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1. Invoicing 
By default, the user is taken directly to the timesheet page after logging in. Various 
additional functions are displayed in the header for users with a project manager role. 
This also includes invoicing. Everything related to invoicing is located here. 

 
 
The user can save his personal view by moving the columns. 

  
 
By clicking the symbol marked in red, a small wizard opens in which you can give the 
new view a name and define whether this view should be saved as the standard 
view. If the checkmark is set, the invoicing portal is always opened in the view saved 
by the user. 

 
 

 
 

 
The back arrow brings you back to the original view and clicking the star gives you 
the saved views.  
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1.1. Invoicing portal 
The portal shows the invoices depending on the filter settings.  
The default setting is: 

1) Show all statuses 
2) Show year 

 
 
This setting can be changed at any time, depending on the user's needs. 

 
 
The bottom left of the view shows how many invoices are to be displayed in one 
image. The user is free to choose a number. The resulting page numbers appear on 
the right-hand side. 

   
 
Documents can also be uploaded with the invoice. These documents are then 
downloaded together with the PDF of the invoice (as one PDF). 
Once the invoice has status 5, documents can still be uploaded but no longer 
deleted.  
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1.2. Create an invoice 
A form opens when you click the «Create invoice» button. The fields outlined in red 
must be filled out. All other fields are filled in by default and can be changed if 
necessary. 

 
 

 
 
The window may change due to the selection of the contract. 
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You can now select the activity that is to be invoiced. 
The customer address is then entered by clicking on the green plus sign above the 
"Customer" field. A pop-up opens in which all information can be entered at once. 
The user selects the customer, enters the lump sum if it is a lump sum invoice, adds 
the VAT rate for time and material and the payment terms. Then click OK. 
If the user selects an invoice based on running, all entries for hours and 
expenses/material are listed for the selected period, which can then be edited. These 
entries are now locked in the timesheet and the employee can no longer change 
these entries. Such entries can no longer be rebooked. 
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If the remaining information is correct, the process continues with «Save & Next». 
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1.3. Check and edit an invoice 
The "General" page now appears with the additional tabs for hours, material, extras, 
additional items and customers. 

 
 
As can be seen above, no selling rates were stored on the PLA. Therefore, the "This 
invoice" field has the value 0 and the total invoice, net and gross, is also 0. 
If a PLA was provided with a selling rate table when it was created, the selling rates 
appear according to the stored table. 
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1.3.1 Tab «Time» 
All hourly entries for the selected period are displayed here. 

 
 
User can change billable hours and the selling rate. The comment field can also be 
edited. These changes are not saved in the employee's timesheet but only apply to 
this invoice. 

 
 
Billable: Are the hours billable (field checked) or not (field not checked)? 

The non-billable hours are not deleted but appear at the end of 
the list. It would be possible that the hours could be charged at 
a later point in time with an addendum. If the tick is removed, 
these hours are also displayed as non-billable in the PLA 
reports and in project controlling. If the invoice is then 
discarded, the changed hours remain marked as non-billable 
and must be marked as billable again for the next invoice. 

Included: Are the hours included in this invoice (tick) or should they be 
included in a later invoice (no tick). 
The system then automatically carries these hours forward 
when the next invoice is created. 

Edited: This column is not editable. It shows whether the entry was 
changed manually or not. 
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1.3.2 Tab «Material» 
The expenses and material recorded in the selected period are displayed. 

 

1.3.3 Tab «Extras»  
This tab is empty. The user can insert values that have not been charged to the 
project. 
Clicking the green plus opens a pop-up that helps with the capture. 

  
 
Entries made in this tab can also be deleted again. 

 
 
Receipts can also be uploaded for each entry of expenses/material and extras 
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1.3.4 Tab «Additional items» 
This tab can be helpful if an employee does not record hours in the system but 
invoices them. Here, too, a pop-up opens for the entry. In the example below, hours 
were recorded for Mr. Huber. These hours appear in the invoice supplement like an 
employee from your own company. 

 
 
Once the invoice has been created, a green symbol appears in the upper right 
corner. The PDF of the invoice is stored behind it. 
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Expenses, discount and inflation in % can be entered below. By clicking the green 
plus sign, a new line is added, which can then be filled out accordingly. 

 
 
At the end of the calculation, you can decide whether the amount should now be 
rounded to a lump sum. The "Lump sum" field is marked and the lump sum is 
entered. The invoice is still considered a running invoice. 
An additional discount can also be granted here. 

  
 
If the process is interrupted with "Save" and then "Close", the invoice has the status 
"Draft" (1). The process can be opened again in the portal and the invoice processed 
further. The option to delete the invoice is also available. 
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Once the invoice has been checked and all information is correct, the process can be 
completed with "Save & Approve". 
If the invoices are exported to financial accounting, they are given the status 
"Created" (4) and after the export (manually or automatically) the status "Exported" 
(5) and is complete. If there is no interface to accounting, the completed invoices are 
automatically given the status "Exported" (5). Corrections in the invoice can no longer 
be made. 
 
If the invoice is incorrect, a reversal can be made. Only the «Invoice reversal» 
process is available (green). 

  
 
The invoice to be cancelled is displayed with the corresponding minus amount. 
"Save&Finish" completes the process and the reversal is created. No modifications 
can be made in a reversal. The invoice will be credited exactly as it was created. All 
hourly and expense entries are activated again and can then be charged again in a 
new invoice. 

 
 
There are no further processes available for a cancelled invoice. 
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Information 
As can be seen from the example below, not all time entries have a tick in the 
"Included" column.

 
 
All these entries are displayed in the "General" tab in the "Not yet invoiced" column. 

 
 
These entries will appear again in the next invoice and it can be decided again 
whether these entries are included in the next invoice or not. 
 
After «Save&Approve», the invoice that has now been created appears in the invoice 
portal. 
The invoice has the status "Exported" (5) and can no longer be changed. Only a 
invoice reversal is possible. 

 
 
If the created invoice is saved and the process is closed, the invoice now appears 
with the status "Draft" (1) and can be changed or deleted if necessary. 

 
 
After completing the process with "Save&approval", the invoice is set to the status 
"Exported" (5) and given a consecutive invoice number. 
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2. Additional Invoicing information 

2.1 Multi PLA Invoice 
It is possible - and if the interface from myPARM to accounting allows it - to integrate 
various PLAs into one invoice. 
First the project is selected and then the individual PLAs that are to be invoiced. 

 
 
The selection is completed with the bottom right «Select» button. 
The selected PLAs then appear in the list and you can continue with the invoicing. 

 
 
In the next step of invoicing, the selected PLAs appear with the amount to be 
charged. The different tabs can be edited, like in a standard invoice. 
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The selected PLAs also appear separately in the PDF of the invoice. 

 
 

2.2 Allocation of selling rates tables in the project 
If the project is selected in the structure, "Invoicing" appears below the tabs for 
editing. 

 
 
You can either create a new selling rate table or add an existing one. 
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A wizard opens for creating a new selling rate table, which you fill in with the 
necessary information.  
By default, the new SRT (selling rate table) is given the name of the project and can 
be overwritten. On the left side you select an employee and with the green plus sign 
it is added in the list. With the green button next to the plus sign, all employees who 
are assigned to the team can be moved to the table. Now the selling category is 
selected and the sales rate and the valid from date are entered. The plus saves the 
information in the table below. Complete the process with "ok" at the end. The SRT 
created at project level now also applies to all sub-elements. 
If this is not the case, the information can be changed as follows. 

 
 
Select a PLA in the project structure and then the "Invoicing" tab. By checking the 
«Unlink» box, the selected SRT will be unmounted and a new or different SRT can 
be assigned for this PLA. 

 
 

 
 
The newly added SRT then applies explicitly only to the selected PLA. 
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2.2 Contract Management 
. 

 
 
Contracts are no longer assigned to a person. All employees who can issue invoices 
can choose from all existing contracts which one is required for the invoice. 
All existing contracts are displayed on the left side. 
If you click the plus sign, a wizard opens on the right-hand side, which is filled out 
with the necessary information. The expenses in %, inflation in % and discount in % 
can now also be recorded directly in the contract. This information will then be 
included in the invoice with this contract. 
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2.3 Store / record contract at the start of the project 
In the PLA tab, an existing contract can be assigned or newly entered. 
It makes sense to first check whether a suitable contract already exists. If there is no 
suitable contract, click the forward arrow. 

 
 
The contract management opens and you add a new contract with the green plus 
sign. 
 
Before any information is entered in the contract, it is first checked whether a 
corresponding customer address is available.  

 
 
If the customer address is missing, click the forward arrow. 
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The following message appears and you continue with Yes. 
For technical reasons, it is not possible to save the contract in advance because the 
address is missing. 

 
 
The C&S processing opens and the new customer address can be inserted: 

 
 
Now go to the left in the browser with the arrow and you are back in the contract 
management. 
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With the green plus sign, a new contract is created and the previously recorded 
 customer address can be selected and the necessary details can be recorded. 

 
 

 
 
After saving the contract, go left in the browser with the arrow and you are back on 
the project / PLA. 
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The newly entered contract can now be added to the PLA tab. 

 
 
 

2.4 Enter planned invoices in the contract 
It is already known how the invoicing is to take place, this can already be planned in 
the contract today. 
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The PLA to be charged is selected and the necessary data is recorded. Only the 
invoice date is mandatory. Click OK and then «Save». 
 
This invoice is displayed as "Planned" in the invoicing portal. 
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3. C&S Management 

In the C&S Management (Customers & Supplier), all addresses relevant for invoicing 
are maintained. 

By clicking the green plus icon, a new address can be created. All fields marked in red 
are mandatory. Clicking the arrow in the middle of the screen displays the topics on 
the right side in full and allows them to be edited. The main attributes are filled out first. 

 

If a customer has multiple addresses, it is important to mark which one is the billing 
address. If the customer has an external reference number, this can also be included 
in the QR code. 

 

To generate an invoice with a QR code later, the "Name" field must be filled out. 
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4. Payments 

 
 
By default, the unpaid and overpaid invoices are displayed for the period from the 1st 
day of the past month to today. These settings can be changed at any time. 

 
 
If the red arrow points up, it is an overpayment; if the arrow points down, the invoice 
has not yet been paid. 
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An invoice is selected for payment by clicking in a column. The screen for entering 
the payment appears below, which is activated with the green arrow. 

 
 
A window opens in which to enter the payment information. 

 
The entry is written with OK. 
The entry is saved with «Save».  
The invoice will now receive a green tick confirming correct payment. 
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5. Payment condition sets 
The usual company terms of payment are recorded here. 

 

6. Sender addresses 
The sender of the invoice is recorded here. Several sender addresses can also be 
entered, which are then selected when the invoice is issued. 
If there are various QR codes from different bank accounts, a sender address must 
be entered for each QR code. 
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7. Bank details 
Where should the invoice be paid? The necessary information for this is recorded 
here. Any number of bank accounts can be entered. 
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8. Invoices with QR code 
 
To summarize, the following information is required to generate a QR invoice. These 
points are also detailed in the individual sections. 
 

• Sender Address:  
You will receive a QR customer number from your bank, which is a 6-digit number. If 
you do not want to create payment slips in myPARM, your bank's QR IBAN number is 
required. 

• Customer Address:  
The "Name" field must be filled out to create a QR code invoice. 

• Invoice Number:  
Only numbers are allowed in the QR code. If letters are included in the invoice number, 
they will be omitted. 

• Bank Details:  
A new entry is created for each bank, preferably with the prefix "QR" at the beginning. 
The QR IBAN number provided by your bank is then recorded there. 

 
Example with Reference: 
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9. Adapting invoicing amounts 
 
Our client often faces situations where they need to adapt the invoice based of specific 
contracting situations. 
Based on the contract or in the invoice you have three different options to adapt the 
total of an invoice. 

• Expenses in % of 
• Discount in % of 
• Inflation in % of 

 

Adjusted Subtotals 
The adjustment applies to components such as “Subtotal all components”, which 
includes the invoice components and the entry “Expenses in % of”. Components 
labeled “adjusted” also account for “percentage deductions” and “percentage 
inflation”, if these values are recorded. 
There are now additional options for selecting percentage-based adjustments for 
various chapters. 
 
“Subtotal Time Adjusted” 
 
Adjustments for expenses and inflation are included under “adjusted”, provided these 
entries exist. For example: 

• If inflation is entered as a percentage of the “subtotal time”, this value is 
factored into the “subtotal time adjusted”, which includes the component 
“time” plus inflation (in %). 

  
 

Example Calculation: 
• The initial value for “time” is 8,856.00. 
• A 10% inflation adjustment of the “subtotal time” adds 885.60 (10% of 8,856.00). 
• If expenses are then calculated as a percentage of the “subtotal time adjusted”, 

the total becomes: 
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• 8,856.00 + 885.60 = 9,741.60. 
• Expenses are then calculated as a percentage of 9,741.60. 

This formula applies universally to all components labeled as “adjusted” and ensures 
accurate calculations for invoicing.  
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10. Artificial Invoicing – Intercompany settlement 
 
To enable intercompany billing, please contact myPARM first to discuss further 
details. myPARM can then review the internal configuration and activate the setting 
accordingly. 
 
Intercompany billing allows amounts to be allocated between PLAs.

 
First, select the source and destination PLA, the amount, and the VAT rate, which 
together form the gross amount. The comment function allows the business case to 
be documented and ensures traceability. 
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After saving, the invoices are created immediately, but no PDF or similar document is 
generated. The payment is executed directly and is only visible in project controlling, 
not in the invoicing portal. 
The source PLA receives the negative payment amount: 

 
The destination PLA receives the positive amount: 

 
The invoices are displayed in all views as regular paid amounts, affecting financial 
overviews. 
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