This is set by dragging the relevant Charge Bands from the left hand
list of All Charge Bands to the right hand list of Charge Bands
Individuals Will Work On.

All Charge Bands Charge Bands Individual will wark on

Band | Description Band Description

Designer Designer
Copywriter
Project Manager

Traffic Manager
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4 Charge Bands | Staff Groups Correspondence Signature

All Staff Groups - drag from left to right Staff Groups Individual will work on

Group Name Description i Group Hame Description

CONTRACTOR COntractor

Staff maybe assigned to groups for scheduling purposes.

The groups are set up in “List Management” — see later in this Admin section of

the user guide.
To add staff to groups simply drag and drop from the left list to the right list.

You may use groups to bring together any groups of people useful to you and
people may be a member of as many groups as you choose.

Examples could be
- pitching teams
- client team

- teams of technical people you have working together using pair

programming for example.

You must first Create the employee by pressing SAVE before you can

create an account.

The account details section contains details of the employees account
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Account Details

Username:  jeremy@sohnar.com
Enabled:  true
Account Locked:  false
Last Login:

Traffic Admin: [

Account Actions

Create Account Reset Password

User Their Traffic user name. This is always their email
Name address. If a user has access to more than one
Traffic system they MUST use different email

addresses during registration

Enabled Users can be enabled or disabled (as opposed to

being deleted which would remove historic

information).
Account Accounts will lock after 5 failed password attempts.
Locked You will need to click “Reset Password” and they

will be issued an e-mail with a temporary one time

password.
Last The date the user last logged in
Login
Traffic On a Traffic Admin can create another Traffic
Admin Admin.

Only Traffic Admins can
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- Set or change account permissions
- Lock accounts
- Enable accounts

This feature allows you to grant other permissions
to access Admin but to ensure that their ultimate
level of privilege is limited

Will send a welcome email to the user including

links to Traffic, passwords etc.
Will send a password to the user following account

locking, or due to their password being

compromised.
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User Permissions set what users are allowed to see and do in Traffic.

Note : Traffic is regularly updated. If any new per  missions are
added to Traffic LIVE then their default status is usually OFF. If
any are to default to ON then this will be covered in the release
documentation. This may mean that your team — even
administrators — will need to first enable new perm ission

controlled features before using them.

Client Admin - Sohnar Ltd Version 1 (Jeremy Rudge)

General Permissions
Max Invaice Issue Amount: [ unlimited
Mas Order Issue Amount: M wnlimited

Max Quote Issue Amount: [ urlimited

Allow user to cf llocation interval status to Pendi O

Access Permissions

permission Name: Description

Correspondence

]

raccess the View Correspondence tab?

55 the Task Progress tab?

Modify the Staff Schedule Allow Modify Data in the Staff Schedule View
Dacument Store Can this user access the Dacument Stare tab?

client Admin

Admin Company Details Can this user access the Admin Company Details tab?

JCU CN N R N CY R CU R VR CNR X NI EU N CV R N VR

Admin Permissions Can this user access the Admin Permissions tab?

[=1

User Permissions can either be changed individually by selecting them
from the left hand tree, or in groups by selecting multiple staff members
using Shift Click or Ctrl Click on a PC or Shift / CMD Click on a Mac.

The permissions are presented by section using descriptive wordings

that will not be repeated verbatim in this guide.
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My Traffic

4 My Calendar Can this user access the My Calendar tab?
My Jobs Can thiz user access the My Jobs tab?
My Quotes Can this user access the My Quotes tab?
My Traffic Can thiz user accass the My Trafhc tak?

For a user to access an area, click the check box, to restrict access

leave it blank.

In general if you restrict access to a function the user will no longer be
able to see the function. If you remove all permissions relevant to a
section then the menu item will disappear from the top navigation in
Traffic.

Most permissions apply to specific areas of Traffic.

Any general permissions are at the top of the permission list. These

impact more than one area of the system.
The current general permissions are

Issue limits on
* invoice
+« estimate

* purchase order

If limits are set users will not be able to issue the above where the base

currency equivalent of the document exceeds the limit shown.

Clients who are Sarbanes Oxley compliant should consider setting these

limits.

* Allow User to change allocation interval status
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This function enables users to Approve workflow items in Job Schedule
and Staff Scheduler.

allow user to change allocation interval status [ ]

Tip : When allocating permissions consider what you really want to
restrict people seeing. There maybe some clear areas that you wish to
restrict, but don’t be too severe — Traffic LIVE is all about sharing

information.

All Traffic LIVE permissions are listed below.

Tab Sub Tab Permission / Notes

My Traffic My Jobs Can this user access the My Jobs tab?

My Traffic My Quotes Can this user access the My Quotes tab?

My Traffic My Traffic Can this user access the My Timesheets tab?

My Traffic Move Calendar Allocations  Allow users to move their own Calendar Allocations?

My Traffic My Calendar Can this user access the My Calendar tab?
View other people's

My Traffic calendars Allow users to view other people's calendars?

My Traffic All Tasks Can this user access the All Tasks tab?

My Traffic My Settings Can this user access the My Settings tab?

Contacts Contacts Can this user access the Contacts tab?

Contacts View Employee Can this user access the View Employee tab?

Contacts View Address Can this user access the View Address tab?

Contacts OrgChart Can this user access the OrgChart tab?

Contacts View Company Can this user access the View Company tab?

Allow users to Edit or Delete
Companies/Address/Employees from the Contacts

Contacts Modify Contact Data Area?

Contacts Contacts Sheet Can this user access the Contacts Sheet tab?
Export From Contacts

Contacts Sheet Allow users to Export the Contacts Sheet to file?

Jobs Create Template From Job  Allow users to create a Job Templates

Jobs Job Schedule Can this user access the Job Schedule tab?

Jobs Job Add/Edit Can this user access the Job Add/Edit tab?

Jobs Linking to Add a Job Can this user access the Linking to Add a Job tab?
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Jobs
Jobs

Jobs
Jobs
Jobs
Jobs

Jobs

Jobs

Jobs
Jobs

Quotes
Quotes
Quotes
Quotes

Quotes
Quotes

Quotes
Manage Studio
Manage Studio
Manage Studio
Manage Studio
Manage Studio
Manage Studio
Manage Studio
Manage Studio
Manage Studio
Client Admin
Client Admin
Client Admin
Client Admin

Client Admin
Client Admin

Client Admin
Welcome
Reporting

Reporting

Reporting
Reporting

Invoice Export
Modify in Job Schedule

Modify in Job Add/Edit

Delete expenses

Delete Time Entries from
Jobs Dialog

Modify Job Template
Structure

Access to the Job Add/Edit
Billing sub-tab

Change Internal/External
Job Deadlines

Access to the Cost Related
Job Information in Job
Add/Edit view

Open Job Report in Job
Add/Edit view

Create Template From
Quote

Manage Quotes

Linking to Add a Quote
Quote Add/Edit

Modify in Quote Add/Edit
Modify Quote Template
structure

Modify a Quote once it has
been transitioned to a Job.

Studio Overview

View Timesheets

Staff Scheduler

Staff Overview

Job Progress
Purchases

Task Progress

Modify the Staff Schedule
Document Store

Admin Charge Bands
Admin Company Details
Admin Manage Lists
Admin Permissions

Admin Output Templates
Admin Staff Import

Modify Company Data
Welcome Screen
ReportMaker

Access Employee
Utilisation Report
Access Job Time and
Money Report

Access Quote Report
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Can this user access the Invoice Export tab?

Allow users to Modify Data in the Job Schedule View
Allow users to add, edit or delete in the Job Add/Edit
View

Allow users to delete expenses from the job add/edit
expense grid

Allow users to Delete Time Entries from the Time
Entry Dialog Box via the Job Add/Edit View

Allow users to Rename or Delete Templates and
Groups from the Job Template area

Allow users to access the Billing Sub Tab in the Job
Add/Edit view

Allow users to modify the Internal or External Deadline
Date once the Job has been created in the Job
Add/Edit View

Allow visibility of the Job Financial Analysis Panel,
Time Cost Column, Time Markup Column and Time
Act vs Est Column.

Allow users to open Job Report document in the
Add/Edit Job view

Allow users to create a Quote Templates

Can this user access the Manage Quotes tab?

Can this user access the Linking to Add a Quote tab?
Can this user access the Quote Add/Edit tab?
Allow users to add, edit or delete in the Quote
Add/Edit View

Allow users to Rename or Delete Templates and
Groups from the Quote Template area

Allow users to change an existing Quote in the
Add/Edit View if it has been transitioned to a Job?
Can this user access the Studio Overview tab?

Can this user access the View Timesheets tab?
Can this user access the Staff Scheduler tab?

Can this user access the Staff Overview tab?

Can this user access the Job Progress tab?

Can this user access the Purchases tab?

Can this user access the Task Progress tab?

Allow users Modify Data in the Staff Schedule View
Can this user access the Document Store tab?

Can this user access the Admin Charge Bands tab?
Can this user access the Admin Company Details tab?
Can this user access the Admin Manage Lists tab?
Can this user access the Admin Permissions tab?
Can this user access the Admin Output Templates
tab?

Can this user access the Admin Staff Import tab?
Allow users Delete/Edit Data in the Company
Management Area.

Can this user access the Welcome Screen tab?
Can this user access the ReportMaker tab?

Allow users to access the Employee Utilisation Report

Allow users to access the Job Time and Money Report
Allow users to access the Quote Report
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Reporting
Reporting
Correspondence
Document
Storage
Document
Storage

Document
Storage

Document
Storage
Document
Storage
Document
Storage
Document
Storage
Document
Storage

Access Time / Scheduled
Work With Financials
Report

Delete Saved Reports
View Correspondence

Restricted Access

View Documents

Create Documents

Delete Documents

Can Access Files Added By
Others

Can Modify Read Only
Files

Can Modify Library Files

Can View Library Files
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Allow users to access the Time / Scheduled Work With
Financials Report

Allow users to delete saved Reports

Can this user access the View Correspondence tab?

Allow users to access restricted files

Users can view document storage from anywhere in
the application.

Allows users to create documents. To allow users to
create restricted documents, 'Restricted Access'
should be granted

Allows users to delete documents. To allow users to
delete restricted documents, 'Restricted Access'
should be granted

Allow users Access files uploaded by others

Allow users to Update or Delete files flagged as
ReadOnly

Allow users to Update or Delete files added as Library
files

Allow users to view Files Added as Library files
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List Management holds details of the all user defined lists in Traffic.

The lists are described on the left of the view. Clicking on a list type will

display its contents.

[ Trmansgemer: e =

Client Admin - Sohnar Ltd Version 1 (QUOTE_USER_CATEGORY_LIST)

Descritin

Click “+" at the bottom of the screen.

You can then enter a Description describing what the status means and
a Value which is the value the user will see in their drop down list.

Description v“ | Value ﬂ.:| | lsDefault [ ]| pone Cancel

If you wish this entry to be the default setting for the user, check the

default box.

Click Done to complete.
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Select the item you wish to edit.

Details of the entry will appear at the bottom of the screen. Edit the

fields you require and click Done to complete.

List Name Where it is used

Job User Category List User status’s on jobs. Used to track

your internal workflow

Job Type List Job types used to classify work. Eg
Web, Print etc.

Job Task User Category List Tasks can be assigned a status used

to assist in tracking internal workflow

Source of Business List Contacts includes the ability to track

the source of your business

Sales Stage List User defined sales stages
Credit Terms List You credit terms
CRM Client Classification List Contact includes the ability to

segment your client list

Calendar Block Employee When booking time in calendars you
can specify the categories for
bookings. Please note that if users
create calendar bookings in other
packages they will be entered with
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the default booking type. As such you
should consider making something
relatively generic “Meeting” for
example the default. If your default is
“Dentist” this may give some odd

results!

Contact Type List Contact notes can be classified for
ease of reference — meeting, phone

call

Employee Group List You can assign staff to teams for

example client teams, pitch teams

Documents Storage Type List Documents are can be classified
when saved. This list sets the

available options
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Charge Bands holds details of the cost, markup and sale price of the

goods and services you provide to your clients.

mytraffic contacts quotes jobs managestudio reporting admin platform admin

[ corgebands 4 import templates
Client Admin - Sohnar Ltd Version 1 (Time & Fee Chargebands)

aaaaa

Add mato Card save

| = | Notificaions @) Help | Support P s

trafficliiE ccomnsommenn

Code I:I Descriptor |Cost |ﬂ |Hate |O Nominal Code | Motavailabl | Done Cancel

There are three types of charge rates held

» Time/ Fee
o These record the hourly rates you charge for your people

« 3"“Party
o0 These record the margins you charge on purchases you make
on behalf of your clients

* EXxpenses
0 These record the margins or prices you charge on expenses at

to your clients.
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To add a new Charge Band to Time/ Fee click the “+” at the bottom of

the grid. A new row will be added and simply type in the detail you

require.

Code

Descriptor

Cost

Rate

External
Code

The code is the charge code that users will

see when selecting charge bands

An optional description of the charge code.

The hourly cost of providing the service.

This cost is used when quoting to calculate
cost / profit. At the quoting stage people have
not been assigned to the job, so Traffic must

use an assumed rate for providing the service.

The selling price of this service

Traffic links to other systems. This optional
field allows you to record the code that the
other system will recognise the activity by. If
you are exporting to an accounting package

you would enter the nominal code here.
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To add a new Charge Band to Third Party / Expenses click the “+” at

the bottom of the grid and enter the new information.

Code The code is the charge code that users will

see when selecting charge bands

Descriptor An optional description of the charge code.

Cost The cost of the item — this is optional — please
see below

Markup% The mark up of the item. This is either entered

here, or automatically calculated by the
system if cost and rate are populated

Rate The selling price of the item — this is optional —
please see below

External As Above

Code

Third Party and Expenses are flexible and can be used in two ways

Markup Only - in this case you leave the cost and rate blank.

For example you may mark up print at 25%.

Catalogue Item — if you sometimes sell fixed price items you can

specify here the cost, mark up and rate of the item and this will be

populated automatically when used in a quote or job.
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For example you may sell hosting that costs you £1 per month for
£100, in which case enter 1 as the cost and 100 as the rate. Other
example of fixed price items might be colour print outs, CD Roms,

standard stationary packs and similar.

Tip : Most agencies leave money on the table either by not marking up
purchases, using a low markup or not on billing expenses at all. The
amounts involved are significant to most businesses and if you do not

markup / on-bill you should re-consider.

Traffic LIVE supports custom rates cards.
Rate cards carry custom rates for time / fees, 3 party and expenses.
There is no limit to the number of rate cards you can have.

Rate cards are set against the client and are used automatically for all quotes /

jobs for that client unless over ridden.

Enter Admin / Chargebands. Your view will look similar to below.

pe hargebands | import templates |

Charge Bands Client Admin - Sohnar Ltd Version 1 (Time & Fee Chargebands) viewingtecord. [commor -]
v [ o \
e

rrrrrr

\ Sremicos o [ \ oot

ooooo

7500 s s

If custom rates have already been set in the system then you can view these

rate cards by selecting them from the drop down at the top right of the view.
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At the bottom of the view select Add Rate Card

|;,| = [Mdmm J Rename Rata Card Dzlate Rate Card:

I

Tel: +44 (0) 20 8600 7520 Fax: +44 (0) 20 8600 7528

www.trafficlive.co.uk enquiries@trafficlive.co.uk
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You will see the Add Rate Card dialogue

Add Rate Card

Marme;

1

Copy Values From:

Close cave

Give the rate card a name. If you already have custom rate cards you can select
to copy the values to this rate card. For example if you have VODAFONE rates

you might want to copy them to a new cards called VODAFONE 1.

Click Save and your rate card will be created.

Viewing Rate Card: | Sohnar Test | - |
Cost WMark up % Default Rate | Custom Mark up % | Custom Rate
£40.00 25 £50.00 50 £60.00
£50.00 200 £150.00 50 £75.00
£75.00 25 £9375 40 £105.00

You can now enter your custom rates for the client.

If the rate for a given activity is the same as your default rate then simply leave
the box blank and the default rate will be used.

Finally, remember that you can set custom rates for all three charge band

categories.
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Click SAVE to save your changes.
Tip: If you can in your dealings with clients try not to agree a custom rate for
everything. Agree one of two rates for activities which they do all the time and

keep the rest at rack. Traffic LIVE does not mind, it is just simpler on the overall

administration.

Once you have created a custom ratecard, you should apply the ratecard to the

relevant client(s).
To apply a rate card
1. Select the Client in the Contacts Section, and click EDIT.

2. Select the custom rate card from the rate card drop down and click SAVE

Life Agency

Company s | Life Agency

Relationship = | CLIENT

Internal Classification | SMALL

Owner >| Afsar Baig

|
|
|
Website | |
|
|
|

Industry | Flease Select | -

Rate Card | - DEFAULT -

This rate will now be used on all subsequent quotes and jobs for that client.
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When you create a quote or job the rate card used will be the default rate card,

or if set for the client the client rate card — set as above.

If you wish you can override this rate card and use another.

If for example you have put a client on a rate card DISCOUNT 10, but you had a
special offer this month of half price design for example you would set this card

up and then override this rate to SPECIAL JULY 11

On a Quote simply select a new rate card

ﬂ Order Anticipated: 2| 30/06/2011 System Status: s | €€
j Job Deadlime: 30/06,2011 Usar Status: I
o7 | Client Ref: Sales Stage: 1C
Rate Card: ’ - DEFAULT - - | Prob of proceeding % [

MNote Charge Band Markup %

w B
m

(dty Cost
£

On a Job the rate card is displayed at the top of the screen and set from within
the Job Details tab
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Thwiner: Jeremy Rudge Int. deaclline: 10/08/2011  Rate card: - DEFAULT - Billing statw
Job Details Time Purchases Expenses Bilfing

| First Jab Type: = | CONSULTANCY | o | Externa

Crwner: “'l Jeremy Rudge | - | Interra

Client contact: = | tosh Smith | - | In

Rate Card: | - DEFAULT - E2 Relal

ClientPO: | |

In both cases the actions following a change of rate card are identical.

1. You will be presented with a dialogue asking to you confirm the changes.
Once you confirm the rates they will be applied.
IMPORTANT NOTE: FOR THIRD PARTY COSTS AND EXPENSES THIS WILL
RESULT IN THE DEFAULT RATE /COST FROM THE RATE CARD BEING
SET. ANY VALUES ENTERED ON THESE LINES WILL BE OVERWRITTEN

BY THE DEFAULT DATA IN THE CHOSEN RATE CARD

For this reason we recommend you ensure you are using the correct rate card

before you start creating you quote
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IMPORTANT NOTE. IF YOU IMPORT DATA THAT SUBSEQUENTLY
PROVES TO BE INCORRECT THERE IS NO UNDO FUNCTION. DEPENDING
ON THE VOLUME OF INCORRECT DATA IMPORTED THIS MAY TAKE
MANY HOURS WORK TO DELETE. PLEASE ENSURE YOU UNDERSTAND
HOW THIS FUNCTION WORKS, AND CONDUCT TEST IMPORTS TO CHECK
YOU ARE GETTING THE RESULTS YOU EXPECT.

You can import data into Traffic LIVE to assist with the rapid setup of the system

and to avoid rekeying.

We have sought to make the data import as simple as possible, and
incorporated validation and error checking, together with reports to help you
clean your data, however ... the import of large volumes of information will take
some planning. The information is “hierarchical” meaning that things link to other
things — Companies have addresses, have employees; Projects have Jobs,

have Stages have tasks and so on.

If you are importing data from a legacy system please engage the person in
your business best able to understand both the data and how to manipulate it.
The data will need some element of human review, and hence this person will
need timely support from others in the business. It is important to be realistic as
to how much time preparing the data for import may take. Very few businesses

have clean unduplicated data, and cleaning data takes time also.

We can give little in the way of real guidance as to the effort required as it

depends on data volume, its current structure and how clean the data is. The
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payoff for the investment is that good quality data makes using the system

simpler for everyone.

You can also import further data at any time, but we do ask you heed to warning

at the top of this page. If an import were to be a disaster on an empty

system we would probably recommend simply giving yo u a new one. This

iS not an option on a live system.

You can import

- Staff Members

- Companies (Clients / Suppliers / Other)

- The Addresses linked to these companies

- The People who work for these companies

- The Project structure you have in place for your clients

- The Job structure beneath this project structure, together with “meta”
information about that job, who owns it and so on.

- Job Stages, and job tasks within those stages *

- Job Purchase data *

- Job Expense Data *

- Client Correspondence

* these imports relate to the estimated time / purchase / expenses against a job.

We do not currently import actual values.
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If you are an existing client of Sohnar using our Filemaker system we can
prepare these imports for you from your current system. This process is part
automated / part manual and we will get the files back to you just as soon as we

can.

We are also able to offer this service from select other systems in the market
place. If you have a system that we do not support, please send us a copy of it

and we will see what we can do for you.

We will send you a copy of the import files for checking. We will show you how
to import files, however it is essential that any errors reported are corrected as
you go, and in the main this requires client knowledge to undertake. If errors are
not corrected they will most likely multiply as you progress. For example a job
without an account manager might lead to hundreds of tasks to be rejected in

subsequent imports.

Data is a complex thing and if you have used fields to record other information
etc. or we have made a mistake, it is easier to deal with this before import rather

than after.

If it also possible that your data may require some cleaning before it can be
imported. We will let you know if this is the case, but for example mandatory
fields will need to be completed and if there is any data that carries, for example,
a duplicate company name this will need to be dealt with before importing

commences.
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In the Admin tab select Import.

Import Import Project Data

From the left hand tree select what it is that you would like to import.

And from the bottom of the page click to download the CSV template

corresponding to the import.

Download C5V Template Save Report

This will give you the template for the items you are seeking to import, along

with a small amount of example data.

IMPORTANT NOTE : A CSV file has no formatting, and the program that
opens it determines if the field is a text field or a number field. We have no

control over this and applications vary as to how t hey do this.

It is important that anything that could have alea  ding zero — a telephone
number for example is converted to a text field. We have tested this on a
variety of spreadsheet type programs. Excel tendst o create number fields
and Open Office text fields but please check. Progr  ams and their default
settings will vary. Likewise fields containing a “: " could be converted to a
time field.
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Staff members are the members of your Team that will have a login to Traffic
LIVE.

1. Download the template and complete it

2. “Browse” select the file and click OK / OPEN depending on your

operating system

3. The data will now be loaded into the view. AT THIS POINT THE DATA
HAS NOT BEEN IMPORTED

4. You will see a “Valid Status” column on the right hand side.

This column tells you if Traffic LIVE is able to accept the data provided —

ie it meets the validation rules.

An item can either PASS or FAIL. If an item fails then there will be a

number after it letting you know how many things it has failed on, eg FAIL

(1)

If you have any failures then click on the “SAVE REPORT” button and
Traffic LIVE will produce you a report telling you why the data failed

5. next you MUST scan the data manually to confirm that what is being

processed is as you expect.

6. There are two options at the top of the screen
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a. Create User Account on Import
The creation of a user and the creation of an account for that user
(ie emailing them and giving them a login) are separate processes.
Checking this box will give all your users an account, accompanied

by a welcome email. Not checking this box will allow you do this

manually later.

b. Give Full Permissions on Import
By default users are created with a limited permission set.
Checking this option gives users all privileges, with the exception

of changing the permissions of others and creating new users.

7. Once you are happy, click SAVE
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8. Each item in turn will then be processed. Once commenced this process
cannot be stopped. Each line will show if it was successfully imported or

not.

An item that met the validation rules can still fail import as more detailed

checks are performed once the line is submitted for processing
9. At the end of this process, click “SAVE REPORT” for a record of what
you imported and also details of any entries that failed.
Tip: The information contained in the import must “Text Match” those held in
Traffic LIVE fields that relate your data to other parts of the system.
For example the Department must exist in Traffic LIVE and the spelling for the

department in Traffic LIVE and the import must be identical.

FOR MATCHING PURPOSES FIELDS ARE NOT CASE SENSITIVE

First Name * Staff members first name

Last Name Staff members last name

Job Title Job Title

Location* This location MUST text match the a
company location in Traffic LIVE

Department * This Department MUST text match the

enquiries @trafficlive.co.uk
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a company department in Traffic LIVE

Email * A valid email address is required.
Traffic LIVE does not allow staff email
addresses to be duplicated and

duplicates will be rejected.

Telephone / Mobile Self Explanatory. Ensure that leading

zeros are present

External User Code If you are linking Traffic LIVE to
another system, this is the ID that the

other system knows the staff member

by
Cost Per Hour What does this person cost?
Daily Hours Log How many hours is this person

expected to log each day

* = Mandatory
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Contacts comprise three levels, the Company Data, the Address data and finally

the employee data.

The process is almost identical to that detailed for Staff Members above other

than Step number 6 — the check boxes at the top of the screen.

Checking the check box allows you to import duplicate entries. Duplicate entries
are those that “Text Match” entries already in the Traffic LIVE database.

The date imported is hierarchical, that is to say that the Address data references

the Company data and the Employee Data references the Address Data.

As such when importing you must import Company data first, Address data next

and finally Employee data.

As with Staff Data Traffic LIVE uses “text matching” when importing, and to work
the fields that refer to other fields must match exactly, so when the Address data

is referencing the Company Name the name must match that in Traffic LIVE.

Important Note: Traffic LIVE is a job management sy  stem, it was designed
to hold all of your clients, suppliers and current ____ prospects. We are aware
than some of our clients have databases containing 10,000/ 20,000/
30,000 prospects from bought in lists. Traffic LIVE was not_designed as a

prospecting tool on this scale and prospects on thi s scale should not be
imported .

The system has no practical limit to the number of real clients and
suppliers you can have ( well into the thousands) h owever loading the
system with thousands of speculative records for wh ich you are not

proposing to issue quotes any time soon will only s erve to slow the
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system down. We do not stop you doing this, however please bear in mind
that if you do it, your system will slow down and t he only way to remove

them is manually.

Type* client / supplier / other

Company Name* Company Name!

Relationship * client / ex_client / prospect / supplier /
ex_supplier

Website Website

Owner * The name of the person at your

agency who owns this relationship.
This must text match the name of a

staff member in Traffic LIVE

Relationship Since DD/MM/YYYY ( this is the format
regardless of the date format set in
Traffic LIVE

Turnover Turnover

Employees Number of Employees

Tax Number VAT number or similar

External Company Code If you link Traffic LIVE to other

systems, this is the code that the other

system refers to the company as
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Marketing / Email / Telephone Opt Out | yes / no

Notes Max 8192 characters

Company Name* This must exactly match the name of a

company in Traffic LIVE

Company Type client / supplier / other (bear in mind
you may have clients in more than one

category

Address Name * The address by which the address is

known — London, Head Office

Address 1/2/3/City / Postcode As described

Country* Must match the country codes in
Traffic LIVE

Phone / Fax / email / website As label

Location Notes Max 8192 characters. Do NOT use

commas as they will be interpreted by
the system as moving to the next field

on import.
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Company Name * This must exactly match the name of a

company in Traffic LIVE

Company Type client / supplier / other (bear in mind
you may have clients in more than one

category

Address * The Address Name as imported on

previous spreadsheet

Remaining fields are self explanatory
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The instructions for importing Projects and Jobs are identical to the Import

Contacts Data section above.

As with the previous sections Traffic LIVE uses “text matching” when importing
so for example the Project Name referred to in a job must be identical to the

Project Name stored in Traffic LIVE.

You should import Projects first, followed by Jobs, followed by Stages, followed

by tasks, purchases and expenses.

Tip : If you are importing information from another system the job number in that
system will be retained if the job number is set on import.

The import tool was designed to assist you in rapidly getting your current project
/ job structure into the system when you first start using the system. We would
recommend against filling the system with non current jobs as other than
acknowledging that the job existed in the past you will have no work flow
information etc. to view. Legacy data is usually best left in the system that

created it.
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Company Name

This must exactly match the name of a

company in Traffic LIVE

Project

The name of the project you wish to

create
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Company Name* This must exactly match the name

of a company in Traffic LIVE

Project Name* The name of the project you wish

import the job to

Job Name* The name of the job you wish to
create
Job Number If your legacy data caries a job

number then entering it here will
force this job number on Traffic
LIVE so that your old numbering
system will carry through into
Traffic LIVE.

Note: New jobs will follow Traffic
LIVEs sequential numbering

model.
Description Description
Job Type* Job Type — must match a valid job

type in Traffic LIVE. Job types are

set in admin / list management

Client Contact * The person at the client company
who has instructed you regarding
this job
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Rate Card

The rate card for the job

Client PO

Client PO

Client PO Value

Client PO Value

External Job Code

If Traffic LIVE is being connected

to other systems, the code by

which the job is known

External Deadline Date dd/mmlyyyy

External Deadline Time

Internal Deadline Date dd/mmlyyyy

Internal Deadline Time

In House Job yes/ no

Job State* Progress / Draft / Complete /

Declined

Job Billing State*

Part_Billed / Billing_complete /
not_billed

Brief

The brief text field. Max 8192

characters

Stage data is optional in Traffic LIVE, however if your task data references

stages these stages must be present or the tasks will reject.
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Title The Name of the stage

Job ID The job number that this Stage is a
member of. This must include the prefix

and number — eg J102

Note The stage notes. Max 8192 characters

Order in Hierarchy This reflects the order in which the
stages are displayed. Whole numbers

starting with 1.

If left blank the stage order will be

random.

Note : Task import imports the ESTIMATED numbers for the task. As such you

can set up jobs etc so the system is “ready to go” but you cannot import actual

values.

Job ID The job number that this Task is a
member of. This must include the
prefix and number — eg J102

Stage Name The name of the Stage that the task

is a member of. This uses text

matching and must match exactly.
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Description Task description
Note Task notes. Max 8192 characters
Chargeband The chargeband for the task. This

uses text matching and must exactly
match a chargeband in Traffic LIVE

Hours The estimated number of hours in the
task. Decimal.

Cost The cost per hour of the task

Total The total SELLING price of the task

Studio Hours The hours allocated to the studio.
Decimal

Order in Hierarchy This reflects the order in which the

tasks are displayed. Whole numbers

starting with 1.

If left blank the stage order will be

random.

Category Tasks can either be FEE TIME or
MILESTONE

User Defined Category Tasks carry a user defined category.

This uses text matching and must
exactly match a user task category in
Traffic LIVE
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Is Complete yes/ no
Start Date The task start date dd/mm/yyyy
Deadline Date The task deadline date dd/mm/yyyy

Note : Purchase import imports the ESTIMATED numbers for the task. As such
you can set up jobs etc so the system is “ready to go” but you cannot import

actual values.

Job ID The job number that this Purchase is
a member of. This must include the
prefix and number — eg J102

Description Purchase description
Note Purchase notes. Max 8192 characters
Chargeband The chargeband for the purchase.

This uses text matching and must
exactly match a chargeband in Traffic

LIVE
Quantity The quantity
Cost The cost price per item in decimal
Total The estimated total purchase price
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Note : Expense import imports the ESTIMATED numbers for the task. As such
you can set up jobs etc so the system is “ready to go” but you cannot import

actual values.

Job ID The job number that this Expense is a
member of. This must include the
prefix and number — eg J102

Description Description
Note Expense notes. Max 8192 characters
Chargeband The chargeband for the expense.

This uses text matching and must
exactly match a chargeband in Traffic

LIVE
Quantity The quantity
Cost The cost
Total The estimated total expenses
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The instructions for importing Quotes are identical to the Import Jobs section

above.

As with the previous sections Traffic LIVE uses “text matching” when importing
so for example the Project Name referred to in a job must be identical to the

Project Name stored in Traffic LIVE.

You should import Projects first, followed by Quotes, followed by Stages (
optional) , followed by quote items.

Tip : If you are importing information from another system the quote number in

that system will be retained if the job number is set on import.

The import tool was designed to assist you in rapidly getting your current project
/ job structure into the system when you first start using the system. We would
recommend you are selective as to the volume of historic quote information you
import. If it is valuable, bring it in, but just make sure you don’t end up cluttering

a new system with volumes of information that serves little or no purpose.
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Company Name* This must exactly match the name
of a company in Traffic LIVE

Project Name* The name of the project you wish
import the job to

Quote Name* The name of the quote you wish to
create
Quote Number If your legacy data caries a Quote

number then entering it here will
force this job number on Traffic
LIVE so that your old numbering
system will carry through into
Traffic LIVE.

Note: New jobs will follow Traffic
LIVEs sequential numbering

model.

If left blank then a sequential quote

number will be allocated on import.

Date Created ( optional) dd/mm/yyy

Brief Imports the quote brief. Max 8192
characters

Description Quotes Description

Job Type* Job Type — must match a valid job
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type in Traffic LIVE. Job types are
set in admin / list management.
Job Type is a shared term between
Quotes and Jobs used to classify

work .

Owner* Your member of staff who is

responsible for the Quote

Client Contact * The person at the client company
who has instructed you regarding
this job

Order Anticipated* The date you believe the order will

be won. dd/mm/yyyy

Job Deadline Anticipated job deadline
dd/mm/lyyyy

Client Ref Client Reference

Rate Card The rate card for the quote

System Status Progress / Draft / Complete /
Declined

User Status A valid user status as defined in

admin / list management

Sales Stage A valid Sales Stage as defined in

admin / list management

Prop Of Proceeding Number ( 0-100)
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Stage data is optional in Traffic LIVE, however if your quote line item data

references stages these stages must be present or the items will reject.

Title

The Name of the stage

Quote ID

The Quote number that this Stage is a
member of. This must include the prefix

and number — eg J102

Order in Hierarchy

This reflects the order in which the
stages are displayed. Whole numbers

starting with 1.

If left blank the stage order will be

random.
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Quote ID The quote number that this Item is a
member of. This must include the

prefix and number — eg J102

Stage Name The name of the Stage that the item
is a member of. This uses text

matching and must match exactly.

Expenses and Third Party items
cannot be a member of a stage.

Seeking to import them will cause an

error
Type The line can be either TIME / FEE /
THIRD_PARTY or EXPENSES
Description Item description
Note Task notes. Max 8192 characters
Chargeband The chargeband for the task. This

uses text matching and must exactly

match a chargeband in Traffic LIVE

Qty Quantity
Cost The cost per unit of the item
Markup Markup %
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Rate

Rate inc Markup

Total

The total SELLING price of the item

Studio Hours

The hours allocated to the studio.

Decimal

Hierarchy Order

This reflects the order in which the
items are displayed. Whole numbers

starting with 1.

If left blank the stage order will be

random.

Exclude from Invoice (Screen should
read Exclude from Quote)

Allows items to be excluded from the
printed view.

Yes/ no
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Created By The member of staff who created the
correspondence. This field uses text
matching and the name must match

exactly a user in Traffic LIVE

Contact With Either a name or an email address.
Multiple entries are separated with a
comma - fred smith,joe blogs

If you use a name then the name
must exist in the Company (specified
below) and be an exact match.

Email addresses do not need to exist
in Traffic LIVE

Copied To The e-mail address the

correspondence was copied to.

Multiple cc’s are separated by a

comma Jeremy@sohnar.com,

tom@sohnar.com

Email addresses do not need to exist

in Traffic LIVE
Subject The Subject
Details The body text
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Type Traffic LIVE allows you to specify
your own “type” for a contact. Call,
Email etc. This field must text match
the type in Traffic LIVE

Created Date Created date dd/mm/yyyy

Client Contact

Company Name A valid company name in Traffic
LIVE. This uses text matching and

must match exactly.

The company is further identified by
the type — below.

Company Type Client / Supplier / Other

Job Name If a Job name is specified it must text
match a valid job name in Traffic
LIVE.

If job name is used then Project

Name is mandatory

Job Number Job Number in Traffic LIVE

Project Name A valid project name in Traffic LIVE

for the client specified.

This field is mandatory if Job Name is
used
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Tel: +44 (0) 20 8600 7520 Fax: +44 (0) 20 8600 7528
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Traffic LIVE is supplied with standard outputs for Invoice, PO and Quote.

These are to a generic design that will allow you to get the most from the system
“out of the box”. With a basic knowledge of CSS and HTML you can customise
these outputs to look as you choose. Please see “Creating Custom Outputs”
below.

Traffic LIVE also allows you to modify the standard set up to a point to ensure it

is fit for purpose.
You can
- Specify the image to be used on the document
- Change the documents header
- Change the document footer
- Change the background colour on the table grid
- Specify you own document annex — your terms of sale / purchase for

example

If you would like more changes than this then a bit of HTML coding is required.

In Admin select the Templates Tab.

The templates available are listed down the left of the screen, whilst the content

of each is different the way in which they work is identical.

- Click on a template to select it. Your view will look similar to below.
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sssssss —-ox

my traffic  contacts quotes jobs managestudio reporting admin platform admin

Location Information

Header Text

xxxxxxxxxxxxx

FooterText . eendeu

mmmmmmmm

Type into the boxes on the left, your preferred header, footer and annex text.

Click SAVE.

You can create multiple templates for each type of output, so if you need
invoices with different remittance advices or POs with different terms for

different type of goods then you can create multiple templates.

Mame:

Cancel Creata

Create Delete

The create additional templates Click Create at the bottom of the page and give

the template a new name. If you wish this template to be the default, then check

the box at the top of the screen.
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These boxes will accept plain text or HTML. For a simple footer where you are
happy with the font in our template, simply type. For something more complex or

for example a formatted annex requiring paragraphs etc you must use HTML.

Tip : You can save word documents as HTML and then use this HTML to

“paste” into your Annex. You will need to check that the output is as you expect.
On the right hand side you can make selection as to how the template operates.

Location Information

£ .
() Location of output user

-

| ®) Location override

Location: ; Rowe Color
| Hamimersmith | - | IEI

Logo Override

Select Logo Browse Clear E
Preview

Scheduling cr=

(=] [ ]

Traffic is multi locational, so you can have a team in London and a team in

Manchester.

The system holds address details for each of your locations.

The template maybe configured either to give the address to which the user

belongs, or to always default to a fixed address.
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TIP: You might want quotes to go from the location of the user, but invoices to

always come from “head office” for example

You can add you own image / logo to the layout. Each layout ( quote, invoice,

PO) can carry a different image.

As in the example above the size of the image need not be “suitable” for the

layout. The image will be scaled when used and retain its aspect ratio.

The top of the tables can have a coloured background if you wish. Use the
colour picker to set your chosen colour.
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The quotation produced will look similar to that below. Our templates are subject

to revision so yours may look a little different.

Quotation

Q6

Life Agency
1 Grren Space
Nics Town
Birmingham

BL1Z ASS
Date: 26/06.2011

Accountmanager: Jeremy Rudge
Quaotation for: Brochure

# Description

0 Graphical Design internalMote:4aa2-940

1 Document Layout internalM ote:4f6c-b92

2 Transportation internalMote:8d8713fG

3 Printing of Brochures internaltote:ab89264a
4 Copywriting internalMote:2598a7fa

trafficLIVE
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Quantity

18.00

24.00

Sohnar Limited ¢ 1 Glenthorne Mews « Hammersmith ¢« London « W6 OLJ

Tel: +44 (0) 20 8600 7520 Fax: +44 (0) 20 8600 7528
www.trafficlive.co.uk enquiries@trafficlive.co.uk
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PLEASE NOTE : Creating custom outputs assumes a kno  wledge of CSS
and HTML and potentially JavaScript proportionatet o what you are
seeking to achieve. If you create custom outputs th at do not work and
need our guidance to “fix” them we will charge for this service. Please
bear in mind we will need to look at what you have done, understand it and

then debug it. If unsure we provide an optional la  yout building service.

PLEASE NOTE : Traffic LIVE will either create your  output in HTML and
then allow the user to print to PDF, or print to a PDF directly. Printing via
HTML allows you to use any font installed on your m achine. If you choose
to print to PDF this is rendered on our servers and you are restricted to
the 100 or so fonts that we support.

Traffic LIVE allows you to produce quotations, purchase orders and invoices

that match you own style.

The Templates section of Admin holds the templates for these documents.
The templates contain a mixture of JavaScript which controls things like page
breaks when the documents is printed, and HTML which controls the look and

feel of the output.

There is a forum on support.sohnar.com that carries additional fields, new
output templates, and also lets you share your creations with others.

Tip: If you edit the Javascript please ensure your knowledge of Javascript is

sufficient for what you are seeking to achieve.

Tip: If you make changes to your templates we recommend you keep a copy

somewhere. If another user with admin privileges were to come and “play” with
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the template there is no way of undoing their changes. The only option is to

revert it to the standard Traffic LIVE settings.
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All templates have an identical structure as follows

Document Section Description

CSS The top of the document is a CSS
Style sheet

Top Section The top section of the document,

typically containing the addresses,

details of the job and so on

Table section Contains the line items of the quote /
invoice / PO

Table Summary Contains totals

Page Header The top of the second and

subsequent pages

Page Footer The bottom of all pages

Annex The final page of the documents —
use for Terms and Conditions and

similar

Each section is clearly marked on the default HTML template eg

enquiries @trafficlive.co.uk
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kkkkkkkkkkkkkkkkkkkhkkkkkkkkhkkkkhkkhkkkhkkkkk

Top Section
kkkkkkkkkkkkkkkkkkkkkkkkhkkkhkkkkkkkkkkk
The layout contains standard HTML. This user guide does not cover the use of

HTML, and our support team are unable to give any guidance on this area.

The coding used to pull through the values from the system is detailed below
They are designed to be self explanatory and unless required we do not provide

a further description.

We can access pretty much any property in the system and make it available to
you. The list runs to many thousands and hence we have only documented the
key fields below. If you wish to include something not listed please email

priority@sohnar.com with precise details of what you are seeking to achieve

and we will tell you the syntax to display the relevant fields.
For simplicity the codes are presented in the same sections as used in our
standard outputs, but with the exception of the table construct which must be

used within a table context anything can be used anywhere.

Looking at the code will give you a better idea, and to assist you we have left

small code snippets in the detail below.

The variables are shown for Quote, PO and Invoice. Many variables will repeat

as they are used in each layout but are kept together for ease of reference.

${quote.number}

enquiries@trafficlive.co.uk
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${recipient.contactPerson.personalDetails.fullName
${recipient.name}
${recipient.address.lineOne}
#if("$'recipient.address.lineTwo"!=""
${recipient.address.lineTwo}
#if("$!recipient.address.lineThree"!=""
${recipient.address.lineThree}
${recipient.address.city}
${recipient.address.postCode}
${quote.date}

${quote.ownerName}
${company.trafficCompanyName}
${company.senderAddress.lineOne}
${company.senderAddress.lineTwo}
${company.senderAddress.lineThree}
${company.senderAddress.city}
${company.senderAddress.postCode}

${quote.name}

${company.headerText}

${company.footerText}

${company.annexText}

enquiries @trafficlive.co.uk
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${quote.currencySymbol}
#foreach($itemin${quote.items})
${item.lineltemOrder}
#if("$!{item.description}
${item.description}

#end
#if("$Yitem.internalNote}"1=""
${item.quantity}
${item.rate.amountString}

${item.total.amountString}

${quote.currencySymbol}${quote.total.amountString}
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${po.poNumber}
${company.trafficCompanyName}
${company.senderAddress.lineOne}
${company.senderAddress.lineTwo}
${company.senderAddress.lineThree}
${company.senderAddress.city}
${company.senderAddress.postCode}
${recipient.name}
${recipient.address.lineOne}
${recipient.address.lineTwo}
${recipient.address.lineThree}
${recipient.address.city}
${recipient.address.postCode}
${po.supplierReference}
${po.jobNumber}

${po.userName}

${po.orderDueDate}

${company.headerText}

${company.footerText}
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${company.annexText}

(${po.currencySymbol})

${po.item.description}
${po.item.supplierOrderLineltem.orderedQuantity}
${po.item.supplierOrderLineltem.orderedUnitCost.amountString}

${po.item.supplierOrderLineltem.orderedTotalCost.amountString}

${company.trafficCompanyName}
${company.senderAddress.lineOne}
${company.senderAddress.lineTwo}
${company.senderAddress.lineThree}
${company.senderAddress.city}
${company.senderAddress.postCode}
${recipient.name}
${recipient.address.lineOne}
${recipient.address.lineTwo}
${recipient.address.lineThree}
${recipient.address.city}
${recipient.address.postCode}
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${invoice.jobDetail.name}
${invoice.date}
${invoice.jobNumber}
${invoice.ownerName}

${recipient.creditTermsType}

${company.headerText}

${company.footerText}

${company.annexText}
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(${invoice.currencySymbol})</th>
#foreach($itemin${invoice.items})
<tr>

<td>

#if("${item.description}"!1=""
<pclass="description">
${item.description}

#end
#if("${item.internalNote}"1=""

<pclass="note">

#end

</td>
<tdclass="money">${item.net}</td>
<tdclass="money">${item.vat}</td>
#if($Yinvoice.dualTax})
<tdclass="money">${item.vat2}</td>
#end
<tdclass="money">${item.gross}</td>
</tr>

#end

${invoice.netTotal}
${vat.percentage}
${invoice.currencySymbol}
${vat.amount}

${invoice.grossTotal}

enquiries @trafficlive.co.uk

-402 -

traffic

Scheduling creative business online



Selalalels

traffic

Scheduling creative business online

You can add images hosted elsewhere if you prefer. To use the image for the

layout ( per the selections on the template — ie specific to the) use the following

<img src="data:image/png;base64,${company.logo}"

We can build you layouts for you. The current charge for this is £595 per set
with 2 amends. (Correct @ July 2011). You will need to supply the HTML

components for us to work with.

The templates handle page breaks to ensure that breaks are logical and clean.
As the “table section” crosses page boundaries the table header is replicated at
the top of each page.

The table will always page break at the end of a line item — ie it will not print half

of a line & description on one page and half on another.

This approach works well in almost all circumstances, but you should be aware
that if you have very long notes to each line item then if the next item will not fit
on the page a break will be forced. This could give rise to a strange looking

output. These circumstances are relatively unlikely to happen in practice.

Important Note : If you amend the page dimensionsi  nthe CSS style sheet
this will most likely break the auto page break fun ction. The JavaScript in

the header carries page dimensions as well and isr  esponsible for the

enquiries@trafficlive.co.uk
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page breaking. Our recommendation would be not to touch — but it

depends on how good your JavaScript is!

The templates are rendered in your browser, and then either saved and sent to
the client as HTML or printed to PDF as you choose ( see below). Alternatively

we will create the PDF directly for you on our servers.

Producing documents via HTML on your machine allows you to use any font
installed on the machine. If we produce the PDF for you, you are restricted to
the fonts installed on our servers. If your document uses and undefined font in

most cases the font will revert to Courier.

Tip: If you are using a non standard font, please be aware that if you send the
client the HTML it will be rendered into a different font and will not look as

intended.
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aakar

Aksharyogini
Andale Mono

Ani

AnjaliOldLipi

Arial

Arial Black

Arian AMU

Arimo

AR PL KaitiM Big5
AR PL KaitiM GB
AR PL Mingti2L Big5
AR PL SungtiL GB
AR PL UKai CN

AR PL UKai HK

AR PL UKai TW
AR PL UKai TW MBE
AR PL UMing CN
AR PL UMing HK
AR PL UMing TW
AR PL UMing TW MBE
Arundina Sans
Arundina Sans Mono
Arundina Serif

BPG Classic

BPG Classic Medium
BPG Classic School
BPG SanSer
Chandas

Comic Sans MS
Courier New
Cousine

Dyuthi

gargi

Garuda

Georgia

Impact

Jamrul

Jomolhari

Kalimati

Kalyani

Kedage

Kinnari

Kochi Gothic

Kochi Mincho
Likhan

Lohit Bengali

Lohit Gujarati

Lohit Hindi

Lohit Kannada
Lohit Oriya

Lohit Punjabi

Lohit Tamil

Lohit Telugu

Loma

Mallige

Meera

mikachan
mikachan\-PB
mikachan\-P
mikachan\-PS
Mitra Mono

Mona

Mukti Narrow
Nakula

Norasi

orilUni
padmaa\-Bold.1.1
padmaa
Pothana2000
Purisa

Rachana
RaghuMalayalam
Rekha

Saab

Sahadeva
Samanata
Samyak Devanagari
Samyak Gujarati
Samyak Oriya
Sarai

Sawasdee
Sazanami Gothic
Sazanami Mincho
suruma

Tibetan Machine Uni
Times New Roman
Tinos

TlwgMono
TlwgTypewriter
Tlwg Typist

Tlwg Typo
Trebuchet MS
Umpush
UnBatang
UnBom

UnDotum
UnGraphic
UnGungseo
UnJamoBatang
UnJamoDotum
UnJamoNovel
UnJamoSora
UnPen
UnPenheulim
UnPilgi
UnShinmun
UnTaza

UnYetgul
Vemana2000
Verdana

Waree

Webdings
WenQuanYi Zen Hei
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Once the quote etc. is displayed in your browser you can print to PDF. On a
MAC this is a built in function. On a PC there are a wide variety of “PDF
Printers” available free of charge.

We use http://www.dopdf.com/, but a search of Google for “pdf printer driver”

will show many more options.

If you have installed Adobe Creative Suite then the Adobe PDF printer will most

likely be installed already.

Depending on your browser settings, when you print you may find that things
such as the URL of the page you are looking at, the date and time etc. maybe
added to the PDF.

Additionally if your design includes coloured fonts or fill colours (table headers
for example) you will need to enable “Print Background Colours and Images” or
the browser will default to black fonts.

These settings can simply be changed

- Firefox
o File/Page Setup
o0 Select Margins / Headers and Footers

o Change all 6 options to “blank”
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Page Setup

S

—
Format & Options | Margins & Header/Footer |

Margins {millimetres)

| Top: 127
Left: i | Right:
127 i i 127
Bottom: 127

Headers & Footers

[ Tite v | [pank- -] [uRe -
Left: Centre: Right:
IPage# of # | [”b\ank_w - ‘ [Data"’Twme e ]

0 Select Format and options

traffic
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0 Check the Check the box “Print Background (colours and images)

Page Setup
Format & Options _M?glgs_t Header/Footer
Format
Orientation: @ ) | ]Landscape
Scale: | 100 % [¥] Shrink to fit Page Width
|
Opticns
& Print Background (colours & images)
[ ok ][ concel

- Explorer

o Click the expanding panel to the right of the printer icon

Select “Page Setup”

0
o Change all options to “Empty”
0

Check the box “Print Background Colours and Images
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r " 3
Page Setup @
Paper Cptions Margins {milli
Page Size Left: 1905
[ 7] Rt 1305
@ Portrait () Landscape Top 19.05
[ Print Background Colors and Images Bettom: 13,05
|| Enable Shrink+o-Fit
Headers and Footers
Header: Footer:
[Tee | [URL -
[ Emety: »] [Eety 7)
lF‘age Hof total pages VJ [Dalem short format V]

Change Forit |

o]
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You can also edit page alignment here if you wish to use more of the margin,

however please be aware that if changes are made here that are then not

reflected in the Style Sheet of the template the pagination of the document my

not be correct.
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Traffic LIVE has a comprehensive Open API allowing you to integrate Traffic
LIVE into your other business systems.

The user guide covers some high level details of this API. Additional
documentation will be placed on the Traffic LIVE website shortly and should be
considered the authoritative source of information

The Traffic LIVE API is licensed to you for use within your company. If you want
to use the Traffic LIVE APIs outside the scope of these Terms and Conditions,
or to build and/or distribute enterprise applications outside your own company
(e.g. use the APIs to build an Application that you distribute to other companies),
please contact us at support@sohnar.com . We will consider your request and
put in place the required commercial agreements.

We apply certain terms and conditions to your access of our systems that can
be found below. These are little more than common sense and indeed common
courtesy, but we do ask you read and understand them before using our API.

Connecting to the Traffic LIVE API requires a level of technical skill relative to
the outcomes you are seeking to achieve. Traffic LIVE holds critical business
data and developers are advised to ensure they have the required level of skills
and understanding to ensure they do not unintentionally corrupt or change this
data so as to cause a business impact. We operate regular backups, however
these are for our own business continuity purposes and we are unable to restore
damaged data on an individual client level.

API Fees : Currently access to the Traffic LIVE API is free of charge, however
you may require a specific user to access the API which is billable in
accordance with our tariff. We reserve the right to charge for APl access in the
future, to which we will provide 30 days notice.

Support Fees : The Traffic LIVE API is documented and developers should use
this documentation coupled with knowledge of the system and the user guide to
develop their solutions. Sohnar does not offer technical support for the API,
other than the correction of errors / bugs, within its support packages which are
designed to support users using Traffic LIVE through the supplied user
interface.

We offer developer time at a current tariff of £150 per hour part thereof should
you require assistance. This will be billed to your company at the month end.

enquiries@trafficlive.co.uk
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Please ensure you have the authority to incur these charges before contacting
us for technical support.

1. You must not violate any law or the rights of any individual or entity, and
must not expose Traffic LIVE or Traffic LIVE users to harm or legal
liability as determined by us in our sole discretion.

2. You must not include functionality that proxies, requests or collects Traffic
LIVE usernames or passwords.

3. You must not circumvent (or claim to circumvent) our intended limitations
on core Traffic LIVE features and functionality.

4. If you offer a service for a user that integrates user data into a physical
product (such as a support ticket system), you must only create a
physical product for that user's personal and non-commercial use.

5. If you wish to commercially exploit the integration you have created you
must seek permission from Traffic LIVE.

6. Traffic LIVE may limit the number of network calls that your Application
may make via the APIs, and/or the maximum Content that may be
accessed, or anything else about the APIs and the Content it accesses
as Traffic LIVE deems appropriate in its sole discretion. Traffic LIVE may
change such usage limits at any time. In addition to its other rights under
these Terms, Traffic LIVE may utilize technical measures to prevent over-
usage and/or stop usage of the APIs by an Application after any usage
limitations are exceeded. If no limits are stated in the Master Agreement,
you nevertheless agree to use the APIs in a manner that, as determined
by us in our sole discretion, exceeds reasonable request volume or
constitutes excessive or abusive usage.

Specifically you must not

- poll our service for the purpose of determining uptime / availability

- set up services relying on polling at less than 60 second intervals

- make, or seek to make, unconstrained service calls

- attempt any action that due it its size, nature or frequency could
reasonably be expected to impact or impair the Service
performance for other users

- write routines that seek to extract substantially all of the data we
hold on our system

7. You must not use or make derivative use of Traffic LIVE icons, or use
terms for Traffic LIVE features and functionality, if such use could
confuse users into thinking that the reference is to Traffic LIVE features
or functionality.

8. You must not build any module or solution the circumvents or undermines
our per user licensing model.
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9. You must not create a link to any competing Project Management /. Job
Management solution without our express consent in writing

10.You will only request the data you need to operate your application.

In Admin / Company Management, select a staff member and in the Account
Details area you will see the button to generate an API token.

For this button to be visible the user must be selected as Traffic Admin ( the
highest level of access in the system).

Last Login:  02/12/2011 1145

Traffic Admin: [

APltoken:  n/a
Account Actions

Reset Passwaord Disable Lock Generate APl token

Clicking Generate API Token will result in the token being displayed.

Open API Token

Flease copy the token and keep it secure.

This token will allow access to vour Traffic LIVE database so it is
essential vou manage this token carefully. We recommend you
regenerate this token at regular intervals,

Al AP calls will be made in the name of this usar.

| — - — - - —_—
¢

oK

The API token will be partially displayed
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AFITDkEn IIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIl-quR

Account Actions

Reset Fassword Disable Lock Generate AF| token

API Tokens cannot be recalled, and if they are lost then the key will need to be
regenerated.

THE API KEY IN CONJUNCTION WITH THE USER NAME WILL ALLOW
UNRESTRICTED ACCESS TO THE API AND ALL AVIALABLE DA TA AT
COMPANY LEVEL. IT IS ESSENTIAL THAT THE KEY IS TREA TED WITH
THE RESPECT AND SECURITY THAT IT DESERVES.

WE RECOMMEND THAT THIS KEY IS REGULARLY REGENERATED

You may obtain an API key on any users account that carries Traffic Admin
privileges.

We would recommend that you set up an account for each system you are
seeking to integrate to. Most screen in Traffic LIVE include details such as “Last
Updated By ...” and if this is using a real users identity this is likely to at best
cause confusion.

An account called “Maconomy Integration”, “Paprika User” or similar will give far
greater traceability of how something came to change in your Traffic LIVE
system.

The web site http://trafficlive.com/api holds details of all current available service
calls.

There is a developers forum on support.sohnar.com
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