New AkkenCloud Features - February 6", 2017

Creating and Emailing Invoices
For the first of two client-focused enhancements, we’ve introduced the ability for Akken users to Create

Invoices by Billing Contact on Assignments. With this added flexibility you’re no longer limited to creating
invoices by the Customer, Employee, Billing Address or PO Number of an Assignment.

*You'll first need to ensure that a Billing Contact has been selected from the Billing Information section of the
appropriate Assignment(s).*

To create invoices by Billing Contact on Assignment, go to Accounting > Customers > Create Invoices. From
the Create Invoices by drop-down, select “Billing Contact — ASGN”, select Location, Department and date
range, if applicable, and then click “View.”
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Create Invoices Following is a

Create Invoices by: | Customer in Location | ALL ~ | in Department| ALL |~ | From |09/30/2008 E To (012712017
Customer

[# Create/Ed Employee bsian Invoice Template || [l New Invoice || & Generate Invoice

Billing Address
PO Mumber - 5 .

O CustIlD Cusi Billing Cantact - ASGN v ServiceDate TimeCharges Expenses TotalAmount Inv.Template Location Department

a1 Boston Geriatrics 1 04/20/2015-12/22/20 9839.20 0.00 9423.24 D&D Inc 100 - Nashua b Administration

a2 New Horizon West 1 06/01/2015-01/27/20 2862250 1825.00 31417.85 New Invoice 100 - Nashua b Administration

O 16 D&D Inc. 1 08/25/2015-12/11/20 50.00 0.00 50.00 D&D Inc 100 - Nashua b Administration

0 4 Marquette Financial 1 12/13/2015-01/18/20 2240.00 0.00 2240.00 Dan Company 100 - Nashua F Administration

O 21 ATET 1 09/09/2015-12/21/20 480.00 540.00 1020.00 New Invoice 100 - Nashua t Administration

0 14 JH Pierce Corporation 1 08/01/2013-08/01/20 0.00 0.00 7500.00 D&D Inc 100 - Nashua b Administration

[ 19 Dan Company 1 03/23/2015-03/23/20 0.00 0.00 1000.00 BG Inv. Templa 100 - Nashua + Administration

In this view, a Billing Contact — ASGN column is visible, which can be filtered and sorted.
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Create Invoices Following is a list of customers with
Create Invoices by:| Billing Contact- ASGN |~ | in Location | ALL ~ | in Depatment | ALL ~ | From |09/30/2008 E To |01/27/2017 E\ﬂﬂ

[# Create/Edit Invoice Template Assign Invoice Template || [l§ New Invoice || & Generate Invoice
[] CustiD Customer Name Billing Contact - ASGN]# Inv ServiceDate TimeCharges Expenses TotalAmount  Inv.Template Location Department
El 4 Boston Geriatrics Mary Smith 1 07/20/2015-07/24/201¢ 2200.00 0.00 2090.00 D&D Inc. 100 - Nashua HQ Administration
a2 New Horizon West Julia Pastore 1 06/01/2015-01/18/2017 10320.00 1325.00 1212500 New Invoice 100 - Nashua HQ Administration
0 2 New Horizon West Michael Laskow 1 09/21/2015-12/19/201¢ 9120.00 0.00 9610.35 New Invoice 100 - Nashua HQ Administration
4 Marguette Financial Carol Clough 1 12/13/2015-01/118/2010 2240.00 0.00 2240.00 Dan Company Invi 100 - Nashua HQ Administration
0 2 New Horizon West Chuck Brendan 1 10/24/2016-01/27/2017 6382.50 0.00 6382.50 New Invoice 100 - Nashua HQ Administration
1 16 D&D Inc Devon Eskelsen 1 12/05/2016-12/11/201¢ 50.00 0.00 50.00 D&D Inc 100 - Nashua HQ Administration
a1 Boston Geriatrics Mary Smith 1 12/20/2016-12/22/201¢ 720.00 0.00 684.00 D&D Inc 100 - Nashua HQ Administration
o 21 AT&T Devon Eskelsen 1 09/09/2015-09/10/201¢ 0.00 540.00 240.00 MNew Invoice 100 - Nashua HQ Administration
0 14 JH Pierce Corporation | Janet Pierce 1 08/01/2013-08/01/2012 0.00 0.00 7500.00 D&D Inc. 100 - Nashua HQ Administration
O 15 Dan Company Daniel Sardella 1 03/23/2015-03/23/201¢ 0.00 0.00 1000.00 BG Inv. Template 100 - Nashua HQ Administration
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The invoices visible in that screen and the information that appears in the Bill To section (below) of the invoice
both work in conjunction with the selections made in the Bill To tab of your Invoice Templates.

Create Invoices ¥ Generate Invoice | [ Recalculate Preview | X Close

DAN COMPANY Invoice
-
Customer ID: | 4
Bill To: Date: | |01/31/2017 i}
Marquette Financial ﬂ
Wain Street Due Date: _UEME;'ZUW
Portsmouth, NH 03801 _
Carol Clough Location: l:l
555-655-5565

PO Number:
Service Date From i To i view
Time[ Delete Selected Timesheets ] Spacing between Rows:
[ | Hame Service Date Asgn ID Asgn Name Asgn Ref.Code PO Number Type Hours Rate ucm Charge | Tax [ ]
[ | Tammy Irwin 12M3/2015 - 1219/2015 ASGN100031 Admin Assistant Reqgular 40 35.00 HOUR 1400.00
] 011612017 - 011182017 ASGMN100031 Admin Assistant Regular 24 35.00 HOUR 840.00

(3} Total Amount for Time 2240.00

To check on this, go to Accounting > Customers > Create Invoices > Create/Edit Invoice Template. From there
click Edit for the template you’d like to check. In the Edit screen, go to the Bill To tab. See the NOTE in the Bill
To Information: Invoices generated using Billing Contact - ASGN will display the below (“Billing”) field values
(on the right-hand side) from the Assignment record. All other invoice generation options will display the
below field values from the Customer record (left-hand side).

eDesk CRM Edit Custom Invoice Template

Template Name Header Invoice Details. Columns = CustomerMessage Totals Footer Sort Preview Template

Create Invoices

Create Invoices by: | Billing Contact - ASGM |« | lﬁ Update | X Close
l [# CreateiEdit Invoice Template l Ag Bill To Information

MNOTE: Invoices generated using Billing Contact - ASGN will display the below field values from the assignment record. All other invoice generation options will display the

[] CustiD Customer Name Billi below field values from the customer record
1 [ customer Fax M silling Customer Name ] silling Contact Phone Number

mi Boston Geriatrics Ma D asention Billing Contact Name Billing Address

[ customer Phone
a2 New Horizon West Jul
O 2  NewHorzonWest Mt easer rort [Aral v]size batn ot [ARE]siee E
0o 4 Marquette Financial [oF:

When generating the invoice(s), the system will save the type (Create Invoices by) option that was used upon
generation.

@ Create Invoices - Mozilla Firefox

- X
& Create Invoices 3 EditInvaice Template % Preview Template x| +
€ kken.com/BSOS/A (& A, Search wa 9 4+ @

Collaboration Accounting Analytics My Profile Dan Sardella @

Create Invoices Following is a list of customers with unbilled Time, Expenses or Charg

Create Invoices by | Billing Contact- ASGN |« lin Location | ALL ~ | in Department | ALL ~ | From |09/30/2008 E To |01/2712017 E View

[# CreateiEdit Invoice Template Assign Invoice Template . HNew Invoice
O CustID Customer Name Billing Contact - ASGN #Inv ServiceDate TimeCharges Expenses TotalAmount  Inv.Template Location Department
[ Boston Geriatrics Mary Smith 1 07/20/2015-07/24/201! 2200.00 0.00 2090.00 D&DInc 100 - Nashua HQ Administration
0o 2z New Horizon West Julia Pastore 1 06/01/2015-01/18/2017  10320.00 1325.00 12125.00 New Invoice 100 - Nashua HQ Administration
O 2 New Horizon West Michael Laskow 1 09/21/2015-12/19/201% 9120.00 0.00 9610.35 New Invoice 100 - Nashua HQ Administration
L Marquette Financial Carol Clough 1 12/13/2015-01/18/2017 2240.00 0.00 2240.00 Dan Company In' 100 - Nashua HQ Administration

New Horizon West Chuck Brendan 1 10/24/2016-01/27/2017 6382.50 0.00 6382.50 New Invoice 100 - Nashua HQ Administration
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Once the invoice has been generated, you’ll then need to deliver it from Accounting > Customers > Deliver
Invoices. This will push the invoice to Accounting > Customers > Invoices History.

From Accounting > Customers > Invoices History, we’ve added a Download icon, allowing you to download
each invoice and any timesheets or expenses attached into one zip file.
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Invoices History A
Show Invoices in Location | ALL v in Department [ALL [<] for Customer [ALL 'v_ From|09/18/2008 |&2 To|01/31/2017 |22 View

/~ Setup Email Format || &4 Email || & Print || © Export v || % Remove Invoices

[ Invoice. No. = | ID - Customer Name Service Date Invoice Date | Due Date Total Amounlj Amount Due | Location Department | Search
Q

o 4 5 - C.H. Robinson Worldvw 08/14/2008-08/2 09/18/2008 10/03/2008 444263 4441.63 100 - Nashua Administration D | &

O s 2 - New Horizon West 09/19/2008-09/2 09/19/2008 10/04/2008 967.51 967.51 100 - Nashua Administration D | &

[1 6 3 - Jenn's Vet 03/03/2010-03/0 11/20/2013 12/05/2013 10000.00 9999.00 100 - Nashua Administration "D | &

When you click the Download icon for any invoice, you'll be given options to either Open or Save the zip file.

Show Invoices in Location | ALL ~ | in Department | ALL 7 Opening INV_20170131205013.zip X B Tol01/31/2017 |8 View

# Setup Email Format || £ Email | & Print || © Export~ || % § Youhave chosen to open:
B INV_20170131205013.zip

[ Invoice. No. = | ID - Customer Name | service Date Inve . | Department | search
which is: WinRAR ZIP archive (46.2 KB)
| from: https://appserver22.akken.com I Q
[ I 5 - C.H. Robinson Worli 08/14/2008-08/2 09/ \Vhat should Firefox do with this file? hua Administratio D X
O s 2 - New Horizon West 09/19/2008-09/2 09/ @ Openwith | WinRAR archiver (default) ~ ua Administration D X
O 6 3 - Jenn's Vet 03/03/2010-03/0 11/3 () SaveFile ua Administration 9 &
o7 4 - Marquette Financial  07/19/2008-12/1 03/ [ Do this automatically for files like this from now on. ua Administration D &
[ 6 - ABC Company 02/12/2015-03/1 0311 ua Administration 9 &
[ 1 - Boston Geriatrics 07/22/2008-03/0 03/ ua Administration D &
El |10 2 - New Horizon West 07/29/2008-03/1 0341 ua Administration D &
To email your invoice(s), select the invoice(s) and click Email.
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Invoices History Follo
Show Invoices in Location [ALL ~ | in Department | ALL =] for Customer [ALL || From|09/18/2008 2 To 0113112017 £ view
# Setup Email Format B Print || © Export~ | % Remove Invoices
O Invoice. No. = | ID - Customer Name Service Date Invoice Date | Due Date Total Amount| Amount Due | Location Department Search Reset
59 T Q 5
@ 59 4 - Marquette Financial  12/13/2015-01/1 01/31/2017 02/15/2017 2240.00 224000 100 - Nashua Administration D &

Next choose what you want to send (for example “Email Invoice(s) Only”). In the next screen the system will
display how the invoice was generated and give you options for sending to the contact which the invoice was
generated by.

Ilnvoices generated using Billing Contact - ASGN
Email Sending Options

@ Send to me only

D Send to me and Assignment Billing Contact(s)
'D Send to Assignment Billing Contact(s) only
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If invoices generated by different means are selected to email together, the options for sending will adjust
accordingly.

eDesk CRM HRM Collaboration Accounting Analytics My Profile Admii
Invoices History
Show Invoices in Location | ALL ~ | in Department | ALL s | for Customer |ALL ~ From|09/18/2008 |22 To|01/31/2017 |28 View

#~ Setup Email Format & Print || © Export~ | % Remove Invoices
O Invoice. No. = ID - Customer Name | Service Date Invoice Date | Due Date Total Amount| Amount Due | Location . Department | Search
|marque . | . | i || - e

B |F 4 - Marquette Financial ~ 07/19/2008-12/1 03/14/2015 03/29/2015 5862.50 4862.50 100 - Nashua Administration D &
O M1 4 - Marquette Financial — 08/25/2008-03/1 03/18/2015 04/02/2015 1850.00 1850.00 100 - Nashua Administration D X
J 20 4 - Marguette Financial ~ 08/25/2008-06/1 06/26/2015 07/11/2015 3800.00 3800.00 100 - Nashua Administration D X
0 36 4 - Marquette Financial ~ 11/23/2015-11/2 12/02/2015 12/17/2015 1120.00 1120.00 100 - Nashua Administration D X
O 47 4 - Marquette Financial ~ 10/04/2015-11/2 09/26/2016 10/11/2016 2240.00 2240.00 100 - Nashua Administration D X
50 4 - Marquette Financial 09/19/2016-11/2 11/23/2016 12/08/2016 878.00 878.00 100 - Nashua Administration D &
59 4 - Marquette Financial 12/13/2015-01/1 01/31/2017 02/15/2017 2240.00 2240.00 100 - Nashua Administratiol D &
Showing records 1to 7 of 7 Show |50 |v|Records

In this example, Invoice #50 was generated using either Customer, Employee, PO Number or Billing Address.
Invoice #59 was generated using Billing Contact — ASGN. When the two are selected to Email together the
following options will be available.

|Imr0ices generated using Customer, Employee, PO Humber, Billing Address |
Email Sending Options

@ Send to me only

O Send to me and Customer(s)
O Send to Customer(s) only

|Imr0ices generated using Billing Contact - ASGN |
Email Sending Options

Y
O Send to me and Assignment Billing Contact(s)
O Send to Assignment Billing Contact(s) only

Additionally, we’ve expanded the invoice email process to include a Carbon Copy (“CC:”) option, giving you the
ability to email a single invoice and distribute to accountants. If you need to CC: more than one recipient, you
can, provided you separate each by a comma.

Email Template Preview

D Manage Attachments

From Address :* trainingtest@akken.net
To Address :* trainingtest@akken.net
I CC: accounts@coolcompanyllc.ne l
Subject > Services
Attachments : Mo attachments are added
-
s B U = | = = = = Fomat ~ FontFamiy | FontSize | -
|| = | | |A-%-
Dear <Firstname> <Lastname>,
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Customer Self Service Preferences

The other big client enhancement this month improves Customer Self Service users’ visibility of Assignments,
Timesheets and Expenses. We’ve added the ability for CSS users who are set as the Billing Contact on
Assignments to now view and approve Timesheets and Expenses, regardless of whether they are set as the
Contact on the Assignment.

*You'll first need to ensure that a Billing Contact has been selected from the Billing Information section of the
appropriate Assignment(s).*

To set these new user preferences, go to Admin > User Management.

Collaboration Accounting Analytics My Profile
i Content Management
| User Managemem | Web Site Management
© Export || i New User Deactivated Users User Management |
- ! Knowledge Center .
O Employee Nam User Name | User Type Department Last Login Last Accessed | Created Date | Created By Maodified [ Data Management
Power Users ! | Manage Roles
[] DanSardella dsardella The all in User Administration 01/31/2017 08: 01/31/2017 03 07/22/2008 08: Dan Sardella  01/26/201 >/l Management 2

Change the User Type to Customer Self Service Users.

User Management

@ Export | [§ New User

[0 Employee Nam User Name | User Type | Department
Power Users

Power Users
Front Office Users

; ; Back Office Users
LI | AmniierBee (Joed The all in Users

[0 DanSardella dsardella Administration

Administration

O

Jess O'Malley  jess Temp Staff

O [ee g 2y ce g
| Customer Self Senice Users

In the User Preferences screen, visibility of Assignments, Billing Management (Invoices), Timesheets and
Expenses can now be determined by whether the CSS user is the Assignment Billing Contact, in addition to the
existing options (Customer, Contact and Reports To) .

Cselect alli Clear Al
[uob orders
O read O Rread ) Approve Disclaimer
[ show forthis Contact Only O customer [ contact O RepnrtsTn
O create [Jennifer Bert v [0 show Billable Hours only
[0 Email Notification for New Job orders Email Notification for Pending Approvals
Contact Reports To Assignment Billing Contact
L1 customer O contact O RepurlsTu
[m [ Read DApprnve
O customer ID Assignment Billing Comacll O customer O contat O RepurlsTu
O Reports O Show Billasle Expenses only
Email Notification for Pending Approvals
Contact Reports To Assignment Billing Contact
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We’ve also added new options to Email Notifications for Pending Approvals (for Timesheets and Expenses),
based on whether the CSS user is the Contact or the Reports To contact on the Assignment and/or the
Assignment Billing Contact.

imeShaets
Read Approve [ pisclaimer
Customer Contact Reports To O Assignment Billing Contact

Show Billable Hours only

Email Motification for Pending Approvals

Contact Reports To Assignment Billing Contact
|Expenses |
Mread [ approve
Customer Contact Reports To O Assignment Billing Contact
Show Billable Expenses only

Email Motification for Pending Approvals
Contact Reports To Assignment Billing Contact

After you set the Preferences be sure to click Save or Update.

These enhancements offer additional levels of flexibility, saving time and improving your workflow.
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Submission Status in AkkuSearch

Without having to run a report or sift through multiple Job Orders, you can now quickly filter Job Orders by
Submission Status using AkkuSearch. This time saving enhancement enables you to search all your Job Orders
and filter by Submission Statuses in current use.

To utilize this enhancement, go to CRM > Job Orders.

eDesk CRM HRM Collaboration Accounting Analytics My Profile Admin

Job Order Info

Job Type (4) | Search By Keyword(s H Summary Only - H Q, Search || = Reset H [£) Save Search |

Job Status (3) AMND connects multiple keywords, OR retrieves results that contain either Keywords surrounding i, ° * define an exact phrase when used around Keywords
Job Title (46)

Job Stage (2) 8 Manage Records v | € Import/Export v | «§ Share~ | i@ Delete v || &g Customize Columns || W Default Save Search

Company (17} [0 Job Order Id | Status ‘ Job Title ‘ Company Namj Position City ‘ Position State ‘ Positi Requi Op g ‘ Sub ‘ Cani
Category (22) < - = —
HRM Depariment (3) ' | [Open [ il | il il [l [ill | ]
Source Type (5) E] (32 Open Admin Assistar AT&T New York Y 0 0 4 5
Address (11) ] Open Admin Assistan Marquette Fina 9 0 14 15
Gy (1) B |27 Open Engineer]  D&DInc Nashua NH 5 5 9 n

bt

Scroll to the bottom of the AkkuSearch bar on the left-hand side of your Job Orders and click Submission
Status. From the AkkuSearch window you can search Submission Statuses, Include or Exclude statuses and
even select a date range to include. After you’ve made you’ve selections, click Search.

Job Order Info ~ ISubmwssian Status: | I‘ Q search | | *Reset

Schedule Info

ABCDEFGHIIJKLMNOPQRSTUVWXYZ Other Seeal

Billing Info ®Include in Search O Exclude in Search

Mai Skills
e [ Rejecti4) [] Personal-Pass(1) [] offer-Pending(1)

Preference [ Intenview(7) [ Closed(1) [ Offer-Accepted(1}
Roles [] Reference Checking(4) [ Submit to VMS(2) [ Internally Submitted(1)
[] Placedi44) [ In Person Int(2) [ Tier (1)

Company Defined Fields »

[ Submitted(26)
Submission Info >
Submission Status

I From : |08/01/2016 E & To : (01312017 E & I (0) Filters Selected =

=
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The Job Orders grid will display search results based on the parameters you selected.

Job Order Info 5
| Search By Keyward(s HSumman'Onlv - H Q Search H * Reset H [E) Save Search

Job Type (4) Job Orders ; /
Job Status (1) AND connects multiple keyveords, OR refrieves resulls that contain etther Keywords surrounding i, " define an exact phrase when used around Keywords
Job Title (7) B submission Status: (Reject B | (Personal Pass 8 | [(nterview & |
Job Stage (1)
Company (7) = Manage Records v | @ ImportExport ~ | =5 Share~ || i@ Delete v || i Customize Columns | W Default Save Search
Category (8) - - -

[ JobOrderld | Status Job Title Company Nam| Position City | Position State | Positions Requ Opening issi | Candid, I
HRM Department (1) ! ! !
Source Type (3)
Address (5) O s Open Admin Assistar Marguette Fing a 0 14 15 1
City (3) o 27 Open Engineer!  D&DInc. Nashua NH 5 5 9 1 2
State (2)

3 |31 Open Engineer D&D Inc. Nashua NH 1 0 14 16 2
Country (2) ‘
Zipeode (4) | O e2 Open Per Diem Healt New Horizon W Peterborough NH 5 4 3 3 1
Education (4) A0 o1 Open Administrative , Zoom Media ~ Peterborough  NH & 0 10 Eul 11
Experience (4) 1 59 Open Brand new job Company 123 Nashua NH 4 4 1 1 1
Owner (2) |2 Open Distribution - W Boston Geriatri & 4 4 4 0
Sredled By (1) o 25 Open Admin Assistar Dan Company Nashua NH 1 0 10 10 3
Modified By (1) —

Showing records 1to 8 of 8 Show |50 |v|Records

Job Order Status

For our partners using Inbound Talent Marketing, we’ve added a Status column to Admin > Web Site
Management > Job Postings.

eDesk CRM HRM Collaboration Accounting Analytics My Profile Admin
| | Content Management
Job Postings I ‘ Job Posting -3’| Web Site Management (£ ‘
- Contact Us User Management
= setForm Group(s) || X Mark as Hot Jobs || }{ Unmark Hot Jobs | ™ Set.Job Posting Preferences || Jll Postto Web Site || [[T]
News Knowledge Center
[ | status Job Title | Company | city | State Form Group | HRM Departme| Category Manage Websites Data Management
S - ' M ge Roles
| Open ~|
—= i s | Tl | 5 < Skill Management
[ | Open Engineer Il New Horizon W Peterborough NH Quick Form Administration Total (7) - Fillec 11/17/20 Company Defined Fields
[ | Open File Clerk ABC Company Durham MH Quick Form Administration Total (1} - Fillec 09/27/20 manage Job Titles
1 | Cpen Per Diem Healt New Horizon W Peterborough NH Quick Form  Administration Healthcare - M Total (5) - Fillet 05/25/20 MNotification Management
1 | open Entry Level Jav AT&T New York NY Quick Form  Administration Total (5) - Fillec 02/23/2q Burden Management
M Rat
01 | open Brand new job Company 123 Nashua NH Quick Form  Administration Banking Total (4) - Filleq 12015720 ' o0e Rates
Manage Commissions
0 | open New Job 3 New Company Clty MA Quick Form  Administration Total (3) - Filled 12/04/20
POB Management
[1 Open New Job 2 D&D Inc Nashua NH Quick Form Adminisiration Total (7} - Filler 11/24/20

Now you can filter the various statuses (Open, Closed, Filled, etc) of your posted Job Orders with a convenient
drop-down option added to the grid.

eDesk CRM HRM Collaboratiol

Job Postings

= setForm Group(s) || & Mark as Hot Jobs || ¥4 Unmark Hot Jobs || ™ Set.Job Pos

O

Status Job Title ' Company : City | State

(Open [v]
Al

Engineer || New Horizon W Peterborough  NH

O || cancelled

Closed :
O Filled File Clerk ABC Company Durham NH
O Per Diem Healt New Horizon W Peterborough NH




