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Synergist v12.2 release (desktop version)

Overview

Most of the developments in the Synergist v12.2 release relate to the Synergist browser
interface, or are features that are affect both interfaces and these are covered in the
Synergist v12.2 Release Notes — Browser Interface document. However, there are some
develpments that relate to the 4D client (desktop) version of Synergist, or require
detailing in the desktop documentation. These are detailed in this document.

Technical Requirements

Synergist v12.2 requires 4D v16.6 The server upgrade will be performed automatically,
but users of the desktop interface will need to download a new version of the desktop
application in time for their server upgrade. Customers will be notified in advance of the
server upgrade and links to the new desktop application will be included at the time.

Synergist v12.2 has the following minimum system requirements:
Server:

Windows Server 2008 R2 SP1 or later

a;c OS X El Capitan v10.11.6 or later

Desktop:

Windows 7 (SP1), 8 or 10 Pro

Or
Mac OS X El Capitan v10.11.6 or later
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Accounts links

Kashflow integration

2nd reference or job number (depending on settings) now output to the appropriate
Kashflow field and are no longer added to the line description.
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Activities & attachments

Comments/history - alerts
If the ‘immediate alert’ flag is set on an activity, any comments added to the activity will
send Synergist alerts to the activity owner and secondary owners (called ‘others’).

The alert will have links that enable the recipient to open the job/activity to see the rest of
the thread.

Email alert

The alert generates an email to all the parties allocated to the activity or related job (e.g.
activity owners or internal job contacts or handler).

If the user clicks the links in the email, the Synergist browser interface opens on the

appropriate record. See section on in the ‘Advanced features’ section.
) @ New|v M Delete & Archive Junk|Y Sweep Moveto ¥  Categories ™ s+
Inbox Filter v Synergist Alerts
Today, 14:58

Next; No more events for today or tomerrov [ Wik Pamer ¥

Today

Synergist Alerts
Mew comment from Syn Mike Dev F 1438

Client Name  Ace Electronics Job  16/160.

Synergist Alerts

Action allocated to Manr

Activity ID:7791 w

Jon Owen (ira) Client Name Ace Electronics
b DIRA] (SPV-4296) job ereate 14554

JonQwencommentedonSPV-4296 Re:job ..

Keith White (Jira); Davi... Job 16/1600004 .
» UIRA] (SPV-3546) 0_VersionNo_12: 1436 Click to open up the

KeithWhiteupdatedanissue PV / SPV-354.., P . .

- Description Graphics for New Hunter game aCt.l V.l ty 1n Synerg15t

Matt Trevor (Jira)

VIRA] (SPV-4313) Dev Bug - GDPR 1434

MattTrevorcommentedonSPV-4313  Re: De...

Subject Set up a meeting -

Synergist Alerts

Mew comment fi 4

Client Name Ac b 16/X1C Let's set up a meeting with George. Here's the agend.

Matthew Trevor Comment Lorem ipsum dolor sit amet, consectetuer adipiscing elit. Aenean commodo ligula eget dolor. Aenean massa.
b Mew comment from Syn Mike Dev F s nascetur ridiculus mus. Donec quam felis, ultricies nec, pellentesque eu, pretium quis, sem. Nulla consequat

- R - - vulputate eget, arcu. In enim justo, rhoncus ut,
From: Syner.
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Billing plans

Billing plan report/export

Additional column added for recognized value.

Revenue recognition

It is now possible to incorporate revenue recognition into billing plans. This will only affect
systems that are set up to use ‘Revenue management’. See the ‘Revenue Management’
section of these release notes for more information on this feature.

Looking at the billing plan tab of a job/phase, there is as new column that shows how

much revenue the user intends to recognize when invoicing each month. The user may
wish to recognize the entire billed amount, or perhaps just a portion of the amount billed.

Billing plan item

Opening up an individual plan (typically the plan for as specific month), you can see there
is a figure to ‘recognize’. The profit forecast is no longer using the ‘planned value’ it is
looking at the recognized value - less costs.

Date Planned values
J un % Planned value Motional costs Profit forecast
OFfixed date:  01/06/2013 | [ 50] [ £187.50| [ £100.00] [ £20.00|
@Relativete  |Phase start date ~ ] Currency
Offset Months relative to date

Recogrized

(O Manual planned value [CJBACS 1st payment
(®) Synchronize planned value with quote
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Invoicing the billing plan
An invoice can be generated from one or more billing plan items.

Billing plan

Total value quoted 375.00

(T [ ACTIONS ¥ 2 oTEas comtent:

3 Create invoice based on selected billing plan
Create invoice using wizard based on selected billing plan I

Phaze Month Year

Using BILLING PLAN as content:-
Create invoice based on selected billing pl:t&
Create invoice using wizard based on sele billing plan

Re-calc billing plans
Use AUTO billing plans for this job

Invoice generated from billing plan
As you can see, the invoice is for the planned value.

[ ] 16/au0023.001

Description Quantity Unit price Total

au00023.001 Website update 1 £187.5000 £187.50 v 1

Deferring income

However, on clicking the ‘Auto’ button to allocate revenue - notice only part of the billed
value has been recognized (as defined in the billing plan). The rest of the income has been

deferred.

Phase Allccations

Job
Mote: Values for phase allocations are in base currency

Phase quote 0.00 Already deferred 0.00
. Already Recognize now Total Total billed Deferred now  Deferred total
Job phase Description  Type PO Cost Time C recognized recognized
16/aul0023.001  Website update DES 0.00 400 N 0.00 120.00 120.00 187.50 67.50 0.00 ~
v
- A - Value £120.00 £120.00 £187.50 £67.50 £0.00
() Cost () Actual U
o I o Target total value £187.50
() Charge Estimate (@ Billing plan .
R Difference £0.00
) Tickoft Clear
L
8|Page
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Clients & Contacts: GDPR

GDPR - General Data Protection Regulation

New features have been added to Synergist to help users achieve compliance with the
recent changes to the law regarding data protection.

The new features affect the client contacts area where you may be holding data that
needs reviewing to ensure compliance with the new rules. The key to this ensuring you
can record whether a contact has explicitly ‘opted in’ to communications with your
company, when this opt-in authority was obtained, and from which system/source it
originated.

It is also important to track how long you have had the authority and whether this has
effectively expired - at which point you might want to either get confirmation that the
contact still wishes to be opted-in, or you may even wish to clear down any data that is no
longer relevant (e.g. social media info, phone numbers etc.)

Since it would be very time consuming to set these new fields manually we have also

added features for enhanced querying of the data (including selecting a batch of contacts
by pasting in a list of email address, and new batch update features
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The client contact record

The *Notes/privacy’ tab on the client contact record is used to record the ‘opt-in’ status of
the contact. On upgrading to Synergist version 12.2 all client contact records will be set as
‘not opting in’. You will need to decide how you go about getting your contacts to agree to
opting in to communications before you can get involved with direct marketing to these
people.

L Client contact list . Graham Smith

& Client contact: Graham Smith

Details Rolesffunctions Motes/privacy Activities Attachments

Main details
Title - Blank - -
First name ‘Graham Smith| ‘ Middle initials
Last name

Jobtitle  Head of Marketing & Business Development
Salutation  Mr

Assistant  James Kelly

The Notes/privacy tab

L Client contact list @ | ', Graham Smith 0

& Client contact: Graham Smith

Details Roles/functions Notes/privacy Activities Attachments

Data protection

(] Opt-in to communications

s

Contact Motes

Motes
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Opted-in status

Once the 'Opt-in’ check box has been selected (indicating that this client contact has
opted-in to communication), additional fields are now displayed.

e Verified
o Indicates that you have verified the opt-in status
o The system will also record the date it was verified and by who

e Source
o Where the source of the verification was obtained

° Notes
o Additional notes. Useful if verbal authority was obtained

e Additional preferences
o Your contact may have opted-in generally but has specified that certain
communication is not wanted (e.g. SMS). In this section you can define
exactly what is agreed to and what is not. If you have already set these
‘opt-out’ fields in your existing data it will be retained. However, you will
need to check the ‘opt-in’ box before it becomes visible.

rEEeTaaCECeeEeE—.

& Client contact: Graham Smith

Details Roles/functions Motes/privacy Activities Attachments

Data protection

[« Opt-in to communications
Cpt-in details
Verified [
Source |- Blank-

Motes |- Blank -
Mailchimp

Website Marketing Info Request

Additional preferences

Opt out of email
Opt out of mail
Opt out of phone
Opt out of mobile
Opt out of SM5

OOO0OOO
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Batch updating

Rather than editing each contact separately, you will probably wish to select a group of
contacts and set their privacy settings using batch processing.

This is done form the ‘Client contacts’ main list.

Free—ray

& Client contact list - Active client contacts

28 Filter || % Delete | (‘searcn Q)

] | Name Role Organization «
[ Steve Daily 3D Animatronics
(] Graham Smith Head of Marketing & Business Development 3D Animatronics
[ Jim Alert 3D Animatronics
(] BrettCraft Accounting Solutions for Business
[ George Green Ace Electronics
[ Simon Pike Acme company
[ Jim Green Acme company
(] Madim Alam Director Acme company
[] Freda Billingsgate Sales manager Acme company
[[] Kirsty 5taines Marketing Manager Aecom Inc

[] Fay Sweet Director of Communications Aecom Inc
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Using the filter

By using the filter, you can select a specific group of contacts. In this example, all contacts
would be selected where ‘opted-in’ has been set but they have not been ‘verified’.

., Client contact list L)

.’ . -
. List filter

Query
Search for
[ Filter by date
More filters O Show inactive options 1 [
» | ifi Client
v | L Client contact
Contact functions o
Status  Both active and inactive -

Data protection
Communication
@ Opted in [J Not opted in

Verified
[ Verified Unverified

Source

Mailchimp = -

|:|||

If you would rather select the records you wish to process by simply pasting in a list of
email address that you may have obtained from an external service — you can do this
instead of applying filters. Just select the view ‘Active contacts’ and then paste in the
email addresses for the contacts you are interested in processing.

SMS
Opted out ¥ Mot opted out

Filter using email addresses

Paste a list of email | graham.smith@3DAnim.com
addresses here.  |fp@acme.co.uk

bradley@email.com

s
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On clicking ‘Apply filter’, the selection of contacts is now reduced to the contacts on the
system that have the email addresses pasted into the filter.

- .‘ .
I_, Client contact list o ﬁ e ?

- . Deslgn Partners Inc
& Client contact list

Views ns || 3% Filter | % Delete | QSearch Q) L Export

ALl # ABCDEFGHI]KLMNOPQRSTUVWXY?Z

] Name Role QOrganization » Phone eMail Opted in
[] Graham Smith Head of Marketing & Business Develo... 2D Animatronics 020 7297 5800 graham.smith... v
[] FredaBillingsgate Sales manager Acme company 01615551234 fb@acme.co.uk =
[ Bradley Wilson AG Site Services bradley@email...
Rows per page 16 ~ 1-30f3 Page 10f1

Selecting the changes you wish to apply

To batch update the selected records click ‘batch update’ from the ‘Actions’ button. You
can now select the changes you wish to apply to the selected records. In this example the
selected records will be set to ‘Opt-in’ status and ‘Verified’. The source will be set to
‘Verbal’

Data Protection

Optin # Dontoptin [J

Opt-in details

Verified [ Not verified [J
Source e

Mailchimp

Additional preferences

[J Opt out of mail [ Dont opt Website Marketing Info Request
[ Opt out of email [ Dont opt out email

[J Opt out of phone [ Dont opt out phone

[J Opt out of mobile [ Dont opt out mobile

[J Opt out of SMS [ Dont opt out SMS
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Clearing down old data

Using the same batch update feature it is also possible to clear down data you feel you
should no longer keep due to data protection issues. This can be done by marking the
contact as ‘inactive’ and applying the ‘cleardown’ option.

Client contacts batch process for 255 records

Status

To change any of the following select a new value below.
Any values that are left blank will be left unchanged.

[J Mark as inactive [ Mark as active
Cleardown personal data

lear personal data (phone, email, social media). Mote: Only inactive records will be affected by this.

[ C
s
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Jobs & phases

Special stages

Two tier jobs

If you are creating a set of stages for each of your phases (two tier structure job) you can
now designate certain stages to excluded estimates, timesheets & purchases.

Comment | |
[ Milestone

Start date  [01/03/2013 End date [17/03/2013

Duration (days) Estimates/Costs ||
M Completed
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Reporting

Period profit report

Improved format

This report now displays both gross & net profit in the same report. However, there is still
a gross profit only version available.

o404t @ 122514 [ 1

synergist Period profit

Number of jobs 3 From 01/04/18
To 3004118

Accounting Solutions for Business

Client Description AH  Recognised Purchase cost Gross profit  G. margin% T&M costs  Net profit Net margin®
16/A050011 Accounting Solutions for | Website redesig ACZ 1,000.00 400.00 600.00 &0 360 240 24
Client sub-total 1,000.00 400.00 600.00 60.00 360.00 240 2400

Recognised Purchase cost Gross proft  G. margin% T&Mcosts Net profit Net margin%

Grand total 1,000.00 400.00 600.00 360.00 240 24.00

Data viewer tool

Opportunities

The data type ‘Opportunities’ now has two new options for ‘value’.

e Estimated time
e Actual time

This will allow a user to see the number of hours rather than monetary values.

Activities
‘Date to use’ feature added to this data type.
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Cost & quotes report

Export version
Variance added to the export version of the report

Est Time Charge Actual Time Charge EstTime Variance EstTime %
' 1050 780.12 270 26
I 594 0 594 100

Billing plans summary report

New standard report. This report looks at a selection of jobs or phases and for each
displays the quoted value and the billing plan. This report can be run as an exception
report, where only quoted jobs that have no plan or an incomplete plan are displayed.

# Only with billing plan/quote variance

synergist Billing plans summary report 230318 @ 1385627 [ 1

From 311217
To 31/07/18

Ace Electronics

Client Job Description Handler Quoted Planned Variance %Planned

Ace Electronics 16/1600004  Graphics for New Hunter game Jenna Quinn 6,020.00 3,309.10 2,710.90 55

Ace Electronics 16/au00023  Website update Rob Shearer 0.00 0.00 0.00 0

Client sub-total 6,020.00 3,309.10 2,710.90

Total Quoted Total Planned  Total Quoted

Grand total 6,020.00 3,309.10 2,710.90
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Suppliers & Purchasing

Attachments
Support for suppliers, purchase orders & purchase invoices
Previously it was only possible to attach documents to Client/client

contacts/jobs/phases/activities. We have now extended that functionality to the
purchasing side of Synergist.

Supplier attachments tab

| |

Attachment name Created By Container Path -

Billing plan report (1).pdf 04/04/18 Mike Pender Daocument Folder

Purchase invoice attachments tab

Similarly, you can add an attachment to a purchase invoice. For instance, you may wish to
scan all your purchase invoices and attach these to the purchase invoice record. You can
do the same for purchase orders.

oeote | O

‘ Attachment name Created By Container Path -

Image of invoice 04/04/18 Mike Pender Document Folder
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New supplier company registration field

A new field for the supplier company registration number has been added to the supplier
record.

[] - [ -
Details
Address - ‘Web URL
Main email/domain =2
Town Company reg. number | 55544345 . Q
County Supply type | Accounts Payable b A d
Postcode Additional supply types [ Restrict to these supply types
Country -
L A
Phone Type Description D"
Fax

Supplier category field change

On the supplier card, the supplier category field is now a look-up field.

Details

Address v Web URL

Main email/domain

Town Company reg. number

County Supply type
Fr=iEe Additional supply types

Country v
Phone Type Descrip
Fax

Category |Sihrel

D. NEW  []Show inactive contacts

Marme Telephone

The available categories displayed for the new field come from the options setup in the
lookup and custom fields section of file maintenance. The supplier category field may also
be filtered on in the criteria screen.
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