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Create project and structure

1. Create new project
To create a new project, the 'Project' module is opened.

Project

Multi-project Gantt

Task templates

At the top level are the project containers, the contents of which are the projects.
Project containers can be created freely, by customer, by product, etc.
The container in which a new project is to be added is now selected.

The green arrow on the far left is pressed with the left mouse button and the command
"Initiate project” is selected:

a A v Show closed projects

Project number Project name
Q Q
- n 123456 internal projects
a a E % 1001 internal projects
- 2020 Lm project container
= - oy 202020998 Test

£ Initiate project _ _
¥ 20220317 Projekt mit neuem Vertrag

Delete project container .
¥ | 20220731 Huber & Muller AG, Bauprojekt

£ Edit project container
% 20230999 SW Maschinen

1.1 Standard Information
A form opens. At least all red fields must be filled in completely.

Project attributes

Active: Active tick is set by default

Project container: Shows the container that was selected and in which the
new project is to be created.

ORG assignment: The organization to which the new project belongs is
selected.

Project number: If the organization is selected, the next free number and

the project abbreviation for the new project then appear
automatically, provided this has been previously defined in
the system. If not, a freely chosen number that has not yet
been assigned can be entered.

Project name: Enter the name of the project.
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Project short:

Start date:
End Date:
Project calendar:

Project template:

Project calendar:
Project template:

myparm

If this is defined in the settings, the project shortcut will be
generated automatically. Otherwise, it can be entered
manually. The abbreviation must not already be used for
another project.

Is always "today" by default and can be overwritten.

Date of the end of the project.

Selection of the available project calendars. The calendar
is required so that the project can be displayed correctly in
the Gantt.

Here it is defined whether a template should be used for the
project. The desired project can be selected from the
templates and then this is created in the selected structure.
The necessary project calendar is selected.

Here it is defined whether a template should be used for the
project. The desired project can be selected from the
templates and then this is created in the selected structure.

Project attributes (2nd part)

Portfolio:
Country:

Project type:

Several customers:

Customer:

Project phase:
Probability in %:

Comment:

Company fields
Company fields:

Does the project belong in a portfolio?

The country in which the project is being processed can be
defined.

Selection of possible project types (customer project,
internal projects).

If the project has several customers, the check mark can be
ticked.

If the project has only one customer, this can be selected
here.

idea, concept, offer, etc.

The field describes the probability that the project will be
carried out.

A comment can be recorded.

If company fields have been defined by the customer at
project level, these are displayed and filled out on the right-
hand side.
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TET restrictions
It is defined whether there should be restrictions on visibility for employees when
reporting hours and expenses. By default, no restrictions are defined.

However, if there are areas or other companies in the same instance in the
organizational structure that are not allowed to record hours on projects, they can be
defined here.

In the example below, only employees assigned to “1 — Verkehrsgesellschaft’, can
report hours and expenses to projects assigned to this profit centre.

TET restrictions

+  Restricted access
Team

~  ORG Units

v @ (-root
~ @ 00 - PARM Itd
01 - SW-Maschinen GmbH
02 - Parsionate
h 1 - Verkehrsgesellschaft

¥ 1.1 - Bereich Betrieb

Before:
myparm

Project attributes Project attributes Custom fields TET restrictions
v Active Portfolio Phase [ Restricted access
Project container = Bid [N Team

2020, LAH project container - Country Lieferleistung / Produkt ORG Units

ORG Assignment Selec

S O - Project type

Project number Select

Multiple customers
Project phase (RM)

Project name Customer

Project short name Project phase Probability % (RM) @
Start date End date Probability in % Country (Project)
11/08/2023 o] oG 100% @ DE o -
Project calendar Comment Priority N
® P01
Prio 2
Project template Prio 3
S Tolerances
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Project attributes

v Active
Project container

2020, LAH praject container
ORG Assignment

2.2.2.1 - Strategy Consulting
Project number

221221
Project name

Consulting 1

Project short name

CON
Start date End date
11/01/2023 =] 31/12/2026

Project calendar
Default project calendar

Project template

Project attributes

Portfolio

Country
Belgium
Project type
Organizational project
Multiple customers

Customer

BAdresse

Project phase
Probability in % @

Comment

100% €

Custom fields TET restrictions
Phase Restricted access
Bid < Team

Lieferleistung / Produkt ORG Units

Project phase (RM)
Probability % (RM) @

Country (Project)
DE o -
Priority
® Priol
Prio 2
Prio 3

Tolerances

If you scroll down a little further, the team management appears.

Team management

Each project requires a valid project manager and, depending on the setting, additional
mandatory roles. A project manager is valid if his entry date is the same as or before
the start date of the project. A project manager with an entry date after the start date
of the project is not valid.

Team management

1] Role name |
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Allocation of the team:

Employee

Team management

o Role nam

el

myparm

Press the green plus. Depending on the setting, there are roles that must be assigned.

These are displayed in bold.

The name of the project manager is searched for. It can be written directly into the
field, or the employee can be selected from the displayed list.

This field cannot be empty.

bac

00 -

Bachofen, Oliver, ob

Roles that must be assigned appear in bold in the 'Role’ list. If the selected employee
is a deputy, a tick is placed next to 'Deputy'.

Employee

[Bruttini. Paolo, PBru

Roleo

Project leader

Valid from
11/01/2023 i)

Deputy

Valid to

"Valid from" is the start date of the project. If a project has a start date in the future,
the 'Valid From' date must be changed to 'today’. Otherwise, the project manager
cannot see this project until the date is reached.
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When all mandatory roles have been assigned, the red exclamation mark disappears.

Team management Team management

o Role name | Role name |

The recorded employees are now listed according to roles. It can also be filtered by
roles.

Team management

ployee Valid frof 2 | validto
Q Q B Q =7V
~  Role name: Approver

Lardi, Heidi, LAH 01/02/2022 Open =z

Epple, Walter, EPW 01/02/2022 Open v Z

]

~  Role name: Project leader

Lardi, Heidi, LAH 01/02/2022 Open =z

Epple, Walter, EPW 01/02/2022 Open v z

]

~  Role name: Team

These entries can be changed or deleted.

The corresponding symbols are displayed on the right-hand side for this purpose:
pencil to change, red bucket to erase.

You can search in all columns.

A window opens for changes.

Employee

Lardi, Heidi, LAH Q -
Role
Approver Q -
Valid from Valid to

01/02/2022 & o)

Deputy

Cancel m
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Once all the required fields have been filled out, press the symbol up with your thumb.
The project is created, and the next step "Project Structure" opens automatically.

2. Create project structure
It is possible to adjust the project and its structures in the Gantt view and to fill the tabs
accordingly.

If a project template is selected in the first step «Create projecty, this structure is now
already available and can be supplemented, changed, new elements added, or
existing ones deleted.

If this is not the case, you can start building the project structure from scratch.

The structure of the project depends on many factors. How does the project manager
have the best control over the costs on the project, does the customer have special
needs, how are invoices issued, etc., can individual elements be completed
independently of one another, and the control would then no longer apply. Profit & Loss
is always booked on the PLA. This can be set so that the profit and loss achieved is
automatically posted monthly or only when a PLA is closed.

Project structure created with template.

myparm ome nvoicing BSC Admin ™
o ~ LHneu Neue Lagerhalle 01/02/2023  01/12/2025
M1 Projektstart 1 01/02/2023 | 01/02/2023
:== M2 Ende Planungsphase 2 20/10/2023  20/10/2023 @
M3 Start Bauplanung 3 02/12/2023  02/12/2023 @
:o M4 Bauantrag 4 25/05/2024 4
M5 Abnahme 5 5 19/08/2025 @
-.a M6 Projektende 6 01/12/2025 | 01/12/2025 L‘
~ $11 Projekt Lagerplanung 2 7 01/02/2023  20/10/2023 B
x L1171 Lagerplanung 71 01/02/2023 | 20/10/2023
~ $12 Neubau Lagerhalle 1 8 02/11/2023  18/08/2025 B
@ ~ PV Projektvorbereitung 8.1 02/11/2023  25/12/2024
L1217 Projektziele festl... 8.1.1 02/11/2023  25/12/2024 L1211 Projekiziele festlegen
v— S712 Summe 7.1.2 812  02/11/2023 02/11/2023 o |
= * PLPlanung 82 02/12/2023  24/05/2024 3
L1227 Varentwurf 8.2.1 23/12/2023 | 19/01/2024
é L1222 Kostenschatzung  8.2.2 02/12/2022  04/01/2024
L1223 Entwurfsplanung 8.2.3 01/02/2024  08/03/2024
L1224 Kostenberechnu... 824 28/01/2024
L1225 Genehmigungsp... 8.2.5 29/01/2024 | 23/02/2024

If no template is used, the project structure can now be mapped on the green field.

On the left is the navigation menu with the corresponding symbols. The blue vertical
line on the far left of the icon shows where you are.

If you click on a project structure element with the right mouse button, various
commands appear:
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T 511 Projekt Lag

Edit
L111 Lagerp
Add task
~ 512 Neubau Lai
Add summary

* PV Projektvc
Add milestone

L1211 Prc
Copy
5712 Sum
Move up
* PL Planung
Move down
L1221 Vi
11222 Koe  DEiete

«Edit» opens the pop-up for editing the various tabs.
«Delete» deletes the corresponding element. The red trash can have been removed.

21 General explanation of symbols

= B»vaaasodxmn

Inl

i
S5
«

x

If the top icon of the navigation menu is selected, it shows the Gantt view of the project.

Within the green plus are the project structure items that can be added.
‘ — ALY

Add task

Add summary
Add milestone
Add PLA task

Add PLA summary 8

wi
=3
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A pop-up opens that corresponds to the selected project structure element and is to
be filled out.

Main attributes @ Custom fields PLA @ Invoicing
WBS ID WBS element type
10 Leaf
Name
Task
Short name Mumber
Start date End date
11/08/2023 B  17/08/2023 )
Duration Deadline date
7d )
Working days Working weeks
5d 1.0w
POC Calculated POC
Comment
Always critical ~  Billable
Finished
Cancel m
The following symbols are used to expand or collapse the structure:
o ¥
These symbols are responsible for zooming in and out in the Gantt:
Go to "Today" in the Gantt view:
e
(= |

A selected project structure element is copied, cut, or pasted:
N X I
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A selected project structure element is moved up or down one level:
™ Vb

Dependencies between objects can be selected, while illogical ones can’t be
selected and are greyed out:

x
We also show the percentage of completion (POC) for each task. If this is maintained
manually, the subtotal on subproject level and total on project level will be calculated:
B+ vaaagdx msEz=1+4 x
Name WBS ID Start date End date POC
January February Viarch
~ POC POC 01.01.2025 31.03.2025 3;%
~ Phase Phase 1 01.01.2025 31.03.2025 | sa% &B
#1 Task 11 01012025  31.01.2025 1;% m
#2 Task 12 01022025 31032025 |
Milestone Standard 1.3 01.03.2025 01.03.2025 M% 2 2 ‘
~ #2 Phase 2 01.01.2025  31.01.2025 zi%
#1 Task 2 01012025 31012025  s0%
#2 Task 22 01012025 31012025

The calculation of the POC also includes time, therefore we stick to simple months in
our example. If we take away the second task in phase two, the POC of the phase and

project POC changes:
B vaaagodxmesz=1ryx
Name WBS ID Start date End date POC
January February March
~ POC POC 01.01.2025 31.03.2025  38%
* Phase Phase 1 01.01.2025 31.032025 % &b
#1 Task 11 01012025 31012025  100% m
#2 Task 12 01022025  31.03.2025
Milestone Standard 13 01032025  01.03.2025 N * kel
* #2 Phase 2 01.01.2025 31.01.2025  sox 4
#1 Task 21 01012025 31012025  so%

The following icons are available on the right side:

Q = & D :

Under the magnifying glass is the search function.
The crossed-out eye indicates the closed project structure elements.
The paper clip is used to upload documents.

The clock shows the version number and already existing files are shown as versioned.
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The following options are available under the three points:

Q @ € 9

&, Apply template

B3 MS Project file import

Export to PDF

1) Save the entire project or selected project structure elements as a template.
2) Import MS Project file under the currently selected project structure item.
3) Export the project structure as a PDF.

2.2 Information

All necessary information about the selected project structure element such as project,
sub-project, phase, work package or activity is displayed here and can be edited by
pressing the green "Edit" button. The symbol “libra” marks the PLA.

myparm
o ~ LHneu Neue Lagerhalle 01/02/2023  01/12/2025 Main attributes Custom fields PLA Invaicing
M1 Projektstart 1 01/02/2023  01/02/2023 Status PLA type
2@ o .
“-a" M2 Ende Planungsphase 2 20/10/2023  20/10/2023 4 Open Engineering project
M3 Start Bauplanung 3 02/12/2023  02/12/2023 4  Revenue type Currency
() M4 Bauantrag 4 25/05/2024  25/05/2024 @ RUTMINg EUR
ORG CC assi t
M5 Abnahme 5 18/08/2025 | 19/08/2025 4 asstgnmen
°® 00 - PARM Itd January 2023
-f M6 Projektende 6 01/12/2025  01/12/2025
Contract
™ S11 Projekt |xgerplanung 2 7 01/02/2023 20/10/2023 &b
- L111 Lagerplanun 71 01/02/2023  20/10/2023
A Gerp ¢ Reference for invoice
~ 512 Neubau Lagerhalle 1 8 02/11/2023  18/08/2025 4le
&, * PV Projektvorbereitung 8.1 02/11/2023  25/12/2024 %
L1211 Projekiziele festl.. 811 0241172023 | 25/12/2024 Additional information for EU invoices
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A pop-up with the tabs opens for editing. Tab by tab can now be edited. At the end, the
changes are confirmed with OK.

Main attributes Custom fields PLA Invoicing
WBS ID WBS element type
7 Projekt L
Name

Projekt Lagerplanung 2

Short name Number

51 1.1

Start date End date
01/02/2023 20/10/2023

Duration

262d

Working days Working weeks
188d 376w

POC Calculated POC
0% 3 %

Comment

v | Finished

2.3 Team management

- Brvaaslxhk =z
—
Name WBS ID | Start date End date
o * S11Projekt Lagerplanung 2~ 7 01/02/2023 20/10/2023 &l Role name |
L111 Lagerplanung 7.1 01/02/2023  20/10/2023 P et from
:== * 512 Neubau Lagerhalle 1 8 02/11/2023 18/08/2025 & Q Q
T PV Projelcrvorb%eitung 8.1 02/11/2023  25/12/2024 T TG e R e
:0 L1211 Projektziele festl.. 8.1.1 02/11/2023  25/12/2024 Semouser. Demouser. demos 01/01/2023
S712 Summe 7.1.2 812 02/11/2023 02/11/2023 &
Backer, Charlotte, CHBA 01/07/2023
-Oa ~ PLPlanung 8.2 02/12/2023  24/05/2024 &
L1221 Vorentwurf 8.2.1 23/12/2023  19/071/2024 Bergmann, Bernhard, BEBE2 01/07/2023

The team members who were entered at the higher level (the project in this example)
are displayed. If a changed team applies to this element, this can be done with "Unlink".
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Additional team members can now be entered by clicking the green plus. Especially
with a larger project structure, it makes sense to consider whether the additional team
member should be added at the project level so that it is then directly inherited (to all
sub-elements).

An employee is searched for by entering their name in the field, or the corresponding
employee is searched for in the list.
You give him the appropriate roles, define whether he should be entered as a deputy
and adjust the "Valid from" date accordingly. Then confirm with OK (blue button at the

bottom rig

ht).

Employee

[ Backer, Charlotte, CHBA

Role

TET Us

Valid from

~ Project leader

er

01/08/2023

v Deputy

Valid to

Cancel

2.4 Estimated effort

= B*»vaassx i =zc+ v
—
o Q Q
~ 511 Projekt Lagerplanung 2 7 01/02/2023  20/10/2023 &
Bergmann, Bernhard, BEBE2 120
L111 Lagerplanung 7.1 01/02/2023  20/10/2023
1 0 Backer, Charlotte, CHBA 250
‘™ ~ 512 Neubau Lagerhalle 1 ] 02/11/2023  18/08/2025 &B
Demouser, Demouser, demoa 450
~ PV Projektvorbereitung 81 02/11/2023  25/12/2024 5
:o L1211 Projektziele festl... 8.1.1 02/11/2023  25/12/2024
S712 Summe 7.1.2 8.1.2 02/11/2023 | 02/11/2023 &
Y

On the right side the team members are listed and an effort estimate
added for each member.

in hours can be
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After saving, the resource graphic is adjusted in which the aggregated hours of the

project structure element or the entire project are displayed.

Show whole project

300

250

200

150

100

50

Q2 2023 Q3 2023

Q4 2023

25 Settings for PLA, Task and TET
= B»vaasadxhk=z ¢ Q=
-_
Name WBSID | Startdate | End date . . -
PLA settings Task settings TET restrictions
o M5 Abnahme 5 19/08/2025  19/08/2025 4
Start and end time required ~ Unlink
M6 Projektende 6 01/12/2025 | 01/12/2025
20 Timesheet comment required ' Restricted access
‘= ~ S11Projekt Lagerplanung 2 7 01/02/2023  20/10/2023 &b
Expenditures comment required ~ Team
L1117 Lagerplanung 71 01/02/2023  20/10/2023
[ ) ORG Units
-l ~ 512 Neubau Lagerhalle 1 8 02/11/2023  18/08/2025
~ PV Projektvorbereitung 81 02/11/2023  25/12/2028 %
I L1211 Projektziele festl..  8.1.1 02/11/2023 | 25/12/2024
5712 Summe 7.1.2 812 02/11/2023  02/11/2023 &

If you mark a PLA / accounting level / phase in the structure, it is defined there
whether start and end times are required, whether a comment is required for time
recording and expense entries.

PLA settings

Start and end time required
Timesheet comment required

Expenditures comment required
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At task level it is defined whether hours and expense entries are allowed. Also, the
different cost accounts are predefined here.

Task settings

Time entries not allowed

Expenditures not allowed

Default cost accounts

Timesheet

Expenditure

The TET restrictions can be used to define which restrictions should apply. Only
defined users or users of defined ORG units may add hours and expenses on the
task.

2.6 Dependencies
A dependency is created here between WP 1 work package 1 and WP 2 work package
2.

* 5P1 Sub Project 1 2 01/01/2023  02/11/2026 &R
WP1 Work Package 1 2.1 01/01/2023  31/12/2023 WP1 Work Package 1
WP2 Work Package 2 2.2 01/01/2024  02/11/2026 WP2 Work Package 2

To do this, go to work package 1 in the Gantt until a circle and a hand become visible

on the right:
r ]
..WP'I Work Package 1 ﬁh
‘ WP2 Work Package 2

Then hold down the left mouse button and drag it to AP 2 until a circle becomes visible
on the left side of AP 2. Then the mouse is released again.
b WP1 Work Package 1

%WPE Work Package 2

Now there is a dependency between AP1 and AP2:

WP1 Work Package 1

‘ WP2 Work Package 2
1

Add milestone
The element “TP1 subproject 1”7 is selected and then the green plus is pressed and
“Add milestone” is selected.
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|= B+ vaaagilxhi =&+,

Add task

WES ID | Start date End date

Add summary ojects 01/01/2023  02/11,/2026
|

1 01/01/2023 | 31/12/2024 &l
| |
ject 1 2 01/01/2023  02/11/2026 &R
FESEEATSSE ¥ Package 1 21 01/01/2023 | 31/12/2023
Add PLA summary k Package 2 2 01/01/2024  02/11/2026
arc rrogiaim 3 08/09/2023 08/09/2023 GE

In the wizard, the red fields are filled in and confirmed with OK.

Main attributes @ Custom fields PLA Inveoicing

WES 1D WES element type

2.3 Standard -
Mame

Standard
Short name Number
Date Deadline date

01/01/2023 ] ]
Comment

Finished
Cancel OK

The milestone is now inserted at the bottom of TP1.

~ 5P1 Sub Project 1 2 01/01/2023  02/11/2026 &R 5P1 Sub Project 1
WP1 Work Package 1 2.1 01/01/2023 | 31/12/2023 WP1 Work Package 1
WP2 Work Package 2 22 01/01/2024  02/11/2026

[Ms1 Milestone 23 o3 ojoyas] ¢ @

Now the milestone is to be moved between AP1 and AP 2.
The milestone is selected and then its position is changed using the “Move up” arrow
at the top.
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B r»vaasmx ki = ||
MName WBS ID | Start date End date
= PM Manual Projects 0170172023  02/11/2026
Task 1 Task 1 1 01/01/2023 311272024 &R
~ 5P1 Sub Project 1 2 01/01/2023  02/11/2026 &
WP1 Work Package 1 2.1 01/01/2023 | 31/12/2023
WP2 Work Package 2 2.2 01/01/2024  02/11/2026
M51 Milestone 2.3 01/01/2023  01/01/2023| ¥
SP2 Program 3 08/09/2023  08/08/2023 &R

The milestone is marked in the Gantt until a double line and arrows are visible on the
left and right and then moved to the desired date. The date can also be entered when
entering the milestone (see “Date” in the wizard above).

Task 1 Task 1 1 01/01/2023 | 31/12/2024 | & k1 Tack
- SP1 Sub Project 1 2 01/01/2023  02/1172026 & W31 Milestone
Start date: 01/01/2023
WP1 Work Package 1 2.1 01/01/2022  31/12/2023 End date: 01/01/2023
M51 Milestone 2.2 01/01/2023  01/01/2023 ¥ Cﬁ) ‘

Now the milestone is correctly positioned.

WP1 Work Package 1 2.1 01/01/2023  31/12/2023 WP1 Work Package 1
M51 Milestone 2.2 31/12/2023  31/12/2023 &
WP2 Work Package 2 2.3 01/01/2024  02/11/2026 WP2 Work Package 2

Move the mouse over the milestone until a circle and a hand become visible to the left
and right of it. Then drag the circle on the left to the circle of AP 1 and the first

dependency is created. The same thing is now drawn with the circle on the right on AP
2 on the left.

~ 5P1 Sub Project 1 2 01/01/2023 0271172026 &R
WP1 Work Package 1 21 01/01/2023  01/01/2024
MS1 Milestone 2.2 01/01/2024  01/01/2024 4
WP2 Work Package 2 23 01/01/2024  02/11/2026 WP2 Work Package 2

The various dependencies are visible in the Gantt view and are also displayed
accordingly in the “Dependencies” view. If there are no dependencies in the project,

the page is blank and cannot be edited.

= Brvaaa®xh=z=1ry Q= ¢ 9
e oo s
oo s g Freced
:8s
& o s @ 2 WorkPacage St Fineh () v
a1 ovovas sy 2 Workactage? St (5) z

:0 22 01/01/2024  01/01/204 4

WoWokPacage2 23 OvOv2o  civas
S rogrom s owoaies @
a8 5P2 Prog 3 08/09/2023 | 08/09/203 &8
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It is also possible to create dependencies via an input mask in addition to the existing
drag & drop function within the Gantt.

This function can be used if the creation is “blocked” within the Gantt, or for
dependencies that are not visible in the current screen window.
You can select this option within editing the project structure:

= Brveaeaasdxm=zrx

Select the level where the dependency should be created and use the button in the
menu. The pop window shows up and shows the structure of the project. Grey parts of
the structure can’t be selected as this prevents creating unlogic dependencies, e.g.
circular reference.

Note:

If a dependency is inserted with this function, the date of the successor is not currently
adjusted.

However, you can move the successor manually in the Gantt. The successor is then
automatically moved each time a predecessor is moved.

2.7 Cross-project dependencies

Project

Milestone

Original dependency date Actual date

Type Precedence

Start-Finish (SF) = Successar

A milestone of the " Gate " type is selected and then the green plus is pressed on the
right (marked red in the image). The pop-up opens and you enter the associated
project, select the dependent milestone and the desired dependency type. The entries
are saved with OK.
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28 Milestones
Milestones represent milestones and key moments in the project and can be created
in myPARM in the following forms:

- Standard milestones: normal milestones without any special additional
function

- Gate milestones: this special type of milestone makes it possible to create a
dependency to another project. If such a dependency exists and there are
postponements, the project management of the affected projects receives a
notification when their project is next rescheduled.

- Master milestones: this was a customer request that we have now generally
adopted in the standard system. These are special milestones of a project that
may also be shown separately in the project status report. Customers use these
milestones in their project templates and have defined them in such a way that
they cannot be deleted.
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2.9

Logs, Kanban Board / Task Management

Name BSID Startdate | End date B  Showselected | Show closed Search | Q Grid ([l Board
o MS Abnahme 5 19/08/2025  19/08/2025 @ Actions Risks Quality Collaboration/Comments/Notes
.®e M6 Projektende 6 01/12/2025 | 01/12/2025 No status Planned/TODO Approved/In progress On hold/Clarification neede
- ~ S11 Projekt Lagerplanung 2 7 01/02/2023  20/10/2023 &b
bW 6T ral b
L111 Lagerplanung 71 01/02/2023 | 20/10/2023
[ Test3 Test 2 Test1 Test5
-0 7 $12 Neubau Lagerhalle 1 8 02/11/2023  18/08/2025 &l ‘
~ PV Projektvorbereitung 8.1 02/11/2023  25/12/2024 3 |
o 1127 _ _
-ﬂ L1211 Projektziele festl... 8.1.1 02/11/2023  25/12/2024 83 Bau ¢ i 835 Pa | ‘
5712 Summe 7.1.2 812 02/11/2023 02/11/2023 & Test4 Test?
-, ~ PLPlanun 82 02/12/2023  24/05/2024 &
P2 d
L1221 Vorentwurf 821 23/12/2023  19/01/2024
6) L1222 Kostenschatzung 822 02/12/2023  04/01/2024
L1223 Entwurfsplanung 823 01/02/2024 | 08/03/2024
- L1224 Kostenberechnu... 824 15/01/2024  28/01/2024
=
= L1225 Genehmigungsp... 8.2.5 29/01/2024 | 23/02/2024

A task can be created for each project structure element here.

Pressing the green plus button (marked red in the image) opens a pop-up that can be
filled in accordingly.

The visualisation can be displayed as a list or Kanban board using the blue button in
the right-hand field and can be used in other areas of myPARM in addition to the project
structure (see chapter 7).

Reference
8.3 Bauphase

Action

Send notifications

Start date

Due date

Monetary effort [EUR]

Action description

Time effort [d]

Responsible person Chance of success

Status

Observer's role Author
Lardi, Heidi, LAH
Date of t@st update

Select 11/08/2023
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A

Ne
i

8

xlo

)

b ]
I

]

Documents
A v Q@ b
Name WBS ID
M5 Abnahme 5
M6 Projektende 6
~ $11 Projekt Lagerplanung 2 7
L111 Lagerplanung 71
~ 512 Neubau Lagerhalle 1 8
~ PV Projektvorhereitung 8.1
L1211 Projekiziele festl... 8.1.1
S$712 Summe 7.1.2 812
~ PLPlanung 82
L1221 Varentwurf 821
L1222 Kostenschatzung ~ 8.2.2
L1223 Entwurfsplanung 823
L1224 Kostenberechnu... 824
L1225 Genehmigungsp... 82.5
L1227 Ausfuhrungsplan... 8.2.6
L1228 Ausschreibung u... 82.7

19/08/2025
01/12/2025
01/02/2023
01/02/2023
02/11/2023
02/11/2023
02/11/2023
02/11/2023
02/12/2023
23/12/2023
02/12/2023
01/02/2024
15/01/2024
29/01/2024
09/03/2024
10/04/2024

19/08/2025
01/12/2025
20/10/2023
20/10/2023
18/08/2025
25/12/2024
25/12/2024
02/11/2023
24/05/2024
19/01/2024
04/01/2024
08/03/2024
28/01/2024
23/02/2024
09/04/2024

24/05/2024

&

Documents can be uploaded to any project structure element. Either the file
(document) is dragged into the marked field or searched for in Explorer.
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The project and its structure are now created. If the project structure or the project
attributes are to be changed, this is done as follows:

The green arrow is pressed at the project level and two processes are displayed. These
only appear in green when a project has been completely created.

Ld N [ _—

£ Edit project attributes

& Edit project structure

The process that is required is now selected. If something is to be changed in the
information of the project, "Edit project attributes" is selected. If changes are to be
made to the project structure, "Edit project structure” is selected.

These two processes are available to you for all projects.

3. Multi-Project Gantt

All projects that the user is allowed to see are displayed in the multi-project Gantt.
Milestones and dependencies between the projects are also shown. The following
filters can be set: "Show closed projects"”, "Show closed periods", "Show milestones",
"Show dependencies".

— +  Current scale: Quarters ﬁ +») Show closed projects | v Show closed period Show milestones

Num... Shor... Name Proje... Orga... Portf..

2024

Q

e 86|
h-l

P 5000300
C 0007

2022010
P 2022020
c 0001

P 2021040
P 2021080
P 2021002
P 2021070
2021120
P 2021110
P 2021090
P 2021030

(o ol Ol ol oM oM ol oM o
h-)

P 2021100

C 0005

a8
h-)

202102

Q

P5000300
Cariple
HS1-22
Hs2-22
Bologn...
EleMat
Specola
Garbuio
OrtoBo
Psicoce...
Student...
Scaravilli
Palacus ...
Irnerio48
Gas & H...

2021-LPG

Q

Projekt ...
Fondazi...
Housin...
Housin...
Gare AES
Cabina ...
Consoli...
Garbuio...
Orto Bo...
Psicolo...
Realizza...
Rigualifi...
Ristrutt...

Ristrutt...

Gas & H...

3000 CP...

(A -

Demous...

Costa, L...

Costa, L...

Uccelli, ...
Mastro...
Somme...
Carrera,...
Albrech...
Carrera,...
Di Nard...
De Jesu...

Di Nard...

Battistin...

wn - Q

133-P..

400 - pa...
2212 -.

1000 - ...
1000 - ...
400 - pa...
1000 - ...
1000 - ...
1000 - ...
1000 - ...
1000 - ...
1000 - ...

3000.2 -...

r residenza studenti, via della B

The current scaling is set to year by default. The scaling can be changed with the minus
and the plus.

+  Current scale: Years

e
=J

+)

Show closed projects

~ Show closed period

Show milestones

Filtering for current scale, closed projects, closed periods and milestones is possible.
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4. Task templates

You can create your own project templates. A list of different projects with a project
structure is available in the Project Task Templates module.

A new template is created by pressing the green plus.

myparm

Q Search.. Large Size Project
Active T Posi.. | Name Comment
Ay vQ Q Q v Active

v 16 Large Size Project Number

10
v 17  MECONET no phases

Name

v 18 Meconet All Phases

-

Large Size Project

MECONET Design Short name

L]

Big Project
v 20 MECONET Procurement / ...

-

Calendar
v 21 MECONET Machining

Praject calendar 5 days -

v 22 MECONET Assembly Comment

[ ]
~

N -N-N-M-NH-H-N
<
&
ooooo0DOo B

v 23 MECONET Wire sawing

-

The template gets a number, a name, an abbreviation and the calendar are selected.
After saving, the template can be seen in the left column.

v 65 Task Template1 ]

Pressing the green arrow starts the process for creating/changing the project structure.
Existing task templates can also be changed in this way.

Active T Posi... | Name

(an - Q Q

v 16 Large Size Pro

o .

e IET no

£ Edit task template structure -
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The project structure is now opened, and various elements can be added with the
green plus. In this way, a project can be mapped with its structure, which can later

serve as a template.

[+ B

Add sum

Add milestone

Add PLA task

I

Add PLA summary

a8

v @ @ B X
WEBS ID | Start date
lultiPLA ke 01/12/2019
21 MultiPLA kel 1 01/12/2019
22 MultiPLA ke2 2 01/12/2019
23 MultiPLA ke3 3 01/12/2019
24 MultiPLA ked 4 01/12/2020
rim rausai 1 PLA Pauschalel 5 01/12/2020
PLAPausch3 PLA Pauschale2 B 01/12/2020
PLAPauschd PLA Pauschale2 7 01/09/2021

End date

31/12/2025
3171272025
3171272025
31/12/2025
01/12/2025
01/12/2023
17/10/2022
18/07/2023

&L
&L
N
N
&L
&L
N

™~ Vb

.ugust

5.

Copying an existing project via MS Project

It is possible to copy a project via MS Project (XML file) and add it as a new project.
The process is available in the project portal. The black icon is pressed, and MS Project

is selected.

a A ¥ Show clo
’

aJelo]s)

MS Project ) l
. ect attributes
Primavera

HMIL

The following window then appears in the browser and the "Save as” (Speichern unter)
command is selected. Do not select the «Open» (Offnen) command because the
content cannot be displayed.

Downloads

B Q

Wie mochten Sie mit . 1111..xml" verfahren?

Offnen

Speichern unter

P

A
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A new project is now created as described in point 1.
Once you have reached the project structure, select the project structure view.

Under the 3 dots on the right side, you have several commands:

Q @ € 9

&, Apply template

By MS Project file import

IS Export to PDF

If you click the symbol for MS Project file import, a window opens:

MS Project file import

N

Drag and drop file here
Or

Clear Upload and import Cancel

Now the copied project will be uploaded or searched for in the frame.

Then the «Upload and import» command is active and can be used.

It must be ensured that the start date in the new project and in the copied project match,
otherwise the import will not work.

6. Copying a project with a template

We recommend creating a template of the project to be copied and then importing this
into the project structure.

The project that is to be saved as a template is opened in read mode (magnifying
glass). The level (in our example the project) is selected from which the project
structure is to be copied. Select under the 3 dots on the right side “Save selection as
template.
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Q =@ & 9

B Save selection as template

IS Export to PDF

A new window is opening:

Create template

Number

This field cannot be empty.
Short
Comment

After confirming with OK, the template is created, and the system confirms this with

the feedback:

A new project is now created in the project portal and the project template can be
selected in the project attributes. The project structure is automatically adopted in the
next step. The elements can be adjusted, changed or new ones added.
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If the template is not defined on the project level, this can be done in the project
structure. The template is selected and then the symbol to the right is pressed so that
the template is also used. Open now the edit project structure process. Under the 3
dots on the right side the command “Apply template” is available.

Q | € 9
&, Apply template

B3 MS Project file import

¥§ Export to PDF

A list with all available templates is visible and the one who is needed can be selected.

Q = & D

Apply template

“L Search

Phasen Struktur (Gesamtprojekt)
Gesamte Projektstruktur

Phase Projektinitialisierung
Phase 01

Phase 02
Projektabschlussphase
Large Size Project
MECONET no phases
Meconet All Phases
MECONET Design

MECOMET Procurement / External Services

Templates can also be deleted anytime.
This is done in the project portal under "Task Templates".
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7. Task management

Task management provides a transparent overview of project progress and contributes
to structuring and organizing the creative process. Task management offers a clear
view of the project's advancement. The Kanban board consists of 6 columns: No
status, Planned/To-Do, Approved/In Progress, On hold/Clarifications needed,
Cancelled, and Completed.

myparm

= Brvaaswxh =z 1+ a R ¢ 9
Name BS B Showselected | | Show closed Search  Q Grid. [ Board
o M5 Abnzhme 5 19/08/2025  19/08/2025 @ Actions Risks Quality Collaboration/Comments/Notes
.00 M6 Projektende 6 01/12/2025 | 01/12/2025 No status Planned/TODO Approved/In progress On hold/Clarification neede
- ~ S11 Projekt Lagerplanung 2 7 01/02/2023  20/10/2023 &b
[ | 83 Bauphase I ] [ ] 83 Bauphase I |
L111 Lagerplanung 7.1 01/02/2023  20/10/2023
® Test3 Test 2 Test1 Test5
-° ~ $12 Neubau Lagerhalle 1 8 02/11/2023  18/08/2025 &
~ PV Projektvorbereitung 8.1 02/11/2023  25/12/2024 %
[ j12/ _ _
-a L1211 Projektziele festl... 8.1.1 02/11/2023  25/12/2024 38a PR | 3 Bauphase & & i
5712 Summe 7.12 812 02/11/2023 02/11/2023 &k Test4 Test?
-, ~ PL Planung 82 02/12/2023  24/05/2024 %
b
L1221 Vorentwurf 8.2.1 23/12/2023  19/01/2024
0 L1222 Kostenschatzung 82.2 02/12/2023  04/01/2024
L1223 Entwurfsplanung 823 01/02/2024  08/03/2024
— L1224 Kostenberechnu... 8.2.4 15/01/2024  28/01/2024
=
= 11225 Genehmigungsp... 8.2.5 29/01/2024 | 23/02/2024

In the Workspace module, MIS, Dashboard, and in the Project Structure/Gantt, tasks,
risks, and quality criteria can be defined.

myparm
Object Selected period + @ Showselected Show closed Search  Q Grid ([l Board
LA T August2023 (Open) - Show historical objects Actions Risks Quality Collaboration/Comments/Notes

s\ (G Nostatus  Planned/TODO  Approved/In progress  On hold/Clarification needed  Cancelled ~ Comple

TOjt Projes nan
Q Q Q Q Q Q Q Q Q
2592 2592 2502 LAH PARM Itd 1001 IntProj internal projects 0.1
2648 2643 2648 EPW PARM Itd 01040 SLH Stanford-le-Ho... 010¢
2654 2654 2654 EPW PARM Itd 01121 TSA Thorpe St Andr... 01
2658 2658 2658 EPW PARM Itd 01121 TSA Thorpe St Andr.. 02
<

The tasks can also be displayed as a list:

B Show selected Show closed Search Q Board

Actions Risks Quality Collaboration/Comments/Notes

Q Search

8.3 Bauphase Test1 Approved/In progress A

2.3 Bauphase Test 2 Planned,/TODO A W ]

Documents can be uploaded (paper clip) to each tab (Tasks, Risk, Quality,
Collaboration/Comments/Notes).
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Show selected Show closed Search
Actions Risks Quality Collaboration/Comments/MNotes
No status Planned/TODO Approved/In progress
Glad B R | 2.3 Bauphase R |
Test3 Test 2 Test1
A bW
Test4 Test7

Next to the document attachment, you will find the icons for the two functions: "Lock"
(Close) and "Trash Bin" (Delete).

1.

L)
m

Create Project Work Plan

"Lock" — Closing Tasks:

This function is part of the task process monitoring and can only be executed by
the author or responsible person.

Closing a task means that it will not be further processed. Therefore, it is marked
as "closed" and remains in the logs so that it can be "opened" again at any time.
Typically, a task is "closed" in the following sequence:

1. The "responsible person" sets the status to "Completed".

2. The author checks if the completion has indeed occurred and can approve
it.

3. If so, the author marks the task as closed, which means it is truly completed.
(It will only appear on the Kanban board if the "Show All Statuses" flag is
set.)

When a task is closed in the "Completed" column, it remains as a closed task

in this column.

When closing a task in one of the columns "No Status," "Planned/To-do,"

"Approved/In Progress," "Deferred/Clarifications Needed," or "Cancelled," it is

moved to the "Cancelled" column. This is because the task was closed without

the "Completed" status, and thus, it was aborted without completion.

"Closed" tasks are no longer displayed in the standard view. However, they can

be made visible again at any time by setting the "Show All Statuses" flag.

"Closed" tasks can be reopened by the author or responsible person and then

moved to the desired column on the Kanban board.

"Bin" — Deleting Tasks:

This function is used to delete tasks if they are no longer needed. For example,

if they were added from a template but are not required in the specific case. By

selecting "Delete," a task is permanently removed and cannot be restored. Only
the author of a task can "delete" it.
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To highlight various tasks, tags can be used:

Geschlossen

Conztruction - Rosd & Bridos Construction - Posd 2
Constructio cad & Bridge Constructio

Kick off Road & Bridge

Tags are keywords. Documents or elements can be tagged with key terms from the
document. After these terms are applied, they can be used for searching by all users
in myPARM.

Betreff
Kick off Road & Bridge

Autor Erstelldatum Status
Supervisor, Project, PS 16.05.2024 Geschlossen

A Tags und Personen
Tags

Kick-off ¥ |
@Controlling @
@Risikomanager
804067 Leibpzig
89,1800 Project for Invoicing
Abklarungen
Budget

Campaign 2023

Customer Relation

oK Abbrechen

If a new tag is to be added, the text is entered into the field and confirmed with the
Enter key. The new text is then available in every tag field and is stored in the database.
Subsequently, tasks with tags can be searched more efficiently, especially if you work
extensively with tasks:

Search 3, kick @ |orid [ Board

On hold/Clarification needed Cancelled Completed

Kick off meeting

71 Tasks
In the project structure, task management is located under the "Log" icon. These can
be edited both under "Edit Project Structure" and via the magnifying glass in read-
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myparm ome ~ Project~ Invoicing~ BSC~ RFS~ Portfolio~ Admin~ Mass rej ng &~ Elogout]
= Br»vaasdxh=zcre a=w e
B showselected  Show closed Search Grid| [ Board
o 11 Projt Lagarptormp 2|7 [y mu— —— Actions Risks Quality Collaboration/Comments/Notes
7. 01/02/2023  20/10/2023 o
@ U111 Lagerplanung 1 1/02/2023 | 20/10/20 No status Planned/TODO Approved/In progress On hold/Clarificat|
‘- 512 Neubau Lagerhalle 1 8 02/11/2023  18/08/2025 4B
PV Projektvorbereitung 81 02/11/2023  25/12/2024 % s W . ¢ W T édw -
Test3 Test2 Testi Tests
-0 L1211 Projektziele festl.. 8.1.1  02/11/2023  25/12/2024
5712 Summe 7.1.2 812 02/11/2023 02/11/2023 &%
[ PLPI 82 02/12/2023  24/05/2024 %
abd onung e S Y
L1221 Vorentwurf 821 23/12/2023 19/01/2024 Tecta Test?
- 11222 Kostenschatzung 8.2 04/01/2024 .
3
L1223 Entwurfsplanung | 823 08/03/2024
(5) 11224 Kostenberechnu... | 8.2.4 28/01/2024
11225 Genehmigungsp... 825 23/02/2024
— 11227 Ausfuhrungsplan... 8.2.6 09/04/2024
=
= 11228 Ausschreibuna u.. 827 10/04/2024  24/05/2024

The input form opens either by double-clicking into a field or by using the :

Action Priority
| action 1|
Action description Start date
r]
2
3 Due date
< 311224 ]
5
6 Planned monetary effort [CHF]

¥ Tags and people

Planned time effort (h]

A Checklist
16
~ Point 1 Chance of success
~ Point 2 20%
Point 3 Status

m Planned, TODO

Author

Date of last update

19.11.24

Updated the Checklist

e

On the left side, the task is described, and the responsible person and observers are
added. If desired, the involved individuals are notified via email ("Send notifications"),
provided the business email addresses of the employees are stored in HR.

Under the checklist, individual points can be defined to ensure the task's completion.
Checking off the individual points will also directly display a progress bar.

On the right side, you can already enter the costs in monetary value and the personnel
effort. If a due date is specified, the task will be displayed in the Home view.

The field priorities can be filled in with values from 0 until 9999, making sure our clients
can use whatever they need. Priorities can be set by the author of the task, while others
will see it as read-only. The field is optional and can be cleared.

If you are assigned a role as a responsible person and author, this is also visible in the
workspace. The red number next to "Workspace" indicates that two new or updated
tasks are pending (see image at the top right):
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e 2022 Spese Interne 2022

It is possible to view all tasks in which the user is involved. This includes information
about where the user is responsible for tasks, which tasks have been created by the
user, and in which tasks the user is listed as an observer.

No status Planned/TODO Approved/in progress On hold/Clarification needed Cancailed Complated
dd i ol W A Fa o W
Vertrag pridfen a Budge! Startpuniks definieren e Todo
[ Campaign 2021 | Gomri
Pl ol W doff W
P
Budget advanced getiers | i ;
al

When a task is ready for the next step, it can be dragged to the next column with the
mouse or changed to the next status using the dropdown menu within the task itself.

7.2 Risk

If there is a risk associated with the assigned task, it should be recorded in the 'Risk'
column. Description of the risk, selection of the risk from the risk register, impact,
probability of occurrence, description of the strategy, measures to be taken, etc.

I??f_e_r-er\_c-e. ___________________________________ Impact description sk ouner
: 21 Initiating project T
Name Impact after action
Date identified o Impact after action
11.08.2024 e} Probability
Risk description Select - Probability after action
Probability -
Probability after action
Probability description
EMV [EUR]
Category
Date of last update
Risk register 11.09.2024
- Proximity Author
Risk/Opportunity ] Consultant, Design, DC h
- Strategy Tags
Impact T
5 - Strategy description
Imnart Status
Cancel Cancel Cancel

For more information on risk management, see chapter 12.

Parm AG, Bahnhofstrasse 31, CH-8280 Kreuzlingen, Tel.: +41 71 243 10 00, info@parm.com , www.parm.com page 35/ 90



mailto:info@parm.com
http://www.parm.com/

myparm

Project manual

7.3 Quality

Details regarding quality can also be recorded. The method and result of the quality
inspection are described, along with the responsible person, the customer, the planned
and actual date, and the release date.

Reference Responsible person
1 Project Stages Carrera, Carmen, CarCar
Product
Customers

Alfa Costruzioni

Quality checking method

Planned date

0]
Stakeholder Actual date
0]
Target sign-off date
0]
Actual sign-off date
Result B2

Status

a Cancel

If multiple tasks are necessary to achieve the required quality, they can be recorded
directly under quality. In addition to the document display, the associated tasks are
shown. By selecting them, another Kanban board opens:

om

Completed: 0

In progress: 1

Total: 1
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Search - Grid [ Board

No status Planned/TODO Approved/In progress On hold/Clarificati ded C lled Completed

Action on quality
improvement

7.4 Collaboration

In the "Collaboration/Comments/Notes" tab, checklists can be created to track the
current status of the work:

B Show selected Show closed

Actions Risks Quality I Collaboration/Comments/MNotes I

New Open Pending

The reference, which records the assignment of the collaboration, is automatically
captured. Additionally, a subject must be defined:

Reference

Subject

Cancel

Similar to tasks, in collaboration, there is also the option to use tags, select observers,
notify them, and create a checklist.

Below the checklist, there is a free text field where you can also insert images or links.
After saving, the comments are marked with the author's name and the date.
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Subject
[Do i
Author Creation date Status
Lardi, Heidi, LAH 11/08/2023 MNew v
¥ Tags and people
Collabaoration/Comments/Nates
B I § U E E E F =
i= Normal text M g a oon

ik

No collaboration/comments/notes yet.
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If the email address is stored under "Business Contact Details" in HR, the employee
will be notified by email about the task assigned to them. For the Google and Outlook
calendar entries, an end date must be entered in the task to generate the links as

described here.

358 bytes

Hello Project Supervisor,

myPARM action updates: 1 new change(s)

myPARM <myparm.notifications@parm.pl>
To Project Supervisor

D Check on environmental impact of the projectics o“

©

9

The following myPARM actions have changed since the last notification:

Check on environmental impact of the project Google Outlook Office 365

Sent by myPARM. You are receiving this message because notifications were enabled for the mentioned logs.

If the blue-marked link on the far left is clicked, the task in myPARM will automatically

open.

Reference
Manual Projects Manual Projects

Action

Check on environmental impact of the project

Action description

Please verify all legal requirements are fulfilled

¥ Tags and people

% Checklist

Start date

Due date

15.09.2024

Monetary effort [EUR]

Time effort [d]

Chance of success

Status

Author

User, Demao, DU

Date of last update
12.09.2024

If the word "Google" in the link is clicked, the Google Calendar will open and directly
display the appointment for the task, which only needs to be saved.
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%X Check on environmental impact ¢

12.Sept. 2024 bis 12. Sept. 2024

Ganztigig Einmalig ~

Termindetails Zeitpunkt finden Giste

(W] Google Meet-Videokonferenz hinzufiigen Gaste hinzufligen

@ Ort hinzufugen

B B I U = = & ¥

Please verify all legal requirements are fulﬁlled

Berechtigungen fiir Gaste

£l Benachrichtigung hinzufiigen D Termin bearbeiten
o) M M ®- Gaste einladen

Gésteliste anzeigen
(] Verfligbar ~  Standardsichtbarkeit ~ @

With the "Outlook" link, the Outlook Calendar opens with the entry ready to be saved.

The same happens with the "Office 365" link.

Check on environmental impact of the project — Besprechung — Kalender
Ereignis
== Antwortoptionen ~ &@rrei ~ 1 Tag vorher um 17:00 O Kategorisieren ~ [1[]‘ Privat
Speichern e Kalender (outlook_98EE3D5SDEBT 100A2@out.. < B » Do, 12. September 2024
%2 Check on environmental ® 1 Skype-Besprechung
o
86 Teilnehmer einladen Optional
4
© 12092024 1Tag v
2 Periodisch wiederkehrend machen m Ganztagig 2
@ Nacheine .
3
=  Did you get feedback on this?
4
5
&
7
- ©® v & & \
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9. Running processes
The event overview of pending processes is only displayed when required.
If you click on the green gear, a list of all pending processes appears in the project

portal.

a A ¥ Show closed projects

Open processes

i]
3
4]
A
=
=)
=
3
=]
D

4]

n 101. Programm Lagerhalle. PL1.

221221 Consulting 1 CON

Press now on the gear, the process opens and could be finished now.
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10. Budgeting
To meet the diverse requirements of organizations, myPARM offers multiple budgeting
options, which are often further configured to suit the specific needs of the company.

Before creating a budget, the project must first be created and approved. The project
structure should be defined to the extent that the PLAs are known. The PLAs do not
need to be open at this stage. However, once costs are incurred (e.g., hours have been
logged, expenses recorded, or invoices issued), these are already taken into account
in the budgeting process.

Budgets can be created directly from the project portal:

3 2

& Cashflow |
o Rﬁmm:epﬁmﬁig

If dedicated budget reviews are required, users can access all budgets via the Project
menu. Most customers use these views in such a way that project managers create
the budget promptly during project creation, while PMO roles utilize the budget
overview to review budgets.

The budget overview displays all PLAs for which a budget has already been created
(the "Valid From" column contains a date) or for which a budget can still be created.
This view can be individually saved per user and includes additional workflows,
configured according to the specific needs of the organization.

myparm Home TET~ Project™ Invoicng~ BSC™ RFS™ Portfoliow Admin~ MassWporting &~ B Logout

a Full text PLA status  Not yet opened, Open - PLAtype Select a value. - x] Q Sea
Pro

Q Q Q Q (All) v (AN - Q & @y A\
n m Ciam2 Ristrutturazione 2edificio "Ciamician” per il piano di razionalizzazione spazi 1 Progettazione Open IT Adeguamento  30/04/2021 Baseline ELR
Strutturale

ione 2edificio "Ci 2 Gara lavori Open IT Ade

Struttu

* peril piano dir ento | 30/04/2021 Baseline EUR

B g cm Ri
a

n m Ciam2 Ristrutturazione 2edificio “Ciamician” per il piano di razionalizzazione spazi 3 Cantiere Open IT Adeguamento | 30/04/2021 Baseline EUR
amm. BO Strutturale

B g cm Ristrutturazione 2edificio "Ciamician” per il piano di razionalizzazione spazi 4 Gara arredi Open IT Adeguamento | 30/04/2021 Baseline EUR
Strutturale

u m Ciam2 Ristrutturazione 2edificio "Ciamician” per il piano di razionalizzazione spazi 5 Fornitura e posa arredi Open IT Adeguamento  30/04/2021 Baseline EUR
amm. BO Strutturale

B B 22w 3000 CPM LPG s1 Awio e Design Open 01.2 Equipment EUR
Manufacturing

If a total project budget is already defined in the project attributes, myPARM will issue
a warning at the PLA level if this budget is exceeded.
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Project attributes Pro|
v Active Porti
Project container M)
0020, Asik Container A Cour|
ORG Assignment Selq
01 - SW-Maschinen GmbH - Proj
Project number Selq
22222 N
Project name Cust:
22222 Selg
Project short name Proj
22222 Selq
Start date End date Prok
19.08.2024 (i 19.08.2024 (]
Project calendar Com
Default project calendar -
Project budget
500,00000 &
Valid from
31.12.24  ~ Budgetis still valid
Fee
Fee type Total fee Already invoiced Remaining Adjustment Comment
Own labour 0.00 0.00 0.00
3rd party 0.00 0.00 0.00
Expenses / Material 0.00 0.00 0.00
Total 0.00 0.00 0.00 0.00
Budget
Budget type Total budget Total hours Total actuals Remaining hours Remaining total Budget adjustment Cemment
Own labour 1,600,000.00 0.00 0.00 0.00 1,600,000.00 1,600,000.00 &
3rdl party 0.00 0.00 0.00
Expenses / Material 0.00 0.00 0.00
Total & 1,600,000.00 0.00 0.00 0.00 1,600,000.00 1,600,000.00
[Thetotal PLA budgets have exceeded the project budget. |
Summary
WIP Actual P/L Praject result Profit/Loss Profit/Loss % POC %
-1,600,000.00 -1,600,000.00 -1,600,000.00 -1,600,000.00 -100.00 0.00

Since budgeting is closely linked to revenue (cash flow) and resource planning, a
transition to these workflows is also provided. The totals from the budgeting process
are incorporated into the cash flow or resource planning if these are being utilized.

For both basic and advanced budgeting, the process begins with a prompt for the
"Valid From" date.
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2
| Create simple budget 2
Valid from
| 311224 o |
Cancel

This proposal depends on the specific customer setup. CurFentIy, the following settings
are commonly used:

o End date of the last completed calendar month
o End date of the last closed period
« End date of the last temporarily closed period

This date determines which version is displayed in evaluations and similar areas.
Typically, the first budget version is created at the start of the respective PLA (Version
1) and later adjusted.

For example, if a budget is created on January 15t and a second on January 31s, all
evaluations and views will reflect the budget values from January 1 until January 30t
Starting January 318, the values from January 315t will apply.

Budget distribution, on the other hand, varies depending on the project or project type.
myPARM customers either distribute the budget evenly over the duration of a PLA,
manually allocate it to specific months, or divide it according to general patterns (e.g.,
front-loaded, mid-loaded, or back-loaded budget).
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10.1  Advanced Budget

This is a process that leads through the creation of the budget.

Start the process “Advanced budget”. Be aware that it is not possible to switch between
the kind of budget. If you have added a simple budget, you must continue with simple
budget and vice versa:

B LAHZTeX

Create simple budget

£ Advanced budget

s s YW

LAHPRO1.Activity1.LAH Project1.Activity 1[EUR]: Activity 1 LAH Project1

MName

o

Description

Valid from

14/08/2023 &
Actuals till

13/08/2023 &
Pricebase

14/08/2023 ]
Type

Farecast -
Cost elements

Employee categories -

Material / Expenses / Third party cost accounts

The budget is given a name. Description of the budget can be entered.

Valid from: from when the budget should be valid

ACTUALS till: until when should the already booked costs be displayed (by
default 1 day before the "Valid from" date)

Price basis: What costs should be taken for the hours
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Type: Is it a baseline (usually the first budget) or a forecast (subsequent
budgets)

Cost elements: How should the budget be set up:
by revenue type, employee categories or time types

Material types: Should the types for expenses / material be displayed.

Once the fields have been filled in, click on "Save & Next" to go to the next step.

Fee:

The fee for own services, third-party services and expenses/material is entered,
provided these are available in detail. Press the green plus and a pop-up opens. Check
the date, the type and add an amount. Then press ok. If you must add third party costs,
press the green plus again and change the type.

Date

01/08/2013

Type
Own labour
Amount
5,000.00

Comment

Contract xx

This can be repeated for each type. Changes in the fee are also recorded in this way.
myparm

LAHPRO1.Activity1.LAH Project1.Activity 1[EUR]: Activity 1 LAH Project1

o

Date T1  Type 12 Amount | Comment

01/08/2013 Own labour 5,000.00 Contract xx ]

01/08/2013 3rd party 1,000.00 (]
"Save & next"

The next step is "Operational Budget"
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The PLA selected for the budget is displayed on the left. If you click in the row you will
see the chosen cost elements.

LAHPRO1.Activity2.LAH Project1.Activitiy 2[EUR]: Activitiy 2 LAH Project1
Q Search
WBS element Budget Actuals | Actuals bef...  Actuals after Cost element 1 Actual quantity Actual rate Actual cost|  Remaining quantity Rer
21 Activitiy 2 (= [ 1693375 1693375 1693375 000 s A E 3950 10000 3,950.00 000
s c E 800 10000 800.00 000
2/ CA Design ™ 100 240336 240336 000
2/ Carprivate km) = M 117.00 057 6650 000
7 SIAB E 400 10000 40000 000
# SAC E 110.00 8467 9313.80 000
2/ Travel costs M 200 000 000 000

The already actual entries are listed with the quantity, rate, actual cost and the
remaining.

In the middle of the screen, you see the following symbol to enlarge the right side of
the screen:

Pressing the green plus brings up a new window showing the items defined on the first
page of the budget. A dummy element can be budgeted. Note that there is never an
ACTUAL cost on this item.

¥ | A Q Search..

Cost element

Dummy
¥ Material / Expenses / Third party
T Rates & Categories

' Asia

' Europe

¥ loliTestowaGrupa
B |

T [5lA

A/B
B/C

D
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If you now click on the small arrow to the left of the type, a window opens with all
expenses / material and third-party service types that are available in the system.

Mark an element and it is entered into the budget with OK and the assistant now helps
with the remaining budgeting of the selected item. The remaining is always budgeted.
For the first budget this is the total amount, for further budgets it is only the remaining
until the end of the project. Clicking in one of the added values (fields) you will be able
to change the entries.

myparm
LAHPRO1 Activity 1.LAH Project1.Activity 1[EUR]: Activity 1 LAH Project1
,,,,,,,, Total rate Total cost | Comnr

12000 2,400.00 20,00 12000 2,400.00

s E E 50.00 80.00 4,000.00 50.00 8000 4,000.00

s SIAB E 3.00 100.00 300.00 0.00 0.00 0.00 3.00 100.00 300.00

The letters E and C stand for Employee category and Cost account.
Once all costs have been entered, continue with "Save & Next".

It is now a matter of distributing the remaining costs on the time axis.

LAHPRO1.Activity2 LAH Project1.Activitiy 2[EUR]: Activitiy 2 LAH Pr

Amaount to distribute 4,000.00
Not distributed 4,000.00 @
Valid from T | Valid to Amount

Pressing the green plus opens an assistant in which the costs are now distributed.

LAHPRO1.Activity2 LAH Project1.Activitiy 2[EUR]: Activitiy 2 LAH Proj
Amount to distribute 4,000.00

Not distributed 2,000.00 @

valid from 1 | valid to Amount

August 2023 September 2023 200000 W

The months “Valid from” and “Valid to” are now selected and the corresponding amount
entered and confirmed with OK or select another period for Valid to. Pressing the plus
again opens the window again. The following month (after the previous entry) is already
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specified and only the month "Valid until" is selected and the amount entered. You can
change the Valid to if necessary.

Valid from

October 2023 -
Valid to

December 2023 -
Amount

2,000.00 (1 WX ]

This field cannot be empty. Cancel m

LAHPRO1.Activity2.LAH Project1.Activitiy 2[EUR]: Activitiy 2 LAH P
Amount to distribute 4,000.00

[Not distributed 0.00 |

Valid from T | valid to Amount

August 2023 September 2023 200000 W

October 2023 December 2023 200000 W

Once everything has been distributed, click "Save & Next" to go to the next step, the
final approval. The entered data is now displayed in detail here.
myparm

LAHPRO1 Activity2.LAH Project1.Activitiy 2[EUR]: Activitiy 2 LAH Project1

Attributes Fee

Name
forecast T
Date T Type 2 Amount | Comment
Description
01/08/2013 Own labour 5,000.00

01/08/2013 3rd party 1,000.00

Valid from
01/08/2023
Actuals till 6,000.00
31/07/2023
Pricebase
01/08/2023
Type
Forecast
Cost elements

Employee categories

¥ Material / Expenses / Third party cost accounts
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Manual distribution

=

Valid from T valid to Amount
August 2023 September 2023 2,000.00
Qctober 2023 December 2023 2,000.00

Budget distribution in WBS

WBS element Budget Actuals Actuals before Actuals after Remaining | Start date End date
Activitiy 2 20,933.75 16,933.75 16,933.75 0.00 4,000.00 01/08/2013 31/12/2025

Budget

WBS element 11 | Cost element 12 Actual cost Remaining cost Total cost | Comment

Activitiy 2 A 3,950.00 0.00 3,950.00

Activitiy 2 C 800.00 0.00 800.00

Activitiy 2 CA Design 240338 0.00 2,403.36

Activitiy 2 Car private (km) 66.59 0.00 66.59

Activitiy 2 D 4,000.00 4,000.00

Activitiy 2 SIAB 400.00 0.00 400.00

Activitiy 2 SIAC 9,313.80 0.00 9,313.80

If you now continue with "Save & Approve", the budget is complete. If the user does
not have permission to approve the budget, it appears to the approver, who checks the
budget and, if everything is ok, also approves it.

At each step in the budget, you can go to previous page and make changes.
The budget process can be stopped at any time when it should not continue.

The recorded data is saved with the «Save» button. The budget is closed with the
"Close" button, and you can continue at a later point in time. It should be noted that a
pending budget process means that the project structure cannot be adjusted.

If the budget is not approved, it is not possible to make any changes in the project
structure.
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10.2 Simple Budget

In general, a simple budget can be created. Simple budget is always done on the PLA
level . There are various filter criteria such as project manager, project, cost centre,
etc. for searching for a PLA.

myparm

PLA 1

@ 000.02.000.Leaf 0.2 Temporarily closed Valid from PLA filter

@ 000.52.000.leaf added .2 Temporarily closed 31/12/2021 a

.- Full text

® 2224.Didattica.Programma  Not yet opened Period results from
2022-2024.Didattica 01/12/2021 [}

® 2224.Gov.Programma 2022- Mot yet opened Mandant
2024.Governance 00 - PARM ltd -
2224 PreliminariProgram... = Mot yet opened Cost centre

@ 2022-2024 Attivita
Preliminari = M
23-DA.Auftrag.Demo Not yet opened PLA leader

@ AnlageAuftrag / Select T
Abrechnungsebene N

Project

2ANLA1T.Zwei Not yet opened -

< Select e
Anlagen.Anlage 1 <

PLA status

2ANLAZ. Zwel Not yet opened
Anlagen.Anlage 2 Select -
2ANLPM.Zwei Not yet opened Budget is still valid
Anlagen.Projektmanagem... Calort -
89.1800.01.Project for Open
invoicing.Subproject 1

"Valid from" is the date from which the budget should be valid and aligns with the initial
selected date from the beginning of the process.

"Period result from" shows the date for the period result report. In this example, that
would be from 01/12/2021 - 31/12/2021.

All PLAs for which a budget can be created are displayed on the left-hand side. Either
you scroll through the list or select one or different elements in the filter.

If you select a project in the filter (either search in the list or enter text manually), all
PLAs belonging to this project appear.

myparm Home TET~ Project™ Invoicing

LAHPROT Activity3 LAH Open Valid from PLA filter
Project1.Activity 3 31/01/2023 o]
LAHPRO1.PLA Not yet opened Period results from Full text
Aktivitat3.LAH
Project.Aktivitat 01/01/2023 =]

Mandant
LAHPRO1.PLA.LAH Not yet opened
Project.Activity Aktivitat 00 - PARM Itd
LAHPROT.PLA2 LAH Not yet apened Cost centre
Project . Aktivitst .

PLA leader

Project

< LAHPROT LAH Project| a -
PLA status

Budget is still valid

#
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With the green arrow pointing to the right (bottom right), "Next," you proceed to the
budget entry step.
First, the fee is entered:

Fee Type: Fees can be entered for the types own labour, third-party services,
and expenses/material, provided these are available in detail.

Fee Total: The initial entry in the "Remaining" column displays a value here and
is adjusted via "Fee Adjustments" and "Already Invoiced." This is reflected in
the RM/CF view.

Already Invoiced: If invoices are issued in myPARM or imported into myPARM
via an interface, they are displayed under "Already Invoiced."

Remaining: Directly calculates the amounts under "Fee Adjustments.”

Fee Adjustments: Adjustments to the initially entered fee values can be
subtracted using a negative sign. Without a negative sign, the amount will be
added.

Comment: If adjustments to the fee are made, they can be documented with a
comment.

Next, the effort budget is entered. The hours already worked as of 01.02.2023 are
displayed.

Budget Type: Budgets can be entered for the types own labour, third-party
services, and expenses/material, provided these are available in detail.
Budget Total: This is reflected in the RM/CF view.

Hours Total: The initial entry in the "Remaining Hours" column displays a value
here and is adjusted via the inputs in "Remaining Hours."

Total Actual: If costs have already been recorded for the PLA, they appear
here.

Remaining Hours: Entry of hours.

Remaining Total: Directly calculates the amounts under "Budget Adjustments."
Budget Adjustments: Adjustments to the initially entered budget values can
be subtracted using a negative sign. Without a negative sign, the amount will
be added.

Comment: If adjustments to the budget are made, they can be documented
with a comment.

As soon as numbers are entered, a checkmark is automatically set. Undoing all actions
will remove the checkmark. Users with access to budgets will know these are current
and verified figures.

In the summary, there is already an overview of the key metrics:

WIP = Total Actual + Realized P/L + Already Invoiced
Realized P/L =
o If P/L < 0: Profit/Loss
o Otherwise: (Profit/Loss * POC) / 100
Contract Value =
o If Profit/Loss is positive: Total Actual + Actual Profit/Loss
o Otherwise: Project Result = Total Actual + Profit/Loss
Profit/Loss = Fee — Budget. Directly shows the difference between fee and
budget. A loss is indicated by a negative sign.
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« Profit/Loss %: Shows the percentage profit or loss. A loss is indicated by a
negative sign.
o Completion (POC) % = Total Actual / Total Budget

oting &~ ®Logout

L 1 status LAHPRO1.Activity3.LAH Project1.Activity 3[EUR]: Activity 3 LAH Project1 Period results from | 01/01/2023 o}
LAHPRO Activity3LAH Open i
Project1.Activity 3 Valid from
3 3 v
ARPROTALA Not yet opencs 1/01/202 Budget s still valid
Aktivitat3 LAH
Project!. Aktivitst Fee
LAHPROT.PLA.LAH Not yet opened
Project1.Activity Aktivitat Fee type Total fee Already invoiced Remaining g Adjustment Comment
LAHPROTPLA2LAH Not yet opened Own labour 2000000 0.00 30,000.00 30,00000
Project!. Aktivitat
3rd party 000 0.00 000
Expenses / Material 000 0.00 000
Total 30,000.00 0.00 30,000.00 30,000.00
<
Budget
Budget type Total budget Total hours Total actuals Remainin: g hours Remaining total Budget adjustment Comment
Own labour 2575217 0,00 2075217 21112 5,000.00 2575217 @
3rd party 000 0.00 000
Expenses / Material 218.29 21829 0.00 21829 @
Total 25,970.46 0.00 20,970.46 21112 5,000.00 25,970.46
Summary
WP Actual P/L Project result Profit/Loss Profit/Loss % POC %
24,224.21 3,253.75 2422421 4029.54 1343 8075
l > I

In the picture at the top right there are also the "Undo" button - if you want to undo the
entries. The "Period result" button creates the corresponding report directly.

Period results from  01.12.23

c 08

The buttons on the bottom right have the following functions:

30.27

On the far left is the history button. All previously created budgets on the PLA are
displayed.

Use the left or right arrows to switch to the next or previous PLA. The entries are
automatically saved between the individual budgets. If the last assessment is still in
the current view, the "Save & finish" command is pressed, and the system returns to
the initial screen.

If you press the green X and the values in the current view have not yet been saved,
you will be prompted that the data has not yet been saved and whether you want to
continue. Then the evaluation process closes, and you get back to the start page.
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11.  Project control
The services rendered in hours and expenses are displayed for the selected PLA and
the period. Furthermore, the invoices and payments are shown, as well as the currently
valid budget with actual figures up to the selected "to" date. By default, no closed
projects are displayed. To also display closed projects, "closed" is also marked in the
Status column. To display closed PLAs too, the field "Show closed PLAs" is marked.

myparm Home TET~ Project~ Invoicing~ BSC~ RFS~ Portfolio~ Admin~ Massreporting &~
¥ A Y A Izh Default - From | 01/07/2023 B  To 14/08/2023 ]
Project number Project name Project short name | Status Y Time Expenditures Invoices payments Budget
¥ Portfolio Admin~ Massreporting &~ @Logou
Y A Y A lah - Fom 01/07/2021 B T 1a0e202 B Show closed PLAS
Project name Y Time Expenditures Invoices Payments Budget
- 2020 [0 oroject container Open ¥ Billable | Not billable /| Invoiced v/ Not invoiced
202001 [P} projectt [LAHE! Open #' | Selected: 0 Drag a column header here to g =
74321 Verrechenbar [N verrechenbar  Gpen T LA name PLA numbe LA short Cost accou c
(Al - Q Q Q (Al - Q
LAHPRO1 Activity2.LAH Project1 Activitiy 2 Activitiy 2 31 Activity2 Normal
LAHPRO T Activity2.LAH Project] Activitiy 2 Activitiy 2 31 Activity2 Normal
LAHPRO Activity2.LAH Project1 Activitiy 2 Activitiy 2 31 Activity2 Normal
LAHPRO 1 Activity2.LAH Project] Activitiy 2 Activitiy 2 3.1 Activity2 Normal
LAHPRO Activity2.LAH Project1 Activitiy 2 Activitiy 2 31 Activity2 Normal
¢ LAHPRO 1 Activity2.LAH Project1 Activitiy 2 Activity 2 3.1 Activity2 Normal
LAHPRO T Activity3 LAH Project1Activity 3 Activity 3 03 Activity3 8:00pm-2200pm  test

The best and quickest way to look for a PLA is to enter text in the search field.

myparm Home TET~ Project~ Invoicing~ BSC~ RFS~ Portfolio >
¥ A Y A Izh * | From  01/07/2021 B T 1403203 B Show closed PLAS
Project numbel Project name Project short name Status Y Time Expenditures Invoices Payments Budget
- 2020 [N project container Open ~ Billable + Not billable v iced | Not invoiced
202001 P Projectt A @ 4 Selected: 0 Drag 2 column header here to croup by that column =3 [ f ]|
74321 Verrechenbar [P0 verrechenbar Open Activity il PLA name PLA e Cost account G
(Al - Q Q Q (Al) - Q
LAHPROT.Activity2.LAH Project1.Activitiy 2 Activitiy 2 21 Activity2 Normal |

For the period, the data can be overwritten manually, or you can choose the time frame.
Default: First day of the past month to date

Current Period: First day of the current month to date

Current year: First day of the current year to date

Project status today: Start date of the PLA up to today.

Time Expenditures Invoices
~  Billable ¥ Mot billable ¥ Invoiced v | Not invoiced

7" Selected: 0 Drag a column header here to

[T}

Billable: Display of TET entries that are billable
Non-billable: Display of TET entries that are non-billable
Invoiced: Shows the TET entries that have been billed
Not invoiced: Display of TET entries that have not yet been invoiced.

Parm AG, Bahnhofstrasse 31, CH-8280 Kreuzlingen, Tel.: +41 71 243 10 00, info@parm.com , www.parm.com page 54/ 90



mailto:info@parm.com
http://www.parm.com/

Project manual my pdarm

By clicking the arrow in the bar between the projects and the detailed view, the project
list disappears, and the detailed view becomes larger. Pressing it again restores the
original view.

Anywhere it has a funnel can be filtered in the column. It can also be grouped or filtered

by year and by month.

(@ v Q Q Q (amn v Q (Al - A T Q Q

LAHPROT.Activity2.LAH Project1.Activitiy 2  Activitly 2 ER Activity2 Normal [= B Demouser, Demouser, demoa | 2022 2022.02
LAHPRO.Activity2.LAH Project1.Activitiy 2  Activitiy 2 3.1 Activity2 Normal [= EY Demouser, Demouser, demoa 2022 2022.04
LAHPROT.Activity2 LAH Project1.Activitiy 2 Activitly 2 ER Activity2 Normal = B Demouser, Demouser, demoa | 2022 202204
AHPRO1T Activitv? | AH Proiect1 Activitiv 2 Activitiv 2 a1 Activity? Normal | = N Demouser, Demauser. demoa 2022 202208

It is selected what is to be displayed in this column and the window is closed again
with OK.

Select All

(Blanks)

LAHPRO 1. Activity2.LAH Project1.A... A
LAHPRO1.Activity3.LAH Project1.A... A

If a filter is set, the funnel is displayed in dark grey.

1Y

If you are looking for something that is not displayed, the columns should be searched
for filters that have been set and possibly deleted. It is possible to move each column
to another place with the mouse.

It can be grouped by any column.

v Billable ¥ Not billable ¥ Invoiced v Not invoiced

4" Selected: 0 [C ag a column header here to group b

As an example, it is grouped by activity and a total line appears for each PLA.
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#" Selected: 0 Activity 1Y

Cost account

(Al

MNormal
Normal
Normal
Normal
Normal

Normal

PLA name PLA number PLA short
Q Q Q
IZ| Activity: LAHPRO1. Activity2.LAH Project1.Activitiy 2 (6)

Activitly 2 3.1 Activity2

Activitiy 2 31 Activity2

Activitiy 2 31 Activity2

Activitiy 2 31 Activity2

Activitiy 2 31 Activity2

Activitiy 2 31 Activity2

Ext. category

(Al

B/C

B/C

Pressing the arrow on the left will bring up the details.
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12. Risk Management

Risk management in myPARM is designed in such a way that risk and quality
management are available consistently across all our software modules. Therefore,
with every risk identification, the corresponding reference object is always recorded,
whether it is a project, product, employee, supplier, customer, organizational unit,
strategic goal, key performance indicator (KPI), etc.

With this and many other RM-specific details, all risks and their associated measures
in myPARM are collected and displayed within a risk cockpit. Depending on the user's
roles and permissions, either all data is visible or only limited access is provided.
Planned measures can be assigned to employees at any time, including a due date.
The employees then immediately see these in their personal task list.

Reference
2.1 Define infrastructure

Name

Protected wildlife or habitats

Date identified
12.09.2024 ]
Risk description

Compliance with envirenmental laws (e.g., protected
wildlife or habitats) can cause delays or additicnal
costs,

Category

Environmental Risks
Risk register

Legal and political envirenment -
Risk/Opportunity

Risk -
Impact

Moderate .

Imnart

For each risk, an unlimited number of measures (measure packages) can be created.
These are displayed directly next to the attachments. When selecting the measures, a
brief overview also appears, showing how many measures are associated with this risk
and what their current status is:
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Risk register
Legal and paolitical environment

Risk/Opportunitv

Completed: 0
In progress: 2
Total: 2

&

Field Description
The fields can be shown or hidden and can be renamed and partially extended by
users with admin rights. For more details, refer to the Admin Manual.

Opportunity/Risk:

Reference: Specifies the reference of the risk (milestone, project, activity,
employee, supplier, product, etc.)

Name: Name of the risk/opportunity

Date Identified: Date selection

Description of Risk: Free text field

Category: Free text field

Risk Class: According to likelihood of occurrence and impact

Risk Register: The list can be predefined according to ISO 31000, ONR 49000,
or maintained by the customer

Selection Field: Definition of whether it is a risk or opportunity (the following
fields may be restricted accordingly)

Impact (Qualitative): Qualitative selection list

Impact (Quantitative): Numeric field

Description of Impact: Free text field

Probability (Qualitative): Qualitative selection list

Probability (Quantitative): Numeric field

Description of Probability: Free text field

Proximity: Date selection

Strategy: Selection field for risk (Prevent, Transfer, Accept, Mitigate) and
opportunity (Exploit, Share, Expand, Accept)

Description of Strategy: Free text field

Risk Owner: Dropdown/selection field from available employees

Impact After Action (Qualitative): Text selection field

Impact After Action (Quantitative): Numeric field

Probability After Action (Qualitative): Text selection field

Probability After Action (Quantitative): Numeric field

EMV (Expected Monetary Value): Numeric field

Last Update Date: Non-editable field

Author: Creator of the risk/opportunity (non-editable field)

Tags: Already created tags can be selected or new ones can be created
Status: Selection field: Open, In Progress, Pending, Closed
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File Attachment: Unlimited possibility to attach any file formats for each
opportunity/risk

Measures:

Reference: Label, automatically assigned

Category: Label, automatically assigned

Measure: Name of the measure

Measure Description: Comment field for a detailed description of the measure
Cost: Numeric field in system currency

Effort: Numeric field in days

Success Probability: Numeric field in percentage

Responsibility: Dropdown field, all employees can be selected

Last Modification Date: Label, automatically updated by the system

Creator: Label, automatically updated by the system

Start Date: Date selection

Due Date/End Date: Date selection

General Status: Dropdown field, selection can be extended and renamed
Status: Label, automatically updated by the system according to the feedback
from the assigned responsible person via their personal task list (Duty
Management)

Created Task: Generates a task for the responsible person in their personal
task list

File Attachment: Unlimited possibility to attach any file formats for each
measure

This structure allows for the effective tracking and management of risks, opportunities,
and their related measures within the system.
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121  Opportunities & Risks in Project Planning

Within project planning and execution, opportunities and risks can be recorded for any
WBS element (milestone, activity, subproject) or the project itself. Additionally, multiple
measures or entire measure packages can be planned for a given risk.

myparm pace TE oicing ™ Reports™ &~ @ [Logout
— & v a a8 a v e e Do
B Showselected Show closed Search Grid [ Beard
o = (T T e T T Actions Risks Quality Collaboration/Comments/Notes
202 * PS Project Stages 1 No status Open In progress Pending
r P50 Project initiation 11
PS1 End Backlog phase 12 con RS g W e RXS @ o W fopein Rt @ o W Comcn Rt @ o W
20 P52 End preparation phase 13 Logistics Disruptions gridge or Road Failure Contractual Disputes Contractual Disputes
PS3 End project design phase 14 Prase
:ﬂ PS4 End project execution phase 15 ) ) )
PS5 End project closure 16 Brdge ] v L Fwab i 4
- - PB Project Backlog phase 2 Skilled Labor Shortage Permit Delays Coordination Failures
2
PB1 Define infrastructure 21 ’ : : :
@7 PB2 Define socio-economic impact 22 )
PB3 Define financial impact 23 B ¢d B Y ewN
e PB4 Diefine impact on existing infrastruc.. 2.4 ‘Weather Conditions Delays in Project Timeline
= ~ P Preparation phase 3
P01-01 Define idea 31
@ * PD Project design phase 4
* CP1 Construction part 1 a1
CP01-01 Workpackage 1 411
CPO01-02 Workpackage 2 412
~ CP2 Construction part 2 a2
CP02-01 Workpackage 1 421
CP02-02 Werkpackage 2 422

12.2 Opportunities & Risks within MIS and Dashboards

In addition to the project structure, risks can also be recorded directly from the MIS and
dashboards. By analysing additional data in these areas, the task management feature
can be used to identify and document risks.

myparm
Object Date B Showall | Show closed Search Grid [ Board
Project - | |1209202¢ = Actions Risks Quality Collaboration/Comments/Notes
Show historical objects m No status Open In progress Pending Clo|
e | Budget Overrun Altlastenentsorgung Unpaid invoice
Q Q Q Q Q Q
1302320 No0l  Noonday Dubai United ArabE..  Middle & ® W
1391130 5§02 Stanford-le-Hope Vienna Austria Europe & @ W
1391230 ThO3  Thorpe St Andrew Dubai United ArabE...  Middle & (® W <
1454100 K04  KingstonuponHull  Cemusco Italy Europe @ @ W >
1497.600 St05  StBlazey Heofddrop Netherlands Europe @ @ W
1574500 AIDB  Altona Hoofddrop Netherlands Europe @ 0 W
17121259 Bu07  Bungay Zurich Switzerland Europe @ 0 W
17121328 BulB  Bulverde Sydney Australia Europe & @ W
17121329 Ea08  Earley Meerbusch Germany Europe & ® W
17121367 Gel0  Georgetown Tokyo Japan Aol & B W
17121368 Cr11 Crowborough Helsinki Finland Europe & 0 W
17121369 Gi12  Gillingham (Kent) Dubsai United ArabE..  Middle & ® &
1712400  Fal3  Fayette RA Schiphol Netherlands Europe @ 0 W
171280 RI1A | Rinten Ranabnl: Thailand Aris ki B W
20 50 100 Pagelofd (9items) 1 2 3 4

In the standard "Project Status" dashboard, an overview is provided, which can be
viewed by individual project:
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Project Selection

Construction - Road & Bridge

KPIs - Milestones

Risks
75 High costs  Costsseemto  Budget
overrun the overrun
budget
76 Highin
resources
7 Flooting

construction

Open Measures / Actions

einto next phase

Action Check for mov
Action Check on Resources
Action Kick off meeting
Action Work on point 2
Action Work on point 2

Miner

Project Status h
Date per

11/09/2024

Risks / Opportunities / Measures - Actions

Unlikely Acceptable

Catastrophic AlmastCertsin

12/07/2024

Committee, Steering

Consultant, Desian

Approve,

OnHeld
Approved

Approved

Risk Matrix

Impact Index

a

Smith, Rebecca

Idea Smith, Rebecca

Smith, Rebecca
Consultant, Design

Consultant, Desian

Risk idea s not getting accepted, 80

40
Protected wildlife or habitats, 81

myparm

G

High in resources, 76

3

Probability Index

From this view, actions can be managed directly from the risk tab of the task
management system, or new insights can be recorded directly from this perspective.

myparm

Project Selection

Construction - Road & Bridge

KPIs - Milestones

Risks
75 High costs
overrun the
budget
76 High in
resources
79 Flocting

construction

Costsscemte  Budget
overmun

Action

Open Measures / Actions

Checkfor
move
into next
phase

Check on
Resources

Project Status T
Date per

11/08/2024

Risks / Opportunities / Measures - Actions

Risk Matrix
Moderate Possible
Minor Unlikely
=
o
o
Catastrophic  AlmostCertai =
o
©
Q
E

12/07/2024 | |dea

High in resources, 76

3

Probability Index

Risk idea is not getting accepted, 80

What's

i

o Flosting construction area, 79
Protected wildlife or habitats, 81

v A

Show closed
Actions Risk: Quality
No status Open
Status - Standerd @ ' W

Flooting in the construction

area

These additional views help maintain role-based perspectives. Specific risks and
measures can be set and defined for risk managers and other designated user groups.
In the dashboards presented above, all information is compiled and centrally viewed,
with visualizations providing further support.
This ensures a comprehensive, company-wide risk management system. The user can
organize data online with various functionalities (sorting, grouping, filtering) and export
or print it as needed (e.g., export to Excel).
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13. Change PLA status

Under Projects -> Change PLA status, a list is presented containing all PLAs that have
not yet been definitively closed. White fields cannot be edited, green, yellow and red
fields can be adjusted.

If a PLA is in a draft, it does not appear in this list (status not yet open) and can still be
deleted. This is no longer possible in later statuses.

~ BSCY RFS™ Portfolio™ Admin~ Massreporting &~ @Logou

) -
Ciam2.1.Ristrutturazione 2edificio "Ciamician” per il piano di razionalizza: Open of Open | © Temporarily close
Ciam2.2 Ristrutt il pia Open of Open | ® Temporarily close
Ciam2.3 Ristrutturazione 2edifi er il piano di Open o Open  ® Temporarily close
Ciam2.4Ristrutturazione 2edificio "Ciamician” per il piano di razionalizzazione spazi amm. BO.Gara arredi Open o open  [|® Temporany close
Ciam2.5 Ristrutturazione 2edificio "Ciamician” per il piano di razionalizzazione spazi amm. BO.Fornitura e posa arredi Open o' Open Q Temporarily close
000..02.000.Leaf 0.2 Temporarily closed PN © Temporarily close
00052.000.eaf added 2 Temporarily closed © Temporarily close

The following statuses must be distinguished:

e Open: Hours can be recorded in an open PLA, invoices can be stored, etc.
Accordingly, open PLAs can no longer be closed once they are open.

e Temporarily closed: Temporarily closed PLAs can also be set to open again.
Only admins can make adjustments to temporarily closed PLAs.

e Close: It is possible to close an open PLA directly. If a PLA is permanently
closed, it is removed from the list.
Please note that the PLA end date must be in an open period. Otherwise it is
not possible to post the remaining profit/loss, create the final budget and close
the PLA.
To close a PLA, the wizard appears again, reporting what still needs to be
adjusted so that the PLA can be closed. The orange entries are warnings. The
green entries are additional information. The PLA can only be definitively closed
once actions have been carried out for the red entries.
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89.1800.01.Project for invoicing.Subproject 1

Status Open
Currency CHF
Revenue type Ceiling

There are invoices in Draft or Created status, please complete the invoicing
processes.

The remaining WIP is 53500.00 CHF, please adjust the value.

Remaining P&L - Additional booking of 18823.91 CHF will be made so that there is
no remaining P&L.

There are declined TET entries or entries without approval, if you continue the users
will not be able to correct them.

Future budget versions will be deleted.
All TET entries are in the past - OK.
Unpaid invoices - none.

Overpaid invoices - none.

Cancel ﬁ Close
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14. MIS (Management Information System)

In the MIS, the project manager sees all his projects displayed with all the important
information.

This is all the information about the project/PLA such as number, abbreviation, start
and end date, revenue type, currency, customer, etc. Then come the figures for the
currently valid budget, fees, costs for internal services, external services, and
expenses from the start of the project to the selected period for the display. Total
turnover, start date, P&L already booked, date of the last invoice and much more are
made available to the project manager.

MIS

Caontrolling

The user first chooses the object he wants to see or is allowed to see, then the period
is chosen. Objects are cockpits that are already predefined. Additional cockpits can
also be built to order. By pressing the 'Reload' button, the required data is processed
and displayed.

myparm g~ BSC™ RFS™ Portfolio ™ Admin~
Object Selected period
PLA - August 2023 (Open) Show historical objects
Q Q Q Q Q Q Q Q Q Q (Al - Q Q B Qa =] Q
24 2437 437 1 Pos.1 - Bautec. EPW PARM Itd 51803 ws Instandsetzun... v 30/05/2013 02/12/2014 Open Eng
24 2450 450 2 Pos.2 - Maschi. EPW PARM Itd 51803 ws Instandsetzun... v /2013 02/12/2014 Open
263 2463 2463 Pos.3 - Ortlich... | EPW PARM Itd 51803 we Instandsetzun... v /2014 02/12/2014 Open Engineering pr... Fixed
244 2465 465 4 Pos.4 - Sigeko EPW PARM Itd 51803 ws Instandsetzun... v 3 /2013 02/12/2014 Open Engineering pr... Fixed ]
24 2470 470 10 Akquisitionsau. EPW PARM Itd 42319 GeoWB F&E Geotherm. v 01/01/2013 01/10/2018 Open Akquisiti R +]
h Q Q Q Q B a Q Q Q Q Q Q Q
UR 0.00 0.0 0.00 0. 2,999.00 0.1
UR 000 000 0.00 0.00 1,050.00
UR 0.00 0. 0.00 0.
UR 000 000 0.00 0.00 1,812.00 68.29
UR 0.00 0. 0.00 0. 9,586.00 68.29
UR 000 0.00 0.00 0.00 2523.12 0.10
Q Q Q Q q Q Q Q Q B a Q
299910  -2992.10 2999 10 21.00 2,999.10 200010 CHED G e e 000 eee
105000 -1,050.00 1,050.00 600 1,050.00 ioso00 CHEND — GEED X1l (0 ] 00 eee
eee eee 000 (11] 00 eee
188029 -1,880.29 188029 2000 1,88029 13020 D @D oee (0 ] e eee
141  General handling

Columns can be moved, formulas can be set, grouped, searched for, and sorted in
ascending and descending order. Columns can be hidden that the project manager
does not want to see. The displayed data can be exported to Excel (icon on the left).
The icon on the right opens a list of all available columns. The project manager can
hide the columns that he does not want to see.
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= Q, Search...

Country Operatio = P+l potenti | F
nal budg al

et n la

bour hou

rs

& a Q Q c

Column Chooser X
Q search

~ Number

~  Short

~  Name

h ¥ Planumber

ho ~ Dlaname

Each user can put together a view for themselves and then save it.

Save view

[Standard|

Default view

Cancel Save

* Standard

If the new view is always to be opened directly, check the “Default view” box.

If you click on the field with the asterisk, all available views are shown.
* Demao 1

Y% Standard

The standard view is always present and can be accessed at any time.

Filters can be set in individual columns. | want to see this and that in column A and not
that. Groupings are also possible.

Object Selected period
PLA - August 2023 (Open) -
Drag a column header here to group by that column
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It can also be grouped by several columns at the same time.

Objekt

-

Gewdhl

Juni 21

myparm

First comes the PLA leader and then the PLA type. Total per employee and then the

PLA type.

PLA leader | PLAtype T B Q search.
Name Pla num m LAC Project numb Proje roj m Acti omel Sta End Status urrey
ber me e hort
Q Q Q Q Q Q Q @n - Q ma o Q Q
| 5,000,000.00
> 83,979.27
3,642,000.00
~ sering project 3,642,000.00
4283 1 Design PARM Itd 2020010 Ravenna Bau Nuovi Laborat... v 04/01/2021 15/02/2021 Not yet opened Running EUR 102,000.00
4284 2 Approwigiona. PARM Itd 2020010 Ravenna Bau Nuovi Laborat... v 16/02/2021 21/06/2021 Not yet opened Running EUR 2,520,000.00
4285 3 Cantiere PARM Itd 2020010 Ravenna Bau Nuovi Laborat... v 01/06/2021 07/02/2022 Not yet opened Running EUR 1,020,000.00
7164 00002 Initiate Project PARM Itd 00004 IMPMSProj Import MSProj... v 12/09/2022 25/09/2022 Not yet opened Running CHF
If you are looking for something specific, enter it in the search field.
* Standard
= [§ Q Search.
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15.
15.1

Reports

Default Reports
Depending on the selection of the reports, there are the following filters:

ProjectSearch

Project

Please input a valid value.

- None -

Pla

Please input a valid value.

- None -

Activity
- None -

From
01/07/2023

To
31/07/2023

Hours in decimals

Show closed projects

—

|

Show non billable
-

)

" Y

myparm

The first field is a full-text search. The projects that match the search are displayed
below. PLAs of the defined project are listed and then the activities, if any. From — To
is the last completed month by default.
Hours are shown in decimals. If the tick is removed, it is hours and minutes.

By default, closed projects are not displayed. However, this can be done if desired
(check the appropriate box). You can choose whether to display non-billable
hours/expenses.
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If the report is created but should be displayed on the whole page, press the small
arrow to the left of the filters. The entire report is then displayed, and the small arrow
moves to the right edge of the screen. Pressing it again moves it back to the left of the
filters.

Activi
- Nor

é“rom

01/0

With this report creation function, one report after the other can now be generated and
printed.

15.2 Mass Reporting
The mass reporting selection is on the right. Several reports can be printed here at the
same time, which are then stored in a file.

myparm

Report

The following reports are available in Mass Reporting:
myparm

Report

Deployment plan

Expenditure recording

PLA expenditures report

PLA Financial overview

PLA timesheet (with signatures) report
PLA timesheet report

Time recording

Time recording commented

Depending on the selection of the report, the predefined settings also change. By
default, the last month is always displayed in the time selection:

Parm AG, Bahnhofstrasse 31, CH-8280 Kreuzlingen, Tel.: +41 71 243 10 00, info@parm.com , www.parm.com page 68/ 90



mailto:info@parm.com
http://www.parm.com/

Project manual

myparm

Report

Language
English
From

01/07/2023

Time recording

To
i) 31/07/2023

Albrecht, Alexander, ALAL
Lung, Hannelore, HALU
Lauer, Monika, MOLA

Schafer, Nils, NISC

v Single file
T +  Omit items with no transaction data

+  Hours in decimal

]

The command for creating the report is on the bottom left. Next to it is displayed how
many employees were selected:

Create report Download report Selected employees: 2

Employees can be marked directly from the list and/or via the search function.

If the desired employees are marked for the Timesheet report and the expense report
is to be created for the same selection, this is simply selected in the 'Report' selection
box. The previous selection remains.
The same function also applies to all PLA reports, where the desired projects are

marked.

If all displayed elements are to be printed, mark the window in the totals line:

Employee

Q

Albrecht, Alexander, ALAL
Lung, Hannelore, HALU
Lauer, Monika, MOLA

Schafer, Mils, NISC

If only a few elements are marked, the window in the total line looks like this:
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v Albrecht, Alexander, ALAL

w Lung, Hannelore, HALU
Lauer, Monika, MOLA

(] Schafer, Nils, NISC

v Meinhardt, Sandra, SAME

If you want to cancel the previous selection, press twice on the window in the total line.
The first time all will be checked and the second time all will be unchecked.

The already known filter and search options are available for the selection of projects,
by project, project type, PLA, PLA type, PLA status, PLA leader or by organizational
assignment:

myparm ome T roject nvoicing BSC~™ RFS™ Portfolio” Admin~ Mass reporti

Report v single file

PLA timesheet report - v Omit items with no transaction data
Language | Hours in decimal

English - Show non billable hours/expenditures
From To

01/07/2023 =] 31/07/2023 ]

Project Project type PLA PLA type PLA status PLA leade Organisatio
Q Q Q Q Q Q Q

BKK2013004 Bangkok supervision Engineering project  LO1 Leaf 0.1 Engineering project  Open JolaPL 00 - PARM Iitd

000000 E project 02 leaf02 E oroject i arily clos lolap! 00 - PARM Jtd

Additional settings can be made for printing.

Report v Single file
PLA timesheet report v v Omit items with no transaction data
Language v Hours in decimal
English M Show non billable hours/expenditures
From To
01/07/2023 i) 31/07/2023 i)
1. Output to a file. A file is generated that contains all the reports created.

2. Do not generate reports if no data is available. If there are no entries from
employees or on a project for the selected period, no report will be created.

3. Hours in decimals. You can choose between hours in decimals or in hours and
minutes.

4. Non-Billable Hours/Expenses. If these are also to be displayed, these entries
are marked with an asterisk in the report.
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16. TET - Timesheet, Expenses & Travel

The abbreviation TET stands for the acronym for Timesheet, Expenses & Travel.
Here, time and expenses can be recorded and, depending on the client-specific
configuration, approved.

16.1  Enter time & expenses

With the green plus button, new projects / activities are added. Clicking the star will
add all favorites and the icon on the far right will show the most recently used

projects/activities.

To add a new project or activity, click the green plus button to open a new window.

2021-LPG 3000 CPM LPG 01.5 LNG

040607 Leipzig Engineering project

A Presence Presence Time / Présenzzeit 06 Internal Project

In this window, you can search for projects by name or abbreviation, or navigate
through pages using the page numbers until you find the desired project.
Once you click on the project, the project structure, including its activities, will appear.

< 2021-LPG 3000 CPM LPG

S1 Awvio e Design 01/07/2022 25/12/2023

513 Approwvigionamento 23 25/12/2023

5131 Approvvigionamento 31/03/2023  18/12/2023

51311 Meccanico 31/03/2023  16/09/2023

Select the desired activity(ies) by clicking on them with the mouse, and then transfer
them to the timesheet by clicking the “Select” button (green button at the bottom right).

If you click the green "Copy" icon or the red "Delete" icon, the entire row will be copied

or deleted, including time entered. No specific selection within the row is required for
this action.

Parm AG, Bahnhofstrasse 31, CH-8280 Kreuzlingen, Tel.: +41 71 243 10 00, info@parm.com , www.parm.com page 71/ 90



mailto:info@parm.com
http://www.parm.com/

Project manual

myparm

Admin~ Mass reporting

Ga0e0

Complete shown days

Month complete

Activity

MultiPLA ke.MultiPLA
ke1.MultiPLA ke.MultiPLA kel
Q

MultiPLA ke.MultiPLA
ke2 MultiPLA ke MultiPLA ke2
Q

MultiPLA ke.MultiPLA
ke3.MultiPLA ke.MultiPLA ke3
Q

Work time
Qvertime

Duty

'WT balance
Overtime balance
Holiday balance

Holiday balance [h]

Mon
31.01

800
717
1:45
85.94d

687:30

Tue
01.02

&.00

8.00

-0:43

T:45

85.94d

687:30

31 JAN 2022 - 06 FEB 2022

Wed
02.02

8:00
-8:43
1:45
8594 d

687:30

Thu
03.02

8:.00
-16:43
1:45
85.94d

687:30

Fri
04.02

8:00
-24:43
1:45
85.94d

687:30

Sat
05.02

0:00
-24:43
1:45
8594 d

687:30

Sun
06.02

0:00
-24:43
1:45
85.94d

687:30

L]

L]

L]

8:00

40:00

Time

Duration Start time

8:00

Default comment

Comment

Internal comment

Cost account

Normal

Expenditures

End time

1B Duplicate entry | W Delete entry

When the activity was selected and added you can also choose "Copy entry" or "Delete
entry." Only the selected entry within the cell will then be copied or deleted or the whole

line.

In TET, users can always view their current (cumulative) balances:

Navigate by Weeks

Work time: Total hours recorded

Recorded working hours: Hours that count towards Duty
Duty: Required working hours per day
WT balance: The accumulated working time balance
Holiday balance [hours]: Remaining vacation days, displayed in hours.

Use the right or left arrow to navigate forward or backward by week. Alternatively,
you can click directly in the date field to open a calendar. Select the desired day, and
the timesheet will jump to the corresponding week.
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Mon

December 2024

Tue Wed

User Approval - Day, Week, Month

myparm

Sat

To confirm the completeness of entries, the user can tick the relevant boxes for
individual days (1), the displayed week (2), or the entire month (3). The "Month
Complete" button will only appear if a week spans two different months.

myparm

n E Bl Complete shown da)rsl Month

complete I

3
Activity

PM.5P1.WP2.Manual Projects.Sub Project 1.Work Package 2 Q

2

25 Nov 2024 - 01 Dec 2024 " > ]
Tue Wed Thu Fri Sat Sun
26.11 27.11 28.11  29.11 3011  01.12

Expenses for an Existing Time

Entry

To add an expense for an existing time entry, click the green plus sign to open a receipt
form, which you then need to fill out. You can also attach the original receipt as a PDF

using the designated icon on the right side.
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n E B Complete shown days Ti m
ime
Month complete [ < ” 31Jan 2022 - 06 Feb 2022 H > ] P
Declined entries: 06.09.21, 02.10.23
Expenses Total gross
Mon Tue Wed Thu Fri Sat Sun 961177644Dgene.. 5490 EUR .—.—
Activity 31.01 0102 0202 03.02 04.02 0502 06.02
MUltiPLA ke MultiPLA ke MUltiPLA ke T MultiPLA kel Q | 2:00 | (@ §§  Expensenumber
590 EUR 961177644Dgenerated000000000000000140
MultiPLA ke MUPLA ke MUltiPLA ke2 MUliPLA ke2 Q 300 @ §  Supplier
Select... -
MultiPLA ke MultiPLA ke MultiPLA ke3 MultiPLA ke3 Q 230 ® §
Cost account
ork time 8:30 8:30 Cleaning -
Dvertime Comment
uty 0:00 0:00 0:00 0:00 0:00 0:00 0:00 0:00
WT balance -11345  -105:153  -103:153  -10515  -10%:15  -10%:15  -103:13
Billable ~ | Payable
Dvertime balance 0:00 0:00 0:00 0:00 0:00 0:00 0:00
Currency
Holiday balance 0.00d 0.00d 0.00d 0.00d 0.00d 0.00d 0.00d EUR
Holiday balance [h] 68730 687:30  687:30 68730 687:30  687:30 66730 Units Unit price (net)
4500 @
Net amount
45.00
VAT
22.00% - taly's VAT (V) 22%
Gross amount
54,90

Once the expense entry is saved, an expense number is generated, and the entry will
appear directly below the time entry.

The "Save" button is located at the bottom right and remains visible even when
scrolling through a long list of activities.

Deleting an Existing Hour Entry with Expenses

To delete an hour entry that has associated expenses, first go to the corresponding
field in TET and select the "Expenses" tab. Delete the expense entry by clicking the
red trash can icon; the expense entry will now be removed.

Next, switch to the "Time" tab and delete the hourly entry.

ime Xpenditures 4
Month complete < 31 JAN 2022 - 06 FEB 2022 > P
Declined entries: 06.09.21
Expenses
Mon — Tue  Wed  Thu Fri sat sun 961177644Dgenerated0000000000000) OEI
IActivity 31.01 01.02 02.02 03.02 04.02 05.02 06.02
MultiPLA ke.MultiPLA ke1.MultiPLA ke.MultiPLA kel Q 300 L. i Expense number
54,90 EUR 961177644Dgenerated000000000000000140
IMultiPLA ke.MultiPLA ke2.MultiPLA ke.MultiPLA ke2 Q, 3:00 L. i Supplier
MuiD1 A e Mu DI A ke MBI A ke MultiDl A ke Q s )
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16.2 Schedule

If you prefer entering your time with drag-and-drop functionality in a calendar view, you
can do this within the schedule. Our schedule view allows you to use the plus button
or select from recently used activities and simply drag them directly into the calendar.
A pop-up window then opens, displaying project activities for quick selection, making
time entry even more intuitive.

You can place the activity either for the whole day or within the timetable. Adapt the
hours spent on the activity by entering the value in the right details or using the error
to extend the time or move the activity to a completely different day and time.

muparm

NN O - -

<] ot o it 1>
wn e P

‘‘‘‘‘

NNNNN

To each entry we show only the most relevant information, while a tooltip reveals
additional details, including the associated project and any comments added:

Stahlbau
Inspect steel construction
08:00-08:45

8040607.Leipzig.Auftrag.5tahlbau
Inspect steel construction
08:00-08:45

The commands for add and paste are accessible via the right-click menu. Right-click
on a day and select "Add" to open a list of available projects, PLAs, and activities, from
which you can choose the desired item. Existing entries can be copied and pasted to
a different location as needed.
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add

Copy

Delete

This schedule view can be set as the default for all users upon login or can be selected
manually in each user’s profile settings, allowing for a customized experience:

Language
English (British) -
Default view

Schedule X @ ]

Timesheet
Schedule

Expenditures

Project
Budget
Project control
Invoicing
Payments
Workspace
Home

16.3 My Defaults

Within my defaults the user has the possibility to set favourites, comments and cost
accounts. In the timesheet view favourites can used from the star symbol while
comment and cost accounts will be prefilled like defined.

Favourites

Employees can define favorites within my defaults or directly in the timesheet. Project
activities on which they regularly report hours can be marked with the star directly in
the timesheet and will be automatically added in favourites. Pressing the plus within
the my default view will add a new line.

Favourites Default comments Default cost accounts

[ []

MultiPLA ke.MultiPLA ke MultiPLA ke MultiPLA ke1Q,

MultiPLA ke.MultiPLA ke2 MultiPLA ke MultiPLA ke2Q,

MultiPLA ke.MultiPLA ke3.MultiPLA ke MultiPLA ke3Q,
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By clicking the plus sign you get an empty line. Now you can click on the magnifying
glass in the "Activity" field and a window opens and displays all available projects. If
you click on a project, the corresponding activities are displayed for which the
employee can report hours and expenses.

Ciam2 Ristrutturazione 2edificio "Ciamician” per il piano di razionalizzazione spazi amm. BO

: 1 2021-LPG 3000 CPM LPG
MultiPLA ke.Multil

. 1 8040607 Leipzig
MultiPLA ke.Multil

89.1800 Project for invoicing

MultiPLA ke.Multil

A Presence Presence Time / Prasenzzeit

Abs Absences

The desired activity is marked and transferred to the favorites list with the "Select"
command. Multiple selection is not possible.

< LAHPRO1 LAH Projectl
Q
~ Summary1 Summary 1 01/08/2013  01/01/2024
Activity2 Activitly 2 01/08/2013  31/12/2022

By right clicking the magnifying glass from an already added PLA in the "Activity" field,
the window opens and displays the path of added project. You can change the
activity/project by moving by the arrow.

Parm AG, Bahnhofstrasse 31, CH-8280 Kreuzlingen, Tel.: +41 71 243 10 00, info@parm.com , www.parm.com page 77/ 90



mailto:info@parm.com
http://www.parm.com/

myparm

Project manual

< MultiPLA ke MultiPLA ke

MultiPLA ke1 MultiPLA kel
MultiPLA ke2 MultiPLA ke2

MultiPLA ke3 MultiPLA ke3

The favourite entry can now be supplemented with a comment and an internal
comment. The action is completed with "Save". The entry can be deleted by clicking
the recycle bin on the far right of the line.

myparm

Favourites Default comments Default cost accounts

+

MultiPLA ke.MultiPLA ke1.MultiPLA ke MultiPLA ke1Q, This is the monthly meeting

Q
MultiPLA ke.MultiPLA keT.MultiPLA ke MultiPLA ke 1Q

[ []

[}

MultiPLA ke.MultiPLA ke2. MultiPLA ke MultiPLA ke2Q

MultiPLA ke.MultiPLA ke3.MultiPLA ke MultiPLA ke3Q,

Default comments

If you click the black plus sign, a new line is created. The default comment gets a
name, the desired comment and the internal comment. The internal comment is only
visible for the user. The action is completed by saving. The entry can be deleted by
pressing the recycle bin on the far right of the line.

myparm Home TET~ Project™ Invoicing

Favourites Default comments Default cost accounts

Monthly meeting Monthly meeting Every month [ ]
Meeting Meeting on [ ]
Travel Travel hours [

Work Workhour [ ]

The name of the comment will be visible in the timesheet and can be choose from in a
dropdown menu.

Default cost accounts

Each timesheet entry must include a cost account. All defined cost account types are
available for selection, such as “working hours” or “holidays.” To streamline entries,
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“‘working hours” can be set as a default, eliminating the need for employees to select
a cost account for each entry.

Favourites

Timesheet cost account

Expenditure cost account

Default comments

Default cost account

[Nolma\
Normal
8:00pm-22:00pm
22:00pm-05:00am

Journey to a destination

Overtime
Time
Absenzen

g |

If an activity is chosen that does not have a default hour type, the employee’s default
cost account will automatically apply.
The same process applies to expense accounts. However, since expense accounts
typically differ, there might be no direct need in setting a default cost account.

16.4

TET-Admin and TET-Manager - enter hours and expenses for other users

When the user clicks this icon, a pop-up window opens, allowing them to search for
the desired employee by either scrolling through the list or entering a name in the

search field.

Doen

Complete shown days

*Baulberwachung
*Planungsabteilung
*Projektcontrolling
ABra

AgSo

ALAB

ALAL

ALBL

AleLor

AliRom

Choose employee

Baulberwachung
Planungsabteilung
Projektcontrolling
Andrea

Par

Alexandra
Alexander
Almeda
Alessandro

Alice

Baudberwachung
Planungsabteilung
Projektcontrolling
Braschi

AgSo

Abel

Albrecht
Bloodworth
Lorenzi

Romani

Baulberwachung
Planungsabteilung

Projektcontrolling

Project Management

Parsionate
parm PMO
parm PMO

parm PMO

Gas and Heat Production

Gas and Heat Production

1.3.1

133

2.22.3

02

400

400

400

3000.2

3000.2

Cliéking "Select" V\_Ii|| then open tH-é- timesheet fo_r the chosen user. éoth TET-Admin
and TET-Manager have access to the same functionalities as the selected user.
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p—
n a E Complete shown days

Recording more than 24 hours is restricted to administrators and can only be done for
other employees. To do this, the administrator selects the icon with multiple people
and chooses the relevant employee. If the administrator needs to record more than 24
hours for themselves, they must also select their name from this list.

Additionally, a fifth icon (a single person) becomes active, labelled "Switching to
myself." The logged-in user can click this icon to return to their own timesheet, which
will display with the following title:

+ Complete shown days
P Y

16.5 Expense Entry Directly on a Project

boza - o7 imesheet j
Schedule
Expenditures
Thu @ n
28.11 Project approval 12

Organisation approval
0:45
myDefaults

Bl

Here, expenses can be recorded for yourself, for other employees or directly on a
PLA/activity. Expenses are displayed by week, and the user can adjust the display as
needed. By default, the view shows seven days.

myparm
E n < 04/07/2022 B 7d 10/07/2022 a >

i)
Je)
T

(Al v (A v

o Green Plus: Record expenses for yourself
o People Icon: Record expenses for other users
o Folder Icon: Record expenses directly on a PLA

Bﬂ {  18.03.201% [ 7d 24,03.2019 & >

To record expenses for a project, select the folder icon on the far right. Then, click the
green plus sign. A search window will open where you can locate the desired PLA. On
the right side of the window, complete the entry form. The selected PLA and the start
date of the chosen time span will automatically appear, but the date can be adjusted
at any time.
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Complete each mandatory box according to the information on the expense receipt.

BSC™ RFS~ Portfolio ™

Admin > Massreporting &~ @Llogout

< 04/07/2022 8 74 10/07/2022 g > Date 04/07/2022 o}

Activity BKK2013004.L01Bangkok supervision.Leaf 0.1 Q,

Number

Q Q SN - I -lany - Q Q suepler

04/07/2022 Travel costs EUR 1.00 ravel costs

BKK2013004.L01.Bangkok supervision.Leaf ... Cost account

Comment Travel tg Manila

Billable
Payable
Currency

Units

v

v

EUR

1.00

Unit price (net)

Net amount

450.00

450.00

VAT [ 0.00% - Zero Vat

450.00

Gross amount

If a price is predefined for the selected expense type, it will be displayed automatically
and cannot be modified. The same applies to VAT, as well as the "Billable" and
"Payable" fields. For example, if an expense type is set as non-payable, the employee
will not be able to check the box manually.

The entered values will also appear in the left pane. To view additional details, click
the arrow (red icon).

10/07/2022 a >

—

Q

]x]z ¢ osura

Q 2

961177644Dgenerated000000000000000141 BKK2013004.L01.Bangkok supervision.Leaf ...

04/07/2022 Travel costs a L. 'i'

To minimize the view, click the arrow again.

8 @ - A - Q Q Q (B v Q

45000 Zero Vat

Q Q Q

961177644Dgenerated000000000000000141  BKK2013004.L01.Bangkok supervision.Leaf .. 04/07/2022 Travel costs EUR 1.00

0.00% OLIi

b

Entries can be edited by selecting the relevant line with the mouse. Once selected,
changes can be made in the form on the right side. Clicking the green plus within a line
will duplicate the existing entry. To delete an entry, click the red trash can icon.

An expense number will be assigned only after saving.

16.6 Registration of Negative Expenses by the Administrator
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Negative expenses must be recorded for another user and cannot be entered for
yourself. To do this, the administrator selects their own name from the list of
employees.

poen -
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16.7 Project & Organisation Approval
If approval processes are defined in myPARM for your company, specific roles are
granted access to project & organisation approval for hours and expenses.

Timesheet

one Schedule me

Expenditures

Project approval
Pro|
! Organisation approval

EPV 32
myDefaults

Jola 0

The project leader or organizational leader can approve or reject the hours and
expenses reported by each employee working on projects.

Approve hours and expenses
In the left panel, the project/organisation manager can see all projects. To approve
entries, a project is opened, and it is possible to drill down to the activity level if desired.

myparm Home TET~ Project~ Invoicing™ BSC~ RFS~ Portfolio~ Admin~

Approve [ W]  Default > Approvetill 14/08/2023 (=] Include inactive

Approve selected  Selected employees: 0

> BauProj H&M Huber & Maller AG, Bauprojekt

BG BG Demo 1 Demouser, Demouser, demoa 134:25 13,441.67 329.77 a
» BKK2013004 Bangkok supervision Lardi, Heidi, LAH 8:00 800.00 0.00 0]
» BKK2013007 doSkasowania Schleutker, Natascha, NS 300 3.00 a

* BKK2013011 jeli11

' BKK2013012 willBeNoMoreEditable
' Bonifica BON.2021.CLI.125

’ Bonifica Genova BON.2022.CLI.100

* Bonifica Milano BON.2022.CLI 400

~ Boston Boston Area Hospitals

~ CEN Civil Engineering

T11 Task 1.1

On the right side the employees are displayed, the hours written, their costs, the
expenses, rejected and the "done by" date.

The top line on the right is the default settings.

Approve B Default ~ Approve till  14/08/2023 ] Include inactive

Approve: This option is displayed when the blue toggle is set to the right. If the blue
toggle is dragged to the left using the mouse, it switches to Unapprove. Entries are
approved or their approval is removed based on the selected option.
Using the dropdown menu, the user can select a period in the date field:
e Default: From the day after the last approved date up to today.
e Last period: From the last approved day of the previous month to the last day
of that month.
e Last year: From the last approved day of the previous year to the last day of
that year.
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Approve until: The user can also manually enter the date up to which entries should
be approved.

It is not necessary to select a "from" date. The system automatically compiles all
unapproved entries up to the "Approve by" date and displays them in detail.

Include inactive: Entries for inactive employees are also included in the view.

The project manager has the option to approve all logged hours for the selected project
in a single step. On the left side, a checkbox can be selected for each employee. Once
a selection is made, the "Approve selected" button turns green. Clicking this button
approves the entries, and the corresponding employees and their entries disappear
from the view.

Approve O Default e Approve till  14/08/2023 (o] Include inactive

VTV (VR u-s B Selected employees: 3

v Employee me me cost Expenditures Declined Completed t

v Demouser, Demouser, demoa 134:25 13,441.67 329.77 07/03/2022 E
v Lardi, Heidi, LAH 8:00 800.00 0.00 30/01/2021 E
v Schleutker, Matascha, NS 3:00 3.00 E

If the name of an employee is selected, the individual entries are displayed below.
Here, it is possible to exclude specific entries from approval. Entries marked with a red
thumbs-down icon are rejected.

Approve B Default e Approve till | 14/08/2023 [} Include inactive

Approve selected  Selected employees: 0

Demouser, Demaouser, demoa 134:25 13,441.67 329.77 07/03/2022 a
Lardi, Heidi, LAH 8:00 800.00 0.00 30/01/2021 a
Schleutker, Natascha, NS 3:00 3.00 A

Entries of Demouser, Demouser, demoa
Timesheet entries Expenditures

Undecline selected Decline selected = Selected timesheet entries: 0 Selected expenditures: 0

LAHPROT.Activity2.LAH Project1.Activitiy 2 3:00 Normal a
LAHPRO1.Activity3.LAH Project1.Activity 3 6:00 Normal a
LAHPRO1.Activity3.LAH Project1.Activity 3 1:00 Normal a
LAHPROT.Activity2.LAH Project1.Activitly 2 4:00 Normal a
LAHPRO1.Activity3.LAH Project1.Activity 3 1:00 Normal a

If entries are rejected, this employee can no longer be approved in one step. This is
indicated by the tick in the "Declined" column:
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Entries of Demouser, Demouser, demoa
Timesheet entries Expenditures
Undecline selected Decline selected = Selected timesheet entries: 0 Selected expenditures: 0 Q Search
Date Duration  Cost account mme T Ap De p D Ir
an Ol
PL o] O
ctivity2 LAH Project1.Activitiy 2 18/06/2018 3:00 Normal v %
ctivity3.LAH Project.Activity 3 18/06/2018 6:00 Normal a
ctivity3.LAH Project.Activity 3 19/06/2018 1:00 Normal a

If individual entries are rejected, the following message is displayed on the total line
(green thumbs-up) during approval:

myPARM

Do you want to ignore declined entries and approve anyway?

-

Here you can now determine whether the rejected entries should be approved after all.

Revoking approvals
If the approval is to be revoked, the blue button is moved to the left:

Unapprove E Default M

Unapprove selected  Selected employees: 0

At the same time, the date must be redefined: From which point should the approval
be revoked?

Unapprove from = 14/08/2023 (i)

All employees whose hours were approved from 01/01/2021 onwards are displayed.
To remove the approval from 01/01/2021 until today, select the respective employee
in the window and click "Unapprove selected".

Unapprove 8 Select - Unapprove from = 01/01/2021 o) Include inactive

Unapprove selected  Selected employees: 0 Q, Search
Employee me me cost Expenditures Declined Completed til

Rossi, Mario, MaRo 32:00 3,200.00 03/01/2021 a

The user sees the information about rejected entries displayed in the timesheet:
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n E B Complete shown days

- Declined entries: 06.09.21

The OL approval process works exactly the same way.
On the left side, the approver sees their department, and on the right side, the

employees.
~ Europe ap, ap, ap 217.20132 5754:00 -15282:00
> ATAC LTD. Bachofen, Oliver, ob 26.7.2018 427512 -6410:12
> M-Engineering Itd. Brasch ra 366:00 -358:00
» Prio-Tech AG De Jesus, Gi GilDe 2422020 2742020 24:00 2440:00 -2408:00

There is no "Save" button in the PL and OL approval processes. Changes are
automatically saved based on the symbols clicked.
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Mobile Timesheet

The mobile timesheet is available via Web URL for iOS and Android. Like this the daily
timesheet entries are always up to date and meet current standards:

Flexible Time Entry: Log your hours multiple times throughout the day as you
complete tasks, keeping your timesheet accurate and up-to-date.

Enhanced Mobile Compatibility: The timesheet now features a time picker,
making mobile entries easier and more efficient.

Guided Input: Easily navigate through selecting dates from the calendar,
access recently used activities (from the last 30 days), and quickly complete all
required fields.

Edit & Delete Options: You can edit or delete entries made on the current day,
keeping your time records accurate.

Read-Only View for Finalized Entries: Previous entries that are no longer
modifiable are available in a convenient read-only format.

Enhanced personalization is included with automatic culture settings, so timesheet
formatting aligns with the settings saved in your user profile, synchronized from the
web application. Only current and past entries are displayed, with future entries hidden

for better focus.

15:314

Username

Password

@ app.parm.com

th

m

)]
L]

¢

D

)
.

15:38 & ]

Timesheet

30.10.24 Wed 8:30

Manuals/Manuals 4:30

parm Itd Management/Business develo... 3:00

parm ltd Management/Business develo... 1:00

29.10.24 Tue 8:30

Manuals/Manuals 4:00

parm ltd Management/Administration E‘OO

=) & app.parm.com ¢

< G M O

The mobile timesheet is also organized for seamless navigation. When you access the
timesheet, it defaults to showing entries from the current and last calendar week, neatly
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grouped by day. At the bottom, a “Load More” button allows you to view older data,
ensuring you can easily find recent entries without extra scrolling.

To further enhance productivity, modern mobile features make time entry simpler than
ever:

- Comment with Speech-to-Text: Quickly add comments by using voice
recognition, saving you typing time.

- Access Anytime, Anywhere: Record time entries on the go, even during on-
site visits.

The mobile timesheet is accessible via a URL, so no separate app download is
required. For quicker access, you can save the timesheet URL as a home screen icon
on iOS or Android.

Enter time

The date picker allows users to select a date, with today’s date set as the default. The
date selection is restricted to:

- The currently open period,
- Dates after any project manager-approved and completed dates, and
- Dates within the employee’s current employment periods.

Example: If an employee has two employment periods, 01.01.24 — 31.08.24 and
01.12.24 — open, then in the date picker we can choose only dates between 01.01.24
— 31.08.24 (but taking also into account the other limitations).

JUL 2024 ~ < >

7 ] 9 10 11 12 13
14 1% (16 ) 17 18 19 20
21 22 23 24 25 26 27

28 29 30 N

Once a date is selected, the user is redirected to the next screen to select an activity
from recently used options (similar to when changing activities). After choosing an
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activity, the user is taken to the timesheet details page, where the chosen date and
activity are prefilled.

The activity can be changed if necessary.

The date is not editable.

- Default duration is set to 30 minutes.

- Fields for comments and internal comments are available.

Cost account prefilling
The cost account field is prefilled by default based on the following priorities:

- The cost account assigned to the selected activity.
- The default cost account in the logged-in user’'s myDefaults.
- The default cost account set in the administrator settings

If none of these options provide a default cost account, the field remains blank, and
the user is prompted to select one. Note that if the selected default cost account is
inactive or not relevant, it will act as though no cost account was selected.

Upon saving the entry, the cost account is set server-side (not visible to the user) based
on the following hierarchy:

1. Default cost account from the selected activity.

2. Default time cost account from the user’'s myDefaults.

3. Default cost account from the application settings.

If no valid cost account is available, a toast message will prompt the user to select one
upon clicking the plus icon.

Read-Only

Entries become read-only when:

« They are invoiced, PL-approved, imported from a connected interface, marked
as corrections (e.g. over 24-hour values), or contain negative values (blocked
for display).

« The entry’s date is completed by the user, approved by the project manager, or
within a temporary closed or closed period.

« The entry’s activity belongs to a closed PLA, an inactive project, a project where
time entries aren’t allowed, or a project restricted to the employee by TET rules.

Delete time entries

To delete an entry you no longer need, can be done by swiping the entry in the
overview either to the left or right select the bin. After selecting the bin, the entry will
be deleted. In case you swipe by mistake to the left or right, the bin disappears after
three seconds.
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Deleting an entry is not allowed if:

e The activity belongs to a closed or temporarily closed PLA or an inactive project.

e The timesheet entry is PL-approved, invoiced, a correction, or imported.

e The entry’s date falls within a closed period, a completed time, or a project
manager approved time.

Logout

After logging out, the user is redirected to the login screen. If the user tries to leave a
detailed entry view without saving changes, a confirmation popup will appear with the
message:

"Are you sure you want to leave without saving? All of your changes will be lost."

The popup provides Yes/No options to confirm the action.
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