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Place Custom Fields Exactly Where Needed on the Form in OpenAir

Starting with the October 2018 release of OpenAir, it is possible to individually place each custom field just like
standard fields, exactly where you need them on the form. The feature is currently supported for Project, Project
Task/Phase/Milestone, Project Issue, Issue and Envelope forms.

With this feature, you are no longer limited to placing all custom fields together as a single block. You have even
more control over the positioning of your custom fields and can place individual fields in any section or between
any other fields on the form. You can also move dividers to new positions on the form.

The position of custom fields and standard fields are set up together on any form supporting the Field order
feature. You can access this feature from the Modify form permissions tip menu option or from the Customization
center.

The Field order feature ignores the block order positioning set when you create a custom field. When you create a
new field order the custom fields will be listed at the bottom.

To create a field order

Click the Modify form permissions link for the form you want to edit or access the form from the Customization
center.

In the Field order section click the Create link fo create a new layout.
Give the field order layout a name and assign it to one or more roles.

In the Field order list, click the custom field you want to move, and use the up or down arrow icons to the right
of the list to move the field up or down. You can select multiple fields fo move at once by holding down the
Ctrl or Shift keys and selecting.

Click Save.
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Once the desired field order is set, don't forget to assign the roles for which that layout is applicable. Most often, all
roles will be assigned to the new field order and form layout.




How to Automatically Populate a Project Name with a Project Sequence Number

Did you know there is an OpenAir Feature that can be used to populate a project name with a project sequence
number per client?

Sometimes there are custom fields in OpenAir that contain secret built-in functionality — we like to call them
“Easter Eggs,” This feature uses one of those custom fields.

How to configure:

1. Navigate to Administration > Global settings > Custom Fields.

A Administration

Dashboard

A

Dashboard Global Seftings ~

Application Settings

2. On the list of custom fields, look for one called per_customer_project_id_seq. If it's there, make sure it’s active.
Sequence Number (by ISLomae ‘

3. If the field was not pre-configured in your account, then create the custom field.

Administration

-

4. Select “Project,” and ‘Numeric,”, then press ‘Continue;

q

Add a m field to:" ype of lield to add_

Project :' Numaric

fanf



5. Fill out the form as follows, and press “Save,”. The display name can be whatever you prefer, but the field name

must match exactly!

Global Settings Custom fields

Cancel
For: Project, Numeric field

Field name*
[per_customer_project_id_seq B ] @ Active

Required. no spaces allowed

Description

Display name*
[Project ID
You must enler a title to display on forms

Field size" Decimal positions”
Field size includes decimal amount and decimal point character

Once the specialty custom field is set up and enabled, the system will automatically create a prefix sequence
number unique for the project’s client. The feature will automatically keep track of the next available sequence
number for the client, based on the highest sequence number already used for that client. The numeric custom
field will be automatically populated by the feature and the project name will get the number as a prefix!

If you leave the number as editable on the project form, you can actually change it and the project name will take
on the revised prefix. Not only that, if the number you change it fo is the highest sequence number for that client,
the next project for that client will be based on the edited number.

For example, the system chooses 1 for Client X’s first project. You prefer to have project numbers for this client
fo start at 1001. Change the project id of the first project to 1007, and the next project for that client will be 1002.

A variation of this feature allows the numeric field fo control a client-specific sequence however it is not set as the
prefix for the project. This provides a unique per client numbering that can be reported on and used in list views
for filtering. To enable this feature variation, simply set up a slightly different custom numeric field for projects with
the field name of per_customer_project_id_seq_delete.



Form Permission Rules

If you are not aware, there is a known issue in form permission rules. If you are creating a pair (or more) of related
list limiting rules using a condition based on specific clients, you can get an unusual error if you set the condition
up using the client nickname.

For example, if you have a set of special job codes for one client and on the task form you want to limit the project
job code list whenever the project belongs to that client. You would need one rule to limit the list for the client, and
another rule to limit the list when it's NOT that client. When you have a pair of rules in play, you get the job-code
list limited properly, but you cannot save the task — you get an error Value ,'xx,” is not allowed. Choose from a
list,” — where xx is the internal id of the job code you selected.

The workaround is to use a client internal id rather than the client name in the condition. For this example, on the
task form, you have Project: internal id — customer_id,” available for the condition field. Using this instead of the
name does the frick!

OpenAir Account Storage Alerts

Have you set up an OpenAir account storage alert — then get a character limit warning? This quick tip will explain
why and how to work around this limitation.

When you creatfe an account storage alert Administration > Application Settings > Workspaces Settings > Alerts the
/To,” and 'From,” email fields are pre-populated with the email address(es) of the user creating the alert.

This field has a character limit, making even two email addresses difficult fo fit. If you edit the email fields that are
pre-populated, this limit will take effect.

However, since these fields are pre-populated with the email address(es) of the user account who is creating the
alert, you can get around the email character limit by:

e Open your user record, and replace the email address(es) with the email address(es) you want fo use for your
OpenAir account storage alert

e Create the new account storage alert, and these emails will be copied/pre-populated, without regard for the
character limit

e Change your user record email address(es) back

e The alert will still contain the addresses that were pre-populated at the time you created it.

Improve OpenAir User Experience by Using Page Reference Help

You may have fields in your OpenAir forms that are not obvious fo your users as to what the field is for or what
information should be entered into the field. By taking advantage of OpenAir page reference help, you can provide
better online assistance. Page reference help will improve the user experience and give your users the immediate
help they need. This will result in saving valuable time in fraining, improve the adoption of the system, and increase
the accuracy of your data.
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How To Implement Page Reference Help

Leverage form permissions to add notes describing what should be entered in the field or link to a document.
Documents can live in the workspaces module for in-system storage. On each form in OpenAir, a user with the right
privileges can modify form permissions to add notes. Form permissions are available by selecting the Lightbulb
icon from the top right side of the page and selecting ‘Modify the form permissions’ or by navigating to Adminis-
tration>Customization and locating the desired form.

: Timasheots
| oy '
|
| - W Srag” Il was created 1 2010-10-00 | 10426
SR-398

Woew scheduse reguest  [SSElRp R Rl SubmitAporove

Edit schedule request

o tim
Cance Dbt R patep:
Attachments dulle requests they :r1 1'
General
Usser Duate: (MMDDVYY) * Schecue request § St
Kim Ward 40319 SR-138 oan
Approval Status Date sutsmiting 1% Approved
Open no value no value
WorkSie *
o

Ky : TimeOR
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OR..

Administration

Global Settings -
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Within the Form Permission, form message text can be set to display for all users when they view the form. You can
also determine the location of the form message.

Customization

Search forms Q

Account
Expenses ~
Invoices

Projects ~
Purchases ~
Resources v
Timesheets -
Workspaces

Search workspace

This is a copy of “TOP Step®. It was created at 2018-10-02 11:04:06

Fleld Access Custom flelds

Form Settings

Form message
Form message is displayed for all roles

Message text

Any vakd HTML may be used o consiruct message

Message location| Top, right side +

Form options

Form options are applied fo all roles

Display “Save & create another" button at top'
Fields which maintain value on “Save & create another”

Avallable Selected
Workspace name
Description
Date
Owner
Notes
Open workspace
Allow guests to be workspace members

Fiolds that will retain their value when “Save & create anather” is clicked
Add selected > < Remove selected
Add all > < Remove all

Rules

In addition fo fext, you can add links to the form for access to more descriptive documentation. Below is an example.

Timesheets

New schedule request

Attachments

This is a copy of “TOF Step®. It was created a1 2018-10-02 11:04:06

Cancel m

General
User Date (MM/DDVYY) *
Ronn Breaux 1072319

Siart date (MMDD/YY) *

End date (MM/DD/YY) *

@ @

Reason (WorkSita) *

MNone

a

Client : Project *
Select :

Task *

Select..

an

Description

Only enter time off requests in 4 or 8 hours. PTO policy is available here: hitps:/fdrive.google.com/fila/d0ByGog_ULDjtkVW1rd2VPZ28yalciview
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Here is the underlying text with the ‘href’
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A word of caution
Make sure you update your help documentation when making system changes or change business processes.

There is an internal switch that restricts adding HTML on the dashboard called ‘Cross-site scripting (XSS) preven-
fion, and it sets the levels of prevention of HTML in NetSuite OpenAir.

e High: Prevents any HTML entry info standard or custom fields and dashboard messages.

e Moderate: Allows entry of HTML into form messages in the Dashboard, Project Dashboard, and Modify Form
Permissions form message.

e Low: Allows moderate settings, plus the entry of HTML into custom fields.

e No Prevention: Allows entry of HTML info any field.
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Quickly Add Large Groups of Users to an Existing Assignment Group in OpenAir

If you have an existing assignment group and you are trying fo load a large number of users to that assignment
group, you can do so using OpenAir Integration Manager (OAIM), using the “Project Group,” mapping.

The mapping file should contain the Internal ID,” of the assignment group and the Assigned Users,” which is a
comma-separated list of the user infernal IDs that need fo be added to the assignment group. If you have the list of
infernal IDs of those users where each user is listed as a separate row in the .csv file, you can write a concatenation
formula to take those rows and put them all in one cell in a comma-separated format.

Note: If you need help for turning a list of data into a comma-separated format just google “how to convert an excel
column fo comma-separated list,”.

How Form Controls Improve Data Quality in OpenAir

Increase the adoption and reduce data entry errors using form controls in NetSuite OpenAir. OpenAir forms contain
configuration controls that ensure users see only fields they should see, modify only fields they should modify, and
provide error logic so entered values are aligned to requirements.

From requiring field values, fo conditionally showing options based on field values, to providing error messages for
data correction, your OpenAir forms can be configured to support your specific data capture needs and help your
end-users be more proficient in data entry.

How to Implement Form Controls
NetSuite OpenAir form controls are available for configuration by Administrators. Almost all forms in the system
have a ‘modify form permissions’ option that is found via the lightbulb icon at the fop right of the page:

Timesheots

copy of “TOP Step”. It was created at 2018-10-02 11:04206

Schedule request

SR-398

Ad|ust the hours for each day 1o reflect the amount of
View schedule request  BESIEEC L PLELT P Submit/Approve time being requested

The default osent the maximum possible
number of b could be requesied based on the
=T WOrk Sohad

from this schadule request will be used on

1 will be automatically added to new

Edit schedule request

- o Bimy

m required becauss Require a WorkSite on ey e
4’ 18 enabled
ancel lote to
o T m ck the delete 0 remove the schedule reques! rﬁ_.‘_l
Attachments approver can edit schedule requests they approve. ea=ad
General e 10T pRrTERIONS
User Date (MWDO/YY) * Schedule request Stat
Kim Ward 040319 SR-398
Approval Status Date submitted Date approved
Open no value no value
WorkSite *
N
Client : Project *
Kayhox : TimaOf
Task *
1: Vacasion
Description

Schadule reduest b (40815
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Most forms are also available from the Administration > Customization tab. Forms noft listed in the Customization
tab still have form permissions but simply must be navigated to and accessed via the lightbulb icon.

General permissions and Field Settings: Basic controls by NetSuite OpenAir role regarding the form and fields
on the form.

e Users may be prohibited from modifying fields and/or the whole form.
e  Fields may be hidden from view or made read-only for reference.

o Fields may also be identified as required for data entry, as they are critical to reporting or business processing.

This is a copy of "TOP Step™, It was ereated a1 2018-10-02 11:04:06

| Search foms Q | Form Settings Field Access Custom fields Rules
Account General pemissions
Cli Admin User Project Super User User Admin TESTING
ient Administration
feonkact Disable the Delete button
Cost center .
Disable the Save button
Department
Genetic Field settings
Own proxies Afield will ot be made reac-only or hidden i it is requined and does nat have a value.
: Kays: [REQ = Ruquired, [RO] = Read-anly, [HIDE] = Hicden
Personal settings Admin User Project Super User User Admin TESTING
Prospect Administration
Proxies Invoices are approved by $ 3 3 ) ] | ¥
Role Currency 3 ] 3 ¥ | ]
Usar
Payment terms ) ¥ ' * ¥ | ¥
Expenses
Inveices s Invoicaprefix & - = H H | H
Projects ~ Billingeode ® & ¥ 3 ¥ | ¥
Purchases =
Invoice layout 4 * 4 * * | i
Resources »
Timeshests v Client can view statemeants & & 4 & | [ | [
Workspaces » Invoice note x 2 * % ¥ ¥
Search workspace S
Email invoice text o s s E B B
Workspace

Hidden divider sections: Form sections with headers can be hidden per role.



Record Type a - = [} El v
Salesforce Account ID ¥ % ¥ ¥ B :
new client 2015 s T 2 ¥ - >
New in 2016 % 3 ; : ¥ ¥
Practice Owner o & $ v E s
New in 2017 [ 3 : % + s
Influencer status 2 - - [ bl s
Industry REQ ¥ REQ ¥ REQ ¥ REQ ¥ REQ ¥ REQ =
Needs PDF 4 [ : ¥ : *
Requires POs 3 ¥ ] H ¥ *
Requires Receipts A * 3 ) s ]
GP Industry % % ] H ¥ s
GP Industry # = A ¥ ¥ : v
Client sequence ] 4 3 ¥ s *
NetSuite Customer ID a & & F) v v

Hidden divider sections

Chaek the bax fo make & seclion hidden for a rols.
Admin User Project Supar User User Admin TESTING
Administration

Mailing Address
__BLANK_ 1

NetSuite integration

Permission rules: Permission rules are used to conditionally control a form in order to enforce form accuracy.
Permission rules contain the following properties:
e Rule Name: Description of the Permission Rule

o Define Conditions: Used to determine the conditions of the rule when actions are executed. Multiple condi-
tions may occur, and you can use ‘Any’ or ‘All' of the conditions.

Create a new rule

Rule name

Define conditions:
© Any of tha following All of the following

OR ¥

a
-

ar

[Add rows] B

Perform action *
Show s

Available Selected
Company name
Nickname
‘Web address
Email
Phone
- Add selected > < Remove selected
Add all > < Remove all

Custom message will be displayed

Severity of custom message
efror

ar

Custom message



Perform Action: Actions on the form to be executed when the conditions equal “True’.

Show: Show the field or fields when the condition is “True’ Field or fields are hidden when the condition equals
‘False’

Hide: Hide the field or fields when the condition is ‘“True’. Field or fields are shown when the condition equals ‘False’.

Read Only: Make the field or fields ‘read-only” when the condition is “True’. Field or fields are editable when the
condition equals ‘False’

Required: Require the field or fields when the condition is ‘True’. Field or fields are not required when the condition
equals ‘False’.

Hide and Clear: Hides and clears the fields or field values when the condition is ‘True’ Field or fields are not
changed when the condition equals ‘False’

Limit Values: Limits the value of standard and custom list fields when the condition is ‘True’. Field list values are
not limited when the condition is ‘False’.

Hide Buttons: Hide buttons if the condition is ‘True’.

Rule name

Define conditions:
© Any of the following All of the following

&
-

ar
ar

OR

[Add rows]

ar

Show

Read Only
Required

Hide and Clear
Limit values
Hide buttons

Selected

Phone

Add selected > < Remove selected
Add all > < Remove all

Custom Message: Custom messages can be displayed based on the condition being equal to “True’ Custom
messages are assigned a Severity: Information, Warning, Error. The severity controls the appearance of the custom
message only.

@ Cusiom message will be displayed

Saverity of custom message
BITor :

Custom message

Sl 5o ) wve & crasts nother
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Example of Limit Values form permission: This permission rule limits the Project invoices approved by dropdown
so long as a project name exists (i.e. the field is not blank).

Rule name

Invoice approval

Define conditions

® Any of the following © All of the following
Project name ¥ | not blank v
[Add rows] v

Perform action *

Limit values v
Available Selected
iy Lot . - -
Client - Project invoices approved by -
User

Project timesheets approved by
Project expense reports approved by

Project invoices approved by et =
Add selected > < Remove selected )
Add all > < Remove all
Limit values
Available Selected
testApprovers [Approval process] - invoice approval [Approval process] -
tsapproval [Approval process]
Breaux, Ronn
Churchill, Tres
Cicci, Jodi > v
Add selected > < Remove selected
Add all > < Remove all

To choose limit values, click on one of the selected fields

Scripts: User scripts are written in the industry-standard JavaScript language and are friggered by form events.

User scripting allows you to interact with forms and access the SOAP APl opening a wide range of possibilities.

1.

2.
3.

The Scripting feature has three related switches which must be enabled by NetSuite OpenAir Support.
Enable user scripts to be executed by forms

Enable user script support for Web Service APl methods

Enable scheduled script deployments

Form options: Form options provide four additional customization options.

1.

2.

Display ‘Save & create another’ button at the fop: Adds a button on the top of the form.

Display Custom Fields before form field: This option allows the custom fields o be moved on the form for
better placement. The default is to add custom fields to the bottom of the form.

Disable divider before Custom Fields: This option removes the divider before the custom field section.

Fields that maintain values on ‘Save & create another This option allows selected fields to retain their value
when using the save & creafe another feature.
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Search form Q M Form Settings Field Access Custom fields Field order Rules

e Form message
Elp'n‘.s S MBSSE0e hs s for role:
Invoices . S Seun:
Opportunities
Projects

% complete recognition rule

Accounting period

As billed recogniion rule

Budget Message location | Top, right side ¥
Budget activity
Budget category Form options
Expense item billing rule
Expenses recognition rule
Ei E i ] U [Default] v
Fed amount rec ()’._'Fhl‘lﬂl'l e
Fixed fee billing rule -
ncurred vs. forecast recognition Fields which maintain value on “Save & create another”
ssue Available Selected
Project ID Number - R
- Phase name
Project issue
Project milestone Part of phase
Motes
Closed phase
Project stage If deleting this phase, also delete the one sub-phase and one sub-task within this phase
Project task Addiional Team for transactions in phase
= § 3 Service 2 line for transactions in phase
Purchase item biling rule Service 3 line for tran ions in phase - -
Purchases recognition rule = i wil ratain ihalr vaiie whan "Save & creale anolher” ks cicked
Task type Add selected > < Remove selected
Add all > < Remowve all
P

Form Message: allows for a general form message to appear on the page.

Keep in mind
Form permissions are role-based. When a new role is added, form permissions must be revisited and updated for
the accommodation of the new role.

How Browser Settings Impact Web Page Views in NetSuite OpenAir

The correct way to increase or decrease the fonft size. This tip touches on something that happens quite frequently
among NetSuite OpenAir users. To increase the font size of the loaded web pages or to shrink data confent to view
more per page, users will fend to adjust their browser settings fo zoom in or out as desired. This has the impact of
causing some of the rows and column headers to overlap and impact readability.

You may notice the column headers overlap the first row of datfa. This is an indication that the zoom feature on
your browser is set fo something other than 100%. Modify your browser settings back to 100% to correct this page
view error.

The correct way to increase or decrease font size within NetSuite OpenAir is the “text size,” feature located under
the initials in the top right corner of the browser. See below:



Projects - Internal -

B This is a copy of “TOP Step™ It was creates at 2018. 10-02 110806 Ronn Breaux

TEXT SIZE
INTERNAL - Kim's Tost View
e
> O

Client = ==  Projectstage= == Budget (money) Hours  Projectowner  Start Date  Hours

PERSONAL OFTICME
Busge: Pamad Aoproved  Ramaking Bl

_ Al : My profile

Personal seffings

Password
o records faund.

Help Center

Support

Log in &s...

Log out

There is a limit to the largest and smallest sizes available, but the web page display will handle the information
formatting correctly. Once a fonft size setting is in place, it is respected throughout the various modules and pages
of the system globally for your user account.

Customizing the OpenAir Message Board for Specific Departments

The Department definition in NetSuite OpenAir is most frequently used to support reporting, such as grouping
users by department in utilization reports and fo control receipt of alerts such as Late Timesheet notices. Many
customers also rename this field to be an even higher organization definition such as Office, Region, Country, and
so forth. Setting up a department is a simple new form completion and save. What many customers don't realize,
however, is that the Department object actually has a series of links to define out more information for the users
within the department as well as controlling a department-specific message to be displayed on the Home (or
Dashboard or Account) page when users first login (provided they have not set their default module to something
other than Home in their personal settings).

Home
sandbox

4 My Status 5 Reports

«

Message Board
Top Step helpod me buld Fis)

o Aumple tpwas ol f fook

CLICK HERE sach weak for mone Ups and halpful infarmation

Access the Department list by going to Administration -> Global Settings -> Organization -> Departments and
clicking on any defined department.

A series of links will be presented along with the initial edit form that you completed to create the department.
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m Administration

Departments

Edit  Assigned users  Approvals

Department message board

Enter messaoe text

Cancel \m

Click on the Message link to display a text field in which you can enter a customized message.

= Administration
sandbox

Dapartments

Edit Assigned users  Approvals

Department message board

Enter megsaos text

Cancel \m

The message text may actually be entered as HTML that will be converted by the NetSuite OpenAir User Inferface
automatically upon display of the message. To view a specific message and how it will appear, you can either edit
your own user record (if you have the permission) to change your department then move to the home module to
view the message, or you can proxy in as another user in the department to view the home page message (if you
have proxy permissions).

Here’s a fun example fo getf you started!

<font color=blue><b>Top Step</b> helped me build this!</font>
<font color=red>

<li>It's easy</li>

<li>A simple tip was all it took</li>

</font>

<b><a href="http://wwwtopstepconsulting.com,”>CLICK HERE</a href> each week for more ftips and helpful
information</b>
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Allowing Task Creation Without Allowing Copying, Duplication, Or Moving the Task

When you define your business roles and NetSuite OpenAir user role permissions, many times you have conflicts
in how you want people to create or edit data in the system. Project tasks, in particular, are a good example of this.
Let us say you want to allow people to create tasks. When a person is given permission fo create a task, they also
get permission to duplicate, copy, and move the task once the task is created. You can find these controls in the
Other section under a task or in the General section of a phase.

Ganaral

1D Murnbar * Phass nime *
n w0

Prioiity Pt of phass Hotms
L1 i

Procecessors » Creats r Mo thin phasm 1o ancthes progoct o duplicate i within this

Cloasd phase
Sarean B Raska witun trvm phase wil aiso be Gosed

Like many forms in the system, the task form has form permission controls to change fields to read-only or required,
or even to hide them from certain user roles. One thing you may notice is that there is no field associated with the
copy, move, or duplicate functions found on the task and phase forms. Can you get rid of these tfo make sure users
who create tasks follow your defined task creation policy? An example task creation policy that would benefit from
removing these functions would be ‘project creation limited to defined project template copying,”. To enforce this
policy, you usually want to prevent ad-hoc tasks or task structure copying that can be taken from any project. If you
need more tasks, you must complete a blank fask form from scratch to ensure all required fields are set correctly.
By allowing task copying from any project, you may be causing inconsistencies in your data setup that, in turn, is
impacting reporting.

There is a way to allow fask creation but hide the copy, move, and duplicate features at the same time. It is how
permissions are set on the NetSuite OpenAir role. On the role, there are three checkboxes for permissions related
to tasks:

o View all tasks and phases

o View and modify tasks and phases

o View and modify tasks and phases, but not create new tasks and phases

If you check or enable only view all tasks and phases, a user cannot create tasks manually.

If you check or enable only view and modify tasks and phases, a user can create and modify tasks and phases.
NOTE: You do not have fo have #1 checked then but most accounts do by default.

If you check or enable only view and modify tasks and phases, but not create new tasks and phases, a user can
change tasks and phases but cannot create new ones.

Usually, NetSuite OpenAir configured accounts have either #2 or #3 enabled, but not both. Checking this option
removes the copy, move, and duplicate functions but also removes the ability to create tasks and phases.

What happens if you enable both #2 and #37? It seems like they would conflict with each other but actually what
happens is that a user is granted permission to create a fask (@and modify it) but the feature control from #3
removes the copy, move, and duplicate feature. You can hide these task functions by just enabling all task edit
controls on the NetSuite OpenAir role like this:

22



~ Projects

View all tasks and phases

¥ View and modify tasks and phases
# View and modify tasks and phases, but not create new tasks and phases

and the task form ends up looking like this — copy, move, and duplicate features removed.

= Other

> Create

Viewing Company Holidays on The NetSuite OpenAir Calendar

The NetSuite OpenAir calendar is found in the Home or Dashboard module, depending on your module names.
Among the uses for the calendar is a quick way to look up your company holidays. Your administration can establish
work schedules for workdays and hours per day. The public or bank holidays that are observed by your company
are also usually entered on the company work schedule. These show up as ‘schedule exceptions’ and are displayed
as warning icons on your fimesheets.

Dowomet Poupmt . : L

You can look month by month at the holidays observed by your company by accessing the NetSuite OpenAir
calendar and viewing the ‘work schedule’ option. To do this, navigate to your Home or Dashboard module and
select the Calendar tab.

Dashboard
sandbox

Dashboard
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Change your calendar settings to show:
Monthly View (far right on the calendar)
Select the desired month (far left on the calendan

Select yourself or a department if you can see groups of users based on your configuration (right off the desired
month dropdown)

Check the ‘work schedule’ box to display the work schedule exceptions

1 Dashboard =
sandbox
iR Siaand il 02 11:04:06
[<< < Week starting 12/25/11 3> > Month Week Day
Select... : Breaux, Ronn :
Booking Schedule requests Task assignments Work schedule
Sunday Monday Tuesday Wednesday Thursday Friday Saturday
25 26 27 28 29 30 k|
Work hrs: 0 (8) 0.024 hrs on 0.024 hrs on 0.024 hrs on 1.063 hrs on
Doublecorporation | Doublecorporation | Doublecorporation | Volcode
Release Release Release Deployment
Management. Management Management.
0.024 hrs on
1.063 hrs on 1.063 hrs on 1.063 hrs on Doublecorporation
Volcode Volcode Volcode Release
Deployment. Deployment. Deployment Management

Company holidays appear as Work schedule entries on the calendar. By selecting the Day option, you can view the
defails of the schedule exception.

=] Dashboard s
i sandbox
This is a copy of “TOP Step™. It was created at 2018-10-02 11:04:06
<< < Week starting 12/25/111 ¢> >> Month Week Day
Select... 4| | Breaux, Ronn ] Q
Booking Schedule requests Task assignments Work schedule
Sunday Monday Tuesday Wednesday Thursday Friday Saturday
25 26 27 28 29 30 31
Work hrs: 0 (8) 0.024 hrs on 0.024 hrs on 0.024 hrs on 1.083 hrs on
Doubl poration | Dx poration | D Volcode
‘Release Release Release Deployment
0.024 hrs on
1.063 hrs on 1.063 hrs on 1.063 hrs on Doublecorporation
Volcode Volcode Volcode ‘Release
:Deployment. :Deployment. Deployment. Management

How To Control The Size Of Pop-up Windows

Throughout the NetSuite OpenAir application, many forms have pop-up windows to set values or filters or fields.
The pop-up window will resize by default to the table or value list selected. In some cases, you may want fo resize
the window to view the information more clearly as you populate values from the selection list.

The window will be sized to the selection menu.

When a long-title value is selected for the right window, the table form resizes but not the window so you are left
to resize the window manually.

In your personal settings tab, there are two controls regarding the handling of pop-up windows.
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fi ] Home
sandbox

This is a copy of “TOP Step™ It was created at 2018-10-02 11:04:06 Ronn Breaux

Personal settings ——

Optional Features PERSONAL OPTIONS
General
Password Options
Support Settings

Time Settings - ——

Regional Settings

Passward
Print Settings ~ Optional Features i G
Dashboard Options
Show the list name in page footer Support
Timesheet Options X
Login as..
Show currently active module name in the browses
Expenses Options
Log out

Resources Options Show company name in ¢

Projects Options Disable feature-specific survey form
Scripting Studio Options

Display Options = Password Options

By selecting the ‘Remember the size of popup windows’ you can establish a standard window size fo always
appear whenever a selection box displays a pop-up. Typically, this means you have set the window to a larger size
to accommodate all the different types of pop-up tables that exist in the system and, of course, still manually resize
whenever necessary.

@ Home
sandbax

Number of entries to display in approver drop-downs Shorten clentproject drop-downs
Al ¢ Do not shortan D)
Sort the clientproject drop-downs by project Sort the task drop-downs by name and omit the ID number prefix

General Maximum number of rows to display per day in My Calendar’ monthly view
Optional Features  oves (dotou), $

Password Oplions Show My Calendar tab in all modules. Show work schedule time ranges. on the calendar
Time Settings
@ Show Account tab in "My Account’ module only. @ Remember the size of popup windows
Regional Settings
Disable automalic resizing of popup windows Add the save or run bution (o the top right of forms
Print Settings
Deatibear Gptina @ Add "Save & create another” button to the top right of forms. Add approval buttons to the battom of reports
Timesheet Optians @ Ancher column titles at top of page when scrolling vertically Presarve row highlighting when checking checkboxes in list views
SIS DR @ Enable anchoring of lef columns when serolling horizontally 8 Hovering over menu links reveals menu options
Resaurces Options
Open popups as panels Instead of windows Use in-line multiple selection interface

Projects Options

Scripting Studio Options Datn Demalty

Control the data density displayed in list views with selected mode. Control the data density displayed in imesheet grid with selected mode.
Display Options. Compact : Comfortable 3
Autharizad Applications Starting Application Emall Settings
Dashboard D Bee me on il emalls

By selecting the ‘Disable automatic resizing of popup windows’, you remove NetSuite OpenAir's default behavior
of minimizing window space by not having the window resize according to the table.

i Home
sandbax

Number of entries to display in spprover drop-downs Shorten clentproject drop-downs
Al 8 Do not shorten D
Sort the clientproject drop-downs by project Sort the task drop-dewns by name and omit the ID number prefix

ntm Maximum number of rows to display per day in "My Calendar’ monthly view

Optional Features dicws;tdeiak)

Password Optiens. Show "My Calendar’ tab in all modules. Show work schedule time ranges on the calendar
Time Settings
@ Show Ascount tab in "My Account’ module only & Remember the size of popup windows
Regional Settings
Disable automalic resizing of popup windows Add the save or run bution to the top right of forms
Print Settings
Dear i @ Add "Save & create anather” button (0 the top right of forms Add approval butions to the batiom of reports
Timesheet Optians @ Ancher column titles at top of page when scrolling vertically @ Praserve row highlighting when checking checkboxes In list views
EXpsss Dpee @ Enable anchoring of left columns when scroling horizontally Hovering over menu links reveals meny options
Resources Options
Open popups as panels instead of windows Use in-line multiple selection interface

Projects Options

Data Densit
Scripting Studio Options ¥ . . W
Control the data densiy displayed in st views with selected mode. Control the data density displayed in timesheet grid with selected mode.

Display Option Compact D Comfortable

Authorized Appli

Starting Application Email Settings.
Dashboard D Bc me on all emails

25



Try out these features as you work on NetSuite OpenAir reports (there is a large list of popup window selections
on each report form) and see which one works best for your data and data viewing needs!

How to Automatically Add All New Users to A Selected Assignment Group

Do you add all your new users to an ,All users,” assignment group fo provide access fo internal projects like
Administration or Time Off?

Did you know you could automate this step every time you create a new user?

How it works:
NetSuite OpenAir Support must activate this feature. Activation does not impact system configuration until the
feature is set up in the system.

Once activated, a new option will appear on the Assignment group form Administration > Application Settings >
Projects > Assignment groups.

Administration

sandbon

e
Curmi, Richard [inactive]
Crarveia, ilab [inacsvs)
Ouvis. Potar

When a new user is created and saved, the user will be added to the assignment group. If the assignment group is
driving task or project access, a message will also appear after saving the user. The message identifies the number
of assignments updated due to the assignment group update.

User test user

DEMOGRAPHIC
This is a copy of “TOP Step”. It was created at 2018-10-02 11:04:06
The user - test user - was saved. The assignment
group - All empl was saved. 46 projects were
I Edit user demographic information updated.

If the assignment group is updated directly by removing a resource or adding a resource, the save message will also
identify the number of projects updated due fo the assignment group change.
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Note: Any new user will be added to the assignment group designated. For any user that should not be in the
assignment group, you must edit the assignment group and remove the resource.

If you create an inactive user, the inactive user will be added to the assignment group.

Only one assignment group may be designated as the ‘automatically add new users’ group.

Deleted but Not Gone Forever — Find Any Deleted Record in OpenAir

Have you ever wondered what happens to records that have been deleted in OpenAir?

The bad news is that once they are deleted, they can’'t be brought back. The good news is that you can view them
and even find out who deleted them.

To do this, you need to be an administrator of the system. Only administrators can access the Import/Export
feature, found in the Administration module, under the Account tab. Once you're there, select Export all data in
text format.

w Global Settings - Account
ACCOUNT =

This is a ~nnw of "TNP Sten”, It was create

API Integration Applications
AP limits
FilterSet settings

Integration: Add-on services

Integration: Imporh’Exporll

W

Integration: Salesforce

Invoice email settings

Global Settings

sandbox

This is a copy of “TOP Step”. It was created at 2018-10-02 11:04:06
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In the next screen, you need to ‘Add all’ from the left column and remove the table you want to export. (You are
selecting which tables to exclude from the export.) In the example below, the project table will be exported:

Administration

This is a copy of "TOP Step™. It was created at 2018-10-02 11:04:06

Global Settings Import/Export

Export data as MySQL file

Cance

Click the "Export” button at the bottom of the form to create a MySQL file for
version 5.3.12 of MySQL. This file can be imported into a MySQL database where
queries and reports can be run against it

Choose which tables to exclude
Available Selected
account portiet

accounting_period preference
accounts_payable Lok
address ) e
adhoc_report project_assignment_profile
agreement project_assignment_profile_filter
‘agreement_to_project project_baseline
alert project_billing_rule
approval project_billing_transaction
Add selected > Remove selected
Cancel

You will download a zip file containing all the data in the table. Keep in mind export files may be very large if you
have a lot of data.

In the csv file, there is a column named ‘Deleted. Filter on this to only show records with 1. These are your deleted
records.

The ‘audit’ field will show multiple rows, and the last row shows information on when the record was deleted. The
number after the date and time is the internal id of the user who deleted the record:

BT2 . fr  C,2007-06-20 05:18:03,2,0
BQ BR BS BT
1 deleted created updated audit
2 06/20/2007 5:18 ########|C,2007-06-20 05:18:03 2, |

Just look up the internal id of users by running a user detail report with the user name and internal id.

Resel m
» Tabular > Account-wide > Users Rollup

m m User detail report

g o

, Name - Internal id -

; Admin 1
Cicci, Jodi 2

The process works the same for any type of record you can export.
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How To Customize Automated Email Notifications to Ensure They Are Purposeful

Automation also means notification, and in some cases, foo many notifications. Too many notifications may mean
important information is being ignored as noise’ from the system. Your NetSuite OpenAir system should work fo
support your feam and communicate actions needed effectively, not flood inboxes with informational messages
that are not serving a purpose.

A number of features exist fo ensure only necessary emails are sent to individuals and the content of those messag-
es is complete and useful. It is best to review what should be automated and craft the message to fit its purpose.

How
NetSuite OpenAir has a number of standard notifications available that can be customized using the Email Template
feature. Email Templates exist for many triggered emails such as Project Owner Changed and Booking created.

To create email notifications, navigate to Administration —> Display —> Email templates. If all options are not visible
when creating a new template, this internal switch request must be requested of NetSuite OpenAir support.

Global Settings

Display

Email settings

Email templates

Interface: Display
Interface: Other
Interface: Terminology
Logos: Ul, documents
Print settings
Regional settings

Time settings

Create email templates related to a specific module. The types of email templates include:

Administration
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NOTE: Timesheet, Expense Report, and Purchases workflows are not supported with email templates. The Notifi-
cation feature provides more customization features for these items.

By selecting a category of template, the tfemplate form will appear allowing a more granular selection of the type
of email template desired:

Global Settings Emall Templates
o (C

Name*®

[

Template tvpe®
New booking (user notification)
Modified booking (user notification)
Removed bocoking (user notification)
New booking (manager notification) d
Modified booking (manager notification)
Removed booking {(manager notification)
New booking (requester notification)
Modified booking (requester notification)
Removed booking (requester notification)
Booking submitted for approval

Name the template and provide a subject line for the email.

The email body uses a field paste functionality that supports value substitution in the email content. In this way,
you can customize the message to include useful information about the project, date, customer, and more. To add
a substitutable field, simply select the name of the NetSuite OpenAir field then cut/paste the coding reference from
the text field below the selection info the content of the email template.

Global Settings Email Templates
oo (9

Nama™
|Project Owner Nolification

Templatetype®
New project owner on exisling project § |
Choose whera this emall templale will be used

Email subject
[New Preject Ownar Notification
Will be appandsd o syslam subject

Email body
fou are new the proud ewner of % Ncustomari® :
Hename .

Plaass complete standard star-up checklst activities priar o the
roject start date of % %starl_date®%

Field
Scheduled project slart date %1
Select tha field you'd like to use and then copy/paste the taxt from below into the subject or body

[fé%stan_date%% ]

Email femplates provide formatting for standard emails from NetSuite OpenAir. Another feature, called Nofifica-
tions, not only provides an email template but also conditional control as to when the nofification should be sent.
This feature co-exists with the email template in NetSuite OpenAir.



To enable custom notifications, contact NetSuite OpenAir Support and ask for custom notification activation in
desired modules such as Projects, Timesheets, and Expenses. Notifications are the only option to customize the
content of the emails associated with the timesheet, expense reports, and purchases workflows.

Once enabled, a Notification option will appear under the appropriate Application Settings area of the Administra-
tion page. The example shown below is the Expense Settings under Application Settings:

Application Settings - Expenses Settings

Global Settings Expenses Settings

Other settings

By clicking infto the Nofification selection and accessing the Global Create icon, the various types of noftification
appear:

Administration

Administration

Each nofification option has its own condifional controls, user receipt options, and, of course, customized content
of the email body.



An example is to send a copy of the Expense Report Submission notification to the person’s manager if an expense
item of ‘Enfertainment’ is on the expense report:

2 Nolilication name 1or expense répor s submined

Endertanment

# 8end a notification ...

= Notity

S
The interface to enter a reference or substitutable field is slightly different on the notfification form than the email
template configuration. Simply select the desired field and click on the word ‘paste’ to insert the field info the email
body text area. Notifications send emails to individuals selected in the configured email.

Limited conditional configurations are currently available within the Notification feature.

A word of caution

The Notfification feafture co-exists with the Email Template feature and standard workflow email features for
timesheet, expenses, and purchases. When setting up notifications, it is best to disable the standard and email
templates that overlap with the Notifications being setup.

For example: if you are redefining the content of the expense submit email, disable the standard expense submit
email and enable a Notification of expense submission along with any additional conditional versions.

How to Audit Role Privileges

Periodically it is a good idea fo review the privileges each role has in NetSuite OpenAir. Using the Role Privileges
report will ensure each role has the correct privileges aligned to your current business process and also to review
for compliance with company policy and/or Sarbanes-Oxley.

To run this report, go to the ‘Advanced’ report entitled ‘Role Privileges’ found here:

Advanced

Account-wide Projects

Resources

Timesheets




The Role Privileges report displays a list of all of the privileges in the system and which roles have access to them.
A green mark next to the privilege in the column associated with each role shows which of these roles have this
privilege enabled. This report can also be filtered by specific roles or groups of permissions.

Role privileges - 6.4 Security Role Diflerences - Fillered by: Group

Group (] Privilege (] System Administrator & User @& Project manager & Resource manager & Finance &
Al w All o

User roles - General

Hiding Report Columns

Want to suppress a total column or quickly remove data from a report? In the new Ul Report Editor, both of these
options are easy to accomplish.

To hide the fotal column on reports, all you have to do is click on the ‘sum symbol’ fo suppress the totals.

Columns
@ Date (Monthly ITD) Y

2 Measure names (4)

Measure n

Timesheets - All ho
Billable Hours

Non-Billable Hours

X X X X

Productive Hours

Clicking the *X.” next fo a selected dimension, measure, or filter deletes it from the report layout.

Did You Ever Want to Lock a Column While Scrolling Through Your Data Views?

There are quite a large number of data columns that can be added to your customized view or report results when
displayed on the screen within NetSuite OpenAir. Usually, the columns on the far left are reference columns to the
data in all of the right-hand columns. Scrolling many times gets confusing or frustrating if we ‘lose’ your row place
as you look at data across the screen. The color differentiation between rows that NetSuite OpenAir provides helps
some but what you are really looking for is a ‘column lock’ function.

Look above the first couple of columns in your list view or report results data view for a lock symbol. If you don’t
see it, check your personal settings to make sure you have the following enabled (check): ‘Enable anchoring of left
columns when scrolling horizontally’. This option allows reference columns to be locked in place so you can scroll
to the right and not lose that reference column on the left.
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Once enabled, you should be able to see a lock symbol in columns on the far left. Not every column will have a
lock symbol — those columns which are a ‘combination’ of columns like the project list view which has an Hours
column with sub-columns of planned, worked, approved, and so forth don’t have a lock symbol. The project name
does, however.

To lock a column, click on the lock symbol. It should highlight to a yellow color and a freeze line will appear at the
end of the column — now you can scroll to the right. To unlock the column, simply click on the highlighted lock
symbol and it will return back to its gray inactive state!

Unlocked view:

a ' Projects - 2 Ready for Staffing
sandbox

This is a copy of “TOP Step”. It was created at 2018-10-02 11:04:06

2 READY FOR STAFFING - Kim's Test View "

Project Active Client = Project stage = Budget (money) Project owner Start Date
[ |20 Hoe v il 2 Ready for Staffin 3,200.00 USD 000 B Ronn 05/23118  60.00
Consulting supe sady Tor Siafling ' reaux, Ro
Ad-hoc
O | Consuting v nimit 2 Ready for Staffing ~ 8,000.00USD  496.00 Larsen, Andrea  09/21/14  816.95
[ | Biz Efficiency o polyist 2 Ready for Staffing 8,000.00 USD 0.00 Breaux, Ronn 08/31118 48.00
) | Susness 640000USD  0.00 07/20118  48.00
Efficiency 2 v Redtaxon 2 Ready for Staffing 400 Cicci, Jodi

Locked view:

2 READY FOR STAFFING

[T Al

] superi 2 Ready for Staffing 3 JSD 000  Breaux, Ronn D5/23/1 60.00 0,00 4800 0.00 0.00 000 0%
- e nimit 2 Ready for Staffing BO0000USD 49800 |asen Andrea 092144 81686 43375 77805 35050 43 24000 1% 0

] Bz Efciency v podyist 2 Ready for Staffing 8,000,00 USD 000  Breaux. Ronn oa/3118 4800 0.00 24.00 0.00 0.00 0.00 0%

)| Efe \‘ 3 v Redtaxen 2 Ready for Stalling 400,00 USD 000  Cicei, Jodk 0772018 4800 0.00 36,00 0.00 0.00 0.00 0%

] v Lexlux 2 Ready for Staffing 8,000.00 USD 000  Breaux, Ronn 060418 4800 0.00 0.00 0.00 0.00 000 0%
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Streamlining Configuration for Saved List Views

Saved list views in OpenAir allow for easy and streamlined setup of view configuration and sharing that configu-
ration with users in the organization. This feature also enables the Create public list views user setting, which can
allow users to create list view configurations which other users can see and utilize.

This save list view configuration, if not already enabled, is enabled by an internal switch and replaces the need to
push out a saved list view o users using the bulk user change wizard. Once the infernal switch is enabled, role
permissions allow a user to create a public list view. It is recommended that a limited number of roles and users
have the ability fo create public list views as well as to set a particular list view as the default for all users.

amy private test view -

amy private test view

My saved st views

Manage savaed kst views

All users can create their own saved list view within each module. Administrators and other users who have access
fo update a user demographic form can grant access for a user to create a public list view.

LIST VIEW NAME CREATED
amy private test view 10/05/18 09:24 AM
CLEAR
DESCRIPTION OWNER
McFadzean, Amy

Ed Make this list view public

SET AS DEFAULT

[ Use this list view as default for new users

CANCEL

35



Month End Close — Overlapping Time Sheet Trick

The necessity for overlapping timesheets is typically driven by the need fo enter two timesheets within a given
week. For example, your company is on a monthly accounting calendar, but you have weekly fimesheet submis-
sions. You can create two timesheets for the timesheet period, one ending on the last day of the calendar month
and the other beginning on the first day of the next calendar month.

Note: Disabling the infternal switch timesheet overlapping ensures unique tfimesheets for each timesheet period.

If you have the switch enabled that creates an overlapping timesheet for the second part of the week at month-
end, AND you want fo use a minimum number of hours per day fimesheet rule, there is a known issue that throws
an error for the first half of the week because the days in the second half of the week are not filled in. Oddly, the
second half of the week timesheet works fine.

However, there is an interesting workaround combination. The workaround is to also use three other timesheet
rules:

Require a fime entry every day independent of work schedule
Exclude days with no hours from the daily rules
Exclude weekends from the daily rules

While rules Tand 2 might seem somewhat contradictory, they provide the desired behavior. The first rule apparently
knows you have a split week timesheet, even though the second one doesn't.

To Navigate:

Administration > Application Settings > Timesheets Settings > TimeSheet Rules

b i Timesheet rules
Edit
Options # Submission rules
Active  Rule
L4 Minimum number of hours required on the timesheet

Maximum number of hours allowed on the timesheet

Minimum number of hours per day required on the timesheet

4 ndent of workschedule
v
imesheets with individually rejected time entries
ed with cost centers from the daily rules
L4 | ours from the daily rules
Require pr ction for the following Time Type/Sub Names
Re-validate time entries on submission
2 QOptions
Create a new timesheet when a timesheet is submitted Clear the hours

Late timesheet alent for rejected timesheets




OpenAir Form Layouts for Accurate Data Capture and Display: Form Permissions

Data enftry is key fo capturing information and running your business. Because of this, how you layout your forms
in OpenAir is key fo ensure the end user is guided through the complete field population as necessary.

This can be achieved in a number of ways including:
e Form Permission

e Form Rules

e Form Dividers

e Form Defaults

This tip is focused on form permissions. Form permissions are available on almost every form and control field level
information such as

e Making fields required, hidden, etc.

e Moving fields fo various locations on the page so more important field are at the top and less used fields are
at the bottom.

e Conftrolling field character widths
e Hiding sections/dividers

The field level control is even down to the user role level which gives you the ability to customize the experience
to each person based on their job and information needs.

To implement form permissions, navigate to the desired form and click on the tips icon to access the ‘Modify form
permission’ feature.

A form control window will appear.

Modify the form permissions

General permissions.

Field gattings

Permission rules
Admin User Project Adminiat. Super User Uzer Admin ESTHG
Fieid order

Dizabie the Delal |— |_| |_| j |_| r‘
Form options 3
Dizabie the Sav I: EI D :I D I:I
Form mas: sage
= Field settings
A field will not be made read-only or hidden if it is required and doss not have 3 value.
Key= [REQ] = Required, [RO] = Read-only, [HIDE] = Hidden
Admin Use Project Administ Super User User Admin TESTNG
Aot e REQ ~ REC - REQ ~ REQ ~ REQ ~ REQ ~
Client REQL - REQ - REQ e REQ - REQ e REQ ~
Project owner w W bl et = v
Main project confact T o = 0z [ o
Praject lecalion HDE w | HIDE e | noe vl | npE w | HIDE ~| HEDE ~

Froject stage
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Walking through the form sections:

e General Permissions is focused on the ability to save and delete the type of record the form represents. This
is an additional control if the user’s Role allows a ‘view and modify’ option for the object.

o Field seftings are the individual field control of the form by role. Field required natively by OpenAir will default
to ‘REQ’ value; otherwise, the field is left to be optional unless the field setting is changed per role, or a rule is
putin place.

¢  Permission Rules allow conditional controls of field available, value lists, etc

o Field Order allows you to move fields to move appropriate locations on the form. Control is currently limited
to field stacking.

e Form Options controls basic information about the form such as which fields will default if a ‘save and create
another’ option is available or to display the custom field divider.

o Form Message is a way to display a message at the fop or bottom of the form as desired.

o  For field setting controls on custom fields that are set up to be required or standard required fields, you won't
have the ability to make them NOT required, however you can make them read-only quired or hidden-required
provided a default value is already available fo certain roles.

How to Create a Proxy in OpenAir

Are you going on vacatfion but want someone to submit or approve a timesheet or expense on your behalf?
Under some account configurations, users are permitted to designate their own proxies.

In order to create a proxy for one’s self, the user must have the role permission Create own proxies enabled
(Administration > Global Settings > Roles > select role).

Vi 1 rnoclid el e ihed
vVIEw and modily a INSUDSCINDed ) WOrkspaces

e Navigate to Users > Proxies.
e Select a user who you want fo proxy in for you.
e C(lick Save

If required, enter an expiration date for the proxy: (example: when you return back from vacation) Administration >
Global settings > Account > Proxy expirations



2 Global Settings

This Is @ copy of “TOP Seep”™. M wes crested of 2006 19 02 | 1:04 06

cnce ()
Proxy Expirations

Prosies mave expitanon dates

Defm praxy espration
2 weehs .

o ED

When the proxy user set needs fo get access to the other user’s account, they can simply navigate to the User
Center and select Login As (name of user they wish to access the account

e = BM

Bianca Marinca

Administrator

TEXT SIZE

1 13 15 18 21

O 0O O OO

PERSONAL OPTIONS

My profile
Personal settings
Password
Support
Loginas...

Log out
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Consolidated Advanced Settings Form in OpenAir

Within each of the Global and Application settings pages exists an option for ‘other settings’ or ‘advanced settings’
across your NetSuite OpenAir environment. As an administrator, how often have you found yourself needing to
select, review, or look for options in multiple areas? This can become fime consuming as you navigate through
different pages.

Did you know that there is a way for administrators to access all advanced setftings at once? There is and it
simplifies the process!

All Advanced Settings is accessible only when one has first navigated to the Global Settings form. Once a page
or form has been selected, the option is no longer visible. After clicking on the tips menu, select the option for All
Advanced Settings.

= Global Settings - Organization 3 Q
sandbox -

ORGANZATION

This i a copy of “TOP Step’. Tt was created at 20181002 15:04:06

Organization

Once you are in this particular form, voilal All of the module specific, as well as general global settings pages are
consolidated onto a single form.

Understanding User License Types in NetSuite OpenAir

When setting up users in NetSuite OpenAir, administrators are not currently limited to only the number of T&E vs.
Full user licenses as indicated in the contract. NetSuite OpenAir allows flexibility in user setup, and license type, in
the event that you need to easily upgrade or downgrade a particular user without having to jump through hoops
and wait for specific licenses to be provisioned.

Full Users vs. T&E Users

Quite simply, user license types are defined by modules fo which a user has access. T&E users only have access to
Account, Timesheets, and or Expenses. Full users have access to any module above and beyond these three. When
sefting up new users, you may want fo sef the default Application access to the T&E license type, so that you do
not inadvertently exceed your license limit and add additional module access for users as necessary.
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Identifying License Type Count

Running a Tabular User report will allow you to identify which users are currently set up as Full vs. T&E users.
Having this information is helpful to mitigate any surprises when it comes fime to renew NetSuite OpenAir so that
unexpected costs are not encountered. It is recommended to monitor license types at least annually.

User detail report for User created date (HASH(0x25830a00) - )
Name - Active &  Accountaccess &  Timesheetsaccess &  Expensesaccess &  Invoices access &
; Nelson, Larry Yes Yes Yes Yes Yes
Churchill, Tres Yes Yes Yes Yes Yes
i Larsen Andrea Yes Yes Yes Yes Yes
: Schein, Jim Yes Yes Yes Yes Yes
McFadzean, Amy Yes Yes Yes Yes Yes

Need a quick way to easily identify who should have which access? Perhaps adding a custom checkbox on the user
record will work for your organization. While this is an extra administrative component, having a field to indicate
which license type each user should have, and ensuring that the fields sync up with the Application access, could
be a great reporting option.

= Global Settings - Display

sandbox

This is a copy of "TOP Step”. It was created at 2018-10-

Cancel

» Optional Features

» User Proxying
Opportunities * Security Options

» Time Settings

* Regional Settings

» Print Settings

» Email Settings

» Page Layout

» Approval Options

» Timesheet Options

» Opportunities Options
* Invoices Options

*» Tax Options

* * Resources Options

Administration

» Projects Options

» Workspaces Options

» Reporting Options
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Do You Know the Trick fo Increasing Precision in Billing Rate Decimals?

OpenAir’s time billing rule is very flexible for handling billing at hourly or daily rates. Daily rates, however, occasion-
ally give us all a bit of a headache when processing individual hours contributing to the daily rate.

For example, how often do you see $1125/day quoted but this is really $140.625/hr, which is then rolled up to daily
values on your invoice and reports? $140.625 is rounded fo $140.63 by OpenAir when calculating rates * time so
you overstate the amount a customer owes.

Try this approach, change your hourly billing rate to $1406.25 and use the billing rate multiplier field to multiply the
computed value back out again by entering O.1. Hours are multiplied by the larger rate (x10) to get a more precise
value then the rule multiplies the computed value back out again by dividing by 10.

So you get the precision, the rates just look a bit strange when setting up rules and rate cards. Don’t forget to divide
those extra whole numbers back into decimals!!

How to Apply Phase Filtering in Time Billing Rules

NetSuite OpenAir has the ability fo apply task filters to time and expense billing rules. This can be problematic if
you wish to bill all tasks within a phase, and new tasks are added after the billing rules are set up.

There is an optional feature that allows you to filter the time billing rule on a phase. By doing this, all billable tasks
within that phase including sub-phases and tasks will be processed by the billing rule.

Dashboard Riski/lssues Phases/Tasks + Personnal ~ Reports ~ Properties \

# Billing rule filters

Limit the billing rule to specific users, services, time types, tasks and job codes

Genera User > Create
Service > Create

s 1

Billing rates
Phases/Tasks filter
Daily rate multiplior

Available Selected
Rounding rules 2: Phase 1 (Phase) 2’ Phase 1 (Phase)
Billing rule filters 1- test (Task)
[No task]
Rule cap
Time period cap Add selected > < Remove selected
Add all > < Remove all
Show all closed tasks

In the example above, by selecting Phase 1in the Tasks filter of the time billing rule, all tasks within that phase will
be processed by the billing rule.

Keep in mind this feature is only available in tfime billing rules. Expense billing rules can still be filtered by task (if
you allow expenses to be entered against tasks) but not by phase.

Note: To enable this feature, request the internal switch: Show phases in Task filter for the time billing rules from
NetSuite OpenAir Support.



How Billing Rule Caps Can Affect Charge Projections

The Charge Projections feature in OpenAir is a very customizable feature that can often lead to confusion amongst
clients. For example, when running reports to see forecasted revenue based on resource bookings, the projected
amounts do not always match what the client expects to see based on the data that was input info the system.

Billing Rule Caps

One scenario where this gap can occur is when clients are using the ‘cap,” feature on time billing rules which limits
the fotal amount that can be billed for the rule. The standard behavior of the system is to incorporate actual billed
amounts to date when forecasting revenue using billing rules that have caps.

Below is an example scenario that demonstrates this behavior:
A given time billing rule has a $10,000 cap
$9,000 has been billed to date from this rule
Charge projections are configured to use "Worked and Booked Hours,”
Total forecasted revenue based on bookings (booked hours times the rate on the billing rule) totals $5,000
A forecasting report is run that uses the standard “projects — projected billing [rules],” reporting value

The report only shows $1,000 in remaining revenue

Ignore Billed Amounts in Projections

So how does one show forecasted revenue based solely on the charge projections configuration and not have
the system fake into consideration actual billed amounts? Fortunately, there is an infernal switch that can be
enabled to meet this requirement. The switch is called ,“ignore actual billed amounts in projections.” Once enabled,
the ‘projects — projected billing [rules],” value in projection reports will give the reporting user a frue picture of
forecasted revenue based on how charge projections are configured in the system.

How to Use Milestone dates

Using Milestone dates can be a bit tricky. Milestones have both Start & End dates. The Start Date (if left blank) will
default to the Project Properties Start Date, so be careful when using the Task/Milestone to drive billing rules as
leaving it blank will trigger Projected Billing when Generating Charge Projections for a project, even if the Billing
Rule is smart enough to only generate charges upon Milestone completion.

The same is frue if you populate any date that has already passed.

To streamline the date setup on a milestone, we recommend hiding the Milestone End Date, and use a future date
any Milestone Start Dates so that billing can be manually triggered by marking the milestone 100% complete on
the form.

Also, keep in mind, if you set the Start Date to a day that falls outside of the default Company Work Schedule, it will
send the billing to the following workday, so beware adding Milestone charges to the very end of a calendar month
that may fall on a weekend and trigger the billing the following Monday.
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How to Enable Multiple Billing Contacts

First, you will need to have a switch enabled; Switch name: ““Enable selecting if a contact can be a Primary Billing
Contact/Billing Contact 3/Billing Contact 2".

When the switch is enabled, it allows the check box on the contact record to denote the primary billing contact, so
on the properties page you can select the meta value for “primary billing contact,” and it will only pull in the one
contact with the multiple email addresses.

Create a new contact, name it and add the string of email address separated by a semi colon, no spaces and check
the box “Can be a Primary Billing Contact”

Global Settings - Customers

This is & copy of “SpinDance”. It was created st 2021-02-01 18:21:18

ntact Skytron Billing

NotSute megration

General
Skytron Billing cwassenaar@skytron us dstraw@:
Skytron v Q

NOTE: When the switch is enabled it checks the box for ALL current contacts. All contacts except the new contact
with multiple emails will need to be unchecked, leaving only the new contact with multiple emails checked.

On the project properties page, you can select the meta “Use Primary Billing Contact” drop down and will not need
fo update this field in the future. Any changes fo the contacts emails can be made on the confact record.

nit Beta = Cient Skytron

PROPERTIES %
Cancel
General
Project name * Chent *
- T Skytron
IBkyIron Monnit Beta ® ]
Project owner Project stage
Laskowski, Colleen v Q Pipeline v
Start date (MM/DD/YYYY) * Budget (hours
0112212021 =)
Budget ($) Department * Billing code
100000 01 - Engineering ~
Tax location Invoice layout
[Use the default invoice layout] v
Credit invoice layout Primary Billing Contact
[Use the default credit invoice layout]  ~ Skytron Billing v
Billing Contact 2
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Billing information on the client record also needs to not have anyone set.

Client Skytron = Primary contact

DILLING INFTORMATION

This is a copy of " o

Edit biling information

[P sove |
Primary Biling Contact Billing Contact 2
Select v Select -
L aimerest har e faag cort
Invoices are approved by Invoice Billing
Select v Q Payment terms prefix code
Net 30 -
Irwvoice layout Crodit invoice layout
[Use the default imvoice layout] v [Use the default cred imvoice layout]  +
) Client can view statements Invoice note idepleyed on every imvoce)

Once the invoice is created and the Send tab is selected, the multiple invoices should appear in the To: text box.
The invoice will be sent to all emails in that fext box.

€ Invoice #1354  Client: Skytron

CHARGES SEND

This is a copy of "SpinDance"”. It was created at 2021-02-01 18:21:18

Email invoice

et (D

To: *
[L:wassenaar@skytron.us;dslraw@skytron.us;dmeyney@skytr@‘ ]

Cc:

Subject: *
Invoice #1354 from SpinDance, Inc.

Text *
Invoice #1354 is available online at:
hitps://spindance.app.sandbox.openair.com/s_b3yDCd3D2IjJW2IY85T2




How to Preview the Actual Billing and Revenue Transactions Without Running the

Invoicing, revenue recognition, and month end processing always has a series of individuals involved in your orga-
nization at various points in the workflow. Checks and balances are put in place fo ensure items are not overlooked,
customers are not over-billed, and the forecast is in alignment with actuals. For many this means reviewing forecast
reports from charge projections each week and comparing this information to project data like budget burn to date,
Earned Value Metrics, or other KPIs you have developed within your organization.

One key part of the process that is requested many times is to have a ‘preview’ report of billings and revenue. This
was always handled by having individuals run the Advanced Pending Billings or Advanced Pending Recognition
report, but this report has special functionality to allow users to actually create transactions. Permission fo access
this report has previously been restricted heavily to avoid inaccurate data. Since that tfime a new set of tabular
reports called Pending Billings and Pending

Recognition Transactions were made available. These reports have the same computation logic as the Advanced
report Pending set but cannot create transactions.

Use of these reports is an excellent way to preview billing before doing actual billing. By running these pending
tabular reports, you can review detailed transaction data across project and administer any projects, rules, or
timesheets that may need attention due to contract changes, caps being reached, or known customer situations
impacting the final billing and revenue numbers.

To run the report, you must have
e A NetSuite OpenAir role with permission to ‘View Reports’ on the project module

e A NetSuite OpenAir role with permission to View Billing and/or View Recognition (fo view this information on
a report)

e Access to the Projects module (so you can see the projects module report options under Detail)

e You will find the reports by navigating to Reports -> Management -> Tabular and searching for the key word
“pending,” in the area which supports ‘search saved reports by name,” field, at the top of the page.

Mo st
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When you access the report, you can decide which columns to display — this is a BIG advantage over the standard
Advanced Pending Billing or Recognition reporft!
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And now you get fransaction level detail to preview!

sandbor

Clieret . Project Total
Nk ame Marre

How to Create an Invoice Layout

Invoice layouts may be customized to show a summary or detailed level of information. Invoices can show single or
multiple projects with both time and expenses.

To create an invoice layout, navigate to Administration —> Application Settings —> Invoice Settings —> Invoice
Layoufs.

Application Setti =1 ic
—— pplication Settings - Invoic

Administration

e

Dashboard Global Settings

Application Settings -

P Y

Projects Expenses Settings

Invoices Settings
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1& Application Settings - Invoices Settings

Agreements
Approval processes
Charge stages
Expense items
Invoice layouts
Invoice options
Payment terms
Sales orders
Services

Other settings

This is a copy of "TOP Step™. It was created at 2018-10-02 11:04:06

1. Name the layout and select information that will be in the columns

11 Administration

This is & copy of “TOF Step”. I wis created a1 2018~ 10-02 11049¢

Fregices Samings Imveics [ayouts

Edit

Ganaral

Invoice columns
Invoice groupings
Corrbine charges
Ot

Logo settings
Footar sattings

Adobe Acrobal PDF
satlings

...

General

Inwoice layout *

Default mvoice layout

= Invoice columns

Avalabie
Accountng date
Addtional Team
Agreamant
Agreement number
Alow Time
Apply Cost Layors
Approved<ar>Hours
Assocated lnvics ID
Aut> Budget Status
Avalabio for Projoct Copy?

Add selected >
Addan >

Irrenicn layout for expanss items

[None, use Bis rwoice Eyoul]
Opfisraly, saincst an alemal eavooe lipos b2 can
n defirm the colimins 13 dispiay for eapenan ilams

an

@ Active invoice lnyout

< Remove selected
< Remone all

2. Define how the items in the invoice will be grouped and if there will be combining of charges at specific
infervals, users, efc.



= Invoice groupings

Avaliable Selected
Accountng cale
Addtional Team
Agreement number
Cliers Lecazon

Expense lem L]
Job code =
Phase
Product
Projoct
Project job code
Add selected > < Remaove selected
Suppress sub-total by group
Rellup charges in last group
This festure overmides the comiice charges lealure
# Combine charges
This feature lets you combine multiple charges of the same service of expense item into 3 single ire item
Vihich type of charges should ba combinad Create a new combinad charge for aach
.
Project job coce
Hide uncombined values Cuslom axpensa item groups
For 35 Charges by user > Greate
you might e o didi St he eomibicad changes Difirs e bra

Sort all expense items .‘_\O'\.‘!D&h:-‘]l‘, J\‘;D’.'!‘\‘ subtotals for cusiom expense ilem groups whan usng
alternate invoice layout for expense charges

3. Expense receipts may be formatted differently than your hourly or fixed fee charges. Contact NetSuite OpenAir
support to enable the alternate invoice layout for the expenses option.

4. Invoice terminology may be adjusted to meet your organization’s needs such as language translations. Contact
NetSuite OpenAir support to enable the terminology override option for invoice layouts.

An unlimited number of invoice layouts may be defined for your organization. It is strongly recommended to adopt
a naming convention that describes when the layout would be used — perhaps by customer name, contract type,
or offering type.

For those accounts that send receipts along with the invoice from approved expenses in NetSuite OpenAir, select
the option on the invoice layout to ‘Add an attachment link fo invoice view"

Invoice neader custom fields »> Create .'\dd atachmant link 10 INvOiCE view
Include attachment download file when generating pdf Suppress "Total payment to date”
Customer PO balance viewing is available when enabling the feature ‘Display Agreement and Customer PO

balances in invoice information footer’. This floating footer window will display current balance information for all
Customer POs or Agreements associated with the invoice when viewing the invoice online.

50



“  Invoice #5697  Client: Acedexon
INVOICE

This is a copy of "TOP Step”. It was created at 2018-10-02 11:04:06

Print . PDF . Download

Invoice #5697 Associated attachments
Date: 09/12/19

Terms: Net 30

Due: 10/12/19

Project: testbookings

To From
Acedexon TOP Step Consulting
43627 Oleary Lane 2009 Metairie Heights Ave
South Riding, VA 20152 Metairie, LA 70001
UsA USA
Expense item Date User Hours Rate Total
None
09712119 Schein, Jim US$663 US$663.00
Sub-total US$663.00
Total  0.00 US$663.00

ATTENTION: TOP STEP's REMITTANCE ADDRESS HAS CHANGED:

The history link on an invoice does not require configuration and is an automated tracking feature when the Email
Invoice functionality is used. When an invoice is emailed from the Email Invoice link, an entry is captured under the
History fab as to when it was emailed and to which email address. When a user accesses the link to view the invoice,
the view event is also recorded in the hisfory fab. By accessing the hisfory fab, your Accounts Payable department
can see if anyone has accessed the invoice for viewing and have a log of actions in order fo remember to send
overdue emails or contact the customer directly regarding invoice collection.

History of events for this invoice:

09/12/19 14:39:39 EDT: Invoice #5697 created by Jim Schein

A word of caution
The Customer PO Balance footer floating window states ‘as of today’ amounts always — inclusive of all invoices to
date.
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Quickly Download Expense Aftachments for Invoices

Did you know you could gather all your expense report attachments for download from within an invoice?

There are two options that allow you to do this, and you can enable one or both by modifying each invoice layout
you use. Within the invoice layout settings, you can select two options:

Administration i
sandbox
Secondary charge sor order Location of project notes
. pader
Olgest first v Heade
Footer
To/From header labels Header spacing
® Show
Show 0
Hice
m Specily a the number of blank rows between the header and body
Imvoice columns Additional text or HTML to print on the invoice Location of invoice notes
Header
Invoice groupings '® Footer
Combine charges
Other
nclude aged outstanding balances on the invoice Suppress the terms
Logo settings
Fooler settings Suppress the “From" address Show due date calculated from terms
Invoice terminology Display negative numbers in red Suppress cents when possible
Adoba Acrobal PDF »
settings Use 1SO Currency Codes for monetary values Broak down laxes according 10 tax rates
Suppress project name Formal hours
® M ber of decimal places
One decim 4 If possible
Two decimal places
Invoice header custom fiskds > Create Add attachment link 1o invoice view
Include attachment download file when generating pdf Suppress “Tolal payment o date®

The ‘Add affachment link to invoice view’ option shows a link fo receipt attachments infernally when viewing and
modifying invoices. If is available in the View link as well as the HTML version.

Invoice #5712 = Client: Trew Automation Interco

sandbox

INVOICE

This is & copy of “TOP Step”. It was created at 2018-10-02 11:04:06

No Agreements or Sales orders

Involce #5712 A

Date’ U7Mer20

Terms: Net 30

15/20

Hilmot interco project to Trew

To From
Trew Automation Interco T
20
m
USA
Expense item Date User Hours Rate Total
Mane
07/16/20  Neison, Larry US$125,000 | US$125,000.00
Sub-total US$125,000.00
Total  0.00 US$125,000.00

ATTENTION: TOP STEP's REMITTANCE ADDRESS HAS CHANGED

MAIL
2009 Metairie Heights Ave
Metairie, LA 70001

WIRE/ACH
Chase Bank

1415 Metairie Road
Metairie, LA 70005




This internal link will take you to the same download pop-up screen seen when downloading attachments from the
expense report, except you'll see all attachments for all users with expenses included on this invoice.

This option also displays the same link to customers when viewing the version of the invoice emailed from NetSuite
OpenAir

Invoice #5695 from TOP Step Consulting 1box * 5 2
com yia sandbox, openair.com @ 1:54PM (0 minutes ago} YT da

Invoice #5695 is available online at

hitps-ftop-step-sandbox app sandhox openair com's_BAZdc2937CrRBze4Y8

3 Attachments : &

B3 AF_baggage_Paym... ' & invoice_Receipts.pdf 4 B invoice_5695.pdf '

When the customer clicks this link, a zip file is made available for download that includes all attachments.

The option to ‘Include attachment download file when generating PDF’ enables a separatfe link to a zip file
containing attachments when you generate the PDF version.

NOTES:

e Only aftachments from receipts are included in the invoice. Attachments to Expense Report (Envelope) are
ignored. If you want fo use this feature, consider hiding the attachments section on the Expense Report.

o If users do not want fo add attachments to each individual receipt, they may still add all attachments to one
billable receipt to include it in the invoice.

e [f users are used fo combining scans of receipts for different projects, they will need to separate them before
scanning so that they can be added to receipts of the associated projects only.

e It is not possible to display the associated attachments link to the Invoice screen infernally without also
exposing it on the emailed invoice. If you want fo prevent customers from downloading the attachments
themselves, only use the PDF option and download the attachments yourself from the PDF download screen.
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How to Include Aged Balances on Your Invoices

Did you know you could display your customer’s current balance on their invoice generated from OpenAir?

Just modify your invoice layout fo include the option ‘Include aged outstanding balances’ on the invoice.

Administration

i
sandbox
Secondary charge sort order Location of project notes
User last name ~
TolFrom header labels Header spacing
@ Show 0
- Hide
Specify & Me number of blank rows between the header and body
Inveice columns Additional text or HTML to print on the invoice Location of invoice notes
br> O Header
Invoice groupings ® Footer
Combine charges LEASE WIRE TO:
Other

& include aged outstanding balances on the inveice O Suppress the terms

Logo seltings
0 o e . . a .

Footer settings Supprass the “From” address Show due date calculated from terms
Invoice terminology [ Display negative numbers in red Suppress cents when possible
A PDF
o cmhsaelttinugs [ Use ISO Currency Codes for monetary values 0 Break down taxes according to tax rates

] Supprass project name Format hours

_) Minimum number of decimal places
O One decimal place if possible

® Two decimal places
Invoice header custom fields > Create O Add attachment link to invoice view

O Include attachment download file when generating pdf U Suppress “Total payment to date”

= Logo settings

[ suppress the company logo Invoice logo
Choose File | No file chosen

Select Browse to choose an image o upload JPEG, JPG, GIF, PNG

The aged outstanding balances will be displayed at the bottom of the invoice.

Invoice #5710 = Client: Sample Co

INVOICE

This is a copy of "TOP Step™. It was created at 2018-10-02 11:04:06

Agreements
Balance
Print . PDF . Download
o i 6510807 #12345$1,000.00 §-600.00
Invoice #5710
Date: 06/04/20
Terms: Net 30
Project: Ad hoc Support - Amy's test project
agreement: test 0807
To From
Art Smith TOP Step Gonsulting
Sample Co. 2009 Metairie Heights Ave
Metairie, LA 70001
USA
User Expense item I Date J Description/Notes ‘ Units ] Ralsl Total
McFadzean, Amy
None
| 05/03/20-05109/20 | 0A Consuting [ 32nrs [ usssomr [ uss1,600.00
Total | US$1,600.00
Current | 30days I 60 days ‘ 90 days ‘ 90+ days I
Us$0.00 | ussieoooo | ussoon | ussoo0  |ussso7s.00]

You may not want to display this with each invoice or with each customer. Consider creating a separate set of
invoice layouts and apply as needed.



How to Email Trial Billing Balances From OpenAir

NetSuite OpenAir supports the ability fo set auto-bill options to run billing rules automatically based on configured
frequency. However, there is another option available on the auto-bill form called Trial Billing.

NetSuite OpenAir supports the ability fo run a tabular, or detail, report of pending billing fo preview the transac-
tions that would be generated if the billing were to run at the tfime of the report execution. By configuring a tabular
pending billing report filtered on project stages that may generate invoices, you can save and schedule the report
fo run on a regular basis and email you the results.

This new approach to Trial Billing provides much more information by including specific project and client details
that were not natively available with the trail billing auto-bill functionality.

5 Project Acquisition to OA  Client Zummaace
sandbox

FINANCIALS

This is a copy of "TOP Step”. It was created at 2018-10-02 11:04:06

ana.jals: Billing: Rules Ru a

Auto-bill

== :
Cancel

Email the results of the
auto-bill run to

General
Run auto-bill on
Do not auto-bill

) Run a tnal billing, do n
ch

te project billing transactions or

t billing transactions and charges

Run billing and create proj

= Email the results of the auto-bill run to:
Users to email > Create

Suppress the email if nothing is billable

= Run auto-bill on:

Day

Monday ~  at 12am ~ 15 ~

are

To set up a tabular pending billing report, navigate to the Reports module -> Tabular tab and open up the Projects
— Pending Billings report.

& Management

This is a copy of "TOP Step”. It was created at 2018-10-02 11:04:06

pending billing v
LgadingMESSUTES &nd AtinEes
Loadmig=Hierarciies 2nd [ HEHETEHE)
ALL TABULAR
Projects — Pending billings 6.4 Template |
Rating
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Open up the report and configure the desired fields to display on the report layout. The date ranges may be left as
‘all’ since only approved hours and active billing rules will produce information for the report, similar to running the
Advanced Pending Billing report. Depending on your NetSuite OpenAir setup, filtering by Project Stage provides
the ability to only include projects that are available for invoicing.

Reports P LY
. -

Jrews

Saved reports may be scheduled by clicking on the schedule icon when locating the report under Saved Reports
> My reports.

B Reports

sandbox

This is & copy of “TOP Step”, It was created st 2015-10-02 11:04:06

RepariName ~ | Edit | View

Ky reparts Shared reports Al reports

Action & Name

il Pending billing
1 row

I Schedule Pending billing

Email options
General
Other
Run the report at the following time Day Hour Minute
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How to Resolve Error When Invoice Is Submitted for Approval in OpenAir

When a user is submitting an invoice for approval, they might encounter the following Error:
“Please note the error id xxx for future reference.”

If one then navigates fo the invoice that one was attempting to submit, they will see a status remaining Open, but

Page not found
Our support department was notified

Please note the error ID X8fr-RFKufHF-wtQVrJzgAAAAAs for

future reference

Click here to go to our home page |

the history stating that the invoice was submitted.

In most cases this particular error is encountered due to the Project Invoices Approver field being blank on the

Invoice #1312-CLS | Client
SUBMITIAPPROVE

LU B NG LONUracts Anaysis

Additional amail addresses to CC

( J

Notes or comments to be included in the notification

Approval history
Status: Open

The

s [Any user]

Date/Time | Action

'
¥ Alexis Jackson |

Openiir ORACLE NETSUITE

project properties page.

Follow the steps below in order o resolve the error:

1. Navigate to Projects > [select a project] > Properties

2. Under the Project approvals section, select a value under Project invoices approved by
3. Click Save

4. Re-submit the invoice for approval

This will clear the error message and allow for the invoice to be submitted.
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Using Trending Bill Rates for Budget Planning in OpenAir

Trending bill rates will provide you with valuable information for budget planning. NetSuite OpenAir has all the key
information required fo report on bill rates by project and trend bill rates over time by a variety of cross-sections.
Using NetSuite OpenAir to provide bill rate trends versus using spreadsheets or other tools is worthwhile and will
help you improve the value of your system overall.

Bill rate trends can not only help you with budget planning but can also give you the insight to see how you
compare to market standards, if you are leaving money on the table or if you may be losing business to competition
over price. You can also look at the frends by service offering type or contract type if you have configured this type
of data tracking on projects.

Top Step’s recommendation for bill rate trending is to set up reports and chart views by contract type: hourly
contracts, fixed-fee contracts, and overall performance for an overall company or entity view.

Consider all hours worked on the contract, billable and non-billable, to compute an effective bill rate. We have often
seen organizations use just billable hours or focus on the definition of a workweek as the limit for effort on a project,
which skews the effective bill rate.

Trending bill rates provides input fo capacity planning and is a good analysis fool o compare year over year
budgets. By trending bill rates by type of offering or engagement, you will have essential data to determine if bill
rate increases are warranted.

How To Trend Bill Rates In OpenAir

To trend bill rates, first, you must define a custom calculation for real-time bill rate reporting by period. Typically
bill rate calculations are defined as invoiced totals by total hours. One thing to keep in mind is the type of invoice
total being used for trending — using the Total Invoiced value will skew bill rate calculations if expenses are also
billed to the customer.

The recommended calculation for bill rate analysis is:
Invoices Fees / Timesheet Approved Hours

Timesheet approved hours are important rather than using timesheet all hours since only approved hours may be
considered for fime billing. Although fixed fee projects do not have this dependency, using a consistent equation
across all types of contracts will ensure consistency across reports.

To break bill rates into ‘types’ such as hourly or fixed fee, it is recommended to infroduce a custom field on projects
to identify the type of contract funding the customer project. By using report filters on custom calculations, you
are able to create a Fixed Fee Bill Rate value and an Hourly Bill Rate value. For an Overall Bill Rate value, simply
calculate the bill rate without any contract type filters.

Prepaid projects pose a unique challenge in this approach, as they will inflate the bill rate when including the tofal
prepaid amount. It is recommended these contfract types either replace the invoiced amounts with revenue earned
amounts for the calculation or be excluded from bill rate tfrending until the project is closed.

The following four reports are recommended for trending bill rates:

1. In Progress Hourly bill rate trending — filtered by active project stages (excluding completed project)

2. In Progress Fixed Fee bill rate trending — filtered by active project stages (excluding completed project)
3. In Progress Overall bill rate trending — filtered by active project stages (excluding completed project)
A

Completed Overall bill rate trending
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Dashboard charts can be created to compare trending across the In Progress reports and a single dashboard chart
for completed project bill rates.

A word of caution

Prepaid contracts are typically recognized as earned revenue on an hourly basis. This would be the one exception
fo the custom calculations and require a contract type of Prepaid fo be used to segregate projects of this type for
earning. If you are not doing revenue recognition in NefSuite OpenAir but have prepaid contracts, your alternate
approach is to not include these projects in the reporting analysis until they are complete.

Budget Transaction Feature Conversion Tip

If your organization is considering using the budget transaction feature, there are a few items to consider before
‘flipping the switch’ If you are not familiar with this feature, what it supports is the ability to enfer a budget amount
for the project with a specific date field. This budget amount can then be categorized by a type such as labor,
expenses, efc. and can also be categorized by your services (activities) in the organization. It also supports an
allocation feature of budget %'s to named resources along with reason categories for the allocation. Check out
the Budget Transaction information in the NetSuite OpenAir Admin User Guide under the Support tab for more
information on this feature.

Without the budget transaction feature activated, the project properties form supports a budget (money) field
that is a currency entry field. You enter the budget amount here and now standard reporting fields like Incurred vs.
budget are available for use. You can also view the budget amounts in the list views as a separate column. Users
start considering the budget transaction feature when the topic of change orders or additional funding comes
into play. If you use the standard budget field, there is no historical tracking of information in this field other than
running an audit trail report on the project itself. By using the budget transaction feature, you can enfer a new
fransaction for any budget changes (positive or negative) and the total budget amount will be displayed in the
budget (money) field on the properties form as read-only.

Converting to this feature does require some planning however. Before flipping the budget transaction feature
switch (an infernal switch that can be enabled by NetSuite OpenAir Support), run a tabular report for projects
to include the following fields: Internal id, project name, currency (if your company has multi-currency), budget
(money). Other fields may be added but the ones mentioned here are the key ones. Now you have a full list of the
project budget values. These will then need to be loaded back info the project as a budget transaction after the
switch is enabled. Why? When the switch is enabled, the budget (money) field will become read-only and display
the current value that was in place before the switch was changed. However, the first time you add a ftransaction
to the project, the value of the budget fransaction will replace whatever is in the read-only field. This is why it is
important to save a full budget value list from your projects so you can upload the initial budget tfransactions back
into the projects and maintain your data accuracy.

How do you load budget transactions? This is done using the NetSuite OpenAir database-loading tool.

Atftaching Customer POs/Agreements to Project Budgets

Project Budgets allow you to create a budget against a project that is connected to a work breakdown structure
or at the overall project level. One of the features within project budgets is the ability to attach Customer POs
or Agreements to the project budget fo give you a projected billing amount that represents the sum tfotal of all
funding documents attached to the project.

To create a project budget that is linked fo a single Customer PO/Agreement or group of customer POs/Agreements,
go to Financials —> Project Budget within a given project and click the green plus button to create a new project
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budget. On the new project budget screen, there is a checkbox called ‘Get planned billings from Agreements
and Customer POs attached to the project,” Checking this box will reveal a list of all customer POs/Agreements
aftached to the project. You will also notice that the “Billing,” amount in the “Planned Budget,” section of the new
project budget screen will auto-populate with the total amount of all funding documents associated with the
project.

[

10000 50

Type Name Number Date Total

Customer PO Customes PO #1 041ee & 000 USD

Customer PO Custames PO #2 i 042518 0.000 USD

After creating the new project budget, you will see an 'Agreements,” section on the left navigation pane on the
/Budget,” link within the project budget. The name is a bit misleading as it will show any Agreements or Customer
POs (not just Agreements) associated with the project. This screen provides a breakdown of each Customer PO/
Agreement associated with a particular project budget, which includes the total funding amount and the remaining
dollars based on the 'Planned,” budget (calculated from the labor/expense/purchase budget entries for that project
budget.

PROJECT FUNDING DOCUMENTS

Customer PO #1

5,000.00 3.375.00’ 1,625.00

Customer PO #2

10,000.00 0.00 10,000.00

2 afp—

-

The ability fo connect Customer POs/Agreements fo project budgets is a nice feafure as it allows you to derive
a budget based on all the funding agreements associated with a given project. You can choose to use Customer
POs or Agreements (or both) to produce an estimate. You can also set up multiple project budgets within a given
project and associate your Customer POs/Agreements with specific budgets or use the same customer PO/Agree-
ment across multiple project budgets. This affords the end user significant flexibility when using Customer POs/
Agreements to produce project budgets.

How to Use Margin Trending for Planning

Margin trending requires the ability to view cost information. This applies to standard margin values as part of the
OpenAir database or custom calculated margin values using cost in the equation. Cost viewing is sensitive if cost
is representative of a user’s unique cost to the company. To allow margin reporting without exposing sensitive cost
information, additional cost levels (up to three) are available per user.

One cost level is usually dedicated to actual cost and restricted by role permission to viewing by Administrators,
Executives, and Finance resources using NetSuite OpenAir. A second cost level may be used for a banded cost
value that is the same across resources or the same across types of resource such as job codes. For example, all
project managers cost the company $100/hr while technical writers may cost the company $50/hr. Cost levels can
be renamed in the terminology controls of OpenAir. In the examples that follow, the Primary Loaded Cost field has
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been renamed to Actuals and the Secondary Loaded Cost field has been renamed to Banded.

It is commonly known that different types of positions in the company are at different salary bands, so a banded
general cost at the job code level does not expose any information other than a general cost value for that type of
person. Role permissions provide control of what level of cost users will have access to and therefore which margin
reports will be available for use.

OpenAir provides a standard reporting value on summary reports called Projects-Project Billing Margin. However,
depending on your configuration such as various charge stages for controlling financial reporting, it is best to
create custom calculations with values representing margin. This also supports the ability to create margin values
using the different cost levels so one set of reporting values can be restricted to actual cost values and another set
using banded costs.

As you get ready fo create your margin custom calculations, it is recommended to use revenue values along
with the cost of fimesheets and expenses. If you are not using the revenue recognition features of OpenAir, then
invoiced amounts will suffice.

OpenAir does not provide a single cost value representative of the total cost of a project so this will be your first
custom calculations — adding Timesheet Approved Actual Cost to Approved Expenses. Total cost values usually
created include are:

Total Cost (actual) = Timesheet — approved acfual cost [actual cost] + Approved Expenses
Total Cost (banded) = Timesheet — approved actual cost [banded cost] + Approved Expenses

Margin calculations are then calculated by using the fotal cost and earned revenue. The custom calculations would
include:

Margin (actual) = Recognized Revenue — Time Cost (actual)
Margin (banded) = Recognized Revenue — Time Cost (banded)

To calculate a margin percentage, another set of custom calculations is required by dividing the margin value by
the recognized revenue:

Margin %(actual) = Margin (actual) / Recognized Revenue
Margin %(banded) = Margin (banded) / Recognized Revenue

The full benefit of margin calculations is best realized when using custom fields on projects to identify the type
of contract and/or the type of offering. By using contract type or service offering type as subtotals on summary
reports, margin and margin % values can then be reviewed by each of these categories providing valuable data
analysis for strafegic business decisions.

Dashboard charts can be created to trend margins across timeframes for graphical representation of the data.

Considerations

Travel expense reimbursement by clients typically is a 0% margin or may have a small admin fee or markup
associated with the rebilled receipts. By adding expense info the fotal margin calculations, the average margin of
the project will tend to be reduced. It is recommended to compute margin and margin % using labor only then
create a fotal margin and margin% custom calculation for comparative analysis. This will provide more visibility into
the cost of labor versus the cost of expenses.
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Instant Audit Trail of Custom Fields in OpenAir Without Running a Report

Did you know you could access the audit history of changes to custom fields in OpenAir without running a report?

If you are viewing a project form in OpenAir and want to see the historical changes of the custom field ‘Time Entry
Allowed’, you can click on the field name and view the changes including who made the change, the date and fime
and what the previous and new values were.

How it works

Normally, when you are moving your mouse over the screen, your pointer icon appears something like this. When
this quick audit feature is enabled, any custom fields that have a quick audit trail available will be links and therefore
will change your pointer to a hand icon something like this when mousing over the field name.

The hand icon is an indication that the name of the field can be clicked to display the audit trail information.
Changes made to the fields prior to enabling this feature are displayed in the quick audit.

Any changes made to the field while proxied do not show the proxy information. Instead, the user who actually
made the change is displayed.

Even after this feature is enabled, certain field types are not automatically available to be displayed in the audit
pop-up until each field is enabled by NetSuite OpenAir Support upon request. The field types are:

e Textarea

e Pick List

e Multiple Selection
e Allocation Grid

For example, if you have a custom Pick List field that you want to display audit information in the pop-up, you will
need to request NetSuite OpenAir Support convert that specific field fo a quick audit field. If you want to change
the field back, you can set it back by modifying the custom field and selecting the option ‘Convert to extended
audit’

Note: This feature must be enabled by NetSuite OpenAir Support. The switch name is ‘quick in-page custom field
audit report popup.

Using Custom Fields Instead of Filter Sets

Do you know you can use custom fields instead of filter sets for pending billing and recognition reports?

For many years the only way to limit projects included in the Pending Billing or Pending Recognition was using a
standard set of NetSuite OpenAir fields including customer, project, project stage, and project owner or by setting
up a billing code schema to include certain projects. To address regional ownership of projects, many times these
standard filters were difficult to use since none of these single filter categories aligned with a region so filter sets
were implemented. As projects were set up, they were associated fo a specific regional filter set and that filter set
was applied to the pending billing report to control project inclusion.
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Cancel Reset Run the report m
= Time Period
Date range Start (MM/DDIYY) End (MM/T

Al x| ||

For a specific date range use the ‘Custom ==' option and enter start and end dates

=~ Filters
Client filter > Create
Project stage filter > Create
Project filter > Create
Project owner filter > Create
TRiotes Reqred o TrReShesTTeT T
Status Repart Candidate filter > Create
Billing Type filter > Create
Offering filter > Create
SalesSource filter > Create
Include Release Mgmt filter > Create
Referral filter > Create
Company filter > Create
Apply Cost Layers filter > Create
Work Complete Tasks Created filter > Create
Project Health filter > Create
Customer Sentiment filter > Create
Exception Billing Rule (DLC only) filter > Create
Exclude BAS filter > Create
Auto Budget Status filter > Create
Test filter > Create
User picklist example filter > Create
Allow Time filter > Create
Create Initial Bookings for the Project filter > Create
Keep Tasks and Bookings in Sync (Hidden Field) filter > Create
Egnyte Folder Created filter > Create
Project receipts on export to NetSuite filter > Create
Export to NetSuite filter > Create
LAvailahls for Project Cooy? filtar s Craata

There is another way that will support the inclusion of projects in these pending reports as well as support flexible
reporting within other reports such as summary and detail reports — use of custom fields. Any custom field that
can be included on a report filter (such as a dropdown, checkbox, and so forth) is automatically available on the
Pending Billing and Recognition report. This provides the ability for your project to have one or many ways to be
categorized and included or excluded from the report by region, department, or any other segmentation you desire
o align with your organizational structure.

Simply add a custom field definition to the Project form that has a defined set of values (dropdown, checkbox, radio
button) and populate it across your projects. The field will automatically appear as a filter option on the Pending
Billing and Pending Recognition reports.

Now let your Finance team know about the customization and how to use these fields on the Pending Billing and
Recognition reports. For even more efficiency, save regional copies with the filters preset and share them with the
regional Finance owners!
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Improving the Presentation of Field Data Points in Forms

Improving the presentation of field data points in forms within OpenAir is easier with Tag custom fields. For
left-minded individuals, or for those who consume information faster visually, you can create Tags in forms whereby
list views and reports will format cells with color schemes. This helps allow key metrics to ‘pop,” and support your
business initiatives.

To create a Tag, navigate to Administration > Global Settings > Custom Fields : Custom fields and create a new
Custom field. Select the Tag,” field type, where you may define tags using the ‘Modify,” button.

Use the  +  bufton and enfer the text value for the tag followed by the HEX color value you want to display on
lists:

Risk - Budget:

Greens005C5B
Yellow®FFFF33

Red#FF0000

aCkE000000

You can drag and drop to reorder these values in the form dropdown.
Note: You do not have to name the field the color.

For example, you may add a value like

;/100% #006C5B,

The result will be a cleaner list or report interface like this:

> Client " Project - Risk - Budget =
Cooper Softwi v All v All v

i Software ERP Delivery YELLOW

Software per Software F | YELLOW

1 Software JAD Implementat [ GREEM |

https://www.w3schools.com/colors/colors_picker.asp is a valuable tool online for finding corresponding HEX values
for colors. Alternatively, you can use Microsoft Paint 3D (pre- installed in Windows) and use the Color-Picker to
copy HEX values:
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How to Use Forecasting in NetSuite OpenAir

Financial and staffing forecasting in NetSuite OpenAir helps management monitor operations and make adjust-
ments to keep the plan intact for revenue earnings, staffing demand, and achieving corporate financial targets.
Forecasting also provides early insight into pipeline or sales activity for early planning of staff and timelines for
customer delivery.

NetSuite OpenAir's forecasting functionality leverages the same features as actual invoicing and revenue recogni-
tion with a simple substitution — time is not timesheet based but resource scheduling based. As long as resource
scheduling is a part of your system usage, forecasting is within your reach.

NetSuite OpenAir's model is bottom-up — faking detailed forecasted time transactions and processing each
through billing and recognition rules fo obtain financial value.

Forecasting is aligned to your scheduling activity which, in turn, enforces the resource scheduling process and
emphasizes the importance of planning.

Forecasting highlights those projects that may require more funding or are predicted to exceed funding caps
established by the contract, allowing time for corrective actions or customer discussions.

If you are not doing resource scheduling and invoicing in NetSuite OpenAir, you can still do basic straight-line
forecasting. This requires projects to have a defined end date (custom date field) along with the start date and
financial budget which is then spread evenly across all working days between the start and end date. This is the
quickest way to forecast in NetSuite OpenAir and may replace spreadsheet equivalents for a more automated
approach.

How

Forecasting in NetSuite OpenAir uses a feature called ‘Charge projections’. Charge projections use the revenue
rules or billing rules coupled with the resource bookings or task assignments (and actuals in some cases) fo provide
a forecast. In order to use Charge projections, you must have either revenue or billing rules created within the
project and you must have hours scheduled via assignments or as resource bookings.

NOTE: Top Step recommends bookings to most customers due to the controls allowed for resource loading during
specific date ranges.

Charge projections can be set up by navigating to Administration —> Application Settings —> Project seftings —>
Charge projections.

To define what will be included in charge projections you will select the setting
e Booked Hours: hours from resource bookings

e Assigned hours: hours from user task assignments

e Approved hours: actual approved hours from timesheets

e Worked hours: hours entered in a fimesheet regardless of the timesheet status



This in a copy of "TOF Step®. It was created at 2018-10-02 11:08:06

Projects Setlings Charge projections

Edit

-

Sattings
= Status
Projections filter

Global charge projections and recognition projections wen last run at
Date range 1001718 11:01 PM

Recognition Project charge projections and recognition projections ware last run at
10/09/18 03:56 PM for the Qvolechi : Ad-hoc Consulting project

Run charge projections

# Settings

Charge projections hours are from
Assigned hours
Bocked hours

- Approved hours
Worked hours
Approved and baoked hours
Approved and assigned hours
Worked and booked hours

© Worked and assigned hours

Approved and boocked hours (ignore booked hours If worked or approved hours are legged)

Worked and booked hours (ignore bocked hours if worked or approved hours ara logged)

7 Use the last day with approved time as the break dale for Approved
and boaked

Top Step Recommendation: Booked hours provide control based on resource scheduling and emphasizes the accu-
racy of information. Approved and booked hours provides refined forecasting based on timesheet approvals but
has some limitations of fime substitution between booked hours per day and actual hours per day via fimesheets.

Date Range configuration is dependent on how frequently billing rules are run and custom calculations you may
have configured.

If you are running billing rules every day automatically, select a relative date range of foday or fomorrow

If you run billing at the end of each week or month, select an absolute date range with a defined start date of the
current forecast period with an end date of 4-5 years in the future. This requires the update of the start date at the
start of each forecast period.

Charge projections can be run on-demand but are usually set up to run nightly. Select ‘every day’ and the optimum
fime during the evening hours to run when most users are not on the system (all times are in Eastern Time Zone).
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8 Inclode inacive projecds

Status Project stage > Create
SeTings

Projecsons fitor £ Daterange

Brof wil be go d fac the fied range. You can ues a reladve o 3n atealite rangs
Date range -

Stan Durason {darys) *
Recogriticn Last wook . s

= Recognition

@ Creals recogntion projections

= Run charge projecticns
Run charge projections now Automatically run the charge projections

Drary Houwr Mruls
Ewnry day /81 12am | 0O 2

Any report that uses projections requires projections to be run prior to the report being run. Reports will reflect the
projection as of the most recent projection run.

Projection values include, but are not limited to:
Projects =Projected Revenue [rules]

Projects =Projected Billing [rules]

Projects =Projected Billable Hours [rules]
Projects =Projected Cost [rules]

Custom calculations adding projected value to actual values (i.e. Invoices =Total Invoiced) will provide information
on fotal project budget and financial burn/projections.

A word of caution

Fixed fee rules with specific dates may not appear in forecasting if the date is too far in the past. A standard report
available under the Advanced Report fab called Fixed Fee Projections will provide the forecasting of those fixed
fee rules that have not run and are overdue. Keeping dates updated on fixed fee rules is critical for inclusion in
forecasting reports.
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Want to Forecast Financials for a Specific Project Ending Next Quarter?

When using charge projections based on approved hours and there are projects that have fime billing rules with

caps, make sure you use a ,‘relafive,” date range otherwise projections may not be accurate for those projects that
bill using caps.

Administration

Settings
Projoctions Mt
Date range:
Recognition

Ruin chaige projections

How to access

#= Projections filter

Limit the Creation of projections 10 Specific project $1ages and project's active status.
These filters are ignored if projections are gensrated for a single project from its properties form

¥ Include inaciive projects

Project stage > Croate

= Date range
Projections will be generated for the specilied range. You can use 3 relative or 3n absc|ute rangs
Stait Duration (days) *

This menth v | 365

# Recognition

Go to Administration > Application Settings > Projects Settings > Charge projections
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5 Primary Methods to Automate OpenAir Data Imports and Exports

It is often necessary or desired to transfer data between OpenAir and other systems. While many options are
available to accommodate this, there are five primary methods to automate OpenAir imports and exports. Below is
each method along with the pros and cons of each:

1. Direct connection from an external application to OpenAir
e Pros:
e Access OpenAir data directly from other systems or applications with no middleware required
e Can reach OpenAir in real-time
e Cons:
e Requires API key purchase and knowledge of specific API fechnologies (SOAP/XML)
2. Direct connection from OpenAir to an external application
e Pros:
e Contained entirely within OpenAir, respects OpenAir’s security
e Does not require an API key purchase
e Cons:
e Can't process data real-time
3. Indirect with Middleware
e Pros:
e Most middleware fools have pre-built connectors for numerous systems
e Liftle or no development experience required
e Cons:
e Can be costly
e Requires purchase of APl keys on top of middleware costs
4. OA Business Intelligence Connector
e Pros:
e Uses standard technology (OData protocol) that many tools can interact with
e Able to export list views as well as reports
e Cons:
e Extra cost (in addition o OpenAir license)
e Export data out of OpenAir only — does not facilitate imports
5. Integration Manager
e Pros:
e Simplest method, well-suite for one-time imports/exports
e Cons:
e Challenging to automate; has fo reside on an always-on Windows system

e Changes often require rebuilding the import/export configuration from the beginning



Using OpenAir Integration Manager tfo Update User ,“Switch,” Fields

The OpenAir user record contains many fields and configuration options that, while they reside on the user form,
are not actually associated with the user table in the OpenAir database. They are part of what is referred to as the
Sswitch,” table in OpenAir.

One area of the OpenAir user record where the associated fields are stored in the ‘switch,” table is the ‘Application
Access,” section within the ‘Access Control” page. This page controls which specific modules a given user can
access in OpenAir.

Module Access Updates:

Often clients want to do a bulk update to change the modules to which a given subset of OpenAir users can access.
Previously it was not possible to access and update these ‘switch,” related fields in bulk via Integration Manager
which is the tool that is often used to complete these mass updates. However, with a recent upgrade, now you can.

To use Infegration Manager to make bulk updates to “switch,” associated fields on the OpenAir user record, perform
the following steps. In this example, a csv file is created and used to determine the specific modules that a group
of users can access within the system.

1.

Download the switch,” table into csv format (check the box to suppress audit field data) under Administration
—> Global Settings —> Import/Export

2. Search for ‘module_off” to locate the module access fields
3. Create a csv file with the following columns:
Internal ID

Disable Timesheet Module Access

Disable Expense Module Access

Disable Project Module Access

Disable Resource Module Access

Disable Invoice Module Access

Disable Purchases Module Access

Disable Workspaces Module Access

4.

6.
7.
8.
9.

Retrieve the infternal IDs of the OpenAir users that you want to bulk update per 3a and add them to column
A'in your csv file

Put a “1"in the module access columns for each user that should NOT have access to that specific module for
all rows in your csv file per step 3. If you leave it blank, that means the user can access that module.

Open Integration Manager
Find the "User,” table mapping (the one pointing fo the leff)
Right click and select ‘Field Mapping,”

Select the csv file you created in step 3

10. Map /Internal ID,” to 1D,

1.

Click the “Switch,” button in Integration Manager
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12. Type in the name of the back-end field name for each module access ,'switch,” field. Use the ‘switch,” table data
dump per step 11o get the exact name:

rm_module_off = switch to disable Resources module access

pm_module_off = switch to disable Projects module access

ta_module_off = switch to disable Timesheets module access

te_module_off = switch to disable Expenses module access

tb_module_off = switch to disable Invoices module access

km_module_off = switch fo disable Workspaces module access

po_module_off = switch fo disable Purchases module access
13, Perform step 12 for each module ‘switch,”
14. Map each module ‘switch,” field you created in step 12 to the applicable column in your csv file
15. Click Ok

16. Complete the bulk import

L} + OpenAir Integration Manager - x
File Options Select System Help
Welcome to Opendir Integration Manager! Please select the item you

want to transfer to or from OpenAir. Right-dick on each row for more
advanced options. Click "Start” button to begin transfer.

Opendir <> Destnation/Source |
Timesil ® Text CSV File
Timegil ® Text CSV File
Timesheet ® Text CSV Fie
Tmesheet ® Text CSV Fie
Tmesheet entry ® Text CSV File
Timesheet entry ® Text CSV File
Timesheet/Timecard en @ Text CSV File
Todo ® Text CSV File
User o) Text CSV File
User Location ® Text CSV File
ol

Exit Start




=
'ﬁeld Mapping X
Map Opendir figlds to fields that will appear in the text file. To change the field order, dick on a
field in the "OpenAir™ column, and drag it to a new kocation. To change a field mapping, dick on
a field in the "Destination/Source™ column, and drag it to a di t OpenAir field. Field rows with
green arrows will be transferred to the text file. Double-dick 281 arrow to remove it.
Openair Source A | CalcField
o= | [Co]
Ta_module_off | +=+ | Disable Timesheets Module Access
Te_module_off | 4+ | Disable Expenses Module Access
Pm_module_off | 4= | Disable Projects Module Access
Rm_module_off | += | Disable Resources Module Access
Th_module_off | +—F | Disable Invoices Module Access
Po_module_off | +—F | Disable Purchases Module Access
oo o R
Combine Date
Address1
Spoiit
Lastname
Clear Spiitting
Middie
Title
Firstname
Name
Nickname
Address2
Address3
Address4
City
State
7y v
< >
[CInew serverside lookup by extemal_id EI Cancel ||

How to Use the OpenAir Business Intelligence Connector

Ready fo get started with the OpenAir Business Intelligence Connector? Top Step has a step-by-step guide to
show you how the publishing process works. For purposes of explanation here, we will use an Excel document, but
keep in mind that the OABIC works with any Bl tool that supports the OData protocol:

Create a report in OpenAir and save it the way you would any report

” ou

Find the report under ‘saved reports,” ,‘my reports,” in the OpenAir Reports module

Go into the action buttons and choose ,‘publish to OData,”

At this point, you will receive an OData service URL

Copy the URL

Go into your Excel document

Do NOT use the ,‘get data,” button in Excel; Instead, choose ,"new query,” which is next to the ‘get data,” option

Choose ,‘From OData feed,” under the From Other Sources,” menu option

You will be prompted to paste the URL here

Log in with Basic,” using the company name/user name and the password
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This connects you to the OData server

e From the server, choose the title of the report you want (The report title is auto generated, so you cannot
customize the name. You will need to remember the file you wanted or go back into the OData feed to retrieve
the report title now.)

e Once you have found the report you want, click the edit button and bring up “query,” (This allows you to tweak
the document one more time before it goes into Excel if you like)

e Close and load your report

The steps in this process are relatively straightforward and easy to follow. Rest assured it won't be long before you
have the process memorized, making it even faster and easier to start using the Bl connector to get data out to
the relevant parties.

“Gotchas,” to Keep in Mind as You Use the OABIC
While it won't take long fo adapt fo using the OABIC proficiently, there are a few ,‘gotchas,” to keep in mind as you
start working with the tool:

Requires a User Login: Because the OABIC cannot be used without an actual user login, no SAML-only users can
publish or retrieve reports on the OData server.

Limits on Requests: There are limits on the number of requests you can make to the OABIC. The request limits are
similar to those used for scripts and API calls. You can make 500 requests per minute and you are allowed 10,000
requests per account per day. It is the second limit that businesses often find the most challenging.

Only Supports OData V4: No previous versions of OData are supported. However, most tools that support OData
also support V4.

Works Only One Way: Your data can be viewed in your Bl tools, but changes made in the Bl tools will not be
reflected in OpenAir. You will need to change your data on the OData server to make it available in your Bl tool and
accessible 1o all recipients.

Frequency Limits: Remember you are limited to running one automatically scheduled report per day. However,
you can manually run as many reports daily as you like.
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How to Trend Bill Rates for Budget Planning In OpenAir

Trending bill rates will provide you with valuable information for budget planning.

Top Step’s recommendation for bill rate trending is to set up reports and chart views by contract type: hourly
contracts, fixed-fee contracts, and overall performance for an overall company or entity view.

Consider all hours worked on the contract, billable and non-billable, to compute an effective bill rate. We have often
seen organizations use just billable hours or focus on the definition of a workweek as the limit for effort on a project,
which skews the effective bill rate.

Trending bill rates provides input fo capacity planning and is a good analysis fool o compare year over year
budgets. By trending bill rates by type of offering or engagement, you will have essential data to determine if bill
rate increases are warranted.

How

To trend bill rates, define a custom calculation for real-time bill rate reporting by period. Typically bill rate calcu-
lations are defined as invoiced totals by total hours. One thing fo keep in mind is the type of invoice total being
used for trending — using the Total Invoiced value will skew bill rate calculations if expenses are also billed to the
customer.

The recommended calculation for bill rate analysis is: Invoices Fees / Timesheet Approved Hours

Timesheet approved hours are important rather than using timesheet all hours since only approved hours may be
considered for fime billing. Although fixed fee projects do not have this dependency, using a consistent equation
across all types of contracts will ensure consistency across reports.

To break bill rates info ‘types’ such as hourly or fixed fee, use a custom field on projects fo identify the type of
contract funding the customer project. By using report filters on custom calculations, you are able to create a Fixed
Fee Bill Rate value and an Hourly Bill Rate value. For an Overall Bill Rate value, simply calculate the bill rate without
any contract type filters.

Prepaid projects pose a unique challenge in this approach, as they will inflate the bill rate when including the total
prepaid amount. It is recommended these contfract types either replace the invoiced amounts with revenue earned
amounts for the calculation or be excluded from bill rate trending until the project is closed.

The following four reports are recommended for trending bill rates:

1. In Progress Hourly bill rate trending — filtered by active project stages (excluding completed project)

2. In Progress Fixed Fee bill rate trending — filtered by active project stages (excluding completed project)
3. In Progress Overall bill rate trending — filtered by active project stages (excluding completed project)

4. Completed Overall bill rate frending

Dashboard charts can be created to compare frending across the In Progress reports and a single dashboard chart
for completed project bill rates.
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Phase Level Budget vs. Actuals Reporting in OpenAir
Do you want fo get phase level budget vs. actuals reporting in OpenAir?
We have found the best way to do this is o use the project budget feature and create a Task,” level project budget.

Next, create a summary report subtotaled by phase that also includes the project budget hours and the actuals
value that you want to report on (i.e. actual hours invoiced).

The project task budget will roll up to the phase level.

What is the OpenAir Project Center and How Does it Help Me?

In the Spring 2019 release, OpenAir intfroduced the Project Center. This optional feature, which must be enabled by
OpenAir support, merges common project management functions info a single screen. If you're a project manager
who manages both project bookings and project plans, the Project Centfer can save a lot of fime by avoiding
context switching.

The two main components of the Project Center are the outline view and the booking worksheet. The outline view
allows you to manage project plans which include phases, tasks, and milestones. You can add and delete phases,
tfasks, and milestones in the User Interface without moving to another screen. Editing a project plan element does
take you to the task, phase, or milestone screen outside of the Project Center.

Project Project Center implementation ~ Client: Atima Technology Project status Project progress =
PROJECT CENTER : ) HOT STARTED 0%

o34 03I

Integration Consultant
Project Manager 10,00 400 400

Dacovers Proiect Phases & Tasks 0.00 0.00

e

The Project Center is helpful for quick updates to bookings and project plans in an ,“Editable list view,” or inline
edifing.
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Enhancing Your Task View fo See All Task Related Components

In NetSuite OpenAir projects, it is common for people to use the Outline view to manage their project plan. The
outline view provides an indented display based on how you have setup phases on the project to clearly see task
grouping. By customizing this view, you can see the information related to task setup as well as from other modules
linked to the task object.

This information includes: Timesheet hours (worked, approved), Billed hours (when processed by time billing rules
for invoicing), and booked hours (if you are booking resources to the task level). Besides effort analysis, it is often
necessary to view specific settings on the task such as Service (or activity or part number or SKU or whatever you
have named this field) and Task Type. If you are using multiple service lines (up to 5 are available), it is also helpful
to look that information up as well.

NetSuite OpenAir supports the ability fo display Services and all service lines, if you are using those items in the
Outline list view.

=] Project Acquisition to OA  Clent Zummasce roject

sandbox P < NOT AL ABLE

This is a copy of "10F Step™. It was creabed st 2018-10-02 11:04:06

Finigh 5 Plamed 5 Weked T Biled® § Appowed T %Compkie § Statdale T Enddale 7

24 *0416/15  OAConsulling | #04r3015 56,00 31225 INTS 31225 100% | ouers B oaans B
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12, [ ¢ it ]
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And remember, if this data view is useful for more than just yourself, you can create a public list view for others to
select and view the same column layout.
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Calculated Start Date Vs. Fixed Start Date

On the project ‘outline’ view, by task, ‘Start’ & ‘Finish’ columns are not the same fields as ‘Start Date’ and ‘End Date’
columns (which are the fixed dates entered on the task form itself) ‘Start’ & ‘Finish” are system calculated.

Phases/Tasks: Outline

~show all » hide all

PhaselTask 1D Predecessors Assigned To Priority Start Finish

= 1.0 - Planning & Solution Design 18 071232018 08/01/2018

The calculated start date for the task is the start date that OpenAir computes, based on the project start date,
the planned hours for the task, the user assignments, percentage allocations, user schedules, and predecessor
relationships.

The fixed start date is a date field labeled Start Date ( mm/dd/yy), located on the Edit task form.
Starting date is optional and will override the OpenAir calculated dates.

If the Start date field at the fop of the Edit task form is left blank, the OpenAir system computes a start dafe
based on the project start date, fask assignments, user schedules, and any fask predecessors. This is considered
the ‘Calculated start date, rather than a Fixed start date’. For example: if you enter a fixed start date of 7/30/19 —
Despife the system thinking the fask should have started 7/28/19. ( based on the project and system automatically
calculating) You should look at the /‘Start Date,” for the frue start dafe of a fask as opposed to ,Start,” which is
populated by the system estimating.

Project Cloning Versus Project Copy

Many services organizations provide standard services that are a consistent set of tasks, timelines, and resources.
OpenAir provides an option for creating projects — Cloning. How does this differ from the Project Copy feature?
One important difference is that cloning also copies the project properties field content. This field content may be
extensive and require effort to set up each time after a project copy.

In general, cloning means just this — it makes an exact replica of the project.

Project cloning is meant to be a time saver but can work against you if not used properly. We recommend you clone
projects that are close or exactly the way your new project needs to be setup. If a project will involve completely
different billing rules or a new task structure, the clone function will take more time for project setup. For projects
requiring unique rule setup or task setup, the Rule Copy or Project Template Copy options are more setup friendly.

How to Clone Projects

Cloning a project in OpenAir has the benefit of copying all aspects of a project including custom field values on the
project properties form. To clone a project:

Select the project that you wish fo clone and navigate to the project properties form.

Select the Lightbulb icon on the far left to display the tips associated with the project properties form. In the tips
area, you will see an option fo ‘Clone this project’
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AR Project status: Project progress ~ -
PROPERTIES MORE - NOT AVAILABLE 0%

0406

Modify the form permissions
Click "Save" when you are done making changes.
Click the Account tab to return to the st view without

saving. )
Delete m Clone this project. sections

Signers
Up to 3 people can be designated as signers on a
project.

. For each signer select either a client, a user or enter an
email address
Clear the fields if you want to remove a signer.
Send the project information to Salesforce. com
Generate charge projections for this project

3 Q Page Buid Time: 1.013, Load Tme: 5 a1 2019-11.05 13:33:39 reate

[VRrR

All the attributes of the project will be cloned except for the name that will receive an initial default value of ‘cloned
from project_id xxxx" where xxxx is the internal project id of the project that you cloned.
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Some custom fields may be excluded from the project clone capability. This is a control on the definition of the
custom field and must be enabled by NetSuite OpenAir Support. When this option is checked, the custom field
contents are not cloned. This is useful for fields containing a unique key infegration value such as Salesforce ID or
NetSuite ID.
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Never clone, repeat, duplicate or copy this field

Please keep in mind:
Use Project Cloning for projects that are close or exactly the way your new project needs to be set up.

If a project clone requires completely different billing rules or a new task structure, the clone function will take more
time for the project set up.

For projects requiring unigue rule setup or task setup, the Rule Copy or Project Template Copy options are more
sefup friendly.

Using Tasks Tab to Close Tasks Across Projects

Depending on your project management methodology, you may have project managers responsible for closing
completed tasks within a project or have department managers handling multiple projects for small engagements.
Ever wonder if there was a quicker way to view a list of projects assigned to certain people or within certain custom-
er projects and be able to edit/close them quickly? Well, wait no more. Within the project, most people navigate
directly to the Phases/Tasks > List or Phases/Tasks > Outline view, which requires that the project manager click
into each fask in order to close it; this can take quite a bit of fime if multiple tasks need to be closed at once. Within
the Phase/Task fab is another task view called ‘Worksheet’. Clicking on this option will display all tasks on the
project.

Project Acquisition to OA

sandbox

[ ] Assigned To % Complete Notes Internal

]

- e s s ] 100%

The Task Worksheet view is enabled per project stage and access is controlled by the administrator. The worksheet
view only supports a single layout, which is set by the administrator.

If you navigate to the Task worksheet, you may see something like the following — a Closed column with a check-
box available for selecting which tasks to close.
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Also, depending on your setfting for the % complete field, if you can modify it on the task you may also modify it
in the worksheet view. The control for the % complete field editing is found under Administration -> Application
Settings -> Project Settings -> Other Settings -> ‘Make the percent complete field read-only’

Project stages which are set up to display the Worksheet view will display this option for any user allowed fo view
tasks. Any form permission controls regarding the % complete or Closed checkboxes are only respected on the
actual task form. The column list views do not reference the form permissions so if you are using form permission
role-based confrols for edit access, you may not be able to leverage this feature effectively.

Sefting Up Rule Templates in OpenAir Can Save Project Setup Time

Project setup in OpenAir typically includes billing rule setup and may also include recognition rules setup, if your
organization performs revenue recognition in OpenAir.

Billing and recognition rules can be copied when a project is created from a template. The task structure of a
project, however, may not be dependent on the contract terms of the engagement.

Billing rule and Recognition rule templates may be created independent of project task templates. Setting up
separate Billing and Recognition rule templates according to your typical contract terms provides an ability to
standardize contract term setup and ensure financial accuracy.

How
Set up tfemplates with a good naming convention. Naming the templates by the type of rule or contfract terms
configured allows you to easily identify which rules are being copied fo the project

Examples: RULE TEMPLATE — T&M, RULE TEMPLATE — Fixed Fee w/ Expenses.

Rule femplates should only have billing and recognition rules as part of the femplate. A best practice for Fixed Fee
rule setup is to enfter a money value of 1to make it apparent the value needs to be updated. Forecast reports or rule
execution will display the 1 value which highlights the need for rule correction. A best practice for T&M rules is to
use a standard rate card with money values of 1 for each job code. If the rate card or billing rates are not updated,



the T money value will stand out as part of the forecast and initial invoicing activities as an error.

To use the templates, access the Financials menu in the project and select Billing or Recognition. In either case, a
message stating that “This project has no rules’ will be displayed:

Financials: Recognition: Rules Run Auto-run Transactions

This project has no recognition rules.
Create recognition rules from the drop-down on the menu bar or
copy recognition rules from another project.

Click on the copy link in the message to display a copy from dialog form. A recognition rule example is included
here; the functionality works the same with billing rules copy.

Financials: Recognition: Rules Run Auto-run Transactions

Copy recognition rules

Copy recognition rules from this project
Select...

-

Cancel

Select the desired RULE TEMPLATE value and click Copy.

The rules from the tfemplate will be copied info the current project. After the copy completes, the user is able to
quickly update the information on the rule as necessary per the contract.

Using Copy Project Templates When Creating New Projects

NetSuite OpenAir provides the ability to copy projects for quick setup of standard task structure. Because of this,
project tfemplates are set up many times to provide standards for copying. The project tfemplate can also build out
other aspects including billing/recognition rules, approvers, budgets and issues.

Any number of templates can be defined and used in the copy functionality. If desired, only specific templates can
be identified as copy sources, otherwise, all projects with tasks are available for copy.

OpenAir project setup has a lot of components and requires administrative time. Project templates and the project
copy functionality exist to reduce the complexity and effort required for this key activity in the system.

How

OpenAir project templates are typically defined as standalone projects used for copying as part of project setup.
At a minimum, these projects have a naming convention indicative of the type of solution or project and a standard
tfask structure that may already have users, named or generic, staffed to it.

More robust tfemplafes also contain billing rules and revenue rules or standard issue/risk lists. Standard issue/
risk lists may be common risk assessment items or project startfup checklists that each project manager needs to
perform.
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Project templates are intfended to be used as a setup tool. A project stage, called ‘templates’ is typically setup to
hold all templates. To create a project stage, navigate to Administration —> Application Settings —> Project Settings
—> Project Stages and create a new stage called Templates.

This is a copy of "TOP Step™, It was created at 2018-10-02 11:04:06

Projects Settings Project stages

New
EEE .. oo
Options
General
Other
Project slage * Make this the default project stage for new projects.
1 [I 'I There is currently no default project stage)
NaotSuite integration
# Options
Check the options 1o allow at this project stage. Individual users may have further restrictions to thess options based on their role.
Dashboard Phases and tasks
Worksheat Team
Issues Budget
Project budget Utilization
Bassline Booking grid
Pricing Billing

Create your OpenAir femplate projects with standard tasks and sef the project stage to ‘Templates. Add rules and
other standard components for copying as desired.

The project copy featfure is part of the Global Create, which provides a ‘New, from another project’ option.

Projects All items

Projecls - Account-wide: Report

Chents: Chent
Ne:
Clients. Contac
| from proposal
Cuslom fields
Aleris
New budget alert Expenses: Authorization

Fynoncoc” Evnonoen ronnrt Kloas

By selecting this option, the project properties form will appear. At first, it may look like nothing is different since all
project properties fields are visible for completion, according to the form permission rules. A new field ,'Duplicate
phases and tasks from this project,” will appear, however, that will allow you to select the desired project to copy
for phases and tasks.
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Dunlicate nhases and tasks from this nmiect
+ Select...
abambo : Ad hoc Support - Amy's test project
abambo : Holding

General abambo : Release Mgt 2013 - CLOSED Jplicate project billing auto-bill settings
abambo : test
Signers Acedexon : Old Revenue Transactions Jplicate recognition auto-run settings
Notifications Acedexon : testbookings
Acejob : Bounteous Test Project - w/ Deposit Jplicate budget

acerent : OpenAir Deployment

ject approvals A
t o aceroid : aaaaa

Jplicate issues

Dashboard Acezoom : Amy - October 2019 release test project
hbled/disabled Acezoom : Business Efficiency
according to: Acezoom : test project release Jplicate notification settings
ACME Widgets : Kingland Project
b designations ACME Widgets : Test Project - Bianca splicate project approvers

ACME Widgets : Tool Implementation
albost : OpenAir Enhancement
albost : Template: Bespoke

ite integration ) :
Jplicate project budgets

e iy Allergan : Oppty XXX
: alphaity : Template: Minimal Task Structure o teyout
Filter set amill : OpenAir w/ CRM e the default invoice layout]
Attachments anise : Release Mgt

anise : SF OA Integration w Boomi

antecee : OpenAir Deployment

apodeo : 250: Deployment with Integration Services
anotude : ARM intearation

Below this option is a series of checkboxes that will allow you to copy other components of the femplate if desired,
such as budget, approvers, and rules.

Duplicate phases and tasks from this project
[select.. 3 Q

Duplicate billing rules Duplicate project billing auto-bill settings
General @ Duplicate recogpnition rules Duplicate recognition auto-run settings
Signers
Duplicate project pricing Duplicate budget
Notifications
Duplicate custom fields in phases and tasks Duplicate issues
jject approvals
Dashboard Duplicate invoice layout settings Duplicate notification settings
hbled/disabled
e Duplicate dashboard settings Duplicate project approvers
b designations
Duplicate expense policy Duplicate project budgets

ite integration

Initially, the project list from which you can copy will show all projects active with tasks. This list can be limited o
a select set of projects that have been tagged fo be a femplate. This femplate indicator control ensures users are
copying from the standard project list and avoids propagating user setup issues from project to project.

To set up the template indicator feature, navigate fo the Administration —> Global Settings —> Custom fields area.
Select the option to Create [+] New > Custom field and create a checkbox custom field on the project with the
specific name: duplicate_from_project.



Administration All items
New Account-wide: Report
Custom fleld Clients: Client

Clients: Client location

Clients: Contact

This is a copy of "TOP Step”. It was created at 2018-10-02 110406

+

(= Al %

Global Settings Custom felds

Untitled * +  Columns = O

Nama & Description Association Field typa Active Required Unique Position
P : Project 51 Al s Al 3| AN A 4
pri_note_log No Description Project Taxt Area v 1
PMO_Status_Rpt_Candidate Status Repart Candidate Project ‘Checkbox ¥ 3
project_and_date Projecied Project end date Project Date o 4
project_sf_ki Mo Dascription Project Taxt 16
Project_Bill_Rate Hourly Bill Rate Project Currency 18
Project_Billing_Type Biling Type - T&M or Fixed Fee Project Dropdown 19
pr|_cost_layers No Description Project Dropdown ’ 30
project_parcent_prob Salesforce Probability Project MNumeric ’ 40
pri_auto_budget_status Mo Dascription Project Checkbox v 4T
proj_duration Duration Project Numsric v 50
po_number PO Number Project Text 54
¢ pri_contract_planned_hours Mo Description Project Numsric - 57
percent_complate No Dascription Project Numeric ’ 58
13 rows

...

Fer: Project, Checkbox field

Field name*
Guplicate_from_project _ | @ Active

Required, no spaces allowed

Description
Description of this custom fiald
Display name*

[Avallable for Project Copy?

‘You must enter a title to display on forms

Hint
o use ol a 8
Hint taxt will display on forms

Once defined, navigate to the template projects under the Template project stage and check the box on the
properties form. Check the box on any project from which you would like fo allow project copying.

Now when a project copy is performed, the ‘Duplicate phases tasks from this project” dropdown field will only
display those projects with the template checkbox checked.



The ‘New, project from another’ option is a different form than the ‘New,” project form and has its own form permis-
sion and form default value control. You can default which elements should be copied from the templates by
accessing the form defaults of the project copy form.

To set the default values, from within a new, blank, project form ([+] Create > Project > New, from another project),
select the lightbulb icon (fop right of the screen) and select ‘Set form default values’ link.

Projects

This I+ a copy of "TOP Step”. It was created at 2018-10-02 11.04.06

Comia New project
Modify the form permissions
Sel form defaull values
Click "Save™ when you are done making changes
Cancel m m Click the Account tab 1o return to the list view without Sections
Signers saving
@ Notificatio General Signers
sa—n Up 10 3 people can be designated as sighors on a
. Project name * project
Project approvals For each signer soloct either a client, a user or enter an
omail address
Dashboard Clear the fields if you wani to remove a signer
mzt::dld:;.nbl:}d Project owner Genorate charge projections for this project
cording Cicci, Jodi s Q - T — Sreate
Portfolio designations
NetSulte integration
Expense policy Project stage . Start date (MM/DD/YY) *
Templates ¢ "o M
Filter set
Budgat (hours) Currency
Attachments USD #
Budgel (money) Cosl center Billing cc
no value Select... 0
Duplicate phases and tasks from this project 8 Duplicate biling rules
Switch to role: | All ]

Set default form values

N -
General

Signers General
Notifications Project name *
Project approvals
Minshbasred e

Form defaults can be set per user role or for all roles.
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Duplicate phases and tasks from this project On + Duplicate billing rules
Select... ¥

Checkbox... 4 Duplicate project billing
auto-bill settings

On + Duplicate recognition rules Checkbox... ¥ Duplicate recognition auto-
run settings

Checkbox... + Duplicate project pricing On + Duplicate budget

Checkbox.. 4 Duplicate custom fields in

phases and tasks

Checkbox... 4 Duplicate issues Checkbox.. % Duplicate invoice layout
settings

Checkbox... % Duplicate notification
settings

Checkbox... ¥ Duplicate dashboard
settings

On 4 Duplicate project Checkbox... 4 Duplicate expense policy
approvers

Checkbox... 4 Duplicate project budgets Tax location

Select... :

A word of caution
Project copy function does not copy field values on the project properties form. This is the main difference between
clone and copy.

Removing Duplicate Charges from the Financial Analysis Project Report

Many customers have the need fo invoice customers in a fixed fee manner or payment schedule, but also to do
some analysis on the money value of time worked on the project. The setup usually followed is to add time billing
rules to a project to convert hours into money equivalents for comparison to the budget and/or invoiced amount
to date. Time billing charges in this case are not able to be invoiced simply since the fixed fee rules and defined
payment schedule are controlling invoicing; the time charges are only used for reporting. To support this type of
reporting, a charge stage may be setup to hold the time billing charges from fixed fee projects. Let’s call the charge
stage ‘Hours Equivalent’ To ensure the charges in this charge stage are not invoiced, the setup of the charge stage
allows for exclusion of invoicing.

Application Settings - Invoices Settings &
sandbon B
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) Administration
sandbox

Administration All items Untitted Colurns O

s order balances for - internal kd -

Check the box to ‘exclude charges from invoicing'

Administration
sandbox

New Hours Equivalent

o General

staoe *
H

sacars £ gonabend

s Options
Crack the opBons 1o sllow st B charge stage Individusl users may have further eatrictions 1o these oetons based on e robs

= Other

There is one other option that is important, however, regarding charge stage setup and that is the option to exclude
charges in the charge stage from the project analysis report. By checking this option, any charges in the charge
stage will be ignored by the financial analysis standard report within the project. This removes the duplicate values
under the income section and computed income amount fields so you have a more accurate financial analysis
summary report for use.
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Project Acquisition to OA

sandbox

FINANCIALS

This is a copy of “TOP Step”. It was created at 2018-10-02 11:04:06

Financials: Analysis

0 snap shot ~

Financial Analysis for "Acquisition to OA"
Client: Zummaace

Income Count Total
) s

Incurred Costs Count Total

Profits summary Margin Total

Budget summary % Used Available

Only charges not in Hours Equivalent (and other charge stages with the exclude option enabled) will appear in
the analysis report found under the Financials drop-down menu (or Analysis link, based on your User Interface
settings).

Now you can use NefSuite OpenAir's custom calculation feature fo create a new reporting field called ‘Hours
Equivalent’ or something that only holds charge values from the Hours Equivalent charge stage. Easy-peasy fo
compare invoiced and budget to converted fime effort now and monitor burn of project delivery!

Overriding A User Cost fo Accommodate Project or Task Level Differences

Did you know you could override user costs to accommodate project or task level differences?

There are typically two situations in which the cost associated o a user is not necessarily the same cost that is
recognized for the work performed by that user on a specific project.

The user is a subcontractor with variable rates by job or type of activity.

The user is a resource from another cost center or region in which there is a standing agreement regarding cross-
charge rafes

To accommodate these scenarios, NetSuite OpenAir provides the ability fo override the user’s cost rate on the
project and/or the task level forms. When the switch is enabled, a new section appears on the project properties
form called: Loaded hourly cost.
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@ Project Acquisition to OA | client: Zummaace
sandbox

PROPERTIES

= Loaded hourly cost I

You can override the resource loaded hourly cost for this project

Resource Primary loaded cost Target bill rate
a
e Nelson, Larry v Q100
Signers Select .. v Q
Notifications Select hat Q
Project approvals
[Add rows] v
Dashboard
enabled/disabled
according to
Loaded hourly cost

For each resource associated with the project, a new hourly cost may be entered. This cost is a replacement of
the user’s cost for any time recorded against this project. If you have multi-currency, you may choose to set the
currency association as well. The task level handles the cost override as part of the task assignment section:

Project Acquisition to QA | Ciient Zummaace

sandbox

Edit task Data Migration Plan

Cancel

| ooea]

Assignments

General

omer i+ Task name *

w

[@ || Data Migration Plan

Part of phase

none ~

Planned hours Start date (MM/DD
-]

# Assignments

Project job code Users planned hours | Hourly bill rate overnde
vl |8 100 USD

Assigned o

Nelsan, Larry v Q

Using this feature infroduces a change in reporting fields for cost values related to fimesheets. When the feature
is not active, the only option for timesheet cost is Timesheets — All user cost. When the feature is active, the
reporting values double related to cost. A Timesheet — All actual user cost and a Timesheet — All current user
cost value will appear in reports fo provide cost information. The Actual User Cost value is pulling the override cost
rate from the task level, or project level if task is blank or inactivated, or user level if no overrides have been set on
the projects. The Current User Cost always pulls the cost rate from the user cost table. The Actual User Cost values
provide a more accurate margin and profitability based on fluctuation of user costs.

To activate this feature, contact NetSuite OpenAir support and ask for ‘Enable loaded costs for projects’ ‘Enable
loaded costs for tasks, and complement it with the ‘Enable loaded cost currency overrides in projects and fasks’ if
you use multi-currency.
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How to Update the User Project Rate in Billing Rules with Integration Manager

When setting up a time billing rule within a project, Open Air gives you the option fo set the Billing Rates for that
specific rule. If the option (Get Billing Rates from : Users) is selected, then one has the option to override the user
rate on the billing rule. Typically, this override is set up upon the billing rules creation, however you might encounter
a time where a particular user’s override rate needs to be updated in bulk.

2 Billing rates

Get the billing rates from
Users 32

If you change this value, please wait for the form to repaint

Override user rates Rate (money/hr)
Select - Q
Select.. v Q
Select -« Q
Select v Q

Use the UPRate
The User Override Rate is not stored in the Project Billing Rule table, So you will have to use the table User Project
Rate in order to make your updates to the project billing rule.

. OpenAir Integration Manager

File Options Select System Help

Welcome to OpenAir Integration Manager! Please select the item you want
to transfer to or from OpenAir. Right-dlick on each row for more advanced
options. Click "Start" button to begin transfer.

OpenAir <> Destination/Source ~
Timesheet @ e Text CSV File
Timesheet entry @ i Text CSV File
Timesheet entry @ e Text CSV File
Timesheet/Timecard entry @ e Text CSV File
Todo @ e Text CSV File
User @ e Text CSV File
User @ i Text CSV File
User Location @ e Text CSV File
User Location @ i Text CSV File
User Project Rate @ e Text CSV File
User Workschedule 2 € Text CSV File
User Workschedule @ i Text CSV File
Vendor (G Text CSV File
Workspace Link @ i Text CSV File
Workspace Link @ e Text CSV File
Workspace User @ e Text CSV File
Workspace User @ 1 Text CSV File

N

=
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You will create a .csv load file with the headers of: Billing Rule ID, Project ID, User ID, Rate and map as follows

Field Mapping

Map OpenAir fields to fields that will appear in the text file. To change the field order, click on a
field in the "OpenAir" column, and drag it to a new location. To change a field mapping, click on
a field in the "Destination/Source” column, and drag it to a different OpenAir field. Field rows with
green arrows will be transferred to the text file. Double-dick on a green arrow to remove it.

OpenAir Source A Calc Field
Id id -
Project_id "‘I project_id
Project_billing_rule_id '-'I project_billing_rule_id
User_id |+ user_id Custom Field
Rate HI rate
Notes project_name Delete
Created user_name Combine...
Updated project_billing_rule_name
Currency Uncombine...
Categoryid Clear Mapping
Customerid Set Mapping
Duration
JOb_COind Combine Date
Split
Clear Splitting

After successful completion of the data load, multiple projects and multiple billing rules will have been updated
with User Override Rates.

= Billing rates

Get the billing rates from

Date range Users w
- If you change this value, please wait for the form to repaint
Billing rates
Rounding rules Overnide user rates Rate (money/hr)
Davis, Peter o Q 160
Billing rule filters i
Churchill, Tres - US$20/hr v Q 160
Rule cap Merritt, Ryan : US$13/hr v Q 160
Time period cap Larsen, Andrea : US$30/hr v Q 160
Accounting date Giordano, Robert : US$34/hr v Q 160
it McFadzean, Amy - US$15/hr v~ Q 160
Schein, Jim - US$45/hr v Q 160
Select... v Q
Select... v Q
Select v Q
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How to Implement the OpenAir Portfolio Project Feature

Companies may receive one contract from a client that may need to be divided between multiple projects. As work
is being done on these projects, billing may need to draw down from that one contract amount to ensure that the
agreed-upon amount has not been exceeded. With the OpenAir portfolio project feature, you can apply one billing
cap across multiple projects.

How to designate a project as a portfolio project:
On the project properties form under the Portfolio designations section, check the option Is a portfolio project,.

AFT Wb

s bt

m I SRR pay

How to designate a project as a sub-project:
On the project properties form under the Portfolio designations section, check the option ‘Is a subordinate project
of” and then select the portfolio project that it should be a part of.

ABC Compary

Project ABC Sub Project 1
Dashibcard  lssues  PhasesTasis » Pasonnal *  Finandals = Repors - %

= Porttelio gesignations

Genesal P .
a partioa progcl ABC Masier [ABC Company] b

Hobhoatons

Progect approvals 5 @ project
-4
EXDES DAY & Expense policy

Filtes sel mport an expense podcy

Select * Q

Hiraw ches

If creating a new project, the project will first have to be saved as /‘Is a project,” and then can be designated as /‘Is
a subordinate project of”.
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ABC Compary
Froject ABC Sub Project 1

Dashbosed  lssues  PhasesTasks = Fersonnel = Financials =  Feports = e

& Portfolio designations

Qenaral
Is & paviiolio presoct b a subendinate "

Meotfications progct of Select E

: o,
Progsut spprovals W |3 & projec
_
Exparsa poicy = Expanse palicy

Fitar set MEC N Gepenicd poicy

Fanranhis: Select v Q

NOTE: If the ‘Is a subordinate project of is not showing on the project properties, it means that there is no master
project under the Client of the project you are frying fo associate.

Billing Rules:

Billing rules can be created on the portfolio (master) project and when the billing is run on portfolio projects, the
billing rules will automatically apply to all sub-projects. For example, if a billing rule was configured at the portfolio
level and a cap has been established, that cap will apply to all projects within that portfolio project.

Billing rules can also be created on the individual sub-projects and roll up to the master portfolio project.

Reporting Portfolio Projects:

In order fo pull the master and sub-portfolio projects into a report, a custom field has to be added to the Properties
form and the master project must be selected on the sub-projects properties form. To alleviate this extra step in
connecting the projects for reporting purposes, you can develop an OpenAir script. If you need assistance with
developing the script, reach out to Top Step and we would be happy to assist.

# Portfolio designations

Is a portfolio project
.
SE S I5 a subordinate project of ABC Master [ABC Company] x
Project approvels Is a project

Work Location Reporting Portfolo Progect
ABC Company : ABC Masler * Q

Project Classification

If you want fo take advantage of this feature, contact OpenAir support with a request to enable the ‘Enable
portfolio project feature,” infernal swifch on your account.
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Creating Project Specific Reports in OpenAir

OpenAir has the ability fo filter and aggregate values for reports in project-specific contexts without the need to
set a filter in the report directly. Because the reporting Project filter does not allow for meta-data filtering (e.g., ,'My
Owned Projects,”), to create project-specific reports, you would need to have one report for each project.

The ,"Make this report available in project-specific situations,” option in report settings allows you fo add the report
either as a dashboard chart, or quick access report in the project’s report tile. When being accessed from the proj-
ect’s dashboard, OpenAir will automatically filter the report results to the project from which the user is accessing.

To mark a report project-specific, navigate to the Settings pane on the left-hand side of the report and check the,
“Make this report available in project-specific situations,” box:

TME - Timesheet Utilization

» Crosstabbed > Account-wide > by Department

ENot approved
Stafﬂng approved

/
£
y
£
Brinance approved
£
£
£
£
al

w
5
3 Department/User SEP-2020
o
& = Other
2 4 Timesheets -
2 [JSuppress decimals in money figures Timesheet
[UDisplay currency symbols in all rows utilization
[Jignore expense item charges when calculating financial an
a \:igncre hourly charges when calculating financial analysis 0
% \:ignore receipts when calculating financial analysis project dg
% JExclude transactions associated with inactive entities
©  ORunthe report in the background 0
Notes &
0
] r
E £ 3rows 0
AAAAAAAAAAAAAA//
P o o o o o o o o o o o o W R S S S AP S SV
£
~ Usage designations y

ake this report available in project-specific situations y

Key traits of a functional project-specific report

When creating a project-specific report, it is important to remember that to use it for a chart, you must have a
reasonable metric measurable over a period of time. For example, you may wish to capture a single department’s
trend month-by-month, or a several department’s values for a single month. To add a chart to a Project dashboard,
within the Project, click “Create (+) : New dashboard,” and choose the report you wish o add:

Projects
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In this example, we can use a Multi-Vertical Chart which will give each measurement from the

report for the rows within the report:

TME - Timesheet Utilization

»

Chart type Chart title
Multi-vertical | [TME - Timesheet Ut

[object Object]

=

b |l_|l_i|.'.

. Corparats (U500 - Investmoniz (W30) |

fxpaws

Saved Report”
 TME - Timesheet Utiization v
Report Value™ Sort order

| Timesheets - Timesheat uti v || Desc v |

> Add
Display max valu v () Use grand totals
Cancel -
[ save | ]

Example chart:

TME - Timesheel Utilization

TME - Timesheet Utilization

r
L=

w
(=]

Timesheets - Timeshest wtilizagion
- n
=] o

(=]

Sl Serwnan
Operatons

B Sep-2020 M Oct-2020 WM Nov-2020 W Dec-2020
W Jan-2021
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When you access the report from the Project dashboard ‘Report,” tile, it will automatically filter the results to the
Project from which you are accessing:

Color Coding : 0-50 >=1001

~show all »hide all re-run report
Department/User SEP-2020 0OCT-2020 NOV-2020
Timesheets - Timesheets - Timesheets -
Timesheet Timesheet Timesheet
utilization utilization utilization
i _

Gates, Jack 91% 95% -
Humber, Bill 86% 100% -

» Sl Services

2 rows (3 sub-rows)

What’s an Accounting Period Got to Do with a Project Manager?

During the accounting period, a company gathers and organizes its financial activity. This is used to create financial
statements at the close of the accounting period. The accounting period can be considered as the time taken to
complete an accounting cycle of the business.

Within most professional services organizations, there is the need to associate separafte accounting dates with
fransactions as well as financial reporting on a specific date that might differ from the fransaction date.

Enter the Accounting Period Function

The Accounting Period functionality allows OpenAir users to associate an additional accounting date with a trans-
action. The user can then configure financial reports to leverage the accounting dates, rather than the original
fransaction dates. The accounting date functionality is enabled with the accounting period functionality. One does
not exist without the other.

To Enable this feature, contact Support to enable the internal switch: Enable the accounting period feature to
manage transaction dating

Once this switch is enabled, the following module transactions will now have an accounting date field displayed.

e Charges
e Invoices
e Receipts

e Expense Reports
e Time Enfries
e Timesheets

¢ Revenue Recognition
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To create specific accounting periods:

e Navigate to Administration > Global > Organization > Accounting Periods
e Select the create button and create a New Accounting Period

e Name the accounting period (Example: P12020)

e Select the start and end dates for the fime periods

e Select the Active checkbox

e Click Save

Note: One can limit the functionality of this feature with permission rules or by updating the form permissions to
allow for (Required, Read Only, or Hidden) per role.

The use of accounting periods within OpenAir improves the data validation of the company’s performance through
its financial statements since they are based off of a fixed period of time, rather than a month end date.

How to Use Secondary or Tertiary User Cost to Track Target Bill Rate

If you set target bill rates for your users, you can report the average bill rate against the target. There’s no standard
feature fo support this but using secondary or terfiary cost works well.

NetSuite OpenAir allows you to track up to three levels of cost for users. If you only see Primary Loaded Cost for
users, you can request one or two additional cost levels. Each cost is tracked independently and can be reported
separately.

Once you have the additional cost level enabled, you can rename it fo ‘Target Rate’ in

Administration > Interface: Terminology

Global Settings

sandhox

Display

Default term Replacement term Custom replacement term

secondary loaded cost Custom term.. ¥ [target bill rate

In your average bill rate report, just add the resource detail field ‘Current loaded cost [Target Rate]’
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v

All v
User 7Y X
- Loaded cost [target bill rate]
Current)

and Columns

User

Row's

A] User's Employment Status =

lude from & McFadzean, Amy

Detasets

Z Measure name (1)

Often Missed Filter on Account-Wide Crosstabbed OpenAir Reports

When creating an include filter on Account-Wide Crosstabbed OpenAir reports, make sure you choose the '[No],
as part of the filter. Otherwise, any other field on that report that doesn’t use that field will not show correctly.

Example: Crosstabbed report showing bookings and actual hours, filtering on a specific booking type will mess up
the actual hours column unless you also filter on, “[No booking typel,” because time entries don’t have a booking

Type.

Using Custom Fields Instead of Filter Sets in OpenAir

Did you know you can use custom fields instead of filter sets for pending billing and recognition reports in OpenAir?

For many years the only way to limit projects included in the Pending Billing or Pending Recognition was using
a sfandard set of OpenAir fields including customer, project, project stage, and project owner or by setting up
a billing code schema to include certfain projects. To address regional ownership of projects, many fimes these
standard filters were difficult fo use since none of these single filter categories aligned with a region, so filter sets
were implemented. As projects were set up, they were associated with a specific regional filter set and that filter
set was applied to the pending billing report to control project inclusion. There is another way that will support
the inclusion of projects in these Pending reports as well as support flexible reporting within other reports such
as summary and detail reports — use of custom fields. In a recent release, any custom field that can be included
in a report filter (such as a dropdown, checkbox, and so forth) is automatically available on the Pending Billing
and Recognition report. This provides an ability for your project fo have one or many ways to be categorized and
included or excluded from the report by region, department, or any other segmentation you desire to align with

your organizational structure.

Simply add a custom field definition to the Project form that has a defined set of values (dropdown, checkbox, radio
button) and populate it across your projects. The field will automatically appear as a filter option on the Pending

Billing and Pending Recognition reports.

¥ @ Date (Monthly) w Generated on: 050520 03 41 PM

USER

Loaded cost
[target bill rate]
(Current)
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Cancel Reset

2« Time Period

Date range
Al v

Start (MM/DD/YY)

B

For a specific date range use the 'Custom ==' option and enter start and end dates.

# Filters
Client filter > Create
Project stage filter > Create
Project filter > Create
Project manager filter > Create
Project Tier filter > Create
MNotes Required on Timesheet filter > Create
Allow expense entry filter > Create
Billing Type filter > Create
Status Report Candidate filter > Create
i ar = Cra

Offering filter

SalesSource filter

Referral filter

Include Release Mgmt filter

> Create
> Create
> Create
> Create

and checkboxes)

~ SCOpe Status Ter > Crea
Budget Status filter > Create
Resource Status filter > Create
Secondary consultant filter > Create

Now let your Finance team know about the customization and how to use these fields on the Pending Billing and
Recognition reports. For even more efficiency, save regional copies with the filters preset and share them with the

regi

Need a Reference Guide for all Those Reporting Fields in NetSuite OpenAir?

onal Finance owners!

End (MM/DD/YY)

Custom Fields (dropdowns

Many of us, when using reporting, may read the hover pop-up that describes the definition of a field.

]
sand

Reports
o

This is a copy of "TOP Step”. it was created at 2018-10-02 11:04:08

Untitled
» Crosstabbed > Account-wide > by Project

Date to use for Projects values
Date to use for Recognition transactions values
Date to use for Purchases values
Date to use for Timesheets values
User "Timesheet required”

Hide empty rows

Color Coding

Suppress color coding on subtotals
Suppress raport total column

Only display report total column
Multicurrency rounding precision

Rows and Calumns

Datasets

Display percentage symbols in all rows

Settings

Percentage format for all selected percentage values

| Assignment date 1)
| Recognition transaction date 4]
Purchase item date ¥
Time eniry date O
. P——
Al $
No §
> i_‘_‘:ruale
No %
No 3
No %

Use global report options setting 5

[83.25% ¢ |

~Hours per day determination
Use this number of hours:

© Use default company work schedule, currently:

~ Project pricing approval status

Include transactions for the projects with the following
project pricing approval status

ENot approved

@Stafling approved

@Finance approved

RB

Cancel Reset

)

Date range: 3 Monthly periods
ending today
Period size: . Monthly
Number of periods: | 3 &
Date

Today H
Salect a pre-defined date or anter a custom date (MMDDYY)

This is the Start date @This is the End date
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Some are quite large, and the print can be quite small. And then you move your cursor just a bit and it disappears
— thus the nature of hover pop-ups! For a more permanent and reference-oriented solution, consider running the
Advanced Report Summary Report Values. This report has been a part of NetSuite OpenAir for many years and
existed even before the hover pop-ups were added fo the system explaining the fields.

When you run the report, you can pick a cluster of summary values by Module/Entity such as Timesheets, Projects,
efc. to display/download for future reference. The information you display is more detailed than the hover pop-ups.

How to Remove Inactive Resources from Your Company Utilization Reports

Do you ever wonder how you can easily remove inactive resources from impacting your company ufilization reports
in OpenAir?

Utilization reports present challenges sometimes if you have staff turnover. Staff that starts in the middle of the
year should not influence historical utilization roll-ups prior to their arrival, and likewise, staff that leaves the compa-
ny should not impact utilization roll-ups after they depart the company. One solution for this is using the User
Target Ufilization feature fo control when a resource confributes to utilization roll-ups and when they should not
contribute.

The User Target Ufilization feature can be activated from the Administration module under Global Settings ->
Optional Features.

Doendir - Admirastral T x +

c & top-step-sandbos.app.sandbox.openair.com/mypraference. pituid MigZ__uZ BhGITERtBAAC AW, app =ma;act yaint;raFr IGBEA9E

Global Settings
o box

Optional Featunes
Optional Features
{
f 8o

e o AT & |5 ! 58 nal ane i
Group by i i [ s = d ke Bu he s & 1 e e | P

L 1 F hd

e
s T il s Py B E e &
*ayroll inlegrat B Enable usar tag featurs
Ceridan PowerPay ]
] 1 A BE I i
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Once enabled, a new link appears on the user account record.

The Target utilization feature provides a date-based fable in which you enter the user’s ‘target’ % for utilization.
Some companies will use this as the billable utilization % value for compensation, other companies will use it simply
as a control of who should count in utilization and who should not (meaning the utilization value 100% or 0%).
Either definition can yield the same result, however — when does a user contribute to the roll-up of a utilization
value (such as department utilization, region ufilization, etc.)

How it works:

When a user joins the company, set the 1st entfry of the target utilization field fo their start dafe and the value of
farget utilization — 100% if you just want to know they are included in uftilization reports or some other non-zero
% value if you want to use the field as an actual target measurement.

Create a ufilization custom calculation that uses ‘farget hours’ or ‘base target hours’ as your denominator in the
utilization equation. The value of target hours or base farget hours will be the work schedule hours multiplied by
the target uftilization %.

Create your utilization report to have your new farget hours, fimesheet hours, and custom calculation % value.

When the user leaves the company, add a new row fo their target utilization table on their user record set to the
date of the day after their last day of work and a % value of 0%

Here is what happens:

If you run a report for the timeline BEFORE the person joined the company, they will not appear on the report
since they have 0% or O farget hours by default, which then computes a null or * value of actual utilization, and
they should not have any time values. The report row will show all O’'s or ' for the user and if you have ‘hide’ on the
empty rows option in the report, the user will simply not appear.

If you run a report for the fimeline AFTER the person leaves the company, they will not appear on the report since
they have 0% or O farget hours for the timeframe based on your last entry in their target uftilization table. This
computes a null or * value of actual utilization. The user should also not have any time values since they are no
longer working for you. The report row will show all O’'s or ™' for the user and if you have ‘hide’ on the empty rows
option in the report, the user will simply not appear.

If you run a report for the time during which they are an employee, the target hours will show the % of work sched-
ule hours adjusted by the target % utilization value, they will have fime in the system, and the custom calculation
for utilization will have a % value.

If you run a report for a timeframe that includes before, during, and after, the null values or * values caused by
dividing the utilization calculation by O target hours will not be added into the average ufilization totals. Unlike the
value of O which gets averaged in and drags down the entire average for the subtotal or roll-up report. The nulls
for before and after their employment will not impact the roll-ups but the time during which they are an employee
will be included in the roll-ups. Over time, as the timeframe of the report advances, then eventually the people that
have left the company will drop off the report as their rows will eventually be all O’s or null.
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How To Remove The Generated Date-Timestamp From Downloaded Reports

Did you know you could remove the ‘Generated’ date-tfimestamp from downloaded OpenAir reports?

NetSuite OpenAir reporting is capable of quite a bit of reporting but there are plenty of occasions where people
just want to download information info Excel for pivot table use during data analysis. By default, report downloads
in NetSuite OpenAir have 2 additional rows at the bottom of the downloaded data — a blank row and a message
stating ‘Generated on: ‘ where date and time is the date and time you ran the report.

If you forget to delete this last line, any pivot table or sorting you perform may pick this lineup and cause a bit of

Partner 705097.05
Website/Newsletter 134351.16
2255061.26

|Generated on: 05/21/20 11:51 AM

confusion in your overall result.

You can have this generated message removed automatically from data downloads by contacting NetSuite OpenAir
Support and having the internal switch enabled to ‘disable date and tfimestamps on reports’ This is a global option,
however, so consider carefully if others are using this information for reference such as comparing month fo month
snapshots downloaded and saved. The blank line at the bottom of the data still remains. This fends to have less
impact on sorting and pivot tables.

Filtering Data on Reports While Viewing Them in OpenAir

Did you know you could filter data on OpenAir reports while you are viewing them?

Crosstabbed (summary) report creation in NetSuite OpenAir certainly has a wide variety of content filtering, subto-
taling, timeframe control, and many more options. After running the report and viewing the displayed information,
there are times when you want to dynamically filter the information being displayed. What this means, though, is

e Scrolling to the top of the report

e Clicking on ‘Modify Report’

e Adjusting the report form configuration
e Clicking Run tfo review again

What if you run a report across all of your customers, or projects, or users, efc. and just want to filter on the value
of the information being reported. For example, give me a list of projects with negative margin money values? The
report configuration doesn’t have value filtering control when it comes to reporting money or hours, as examples.
Filtering on the report form only supports data list filtering like filter by client, those dropdown custom fields you
put on the projects. What many people do is run a comprehensive report, download it into Excel, and then use Excel
filtering/sorting features to analyze the data. There is an online option in NetSuite OpenAir to consider instead!

After running the report and displaying the information for review (not downloading), you have access to a page
filter dropdown in the upper right corner of the report results.

Pull down this menu to display ‘new filter’ options. Setup the filter to look at certain rows (by subtotaled items) and
certain columns (by reported values) for certain values.
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When you click OK, the filter will be applied and you can re-run the report to display only the row results that match
your request.

To enable the feature which shows which filters were in place when the report was run, after the report has been
downloaded as a CSV or PDF, submit a case to NetSuite OpenAir support and request the ‘enable display filter on
reports’ feature. One important note — the display filter will only appear on report results from reports that you
run within the Crosstabbed tab. Any saved reports run, although they may be cross-tabbed, will not display the
filter summary.
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Using the OpenAir Count Field in Detail Reports

Did you know you can report on the number of projects by stage or users by user type? Using the OpenAir count
field, you can report on the count of almost anything in detail reports with this easy tip.

Let’s start with a project-by-project stage report. Just create a project detail report and report on the project stage,
project name, and ‘count. Be sure fo select the ‘Subtotal rollup’” checkbox.

]

Take it further by creating a dashboard chart from the saved report:

Dashboard

sandbox

This example shows a user detail report that counts users by a custom field called ‘Employee Type!
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Need Project Job Code as a dimension and filter on Crosstabbed Account-wide

Did you know the OpenAir Report Interface now supports the dimension Project Job Code as a subtotal row value?

You can also filter by Project Job Code on Crosstabbed, or formerly known as Summary, account—wide reports.

Untitled

Rows and Calumns

Crosstabbed > Account-wide > by Project

Dimensions Avaliable sub-totals HKOWs slected sub-totals

v+ T
~ b code X
-p
-
Al Manager =y

How to Prevent Users from Creating or Modifying OpenAir Reports?

If ever you wish to limit a role to only shared reports, and not be able o create or modify OpenAir reports on their
own, you can do so by setfting the following role privileges:

UNCHECKED:

View account-wide reports
View the user login detail report
Share saved reports

Modify shared reports
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e View all saved reports

e Specify report usage designations

e Specify report filter sets

e View status of all running reports

e Stop own running reports

e Stop any running reports

e View the script deployment log report
e View the web services log report

All “View reports,” privileges within each section (there are several)
CHECKED:

e View shared reports

e Download reports

The users will see only Shared reports,” on the Reports menu. They will be able to run and/or download the
resulting reports, and they can use them in dashboards as normal.

How to Use Custom Time Ranges to Expand Your OpenAir Reporting Options

Are you hard coding a lot of dates into your reports? Is your fiscal year offset from the Jan-Dec calendar? You may
be missing out on using a key feature called Custom Time Ranges to help your OpenAir reports.

NetSuite OpenAir reporting uses default calendar controls for time period reporting such as quartfer, month, and
year. These reporting periods may not line up fo your fiscal year or month definitions. NetSuite OpenAir allows you
o assign a custom fime range to reports according to your organization’s calendar.

Having difficulty in viewing information from an opening and closing balance financial view? Custom fime ranges
can also be used fo introduce unique fime period structures such as Opening Balance/Month Burn/Closing Balance
type formats.

How

Custom time ranges provide a unigue reporting period selection for summary reports. For customers that have
a 4-4-5 accounting calendar or an offset fiscal year/quarter definition, custom fime ranges support time ranges
defined according fo your ferminology. Custom time ranges are not unique to certain types of summary reports.
They are available for use on any summary report.

To create a custom time range, navigate to Administration —> Global settings —> Custom time ranges

Global Settings - Reports

REPORTS «

REPORTS

Custom calculations

Custom time ranges
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When you select the option to Create a new custom time range, you are presented with a blank form that simply
has a Name and Date column. Here is how the custom time ranges work:

e The name is what will appear as the column or time period name in summary reports
e The date is the starting date of the period
e The ending date of the period is the last day prior to the next row of the custom time range.

e The last row of the time range should have a name like ‘end’ and will not appear as a reporting column. It
simply exists to provide an end date to the previous row entry.

Global Setlings Custom lime ranges

Edit - FY 2020 - Quarters Fiscal Quarter (FQ)

Cancel Delele | Save |
\.- =
Custom tme range name "
Fiscal Quarter (FQ) @
lime penod name me penod start date
1 |FQ1-2020 07/0119 D
2 FQ2-2020 10/01/19 =
3  FQ3-2020 01/01720 E
FC 4 - 2020 04/01/20 D
[Add rows] v

Cancel Delete |

To use the custom fime range on a summary report:
e Set the Period fo be the custom fime range name

e The # of periods would align fo the desired number of periods defined in the custom time range. The # of
periods in a custom fime range is the number of rows minus one (since the last row is for ending date control
of the last period). In the example above, Row 4 would say END so only three periods exist for this range.

e Sef the Date to be ‘last <custom time range name>’ or ‘this <custom fime range name>’ or ‘next <custom fime
range name>.

o Each selection uses today’s date as the index and the # of periods to determine which periods are included.
Using the above time range as an example and assuming the current date is February 07, 2020:

e The current Fiscal Quarter is FQ3 and would report on data from 1/1/20 — 3/31/20

e  Last Fiscal Quarter would report on 2020 FQ2

e Next Fiscal Quarter would report on 2020 FQ4
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Period size:

| Fiscal Quarter (FQ)

Number of periods: | 3 v
ate

D

| This Fiscal Quarter (FQ)

Last Fiscal Quarter (FQ)

Next Fiscal Quarter (FQ)

There may be instances where you want fo group a large datfe range info a single period. To set up an opening/
closing balance custom time range, the tfime range must be defined each month to understand what the ‘current’
month is (or updated each month fo change dates).

Cancel Deleie

Custom time range name *

OpenBal + April 2015 ® |
ﬁﬂle period name Time pgnod start date
1 Opening Balance 01/01/00
2 | May 2015 - forward 05/01/15
[Add rows] x|

Cancel  Deete ()

On a Cross-fabbed or summary report, you would select this custom fime range along with two periods and a ‘last
OpenBal + April 2015 date value as the end date (if your current date is now May, 2015).

Period size:
| OpenBal + April 2015 v

Number of periods: | 2 v

Date

| Last OpenBal + April 2015 v
Select a pre-defined date or enter a custom date (MM/DD/YY)
OThis is the Start date ®This is the End date
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One thing to make sure is the closing balance will actually be the “total’ column view that is standard with NetSuite
OpenAir summary reports. Make sure you are not suppressing this and display both time periods and total columns.
The column visibility controls are found on the summary report below the subtotals section.

gy (’-‘ﬁ'w‘.m. s Y S FOOAED ‘) TOWL
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- ™

A word of caution
Custom fime ranges require maintenance o ensure dates are accurate and updated annually, monthly, or whatever
definitions lie under the custom fime range timeline.

Using Meta Filters in OpenAir Shared Reports

The OpenAir PSA tool provides powerful reporting capabilities that allow you to access, analyze, and share key
performance metrics. Like most PSA solutions, OpenAir captures a staggering amount of data, and the ability to
identify, isolate, and spotlight relevant information is critical to understanding performance trends.

Users of OpenAir are sometimes overwhelmed with the amount of data available at their fingertips, but it is possi-
ble to streamline and simplify the user experience so that they are presented with only that data that is relevant.

When reports are shared with users, the data produced by the report is governed by that user’s filter set, or by the
filters built into the saved report. Often a report author has to decide between ,“too much,” data (no filters on the
report rely on user filter set), or “too little,” (filter the report to specific users, projects, etc), which can be frustrating
for the report author and recipients alike.

There is a better way. Now we have ‘meta filter,” options available in certain OpenAir reports that allow for report
data fo be filtered on: [Me] or [My Department].

One of the most common metrics tracked by a PS organization is utilization. OpenAir allows you to build a report
that tracks bookings, billable hours, utilization %, upcoming availability, etc. across your organization. You may want
to provide this information to your entire Professional Services organization, but wish for resources to only see data
that pertains fo their own bookings, billable hours, etc.

Instead of creating many separate reports filtered to a specific user, and shared with that individual, you may now
create a single report, set the user filter to [Me], and share it with the entire PS organization. When each shared user
runs the report, they will only see data that is associated with their own OpenAir user record.
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The following fields allow for using meta filters:
e User [Me]

e Manager [Me]

e Project Owner [Me]

e Client owner [Me]

e Department [My Department]

Cancel Resel
»
o
ending today

Admin, OA [Inactive]
Anderson, Nick [Inactive]
Aylor, Daylin [Inactive]
Beaver, Shane

Birt, Steven [Inactive]
Bogan, Lara [Inactive]
Boyd, Randy [Inactive] 0
Breaux. Ronn

Callahan, Patricia -

Add selected > < Remove selected
Add all > < Remove all

Cance

You can use the same filtering approach with project-level reporting by setting the Project Owner filter to [Me],
share the report with your entire PMO, and each PM will only see data that pertains to the projects they own. The
Department filter [My Department] can apply to reports that contain metrics relevant at the department level.

This simple but powerful feature can save report creators time by reducing the number of reports that have to
be created and shared. By ensuring that report data is specific and relevant concerns regarding data security are
curtailed as well.

A Few Things About Accounting Periods in NetSuite OpenAir You Should Know

Using accounting dates and accounting periods in NetSuite OpenAir

NetSuite OpenAir transactions have many dates such as creafte date, updated date, approved date, submitted
date, and more. None of these dates, however, may align with your accounting system’s accounting periods or
dates. NetSuite OpenAir supports the ability fo infroduce another set of dates called accounting date on many
fransactions such as timesheets, expense reports, invoices, and revenue recognition. For example, an invoice can
receive an accounting date once it has been approved. A revenue fransaction can receive an accounting date when
it was created.

Accounting systems inherently have the concept of accounting periods, and a period is either open or closed,
with only one period being allowed to be open at any given fime. This drives the accounting date and leads to the
reconciliation needs by accounting date between NetSuite OpenAir and your accounting system. NetSuite
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OpenAir also has the concept of accounting periods as a way to define how accounting dates are set. Need to have
regional control of which accounting period is active? NetSuite OpenAir can accommodate that as well.

By using accounting dates and accounting periods in NetSuite OpenAir, financial-based reports can be defined
indexing info the data by accounting date and therefore support the reconciliation of NetSuite OpenAir data to
your accounting system.

How
Accounting periods are used fo define a finite period of time for financial fransactions. For example, an accounting
period is defined by a sfart and end date but applies a single date to the fransaction accounting date when used.

To set up accounting periods, navigate to Administration —> Global Settings —> Organizaftion —> Accounting
Periods

Global Settings - Organization
ORGANIZATION +

This is a copy of "Crosslake”. It was created at 2021-03-01 11:02:21

ORGANIZATION

Organization

Accounting dates

Accounting periods
Accounting periods
Approval options

Currencies Approval options i

Departmenls
Hierarchies Currencies

Name & address

Projects Departments

1. Create the monthly periods for the year, with defined start and end dafes.

2. Select a date that represents the period. This single date will be set on the accounting date field of transactions.
The midpoint of the period is a good practice unless the end date or start date aligns with other accounting
practices more accurately.

Global Settings Accounting periods

Accounting period name & Startdate & Enddate & Active &
All ¥ | Al 5| Al ¥y | Al e
January 2009 01/01/09 01/31/09
February 2009 02/01/09 02/28/09
March 2009 03/01/09 03/31/09

3. Foreach period use the checkboxes to define if the period is active and if it is the current and/or default period.

[Current accounting period] is an option available on billing and recognition rules. Whichever accounting period is
set as the current period, the associated date will be inherited by all billing and revenue fransactions.

The default accounting period is useful for accounting date controls.
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Default and current accounting periods must be manually updated and is usually a part of the month-end close
process.

Accounting Dates are the fields on transactions such as time entry, fimesheet, invoice, and more but the automated
setting of these date fields is controlled by the Accounting Date setup in the Administration module. Without
defining the trigger or action that will automatically set an accounting date on transactions, other than billing and
revenue rules that may rely on accounting period definitions, the accounting date of transactions will default to
blank.

Organization

Accounting dates
Accounting periods

Approval options

Use the dropdowns to indicate the event and the date you would like fo attribute to the event.

For example, timesheet accounting dates may be defined by the date that the fimesheet was submitted or the date
it was approved, efc. Based on month definitions it is important fo know how the accounting dates will be set in
order to understand how revenue and billing is aligned to each month within the year.

The date applied fo a fransaction based on the trigger, such as approval, may use the current or default accounting
period setting.

Global Settings Accounting dates
Cancel m

~ Timesheet accounting date
Event Accounting date

a

Timesheet is created 5| Select...

a»

~ Time entry accounting date

Event Accounting date
Time entry is created 3| Selecl...

an

~ Expense report accounting date

Event Accounting date
Expense report is approved 3| Custom accounting period => ¥ | [Current accounting period] 3

~ Receipt accounting date

Event Accounting date
-

Receipt is created v | Select..,

ar

~Invoice accounting date

Event Accounting date
Invoice is created 3| Select...

ar

18



For companies that require the ability for regional control of the accounting period, a ‘Current Period’ functionality
exists. This allows the definition of a named current period that points to the Accounting Period list for its current
value.

Example: UK Current Period could point to May 2020 as the current period while Canada Current Period could
point to June 2020. Rule configuration would use the named current period of UK Current Period or Canada
Current Period instead of the default value [current accounting period].

To enable the current accounting period functionality, contact NetSuite OpenAir support.

A word of caution
Accounting periods must be manually updated fo define the current period for accurate reporting.

Using Dashboards for Monitoring PS Operatfions and Performance in OpenAir

Reports and graphical views help us manage our services business. Dashboards can provide this on an on-demand
basis.

At an individual contributor level, dashboards and reports can communicate performance measures and workload
for awareness.

At an executive or management level, dashboards and reports can communicate operational performance, tfrend-
ing metrics, and staffing needs.

Overall dashboards can help motivate better quality of information and more timely actions from the field.

Useful examples and tips for creating OpenAir dashboards

The dashboard tab of the Home module can hold both graphs and report portlets. Both graphs and report port-
lets require a defined NetSuite OpenAir report in order fo display the information. Graphs include bar, area, line,
and spline types. Report portlets simply display the report information in a portlet window but also provides the
additional capability to filter by typing filter values in the field above each column:
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Dashboard reports provide a graphical view of NetSuite OpenAir report results. Useful examples of dashboards

include

Utilization line graph trending over time (perhaps each line is a department or region)
Utilization comparison to target utilization using multi-bar charts

Split of revenue earning by contract type or service offerings in a pie chart or donut chart
Margin trending with an Area Spline graph

Bill rate trending using a line graph trending over time

An FTE demand bar chart in which each bar represents a type of resource

Total revenue plan and progress to date and forecast against plan line charts

Forecast vs. Budget
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Offerings Breakdown

Deployment Services —
2,318,289.88
5295 %

Business EMiciency Assessment
$20,044.09
11.88%
Outsourced Administration
J 598,940.45
13.68%

\ Business Consulting
631,829.43
1443 %

target vs. actual
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Dashboard charts can be created centrally and pushed out to users with the Bulk User Wizard.
Typical standard dashboard sets include

Self-utilization view and achievement of target — pushed out to all billable users in the organization. This requires
the configuration of reports with a filter set hardcoded to ‘self-view” and shared with all users prior to dashboard
sharing.

Management dashboard sets including team utilization (billable and non-billable), margin trending by service
offering, revenue earning by offering, and forecast

Executive dashboard sets including key customer account revenue, profitability, revenue plan achievement, region-
al views, and forecast.

Sharing of dashboard charts provides a chart view standard to all users included in the push of dashboard informa-
tion. However, central control stops as soon as the bulk user wizard action is complete. Users may choose to delete
or modify their own charts without impacting the central charts set. Any changes to the central chart set, other
than updating the underlying report configuration, will not be automatically replicated to end-users so change
management communication is recommended.

A word of caution

Dashboard charts are not refreshed dynamically but refreshed by NetSuite OpenAir daily in an overnight process.
To refresh any given report or chart, the user must edit the report portlet or dashboard and re-save to force a data
display refresh.
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Copying Bookings from One Project to Another

Did you know you could copy bookings from one project to another in NetSuite OpenAir?

If you are using bookings for resource scheduling, there is often the question of ‘can you copy bookings™? From the
Resources module, where most booking creation and maintenance occurs, this function is not possible. However,
there is a way to copy bookings by using a feature within the Project. One of the components of a project that can
be activated is a Project Booking Grid. You can activate this feature by enabling it as part of the Project Stage defi-
nition CAdministration -> Application Settings -> Project Settings -> Project Stages, Account -> Account -> Project
Stages). When enabled, the Personnel menu of a project is modified to have an additional pull-down menu item.

= Project Release Mgt | Client anise
sandbox

PERSONNEL -

This is a copy of "TOP Step”. It was created at 2018

Setup W\
Selup YVOrKshe

Personnel: Bookings
sheet

Bookings

Setup the booking worksheet

Tean

Julization
L = :
cancel (D)

Users to display on the
worksheet

General
Advanced
Booking period Start (MM/DD/YY) * End (MM/DD/YY) *
S Monthly v | | 080718 B  osorns B
The start and end dates can be any day during the first and last periods

By accessing this feature, you are initially placed info a Sefting form. The sefting form allows control of the grid
creation such as quarterly, monthly, or weekly entries, timeframe for the grid to display, users to include or exclude,
and so forth. There is an Advanced Functionality section on the sefting form available which provides a powerful
function — the ability o copy bookings from another project!

= Project Release Mgt | Client anse

sandbox NOT AVASLABL

PERSONNEL »
Setup the booking worksheet
Cancsl

General N

L'
Booking penod WDDYY) * End (MMDDYY) *

Konthiy b —| |-|
The start and &nd dates can be any day cunng M first and last pensds
= Users to display on the worksheet
= Advanced
[ Delete all the bookings for this project B Copy bookings from this project
Select v Q

mport bookings from Excel

Choose File |No file chosan

d hours (presenve
1 howrs (shift booking
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If you do not see the ‘Advanced,” section on your form, check with your system administrator to ensure your
NetSuite OpenAir role has access to the Advanced Booking Grid Functionality.

A copy option exists that allows you to lookup another project from which to copy bookings. You can choose to
copy ‘as-is’ meaning the resources, dates, and hours would be a direct copy to this project or you can choose fo
allow a date shift to align with the timeframe you have entered in the top section of the booking grid settings form.
The 3rd option for Resources Only will not create bookings but rather populate users in the booking grid within the
project — so this option is not recommended if your aim is to create new booking records.

Once the copy is done, it would be best to return to the Resources module to update the copied booking trans-
actions. The project-booking grid does provide creation and maintenance options for booking but they must be a
specific time period in order to appear in the grid. For example, a month booking fo appear in a monthly view must
have a start date of the 1st of the month and an end date of the last day of the month. If you change your data view
to weekly, this monthly booking transaction will not appear.

In One Click Toggle Between a Project-first and Resource-first View of Bookings

The OpenAir Resource Booking Planner is a powerful tool that lets you create and modify resource bookings in a
user-friendly and dynamic interface. One of the most useful features of this fool is that you can foggle between a
project-first and resource-first view of your bookings with one mouse click.

The resource-first view allows you fo create, modify, or view bookings for a single resource in one page, and
provides key data such as resource utilization, booking type, and key project details.

Some users, however, find that the resource-first view takes up a lot of real estate on the screen, and that it can be
difficult to view a resource’s fotal bookings for a specific date range.

By default, bookings are displayed individually, with each booking record represented as its own bar graphic on its
own row in the planner chart.

There is a feature that may be difficult to find at first that will help with this issue: The Compact view setting. You
can find this sefting in the Setting drop-down menu () when you are in the resource-first view.

Moy 2001 My 2001 My 2001 My 3001 [r Jura 351 A 3

TRV A ST RAMHDOUNNVERNENITNINANTIENEN 1 234867 1 A DOM
AN TWTIFOaMTWT FOOMTWT FOOMTWTFEOMTWTFEoMTWTFaoMT

’ s 29 101 St Busmenn £F

By selecting the compact setting the bookings are consolidated onto a single row, unless there are bookings that
overlap one another for the displayed fime period:
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If there are multiple bookings that overlap the same time period, those bookings will be displayed on different rows,
even in the compact view:
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Booking Approvals in OpenAir

Did you know that OpenAir has a feature that allows a user to click a button on the Task List or Outline view on a
project and it will create bookings for all of the generic resources assigned to any tasks on the project?

To access, simply select Projects > Specific Project> Phase | Tasks > Outline. There will be a button at the top of the
page titled ‘Create Bookings for Generics,”

Once you have selected the button. You can then go to Resources > Bookings > Submitted. This shows the book-
ings that were created. Since the bookings are already in Submitted status after these have been created, the fields
can no longer be edited. The bookings need to be approved by the designated approver.

Booking approvals are required to be enabled for this to work (which probably prohibits most clients from using i)
LAl not the booking request/approval feature, but the booking approval feature that does not use booking requests.

To work around that pesky booking approval requirement, you can set up a default approval process with [Submit-
ter] as the approver and all pushed bookings will auto-approve. However, Self-approve will not work. It will sfill
require the individual to go in and approve bookings.
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Two Controls for Booking Types in OpenAir

Did you know there are two controls for booking types used?

Booking types are a way to identify categories of work scheduled for resources. Typical values include Committed/
Hard, Tentative/Soft, Internal, Vacation, and so forth. Booking types are one of the items that can be controlled in
data views using Filter Sets (along with clients, users, projects, services, project stages, charge stages, time types,
and expense items). For companies with global offices, booking types provide a way to regionalize scheduling
activities. The filter set control also allows users to be restricted from seeing certain types of bookings such as
budget planning staff plans and the like.

| Administration

| sandbex

Thiz is 3 copy of “TOP Step”. it was created at 2018- 10-02 1 1:04:08

New Training

Restrict bolcineg @diting

by rola General
ApDnovals
i by Baooking type * Prrigsrity
Cithar Training 5
Custom fiskds

& Restrict booking editing by role

Ay sebecied rodes will HOT be allowed io edil or create bookings with this booking type.

At il i S#aciad
Admminisiralon
Full Guast
Project Adminsiraton
Project Guest
Super User
Tast User
TESTING
LUser
Usar Admin

Add selected > < Remove selected
Add all = < Remove all

There is another way to control access to booking types, however, and that is when you define the booking type
itself. When a booking type is defined, you have the option fo identify certain NetSuite OpenAir roles that are NOT
allowed fo create or modify bookings with certain booking types. This is one of those settings in the system, which
is strictly a RESTRICTION feature and not an inclusion feature. Any role you set in the exclusion filter will not be
able to edit an existing booking if it has the designated booking type nor will they be able to see the booking type
in the dropdown when creating a booking — since they are not allowed to edit/create anything with that booking

fype.
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\ Administration
| sandbex

This is a copy of “TOP Step”. It was created at 2018-10-02 11:04:06

New Training

m Cancel

Restrict booking editing
by role General

Approvals .
i Booking type * Prionty

Other Training 5w
Custom fields

# Restrict booking editing by role

Any selected roles will NOT be allowed to edit or create bookings with this booking type

Avallable Selecled
Administrator
Full Guest
Project Administration
Project Guest
Super User
Tost User
TESTING
User
User Admin

Add selected > < Remove selected
Add all > < Remove all

The filter set will still grant view permission fo bookings with this restricted type, but no modifications or creations
would be possible by roles designated in the booking type setup. Use of this restriction feature is good when
enforcing resource management processes allowing users fo create a ‘request’ type booking and having a manager
or central coordinator ‘confirm’ that booking. When the booking type is changed to ‘confirmed’ the requester
usually cannot change the booking within NetSuite OpenAir and must coordinate with management.

Manual Bookings Vs. Booking Approvals

In OpenAir, there are many ways to manage resources. One key consideration is whether to create bookings directly
into your system — manual bookings, or using a request/approval process. As with anything, there are pros and
cons to using either method.

Manual bookings are immediately scheduled, so you don't need fo wait to have a booking confirmed, and there’s
no danger of someone else booking that same resource that you are trying to book. The other main advantage
of manual bookings is that you can set up notifications to ensure that everyone in an organization knows what
bookings have been made, giving you the ability fo communicate booking creation and changes without the lost
time having to wait for approvals.

One disadvantage to manual bookings is that it requires the person creating bookings to have a high-level under-
standing of the global resource needs across the organization. For example, if a project owner is creating their own
bookings, they may not know how their bookings affect the resource needs of the organization as a whole. For this
reason, it may be advisable to have booking creation limited to a centralized resource management group who can
track resource utilization and forecast needs at a high level.
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Creating Manual Bookings

There are many powerful booking features available in OpenAir to aid a Resource Manager in creating and
managing bookings. Some of these include Repeat bookings, Project booking grid/worksheet, and the Advanced
Worksheet.

m Bookings - Worksheet

Resources

03-18 22:21:06

‘Week starting ‘Wesek starting Week starting Week starfing Week starfing
0azuz1 032 040421

© Bookings 03 D421
64bookings 2710 hrs 27.10 hrs 31.12 hrs 31.12 hrs 31.12hrs
) 32 bookings  28.00 hrs 36.00 hrs 28.00 hrs 28.00 hrs 26.00 hrs
Bookings -

ey Lt 12 bookings 8.00 8.00 12,00 12.00 8.00

el Vorksho] ~ 7 bookings 16.00 16.00 12,00 12.00 12.00

Chart 12 bookings 4.00 4.00 4.00 400 6.00

Planner 1 booking 0.00 800 0.00 0.00 0.00

Repeat Bookings
The repeat bookings feature allows you to create multiple bookings at once or you can create each individually.
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Advanced Worksheet

The Advanced Booking Worksheet is designed to help review consolidating bookings and notes. This is a very
helpful feature to identify when overbookings are accidentally occurring. It also offers the ability to customize the
output based on filtering. As the number of bookings reaches the hundreds and thousands, these filtering options
truly make a difference.
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Options for Using a Request/Approval Process

[t's not necessary to enable the Booking Request feature, or even Booking Approvals, in order fo facilitate a request/
approval booking process in OpenAir. You can instead use a combination of booking type, nofification emails, and
permissions to implement a streamlined ,approval process,” for bookings.

Booking Types

A booking type is a label that gets associated with a specific booking. Using booking types will help you manage
your process workflow. For example, if a user has the ability to create bookings but someone else has the final
say on which staff member is used on which tasks, it can be set up so that the user is only able o create bookings
with a requested booking type. Another example of using booking types is by setting up email alerts based on a
specific booking type.
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Permission Rule — Limit Booking Types
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As you can see, there are pros and cons with either approach, and OpenAir has features that can help with speed
and accuracy regardless of which option you choose. Carefully consider the unique needs and personnel of your
organization so that you can match with the process that will help you achieve optimal success.
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How to Forecast Staffing Needs to Improve Your Project Delivery Capability

Resource scheduling gives you insight into resource demand. By defining your resource types into categories or job
codes, you can look deeper info your needs to better prepare for future work. Scheduling by skill, as well as project
roles, will aid in identifying not only resource demand but in planning out training needs for your team and when
fo hire subcontractors.

NetSuite OpenAir provides the ability to schedule placeholder or generic people fo give you insight into staffing
needs. Scheduling does not have to start when projects are sold but can be created as part of the sales method-
ology when opportunities mature to a probable state of close. The earlier resource needs can be forecasted, the
longer planning time your organization has to ensure smooth project delivery, satisfied customers, and scalable
growth in the organization.

How
Resource scheduling is typically handled with one of two methods in OpenAir:

1. Bookings
2. Task Assignments

Bookings are handled almost exclusively within the Resources Module. The Resources Module provides data entry,
grid and chart views, and drag and drop planning control for project and team schedules. Bookings have an
advantage over task assignments as resource efforts can be defined differently at different stages of the project.
For example, a project manager may spend more hours at the start and end of the project timeline versus in the
middle due to startup and close out project activities.

Task Assignments are handled exclusively in the Projects module. Task assignments use task start and end dates
along with a budget of hours for the task to schedule the resource. Effort for individuals on the task is assumed to
be a straight-line from the start fo the end of the task. Task assignments have the advantage of being aligned to
project management methodology and may be imported from an MS Project plan which saves on data entry info
NetSuite OpenAir.

Whichever method aligns best with your organization, the scheduling process alone will provide some level of
staffing insight. By creating Summary reports of effort by resource over the next 6 weeks, you'll quickly see how
busy your team will be.

Job codes identify the resource role or job fitle usually, although the list of values is defined according to your
reporting needs. Using job codes will enable you to look at staffing needs by job or role in the organization. A job
code is identified on each user record.

To create job codes, navigate to Administration —> Global Settings —> Job code

Create the Global Create icon to create a new job code.

Administration
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Set the Job Code value on the user demographic record for reporting.

Incremental custom fields may be identified and added to the user record in conjunction with the job code to
provide increased detailed reporting. Values such as key skillset, employee type, or office location may be defined
for analysis of user needs in each of these categories. For example, you can categorize users as follows:

e Part-Time Employee
e Full-Time Employee
e Contractor

To create a custom field to categorize resource type, navigate to Administration —> Global Settings —> Custom
Fields

All items

Custom flelds

For: User, Dropdown fisld

Field name*
L ] 8 Active

Required, no spaces slowed

Description

Dascription of this

Display fame"

Poasbio value Isl, one vaiue ped ino
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on data entry
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Divider teat



The following is an example of resource type custom field dropdown for the user record.

e For: User, Dropdown fisid
2
Field name*

L ] 8 Active

Required. no spaces alowed

Description

Display nama*
8 14 o display
Hir
Hr 1wl disgin -,
Value list*
Peasbio value sl 0ne vale per ine
Roequired
Chack to maka ths faid require data antry on your forms
Hide on data antry §

Chec io hide this fieid on

Add notes

Divider teat

Teal 10 include i P dvider

By leveraging job code and/or the incremental custom fields, you can modify the summary reports fo subtotal
by these categories and get a more consolidated view of staffing needs by type of resource, instead of each
resource individually.

Generics are used as a placeholder for a resource. Generics represent a role needed within a project where a
resource has yet to be named. Generics may be aligned to a job code to represent a specific role or tied fo a
skill set and often help to identify staffing needs by being booked or assigned to tasks in the project. Staffing
analysis reports then highlight how many and what kind of generic resource demands exist and helps determine
if current staffing needs are sufficient.

Generics are defined under Administration —> Application Settings —> Resource Settings —> Generics. Many
attributes of a generic are similar fo user accounts including custom fields, job codes, and cost rates.

Application Settings - Resources Settings

This is & capy of "TOP Step”. it was cressed ar 2018~ 10-02 | LOadé
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To create a new generic, click on the Global create icon and select Generic
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Provide a name for the generic and default other fields configured in your system for user definition, like the User
Type custom field example.

Upon saving, more tabs for further definition of the generic appear, similar to user account setup.
Complete the sections as needed.

Generics appear on reports similar fo users when related to forecasting and scheduling. Generics cannot entfer
fimesheets or expense reports as they are not full users.

It is recommended that staffing forecast reports be set up with a Company Summary report subtotaled by Job
Code or a defined user custom field, then by user with the reporting value of All Booked Hours or All Assigned
hours across a future time frame for analysis.

A word of caution

Resource schedule by skill is difficult. Individuals typically have more than one skill so a one-fo-one relationship
does not exist. Generics defined as skill sets may be useful for quickly identifying the key user traits required for the
project. User searches could then be executed by the defined skill if a skill profile was set up in NetSuite OpenAir.
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Copying Booking Chart Settings to Other Users

Did you know you could override user costs fo accommodate project or task level differences?
Did you know that you can copy (or push out) the booking chart settings to other users?

For many customers, the resource bookings feature is how resource management is done. Reports provide insight
into availability as well as a key feature called the Booking Chart. Over the years, the features available on the
booking chart have greatly expanded making it a useful product with color-coding visibility, date filtering, and
dynamic refresh of information using filters. The challenge in launching the booking chart usage was always to
include the ‘setup’ step in fraining materials so users would be able to have their color coding and options set in
similar fashions.

Via the bulk user change wizard, NetSuite OpenAir provides the ability to copy the Booking Chart Settings from
one user to any other user or departments of users. This setup step is a huge time savings for administrators and
ensure consistency in system configuration across your organization.

To access the bulk user wizard, navigate to the Home module -> Home page and under the Wizards section you
will see ‘Bulk user change wizard’.

g Home
L 2
o et ot 2018 10 Uk 3
8 my st B Reports ¥ 14 company Status
5 workspaces

One of the available fields fo copy is Booking Chart Settings.

& Dashboard
sandbox

Bulk User Wizard - Step 1
1 Sl ths neeer saned infimmsalion by copy
User to copy from
McFadzran, Amy - Q

information to copy
Avraiiabic Sekectod
Banicng chart sctfirgs

= Remaove selectad
< Remave ail

L
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Upon selecting ‘Next” and selecting the users to copy the booking chart settings to, click ‘Run’. Voila! Your settings
are now their settings.

Bulk User Wizard - Step 2

Users to copy to

Available Selected

Churchill, Tres iordano, Robent
Curzi, Richard Marinca, Bianca
Davis, Peter Merritt, Ryan
Giordano, Robert

Jackson, Alexis

Kerr, Zach

Larsen, Andrea

Marinca, Bianca

McEvoy, Carter
Memit, Ryan
Add selected > < Remove selected
Add all > < Remave all
Cance

Resource Utilization Best Practice Considerations for OpenAir

Resource Utilization is a key metric fo understand the productivity of employed staff and earnings. Typically, ufili-
zation implies billable hours and therefore the higher the billable hours the more revenue the company will earn.
However, there are many types of utilization categories, all of which serve a purpose to provide a holistic view of
where employees spend their time during the workweek.

Billable hours drive revenue typically, whereas non-billable hours do not. Non-billable hours include benefit fime
such as sick time, PTO, company holidays, etc. and other items unplanned such as bench time and administrative
efforts. It should be the goal of your organization to reduce unplanned non-billable hours in order to allow employ-
ees fo focus more on billable hours or other productive confribution areas. There is usually a grey area between
Billable and Non-Billable hours called Comp Eligible or Productive or Credited Non-Billable hours. This grey area
tends to be investments in activities that will drive sales or revenue in the future such as demos, proposals, sales
calls, etc. If utilization drives compensation or bonus amounts per employee, credited non-billable hours tend to be
fracked and used as a factor in determining final qualification and computation of bonus amounts.

OpenAir provides the ability to define uftilization targets for individuals which, when combined with measures to
dates, can manifest info self-service reports. These ensure individuals are clear as fo their progress on compensa-
fion earnings and meant to moftivate individuals to achieve.

Task Types

Task types can be set up and indicated per task to define the type of uftilization. Once the task is identified within
the project, any time posted will be aligned to the specified fask type. This is not a value visible on timesheets,
rather an infrastructure set up that supports data reporting and analysis based on task type definitions.

To set up task types, navigate to Administration>Application settings>Project settings>Task types
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Application Settings - Projects

PROJECTS -

Projects Settings

Action item categories
Action item severities
Action item sources
Action item stages
Action item statuses
Alerts

Assignment groups
Charge projections
Gantt display
Mofifications

Project billing defaults
Project budget options
Project locations
Project stages
Recognition defaults
Task types
Worksheet display
Other settings

Create task types based on the reporting metrics needed. Typical task types include billable, non-billable, credited
non-billable, training, and fime off.

Access infernal projects and set task types on all tasks with the desired value. If you have template projects setup
from which to create new projects, set the task type per task accordingly. If your project setup includes the creation
of new fasks individually, it is recommended fo set the default value of task type to Billable, as many new fasks on
client projects fall into the billable category.

To set a task form default, create a new task within a project (any project as you will not be saving the task) then
access the quote bubble icon on the far left of the screen to access the ‘Set form default values’ form.
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Custom calculations may be used in reporting fo identify specific types of utilization or consolidate different types
of ufilization by task type. An example of this is a productive utilization calculation. Some organizations view this
as a combination of client billable time (billable task type) and credited utilization tfime. Custom calculations can
provide visibility into fask type uftilization categories for the analysis of information by different cross-sections.

To create a custom calculation, navigate to Administration>Global settings>Custom calculations

1. From the Global Create icon, select Account-wide Company custom calculation, as this will ensure that the
calculation is available across reports.

Account wide Usar custom
calCulaion

Account-wide Dapanmeant C1siom
caculahon

Accouni-wide Job code cisiom

calculahon

Avcount-wide Clent custom
calculahon

Account. wide Progact cusionm
calCulaon

Account-wida Task cusiom
CalCulalon

Account-wide Sonace cusiom
calculaion

Account wide Vandor cusiom
CHCUkRON

Account-wide Expense fam
custom calculation

Account-wide Company custom
CalCUaOn
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2. Select the right and left-hand operand, name the calculation and save. If you are creating a calculation for a

specific type of hour, you will filter the task type to identify the type of hour.

3. The Constant-One (D right operand, in the sample below, is a custom detail field of type Time Entry Detail

Field with a constant of 1.

Maodule Entiny Type
Accownt wide Company
Lef operand Operation Right operard
T imeshests - All hours L mes v Censtant - One (1)
Tule
pi-u-uuumm- x|
The opeiamd s el sie nill sudion sl as e piepmaded i Tus Wm oTems sed b delee il geieiale ot f fdl ceppbed fee

4. In the example below, the billable utilization hours are defined by using a filter on task type to only select

s ’
billable’.
Charge byse
Chanpe siape v
~ Task typs B

W’O
Cwirms
N it e C—— g
Skabe ceegl 3 i Thaze
Frta'e Bpd e Slafus 2o 2594 P RaiTE L
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5. Once the calculations are created a report can be created fo illustrate the data elements.
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Calculating ufilization averages means you include all users that have tfime in the system at some point during
the timeframe of the report. The challenge with this is when a user starts with the company in the middle of
the reporting tfimeframe or leaves the company in the middle of the reporting tfimeframes. When the user is not
part of the company, their utilization falls to zero, which will impact the overall average of a department, region,
or company report. User entity tags allow dates fo be associated with custom values so users only contribute to
averages and tfotals during the timeframe the tag is applicable. An Employment Status tag group with tag values of

Employed/Not Employed support this reporting feature.

e Toenable user enfity tags, navigate fo Administration>Global Settings>Optional Features and ‘Enable the User
Tag Feature’. A new link will appear as part of the user account definition called ‘User Enfity Tag'.

e Tocreatfe a user entity fag, you will need to set up a tag group. Navigate to Administration>Global Settings>Tag

Groups.

e Create a fag group
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e Now set the correct value on all users included in the ufilization report by accessing each user and the User
Entity Tag link within the user account.

Shaak Ti

Demcgraphc  Accoss control  Schodule  Cost  Proey

— m

Edit user enity tag

Detaut enity lags

Tag group Tag group attribute Delet

Engioyment Stals Enpicyed

Finer st

Loawe accnual

The top portion of the User Entity Tag form is the current or default value and the bottom part of the form controls

the start/end dates of historical values.

6. When a user is new to the company, set the Employment Status default to ‘Employed’ and the historical value
10 1/1/00 1o with a ‘Not Employed’ value. Here’s an example for an employee hired on 01/01/18.
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7. When a user leaves the company, set the Employment Status default to ‘Not Employed’ and the historical
value of to with a value of ‘Employed’. If an existing ‘Not Employed’ historical value is in the user record, this
entry may be deleted (check the ‘Delete,” box and SAVE), as the default value will be used for any period not
covered in the historical values — both before and after the term of the employment will be considered ,‘Not
Employed,”. Here's an example for the same employee above, leaving the company on 06/30/18.
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Caution: The activation and inactivation of user accounts will not automatically update the User Entity Tag value.
keep reporting accurate, ensure audit controls are in place for entity tfag accuracy.
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Target Utilization

Many companies define fargets for individuals as part of a compensation or bonus plan. To provide self-service
reports and dashboards on the attainment of defined targets, users can have their target ufilization defined as
part of the user record. Target utilization creates new reporting values called Target Hours and Base Target Hours
that multiplies the entered target utilization percentage against the Work Schedule hours defined per the user’s
Schedule settings.

Target utilization is a feature that needs to be enabled on the user record prior to data entry. To activate target
utilization on the user record, navigate tfo Administration>Global Settings>Optional Features and ‘Enable Target
Utilization Feature’

Now set the target utilization percent and date of when it is effective on all users included in the utilization report
by accessing each user and the Target Utilization link within the user account.

Shaak Ti

To specify ufilization, add the percentage as a whole number with a corresponding start date. Utilization may
change with changes in role or changes within the organization. Simply add new ufilization targets with a new start
date when the change occurs. The previous ufilization target will be used for reporting from the previous start date
tfo the day before the new entry start date.

Edit user target utilization

Histoncal target utilizabon

Start date Target u Delet
02/28/13 000
02/01/08 100.00
0501114 80

N
v

Reporting Values

When reporting on values related to utilization it is important to understand the differences between fields that
look quite similar and to be clear on your company’s policy on how fo calculate utilization percentage — particularly
what you wish to use as the divisor in the calculation.
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Reporting Value Description

Resources - Base Work Schedule Days / The user’s time for the period
Hours including all work hours defined
in the company work schedule
and not subtracting out time set
aside for holiday's or approved
leave requests.

Resources — Work Schedule Days / Hours The user’s time for the period
including all work hours defined
in the company work schedule
but subtracting out time set
aside for holiday's or approved
leave requests.

Resources - Base Target Days / Hours Base Work Schedule time times

the user’s Target Utilization.

Resources - Target Days / Hours Work Schedule time times the
user’s Target Utilization,

The built-in field ‘Resources — Percent historical utilization uses Work Schedule as its divisor — which may not
be your desired calculation. In fact, all of the built-in utilization calculations use the user's Work Schedule as their
divisor. Therefore, you may need fo create custom calculations that represent your company’s policies.

When configuring your custom calculations fo calculate uftilization for your company, be mindful of which field you

choose as the divisor (denominator) in the calculation.

e If your targets are set based on the full year’s calendar with no consideration for holidays or tfime off (most

Comment / Example

May 2018 has 23 base weekdays, or
184 base hours

May 2018 has a Memorial Day Holiday
included in the Company Work
Schedule. That would mean that this
period would have only 22 work
schedule days or 176 work schedule
hours. If an employee has two days of
approved leave in this period, the work
schedule days would be 20 and work
schedule hours would be 160.

In May 2018, an employee with an 80%
target would have 18.4 Base Target
Days and 147.2 Base Target Hours

In May 2018, an employee with an 80%
target and no approved leave would
have 17.6 Target Days and 1408
Target Hours. The employee with 2
days of approved leave would have 16
Target Days and 128 Target Hours

common), be sure to choose the Base Work Schedule Hours as your divisor.

e If your fargets are set based on a calendar net of time off, then use the Work Schedule Hours.

e If your fargets are based on the full calendar net of only holidays, you would need to create a custom calcu-
lation that takes Work Schedule Hours and adds back Approved Leave Request Hours and use this custom

calculation as your divisor.

Tips to Effectively Manage Subcontractors in OpenAir

Subcontractors can infroduce complexities due fo:
e Non-standard work schedules
e Varying cost by activity

¢ On-demand use

To gain management and administrative efficiencies, contractors need to be clearly identified. The challenge is
knowing when subcontractors should have access to your NetSuite OpenAir system and when they should not.

144



Subcontractors in NetSuite OpenAir get user accounts just like everyone else so they can do time and expense
reporting; however, they are usually identified as a subcontractor, for reporting and auditing purposes, using a
custom field.

Subcontractors tend to have access to limited information supporting their ability to put time and expense infor-
mation into NefSuite OpenAir.

Contractors may have varying costs by project or activity on the project.

Since subcontractors may not be used full time, adjustments to notifications such as late tfimesheets may be
considered for effectiveness; meaning only send the late timesheet notice if the subcontractor was supposed fo
work the prior week.

How
Subcontractors can be identified by adding a custom field fo the user record to denote the type of employee. This
field may then be required on every user record.

{ . custom|

All items

Below is an example of resource type custom field drop-down for the user record.

Custom fields

For. User, Dropdown field

Field name*

[resource_type O | ¥ Active
Required, no spaces allowed

Description

Description of this custom field

Display name*
[Resource Type

You musl enter a title 1o display on forms.
Hin

Hint text will display on form

Value list*

Employee

Contractor

Access to NetSuite OpenAir modules may be limited within the user record. Subcontractors may only have access
to fimesheet and expense modules, in some cases. To define specific module access, navigate to Administration
—> Global Settings —> Users —> <selected user> —> Access Control.
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Purchases Purchases
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Add selected > < Remove selected
Add all > < Remove all

Make this the dofaull applcation aCCass for New Usars

...

Filter sets may be created fo limit the view fo specific data within modules. Filter sets are created under Administra-
tion —> Global Settings —> Users —> Filter set. By setting the Primary Filter Set on the Demographic form of the
subcontractor’s user account, the subcontractor will have a data view in the system limited to the filter set controls.
Typically, a booked/assigned project view and ‘myself’ user view limitation is granted fo subcontractors.

Global Settings - Users

Y o~ . S.R 5~ | ~ EPORTS ~ USERS -

Users

Filter set

Uest roles
Guests

Roles

User locations
Users

Define the access to the data under the Access Control section of the filter set.
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Fliter sats
Contractor

General User filter set Access Conitrol

Access control type & Status

Client access Access to all Clients

Project access Access to: [Access to booked Projects]
[Access to assigned Projects)
Oid Revenue Transactions [Acedexon)

Project stage access Access to all Project stages

Service access Access to all Services

User access Access to: [Myself]

Expense item access Access to all Expense items

WorkSite access Access to all WorkSites

Charge stage access Access to all Charge stages

Booking type access Access to all Booking types

9 rows

All user accounts have a cost table for hourly cost rates. If a subcontractor is always the same cost rate, then
entering the hourly cost in the user cost fable will suffice for cost tracking. Subcontractors may not always charge
the same hourly cost per project or task (activity within the project). To handle these situations, it is recommended
fo enable the Loaded Cost Override functionality at the project and/or fask level. This provides a user-specific
cost rate set up at the project or task level, which overrides the user-based cost definition. This flexibility allows
more accurate profitability reporting at the project level and cost accrual reporting of the subcontractor in general.
Contact NetSuite OpenAir support to enable these features.

# Loaded hourly cost

You can overnide the resource loaded hourly coslt for B project

Resource Actual Loaded Cost
Select v Q
Select = Q
Select = Q
[Add rows) _-v

By identifying users as subcontractors with a custom field, a user detail report can be set up o audit system usage
by subcontractor by reviewing fields such as last login, last time entry date, and last receipt date. This information
along with scheduling information such as the last booking date, provides insight into the need for the subcontrac-
for account to remain active. Inactivating users that do not need full-tfime access to NetSuite OpenAir frees up a
license for use by other subcontractors; thus minimizing the number of licenses that need to be purchased.

And finally, the late timesheet alert functionality allows the accommodation of sending reminders only if the
resource should have entered a timesheet for last week. This logic is connected to the resource assignment or
booking features since they control forecast effort and scheduling. By scheduling a subcontractor for work and
configuring the timesheet alert to only send reminders if the resource has booked or assignment hours in the
previous week, you will ensure effective communication with the subcontractor about timesheets being overdue.
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= Rulel

Send the user an emal f they have not
submitied a imesheet that ncludes

4 days ago -

Send alert to *
All users

Oriy users who meet any of the cntena below
& Only users who meet all of the crtena below

¥ "Timesheet required” users

| Users with open timesheets

| Users with a current task assgrment
¥ Users with a current bookng

1 UsersDepartments in fiter
> Create

A Word of Caution

The cost override feature provides reporting at both the override cost rate level and the user cost rate standard

level. Cost rate override values are called ‘actual cost’ such as Timesheet — all actual cost. Base user-defined cost
rates are called ‘current cost’ such as Timesheet — all current cost.
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How to Contfrol Timesheet Periods in OpenAir

In order to control timesheet periods, did you know there is a feature to control which weeks are available for tfime
entries and override on a per-user basis?

The internal switch in OpenAir called Enable timesheet open/closed periods, if enabled, makes the Timesheet
open periods available as a company setfting. This is available via Administration > Application Settings >
Timesheets Settings > Other Settings.

The Timesheet open periods allows the admin fo indicate which timesheet periods are available and open for
end users fo log time fo.

Example: If the timesheet duration is set to Weekly, enter the Open Periods as follows:
09/28/2019-10/04/2019

10/05/2019-10/11/2019

10/12/2019-10/18/2019

10/19/2019-10/25/2019

10/26/2019-11/01/2019

Timesheet open periods (date ranges "MM/DD/YYYY-MM/DD/YYYY", one per line)
12/30/2018-01/05/2019 -
01/06/2019-01/12/2019
01/13/2019-01/19/2019
01/20/2019-01/26/2019
01/27/2019-02/02/2019
02/03/2019-02/09/2019
02/10/2019-02/16/2019
02/17/2019-02/23/2019 M
02/24/2019-03/02/2019

.

Note: Do not enter or include spaces before and after the hyphen on the date ranges as they are not accepted by
the system.

The admin will then remove the periods from the list so that users are no longer able fo log time against them.
They should then be able to see the open periods on their timesheets and only be able to log fime o these open
periods.
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Dealing with Exceptions in Your OpenAir Time and Expense Review Process

Timesheet and Expense Report accuracy drives an effective business. This is why many companies strive to
enable effective review processes for fime and expense submissions. There are times, however, when having a
simple review process, such as a single project reviewer or manager, will not provide a robust enough process for
exceptions that may occur. Exceptions include vacation coverage, month-end fime-critical approvals, and even
escalations due to lack of action.

NetSuite OpenAir’'s concept for time and expense approval process provides controls to allow a simple review
process with built-in exception processing as needed. Typical examples include:

e Configuring an escalation approver if no action has been taken after X days
e Defining a backup approver for time-critical approvals at month-end holding up invoices

e Setting up expense report conditional routing based on the amount fo include more individuals in the approval
for larger expenses

e Allowing for a co-project manager approver for projects

How
Approval processes are defined within Administration —> Application Settings —> Timesheet Settings or Expense
Settings.

Application Settings - Timesheets

TIMESHEETS =

This is a copy of "TOP Step”. It was created at 2021-03-18 22:21:06

Timesheets Settings TIMESHEETS

Alerts

Alerts
. Approval processes
Approval processes
Client Locations Client Locations
Leave accrual rules
Notifications Leave accrual rules
Run leave accruals
Schedule request layout Nofifications
Services

) Run leave accruals
Timesheet report layout
Timesheet rules Schedule request layout
WorkSites

Other settings Services
Timesheet report layout
Timesheet rules

WorkSites

Other seftings -

The approval process form is a generic form usable by any of the available approval seftings in NetSuite OpenAir:
fimesheets, expense reports, invoices, schedule requests, and more.
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Remove the Challenges of Adhering to the Customer’s Expense Policy in NetSuite

Your company has an expense policy that your employees must follow in order to be reimbursed for out-of-pocket
expenses. Sometimes a customer may require you to follow their expense policy instead. The challenge is how to
communicate to your project and invoicing teams the specifics of the customer policy for accurate invoicing.

NetSuite OpenAir has an expense policy feature that allows you to display specific elements of the customer’s
expense policy to consultants as they entfer their expense receipts and to the invoicing staff when they generate
invoices for those incurred expenses.

How
The Expense Policy feature is an internal switch and must be activated by NetSuite OpenAir support. When
enabled, a new section appears within the Project Properties page:

& Expense policy

Expense policies can be copied from other projects, as would be the case in a single customer having multiple
projects. Expense policies, in general, have three main parts:

1. Allowed expense items: [imit the types of expense items allowed against this project

2. Maximum price options: define any receipt amount limits. Billing rules can also cap the billing of an expense
item to a customer but the expense policy feature limits how much the consultant can record on the receipt.

3. Description: perhaps the most useful part of the expense policy feature. This free text area allows the specifics
of the policy to be described for display in the expense receipt and customer invoice.

The expense policy information is accessible via a link once the project is selected on the receipt form when
enfering expenses:
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Expenze policy bor project Dpendir Syviere Admisintratios

Within invoices, the expense policy appears as a tab that displays the same information as entered on the project
properties form:

Frecdce ITIE

Caution: Maximum receipt values are interpreted as the maximum amount of a single receipt, not an accumulated
amount by expense item type. A typical example is lodging where the bill is itemized by nightly rates but entered
as a single receipt for all nights. In the case where a maximum rate is set by the customer, the receipts must be
entered on a nightly basis instead of as a total lodging amount.

Setting Timesheets and Expenses to Cover Different Time Periods

Did you know you can have your timesheets and expenses cover different time periods?

When you choose fo use Timesheets and Expenses in NefSuite OpenAir, one of the configuration decisions is
the time period for each of these items such as weekly, bi-weekly, or monthly. Weekly is a fairly common selec-
fion among customers based on their business model but what if your expenses should be monthly and your
fimesheets weekly?

NetSuite OpenAir provides the ability to set the fime period independently for timesheets and expenses. By
enabling the switch ‘Envelope duration” and selecting the desired time period (monthly in our example), all Expense
Reports will default to a monthly time period while timesheets will be weekly. What if your policy differs between
offices? Such as US offices requiring weekly submission and European offices requiring monthly submission?

NetSuite OpenAir helps here as well. By enabling the switch fo set the timesheet or envelope duration at the user
level, each user can be set up to use a specific timesheet period and envelope period. Just one more way NetSuite
OpenAir is able fo support the complexities of global organizations!

NOTE: Contact NetSuite OpenAir Support to enable switches mentioned in this tip
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New expense report

—
Cancel

Attachments

General

Currency | Expense report starting date * |
usp =
01101720 already created

Sescription 02101720
U]

0301720

Notes
04101720

How to Adjust OpenAir Timesheet and Expense Reports

People make mistakes. No matter how good a review process is, there are tfimes when you need the ability to
quickly fix fime and expense information. Timesheet adjustment and expense report adjustments provide this
quick fix.

How

The timesheet adjustment feature must be enabled by NetSuite OpenAir support and is controlled for access by
the NetSuite OpenAir role associated with the user. Administrators have access automatically. To adjust a fimesheet
once this feature is enabled, navigate to any approved timesheet and access the timesheet by clicking on the name.

Ti heets - Aj d
imesheets - Approve ' 9 RB

This is a copy of "TOP Step™. It was created at 2018-10-02 11:04:06

B s untmea*~ M = T &

User ID # of hours # of signed
off hours
=) 11/03/19  11/03/19 to 11/09/19 [Adjusted] Approved Breaux, Ronn rbreaux 0.00 0.00
11/03/19  11/03/19 to 11/09/19 Approved Breaux, Ronn rbreaux 44,00 0.00
(] 10/20/19  10/20/19 to 10/26/19 Approved Breaux, Ronn rbreaux 40,00 0.00

Select the Edit tab then access the lightbulb icon on the fop right. This displays the Adjust this timesheet feature.
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< Timesheet 11/03/19 to 11/09/19  User: Breaux, Ronn

EDIT REPORT PROPERTIES SIGNERS

This is a copy of "TOP Step”. It was created at 2018-10-02 11:04:06

neoff or TOP Step projects
sremote support for the customer:project
sphysically present on-site for that customer:project

SUBMIT/APPROVE

ocation: Set lo the state or country of the customer you are supporling

2
WorkSite Client : Project I
% @ |None & | Trinity: Rev Rec 'i
= @  None & | Trinity: RevRec —"
[Nome 3] | b |

Tips

T There is time entered for this date on another
timesheet (11/03/19 to 11/09/19 [Adjusted]: Starting
2019-11-03).

Adjust this timesheet

11/03/19 to 11/09/19 [Adjusted] is an adjusted timesheet
created from this timesheet

An approver can edit timesheets they approve.

Select the WorkSite and enter the time spent in the
appropriate cell.

Enter the time as decimal hours. For example, enter 1
hour and 30 minutes as 1.5,

When you save the timesheet the time is rounded to the
nearest 1 minute.

You can click on the icon next to the cell to enter more
Information.

Click on the Timésheets tab to return to the list of
timesheets without saving.

Current leave accrual balances

View time entry form
Page Build Time: 0.3s, Load Time: 0. 344 at 2020.01.02

1z8552Customize this page
Review last notification

o

By clicking Adjust this timesheet, the enter time screen refreshes and allows you to edit the information. Perform
the edits to make the timesheet look like it should look and click save. A form confirming the adjustments to be
made will appear. Click OK to create the adjusted timesheet.

TN save |
General

Name *
11703119 to 11/09/19 [Adjusted]

I&Iﬂ

2 Adjustments

—
The new timesheet will have the following time entries

Date Client | Project | Task | WorkSite | Client Hours | Project
Location job
code
11/06/18 | Trinity | Rev Fixed | None IL-Us -4 Mgmit
Rec fee
tasks
11/06/19 | Trinity | Rev Fixed | None IL-US 5
Rec fee
tasks

:
g
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Once an adjusted timesheet is created, one of two options may occur depending on your configuration control.
The timesheet may either auto-approve or may be submitted to follow the approval processes of the projects and
users. Determine which approach is the best fit for your organization and contact NetSuite OpenAir support to
enable one or the other. Both options cannot exist in the environment.

Typically only specific roles are able to make timesheet adjustments. It is important that timesheet adjustments
are monitored because the adjustments for time and materials projects that have already been invoiced will have
a future billing impact.

Expense adjustments work in a similar fashion and have the same type of switch controls. The only other consid-
eration for expense report adjustments is the status of reimbursement.

Adjusting an expense report can also adjust reimbursement amounts and may require additional efforts by your
Accounts Payable department to either reimburse or collect adjustment amounts.

A word of caution

Adjustments should be used sparingly by administrators or business operations resources. Although this feature is
quick and easy, the underlying behavior of the end-users performing the mistakes should be corrected. Whenever
possible, unapprove or reject fimesheets and expenses in error to have the individual perform corrections instead.

Importing a Credit Card CSV into NetSuite OpenAir Expense Reports

Did you know that you could import a credit card CSV info NetSuite OpenAir expense reports using an import
wizard?

OpenAir supports the ability to import American Express CSV feeds directly into new or existing expense reports
according to the transactions in the file.

The wizard itself is very easy to use — it’s a simple 1-2-3!
Open the wizard and browse for your AMEX CSV file.
If you have a multi-user file, you will be prompted tfo map the person’s name in the file o a user in NetSuite OpenAir.

You name the expense report, have the option to insert receipts into existing expense reports, and apply a payment
type (which is linked to reimbursable/non-reimbursable).
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And Presto,” the receipts are imported against the defined user. Don't have multiple users in the file? Then it's only
two steps to create your own receipts.

The dependencies to use the wizard are that expense reports must not be restricted to a time period and you
cannot change the name of the expense report. Once those are in place, the wizard will be available on the Home
page for use.

Give it a try — you may find yourself with a few extra hours to do billable work!!!

Are Your Expense Item Billing Rules Being Capped Accurately?

If you are adding caps to your expense item billing rules, chances are the cap isn't being applied quite the way you
expect. Normally, the system will apply the cap to the nearest hundredth, but it is based on quantity — not money.

For example, if an expense-billing rule is capped at $500, and $300 has already been billed, the amount available
before the cap is reached is $200.

Project Acquisition to OA

sandbox

FINANCIALS -

= Cap

A cap will limit the otal amount billet

% Accounting date

Other

»

If a receipt for $201 is processed by the billing rule next, and the box Adjust receipts to fit under the cap,” is
checked, the rule will cap it at $200 and the $1 will be split out as a second receipt. Without the box checked, the
cap will actually be exceeded by $1. It may be a small amount, but is it worth the risk of potentially delaying invoice
payment?

= Cap

A cap will limit the total amount billed by the billing rule

500
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Authorize Expenses in Advance with Expense Authorizations

Have you ever wanted a way fo let your employee’s request authorization in advance to incur certain expenses on a
project? And would you like to be able to compare the actual expense report with the authorization? With Expense
Authorizations, you can.

You can enable this feature in Administration > Application settings > Expenses settings > Other settings > and
select the option ‘Enable expense authorizations’

Global Settings

L RB
sandbox

This is & copy of “TOP Step”. It was created at 2018-10-02 11:04:06
Expenses [

Other seltings

Cancel

L Allow an

srover 1o edit a submitted expensa repart {mutually
irci ecditing submitted entities by approvers via Role

Require a client selaction on receipts Require an exponse item selection on receipls

Require a payment type salection on recaipts Tha ‘Company paid’ payment typa is always non-reimbursabla
[ Hide: the payment type drop-dawn on recaipts Enable expense authorizations

0 Allow

Timasheats {mutually e vers
via Riole Pen
Hide the "Advanced required” field on expense authorizations Hide the "Reimbursable/Mon-reimbursable® drop-down on receipts
Hide: the "Expense item location” fisld on receipts Hide the “Vendor™ field on receipts
[ Hide the "Cash advance" fiald on expense reports Allow receipts to be associated with tasks
Require a task selection on receipts Make the expense repart tracking number read-only

ORACLE NETSUITE

Once it's enabled, you will have the opfion fo define user-level approvers for authorizations. The project-level
approver is the same as the Expenses approver.

To create an Authorization, search using the global search icon [+] Create > Expenses: Authorization

{ authorization|

All items

xpenses Authorization

In the New Authorization form, add a name, descripfion, project and date range along with any notes.
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Expanses

General

Add a list of each expected expense item along with optfional notes and then submit for approval.

Expenses

9

Requested for Amy  Owner Aoy McFadeesr

JE1 5%

When creating your expense report, you have the option to associate an Authorization, if you have one approved.

Expenses
sandbex

(3

General

usD

= Authorizations
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When viewing the Expense Report page, you and the approver can compare the authorization against the expense
report.

Expense report 0301/20 to 03/31/20

2

sandbex

Solect
Exparns Report
aily SLMMATY of Feimiburs abie o1 peries
Eaperas e a0 Tots
I Tracking ¥ | Date Cllent | Project Expanse item | Dwscriptics Amount | Notes | Forwign currancy price | Foresgn cummency symbol | HST tax

This feature does not prevent entering any data or determine auto-approvals or rejection, but it does provide useful
information when planning expenses and comparing those approved plans against the acfual expenses incurred.

Prevent Expenses from Being Entered Against Certain Projects in OpenAir

Have you ever found expenses entered against a project that should never have had them? If you have, you might
have wished you could disable expense entry against certain projects.

To do this, you'll need to create a custom checkbox field for Projects.

Administration

i custom I
Administration All items
m e
|
Opportunities Gustom field
I ] Administration
sandbox

This is a copy of "TOP Step”. It was created at 2018-10-02 11:04:06

Custom fiekds
Cancel
. Add a custom field to* Type of field to add:*
L Project w | Checkbox w
Opportunities
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Name the field ‘available_for_expenses’ and notify NetSuite OpenAir Support that you'd like this field to indicate

availability in expenses.

1 Administration
sandbox

This i5 a copy of "TOP Step

It was crealed 4t 2018-10-02 11:03:06

Custom fields

Cancel
For [
Field name"
available_for_expenses
Réguired_no spaces alowed

Dispiay name"
Allow expense entry

usl enter a Ulie 1o SEpiay on fon

Once they confirm, you can uncheck the box fo prevent expenses from being entered against any project.

sandbox

albost Template: Bespoke

Signers

Medifications

Projed approvals

Diashboard
enabled d
according to:

Portfolio designations
Integration

Expense palicy

Filler sel

Hierarchies

Altachments

- Project Template: Bespoke  Client. albost

Cancel
General

Project name *

Template: Bespoke

Projes er

McFadzean, Amy w Q

Project stage
4 Live -

Budget (hours)

Budgel (money)
no value

Tax lecation
Select w

E Allow expense enlry

PROPERTIES

Client *
albost

Main project o
Select
Email: -
Mchile: -

Start date (MMDDYY) *

12818 3]

Cosl Cenlre

Select..

Invoice layout
[Use the default invoice lzyout]

Collapse all Sections

w
w = Create
Balling code
w
-

Project stab

WOT AVAILAR:

Fxpand all Sectinns
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Limit Expense Items by Project in NetSuite OpenAir with Expense Policies

Many companies have many expense items defined, but in practice, certain types should only be used for infernal
activities. In other cases, companies will define region-specific expenses. You may be able to address this by limiting
which expense items are accessible in user filter sets. But if you need fo define available expense items by project,
you can do this with Expense Policies in NetSuite OpenAir.

Expense Policies are a set of features that need fo be enabled by NetSuite OpenAir Support. Once enabled, a new
section is available on the Project Properties form for Expense Policies.

=) Project Template: Bespoke  Client albos:
sandbox

= Expense policy

mpart an expense policy
Select ..
General

rense itemn oplions

Signers.

Notif ix
P Notifications Giolrd s
Froject approvals Lodging

[Add rowws]
Portfolio designaticns

Integrabion

roject stab

PROPERTIES WOT AVASLAR

Allowed expense items = Create

> Q
Mamimum price Fimed price
Q 1000 J
Q o]
Q 1000 @

Expense policy descripticn

By default, nothing is changed until you limit available expense items on a project. To limit expense items per
project, modify a project and select the ‘Allowed expense items’ filter. Select the items fo be available on expense

receipfs and save the pop-up and project.

When users create expense reports, the expense item field cannot be populated until the project is selected. Based
on the project selection of the receipt, the expense item field is loaded with available values.

This filter is respected on both the receipt form and the worksheet/grid view.

No expense item is available until the project is selected:

Expense report 010120 o 01731
sanidbor

id

w|Q = View anpense policy

Clpinilr - Googhe Chiame

& top-step-sandbox.app sandbox openair.co

xpanse polloy for projectfemplate; Bespoke

e Wasiumanivion Fosd Fos
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Expense Report in OpenAir: Save Time by Copying Receipts

Here is a quick tip when creating your expense report in OpenAir. Whether it's for daily folls, mileage, or if you
just eat the same meal every day, if you need to enter several rows of duplicate entries, there’s a helpful — and
overlooked — way to do this.

Go to the OpenAir Expense Worksheet and populate the first row.

Oipendir ; Expenses : Top Step X +

&« [« & top-step-sandbox.app.sandbox.openair.com/envelope. pliuid=uGiXtPDFEhGNR 3SE249xu0;app=te;layout=open;action=grid;r=5z1PANG4703;envelope_id=37750

Expense report 04/01/20 to 04/30/20 | User: Giordane, Robert

sandbox
WORKSHEET
This is & eopy olETORS1p" ated at 2018-10-02 11:04:06

Cancel

[Add] v [® Add blank row O Add row duplicated from selected row

Tracking Payment type Client : Project Expense policy Expense item Date (MM/DDV'  Tax location Quanti Price
1 Select. Select. Select... Select..
2 Select. Select, Select... Select.,
3  Select.. Select... Select.., Select...

WORKSHEET

This is a copy of "TOP Step”, It was created at 2018-10-02 11:04:06

Cancel
2T v [Add] P Add blank ro+t @® Add row duplicated from selected row
SR ‘Payment type Client : Project Expense policy E
BIOWS  reonal Credit Card  amill: Openair w! GRV A
10 rows §rsonal Credit Card  amill : OpenAir w
2 Sqlect... Select... Si
3 Select... Select... S
Total.

A new row is created with the same data as the first row.

3 Expense report 04/01/20 to 04/30/20  user: Giordano, Robert

sandbox .
WORKSHEET
This is a copy of "TOP Step”. It was created at 2018-10-02 11:04:06
Cancel

[Add] v O Add blank row ® Add row duplicated from selected row

Tracking Payment type Client : Project Expense policy Expense item L
1 Personal Credit Card  amill : OpenAir w/ CRN Advertising
2 Select... Select... Select...
3 Select... Select... Select...
4  Personal Credit Card  amill : OpenAir w/ CRV Advertising

Now, just repeat as needed and update the date for each row.

NOTE: the OpenAir expense worksheet must be enabled for your organization and role.
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Struggling to Filter for your Team in the Timesheets Module?

Many companies using NetSuite OpenAir have team setups controlled by departments or hierarchies that allow
an inheritance view of ‘who’ you can see in the system using the filter set concept. When you've got the filter sets
setup correctly, data views help you see users, projects, etc. that you need to see and avoid seeing everything in
the system.

For many companies, this type of setup is sometimes prohibitive in being able to narrow down to a lower level
of organization or viewing your ‘team’ if they are a combination of individuals across departments, countries, as
examples. The solution for many is either to set up specific filter sets controlling user views in the timesheet with
specific usernames OR setup a page filter to view only users desired when looking at the list of timesheets (and of
course there is the option of just ignore the extras).

NetSuite OpenAir provides the ability to display custom fields set up on the Timesheet in columns when viewing
data. If you set up a dropdown field, for example, you can have people populate the field then timesheets from this
user will be easily viewed by filtering on the dropdown field.

A great example is wanting fo view departments or sub-departments when you have to use NetSuite OpenAir’s
standard Department field to hold some other level of detail like country, region, or office. By creating a custom
field dropdown on the timesheet called ‘department” and defining a list of departments in your organization, the
field can then be displayed on the ‘create new timesheet’ form (or timesheet clone form). Make it required so users
must fill it out before they can get to the timesheet grid.

5 Timesheets
sandbox

This is a copy of “TOP Step™ It was created at 2018-10-02 11:04:06

New timesheet

Cancel
Attachments

General

Timesheet starting date Accounting date (MM/DDYY)
07/05/20 w 07115120 | B

Default WorkSite Default Client Location
Salect... ~ Selecl... w

Notes [ Allow overapping timeshests
est

test L Timesheet Submitted
Select... w

Department
Select... -

Dapartmant

= Aftachments

Cancel

As tfimesheets created start getting populated, you'll be able fo add the new Department field in the column list
view of fimesheet and filter down by values in this dropdown.



Timesheets
sandbox

This is & copy of “TOP Step”. Il was craated Al 2016 10-02 11:04:06

OpenAir Lafte Timesheet Alerts Can Align with Resource Management

The Late Timesheet Alert is one of the most often implemented reminders or notifications fo ensure users are
compliant with your timesheet policy. What most people overlook, however, is how the tfimesheet alert can be set
up in such a way that it is only friggered when resources are expected to do work in a week. If you look at the
timesheet alert setup form, the basic structure is to identify a day that falls in the timesheet week to at least trigger
the evaluation of a late timesheet alert need.

- Administration

Late timesheet alert Late timesheet alert

Gancel
General

Late timesheat alen

= Alertruns on

w oal 12am v | 45 W
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Identifying ‘4 days ago’ as the inclusion date fo determine if a tfimesheet is missing or not yet submitted means
that this timesheet alert will run on Monday and look for a timesheet with last Thursday’s date in it to determine if
a timesheet has already been submitted or not. If the timesheet doesn’t exist or has not yet been submitted, then
you have a series of options of who is included in receiving the reminder. The “Timesheet Required,” checkbox is
a setfting on the user’s demographic account record that gives you basic control as to who should be submitting
a timesheet. The Users/Departments filter is how many customers control how often or when users receive the
alert — in many cases, this may be a time zone consideration with the department handling regional association
of users.

These two filters together provide the ability to notify people on a regular basis, but the challenge comes info
play when subcontractors or part-time resources are included. If you rely on the ‘timesheet required’ checkbox,
they will get weekly reminders even if they are not asked to perform any work. Getting foo many of these and
subcontractors start to ignore them, thus they lose their effectiveness.

Consider 2 other options — users with current task assignment and/or current booking. The word ‘current” in this
case means the resource is expected to perform work during the timesheet period being reviewed by the alert
(last week). If you are using task assignments with dates or bookings to perform resource management, this will
be the final piece of the puzzle to only send reminders o subcontractors that are scheduled to do work but have
not yet submitted their timesheet for that fime period. Now you can use the ‘timesheet required’ and the resource
management options o more accurately send reminders!!!

2 Rule

Send the user an email if they have not
submitted a timesheet that includes

4 days ago v

Send alert to:

O All users

O Only users who meet any of the criteria below
@ Only users who meet all of the criteria below

&' Timesheet required" users
(JUsers with open timesheets
(JUsers with a current task assignment
&Users with a current booking
JUsers/Departments in filter

> Create

NOTE: Make sure to select ‘only users who meet ALL of the criteria below’ when combining options — this way you
won't accidentally send more alerts than planned because a subcontractor only met part of the criteria!
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Getting NetSuite OpenAir to Figure Out the Decimal Hours for your Time Entries

Did you know you can type a start/end time on fime entries and have NetSuite OpenAir figure out the decimal
hours for your time entry?

You may be used fo entering hours and fractions of an hour when adding fime entries on your timesheet. Some
of your users, however, are keeping tfrack of start/end time of each meeting, appointment, activity, etc. in order to
figure out how many hours to record against a project. For example, | was at a client site from 8:00 to 12:00 then
had a call with another customer from 1:00 to 2:30. You can figure out 4 hours and 1.5 hours, but what about giving
your users the option fo type in start/end times?

To activate this feature, edit the user demographics form Administration -> Global Settings -> Users in the area of
the tfimesheet opftions.

User Melson, Larry  Role: Administrator

ks DEMOGRAPHIC

= Timesheet Options

Timesheet duration Allow the user to un-approve a imesheet

Company setting e

) Aslowthe user o un-apg

Approvers Setlings

T Seat tim

»ets alphabetically by client and

Do not auto-create a new timesheet Enable start and end time enfry on timesheets
Support Settings
O Enable timer feature: Timesheet required
Email Settings
Optional Fealures [ The user can un-export timesheets ) The user can mark timesheets exported
P
R Display all weeks for tmesheets containing multiple weeks Enable Approvals on Maobile apps for Timesheets

Time Setlings
Regional Settings ¥ Expenses Options

Print Settings

Check the box for ‘Enable start and end time entry on ‘timesheets. When the user works on their fimesheet, the
notes field next to each time entry will have the start and end time fields available.

Timesheet 08/09/20 to 08/15/20 = user: Nelson, Larry
sandbox EDIT Ly

This is a copy of “TOP Step”. It was created at 2018-10-02 11:04:06

meofl or TOP Step projects
remote support for the customer:project
physically present on-site for that customer:project

sl ocation: Set to the state or country of the customer you are supporting (the physical location of the office)
£ August 8-15, 2020

Client : Project Task 9 Sun 10 Mon 11 Tue 12 Wed 13 Thu 14 Fri 15 sat

v Q| select.. v = =] E eal =] =] =

Total
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(the speaker bubble is the notes field)

Timesheet 08/09/20 to 08/15/20 = user: Nelson, Larry ;
sandbox o
EDIT
] It t
ocation; Set to the state or ¢ r you are supparting (the physical location of the office)
F # N . =
L Additional information for Monday, 08/10/20 cancel [
4 Fr 15 Sat
- Cl Description Client Location 1 ! 5 sa
- LA-US e
Resources
Notes Wark Location (REQUIRED)
s | = Select... v

Invoices

Previous Project

Intercompany User and Project Subsidiaries

Time = Jira Worklag ID
12am v|| 00 v/ to | 12am v|( 00 v

After you enter OK, the hours are computed based on the Time start and end date.

You can also just type in the hours, but now you have 2 ways fo entfer the data. The extra advantage is that Time
Entry Detail reports allow you fo include the start and end time values in case a customer requires this defail on
fime reports!

Using the Timesheet Required Checkbox on the User Demographic Form

Did you know how helpful the Timesheet Required checkbox is on the User Demographic form?

On the User Demographic form in the Timesheet options area, there is a checkbox called “Timesheet Required.
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= User Nelson, Larry = Role: agministratar
sandbox

DEMOGRAPHIC

# Timesheet Options

Timesheet duration [ Allow the user to un-approve a timesheet
Company setting ~

| Allow the user to un-approve a schedule request | Sort timesheets alphabstically by client and project

Approvers Settings _ . . .
| Do not auto-create a new timesheet Enable start and end time entry on timesheets

Support Settings

< ] Enable tmer feature limesheet required
Email Settings
Optional Features L The user can un-export imeshests [ The user can mark timesheets exported

Password Options [ Display all weeks for limes

= containing mulliple weeks Enalde Approv:

an Mobile apps for Timesheets

Time Settings
Regional Settings = Expenses Options
Print Settings

Dashboard Options

Timesheet Options

This checkbox is useful in two major areas that you may already be familiar with

= Purchases Options

1. Timesheet alerts — including those in the reminder emails that are required to submit timesheets

2. Timesheet status report — an Advanced report that shows user timesheet status such as Approved, Submit-
ted, Missing, Open, efc.

You can use the Timesheet Required checkbox on the report form to include only those users that must enter
timesheets.

What is commonly overlooked, however, is the Crosstabbed reports of NetSuite OpenAir have the ‘Timesheet
Required’ checkbox filtering option as well. This option is found on the Settings tab.

Reports
sandber

(3

| uniites

Company
=)
y company = No
£ | supe " " = e
& ym ng g Use global report ophions: b
+ Hours par day determinsticn
< Projoct pricing approval status
B B
€ &=
(5
< O 2
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How can this be helpful? Many times, you may want to generate a report of only ‘active’ resources working on
projects and entering — perhaps for billable hours reports, invoicing preparation reports, and so forth. NetSuite
OpenAir Summary reports provide the option to ‘exclude transactions associated with inactive entities’ but this
is not a good option to use on Crosstabbed reports. Although you may be running Crosstabbed reports with a
specific base data type in mind like a User report or a Project report, checking this ‘exclude’ option will remove data
from the report that is associated to ANYTHING that is inactive and related to the report including those projects
you've inactivated that are closed, any customer POs closed, and so forth. Not an ideal exclude filter when you only
want to exclude users that are inactive and contributing to delivered ftime.

The Timesheet Required dropdown provides an alternative. When inactivating a user, uncheck the timesheet-re-
quired checkbox on their user profile. Running reports for active user time then becomes dependent on the
Timesheet Required checkbox and voila! You've got your inactive user filter basically.

Disabling the Auto-Generated ‘Timesheet Approved’ Message

Did you know you could disable the auto-generated ‘Timesheet Approved’ message to your users?

NetSuite OpenAir’s timesheet workflow supports the submission of fimesheets to a designated tfimesheet reviewer
either by project or by user or both. Using Notifications, reviewers are notified when a timesheet is ready for review.
By default, users receive an auto-generated email when the timesheet has completed the approval process. Many
users do not see the approval email as a benefit unless there is some further action required in your organization’s
business model by the user. For most customers, the tfimesheet approval is the end of the tfimesheet workflow
process.

The aufo-generafed Timesheet approved message can be turned off fo remove unnecessary emails to your
end-users. To turn off this feature, contfact NetSuite OpenAir support and request to ‘Do not send a Timesheet
approved,” email. Once disabled, no further fimesheet-approved emails will be generated by the system. This is a
global switch that impacts all users/timesheets.

By removing unnecessary emails from NetSuite OpenAir, you streamline the communication process between the
user and NetSuite OpenAir system making ofther system-generated emails more important. Users will begin fo pay
more atfention o the emails they receive.

Adjusting Columns of Timesheets to Minimize Scrolling

Did you know you could adjust the columns of your timesheets to minimize scrolling?

If you are a timesheet user of NetSuite OpenAir, then you may have run into the issue of having to scroll right and
left when entering time on your timesheet. There is a way fo adjust the column of a timesheet by changing your
data view. By default users are given the classic timesheet data view. This means the columns are auto-sized to the
large value in each of the dropdown menus.

Resize the columns by placing your mouse over the space between columns; move them right or left and size the
column. Now you can see more of the timesheet on a single web page and avoid all that scrolling!

Timesheet 07/05

]

sandbox

+ July 811, 2020

Tatal
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Timesheset 07/05/20 1o 0T,

i3

sandber

* July 841, D00

Chant  Project o, T

Need to freeze columns so that you can still see data on the left portion of the screen while viewing time entry data
on the right? Click on the pushpin icon on the left side of the fimesheet. The column between your client:project
and task is now frozen, thus displaying each day without the scrolling!

Timesheet O7/05720

(3

July 511, 2020

Chant : Project Task § Sun 6w T Tue 8 Wed 8 Th 10 Fr 1 5 Total

Wish you Could See Hours Worked Per Person on a Task?

Task setup with planned hours can be done at a task level or a user assigned level, depending on how you've
configured your system. Regardless of this configuration, many times we hear people asking ‘how many hours did
each person work for the task? if there is more than one person who worked on it. One way to do this is to set
up a project dashboard report (activate the dashboard option on your project stage and check the ‘make report
available in project specific situations’ option on the report definition) that details out who worked on what fask and
how many hours they've spent. This type of report will typically show you all of the tasks and either a timeframe of
hours worked or all ITD (Inception-to-date) hours worked per person per task. There is another way, however, that
is available from the task level directly.

Use of this feature requires that the internal switch Enable the hours remaining on tasks estimating feature
(mutually exclusive with ‘update percent complete as approved hours divided by planned hours’) is enabled.

Since time worked and approved contributes to % complete calculations, each task has the option to ‘see how %
complete is calculated’. You can find this option in the Tips area of a fask.
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o Project Acquisiiion t5 CA | clenr Pusancs
sansdbox

Click on the ‘See’ link to pop-up a window detailing the hours approved against the hours estimated or planned
(depending on how you've configured your percent complete calculation). The pop-up provides the hour break-
down per person and is a quick way to drill into fask details.

Geoneral

Frenet campictr:

100

Assignments

Melsa, Lany

OpenAir - Google Chrome

Fust Depioyrnent Suppor & Handowes

w | ollskie

(<)<
LpLp
i
T

L

@ top-step-sandbox.app.sandbox.openair.com/pr

This is a copy of "TOP Step". It was created at 2018-10-02 11:04:06

close window

24: Post Deployment Support & Handover

User Hours approved | Hours remaining
Nelson, Larry |287 -95.5

Schein, Jim 10.75 -10.75

Churchill, Tres | 14 -9.25

Total 31175 -1155

Percent NA

Adding Notes on Timesheets on a Per Project Basis

Did you know OpenAir has the ability to toggle the requirement for notes on timesheets on a per-project basis?
This is a practical solution for organizations that wish to mainfain notes on certain, but not all projects. It's as easy

as adding a custom checkbox on the Project properties form.

To do this, navigate o Administration > Global Settings > Custom Fields: Custom fields and create a new Custom

field.

Add a Checkbox to the Project form:

Project

18 @&

1288
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You must name the field ‘notes_required_on_ts,” for this checkbox to work. Give the field a description and display
name:

notes_required_on_{s Act

Checkbox to require notes on timesheets for a project
Require notes for imeasheets on this project

By naming the field, “notes_required_on_ts,” and requesting that OpenAir support enable the infernal switch
“Enable the feature to require notes on fimesheets for specific projects, fimesheets for the specified project will
require that notes exist in order fo save the enfry.

Joining Line Item Rejected Timesheets

When using line-item rejections within fimesheets, there is an optional switch to re-join the rejected time entries fo
the original timesheet after all time is "approved,”. This may seem desirable to have the original timesheet represent
the hours for the entire timesheet period.

However, if you are using line-item rejection in order to speed up the ability to invoice time entries, then the
join switch needs to be disabled. When the, “join,” switch is enabled, the original timesheet sits in, “submitted,”
status until the split rejected timesheet is approved so the join can occur. This action prevents the time from the
original fimesheet to be able to be billed until the rejected time entries are joined and then the tfimesheet is set as,
“approved,” by the system.

Combining Role Permissions, and Form Customization to Confrol User’s Views,

Access and Functionality

OpenAir provides flexibility o control what each user can see or do. This can be done on a global level through
applications sefting on a role level by defining role permissions, and on a user level by sefting individual user
permissions. OpenAir also allows for the control of which fields each role can see or edit through customization
and modification of each Ul Form.

By combining and coordinating these items you can configure OpenAir to an even more granular level fo fit each
organization’s partficular needs.

For instance, OpenAir can allow roles the ability to edit projects and change the project detail, but by hiding or
making Project Property fields read only for a certain role with edit capability and not others, you can limit what
each role can edit.
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Timesheets

New timesheet

Cancel

Timesheet starting date
04/11/21 v

Noles

LJ Allow overlapping timesheets

Cancel

These combinations can also be applied to limiting functionality. As an example: overlapping fimesheets. Within
OpenAir there is a setting to allow overlapping timesheets. This is a global setting that applies o all users and gives
all users the ability to create duplicate timesheets. But there may be a need to only allow some users this ability
and not ofhers. This can be done by splitting the users into Roles and by hiding the Allow overlapping timesheets
checkbox on the New Timesheet form for the role which should not have the ability. If a user cannot check the
Allow overlapping timesheets checkbox, because it's hidden due to their role, then they will be unable to create
overlapping timesheets.

Form Sctings  Pield Access | Field longth  Custom fislds  Rules

General pemissions
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