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AIM  

The following describes various details which are recorded when creating a new project in 

the system. Some of these details can also be recorded/updated during the course of your 

work in the system.  

PROCEDURE  

 

1. Enter the Projects form.  

2. In the Customer Number column, select the customer for which the project is being 

opened. The Customer Name appears automatically.  

3. Record the name of the project in the Project Descrip. column. A Project Number is 

filled in automatically.  

4. Select a Project Manager. If the project has been assigned an additional supervisor 

by the company, this should be indicated in the Project Supervisor column (Details 

tab).  

5. In the Details tab, select a Project Type (according to the areas of activity in the 

company, e.g., CRM, ERP) and any relevant Add'l Classification. You can also select 

a Contact on behalf of the customer for this project.  

6. The Date Proj Opened is filled in automatically according to the date the project was 

opened. Revise as necessary.  

7. If the project is not billable, remove the check mark from the Billable column.  

8. Click the Additional Details tab and define the parameters Miles to Charge/ Miles - 

Internal and Travel Time to Charge/ Travel Time - Internal.  

9. To define travel time and miles to charge for different customer sites, enter the Project 

Sites sub-level form. In the Site column, select the relevant site (as defined in the 

Customers form) and record the needed parameters.  

10. To view any tasks recorded for the project or to record new ones, enter the Tasks sub-

level form.  

11. You can attach files pertaining to the project (e.g., customer requirements) to the 

project record. Enter the Attachments sub-level form and indicate the title of the file 

in question in the Description column. In the File Name column, select the relevant 

file. The file will be saved as an attachment that is linked to the project.  

12. You can use the parallel Attachments for Project Activs. sub-level form to view or add 

files linked to any activity appearing in the Project Planning form. Attachments linked 

to the project itself do not appear here.  

13. Return to the upper-level Projects form. Change the project Status to the appropriate 

status (e.g., “Final”).  

14. You can add additional definitions, such as Income Account, Expense Account and 

Profit Center, in the Accounts for Projects form (select from the list of Direct 

Activations).  

RESULTS  

 

 An active project is created with basic definitions, such as project manager, project 

type, miles and travel time to charge according to customer site and attachments.  

 The designated income/expense accounts will serve as a default for any financial 

transactions related to the project.  


