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Transmittal Memo

Date: May 22, 2011
To: Patrick Jay, Manager, Vice President, Accounting Group at Bellevue
From: Robot Rebellion Regime

Subject: System Testing/Test Plan

Robot Rebellion Regime has prepared the enclosed User Manual for the new
automated contract payment system.

This User Manual will contain a system overview, step-by-step procedures,
information on the user navigation, entry screens, the reports available,
where to go for additional help as well as an appendix.

This help file was created by:

« Eric Nelson

« Doug Vickers

« Adam McCormack
« Terry Gorle

+ Chris Clemente
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Introduction

The following document is a User Manual designed to help users
navigate and utilize the new Bank of Xanadu Automated Contract Payment
System.

This User Manual will give an overview of the new system and step-by-
step procedures illustrated by screen shots to help users more easily identify
the screens they are working with. The step-by-step will walk the users
through general navigation, then entry screens and the reports available.

At the end of the document is listed information if additional help is
needed. These resources, along with this User Manual, will allow the user to
access all of the features this application has to offer.

System Overview

This new automated system will allow management and non-
management employees the tools needed to create, track, and view reports
of project information. Some of the important features of the system are:

+ Easy to use interface

« Managing contracts

« Managing invoices

« Managing employees

« Generating reports

- Validation of entered data

« Security for accessing information

This system will allow users to be more efficient in their job and will
save the company money by reducing the time spent doing the activities
listed above among other tasks.
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Step-By-Step
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Upon opening the system, the Bank of Xanadu logo will appear.

Login
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.
Login

Bank of Xanadu
{0 26-May-11
bt 7:21 PM
Employee: | E|
Password:
password is 123456
[ Login | [ Exit application |

Back to contents

Next, the user is presented with the log in screen. All employees will use this
screen to log in. Each user has a permission level set when they were
entered into the system. If a user forgets their password, they will need to
contact management to get it reset. You can also exit the application.

Steps to Login
1. Type in your last name or choose your name from the drop down menu
2. Tab or click into the Password field

3. Type in your password (This field is case sensitive)

Main Menu
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Main Menu

Bank of Xanadu

26-May-11

Main Menu 724 PM

Data Entry

Maintenance

[
| Reports
[
| Logout

Once the user is logged in, they are taken to the main menu. From here
they have the option to go to Data Entry, Reports, Maintenance or they can
logout by clicking the corresponding button. The system will also capture the
logged on user, so that when they enter information or manipulate data,
their name will be stamped on there in case any questions arise, there will
be less time trying to find who made the changes. The logged on user and
date and time fields appear on every screen.

Back to contents

Data Entry
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.
Data Entry

Bank of Xanadu

Data Entry Menu

Employee: Jay

Contracts

Invoices

Bank Contacts

Programmers

Vendors

Bank Employees

Return to Main Menu

Logout

From here, the user can click on any of the following buttons:

« Contracts - View, suspend, or add a contract as well as to create a
contract exception

« Invoices - View all, add, or view unpaid invoices, create an invoice
inquiry response or create an invoice exception

+ Bank Contacts - View, add or edit bank contacts such as Project
Managers

« Programmers - View, add or edit programmers
+ Vendors - View, add or edit vendors

« Bank Employees - View, add or edit employees as well as perform a
password reset

+ Return to Main Menu - Returns you to the main menu

+ Logout - Logs you out of the system
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Back to contents

Contracts

-
Contracts Menu

Bank of Xanadu

Contracts Menu Ay
7:25 FM

[ View Contracts I

[ Suspended Contracts I

[ Add New Contract I

[ Contract Exception I

[ Return to Main Menu I

[ Logout I

Once you click on the Contracts button, you have the option to View
Contracts, Suspended Contracts, Add New Contract, create a Contract
Exception, return to the Main Menu or Logout.



BANK OF XANADU User Manual - RRR

Back to contents



BANK OF XANADU User Manual - RRR

View Contracts

On the View Contracts screen, you can view the contracts. Users can use the
Previous and Next Record buttons to view different contracts, the Close Form
button to return to the Contracts menu, or the More Options button. Below is
a list of the information you will find on this screen:

« Contract ID - The unique ID for the Contract (This field is auto
populated)

- Start Date - The start date of the contract

« End Date - The end date for the contract

« Hourly Rate - The hourly rate for the programmer
« Fee Max - The fee maximum for the contract

« Unit ID - The Unit ID for this contract
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Contract Status - The status of the contract (In Progress, Completed,
Suspended)
Description — A description of the contract if any was entered
Vendor ID - The Vendor ID for this contract
Name - The vendor name
Email Address — Email address for the vendor’s main contact

Contact ID - The bank contact’s ID

Back to contents

First Name - The bank contact’s first name
Last Name - The bank contact’s last name
Email Address — The bank contact’s email address
Programmer Sub Form:
o ID - Programmers unique ID
o Last Name - Programmers Last Name
o First Name - Programmers First Name
o Contract ID - The contract ID the programmer is associated to
o Start Date - The start date of the associated contract
o End Date - The end date of the associated contract
Associated Invoices Sub Form:
o Invoice ID - The unique ID associated with the invoice
o Start Date - The start date of the associated invoice
o End Date - The end date of the associated invoice

o Hours Worked - The hours worked on the invoice
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o Contract ID - The contract ID the invoice is associated to

o Record Navigation arrows are used to view other invoices
associated with the chosen contract

Back to contents
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More Options - View Contracts

Contract User Options -
Bank of Xanadu

[ Add New Contract

[Add Invoice to Contract

[ Contract Exception

[ Undo Changes

[ Save Record

[ Print Record

[ Return to Contracts

From this menu, you can add a new contract, add an invoice to the contract,
create a contract exception, undo your changes, save the record, print the
record or return to the View Contracts screen.
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Back to contents

Suspended Contracts

Bank of Xanadu

Contracts
Hourly Rate: $28.00 =
- Fee Max: [$50,000.00 - |George
E Unit ID: |1 Last Name: [Romero
= Contract Status: [Suspended [=] Email Address: [Romero@example.com
=
= Diescription: |repair security system
=
Start Date End Date
4 Karl Jerry 4> 8/1,/2011 S/1/2011
nnnnnnnn 1ora Search
Contracts start date I Num Lock | [E3| 02 &8 o EE s

Bank of Xanadua

Contracts
¢ |Suspended - Exnasl Address: [Romecro@o<ample.comn

= |repair security systemm

£ =+ Karl Fey ©/1/2011 5/1/2011
£
Recora Tora | b om b | Wk Mo Filer | [Search 5
Associatad
Invoice
RRRRRRR en
| Trevious J St Recora J[_<lose Toron |

[ vy )

I Mum Ltock | [0 &8 @1 B we

Form wiew

On the Suspended Contracts screen, you can view the existing suspended
contracts. You can use the Previous and Next Record buttons to view
different contracts, the Close Form button to return to the Contracts menu,
or the More Options button. The information you will find on this screen is
the same as the exact View Contracts screen.
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Back to contents

If you don’t have the right permissions, the below message box pops up:

Microsoft Access ﬁ

Only Account Managers can access suspended contracts,

More Options - Suspended Contract

-

Contract User Op o

Bank of Xanadu

[ Contract Extension

[ Contract Exception

[ Undo Changes

Save Record

Print Record

—_— e —

Return to Contracts

From this menu, you can create a contract extension, create a contract
exception, undo your changes, save the record, print the record or return to
the Suspended Contracts screen.
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Back to contents

Add New Contract

Bank of Xanadu
Contracts

When the Add New Contract button is clicked, users are taken to this screen.
From here, users fill out the information for the contract. Users can also click
the More Options button or the Close Form button to return to the Contracts
menu. When the user clicks the Close Form button, they are prompted if
they want to disregard their changes. Below is a list of the information you
will find on this screen:

+ Click on Contract ID - The unique ID for the Contract (This field is auto
populated)

« Click on Start Date - The start date of the contract
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Click on End Date - The end date for the contract

Click on Fee Max - The fee maximum for the contract
Click on Rate of Pay - The hourly rate for the programmer
Click on Charge Unit — The Charge Unit for this contract
Click on Division — The Division for this contract

Click on Status - The status of the contract (In Progress, Completed,
Suspended)

Click on Description — A description of the contract if applicable

Back to contents

Click on Reason -
Click on Programmer - The name of the programmer

Click on Vendor — The Vendor name (this will auto populate when a
programmer is chosen

Click on Contact - The name of the bank contact

Click on Buyer — The name of the buyer

More Options - Add New Contract
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Contract User Options

Bank of Xanadu

lAdd Invoice to Contractl

l Undo Changes

l Save Record I

I Frint Record I

l Contract Exception

l Return to Contracts I

From this menu you can add an invoice to the contract, create a contract
exception, undo your changes, save the record, print the record or return to
the Add New Contract screen.

Back to contents

Contract Exception
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.
Contract Exception Menu

Bank of Xanadu

Contracts Menu

Employee: Jay

Choose a contract to add an invoice to.

Contract ID Vendor ID Vendor Name

l Create Exception I

I Don't Know Contract I

I Return to Main Menu I

I Logout I

On the Create Exception menu, the user will select the Contract ID, Vendor
ID and Vendor name from a dropdown list. Once the information is selected,
the user will click the Create Exception button. If the contract isn't known,
the user can click on the Don’t Know Contract button. The Don’t Know
Contract button will take you to the View Contracts screen so the user can
look at the contracts and select the appropriate one. There is also the option
to return to the main menu or logout of the system.

Back to contents

Create Exception
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Bank of Xanadu

Contract Exception Miemo

Navigation Pane

A T e B it 23707, Thanks oo b

I rum tock || E3| 05 @B 0 IF e

Bank of Xanadu
Contract Exception Memo

Navigation Pane

Form wiew | Mum tock |[ES| 0 B 61 B we

Here is where the user can fill out a contract exception memo. Once it has
been filled out, the user can click the email button to open up a new Outlook
email, and email this form to the appropriate contact so the memo can be
completed and returned. Below is the information on this form:

+ Click on From - Who the email is from (This will auto populate based
on who is logged in)

« Click on To - The first and last name of who the email is going to (this
will auto populate based on the contract that is chosen)

+ Click on Email - The email address of who the email is going to (this
will auto populate based on the contract that is chosen)

+ Click on Classification -
« Click on Subject - Put the subject of the email

« Click on Radio Buttons - Choose the proper reason for exception
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« Click on Attachments - The date and the action of the attachment

Back to contents

Invoices

-
Invoices Menu

Bank of Xanadu

Invoices Menu

View Invoices

Add New Invoice

l |
l |
I Unpaid Invoices I
[ Invoice Inguiry |

ICreate Invoice Exceptionl

I Return to Main Menu I

l Logout I

Once you click on the Invoices button, you have the option to View Invoices,
Add New Invoice, view Unpaid Invoices, create an Invoice Inquiry, create an
Invoice Exception, return to the Main Menu, or Logout.
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Back to contents

View Invoices

Bank of Xanadu
Invoices

: |lar2s5/2012
: [ar13/2011
= [ar27/2012
: |s24.00
: [0

Navigation Pane

Contract 1L> Start LDate End Late Fee Max

SEeERIEeE = 33 10/1/2011 6/1/2012 $35,000.00

I MNum Lock | [E3l| 1 68 @1 B e

Invoices start date

Bank of Xanadu
26 -May-11

Invoices 5:04 PN

Employee: Jay

FHours Worked: |30
Invoice Terms: [na
Work Description: |clean up
z
=
=
=
= Comtract I  Start Date End Date Fee Max
£ = —
= Comtracts: & 33 10/1/2011 6/1/2012 $35,000.00
|__Frevious J_tiext Recora [ _close Form ||
l Mlore Options |

Ready ] rum Lock |

Here is where users can view completed invoices. You can use the Previous
and Next Record buttons to view different invoices, the Close Form button to
return to the Invoices menu, or the More Options button. Below is a list of
the information you will find on this screen:

« Click on Invoice ID - The unique invoice ID
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Click on Start Date -

Click on End Date -

Click on Invoice Date - The date of the invoice

Click on Due Date - The due date of the invoice

Click on Hourly Rate — The hourly rate of the programmer

Click on Hours Worked - The programmer’s hours worked

Back to contents

Click on Invoice Terms — Terms of the invoice if any were added
Click on Work Description -
Click on Programmer - The programmer’s first and last name
Click on Vendor ID - The unique ID of the vendor
Click on Name - The name of the company the programmer works for
Click on Charge Unit — The ID of the unit being charged
Click on Pay Status - The invoice status (Paid, unpaid, do not pay)
Click on Invoice Notes - Any notes for the invoice
Click on Associated Contracts -
o Click on Invoice ID - The invoice ID associated to the contract
o Click on Contract ID - The contract ID associated to the invoice
o Click on Start Date - The start date of the contract
o Click on End Date - The end date of the contract

o Click on Fee Max — The fee maximum of the contract

More Options - View invoices
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F' B
Invoice Cptions

Bank of Xanadu

Undo Changes

Save Record

| Print Record

Invoice Exception

Return to Invoices

From this menu you can undo your changes, save the record, print the
record, create an Invoice Exception or return to the View Invoices screen.

Back to contents

Add New Invoice Menu
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Invoices Menu

Bank of Xanadu
Invoices Menu

Choose a contract to add an mvoice to.

Contract ID Vendor ID Vendor Name

l Add New Invoice I

I Don't Know Contract I

l Return to Main Menu I

I Logout I

Once the Add New Invoice button is clicked, users are brought to the above
menu. From here, the user selects the correct contract from the dropdown
menu to add an invoice to. Once the contract is selected, click the Add New
Invoice button. If the contract ID is unknown, click on the Don’t Know
Contract button. The Don’t Know Contract button will take you to the View
Contracts screen so the user can look at the contracts and select the
appropriate one. There is also the option to return to the main menu or
logout of the system.

Back to contents
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Add New Invoice

@ -9 < Project : Database (Access 2007) - Microsoft Access o @ 2
Home  Create  ExtenalData | Database Tools 2@
* = i 1 ]
(1Y i‘:] 2E 9! =
S 144 =5 & uy e
Compactand | Visual Run | Relafionships  Object | QL Access SharePoint | Addins
Repair Database | Basic Macro Dependencies | 2 Analyze Table Server Database -
Tools Macro Relationships Analyze Move Data dd-Ins

All Access Objects ® « || =2 Newlnvoice

1 Dates_Aceruals

fm
fim_Dates_Contract_Recap
fm

 Dates_Fee_Max

Invoice ID:

Start Date: |1/1/2011

End Date: [1/2/2011
Invoice Date: (1/5/2011

Due Date: [1/15/2011
Rate of Fay: ($33.00

sz 3 ;

d: 40

e Total: |$1,320.00
Accrual Date: 2/1/2011

B
i

Invoice Terms:

Bank of Xanadu

Invoices
Name: ID: Vendor ID:
Programmer: [Watkins v
Vendor ID: 2|

43

ContractID  Start Date  End Date Fee Max Contract Status

et [ Moseoptions | [ CloseForm |

=l - =

2| 2 ¢

This is the Add New Invoice screen. If you came here via the Add Invoice to
Contract button on the More Options menu of the View Contracts screen, the
associated contracts portion will be populated. The users can click on the
More Options button or the Close Form button to return to the Add New

tum lock |[EE & @& B %

Invoice menu On this screen, users will fill in the below information:

+ Click on Invoice ID - This will auto populate with a unique ID. This field

cannot be edited by anyone
« Click on Start Date -

« Click on End Date -

» Click on Invoice Date — The date of the invoice

o Click on Due Date - The due date of the invoice

+ Click on Rate of Pay — The hourly rate of the programmer (This will
auto populate based on the contract that was selected)
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Click on Hours Worked - The programmer’s hours worked

Back to contents

Click on Invoice Total - This is the total amount of the invoice (This will
auto populate once the hours worked is filled it. It is a calculation of
Rate of Pay X Hours Worked)

Click on Accrual Date - The date for which the accrual will happen
Click on Invoice Terms - The terms of the invoice if any is needed
Click on Work Description — Description of work if any is needed

Click on Programmer - Select the programmer from the drop down
(*Note: the Vendor ID of the programmer must match the Vendor ID
field)

Click on Vendor ID - The Vendor ID for the Contract (This will auto
populate based on the contract that was selected)

Click on Contract ID - The contract ID (This will auto populate based
on the contract that was selected)

Click on Charge Unit — The Unit being charged (This will auto populate
based on the contract that was selected)

Click on Associated Contract — (This will auto populate based on the
contract that was selected)

o Click on Contract ID - The contract ID this invoice is associated
to

o Click on Start Date — The start Date of the contract
o Click on End Date - The end Date of the contract

o Click on Fee Max — The Fee Maximum for the contract
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Back to contents

More Options - Add New Invoice

g ™~
Inwvoice Options

Bank of Xanadu

Undo Changes

Sawve Record

Print Record

Invoice Exception

Return to Invoices

T raacdes & Eamanime—

Seanes FRaescocomed

T asaar FEe—e el

Txancric e T e oasgotieoma

= ——

From this menu you can undo your changes, save the record, print the
record or return to the Add New Invoice screen.
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Unpaid Invoices

@&

Egscut ?

53 copy
View | Paste Filter
5 = < Format Painte
Views Clipboard 5

Extemal Data
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Project : Database (Access 2007) - Microsoft Access

Database Tools

"0 Selection + =Ehew  E 3 Replace .

V4 Advanced &l Hsae % spelling = GoTo~

¥ To RENEED o eete - Ewore~ | ™ R selectr | B L B[ AP B
Records Fing Text Formatting

o @ 8«

Y )

All Access Objects

& tm_Contract Details_Subform
F fim_Contract_Exception

fim_Contract_Exception_Blank

fim_Contract Invaice_Subform
E tm_Contract Invoice Tatals subform
B fim_Contract_New

5 fim_Contract Programmers_Subform
B fim_Contract subfarm

B fm_Contract_Subform_New

& fm_Contract_Suspended

Z fim_Dates Acauals

I fm_Dates_Contract Recap

B fim_Dates_Fee_Max

5] fim_Dates_Fee_Max Accruals

f1m_Dates_Invoices
] fim_Dates Monthiy_Expense

B fim_Employee_Tasks

B fm_tnvoice

= fm_nvoice_Contract_Subform

E tm Invoice_Contract Totals_Subform

i _Invoice_Exception

frm_Invoice_Inquiry

fm_Invaice_New
B fm_invoice_New_Contract

& fm_Invoice Status

fim_Invoice_Subform
B tm Invoice_subform2
B fm_Login
] fm_Login 2

EE fm_Menu_Contract_Exception_Select

E fm_Menu_Contracts

Bank of Xanadu
. #Name?
e Invoices #Name?

Invoice ID: |6

Start Date: i
End Date: |4/25/2012
Invoice Date: |4/13/2011
DueDate: [4/27/2012
Invoice Pay Status: [Unpaid v

Invoice Accrual:
Invoice Accrual Reversed:

Buyer ID:

=

Invoice Notes:

End Date

PELREEl InvoiceID ContractID  Start Date Fee Max

Contracts: 10/1/2011

6 33 6/1/2012 $35,000.00

[ Previous Recora | [ NextRecord |

Invoices start date

Only Payables employees have read/write access to this portion of the
application. All other users can only view records. If a user is a payables

A EEE e
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employee but cannot edit the information, please reach out to management
to get the issue resolved. Users can use the Previous Record and Next
Record buttons to view different contracts, the Close Form button to return
to the Invoices menu. Below is the information available to view/edit:

Click on Invoice ID - This will auto populate with a unique ID. This field
cannot be edited by anyone

Click on Start Date -

Click on End Date -

Click on Invoice Date - The date of the invoice

Click on Due Date - The due date of the invoice

Click on Invoice Pay Status - This will auto populate with Unpaid
Click on Invoice Accrual -

Click on Invoice Accrual Reversed -

Click on Buyer ID - The ID for the buyer

Back to contents

Click on Invoice Notes - Notes for the invoice if any were entered

Click on Associated Contracts — This will auto populate depending on
the Invoice ID

o Click on Invoice ID - The invoice ID of the unpaid invoice

o Click on Contract ID - The contract ID associated to the invoice
o Click on Start Date - The contract start date

o Click on End Date - The contract end date

o Click on Fee Max — The fee maximum for the contract

Invoice Inquiry
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[} I= Project : Database (Access 2007) - Microsoft Access o @ =
Home | Create  ExtemalData  Database Tools @
== cut 4| Ascending 5 selection » EiNew X s Replace -
=2 B Dwenans B i - "
Ea copy %1 Descending ¥ Advanced ¥ Hsave  “F speliing = GoTo~
aste Filter " Refresh BIU|A-®
Ale X Delete ~ 3 select W

Bank of Xanadu
Invoice Inquiry Response

Vendor ID: [2 wEEley [
Name: |G Start Date: |4/20/2012
Fhone Number 1) 546-1348 End Date: |4/25/2012
Address 1: 2336 Pine Street Due Date: |4/27/2012

ity: |Portland Invoice Notes
PA
1 97205- I

Pay Status: | Unpaid i

<s: [LeesonGexample.com

 Previous Recozd | [ NextRecord |

[ Emal [ CloseForm | [Return to Invoices|

| Num Lock |[E]E %

E %
o e e O o o e e e o o o e e e O O e o e e e

Here the users can fill out the Invoice Inquiry and email it. Most of the
information is already populated. Users can use the Previous Record and
Next Record buttons to view different invoices, the Email button to email the
inquiry, or the Close Form button to return to the Invoices menu. Below is
the list of infromation on this screen:

Back to contents

« Click on Vendor ID - Vendor ID associated to the invoice

« Click on Name - Company name

+ Click on Phone Number — Phone number for the company contact
+ Click on Address 1 - Street address of company

« Click on City - City of the company

+ Click on State - State of the company

+ Click on Zip Code - Zip code of the company
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« Click on Email Address — Email address for the company contact
+ Click on Subject - Subject of the email

« Click on Invoice ID - Invoice ID

« Click on Start Date -

« Click on End Date -

« Click on Due Date - Due date of the invoice

« Click on Invoice Notes — Notes for the invoice if any

« Click on Pay Status - The status of the invoice (Paid, Unpaid, Do Not
Pay)

+ Click on Radio Buttons - Click one to provide status of why we are
sending the inquiry

Back to contents
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Invoice Exception

Bank of Xanadu
Invoice Exception Memo

N Locc | [0 @ & &

Users will fill out this form to send to the customer by clicking click the Email
button to send the email or they can also click the Return to Invoice button
to return to the Invoices menu. Below if the information on the screen:

+ Click on From - Who the exception is from (This will auto populate
depending on who is logged into this application)

« Click on To - Who the exception is to. Choose a name from the
dropdown

+ Click on Email - Email address of the recipient (This will auto populate
depending on the person that is chosen in the To field)

« Click on Classification —

« Click on Subject - The subject of the email
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« Click on Vendor - The vendor name

Back to contents

« Radio Button - Click the radio button that corresponds with why this
exception is being sent. If there is no appropriate radio button, choose
the “Other” radio button and fill in your own reason in the box
provided.

« Click on Attachment - Add Attachments
o Click on Date - Date of the Attchment

o Click on Action - Action/description of the attachment

Bank Contacts
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This is where users will find information on bank contacts (Project
Managers, Project Leads, etc). Users can use the Previous and Next
Record buttons to view different contacts, the Close Form button to return
to the Data Entry menu, or the More Options button.

Back to contents

Users can click on the next record button until the come to a new record
to enter a new contact or they can use the More Options button to take

them straight to a new record. Below is a list of the information you will

find on this screen:

« Click on Contact ID - The unique ID for the contact

« Click on Title — The title of the contact (Project Manager, Project
Lead, etc)

« Click on First Name - The contact’s first name

« Click on Last Name - The contact’s last name

« Click on Phone Number - The contact’s phone number
« Click on Email Address — The contact’s email address
« Click on Unit = The unit the contact belongs to

« Click on Associated Contracts — Contracts the contact is associated
with

o Click on Contract ID - The contract ID of the associated
contract

o Click on Start Date - The start date of the associated contract

o Click on End Date - The end date of the associated contract
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Back to contents

More Options - Bank Contacts

Contact Options

Bank of Xanadu

Add New Contact

Undo Changes

Save Record

Print Record

Return to Contacts

From here users can click the Add New Contact button to take them back to
the Bank Contacts form with all information cleared. The user can then enter
in the information for the new contact. Once the user starts adding
information, the Contact ID will auto populate. Users can also undo changes,
save the record, print the record or return to the Bank Contacts screen.
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This is where users will find information on programmers. Users can use the
Previous and Next Record buttons to view different programmers, or the
Close Form button to return to the Data Entry menu. Users can click on the
next record button until the come to a new record to enter a new
programmer or they can use the More Options button to take them straight
to a new record. Below is a list of the information you will find on this

screen:

Click on Programmer ID - The unique ID for the programmer
Click on First Name - The programmer’s first name

Click on Last Name - The programmer’s last name

Click on Phone Number - The programmer’s phone number
Click on Address Line 1 — The programmer’s street address
Click on Address Line 2 — The programmer’s Apt, Unit, etc.

Click on City — The programmer’s city

Back to contents

Click on State — The programmer’s state

Click on Zip Code - The programmer’s zip code

Click on Email Address — The programmer’s email address
Click on Notes - Any notes pertaining to the programmer

Click on Associated Contracts — Contracts the contact is associated
with

o Click on Contract ID - The contract ID of the associated
contract

o Click on Start Date - The start date of the associated contract

o Click on End Date - The end date of the associated contract

More Options - Programmer
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Contract User Options

Bank of Xanadu

New Programmer

Save Record

l
[ Undo Changes
l
[ Print Record

[Retum to Programmers

From here users can click the New Programmer button to take them back to
the Programmers form with all information cleared. The user can then enter
in the information for the new programmer. Once the user starts adding
information, the Programmer ID will auto populate. Users can also undo
changes, save the record, print the record or return to the Programmers
screen.

Back to contents

Vendors
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Bank of Xanadu

[ Vendors

Vendor ID:

Name:

Phone Number: -8746
Address 1: |574 Wescam Court
Address 2:

City: |Reno
State: [NV

Zip Code: [39501-

Email Address: |DJones@example.com

Notes:
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This is where users will find information on vendors. Users can use the
Previous and Next Record buttons to view different vendors, or the Close
Form button to return to the Data Entry menu. Users can click on the next
record button until the come to a new record to enter a new vendor or they
can use the More Options button to take them straight to a new record.
Below is a list of the information you will find on this screen:

Click on Vendor ID - The unique ID for the vendor

« Click on Name - The vendor’s name

+ Click on Phone Number - The vendor’s phone number
« Click on Address Line 1 - The vendor’s street address
+ Click on Address Line 2 — The vendor’s Apt, Unit, etc.
« Click on City - The vendor’s city

« Click on State — The vendor’s state

« Click on Zip Code - The vendor’s zip code



BANK OF XANADU User Manual - RRR

Back to contents

« Click on Email Address - The vendor’s email address

« Click on Notes - Any notes pertaining to the vendor

More Options - Vendor

Wendor Options

Bank of Xanadu

Add New Vendor

Unde Changes

Print Record

l
l
[ Save Record
l
l

From here users can click the Add New Vendor button to take them back to
the Vendors form with all information cleared. The user can then enter in the
information for the new vendor. Once the user starts adding information, the
Vendor ID will auto populate. Users can also undo changes, save the record,
print the record or return to the Vendors screen.
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Back to contents

Bank Employees
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This is where users will find information on bank employees. Only
management has read/write access to this portion of the application. All
other users can only view records. If a user is management but cannot edit
the information, please reach out to another person in management to get
the issue resolved. Users can use the Previous and Next Record buttons to
view different bank employees, or the Close Form button to return to the
Data Entry menu. Users can click on the next record button until the come to
a new record to enter a new bank employee or they can use the More
Options button to take them straight to a new record. Below is a list of the
information you will find on this screen:

+ Click on Employee ID - The unique ID for the bank employee
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+ Click on First Name - The bank employee’s first name
+ Click on Last Name - The bank employee’s last name
+ Click on Phone Number - The bank employee’s phone number

Back to contents

« Click on Employee Group — The department the employee belongs
to

+ Click on Permission Level — The level of access an employee has for
the database

+ Click on Employee Status - Gives the employee status (Locked or
Unlocked)

More Options - Bank Employees

Employee Options

Bank of Xanadu

Add New Employee

Undo Changes

Save Record

Print Record

Password Reset

Return to Employees

From here management users can click the Add New Employee button to
take them back to the Bank Employees form with all information cleared.
The user can then enter in the information for the new employee. Once the
user starts adding information, the Employee ID will auto populate. Users
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can also undo changes, save the record, print the record or return to the
Bank Employees screen. Management employees also have the option to do
a Password Reset.

Back to contents

Password Reset

Password Reset Form

Bank of Xanadu

Password Reset Form

Employee: [v]
Old Password:
New Password [
l Change Password I

l Return to Employees I

On this screen, management employees can reset a password for an
employee. Once they fill out the information, they will click the Change
Password button to change the password. They can also click the Return to
Employees button to return to the Bank Employees form.

+ Click on Employee - Select the correct employee from the dropdown
menu

« Click on Old Password - Type the employees old password

+ Click on New Password - Type the employees new password
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Back to contents

Reports

Reports Menu

Bank of Xanadu

Reports Menu

[ Generate Reports I

[ Return to Main Menu I

[ Logout I

From the reports menu, the user has the option to Generate Reports, return
to the Main Menu or logout.
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Back to contents

Generate Reports

Generate Reports Menu

Bank of Xanadu

#Name?

Employee: Jay Reports Menu

#Name?

Accruals

Fee Max vs. Accruals I

Contract Recap I

Return to Main Menu I

[
(
l
[
| Monthiy Expenses |
[
l
[

Logout I

This is where reports can be generated. To see examples of each report go
to Report Examples in the Appendix. When users click on one of the buttons,
they are taken to a menu for the type for report they clicked on. They can
also return to the Main Menu or logout. Below is a list of the reports that can
be generated:

« Click on Invoices
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« Click on Fee Maximum

« Click on Accruals

« Click on Fee Max vs. Accruals
« Click on Monthly Expenses

« Click on Contract Recap

Back to contents

Reports - Invoices Menu

Invoice Reports

Bank of Xanadu

#Name?

Invoice Reports

Employee: Jay #Name?

Invoice ID [v]

| Print Selected mvoice |

[ Print Monthly Invoices I

[ Don't Know Invoice ID I

[ Return to Reports Menu I

Here users can print a selected invoice, print a monthly invoice, look up the
invoice if they don’t know it or return to the Generate Reports menu. Users
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will select the Invoice ID from the dropdown. If the invoice isn’t known, click
the Don’t Know Invoice ID button to be taken to the View Invoices screen.
Clicking the Print Monthly Invoices button will take you to a screen where
you can enter the month and view or print the invoices for that month. Users
can also click the return to reports button to return to the Generate Reports
menu.

Back to contents

Reports - Monthly Invoices

Monthly Invoice Reports

Bank of Xanadu

Monthly Invoices

Employee: Jay

Month Year

5 ] [2012 |v]

l Print Preview I

l Return to Reports I
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Users are presented with this screen. Here, users select the month and year
of the invoices they want to view or print. The date is defaulted to the
current month and year. Once the date is selected, click Print Preview to
view or print the Monthly Invoice. Click the return to reports button to return

to the Generate Reports menu.

Back to contents

Reports - Fee Maximum
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Fee Maximum Reports

Bank of Xanadu

Fee Maximum Reports

Employee: Jay

Month Year

5 |v| [2011 v]

[ Print Preview I

[ Return to Reports Menu l

Here users can view or print the fee maximum report, or click the return to
reports button to return to the Generate Reports menu. Users will need to
select the month and year of the invoices they want to view or print. The
date is defaulted to the current month and year. Once the date is selected,
click Print Preview to view or print the document. The Fee Maximum report
will show the invoices, the total amount for the invoice, the fee maximum for
the contract and how much of the fee maximum is remaining.

Back to contents
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Reports - Accruals

Accruals Reports

Bank of Xanadu

Accrual Reports

Employee: Jay

Month Year

5 | 2011 [~

[ Print Preview l

[ Return to Reports Menu I

Here users can view or print the accruals report, or click the return to
reports button to return to the Generate Reports menu. Users will need to
select the month and year of the invoices they want to view or print. The
date is defaulted to the current month and year. Once the date is selected,
click Print Preview to view or print the document. The Accruals report
summarizes the month's activities in which dollar amounts were accrued and
reversed.
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Back to contents

Reports - Fee Max vs. Accruals

Fee Maximum vs Accruals Reports

Bank of Xanadu

Employee: oy F@ee Max vs Accruals Reports

Month Year

5 v] 2012 ™

[ Print Preview l

[Return to Reports Menu]

Here users can view or print the fee max vs. accruals report, or click the
return to reports button to return to the Generate Reports menu. Users will
need to select the month and year of the invoices they want to view or print.
The date is defaulted to the current month and year. Once the date is
selected, click Print Preview to view or print the document. The Fee Max vs.
Accruals report summarizes the contract's fee maximum including dates to
account for accruals for the month.
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Back to contents

Reports - Monthly Expenses

Monthly Expense Reports

Bank of Xanadu

Tl Expense Report

Month Year

5 [v| [2011 v]

I Print Preview I

I Return to Reports I

Here users can view or print the monthly expense report, or click the return
to reports button to return to the Generate Reports menu. Users will need to
select the month and year of the invoices they want to view or print. The
date is defaulted to the current month and year. Once the date is selected,
click Print Preview to view or print the document. The Monthly Expense
report summarizes the total pay per programmer for the month. The report
will be ordered by programmer and their division. It will show the totals
spent for each programmer, the total for the charge unit, total for the
division, and a grand total spent for the month.
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Back to contents

Reports - Contract Recap

Contract Recap Reports

Bank of Xanadu

Employeey CONtract Recap Reports

Month Year

5 ] [2012 ™

[ Print Preview I

I Return to Reports I

Here users can view or print the contract recap report, or click the return to
reports button to return to the Generate Reports menu. Users will need to
select the month and year of the invoices they want to view or print. The
date is defaulted to the current month and year. Once the date is selected,
click Print Preview to view or print the document. The Contract Recap report
summarizes assigned contracts. The report will calculate total hours spent on
the invoice by the rate per hour. Adding all totals of invoices shows the total
amount spent on the contract. This number is then deducted from the fee
maximum to show the remaining amount of dollars left.



BANK OF XANADU User Manual - RRR

Back to contents

Maintenance

Security Check

Bank of Xanadu

Manager Menu

For security purposes, please re-enter your password and answer the

security g chose. Please be careful as deletion of this data

can cause harm to 5% rstemn.

Employee: Jay
Password:
Chiestio [v]
Answer
[ Login I [ Return to Main Menu I

On the maintenance screen, additional security is put in place. The user who
initially logged in will need to re-enter their password in the password field.
The will also need to choose their security question from the dropdown and
then answer the question in the answer field. There is the additional security
here because once in, users will able to access and manipulate the raw data.
Only management employees will be allowed access. (*Note, the answer

field is not case sensitive)
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Back to contents

Maintenance Menu

Maintenance

Bank of Xanadu

Maintenance

[ Queries I

[ Tables I

[ Return to Main Menu I

[ Logout I

From here, the user can access existing Queries and Tables, return to the
Main Menu or logout.
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Back to contents

Maintenance - Queries

Queries

Bank of Xanadu

Data Entry #Name?

#Name?

| Accruals I

| Contract Details I

| Contract Exceptions I

| Contracts to Invoices I

|Comract Programmers I

| Vendor Programmers I

[ Return to Maintenance I

[ Return to Main Menu I

[ Logout I

On this screen, the user can now choose which query they would like to edit.
The user also has the option to return to the Maintenance menu, the Main
Menu, or logout. Please be very careful when editing information.
Below are the query options:

« Click on Accruals
« Click on Contract Details
« Click on Contract Exceptions

» Click on Contracts to Invoices
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« Click on Contract Programmers

« Click on Vendor Programmers

Back to contents

Maintenance - Tables

Tables

Bank of Xanadu

Data Entry #Name?

#Name?

Bank Contacts

Buyers

Contracts

Divisions

Invoices

Programmers

Units

( |
( |
( |
( |
[ Employees I
[ |
( |
( |
[ |

Vendors

[ Return to Maintenance I

[ Return to Main Menu I

[ Logout I

On this screen, the user can now choose which table they would like to edit.
The user also has the option to return to the Maintenance menu, the Main
Menu, or logout. Please be very careful when editing information.
Below are the table options:

« Click on Bank Contacts
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« Click on Buyers

« Click on Contracts

« Click on Divisions

« Click on Employees

« Click on Invoices

« Click on Programmers
« Click on Units

« Click on Vendors

Back to contents

Additional Help

This system should be easy to use and very reliable. However, if you
run into issues that this user manual does not address, please reach out to
Patrick Jay or David Spencer. If they are not available or unable to assist,
please reach out to developers Adam McCormack or Eric Nelson. Adam can
be reached at amccormack@rrr.com. Eric can be reached enelson@rrr.com.

Appendix A

Report Examples

Reports - Selected Invoice
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Back to contents

Reports - Monthly Invoice
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& frm_user_Options_Programmer
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Reports

@ ot Accruals

@ rpt_Bank_Contacts

[@ ot Bank Contacts Subreport

@t contract

@ mt_contract Inveice_subreport
i@ ipt_Contract Programmer_Subreport
@ rpt_Contract Recap

@ rpt_Contract_Suspended

[H ot Division_Cost Subreport

[l ot Employees

@ ot Fee max

[l pt Fee Max Accruals

@ rpt_General_Ledger

@t nvoiee

[l ot invoiee_Contracts_ Subreport
I8t Monthly_Expense_New

[@ it Monthly Expense_Report_Division_Subform
@ rpt_Monthly_Expense_Unit_Subform
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Macros

@ ma_Contract Status

@ merDates

@ ma_Email Contract Exception

@ mor_Email_Contract_Exception_Blank

@ mor_Email_Contract Extension

Employee: Barber
Inveice ID: |§
Start Date: |4/20/2012
End Date: 4/25/2012
Invoice Date: |4/13/2011
Rate of Pay: (524.00
Due Dater |4/27/2012
Hours Worked: 30

Invoice Terms: na

Work Description: [clean up

Associated Contracts:

InvoiceID  Contract ID
6 33
7 33

Bank of Xanadu

Invoices
Vendor: |[APEX

Program

x: [Tyler

Contract ID:

w
@

Unit ID:

=

Start Date EndDate  FeeMax
10/1/2011 6/1/2012  $35,000.00
10/1/2011 6/1/2012  $35,000.00

Hall

Invoice ID: [7
Start Date: [11/18/2011
End Date: [11/25/2011

Invoice Date: [4/25/2011

Patoaf Paxe lond

Vendor: Integrated Info Systems

Programmer: [Luther

Contract ID:

o

3

Unit ID: 1

Watkins

Report View

NumLock [[E]5 B ¢

Back to contents
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Reports - Fee Maximum
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| views Clipboard 5 Sort &Filter Records Find Text Formatting
All Access Objects = « || I mnvoiceReports
P
F& frm_User_Options_Invoice New_Contract
frm_User_Options_Mew_Tnveice Bank of Xanadu
frm_User_Options_Programmer -
Employee: Barber Invoices
frm_User_Options_Vendors
i Vendor Invoice ID: |6 Vendor: |APEX
TESTNAVIGATION Start Date: |4/20/2012 Programmer: (Tyler Hall
Reports % End Date: |4/25/2012 Contract ID: 33
@t acruals . Date: [iy1372011
nvoice Date: S
@ ot sank_contacts Unit ID: 1
Rate of Pay: (524,
[@ rpt_Bank_Contacts subreport $24.00
@ ot contract Duie Date: 4/27/2012
@ rpt_Contract_Invoice_Subreport Hours Worked: [30
[@ ot Contract Programmer Subreport e T P
[l mt_contract Recap
@t contract suspended
i@ pt_Division_Cost_Subreport
- B Work Description: |clean up
@ rpt_Employees
[E ot Fee Max
[l ot Fee Max Aceruals
Associated Contracts:
[@ mt_General_Ledger
@ mtmvoree InvoiceID  Contract]D  Start Date End Date
t_Invoice_Contracts_Subreport
@ ptimoke Cotracs Sutrepo 6 33 10/1/2011 6/1/2012  $35,000.00
@ rpt_Monthly Expense_New
7 33 10/1/2011 6/1/2012  $35,000.00
[t monthly Expense_Report Division_Subform
I8t monthly Expense_Unit Subform £
@ et Programmer_subrepart
@ ot Programmers
@ rptvendor
Macros % ) - )
2 macontract stats Invoice ID: |7 Vendor: [Integrated Info Systems
| @ maDates Start Date: [11/18/2011 Programmer: |Luther Watkins
2 ma_Email_Contract_Exception End Date: (11/25/2011 Contract ID: [33
@ mor_Email_Contract_Exception_Blank Invoice Date: [4/25/2011 .
Unit ID: |1
@ mor_Email_Contract Extension M Dt b Pl
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Database Tools
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2
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Refresh
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Text Formatting

8

All Access Objects

= frm_User_Options_Invoice_New_Contract
5] frm_user_Options_New Invaice

B8 frm_user_Options_Programmer

) frm_user_Options_Vendors

B8 frm_vendor

E TEsmAvIGATON

Reports

@t Acouas

@ rpt_Bank_Contacts

@ rpt_Bank_Contacts_Subreport

@t contract

[l mt_contract Invaice_Subreport
[l pt_contract Programmer_subreport
[@ ot Contract Recap

@ ot Contract Suspended

@ rpt_Division_Cost_Subreport

[l ot Employees

[l ot Fee Max

[l ot Fee Max Accruals

@ ot General_Ledger

@ rptinvoice

@t 1nvoice_Contracts_Subreport
I8t Monthly Expense_Hew

[@ it monthly Expense Report Division_Subfarm
i@ pt_Monthiy Expense_Unit_Subform
@ rpt_Programmer_Subreport

@ rpt_Programmers

@ mtvendor

Macros
@ mar_Contract Status
@ ma_Dates

@ mer Email Contract Exception
@ mer Email Contract Exception Blank

@ ma_Email Contract Extension

Employee: Barber
Invoice ID: |6
Start Date: [4/20/2012
End Date: [4/25/2012
Invoice Date: [4/13/2011
Rate of Pay: (524.00
Due Date: [4/27/2012
Hours Worked: 30

Invoice Terms: na

Work Description: [clean up

Associated Contracts:

Bank of Xanadu

Invoices

Vendor:

Programmer:
Contract ID:

Unit ID:

APEX

Tyler

o
i}

=

Hall

Datn af Page lons

InvoiceID  Contract D Start Date End Date Fee M:
6 33 10/1/2011 6/1/2012  $35,000.00
7 33 10/1/2011 6/1/2012  $35,000.00
Invoice ID: |7 Vendor: [ntegrated Info Systems
Start Date: (11/18/2011 Programmer: [Luther Watkins
End Date: [11/25/2011 Contract ID: [33
Invoice Date: |4/25/2011 UnitD: 1
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| & |= Project : Database (Access 2007) - Microsoft Access o @ B
Home | Create  ExtemalData  DatabaseTools 2@
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1 e 2 a- X -
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- - 4
frm_User_Options Invoice_New_Contract =
frm_User_Options_New_Tnveice Bank of Xanadu
frm_User_Options_Programmer a #Name?
Emgloyee: Basber Invoices #Name?
frm_User_Options_Vendors -
frm_Vendor Invoice ID: |6 Vendor: |APEX
TESTNAVIGATION Start Date: |4/20/2012 Programmer: (Tyler Hall
Reports £ End Date: |4/25/2012 Contract ID: 33
9 ot Invoice Date: (4132011
nvoice Date: F—
Bt Bank_Contacts Unit ID: 1
Rate of Pay: X
[@ rpt_Bank Contacts subreport $24.00
@t contract Due Date: |4/27/2012
@ rpt_Contract_Invoice_Subreport Houirs Worked: [30
@ rpt_Contract_Programmer_Subreport T
[ mt_contract Recap
[l et contract suspended
[@  rpt_Dwvision_Cost subreport
Diston_ Cost Work Description: [clean up
@ ot Employees
@ rpt_FeeMax
@t Fee Max Accruals
Associated Contracts:
[l ot General_Ledger
@ mtmvoree InvoiceID  Contract]D  Start Date End Date
t_Invoice_Contracts_Subreport
@ ptimoke Cotracs Sutrepo 6 33 10/1/2011 6/1/2012  $35,000.00
@ rpt_Monthly Expense_New
7 33 10/1/2011 6/1/2012  $35,000.00
@ it Monthly Expense_Report_Division_Subform
I8t monthly Expense_Unit Subform £
@ et Programmer_subrepart
@ ot Programmers
@ ot vendor
Macros % ) - )
2 macontract stats Invoice ID: |7 Vendor: [Integrated Info Systems
I @ maDates Start Date: |11/18/2011 Programmer: |Luther Watkins
2 ma_Email_Contract_Exception End Date: (11/25/2011 Contract ID: [33
@ ma_Email Contract Exception_Blank Invoice Date: [4/25/2011 o
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Project : Database (Access 2007) - Microsoft Access
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8

All Access Objects

s
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frm_User_Optians_Invoice_New_Contract
frm_User_Options_New_Tnvaice
frm_User_Optiens_Programmer
frm_User_Optians_vendors

frm_Vendor

TESTNAVIGATION

Reports

TRt Aceruals
pt_Bank_Contacts
pt_Bank_Contacts_Subreport
pt_Contract

pt_Contract Tnvaice_Subreport
TPt_Contract Programmer_Subreport
pt_Contract Recap

pt_Contract Suspended
pt_Division_Cast_Subreport
pt_Employees

TPt_Fee_Max

pt_Fee_Max_Accruals
pt_General_Ledger

pt_Invoice

ot Invoice_Contracts_Subreport

tpt_Monthly_ Expense_New

Tpt_Monthly_Expense_Report Division_Subform

pt_Monthly_ Expense_Unit_Subform
pt_Programmer_Subreport
pt_Programmers

tpt_Vendor

Macros
2 ma_Contract Status
@ ma_Dates

@ mer Email Contract Exception
@ ma_Email Contract Exception Blank

@ ma_Email_Contract_Extension

Employee: Barber
Invoice ID: |6
Start Date: [4/20/2012
End Date: [4/25/2012
Invoice Date: [4/13/2011
Rate of Pay: [524.00
Due Date: [4/27/2012
Hours Worked: 30

Invoice Terms: na

Work Description: [clean up

Associated Contracts:

Bank of Xanadu

Invoices

Vendor:

Program

Contract ID:

Unit ID:

T

APEX
Tyler

o
i}

Hall

Patoaf Paxe lond

InvoiceID  Contract D Start Date End Date
6 33 10/1/2011 6/1/2012  $35,000.00
7 33 10/1/2011 6/1/2012  $35,000.00
Invoice ID: [7 Vendor: Tntegrated Info Systems
Start Date: (11/18/2011 Programmer: [Luther Watkins
End Date: [11/25/2011 Contract ID: [33
Invoice Date: |4/25/2011 UnitD: 1
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Text Formatting

All Access Objects

Search..

frm_User_Optiens_Invoice_New_Contract
frm_User_Options_New Tnvoice
frm_User_Options_Programmer
frm_User_Optians_Vendors

frm_vendor

TESTNAVIGATION

Employee: Barber
Invoice ID: |6

Start Date: [4/20/2012

ot Acruals
[l ot Bank Contacts

[@ rpt_Bank_Contacts subreport

@ it Contract

@ rpt_Contract_Invoice_Subreport
@ rpt_Contract_Programmer_Subreport
[l mt_contract Recap

@t contract suspended

@ ot Dwision_Cast_subreport

@ ot Employees

[E ot Fee Max

[l ot Fee Max Aceruals

@t General_Ledger

@ rptnvoice

@ ot Invoice_Contracts_Subreport
@ rpt_Monthly Expense_New

I8t monthly Expense_Report_Division_Subform
[@ et menthly Expense_Unit Subform
@ et Programmer_subrepart

@ ot Programmers

@ ot vendor

B End Date: [4/25/2012
Invoice Date: [4/13/2011
Rate of Pay: [524.00
Due Date: [4/27/2012
Hours Worked: 30

Invoice Terms: na

Work Description: |clean up

Associated Contracts:

Bank of Xanadu
Invoices

Vendor:

#Name?
#Name?

Programmer:
Contract ID: [33

Unit ID: |1

Macros

@ ma_Contract Status

@ marDates

@ ma_Email_Contract_Exception

@ merEmail Contract Exception_Blank

@ mer Email Contract Extension

Invoice ID Contract ID Start Date End Date Fee Max
6 33 10/1/2011 6/1/2012  $35,000.00
7 33 10/1/2011 6/1/2012  $35,000.00
- Invoice ID: [7 Vendor: [Integrated Info Systems

Start Date: [11/18/2011
End Date: [11/25/2011
Invoice Date: [4/25/2011

Datn af Page lens

Programumer: [Luther [Watkins
Contract ID: |33

Unit ID: 1
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