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1. About OCLanguage

The idea of developing a single platform for supervising translation agency management process was born
in Riga (year 2007). SIA “OCL” worked 2 years in close cooperation with a few European translation
agencies to release first version of the software in 2009. Today our system is one of the most popular
solutions in the world, having a lot of unique features to cope with translation agency tasks. OCLanguage
consists of CRM, project and vendors’ management, sales and statistics reports and wide set of business
monitoring features.

The solution is based on Web technologies, which allows users to access the system any time from any
location. OCLanguage is recognized as user-friendly, easy to modify and reliable solution for TAs. Today
OClanguage has Customers and partners in CIS and CEE regions. The main course of action is selling one
time purchase solution along with the modification of it according to every TA needs. As well, Customers
tend to purchase the system as Software-as-a-service (Saa$S) solution.

OClanguage is a warranty for those who value efficiency, strive for innovations and seek for business
processes improvements on daily basis.

Our vision — we will be recognized as a leading software solutions supplier for Translation Agencies
worldwide.

Our strategy is based on the following cornerstones:

1. we are a company with a Customer driven approach;

2. we collect the ideas from our Customers to add new system modules, which ensures that
OClanguage has translation business specific functionality only;

3. our outstanding experience and striving for perfection allows us to deliver maximum value of
OClanguage solution to every Customer.



2. What is CRM

CRM (Customer Relationship Management) — corporate information system, which is purchased with a
purpose to improve quality of services, to optimize marketing activities and increase sales revenue.
Companies are looking for solution that would allow to save money, but increase efficiency. Let us
emphasize just a few benefits of CRM system:

1.

W NewUm

CRM system has full information about the Customer —this allows management to allocate proper
amount of resources for handling particular tasks

CRM system represents tool for managing marketing related data — analysis and actions planning
Automatized sales process — automatic operations management and control over orders being
processed

Continuous analysis of cooperation with Customers — setting priorities, based on importance and
weight of action impact on the company

Decreased response time to quote requests

Contact management

Time management

Reporting for top management and human resources management

Integration with third-party systems etc.

OClLanguage has all aforementioned CRM features, besides that it represents the tool with many unique
translation management features, which lead to finance and time savings and increased profitability. All
orders in system are handled according to OCLanguage workflow, which includes translation quality
management and one-click translated document-sharing option with Customers.



3. System configuration management

3.1. Session information
After logging into the system, one can browse user information by clicking on “User” icon. The system will
reveal the following data:

:—‘L—: English language Karlis 0

[11]

o Profi

i Private messages

L¥ Personal settings

® Logout

When clicking each of options, the system opens the specific section.
1. Profile
In this section the user can do the following:

e change e-mail address;
e set anew password;
e change his avatar.

| Please note that fields in grey color are not editable.



My data

Main > Users > My data
Karlis

Position
Login name Karlis
E-mail karlis.lucs@oclanguage.com
Password

Repeat password

SR

2. Private messages
In this section the user can do the following:

e Create a new message by clicking “Send a message”.

Private messages

lain > Privale MEssages

Action - 0K Send a message

Start typing user name and the system will reveal all usernames that have typed letters:

Private messages

Main © Private messages

Recipient | Alexl

Alexander

Subject

F g B I u x* *; & - Helvetica Neue + A -

Click “Send” to send a message to the recipient.



Private messages

e Review the message list

Once a new message is received, you will see a notification in the control panel.

OCLanguage 7.0

= | A

P[’ Unread messages!
Alexander
Good morning
10.06. 2017 12:04

Show all messages!

Click on the message icon to open the message.

Click “Show all messages!” to view the message list.



.'j.-__j

Action w
Subject Sender Time Status
test L9 Jegorovs Olegs 10.06.2017 12:53
Good morning [ 9 Alexander 10.06.2017 12:04
User can filter data in the Messages database by using 3 methods:
1. Type letters or numbers in “Search” field and click “Enter”
Private messages
Subject Sender Time Status
Additional details required for projecg65-0002 Py Kariis

The System searches for the messages according to message name and content.

I Please note that data filter can be removed by deleting text in “Search” field and clicking “Enter”.

2. Filter data by sorting data from A to Z and vice versa by clicking on a column name.
Subject Sender Time Status
Additional details required for project 63-0002 - Karl 718
Remove Daria from recipients list

3. Review the columns that you want to see in the Messages table. To add or remove particular

column from the table, simply click ¥~ and select the columns that you want (or do not want)

to view in the Messages database. This feature is especially relevant if there are big databases
with many columns and/or relatively small monitor/tablet/smartphone screen.

| Please note that the system will save these settings for upcoming user sessions.



Private messages

B search
[m] Subject Sender Time | Subject
[# Sender
O  Remove Daria from recipients list o Karlis 28.06.20) @ Time
O status
[ Additional details required for project £63-0002 n Karlis 28.06.2017 18:56

In order to delete a message, mark the message that you would like to delete, click “Action”,
choose “Delete” and click “OK”.

Private messages

Msin > Private messages

=g - [

Mark as read

Hiv Search
Delete

Sender

test @ Jegorovs Olegs
(] Good morning n Alexander

Time Status

10.06.2017 12:53

10.06.2017 12:04 [ New ]

In order to mark a message as read, mark the message that you wouldn'’t like to open, but mark
as already read, click “Action”, choose “Mark as read” and click “OK".

Private messages

i~ Search
Delete .
. Sender Time

Status
1850 m‘legorous Olegs

10.06.2017 12:33
[J  Good morning n Alexander

3. Personal settings

10.06.2017 12:04 [ New |

Click “Personal settings” and the system will automatically open the OCLanguage interface configuration
window (in the middle of desktop).



OClLanguage 7.0 Animations
[ Enable Animations.

Transi fects

ease (Default) -

Navigation
O Fixed

(0 Coliapsed

Off Canvas Navigation

Aside

0O visible
0 Fired
() #sideon the leftside

[ eright Theme

Header / Navbar
O Fixed

Footer

[ Fixed

* All settings will be saved automatically.

Restore Default Settings.

s %)

Color Themes BB Engishiangusse

.--.-- & erofile

X Private message:

| £ Personal settings

BEJdJEdddE o

J & Lock scres
Custor
I Smiith }
I SIADCL Karlis
M Jegorovs Olegs
M Jegorovs Olegs
M Jegorovs Olegs
M Jegorovs Olegs

| Please note that every user sets his own interface settings. Click “Restore default settings” to return to

the initial interface settings.

Animations
E Enable Animations

Transition effects

ease (Default) -

MNavigation
[ Fixed

[ coliapsed

Off Canvas Navigation

* All settings will be saved automatically.

2 Restore Default Settings

4. Help

Aside

O visible

D Fixed
[ Aside on the left side

[ Eright Theme

Header / Navbar
[ Fixed

Footer

[ Fixed

Color Themes

H.EddEdS

By clicking “Help” OCLanguage automatically opens its Documentation portal, from where you can
download either specific part of the user manual or download full manual in one document.



Wi Lianguage

341

32

33

34

35

Title

About OCLanguage
What is CRM

Session information
Documentation
Technical support
System configuration

User management

Documentation

HOME

Date

22.10.2015

22.10.2015

22.10.2015

22.10.2015

22.10.2015

22.10.2015

22.10.2015

Support  +37126-07-56-34 [

FEATURES CUSTOMERS PRICING CONTACTS
[auick search

Size

202.61 KB E;ﬁ

199.72 KB E;ﬁ

213.01 KB h_li

207.83KB Eli

21213 KB E;ﬁ

363.87KB E;ﬁ

366.13 KB E;ﬁ ~

To download a document click on the PDF icon (the system will download the .pdf file to your computer).

Wi language

Title

About OCLanguage

Documentation

HOME

Date

22.10.2015

FEATURES CUSTOMERS PRICING CONTACTS

lquick search ’

Size

202.61 KB

Use “Quick search” form to find the needed document by writing key words. The System will automatically
provide all documents, whose names contain key word(s).

Wi ianguage

5.1.

738.

7.9.

5.

Title

Documentation

Invoices
How to issue invoice for all project

How to issue invoice for selected project tasks

Lock screen

Click “Lock screen” to lock your workstation.

HOME

Date

22.10.2015

22.10.2015

22.10.2015

Support  +3712607-56-84 [
FEATURES ~ CUSTOMERS  PRICING  CONTACTS
Invoice| |
Size
213 KB E;ﬁ
479.67 KB E;ﬁ
562.54 KB Eii



Unlock it by submitting a password and clicking “Log in”.

OCLanguage /.0

Sign in using different account




3.2. Documentation
User can browse documentation locally via software interface or via our website
(www.oclanguage.com/documentation). Besides the documentation portal, a user can download the

system documentation via OCLanguage interface.

To download the system documentation log in into OCLanguage and browse User details -> Help.

OCLanguage 7.0 = = A EI= English language Karlis n

Translators

Name, surname /
Photo Type Company name Address Available Languages

-—x


http://www.oclanguage.com/documentation

3.3. Technical support
OCL is a Customer-driven Company always available for addressing inquiries from its Customers.

Our Customers can benefit from dedicated technical support package that one can rent as a service. See
more information here.


http://oclanguage.com/support

3.4. System configuration
To open system configuration, click “Configuration” -> “System settings” on the Navigation pane.

Motaries
Documents

Accounting

il Management

Mailing templates

== Configuration




By default, system has one main configuration.

See the description below, where the data of system configuration are used.

Field Description

Name Name of particular configuration
Administrative e-mail E-mail for receiving system notifications
ICQ number ICQ number (for information purpose)

Skype username

Skype username (for information purpose)

Domain name

Server authorization name

Company name

Company name (included in Acts of acceptance)

Registration No.

Company registration No.

Name (in English)

Company name in English

Legal address

Legal address

Actual address

Actual address

Legal address in English

Legal address in English

Actual address in English

Actual address in English

Bank name (requisites)

Bank name (used for system documents)

Bank account (requisites)

Bank account number (used for system
documents)

Contact details

Contact details (used for system documents)

Payment details

These data are used in e-mail templates (under
section Mail). You might want to contact a Support
team to discuss this functionality.

Country Country name

Currency Currencies that a translation agency operates with
(will be revealed in system documents)

VAT Default VAT rate

Primary language

System interface language, that OCLanguage will
have by default

Status

Status of the configuration. At one time only one
configuration can be primary.

After all fields are filled, click “Save”.




Country RUSSIAN FEDERATION e

VAT 18% v
Primary language Pycoxuia aseik -
Status

In general view of the System settings, you can see all system configurations. The one with a checkmark
is considered as primary system configuration.

System settings

Main » System settings

m Add configuration

R d Search
0 Name Status
o The main configuratiaon m
Click on “The main configuration” to review the system configuration data.
System settings
Main > System satings
e | g
R Search

(]

Name Status

] | The main configuration m

In order to delete particular configuration, check the box next to configuration that you want to delete
and click “Delete”.

System settings

Main > System settings

Add configuration

¥ Name Status

The main configuration m

i Search

B



Click “Add configuration” to add a new system configuration.

Cyctam cattinoc
SYSLEM SEeLLiNgs

Name Status

The main cenfiguration

OClanguage allows to have not one, but several system configurations. This might be a relevant option if
the user wants to issue the system documents from different Legal names.



3.5. User management

To open system configuration click “Configuration” -> “Users” on the Navigation pane.

In the table below you will see the description of each field in users’ data.

Field Description

Login Set username for the manager

Name Name of the manager

Surname Surname of the manager

Patronymic name Patronymic name of the manager

E-mail E-mail address of the manager

Position Position of the manager

Password Password

Repeat password Repeat password

Branches By marking branch you assign this manager to be
able to work with the Customers belonging to a
particular branch

Rights Grant rights for particular actions

Administration rights

Administrator rights grant full privileges in the
system (access to all system sections and all three
rights described below

Signature authority

Manager is authorized to sign system documents

Rights to add a client manager

User is allowed to add a manager taking care of
the Customer (in Client data)




Right to delete financial transactions Manager is allowed to delete the records in
Payments and Income sections

Access Administrator is able to grant access to any of the
system sections. Leave particular “Access” field
empty to prevent the user from access to the
system section.

4

After all needed fields are filled, click “Save”.

Access to "Programs” section
Access to "Branches” section
Access to "Statistics” section

Access to "Systemn configuration” section

<< I< <

Access to "Settlements with Customers” section

In general view of Users you can see all user accounts. The column “Active” shows which user accounts
are active, which means that the user is able to log in into OCLanguage and proceed with actions.

Users

(=] '

B Search

Login Type Name Surname Patronymic name Position Authority for signing Active
g OCLanguage Administration Olegs Jegorovs nasreii paspaboTun

n admin Administration Admin Admin Admin

n oclanguage_1 Administration liya Ponomarenko Viadimirovitsch Director “

Click any place on the text to browse User data.



Users

Main > Users

=i Search
I Login Type Name Surname Patronymic name Position Authority for signing Active
(] alOCLanguage Administration Olegs Jegorovs
(] o admin Administration Admin Admin Admin
(] o odanguage_1 Administration llya Ponomarenko Vladimirovitsch Director “

In order to delete a particular User, check the box next to the configuration that you want to delete and
click “Delete”.

Users

Main » Users

o

Login Type MName Surname Patronymic name Position Authority for signing Active

i~ Search

O

@ 0OCLanguage Administration Olegs Jegorovs [naBHBIA paspaboTumk es Yes

@

o admin Administration Admin Admin Admin es es

= =

5] e

n oclanguage_1 Administration liya Ponomarenko WVladimirovitsch Director

Click “Add new user” to add a new system user account.

Users

Main > Users

Delete Add user

Hiv Search

O Legin Type Mame Surname Patrenymic name Position Authority for signing Active
(] @ 0OCLanguage Administration Clegs Jegorovs [nasHbil pazpaboTumk

User can filter data in the System users database by using 3 methods:

1. Type letters or numbers in “Search” field and click “Enter”



Login

0 oo
n oclanguage_10

Type Name
Administration ya
Administration Wrops

+ | Directo
Surname Patronymic name Position Authority for signing Active
Ponomarenks Viadimirauisch Director [ o |

Banepoesi Director [ o |

Below you will see a list of parameters (column names) the system searches data for:

e login
e Name
e Surname

e Patronymic name

e Position.

| Please note that data filter can be removed by deleting the text in “Search” field and clicking “Enter”.

4

2. Filter data by sorting data from A to Z and vice versa by clicking on the column name.

Type Name
Adrministration Qner

Administration Wrope
Administration Maria

Surname

EropoE

Weretina

Patronymic name »

Enaaumuposn

Banepoesuy

Yurevna

Position Autharity for signing Active
Support

Direcor Lo

CFO

3. Review the columns that you want to see in the System users table. To add or remove a particular

column from the table, simply click
to view in the users database. This feature is especially relevant if there are big databases with
many columns and/or relatively small monitor/tablet/smartphone screen.

Users
Login
n DARK-ADMIN
n oclanguage_10
n oclanguage_102
Users

Login

-

oo
n oclanguage_1
n oclanguage_2

OCLanguage

Type Name
Administration QOlegs
Administration Admin
Administration va

Adrministration

Surname

Jegorovs

Admin

Ponomarenko

and select the columns that you want (or do not want)

m.
¥ Login

Pasition Authority for ¥ 128!
¥ Type

TnaBHbIA paspatoTime % Name

#| Surname

Admin Patronymic name
| Position

Director

CEQ

| Please note that the system will save these settings for upcoming user sessions.



3.6. Search
Use “Search” section, which is located above the table, to filter data. In order to filter the needed data
you will have to fill in the data or choose from the available options.

There is documentation of search options in every section related to the database (vendors, Customers,
Invoices etc.).

Click “Search” button to initialize a search process.

Income

[l
Date from 07.03.2017 LEE
- el

Date to 18.03.2017 LEE

Payment methad Bank account -

Manager Ponomarenke llya Viadimirovitsch v

In every table the user can filter data according to the column. Click the column name to sort all data
according to the particular column.

Designers
-
Name surname Address Pages/day ~ Price status
AnvHa Hcaesa Teatpansrar nnowaas, 4. 5, kopn. 2, Macksa 9.0 6.50
Onera Byxitna Mocksa, yn. Nlagoxcxan, 1/2, crp. 1, 3/4 9.0 6.00
Anna Wooden Victoria Place, 115 Buckingham Palace Rd, London SW1W 95), 8.0 6.00
EkaTepuHa Nucyroea Maockea, ynvua Joporomunosckan B, Ba 7.0 7.00

Use fast search function to type in letters, numbers or words for immediate search of the information.



VAaciam o re
Jesigners
Hiv London
MName surname Address Pages/day Price Status
Anna Wooden Victoria Place, 115 Buckingham Palace Rd, London SW1W 95), 8.0 6.00

| Please note that you can use Search option and Fast search option afterwards, if needed. However, if
you will process Fast search request and after this fill in a parameter in any of the Search fields, the system
will drop down a Fast search parameter, but use only Search information.

Use drop down option to check the columns, which you want to be revealed in the table. Unchecked
columns will be hidden. User can always browse a full table by simply checking all columns.

Designers

m

rd
Mame Surname Address Pages/day Name

¥l Surname
Anna Woaoden Victoria Place, 113 Buckingham Palace Rd, London SW1W 95, 8.0 ¥ Address
Address
. . ¥| Pages/day
AnnHa Wcaesa TeaTpansHan nacwags, 4. 3, kopn. 2, Mocksa

¢ Price

Angpeir Pocrep Mackea, yn. lWapukonoguwunHukeeckas, 11, crp. 5 5.0 ¥ Status



3.7. Payment methods
To open the system configuration click “Configuration” -> “Payment methods” on the Navigation pane.
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Payment methods

Payment methods table data contains all payment services that a translation agency works with.
Payment methods are revealed in the following system sections:

e Translator’s data

e Customer payment data

e Project data (under Tasks section)
e Payment section

e |ncome report.



To add a new payment method click “New payment method”.

Payment method

In the table below you can see the description of fields related to payment methods.

Field Description
Name Name of payment method
Type Choose payment type between “Bank” and

“Electronic money”

Requisite fields (name)

Bank Identifier Code

Correspondent account

Specify the name of requisite field (for example,
SWIFT code, WMID etc.) once this is saved, all of
these fields will appear in the translator’s data.

Additional information

Fields for additional information to be stored in
payment method details, for example:

Name: home site

Value: www.hsbc.com

Fields details

Field setup for translators’ payment data, for
example, field name might be Card account,
Ledger account, SWIFT and once this is saved, all
of these fields will appear in the translator’s data.

The order of display

Priority of revealing payment methods. 1 —
highest priority (reserves 1% place in the list of
payment methods)

Status

Check this box to include a payment method in the
translator’s data.

After fields are filled, click “Save”.



http://www.hsbc.com/

In general view of the payment methods you can see all methods of payment
display” shows the priority of revealing all payment methods, one after another.

Payment method

Name

Bank account

Moneybookers

Webmoney

Yandex Money

Type Priority
Bank transfer 1
Electronic money 1
Electronic money 1
Electronic money 1

Click on the text to browse the Payment method data.

Payment method

Name

Bank account

In order to remove a particular Payment method,
want to delete and click “Delete”.

Payment method

Name

rd Bank account

Moneybookers

Type Priority

Bank transfer 1

Type Priority
Bank transfer 1
Electronic money 1

User can filter the data in the Payment methods database by using 3 methods:

1. Type letters or numbers in “Search” field and click “Enter”

. The column “Order of

miv

Status

m

Status

check the box next to the payment method that you

Hi~

Status



Name Type Priority Status

PayPal Electronic money 1

The system searches payment methods according to the payment method name only.
| Please note that data filter can be removed by deleting the text in the “Search” field and clicking “Enter”.

2. Filter data by sorting data from A to Z and vice versa by clicking on the column name.

Pavyment meaett

Type Priority Status

Bank account Bank transfe 1

Electronic money 1

Electronic money 1

3. Review the columns that you want to see in the Payment methods table. To add or remove a

particular column from the table, simply click. ®~ and select the columns that you want (or do
not want) to view in the Payment methods database. This feature is especially relevant, if there
are big databases with many columns and/or relatively small monitor/tablet/smartphone screen.

| Please note that the system will save these settings for upcoming user sessions.

ayment method

9 Name
Name Type Status| '™ 1AM




3.8. Languages
A system user defines which languages will be included in the list of languages throughout all system
(translator, project data).

To open the system configuration click “Configuration” -> “Languages” on the Navigation pane.
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The system includes the majority of languages used worldwide. A user can NOT add a language by himself.
If addition is needed, a user should apply for support from OCLanguage developers.

Click on the text to browse Languages data.



Code RU EN UA LV Status

AAR Adapcknid Afar Adapcermii Afaru

In the table below you will see the description of the fields related to language description.

Field Description

Code Pre-defined language code standards

EN, RU, LV, UA Translation of each language into OClLanguage
system interface languages

Stirring (active) Check this box if you wish to include this language
in language list

After the fields are filled, click “Save”.

A

Code AAR
RU Adaporkui
EN Afar
UA Adapcokii
LV Afaru

Stirring

In general view of Languages you can see the database of all languages. The column “Active” shows which
languages are included in the system, which means that the user is able to choose this language while
working on translator’s or project data.

Code RU EN UA Lv Status

AAR Adapcrmii Afar Adapcerwii Afaru

ABK Abxascrmia Abkhazian Abhazijas



User can filter data in Languages database by using 3 methods:
1. Type letters or numbers in “Search” field and click “Enter”

Languages

Code RU EN ua LV Status

BAN Balinese

Below you will see a list of parameters (column names) the system searches data for:

e language code

e lLanguage name in Russian

e lLanguage name in English

e Language name in Ukrainian

e Language name in Latvian

e lLanguage status (active or inactive).

| Please note that data filter can be removed by deleting the text in the “Search” field and clicking “Enter”.
2. Filter data by sorting data from A to Z and vice versa by clicking on the column name.

Languages

Code RU EN UA Lv Status

Abkhazian Abhazijas

3. Review the columns that you want to see in the Languages table. To add or remove a particular

column from the table, simply click ¥~  and select the columns that you want (or do not want)
to view in the Languages database. This feature is especially relevant, if there are big databases
with many columns and/or relatively small monitor/tablet/smartphone screen.

Languages

Code RU UA Lv
¥ RU

& U

7 Ly

| Please note that the system will save these settings for upcoming user sessions.






3.9. Translation domains
To open the system configuration click “Configuration” -> “Domains” on the Navigation pane.

ration

Domain table data contains all translation areas that a translation agency is able to do translations for.
Translation areas are revealed in the following system sections:

e Translator’s data
e Translator’s section.

To add a new translation area click “Add new domain”.

Domains

Field Description

Name [EN] Translation domain name in English
Name [RU] Translation domain name in Russian
Name [UA] Translation domain name in Ukrainian
Name [LV] Translation domain name in Latvian

Value of each field is used in the interface of particular language.

After the fields are filled, click “Save”.



New domain

Name RU CrpaxoBaHue
Name EN Insurance
MName UA CTpaxysaHHa
Name LV Apdroginasana

In general view of translation areas you can see all translation domains.

Jomains

B

Name RU Name EN Name UA Name LV
CrpaxoBaHue Insurance CrpaxysanHa Aprodinaiana
ApxuTekTypa Architecture ApxiTekTypa ArhitektOra
AsTomobunn Automotive AsTomobin Automob

User can filter data in the Languages database by using 3 methods:

1. Type letters or numbers in “Search” field and click “Enter”

Lomains
o Insurance
Name RU Name EN Mame UA Name LV
Crpaxosarine nsurance CrpaxysaHHR Apdrosindsana

Below you will see a list of parameters (column names) the system searches data for:

e Domain name in Russian
e Domain name in English
e Domain name in Ukrainian
e Domain name in Latvian.

I Please note that data filter can be removed by deleting the text in the “Search” field and clicking “Enter”.

2. Filter data by sorting data from A to Z and vice versa by clicking on the column name.



1

Domains

S

Mame RU

Byxrantepug

CENbrKoe XO3ANCTSS

ApxMTERTYDE

3. Review the columns that you want to see in the Translation domains table. To add or remove a

particular column from the table, simply click
not want) to view in the Domains database. This feature is especially relevant, if there are big

MName EN 4

Accounting

Agriculture
Agriculture

Architecture

Name UA

Byxrantepis

Mame LV
Gramatvediba
Lauksaimnieciba

Arhitektdra

and select the columns that you want (or do

databases with many columns and/or relatively small monitor/tablet/smartphone screen.

| Please note that the system will save these settings for upcoming user sessions.

Domains

MName RU

Byxrantepna

Click on the text to browse Domains data.

Domains

Name RU
CrpaxoBaHue
ApxuTeKTypa

AsTomobGunn

In order to remove a particular Domain, check the box next to the domain that you want to delete and

click “Delete”.

Name EN

Automotive

Name UA

Byxrantepia

Name UA

CrpaxysaHHa

ApxiTekTypa

AsTomobin

B

Name LV

Aprodinaiana

ArhitektOra

Automaob



Domains

Main Domains

Add new domain

O NameRU Name EN Name UA Name LV

i~ Search

CrpaxoBaHue Insurance CrpaxysaHma Aproginasana

(0]
@ ApxuTeKTypa Architecture ApxiTekTypa Arhitektlra



3.10. Cities

To manage a cities list browse “Board -> Cities”.
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Cities are revealed in the following system section:
e Translators’ data (linking translator to a particular city).

To add a new city click “Add city”.

Cities

Field Description

City name Specify name of the city

Country Choose a country from a pre-defined country list




After the fields are filled, click “Save”.

City name Bucharest

Country ROMANIA -

In general view of Cities you can see all cities that have been added to the list. A system user can create
as many cities, as it needs for daily work.

Cities

City name «

Country
Bucharest ROMARNIA
Copenhagen DENMARK
Helsinki FINLAND

User can filter data in the Cities database by using 2 methods:
1. Type letters or numbers in “Search” field and click “Enter”

Cities

City name Country

Oslo NORWAY
Cities can be searched by City name.
I Please note that data filter can be removed by deleting the text in the “Search” field and clicking “Enter”.

2. Filter data by sorting data from A to Z and vice versa by clicking on the column name.



Cities

Main > Cities

HL Search
O city name Country «
[0  Copenhagen DENMARK
[ Tallin ESTONIA
@  Helsinki FINLAND
O Riga LATVIA
Click on the text to browse City details.
Cities
Main > Cities
i Search
[ Cityname « Country
[  Copenhagen DEMMARK
O Helsinki FINLAND

In order to remove a particular City, check the box next to the city that you want to delete and click
“Delete”.

Cities

Main Cities.

e

[] Cityname & Country

Hiv Search

Bucharest ROMANIA



3.11. Programs
To manage a company branches list browse “Board -> Programs”.
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The company offices are revealed in the following system sections:

e Translator’s data.



To add a software click “Add new software”.

Programs

[

In the table below you can see the description of fields related to programs.

Field Description

Name Mandatory field — specify a program name (the
one you will see further in the system)

Description Provide description of the program

After the fields are filled, click “Save”.

Name Microsoft Dynamics Axapta

Description ERP system

In general view of Programs you can see all software that has been added to the list.

) e T
Programs
Name Description
MS Word TexcToswll pegakTop
M5 Excel InexTpoHHaA TabAMua

Click on the text to browse Domains data.



Programs

Name Description
M5 Word TekcTosbIf pegakTop
M5 Excel InexTpoHHan Tabnvua

In order to remove particular Software, check the box next to the software that you want to delete and
click “Delete”.

Programs

Delete
-
Name Description
MS Word TexcTosbIA pegakTop
v M5 Excel InekTpoHHaA Tabnuua

User can filter data in the Invoices database by using 3 methods:
1. Type letters or numbers in “Search” field and click “Enter”

Programs

Hi~ Adobe

MName Description
Adobe |llustrator Mporpamma MakeTMpoBaHWA
Adobe Photoshop Peaaxtop M3oobpakeHni

Below you will see a list of parameters (column names) the system searches data for:

e Name
e Description.

4

I Please note that data filter can be removed by deleting the text in the “Search” field and clicking “Enter”.

2. Filter data by sorting data from A to Z and vice versa by clicking on the column name.



Name . Description

Adobe lllustrator MporpammMa MakeTUpoBaHUa
Adobe Photoshop PepakTop nsoobpakeHnid
Deja Vu Translation Memory

3. Review the columns that you want to see in the Software table. To add or remove a particular

column from the table, simply click ¥~ and select the columns that you want (or do not want)
to view in the Software database. This feature is especially relevant, if there are big databases
with many columns and/or relatively small monitor/tablet/smartphone screen.

| Please note that the system will save these settings for upcoming user sessions.

Programs
Name Description = ¥ Name
¥ Description
Microsoft Dynamics Axapta ERP system

Notepad Text editor



3.12. Branches
To manage a company branches list browse “Management -> Branches”.

S
== Configuration

The company offices are revealed in the following system sections:

e Customer’s data (linking Customer to one of the company’s branches)

e Adding new project (if a user chooses to create a new project from the Customer, which is not
saved in the Customer database, the system will require the most important data about the
Customer to be submitted, including the Branch).

To add a branch click “Add new branch”.

Branches

In the table below you can see the description of fields related to branch.



Field Description

Branch name* Mandatory field — specify a branch name (the one
you will see further in the system)

Owner Owner of the branch

Director Director of the branch

Address Address of the branch

Office hours Working hours of the branch

Phone Phone number

Mobile Mobile number

Fax Fax number

E-mail E-mail address

Skype Skype account name

ICQ ICQ account name

Website address Website address

Comments Additional comments

All the fields below Branch name are for translation agency management reference, stored only in
Branches section.

After the fields are filled, click “Save”.

Skype tagency_main

ICQ N/A
Website address wWww.tagEnCy.com
Comment Secondary branch

In general view of Branches you can see all offices that have been added to the list.



Branches

(D

Branch name Owner Director Address Office hours
Riga Karlis Lucs Olegs Jegorovs Riga, Brivibas Streer 45, office 3 0.00-17.30
Moscow Alexander Alexandrovitsch Alexander Alexandrovitsch 323401, Moscow, Moskovskiy avenue 12 10.00-19.00
Tokyo Daike Ito Daike Ito Tokyao Station |chibangal 8.00-20.00
Sydney Andy Hoover Andy Hoaver 600 George St, Sydney NSW 2000 7.00-19.00
User can filter data in the Branches database by using 3 methods:
sl ” £ H “ ”
1. Type letters or numbers in “Search” field and click “Enter
Branches
B Riga
Branch name Owner Director Address Office hours
Riga Karlis Lucs QOlegs Jegorovs Riga, Brivibas Street 45, office 3 9.00-17.30

Below you will see a list of parameters (column names) the system searches data for:

e Branch name

e Owner
e Director
e Address

e  Office hours.
| Please note that data filter can be removed by deleting the text in the “Search” field and clicking “Enter”.

2. Filter data by sorting data from A to Z and vice versa by clicking on the column name.

Branches

Branch name Owner « Director Address office hours

r Alexandrovitsch er Alexandrovitsch 323401, Mosi skowskiy avenue 12

3. Review the columns that you want to see in the Branches table. To add or remove a particular

column from the table, simply click *~  and select the columns that you want (or do not want)



to view in the Branches database. This feature is especially relevant, if there are big databases

with many columns and/or relatively small monitor/tablet/smartphone screen.

| Please note that the system will save these settings for upcoming user sessions.

Branches

e

O Branch name
@ Moscow

@ Sydney

O Tokyo

O Riga

Click on the text to browse Branch data.

Branches

(o [ s

=1 Branch name
|8} Moscow
L Tokyo

O Sydney

Oowner a

Alexander Alexandrovitsch
Andy Hoover
Daike lto

Karlis Lucs

Owner

Alexander Alexandrovitsch
Daike Ita

Andy Hoaver

Director

Alexander Alexandrovitsch
Andy Hoover

Daike lto

Olegs Jegorovs

Director
Alexander Alexandrovitsch
Daike Ito

Andy Hoover

Address

323401, Moscow, Moskovskiy avenue 12

600 George 5t, Sydney NSW 2000
Tokyo Station Ichibangai

Riga, Brivibas Street 45, office 3

Address

Riga, Brivibas Street 45, office 3

323401, Moscow, Moskavskiy avenue 12
Tokyo Station Ichibangai

600 George St, Sydney NSW 2000

B~ | Search

¥ Branch name
¥ Owner

¥l Director

¥ Address

[0 Office hours

Search
Office hours
10.00-19.00
8.00-20.00

7.00-19.00

In order to remove a particular Branch, check the box next to the branch that you want to delete and click

“Delete”.

Branches

L Branch name

1 Riga

()] Moscow

(] Tokyo

(] Sydney

Owner

Karlis Lucs

Alexander Alexandrovitsch

Daike Ito

Andy Hoaover

Director

Clegs Jegorovs

Alexander Alexandrovitsch

Daike Ito

Andy Hoover

Address

Riga, Brivibas Street 45, office 3

323401, Moscow, Moskowskiy avenue 12

Tokyo Station Ichibangai

600 George St, Sydney NSW 2000

Search

Office hours

9.00-17.30

10.00-19.00

8.00-20.00

7.00-19.00



4. Finance data management

4.1. Sales report
To browse Sales report click “Accounting -> Sales report”.
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To gather statistics fill the data in the “Search” field. If no data is supplied and the user clicks “Search”,
the system will not gather any data. This approach has been chosen to save the system resources while
supplying the user with massive (and in most cases not needed) data amount.

In case you need to filter data by sorting information in a particular column from A to Z and vice versa by
clicking on the column name.



Project Deadline

% 17-001

27.07.2017

% 50-001 g

Languages Type

ENG-=HUN

Written

translation

Written

translation

Amount

7200 characters (calculation
of original document)

5 pages (calculation of
original document)

Paid to

Customer Vendor Manager Price  Cost wvendor  Finished

Jlunkesuy . . 40,00 10.00
Veretina Maria

=
[l
J
7
J

Esa

Fast
translations
Led.

Smith

John Karlis

[ =1
=
[y
c
A
(==

| Please fill in the data to minimize affect to system performance.

Every line in the Sales report replicates one task from the project section. For example, if you have 20
tasks in total for written translation in the project section (might be either under 1 project or many
projects), then you should have 20 lines in the Sales report (if the box “Written translation” is checked
and no other search parameters have been applied).

Search parameters are described in the table below.

Field
Completion date from
Completion date to

Description
Refers to project tasks deadline
Refers to project tasks deadline

Customer Customer’s name
Translator Translator’s name

Sworn translator Sworn translator’s name
Manager Manager’s name

Branch Translation agency’s name

Check the box, if you are looking for written
translation tasks

Check the box, if you are looking for oral
translation tasks

Check the box, if you are looking for translator
services (selection, literary editing, validation,
layout, proofreading) tasks

Check the box, if you are looking for layout design
tasks

Check the box, if you are looking for Notary
certification tasks

Check the box, if you are looking for tasks that are
handled by sworn translators

Check the box, if you are looking for other tasks (In
tasks section the task type marked as “other”)
Check the box, if you wish to see tasks with closed
payments to vendors

Check the box, if you wish to see payments for
completed tasks

Written translation

Oral translation

Translator services

DTP

Notary certification

Sworn translator

Other task

Task paid to performer

Task completed

Written translation, translation services, DTP, Notary certification, sworn translation and other task — all
of these are replica of written translation task types.



After the user has clicked “Search”, the system supplies it with 2 tables:

e Sales transactions table
e Revenue/currency table.

Project Deadline Languages Type Amount

‘|5‘u6.édl." ITA->RUS Oral ) 8.00 MTH
16:00:00 translation hours

% 05-007

Tasks EUR

1 41.00

Customer Vendor

Paid to

Manager Price vendor Finished

Stratelli Jegarovs 41.00

Mia Olegs EUR

In the table below you can see the description of fields related to sales transactions.

Column name

Description

Project Equals to project document number
Deadline Task deadline

Languages Language pair

Type Translation type (written/oral)

Amount (for the Customer)

Amount for the Customer (manager’s specified
amount of translation), data taken from task
details

Calculation from original/translated document —
data taken from the project document’s data

Customer Customer’s name

Vendor Vendor’s name

Manager Responsible manager’s name for the project (can
be reviewed in general project data window)

Price Price of the task (for the Customer)

Cost Cost of task (honorarium to vendor)

Paid to vendor Status of payment to vendor (yes/no)

Finished Task status (yes/no)

| Please note that for Sales transactions table the system reveals written and oral translation tasks in two

separate tables.

Content of Currency table is straight forward described in the table below. Written and oral translation

tasks are included in the same table of Currencies.

Column name

Description

Tasks

Task quantity




Price

Price in total for selected tasks

Cost

Cost in total for selected tasks

Gross profit

Gross profit in total for selected tasks

Click m icon to export data in .csv format (can be opened with Microsoft Excel). Below you can see

the exported file in MS Excel.

H ©- = cals 4174245.csv - Excel 7 @ -
R HOME | INSERT  PAGELAYOUT  FORMULAS  DATA  REVEW  VIEW  POWERPIVOT Karlis Lucs
_ = P .
3 cut Calibri ey =2 ®- BwapTet General - L T @ = AutoSum QY H
ER Copy ~ el - -
Pt Tu- e BeA- Merge i Conter - E7- 95 | G g Conditonal Formatas Cel lnset Delte format -~ Sort& Find &
- Formatting~ Table~ Styles~ - - - & Filter = Select -
Clipboard r. Font r. Alignment r. Number [ Styles Cells Editing
023 - f
A B c ) E H | ) K L M N o
1 |Project  Order date Deadline Language Type Amount Customer vendor Payment t Paid to ve Price Gross profit Currency Manager Finished
2 61-001-0122.04.2014 23.04.2014 17:00 UKR->ENG Sworn trai 5 pages (calculation of oiWanka Hatanea Jegorovs Olegs 75 Yes 140 B85 UAH Olegs Jegorovs Yes
3 43-001-0126.02.2015 02.03.2015 15:00 ENG->RUS Written tr 1.7 characters (calculatic YkpanHckuii koHuepH KpuoTexras 000  FanoHewko OkcaHa 2000 Yes 4000 - usp Olegs Jegorovs Yes
4 88-001 27.02.2015 28.02.2015 14:00 ENG->RUS Oral trans 6 hours 600 Yes 1200 600 USD Olegs Jegorovs Yes
B



4.2. Revenue report
To view a report containing finance income related data, browse “Accounting” -> “Revenue” in the main
menu.
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To gather statistics fill the data in the “Search” field. If no data is supplied and the user clicks “Search”,
the system will gather data taking into account a parameter, specified under Currency.

| Please fill in as much data as possible to minimize affect to system performance.

Every line in Income report replicates one task from the project section. For example, if you choose
Manager “Olegs Jegorovs” and click the “Search” button, the system will supply you with all tasks, which
were handled by Olegs Jegorovs.



Income

Date from Ej
Date o m
Payment method -
Manager Jegorovs Olegs hi
Date Ne Price Manager Payment method Comment
03.12.2016 18:13 00 Jegarovs Olegs Moneybookers 2
)
03.12.2016 18:13 - 0.00 Jegorovs Olegs Bank account
Search parameters are described in the table below.
Field Description
Date from Date range from
Date to Date range to
Payment method Payment method used to process payment
Manager Responsible project manager

System supplies the user with a table of income.

In the table below you can see the description of fields related to incomes.

Column name Description

Date Payment processing date

No. Project No. with reference to the following:
Customer No.; Project No.; Document No.

Price Price for the Customer, data collected from task
details (amount and currency from “Budget of task
for Customer”)

Manager Responsible project manager

Payment method (Bank account, Moneybookers
etc.)

Payment methods are collected from the Payment
methods table under the Board section. The
system creates one column for one payment
method.

Comment

Comment related to a particular payment




I Currency in the “Price” column stands for the task budget in project data. The system allows various
combinations of general task budget and the actual payments by the Customer, possibly in different
currencies. For example, the task budget might be 10,000 RUR, but the manager could receive a few

payments from the Customer in USD.



4.3. Vendor payments report

To view a report containing payments related data, click “Accounting -> Vendor payments” in the main
menu.
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To gather statistics fill the data in the “Search” field. If no data is supplied and the user clicks “Search”,
the system will reveal all payments that are pending.

| Please fill in as much data as possible to minimize affect to system performance.

Every line in the Payment report replicates to one task from the project section. For example, if you have
20 tasks in total for the project section, then you should have 20 lines in the Payment report.

Search parameters are described in the table below.

Field Description
Date from Date range from (project creation data)
Date to Date range to (project creation data)




Task type Task type — equals to available task types in task
details

Payment status Status of payment (closed/pending)

Performer Performer’s name

Contact data Contact data of vendor

The system supplies the user with a table of payments.

Status Performer Price Cost Paid Pending Amount Method Comment

90-003 Awaiting confirmation Kapanus Cepreit 70.00 USD 30.00 USD 0.00 30.00 0.00 ¥

90-003 Awaiting confirmation Kapamu Cepredt 0.00UsD 6.00 USD 0.00 6.00 0.00 B v

In the table below you can see the description of fields related to payments.

Column name Description

No. Project No. with reference to the following:
Customer No.; Project No.; Document No.

Status Project status

Performer Task performer (specified in task data)

Price Price for the Customer

Cost Cost or payment to the vendor

Paid Closed amount of payment

Pending Pending amount of payment

Amount Specify payment amount

Method Specify payment method

Comment Leave a comment about the payment

| Please note that payments can be saved in the “Payments” table only (in previous version of OCLanguage
there was an option of saving payments data in the project details). In “Payments” section a user is not



able to specify currency, it coincides with the currency from the “Cost” column. To save a new payment
to the vendor, the user has to specify payment amount, choose payment method and click “Save”.

Status Performer Price Cost Paid Pending Amount Method Comment

nfirmation Kapamim Ceprars 70.00 USD 30.00 USD 0.00 30.00 20 Bank account v

If a partial payment is made, the system deducts pending amount in “Payments” table, deducts pending
amount in the second table, but leaves a record in the second table under “Outstanding payments”
column.



4.4. Payments to vendors history
To view a report containing payments history data, browse “Accounting -> Payments history”.
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To gather statistics fill the data in the “Search” field. If no data is supplied and the user clicks “Search”,
the system will reveal all payments that are made.

I Please fill in as much data as possible to minimize affect to system performance.

Every line in the Payment report equals to the payments made (it might be full or partial payment of one
task).

Search parameters are described in the table below.

Field Description
Date from Date range from when the payment was made
Date to Date range from when the payment was made




Task type

Type of performed task

Payment status

Specify payment status (closed/pending)

Performer

Performer’s name

Contact data

Contact data of vendor

The system supplies the user with a table of payments history.

In the table below you can see the description of fields related to payment history.

Field Description

No. Project No. with reference to the following:
Customer No.; Project No.; Document No.

Status Project status

Performer Performer’s name and surname

Price Price for the Customer

Cost Total payment amount to the vendor

Paid Total amount that was paid to the vendor

Pending Total amount that has not been paid yet

Amount Payment amount

Method Payment method (all payment methods options
are collected from the Payment method table
under Board section)

Comment Manager’s comment to this payment

The main purpose of this section is to control the outgoing financial flow per particular date or period.

Besides the aforementioned option for searching data, the manager can use two more methods for

gathering the required data:




1. Filter data by sorting data from A to Z and vice versa by clicking on the column name.

Date = MNe

%

%

95-007

95-007

Status

Awaiting confirmation

Awaiting confirmation

Task type

Oral translation

Oral translation

Paid in total Performer Manag;
544 RUR Fast translations Ltd. Jegorov:
8 RUR Kapamurx Cepreid Karlis

er Method Comment
_ MNepesoa onnatk
s Olegs Bank account
4
Bank account
i

2. Review the columns that you want to see in the Payments history table. To add or remove a

particular column from the table, simply click

and select

the columns that you want (or do

not want) to view in the Payments history database. This feature is especially relevant, if there
are big databases with many columns and/or relatively small monitor/tablet/smartphone screen.

| Please note that the system will save these settings for upcoming user sessions.

Date

21.06.2017

21.06.2017

21.06.2017

20.06.2017

Ne
% 95
% 95
% 95
% 95

=}

5

5

&

Task type

Oral translation

Oral translation

Oral translation

Oral translation

Paid in total

9RUR

18 RUR

50 RUR

15.44 RUR

Performer

Stratelli Mia

Kapamun Ceprei

Fast translations Ltd.

Manager ~
Karlis
Karlis
Karlis
Jegorovs Olegs

Hiv
#I Date
1l Ne

Method Comment

Bank account

¥ Task type
¥l Paid in tota

Bank account ¥ Performer
cd Manager
¥l Method

Bank account
¥l Cornment

Mepesog onnarel
Bank account



4.5. Settlements with Customers
To view business statistics data, click “Accounting -> Settlements with Customers” in the main menu.
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To gather statistics fill the data in the “Search” field. If no data is supplied and the user clicks “Search”,
the system will reveal all settlements with the Customer.

I Please fill in as much data as possible to minimize affect to system performance.
Every line in the Settlements report equals to a task (it might be full or partial payment of one task).

Search parameters are described in the table below.

Field Description

Date Order date

Order Project number (consists of project and task
number)

Status Project task status

Customer Customer’s name

Amount

Price Price for the Customer

Paid Amount paid to the Customer

Opened amount Opened amount to the Customer




‘ Total

‘ Specify total amount of payment

The system supplies the user with a table of payments history.

Transactions with Customers

aid

Opened payment Total Method Comment

In the table below you can see the description of fields related to payment history.

Field Description

Order No. Project No. with reference to the following:
Customer No.; Project No.; Document No.

Status Project status

Customer Customer’s name and surname / company name

Amount Project task amount (characters, words, pages,
hours etc.)

Price Price for the Customer

Paid Total amount that was paid to the Customer

Opened payment

Total amount that has not been paid yet

Total

Payment amount

Method Payment method (all payment methods options
are collected from the Payment method table
under Board section)

Comment Manager’s comment to this payment

The main purpose of this section is to save the incoming Customer payments and to control the incoming
financial flow per particular date or period.

Besides the aforementioned option for searching data, the manager can use two more methods for
gathering the required data:



1. Filter data by sorting data from A to Z and vice versa by clicking on the column name.

Export
Hiv
Opened payment
Order Status Customer Amount Price Paid - Total Method Comment

% 65002 | walting SIA OCL 6.00 80.00EUR  0.00 | 80.00 0.00 v
confirmation y

% 65001 | Inprogress SIAOCL 800 L'stf”“ 22,00 | 58.00 0.00 v
- 4

% 95007 | Swartng MTH 8.00 41.00EUR 1000 |31.00 0.00 v

confirmation

2. Review the columns that you want to see in the Payments history table. To add or remove a

particular column from the table, simply click and select the columns that you want (or do
not want) to view in the Payments history database. This feature is especially relevant, if there
are big databases with many columns and/or relatively small monitor/tablet/smartphone screen.

| Please note that the system will save these settings for upcoming user sessions.

Order Customer Amount  Price Paid Opened payment Total Method

[ 8 d

Comment « ¥ Order

Status

d srom
% 95-007 MTH 0.00 0.00 ELR 0.00 .0 0 v Customer
¥ Amount

=1
=1
=
=1

¥ Price

% 95-007 MTK 0.00 0.00 EUR 0.00

=1
=]
=1
=
=]
=1

-«

¥ Paid
¥ Opened payr

- ¥ Total
% 65-001 SIA OCL 0.00 0.00 UsSD 0.00

=1
=]
=1
=
=]
=1

-«

¥ Method

#I Cornment




4.6. Statistics
To view business statistics data, click “Statistics” in the main menu.

OCLanguage 7.0

Projects
Customers
Translators
Designers
Motaries
Documents
Accounting

|ﬂ Statistics

<] Mailing templates

Configuration

To gather statistics set the period start and end dates. The user can leave “start date” empty, but “end
date” field should always be filled.

Search parameters are described in the table below.

Field Description

Date from Date range from (period the user wants to gain
data for)

Date to Date range to (period the user wants to gain data
for)




Statistics

Dare from Eﬁ
Dateto 29.06.2017 ]

I Please fill in as much data as possible to minimize affect to system performance.
Statistics section consists of 10 charts, representing the main KPls of translation agency business.

1. New Customers — the system counts the Customers as new ones, if they are registered in
OClanguage within the specified period in Search window. In brackets the user can see the total
amount of Customers.

New Customers

2. New projects — the system counts order (project) as new, if it was placed in OCLanguage within
the specified period in Search window. In brackets the user can see the total amount of orders.



New projects

04 . . . [ .
0.75
0.5
0.25
0
03.02.2017 25.06.2017 27.06.2017

3. Project type — written/oral.

Project types

Written projects

4

4. Task type — in the table below you can see the description of fields related to project tasks

statistics.
Row name Description
Oral translation Oral translation task amount within specified
period




Written translation

Written translation task amount within specified
period

Translation services

Translator services (selection, literary editing,
validation, layout, proofreading) task amount
within specified period

DTP

DTP task amount within specified period

Notary certification

Notary certification task amount within specified
period

Sworn translator

Task amount assigned to sworn translators (within
specified period)

Other task

Other tasks amount within specified period

Task types

Oral translation

13




5. Languages

Languages

English

Hungarian

Russian

Azerbaijani

Czech

Slovak

Italian
ltalian

Quantity: 1

7.5 10

L=

25

6. Language combinations

In the table below you can see the description of fields related to languages.

Column name Description

Languages All languages the company has done translation
projects for within specified period

Language combinations All language combinations the company has done
translations for within specified period




Language pairs

HUMN-=ENG

ENG-=RUS

AZE-=ENG

ITA-=RLS

SLO-=CZE

AZE-=AZE

=

2 4 ] 2

7. Translation fields — the translation field, specified in translation Document window under field
“Translation type”.

Translation fields statistics




8. Projects per manager — total project quantity, assigned to a specific manager.

Projects per manager

Il

l Inga
> 3

I

9. Projects per branch — total project quantity, assigned to a specific branch.

Projects per branch
Riga
6

(f

I Please note that if no branch is specified in the project, the system will not include the project in the
branches statistics table.



10. Customers per branch — total quantity of the Customers belonging to a particular branch.

Customers per branch

Riga
57

| Please note that the system counts budget of projects with all statuses.

I Please note that, if no manager is specified in the project, the system will not include the project in the
branches statistics table.



5. System documents management

5.1. Invoices
OClanguage represents a tool for autonomic creation of Commercial Invoices (Cl).

After invoice creation, the user can download the created Cl either with pre-built signature and stamp (
) or without them () and send it to the Customer manually or let the system autonomically send the

issued invoice to the Customer (E) (for more information about invoice creation see manuals: “7.7 Ho
to issue invoice for project” and “7.8 How to send invoice to Customer”).

During implementation process, our specialists will add translation agency company data in the template
of invoice. The table below reveals the data that is included in the invoice.

Data Description

Logotype and company details This information is set up during implementation
process

Supplier Translation agency company details

Recipient Customer name, who receives a translated
document

Payer Company or Private person’s name, who pays an
invoice

Commercial invoice No. Commercial Invoice number with reference to
invoice date

Task # Task number

Service type Service type, gathered from task details

Unit of measure Choose unit of measure, either of
symbols/document/words/pages

Amount Specified volume of service

Price Price per unit

Total Total price of the task

Without VAT Total payment amount, to which VAT is not
applicable

Total services quantity Total quantity of tasks, included in the invoice

Amount in words Total payment amount in words

Issued Translation agency representative, who signs the
invoice




Below you can see the sample of invoice.

([EGRAFIT

Zaubes Street 7-2, Riga, Latvia
Tel.: (+371) 22332787
Fax: (+371) 67375087

IARAU SRLE E-mail: info@gralitlv
Due date: 12.08.2017
Vendor: SIA GRAFTT
Registration No: 40003899836
VAT payer code: LV40003995836
Legal address: Stiru 1-84, Riga, LV-1035
address: Zaubes Street 7-2, Riga, LV-1013
A\S SWEDBANK
Account No: LVZ0HABADS51018640120
SWIFT: HABALV22
Payer:
Invoice GR_2069 on 02.08.2017
No. Service Unit Quantity Price Total
1 |Bankas dokuments Pages 39 14 54.60
Total:| 54.60
VAT 21%:| 1147
In total:| 66.07

In total services 1, for amount: 66.07 with VAT
Sixty-six point seven EUR




To manage an invoices list, browse “Documents -> Invoices”.
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Invoices are revealed in the following system sections:
® Projects
The user can filter data in the Invoices database by using 3 methods:

1. Type letters or numbers in “Search” field and click “Enter”

Invoices

Ne  Issuance date Payment date Deadline Client Manager Price Comment Actions

7 21062017 - 28 SIAOCL|  Alexander 94.40 EUR B KL
P

3 21.062017 - 28 Sla OCL sachev Andrey Eduardovitsch 108.56 USD = EG
)

Below you will see a list of parameters (column names) the system searches data for:

e |ssue#



e Customer
e Comment.

I Please note that data filter can be removed by deleting text in “Search” field and clicking “Enter”.

2. Filter data by sorting data from A to Z and vice versa by clicking on the column name.

nvoices

Ne  Issuance date

Payment date

Deadline ~ Client Manager Price Comment

SIAOCL sachev Andrey Eduardovitsch 08.56 USD

SIAOCL Alexander 9440 EUR

MTH Jegorovs Olegs 189.98 EUR

Actions

(]

(]

(]

3. Review the columns that you want to see in the Invoices table. To add or remove a particular

column from the table, simply click

¥~ and select the columns that you want (or do not want)

to view in the Invoices database. This feature is especially relevant, if there are big databases with

many columns and/or relatively small monitor/tablet/smartphone screen.

| Please note that the system will save these settings for upcoming user sessions.

Ne Issuance date

Deadline +

Client Manager Price Comment
SlAOCL sachev Andrey Eduardovitsch 108.56 USD

SlAOCL Alexander 94.40 EUR

MTH Jegorovs Olegs 185.98 EUR

The table below reveals the data of columns from invoices section.

Column name

Description

Ne

Unique number of invoice

Issuance date

Invoice issuance date

Payment date

Invoice payment date

Deadline Project deadline (amount of days)
Client Customer name

Manager Manager name

Price Payment amount




Comment Manager’s comment related to invoice

Actions List of actions related to a particular invoice (the system reacts upon click
on theicon)

Save comment () Comment that one user wants to save

Invoice paid () Mark the invoice as paid by Customer. After clicking the icon, the system

will ask, if the user is sure about marking the invoice as paid; reload the
page; put the date in “Payment date” column and change icon color from
grey to green.

Me  Issuance date Payment date Actions
3 17.05.2017 17.06.2017 Q0=
Invoice cancelled () Mark the invoice as cancelled. After clicking the icon, the system will ask,

if the user is sure about marking the invoice as cancelled; reload the page
and change icon color from grey to red.

MNe Issuance date Actions
4 11.06.2017 Q=
Send invoice over e-mail Click to send invoice to the Customer’s e-mail address.
(H) After clicking the icon, the system will ask, if the user is sure about sending

the e-mail; reload the page and notification will pop up.

View invoice (1'9) Open the invoice in .pdf format
View signed invoice (=) Open the signed invoice in .pdf format

In order to remove a particular invoice, check the box next to the invoice(s) that you want to delete and
click “Delete”.

(D

Invoic

Delete

Nz Issuance date Payment date Deadline Client Manager Price Comment Actions

test
L4 1 23.04.2014 05.11.2016 MTH Jegorows Olegs 140.00 RUR [v] =

In order to export full table of invoices click “Export”.



Invoices

i Search
) Ne  Issuance date Payment date Deadline Client Manager Price Comment Actions
test
o 1 73.04.2014 05.11.2016 MTH Jegorovs Olegs 140,00 RUR 2 ® EE
4

The system will autonomically generate .csv file.

bills_2165810.csv A

bills_2165810.csv - Excel

Insert Page Layout Formulas Data Review [ Q Telln you want to do...

"D g;z:tw ) Calibri TRV W E¢ Wrap Text General - l_:) Q E

Paste . pamer BT U~ === Merge & Center - T+ 9% » | 58 8% F‘ij:ﬂi';fn";[ Format 2= t;?i -
Clipboard ] Font ] Alignment ] Mumber ] Styles

12 & f || test
A B | € | D | E | F | G | H | | J

1 |Ne Manager Client Issuance date Payment date Deadline Price Currency Status Comment

2 |OC_1 Jegorovs Olegs MTH 23.04.2014 05.11.2016 140 RUR Paid |te5t

3 |OC_2 07.07.2014 08.12.2016 0 Paid

4 |0C_3 07.07.2014 26.09.2014 0 Paid

3 |0C1 12.01.2015 22.01.2015 -833 0 Issued

6 |0OC_2 12.01.2015 22.01.2015 -833 0 Issued

7 |0C_3 12.01.2015 22.01.2015 2000 Annulled

8§ |OC_6 27.02.2015 02.05.2015 49600 Paid

g |oc_7 27.02.2015 27.02.2015 1200 Paid




5.2. Purchase orders (PO)
OClanguage represents a tool for autonomic creation of Purchase Order (PO) document.

The user is able to download created PO and send it to the vendor manually or let the system
autonomically send issued POs to the vendor (for more information see “7.14. How to issue PO document
for vendor”).

PO is adjusted to translation agency template. The table below reveals the data that is included in PO.

Data Description

Logotype and company details Set up during implementation process

Task General document No. (to which this task belongs)
from project details

Executor Vendor, to whom this PO is assigned

Date PO issuance date

Price Price for translation service including information
about task amount

Translation Language pair

Deadline Deadline for task

Send e-mail E-mail address of translation agency for receiving
a translated document

Link to document Link in web browser for downloading the
document

Order submitted by Translation agency manager that has issued and
sent the PO to vendor

Order accepted by Vendor name




Below you can see the sample of PO document.

Wilanguage

www kiev-bridge.com.ua
+38 (044) 587-92-16
+38 (044) 2B7-11-63

01033, Vkpauna, r. Kues, yn. Cakcarancgoro 39-E, oduc 3

Task
LLC, Reg. No. 40002154241
Figa, Brivibas B1
Executor: Martin John
Date: 19.07.2017
Price: 80 USD for 4 pages
Notary approval
From language Into language
English Hungarian

Deadline: 2017.07.20 2017-07-18
Send e-mail:

All information that is provided by the company LLC is highly confidential during the process of the translation and after completion of the

project.

Order submitted by: Karlis
Order accepted by: Martin John




To manage a Purchase orders list, browse “Documents -> Purchase orders (PO)”".
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Purchase orders are revealed in the following system sections:

® Projects
User can filter data in PO database by using 3 methods:

1. Type letters or numbers in “Search” field and click “Enter”

Purchase order(PO)

Hiv ENG

Issuance date Document name Language pair Project Executor Order submitted by Actions
22,07.2017 Notary approva ENG{HUN %  90-001 Martin John Jegorovs Olegs ™

Below you will see a list of parameters (column names) the system searches data for:

e |ssuance date
e Document name



e language

e Project#

e Executor (vendor)

e Order submitted by (manager).

| Please note that data filter can be removed by deleting text in “Search” field and clicking “Enter”.
2. Filter data by sorting data from A to Z and vice versa by clicking on the column name.

) haca ~rAarf DO
Purchase order(PO)

Issuance date Document name Language pair Project Executor ~ Order submitted by Actions

22.07.2017 Motary Certification - %  17-001 Wooden Anna Jegorovs Olegs -=-
22.07.2017 Motary approva ENG->HUN % 90-001 Martin John Jegorovs Olegs ——
22.07.2017 Translation_task - % 17-001 Jegorovs Olegs -=-

3. Review the columns that you want to see in the PO table. To add or remove a particular column

from the table, simply click and select the columns that you want (or do not want) to view in
the PO database. This feature is especially relevant, if there are big databases with many columns
and/or relatively small monitor/tablet/smartphone screen.

| Please note that the system will save these settings for upcoming user sessions.

~ P el al s ¢ DY
Purchase order(PO)

Issuance date Document name Language pair Project Executor ~ ¥ lssuance dere
d Document name
22,07.2017 Notary Certification - %  17-001 Wooden Anna ¥ Language pair
¥ Project
22,07.2017 Notary approva ENG-=HUN % 90-001 Martin John ¥ Executor
Order submitted by
22.07.2017 Translation_task - % 17-001 @ Accions
The table below reveals the data of columns from Purchase orders section.
Column name Description
Issuance date Invoice issuance date
Document name Translation document name (saved in project

document data window)
Language pair Language pair names




Project Project number (autonomically assigned by the
system)
Executor Vendor name

Order submitted by

Manager name

Actions

By clicking on flag icon, the system opens a
Purchase order document in .pdf format

In order to remove a particular Purchase order, check the box next to the purchase order(s) that you want

to delete and click “Delete”.

e e =i - D
Purchase order(PQO)

Delete

Issuance date Document name

< 27.042015

Language pair Project Executor Order submitted by Actions

ENG-=RUS 89-001-01 Orcana [anoHeHko Olegs Jegorovs -= -—



5.3. Acts of Acceptance
OClanguage represents a tool for autonomic creation of Act of Acceptance document.

This section includes all acts that have been created in the project window.

To see how to create a new Act of Acceptance document see user manual “7.9. How to issue Act of
acceptance document”.

To see how to send an Act of Acceptance to the Customer, see user manual “7.10. How to send Act to
Customer”.

Act of Acceptance is adjusted to translation agency template. The table below reveals the data that is
included in the Act.

Data Description

Logotype and company details Set up during implementation process

Act of Acceptance General document No. (to which this task belongs)
from project details

Service name Project task name

Unit Unit of measure

Quantity Amount

Price Price per unit

Total Total price

Without VAT Amount on which VAT is not chargeable

Contractor Translation agency data

Customer Customer data

Text in the Act is subject to changes conducted in the program code which are made up upon request by
translation agency.



Below you can see the sample of Act of Acceptance document.

Wwilanguage 38 (0Ad) 5679216

+38 (044) 287-11-63

01033, Ukraine, Kiev, Saksaganskogo Streat 39-B, office 3

Act of Acceptance #12D
Of supplied services (performed tasks)
at 17.06.2017

Private enterprise «Translation agency Eridge» on hehalf of Director, Maxim Lobachevskiy, (hereinafter "Contractor”) from one side and SIA OCL
(hereinafter referred to as "Customer”), represented by . from other side, agree on this
Act, that Contractor supplied Customer with following services (tasks performed):

# Service name Unit Quantity Price Total
1 Translation Hour 4.00 23.00 92.00
Total: 92.00

Without VAT: -
In total: 92.00

Total quantity of services 1, for total price: 92.00 USD without VAT

By signing this Act, both parties confirm that they have fully met their obligations and do not have any claims to each other (including property,
financial or other). The act is made in two copies, one for each party.

CONTRACTOR: CUSTOMER:
Private enterprise "Translation agency Bridge” S1A OCL
(Chamber of Commerce AQ1 #372328 at 15.02.2011.
Company Registration # 37481035,
Bank account: 26001901349162 (OTP Bank), Kiev, MFI 300528
Address: Kiev, 01033, Saksaganskogo Street 39-B, office 5

Lobachevskiy M.
Stamp Stamp




To view the Acts, browse “Documents” -> “Acts” in the main menu.
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The table below reveals the data of columns from Acts database.

Column name

Description

Ne

Act number

Issue date

Issue date of document

Language pair

Language pair (from —into)

Project

Project number (assigned autonomically by
system) and link to it

Total Total amount in the act
Customer Customer name
Sent Sent by courier (<) or e-mail () (if the user clicks

courier icon under Actions, the system
autonomically marks the act as transferred). After
clicking the icon, the system will reload the page,
put date in “Sent” column and change icon color
from grey to green.

Sent Received Actions

17.06.2017 = =




Received

Act is signed (--): either received signed copy (if
the user clicks Act received icon under Actions, the
system autonomically marks the act as received)
or the Customer signed Act in the office. After
clicking the icon, the system will reload the page,
put date in “Received” column and change icon
color from grey to green.

Received Actions

17.06.2017

Actions

List of actions related to a particular invoice (the
system reacts upon click on the icon)

Act sent by courier (- )

Click this option, if the act was sent to the
Customer by courier

Act sent by postal service ()

Click this option to send the act to the Customer’s
address

Signed act is received ()

Click this option to mark the act as received

Ask Customer to sign the act over e-mail (

)

Click this option to make the system send e-mail
to the Customer in order to ask for signing the Act
(the system uses the Customer’s e-mail for system
documents)

View act (5)

Click this option to open the act in .pdf format

Acts are revealed in the following system sections:

® Projects

User can filter data in Acts database by using 3 methods:

4. Type letters or numbers in “Search” field and click “Enter”

# Issue date Language pair Project

] 21.06.2017 HUNEENG % 95007

HUN

Customer Sent Received Actions

20,00 EUR MTI

Below you will see a list of parameters (column names) the system searches data for:

e |ssue date

e language

e Project

e Total value of Act
e Customer.




2

I Please note that data filter can be removed by deleting text in “Search” field and clicking “Enter”.
2. Filter data by sorting data from A to Z and vice versa by clicking on the column name.

Acts

# Issue date Language pair « Project Total Customer Sent Received Actions
4D 21.06.2017 AZE-=ATE % 95007 161.00 EUR MTH
D 21.06.2017 HUMN->ENG % 95-007 120.00 EUR MTH
2D 21.06.2017 TA->RUS % 95007 161.00 EUR MTH
E 21.08.2017 SLO->CZE % 95-007 161.00 EUR MTH

3. Review the columns that you want to see in the Acts table. To add or remove a particular column

from the table, simply click and select the columns that you want (or do not want) to view in
the Acts database. This feature is especially relevant, if there are big databases with many
columns and/or relatively small monitor/tablet/smartphone screen.

| Please note that the system will save these settings for upcoming user sessions.

Acts

-3
# Issue date Language pair Project Total Customer ki
¥ Issue date
D 21.06.2017 HUN-ENG % 95007 120.00 EUR MTH ¥ Language pair
| Project
2D 21.06.2017 TA-=RUS % 95007 161.00 EUR MTH ¥ Total
70
3D 21.06.2017 SLO->CZE % 95007 161.00 EUR MTK
4D 21.06.2017 AZE->AZE % 95007 161.00 EUR MTH

@ Actions

In order to delete a particular Act, check the box next to the act(s) that you want to delete and click Delete.

ACTS

Hi~
# Issue date Language pair Project Total Customer Sent Received Actions
Ci 1B 31.07.2014 ENG->UKR 83-001-01 0.00 UAH Makcum NoGavescoxnii 20102016 21.10.2016 =

In order to export full table of acts click Export.



Acts

E# Issue date

(] 1B 31.07.2014

Language pair

ENG->UKR

Project Total Customer Sent

83-001-01 0.00 UAH Mawcum NoBauescoknii 20102016

The system will autonomically generate a .csv file.

BY act 1493896146.csv ~

Search
[ R4 Seard]

Received Actions

21102016

Insert Page Layout Formulas Data Revi

"D ;;’Z; ) Calibri 1 A == 8

Pa::te ~ Format Painter BT N - @‘T'&T === &
Clipboard a Faont Ta
D2 L |0
A | B | C D

1 |Act number Date Surname, nEIT'IEj'rCDmpEn‘gF name In total
2 |1B 31.07.2014 Mawckm NMobauescbKKMiA -‘JI
3 |2B 01.08.2014 Makcum NobayeBcsHMA 0
4 i 3B 25.09.2014 CeeTnaHa KoHOpaToBa 0
3 |4B 30.10.2014 BbICTpbIA NPOEKT 0
6 |1C 24.02.2015 Makckm MobavescbKMA 0
7 |2C 24.02.2015 Makcum NMobavescbrMA 0
a8 | ac 26.02.2015 KpuoTexraz 000 5,000.00
] | AC 26.02.2015 KpwoTtexras OO0 5,000.00
10 |5C 27.02.2015 SIA OCL 40,000.00
11 |6C 27.02.2015 SIA OCL 10,000.00
12 |7C 08.03.2015 514 OCL 40,000.00
13 |8C 08.03.2015 514 OCL 10,000.00
14_ ac 14.03.2015 KpwoTtexras OO0 6,000.00
15_ 10C 14.03.2015 KpwoTtexrasz OO0 6,000.00

=0

B



5.4. Agreements with Customers
OCLanguage represents a tool for autonomic creation of agreements with Customers. This document
includes information about general agreement templates. You can see the appendices description under
“5.5. Appendices to agreements”.

To open template for translation agency and Customer agreement take the following steps:
1. Create a new Customer (for detailed explanation see manual “6.1. How to create a new Customer”)
2. Open Customer data

Clients

=

T

(R d Seard

B Ne Name, surname / Company name Type Active projects Last project deadline Projects Invoices
) 105 [laHTa Bank Leg. ent. o Projects Invoices
) 96 MeradoH TaTapcTan Leg. ent. 0
O 95 MM legent. O
= 94 Ward James Indiv. 1] Projects Invoices




3. Click “Create new agreement”. The system will reload the Customer’s page and supply the user with
Agreement template.

Requisites Payment method Type Value
Bank account - Cuer - 30101810400000000348
Bank account - SWIFT - COLK RU MM

Cooperation agreement

Confidentality agreement

Confidentiality agreement | B Create new agreement |

4. The system will open an agreement template in new tab. Besides of main content of the agreement, at
the end of it the system has included all supplier and Customer predefined details.

7. IOPSO0OK YPEIYJIHPOBAHHS CIIOPOB
7.1. Bee cops B no Horosopy C MyTeM Neperosopon. B Cydae HeBOIMOKHOCTH
HOCTEAEHHS COTMACHS CTIOP NEPelaeTCd Ka PaccMOTPeRNe APGHTPAKHOIO CyIa N0 MECTY HAXOKISHEA OTBETHIE.

8. IPOYME YCIIOBHH
8.1. HacTosmuit [Joroeop QeiiCTEETeNeH B TedeHHe | (0IHOM0) FoJa ¢ MOMEHTA €ro 3aKmodeHHs. ECTH 10 HCTeYeHHS CPOKa Ne# CTERA

HACcTosmero [lorosopa KK OfHa K3 CTOPOH HE JAFBAT 0 €10 Torosop TpONOHT Ha TeX XK@ YCIOBHAY Ha TOT
e CPOE. KOIHS o lorosopa OpE HATHIHR TIONTHCH H Ne9aTH 0RO K3 CTOPOH.
8.2. Morosop MoXeT GHTE PACTOPrHYT KIH H3MEHEH N0 BIAHMHOMY COrTacHio Cropos. Cornamenie 0 PacTOPASHER ENE H3IMEHeHHH
HacTosmero Jlorosopa HEM cor
8.3. B caysae wm nocTH 20 Horosopy,
Cropona VBeoMIeHES O fil Moropopa He noagHee, 9eM 3a 15
(naTHAIUATE) IEe# 10 HATH

9. OPHIHYECKHE ATPECA H BAHKOBCKHE PEKBH3HUThI CTOPOH

HcnonuaTens:

000 «ABTI nentp»,

HHH 7806430499, KIIIT 780601001

p/c 40702810501007800626 & punuane «INetposcknii» OAOQ Bauk «OTKPHTHE=,
r. Camgr- [erepGypr, k/c 30101810400000000766, EHK 044030766

JaKaIuHK:

OCL Ltd.
0p.anpec: Riga, Dzelzavas 62/47, LV-1082
daxr.anpec: Riga, Dzelzavas 62/47, LV-1082
HHH/KII:
: LVHABA' 12347892348, Bank account

10. IMOONHCH CTOPOH
Henonmuure s 3aKa UMK
Tenepamsusii gupextop
000 «ABII qentp»

! wid ATL I /

| Please note that main content is a subject to changes according to translation agency’s agreement
template. This is processed during OCLanguage implementation stage.



5.5. Appendix to agreement
OCLanguage represents a tool for autonomic creation of appendices to general cooperation agreement
with the Customer. This document includes information about particular project that the translation
agency has supplied its services for. You can see the description of appendices creation in user manual

“7.6. How to issue appendix to agreement”.

| Please note that Appendices are created for written translation projects only.

Appendices of agreement are not stored in separate section in the system.

Appendix is adjusted to translation agency template. The table below reveals the data that is included in

appendix.
Data Description
Order No. Order Number is based on combination of unique
Customer and Project number from this Customer
Customer Customer name

Contact person

Contact person at Customer’s side

Customer manager

Responsible manager of this Customer

Coordinator of the order

Responsible manager of the order

Task deadline

Deadline for the Customer

Task type

For written translation the system has 5
predefined task types:
e Translation (including sworn translator)
e Translator services (selection, literary
editing, validation, layout, proofreading)
e DTP
e Notary certification
e Other task.

Language pair

Order language pair

Amount

Amount of task

Total price for Customer

Total price for written translation

Discounts and surcharges

All discounts and surcharges for written

translation project

Preliminary price for whole project

Specified preliminary project price (on the 1st
stage of project management, when the user
saves general data)

Amount in words

Amount in words (the system will provide data
autonomically)

The total price of order is counted, based on Acts
of Acceptance

This text is adjusted to translation agency needs




6. Customers

6.1. How to create a new Customer
In order to create a new Customer follow the below steps:

1. Browse “Customers” table

OCLanguage 7.0

Projects

BB Customers
7= Translators
i‘ De 5|_;| Ners

J_“ Motaries

2. Click “Add Customer”

Clients

3. Register either a legal entity or an individual

New client

MNew client

Type Legal entity -

Individual




4. Fill in the fields and click “Save”.

Manager

Comment MNew Customer from Vienna

Ponomarenko llya Vladimirovitsch

-

I The system will accept the registration of the new Customer only if all obligatory boxes are

filled.

Fill in the following fields in order to register a legal entity:

Field

Description

No.

The system automatically generates a new
Customer number (first available number in
Customer stack)

Company name

Legal name of the company

Registration No.

Company Registration No.

VAT

Company VAT No.

Country

Country, where the company is
registered/based

Actual address

Actual address of the company

Legal address

Legal address of the company

ZIP

Postal code

Contact info

Contact data of the Customer

Let’s stress “E-mail for invoices” field — e-mail
address the system will send all invoices to.

Click “Add” to add more contact data.

Contact persons

Contact persons at Customer’s side

Click “Add” to add more contact persons.

Requisites

Company requisites




Cooperation agreement

Mark if a cooperation agreement between
the translation agency and it’s Customer is
signed

Confidentiality agreement

Mark if a confidentiality agreement between
the translation agency and it’s Customer is
signed

Invoice due dates

Allowance for credited payment

Discounts Discount amount for projects (%)

Branch Branch where the Customer is served

Manager Responsible manager of this Customer
Click “Add” to add one more account
manager

Comment Field for making notes about the Customer

Fill in following fields in order to register an individual:

Field Description

No. The system automatically generates a new
Customer number (first available number in
Customer stack)

Name Person’s name

Surname Person’s surname

Gender Person’s gender

Personal code

Individual tax payer number

Date of birth

Person’s birthday

Personal data

Person’s passport number

Country

Customer’s residence country

Actual address

Actual address of the person

ZIP

Postal code

Contact info

Contact data of the Customer

Let’s stress “E-mail for invoices” field — e-mail
address the system will send all invoices to.

Click “Add” to add more contact data.

Contact persons

Contact persons at Customer’s side

Click “Add” to add more contact persons.




Requisites

Individual’s requisites

Cooperation agreement

Mark if a cooperation agreement between
the translation agency and it’s Customer is
signed

Confidentiality agreement

Mark if a confidentiality agreement between
the translation agency and it’s Customer is
signed

Invoice due dates

Allowance for credited payment

Discounts Discount amount for projects (%)

Branch Translation agency’s branch, where this
Customer places orders

Manager Responsible manager of this Customer

Click “Add” to add one more account
manager

Notes

Field for notes on the Customer




steps:

6.2. How to edit or delete Customer’s data
In order to open the Customers table click “Customers” in the navigation pane and take the following

1. Inthe table the user can see all Customers. Click the one you would like to edit or delete (click on
the text).

Clients

= Nz

(] 105

(W] 96

o 95

O fea

Name, surname / Company name

JNanTa Gank

Meradon Tatapcran

MTH

Ward James

Type

Leg. ent.

Leg. ent.

Leg. ent.

Indiv.

Active projects

0

Last project deadline

Projects Invoices
procs Il e
==
propcs I e

2. The system will open “Main information” window, where the user can see some of the main data

about the Customer. Edit the information in fields and click “Save”.

Manager m

Comment

Edited contact information

DEIEtE



If you would like to remove the Customer’s record, click “Delete”.

Manager m

Comment Edited contact information

m

| Please remember that Customer’s deletion will not incur project related data deletion. It means that
any projects that were created under this Customer before the deletion will be stored in the system.



6.3. Customers table
In order to open the Customers table click “Customers” in the navigation pane.

OCLanguage 7.0

Projects

7= Translators

User can sort Customers data using three methods:

e Filtering data by column
e Quick Search
e Sorting needed columns.

User can filter the table while clicking the column names. The system will automatically sort the records
according to the filter specified.

Clients

Ne ~ Name, surname / Company name Type Active projects Last project deadline Projects Invoices
105 NarTa Gank Leg. ent. 0
96 MerapoH Tatapcran Leg. ent. 0

In order to use Quick search option just type in the symbols, words or numbers, click Enter and the
system will supply the user with appropriate records. The system will search according to the Customer
name only.



Clients
=i~ ward
Ne MName, surname / Company name Type Active projects Last project deadline Projects Invoices
Indiv. o

94 Ward James

I Please note that Quick search is relevant only for searching data from the Customers’ page currently
opened. For example, if the user has opened the 1t page of the table and tries to search for data stored

in the 5™ page, the system will NOT bring up any data.

Review the columns that you want to see in the Translation domains table. To add or remove a particular
column from the table, simply click *~ and select the columns that you want (or do not want) to view in
the Domains database. This feature is especially relevant, if there are big databases with many columns
and/or relatively small monitor/tablet/smartphone screen.

| Please note that the system will save these settings for upcoming user sessions.

Clients

B~ Sl 0C

¥ Ne
Ne Name, surname / Company name Type Last project deadline Projects =
#| Name, surname / Company

65 SlAOCL

Click “Export” to export data to Microsoft Excel.

Clients
mH ward
Ne Name, surname / Company name Type Active projects Last project deadline Projects Invoices
Indiv. o

94 Ward James

Upon request the system will serve the user with an .xIs file that consists of the following data.

Excel Column name Description
Number Customer unique ID




Branch Translation agency’s branch name, i. e. the office,
which handles orders from a particular Customer

Type Customer type (choose between Individual and
Legal entity)

Surname, name / company hame Customer initials

Registration date Date, when the Customer account was created

Last project submission date Date, when the last project was submitted to the
Customer

Mobile phone Customer’s mobile phone number

Phone Customer’s phone number

E-mail Customer’s e-mail address

Country Country of residence

Address Customer’s address

clients_6867066 - Excel

Inset  Pagelayout  Formulas  Data Q Tell me what you want to do...
o . o= == e -

D % Cut Calibri S A A == & P Wrap Text General - -- =2 ot EEIEE' EE)( El 2 AutoSum %‘Y
Past: ® Copy ~ &y . ] Conditi | F ‘;t C‘)\I Insert  Delete Fe it FiH' Sort ¢
aste B I U- - A EEE=E =3 Merge & Center = =~ 04 3 %3 g2  Conditional Formatas Cel nsert Delete Forma U
- ¥ Format Painter L g ** | Formatting~ Table~ Stylesw | ~ - - ¢ Clear~ Filter

Clipboard = Font ] Alignment ] Number ] Styles Cells Editing
K2 = fe Albert Cuypstraat 75, 1072 CN Amsterdam

A B c D E F G H | J K
1 |Number Branch Type Surname, name /Companyname Registration date Last project submission date Mobile phone Phone E-mail Country Address
2 | 94 Riga  Indiv. Ward James 20.08.2015 NLD |Alber‘t Cuypstraat 75, 1072 CN Amsterdam |

The Customers table is very flexible in terms of tailoring the selected data according to translation
agency needs. Any column can be removed or edited up to translation agency request to developers of
OCLanguage.

The Customers table consists of the following columns.

Column Description

name

No. Customer number in stack, issued by the system

Name, Customer initials

surname /

company

name

Type Customer type — Individual or Legal entity

Active Quantity of active projects. A project is considered as active, if the project status is “In
projects progress” (Proejct overview window).

Last The system shows a deadline of last project for result file submission to the Customer
project

deadline

Projects Link to Customer’s projects

Invoices Link to Customer’s invoices




7. Project management

7.1. How to add a new written translation project
To create a new written translation, go through the following steps:

1. Under the main menu click “Projects”.

OCLanguage 7.0

Projects

2. Click “Add project”.

Projects

2. Choose “Written” project type and fill other fields.

Projects
Status Awaiting confirmation
Project name Alpha project
Type Written
Field Description
Project # Unique project number in projects database
Status Project can be in one of the below stated

statuses:
e Awaiting confirmation




In progress
Issued invoice
Paid
Cancelled

e Delivered

e Evaluating

e Finished

e Achieved.
I All project statuses are set up manually. None of
them are changed automatically. Which means
the user should maintain a correct project status
by himself.

Project name

Specify project name

Type

Oral/written translation project

Deadline

General deadline of project submission to the
Customer

Order confirmed by Customer

Check the box, if the Customer has confirmed his
order of particular project

Meets Customer requirements

Check the box to approve the statement above.
Relevant, if the Customer sets up specific
requirements that have to be met

Call, when order is ready

Check the box, if a call is needed upon submission
of the final version of document

Customer

Specify the Customer’s name

Manager

Specify translation agency’s manager name

Notes, requests

Any specific notes or requests from the
Customer’s side like the ones below:
e Columns

e Print
e Apostille
e High quality

e Track changes.

Submission method

Specify which submission method is expected
from the Customer’s side:

e E-mail
e Fax

e In office
e Courier
e CD/DVD
e By post

e Inthe notary’s office.

Budget

Estimated total project budget

Advance payment

The amount of advance payment to be made
before the order execution

Discount (%)

The amount of discount in percentage




I Please note that OCLanguage permits to set a
discount and assign it to the Customer,
Customer’s project and task, belonging to the
project. See more information in document
“7.11. Discount management”

Payment method

Specify the payment method. Check the box, if
any of payment methods are relevant to the

project:
e (Cash
e Receipt
e Invoice

e Free of charge.

Documents left in office

The amount and notes about translation related
documents (originals, translated copies, notary-
approved copies etc)

Comment

Make notes of the project

3. Click “Save” to finish the creation of a new written translation project.

Camment

-
—

Mew Customer from

LA

Once the user has saved the project, the system automatically opens a general management window
with options of adding new tasks for translation, issuing invoices, acts and POs.




7.2. Management of existing project
To open the project data click “Projects” in the main menu.

OCLanguage 7.0

Projects
Customers

Translators

Motaries

Documents

To study scrutinized description of project table browse for user manual “7.18. Project table”.

To open a management window of particular project, click the particular record.

Projects
Hir
Project Project name Deadline for Customer Internal deadline Type Status Customer Manager
| 00-002 Proj_12 04.07.2017 Written Awaiting confirma.. Smith John Karlis |
65-001 Proj_11 Oral In progress SIAOCL Isachev Andrey Eduardovitsch

General project management window supplies the user with options of adding new tasks for translation,
issuing invoices, acts, POs and appendices.



Project # 00-002

To see how to issue the Act of Acceptance document for Customers, browse documentation “7.9. How to
issue Act of acceptance document”.

To see how to issue an Appendix to Agreement, browse user manual “7.6. How to issue appendix to
agreement”. This document is generated automatically and is supposed to be used for documenting the
legal terms of project.

To see how to issue a PO (Purchase order) document, browse user manual “7.14. How to issue PO
document for vendor”. PO document stands for purchase of services order from vendor.

To see how to issue an invoice to the Customer, browse user manual “7.7. How to issue invoice for
project”.

To see how to issue an agreement of cooperation between the Translation agency and the Customer,
browse user manual “5.4. Agreements with Customers”.



7.3. How to add task
Take the following steps in order to add a task:

1. Open the project data and click “Projects” in the main menu.

OCLanguage 7.0

Projects

2. Click a particular project.

Projects

[==]

Project Project name Deadline for Customer Internal deadline Type Status

Customer  Manager

90-001 Alpha project 26.07.2017 Written Awaiting confirma... Smith John Karlis

3. Click tab “Tasks” to open Task window.

Alpha project

ojects + Project review

Project Tasks o Purchase orders (PO) a Acts of Acceptances o

4. Click “Add task”.




5. Fill in the task data.

Document task has the following data that the user has to provide.

Field Description

Task name Specify task name.
I Please note that the task name is revealed in
invoices for Customers and PO documents for
vendors.

Task type Specify task type:

e Translation

e Translator service (selection, literary
editing, validation, layout,
proofreading) — if translator service is
selected, then the system allows to
choose original language only

e DTP

e Notary certification

e Sworn translator

e Other task.

I Please note that according to the task type
specified the system automatically supplies
the user with available vendors. See more

information in user manual “7.4. Task type”.

From language

Specify from which language the translation
will be performed

Into language

Specify into which language the translation
will be performed

Translation type

Specify translation type — choose either from
options:

e Technical
o Legal

e Economics
e Medicine




e (Customs

e Science
e Personal.
Vendor List of vendors, which are able to handle the
above specified task
I'In case of translators the system will bring
up only those vendors, whose availability
status is positive.
Urgency Specify if the task is urgent or not (choose

between 2 options: regular or urgent).

Deadline for Customer

Specify deadline of task for the Customer

Deadline for vendor

Specify deadline of task for the vendor

I Please note that the user is able to set up 2
deadlines: for project and task. If the user has
set up a deadline for the whole project, then
it always reminds about general deadline,
when the user is about to create a new task
or document.

Amount for Customer

Specify amount of task for the Customer
(units of measure — characters, words, pages,
documents)

Use this amount in invoice

Check this box, if you plan to show the total
amount (for example, 4 pages for price
5$/page with total amount of 20$) in the
invoice for the Customer

Amount for vendor

Specify amount of task for the vendor (units
of measure — characters, words, pages,
documents)

Budget of task per Customer — price

Click to select price list (price list creation and
management is described in user manual
“7.5. How to add new pricelist”)

Price

If the user has chosen a price list, the system
will autonomically reveal the total price for
the Customer (multiplication of Total amount
and price for unit of measure).

Project budget

Total budget of project

No discount available for this item

Check the box, if you don’t want to grant
discount for a particular task.

Payment to vendor — price

The system autonomically reveals the price
for vendor service per unit of measure.




Price

System autonomically calculates the total
amount for vendor (multiplication of Total
amount and price for vendor service per unit
of measure). The user is always able to revise
the honorarium amount.

Full amount paid to vendor

Check the box, if the translation agency has
processed full amount of honorarium (this
parameter is maintained manually).

Translator’s approval

Check the box, if a translator approved, that
he would handle a particular task.

Working materials

Upload working materials that are used to
prepare the required task.

Drag and drop files to upload them into
OClLanguage. Alternative option is to click on
the field and find a needed file via local
computer directories.

Documents for Customer

Upload a result file that is submitted to the
Customer.

Drag and drop files to upload them into
OCLanguage. Alternative option is to click on
the field and find a needed file via local
computer directories.

Technical requirements

Specify technical requirements related to the
task.

Information for vendor

Specify information for the vendor related to
the task.

I Please note that this field is for translation
agency'’s internal use only. The information is
NOT included in Purchase Order (PO)
document.

Comment

Provide additional comments, if needed.

Work evaluation

Provide a mark to the vendor from -2 to +2 to
evaluate quality of the performed task.

Include task in invoice and act

Check the box, if you want to include this task
in the invoice and Act of acceptance. Once
these changes are saved, the system will
automatically include it into the invoice. Every
task equals to a line in the invoice.

Completed

Check the box, if the task was fully
completed.




6. Click “Save”.

Work evaluation (+2) - Excellent -

Include task in invoice and act

Completed | |

Add task



7.4. Task type

Based on task type the system supplies the user with relevant task executors or vendors.

Task name Notary approva

Translation
From language
Translator services
In olase DTR
to language
Notary certification
Translation type Sworn translator
QOther task
Vendor

Below you will find the description of every task type:

1. Translation — the system automatically brings up all translators, which comply with the following

requirements:

Language pair stipulated in relevant Document data is the same as the particular
translator is able to provide. In other words, if the translator is able to do written
translation from English into German and the particular project is about translating a
written document from English into German, then the system will automatically include
this vendor as sufficient for handling the task.

Translator is available for doing translation. The availability of a translator is managed in
translators’ section — in translator’s account card manager checks the availability box, if
the translator is able to handle translation projects.

2. Translator service — the system automatically supplies the manager with available vendors list, which
comply with the following requirements:

Language pair stipulated in relevant Document data is the same as the particular
proofreader is able to provide. In other words, if the proofreader is able to do
proofreading of a translation from English into German and the particular project is about
translating a written document from English into German, then the system will
automatically include this vendor as sufficient for handling the task.

Translator is available for doing this task (either of selection, literary editing, validation,
layout, proofreading). The availability of a proofreader is managed in translators’ section
— in translator’s account card the manager checks the availability box, if the proofreader
is able to handle translation projects.



I Please note that the information about translator service providers is stored in the same section of
translators.

Languages Type From language Inte language Language proficiency
Written - erman - Russian - Highest level (C2) -
Price (Regular/Urgent) 2.00 4.00 usD -
Written - English - Russian - Highest level (C2 -
Price (Regular/Urgent) 2.50 4.50 usD -
Written v Latvian v Russian hd Highest level {C2 -
Price (Regular/Urgent) 2.40 4.00 UsD -
Written v French v Russian v Highest level (C2 v
Price (Regular/Urgent) 3.00 5.00 usD -
Other service Language Type of service Price (Regular/Urgent)
English - Procfreading - 2.00 3.50 usD -
Latvian - Proofreading - 2.50 4.00 usD -
German v Layout - 3.00 4.00 Usb -

3. DTP — the system automatically supplies the manager with a list of designers. System will include all
designers, whose status is “Available”. Similarly as with translators and proofreaders, designers’
availability status is maintained in Designers subsection (under Resources section).

4. Notary certification — the system automatically supplies the manager with a list of notaries. Since the
notary account card consists of relatively small amount of data, there is no filter of selecting the notaries
for notary certification. In other words, the system will bring up all notaries to handle notary certification
task, no matter what language pair is set up.

5. Sworn translator — for this task type the system automatically brings up all translation agency manager
accounts.

6. Other task — for this task type the system automatically brings up all translation agency manager
accounts.

I If the translation agency lacks task type, it can be added upon request in a form of raising a system
functionality development task to OCLanguage Support team.



7.5. How to add new pricelist
Pricelist section is created for conducting full automation of initial pricing quote release. The translation
agency manager is able to add as many pricelists, as it needs. Pricelists can be assigned to language pair
and/or the Customer. In fact, one Customer could be having several pricelists for the same language pair.

| Please note that a pricelist will pop up in project task only if the pricelist currency and project currency
are the same.

In this section we will look at two types of pricelists:

1) Pricelists for oral and written translation, DTP and Notary approval
2) Pricelist for translator services (literary editing, validation, layout, proofreading).

For both aforementioned task groups the system has corresponding predefined honorarium rates for the
vendor.

Languages Type From language Inte language Language proficiency
Written - German - Russian - Highest level (C2 -
Price (Regular/Urgent) 2.00 4.00 usD -
Written - English - Russian - Highest level (C2 -
Price (Regular/Urgent) 2.50 4.50 usD v
Written - Latvian - Russian - Highest level (C2 -
Price (Regular/Urgent) 2.40 4.00 usD v
Written - French - Russian - Highest level (C2 -
Price (Regular/Urgent) 3.00 5.00 usD v
Orther service Language Type of service Price (Regular/Urgent)
English hd Proofreading v 2.00 3.00 usD v
Latvian - Proocfreading - 2.50 4.00 usD -
German v Layout v 3.00 4.00 usD v

7.5.1. Oral and written translation, DTP, Notary approval

To add a new pricelist, follow the below steps:

1. In the navigation pane, click “Configuration -> Pricelists”.
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Projects

Customers

Translators

Designers

MNotaries

Documents

Accounting

Management

Mailing templates

Configuration

Pricelists

2. Click “Add pricelist”. The system will open a new pricelist window.

Pricelists

3. Fill in the pricelist related fields, which are described in the table below.

Field Description

Type Choose either of available task types:




Written translation
Oral translation
DTP

Notary certification
e Sworn translator

e Other task.

Urgency

Choose either of two options:

e Regular
e Urgent.

I Please note that the urgency status is directly
connected with the urgency status in task data.

From language

Choose the Ilanguage from which the
translation will be processed

Into language

Choose the language into which the translation
will be processed

Unit of measure

Choose either of options:

e Characters

e Words
e Pages
e Documents
e Hours.
Price Specify price per unit.
Currency Choose currency.
Customer In order to choose the Customer type in any of

the following details related to him:

e Customer name/surname
e Company name
e Contact details.

Customer field is interactive, so after typing in
the first letters or numbers the system will
automatically bring up a relevant Customers’
list.

Short description

Provide a short name or description of this
pricelist. When the manager creates a new task
in case of more than 1 pricelist that fits the
translation data, the manager will be able to
separate pricelists by using its names.

Status

Check the box, if you want this pricelist to be
applied.




4. Click “Add” to save the pricelist.

Correction

7.5.2. Translator service

To add a new pricelist for any of four translator services (literary editing, validation, layout and
proofreading), follow the below steps:

1. In the navigation pane, click “Configuration -> Pricelists”.
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Projects

Customers

Translators

Designers

MNotaries

Documents

Accounting

Management

Mailing templates

Configuration

Pricelists

2. Click “Add pricelist”. The system will open a new pricelist window.

Pricelists

3. Fill in the pricelist related fields, which are described in the table below.

Field Description

Type Choose either of available task types:




Written translation
Oral translation
DTP

Notary certification
e Sworn translator

e Other task.

Type of service

Choose either of translator services types:

e Selection

e Lliterary editing
e Validation

e layout

e Proofreading.

I Please note that for translation services the
user specifies “From language”, but not “Into
language” parameter.

Urgency

Choose either of two options:

e Regular
e Urgent.

I Please note that the urgency status is directly
connected with the urgency status in task data.

From language

Choose the language from which the
translation will be processed.

Into language

Choose the language into which the translation
will be processed

Unit of measure

Choose either of options:

e Characters

e Words
e Pages
e Documents
e Hours.
Price Specify price per unit.
Currency Choose currency.
Customer In order to choose the Customer type in any of

the following details related to him:

e Customer name/surname
e Company name
e Contact details.

Customer field is interactive, so after typing in
the first letters or numbers the system will




automatically bring up a relevant Customers’
list.

Short description

Provide a short name or description of this
pricelist. When the manager creates a new task
in case of more than 1 pricelist that fits the
translation data, the manager will be able to
separate pricelists by using its names.

Status

Check the box, if you want this pricelist to be
applied.

4. Click “Add” to save the pricelist.

User can filter data in the Pricelists database by using 3 methods:

1. Type letters or numbers in “Search” field and click “Enter”.

Pricelists

Type Urgency

From language

Into language

L Sla0CL

Unit of measure Price Currency Customer Status

usD SIA0CL

hours 5.00 UAH SIA0CL

acters 0.05 usD SIA0CL

hours 2.00 usD SIA0CL

Below you will see a list of parameters (column names) the system searches data for:

e Price

e Currency
e Customer
e language.

| Please note that data filter can be removed by deleting text in “Search” field and clicking “Enter”.

2. Filter data by sorting data from A to Z and vice versa by clicking on the column name.

Pricelists
Type Urgency
itten translatio: u
itten translatio: u
itten translatio: u

From language

Into language

nit of measure - urrency ustomer tatus
Unit of Price c Cust 5
aracters usp SlAOCL
aracters uso 000 «MBLL KoHcanTumr:

usp SlAOCL




3. Review the columns that you want to see in the Pricelists table. To add or remove particular
column from the table, simply click *~ and select the columns that you want (or do not want)
to view in the pricelists database. This feature is especially relevant, if there are big databases

with many columns and/or relatively small monitor/tablet/smartphone screen.
| Please note that the system will save these settings for upcoming user sessions.

Pricelists

ype rgenc rom language nto language nit of measure rice
Ty U From languag| Into lang Unit of P
Written translation regula English Russian words

Qral translation regula Ukrainian English nours

2400

See below the Pricelists table content description:

Parameter Description

Type Translation task type:

e  Written translation
e Oral translation

e Translator service
e DTP

e Notary certification
e Sworn translator

e Other task.

Urgency Translation task urgency:
e Regular
e Urgent.

I Please note that the urgency status is directly
connected with the urgency status in task

data.

From language Language from which the translation will be
processed.

Into language Language into which the translation will be
processed.

Unit of measure Measurement options:

e Characters
e Words




e Pages
e Documents
e Hours.
Price Price per unit.
Currency Currency in which the pricelist is set up.
Customer Customer that the pricelist is assigned to.
Status Choose either between both pricelist statuses:
e Active
e Inactive.

When a new task is added for parameters (language pair, urgency and general status) that the system has
pricelists for, right after filling the task type and urgency data the manager will see available pricelists in
“Budget for task” field. For particular task budgeting purpose the user should choose one of the available
pricelists.

Translation

Task name Translation
Date 20.06.2017
Time 10:00:00
From language Italian
Into language English
WVendor Stratelli Mia
Urgency regular
Translation type Other
Hours 4.00
Budget of task for Customer Price Select price list

Select price list

Price

Project budget



7.6. How to issue appendix to agreement
OCLanguage represents a tool for autonomic creation of appendices to general cooperation agreement
with the Customer. This document includes information about particular project that the translation

agency has supplied its services for.
To create a new appendix to the corporate agreement go through the following steps:

1. Under the main menu click “Projects”.

OCLanguage 7.0

2. Click particular project.

Projects
HBiv
Project  Project name Deadline for Customer Internal deadline Type Status Customer Manager
90-001 Alpha project 26.07.2017 Written Awaiting confirma... Smith John  Karlis

3. The system will open the project details.

Alpha project

s © Project review

Q
a
Q
=1
o
in
a
i

Project Tasks o

Project # 90-001
Status Awaiting confirmation

Project name Alpha project

4. Click “Issue agreement”.



The system will generate a document in .pdf form and open it in a new tab.

Appendix creature module is used on case-by-case basis, thereby similarly to agreements, appendices are
not stored in a separate system section.

Detailed information about the structure of the above described document can be found in user manual
“5.5. Appendix to agreement”.



7.7. How to issue invoice for project
The system allows the user to create many tasks for the translation project. However, in the background
it is still possible to issue various types of invoices. The system allows issuing one or several invoices for
one project. Everything is tailored to the Customer’s needs.

The manager should take the following steps to issue an invoice for the project:

1. Under the main menu click “Projects”.
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& Designers

Motaries

2. Click the project you want issue an invoice for.

Projects
miv
Project Project name Deadline for Customer Internal deadline Type Status Customer Manager
90-001 Alpha project 26.07.2017 Written Awaiting confirma... Smith John Karlis

3. The system will open a general window of project management. Mark all needed tasks to be included
in the invoice. If the user wants to issue the invoice for the whole project, then it simply needs to include
all tasks in the invoice. To include a task in the invoice, go through the following steps:

3.1. Click “Tasks” sheet.

Alpha project

Project review

3.2.Click check box icon ~ to open task data.



Alpha project

visin » Projects o Project review

Project Tasks o Purchase orders (PO) e Acts of Acceptances o Invoices o

Notary approval ®

3.3.Check box “Include task in invoice and act”.

Include task in invoice and act

3.4.Click “Save”. The system will reload a project data window.

Include task in invoice and act

Completed

Add task
e [ | e | o

After the user has marked all tasks, that he wants to include in the invoice, click “Issue invoice” in the
general project management window.

| Please note that “Issue invoice” option is available in all project management sheets (Project, Task, Acts
of Acceptances, Invoices).

Alpha project
Main > Projects » Project review

Project Tasks o Purchase orders (PO) o Acts of Acceptances o Invoices o

# Issuance date Payment deadline In total

o Lo e | oo



5. The system will supply the manager with pre-invoice window. Review all data in pre-invoice window
and make corrections, if needed. See below the description of pre-invoice window fields.

Field Description

Name Invoice name

Number Unique invoice number — this parameter is adjusted to
the translation agency’s internal standards

Invoice date The system automatically supplies the user with actual

date, however, the user is able to change this date

Order deadline

Deadline for project submission to the Customer

Payment due date

The system automatically counts payment due date
based on the formula: Invoice date plus credit days for
the Customer

Contact person

Contact person of the Customer

Payor

Customer’s name, surname (Individual) or Company
name (Legal entity)

Personal code

Individual’s personal code

Registration No.

Legal entity’s registration number

Address

Individual’s address

Legal address

Company’s legal address

Actual address

Company’s actual address

Job name

Job name coincides with the task name. If the user wants
to change the job name, it can be done in details window
of the particular task.

No discount available

The system will say “Yes”, if a particular task does not
receive discount.

System will say “No”, if a particular task receives
discount.

Unit Unit of measurement
Amount Unit amount
Price Price per 1 unit

Total, currency

Total price of every task

Total

Total price of all tasks

Discount applicable

Total amount, from which discount will be calculated

Discount

Discount amount. The user is able to set the discount
either in percentage or in amount.




“(Customer discount)” — this hint reveals general
discount amount for the particular Customer.

Number in field right to “Discount” box reveals
predefined discount for this project (the user defines it
in project details):

0
[

(Customer discount: 4%) | Discount |% r 2,

Total with discount

Total amount with discount

VAT VAT rate — choose from available rates. Additional rates
are set up upon request to OCLanguage support team
Total Total amount for payment

Invoice signed by

Choose a representative of translation agency, who will
be signing the invoice.

I Please note that the system will include translation
agency manager in this list only if it has the authority of
signing invoices (user rights can be edited in “Users”
section).




7. To finish the creation of invoice click “Save new invoice”.

Invaice signed by lsachev Andrey Eduardovitsch (CEQ) v

Save Cancel

8. The system will lead the user to general project management window. If the invoice was saved, the
system would reveal the text message “Added successfully!”.

. Added successfully! 0

Alpha project

Main > Projects > Project review

Project Tasks o Purchase orders (PQ) e Acts of Acceptances o Invoices o

Project # 90-001

To view the invoice, take either of following 2 steps:

1. In particular project click “Invoices”.

Alpha project

Main » Projects * Project review

Project Tasks o Purchase arders (PO) 9 Acts of Acceptances ° Invoices o




2. Open “Invoices” database (in the main menu click “Documents” -> “Invoices”).

OCLanguage 7.0

Projects

Customers

Translators

Designers

MNotaries

Documents

Imvoices




7.8. How to send invoice to Customer
7.8.1. Send from project management window

In order to send an invoice from the project management window take the following steps:

1. Open “Projects” database.

2. Click a particular project.

OCLanguage 7.0

Projects
i~
Project Project name Deadline for Customer Internal deadline Type Status Customer Manager
90-001 Alpha project 26.07.2017 Writen  Awaiting confirma... Smith John  Karlis

3. Click “Invoices” tab.

Alpha project

3 Projects » Project review

Project Tasks 9 Purchase o
4. Click (
invoices.

7.8.2. Send from “Invoice” database view

|Invaices 9

) to send a particular invoice to the Customer’s specified address for receiving




In order to send an invoice from “Invoice” database view, take the following steps:

1. Browse “Documents -> Invoices”.

OCLanguage 7.0

Pr l:lj

Customers

Translators

2. Click (2%) to send an invoice to the particular Customer’s e-mail address.

Invoices

Ne Issuance date Paymentdate Deadline Client Manager Price Comment Actions

‘Send invoice over e-mail
aid
4 11.062017 23.06.2017 MTH Jegorovs Olegs 0.00 EUR P o e EB
P



7.9. How to issue Act of acceptance document
OClanguage represents a tool for autonomic creation of Act of Acceptance document.

7.9.1. How to create an act

| Please note that acts are created per project tasks. Which means, that every task, that the user has
selected to have Act of acceptance, will have one act.

To generate a new act take the following steps:

1. Browse “Projects” database.

OCLanguage 7.0

Projects

2. Browse a specific project.

Projects
.
Project Project name Deadline for Customer Internal deadline Type Status Customer Manager
90-002 Proj_12 04072017 Written Awaiting confirmation Smith John Karlis
65-001 Proj_11 02.07.2017 QOral SlA OCL Isachev Andrey Eduardovitsch

90-001 Alpha project 01.06.2017 Written Awaiting confirmation Smith John Karlis



3. Browse “Tasks” section.

Proj 11

Project review
Project Tasks ° Acts of Acceptances o nvoices o

Translation

v x
Task name Translation
Date 20006.2017 E
Time 10:00:00

4. Toinclude a particular task in the act, in task details check the box “Include task in invoice and
act” and click “Save”.

Work evaluation (+0) - Satisfactory M
Ilncludetaskininvoice and act I
Completed
Add task

Save Issue invoice
5. Click “Acts of Acceptances” to open the acts database.
Proj_11

Project Tasks o Acts of Acceptances o nvoices o

Status In progress -
Project name Proj_11
Type -

Deadline 02.07.2017 E



6. Click “Generate Act of Acceptance”.
Proj 11

Project Tasks o Acts of Acceptances o nvoices 0

# Issuance date Languages In total

Generate Act of Acceptance
L som JEERE o

7. OClLanguage will generate a new act and reveal it in general table. In addition, the user can
browse all acts in Acts database (in main menu “Documents” -> “Acts”), described in
documentation section “5.3. Acts of Acceptance”.

Proj_11

Project review

Project Tasks o Acts of Acceptances o nvoices 0
# Issuance date Languages In total
120 17.06.2017 ITAENG 92.00 USD B |

Generate Act of Acceptance



7.9.2. How to browse project acts

To view the Acts in the main menu click “Documents” -> “Acts”.

OCLanguage 7.0

Documents

User can browse all Acts related to a particular project going through the following steps:

1. Browse “Projects” database.

OCLanguage 7.0

Projects

Customers

2. Browse a specific project.



Projects

Project Project name Deadline for Customer Internal deadline Type Status Customer Manager

90-002 Proj_12 04.07.2017 Written Awaiting confirmation Smith John Karlis

65-001 Proj_11 02.07.2017 Qra SIA OCL Isachev Andrey Eduardovitsch
50-001 Alpha project 01.06.2017 Written Awaiting confirmation Smith John Karlis

3. Browse “Acts” section.

Project Tasks Acts of Acceptances o voices
Status In progress v
Project name Proj_11
Type
Deadline 2072017 %
4. The system reveals all acts related to specific project, showing data described in table below.
Data Description
Act # Unique Act #
Issuance date Act issuance date
Languages All language pairs in the act
In total Total amount to be paid by the Customer
Click to open the act in a new window (.pdf
format)
m Click to delete the act

Project acts table is revealed in the image below.

Project Tasks Acts of Acceptances o VOICES

# Issuance date Languages In total

B

20 17.06.2017 ITA-=ENG 92.00 USD

Acts database and its related features are described in documentation section “5.3. Acts of Acceptance”.



In issued act the system will add only 1 line, with description, amount and price information as per the
actual task.

kiev-bridge.com.
WiLanguage "6 (044) 5879216

+38 (044) 287-11-63

01033, Ukraine, Kiev, Saksaganskogo Street 39-B, office 3

Act of Acceptance #28C
Of supplied services (performed tasks)
at 06.05.2015

Private enterprise «Translation agency Bridge» on behalf of Director, Maxim Lobachevskiy, (hereinafter "Contractor”) from one side and SIA OCL
(hereinafter referred to as "Customer”), represented by , from other side, agree on this
Act, that Contractor supplied Customer with following services (tasks performed):

# Service name Unit Quantity Price Total
1 Iepeeon 1-ro DOKYMEHTa Page 73 699.00 51000.00
Total: 51000.00
Without VAT: -
In total: 51000.00

Total quantity of services 1, for total price: 51000.00 RUR without VAT

By signing this Act, both parties confirm that they have fully met their obligations and do not have any claims to each other (including property,
financial or other). The act is made in two copies, one for each party.

CONTRACTOR: CUSTOMER:
Private enterprise "Translation agency Bridge" SIA OCL
Chamber of Commerce AO1 #372328 at 15.02.2011.
Company Registration # 37481035,
Bank account: 26001901349162 (OTP Bank), Kiev, MFI 300528
Address: Kiev, 01033, Saksaganskogo Street 39-B, office 5

Lobachevskiy M.
Stamp Stamp




7.10. How to send Act to Customer

7.10.1. Send from project management window

In order to send an act from the project management window take the following steps:

1. Open “Projects” database.

2. Click a particular project.

Projects

Project Project name Deadline for Customer

OCLanguage 7.0

Projects

Internal deadline Type Status

Customer

Manager

90-001 Alpha project 26.07.2017

Written Awaiting confirma...

Smith John

Karlis

3. Click “Acts” tab.

Alpha project

3 Projects + Project review

Project Tasks 9 Purchase orders (PO a

Acts of Acceptances o

(=

4. Click () to send a particular act to the Customer’s specified address for receiving acts.

7.10.2. Send from “Acts” database view

In order to send Act of Acceptance from the “Acts” database view, take the following steps:

[

m




1.

2.

1D 21.060.2017 HUN->ENG %

Browse “Documents -> Acts”.
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Proj

Customers

f= Translators

Motaries

Documents

Click (*) to send an act to the particular Customer’s e-mail address.

# Issue date Language pair Project Total Customer Sent

MTiA

o
]
=
=]

]
P
=]
(=]
=
"
=
=

Received

Ask Customer to sign the Act
over e-mail




7.11. Discount management
Discount for the Customer project is managed in 4 levels:

1. In Customer’s data

2. In project data

3. In project tasks data

4. During invoice preparation stage.

Description below reveals logical sense behind all four mechanisms.

| Please note that the project discount supersedes the Customer discount. Which means, if the Customer’s
discount is 1%, but project discount accounts for 2%, in preliminary invoice window by default the system
will put 2%.

1. In Customer card the translation agency manager can set up discount level for all projects that will be
placed. The discount can be specified only in percentage. Once the discount is saved, the system user
always will be told, what is the default discount level for the particular Customer. The user can see this
information in the following sections:

a) in Customer’s data

Discounts

b) in project data
Discount (%)

i
Sa

c) in task data the user can disable discount for particular task by checking the box “No discount available
for this item”

Ma discount available for this item

d) in preliminary invoice window under “Notes” the manager sees the Customer discount and next to
“Discount %" he sees the particular project discount.

If there is a certain amount of tasks (calculated total value in $), that are going to be discounted, then the
system will reveal it in “Discount applicable”.

)
o

Discount applicable 0.

L]
[=]
=]
L]
=]

(Motes: 4) | Discount| % v z2.



In this case in the preliminary invoice window in line “No discount available” the system will reveal value
“w 4
Yes”.

Job name Mo discount available

Motary approva fes

As the last stage of discount management the user is able to change the discount in the preliminary invoice
window. As written above the system informs the user about the Customer’s discount, project discount
and discount prohibitions, if any. If the invoice consists of at least 1 task, which is set up to be discounted,
the system user is able to revise discount level by specifying it either in percentage or in value. After this
parameter is set up, the system will reveal the total amount for payment in line “Total with discount”.

Job name Mo discount available Unit Amount Price Total. USD
Motary approva Yes I I ] I 0.0000 I 0.00
Total 0.00
Discount applicable 0.00
(Notes: 4) | Discount|®% ¥ 2.00 0.00
Total with discount 0.00/
VAT 18% - 0.00

Total 0.00]



7.12. How to save payment to vendor
Payment to vendor is saved manually in the Vendor payments database.

To learn more about the Vendor payments database itself, browse manual “4.3. Vendor payments
report”.

To see all historical payments to vendors database, browse manual “4.4. Payments to vendors history”.
Take the following steps to save payment to vendor:

1. To access it, in main menu browse “Accounting -> Sales report”.
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Projects
Customers
7= Translators
/ Designers
Motaries
Documents

Accounting

Vendor payments

2. By using a Search window sort the payments you want to execute. Each line in payments table
represents one task for vendor. Which means that, if, for instance, the translation agency assigned 5 tasks
to the vendor, the system will reveal exactly the same number (5 lines) of payments pending.



Payments

Date from Ih‘l
Date to Ilﬂi
Task type

Payment status

Performer Fast rranslations Ltd,

Contact data

| Please note that if the system user saves full payment of task, it will remove this pending payment record
from “Payments” table.

3. Check the box next to the payment line you want to execute money transfer.
4. Specify the amount and payment method.

5. Leave a comment, if needed.

B Ne Status Performer Price Cost - Paid Pending Amount Method Comment
(] 95-007 Awaiting confirmation Fast rranslations Ltd. 120.00EUR  2544RUR 3044 -5.00 0.00 v

Vi
] 65-002 Awaiting confirmation Fast translations Ltd. 80.00 EUR 15.00USD  0.00 15.00 15 Bank account ¥

4

6. Click “Send” button above the payment table to close payment(s).

| Please note that the user is able to add several payments data and approve by clicking “Send” button for
one time.



7.13. How to save incoming funds from Customer
Incoming funds from the Customer are saved manually in Transactions with Customers database.
To learn more about Incoming funds database itself, browse manual “4.5. Settlements with Customers”.
Take the following steps to save incoming payment from Customer:

1. To access it in the main menu browse “Accounting -> Transactions with Customers”.
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Projects

Customers

Translators

Designers

Motaries

Documents

Accounting

2. By using a Search window sort the payments you want to execute. Each line in payments table
represents one task for vendor. Which means that, if, for instance, the translation agency assigned 5 tasks
to the vendor, the system will reveal exactly the same number (5 lines) of payments pending.



Transactions with Customers

Main > Transacions with Customers

Dare from m

Date o m

Task type hd

Payment status -

Task status -
Customer SIAQCL |

| Please note that, if the system user saves full payment of task, it will remove this pending payment
record from “Payments” table.

3. Check the box next to the payment line you want to execute money transfer.
4. Specify the amount and payment method.

5. Leave a comment, if needed.

i
Opened
) Order Status Customer Amount Price Paid  payment Total Method Comment

0 | % 85001 | Inprogress SAOCL  B.00 ieo.o0 4200 5800 oo ] [ v
usD y

O | % 65002 | Awaiing SIAOCL 600 BO.O0EUR 000  B80.00 |50 | [Bankaccoun: v ]
confirmation y

O | % 65001 | Inprogress SIAOCL  0.00 0.00USD  0.00  0.00 oo ] [ v
p

6. Click “Send” button above the payment table to close payment(s). The system will update the table
with new data, as the user can see on the image below.

Hiv
Opened
) order Status Customer Amount Price Paid  payment Total Method Comment

O | % 65001 | Inprogress SILOCL  8.00 L?D'OD 4200 58.00 oo ] [ v
I

O | % &S00  Awerdne SILOCL 600 80.00EUR 5000 30.00 oo ] [ v
confirmation P

O | % 65001 | Inprogress SIWOCL  0.00 0.00USD 000 0,00 oo ] [ v
)




| Please note that the user is able to add several payments data and approve by clicking “Send” button for
one time.



7.14. How to issue PO document for vendor
OClanguage allows user to generate PO documents automatically for all kind of tasks (Translation,
Translator service (selection, literary editing, validation, layout, proofreading), DTP, Notary certification,
Sworn translator, Other task).

To create a new Purchase order (PO) for vendor services, go through the following steps:

1. Open the project data in the main menu and click “Projects”.
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Projects

2. Click a particular project.

Projects
HEiv
Project Project name Deadline for Customer Internal deadline Type Status Customer Manager
90-001 Alpha project 26.07.2017 Writzen Awaiting confirma... Smith John Karlis

3. Click tab “Tasks” to open the Task window.
Alpha project

3 Projects * Project review

]
]
=2
(!

Tasks o Purchase orders (PO a Act= of Acceptances o nvoices 0

4. Click “Add task”.




Alpha project

Main > Projects » Project review

Project Tasks o Purchase orders (PO) o Acts of Acceptances o Invoices o

New task vooox

Add task

5. Fill in the task data. To issue PO for this task, check the box “Include task in PO”. Click “Save”.

|Includetask|'n PO I

Completed

Add task

In “Tasks” sheet you can view all data about the actual tasks.

Alpha project

Main > Projects » Project review

Project Tasks o Purchase orders (PO) o Acts of Acceptances o Invoices o

Notary approval v %

Translation task v X%

Add task

To create PO, click sheet “Purchase orders (PO)”.

Project Tasks e Purchase orders (PO) o Acts of Acceptances o Invoices o

Click “Issue PO”.



Alpha project

cts » Project review

Project Tasks o Purchase orders (PQ) o Acts of Acceptances o Invoices o

# Issuance date Task name Languages Vendor Manager

The system interface will be automatically reloaded and you will see a new PO generated.

Alpha project

cts > Project review

Project  Tasks @) Purchaseorders(PO) @)  AcsofAcceprances @) Invoices ()
# Issuance date Task name Languages Vendor Manager
149 19.07.2017 Translation task ENG->*HUN Fast translations Ltd. Karlis E m |

Click E to open PO in .pdf format (Internet browser will open a new tab).

Click ml to delete PO (the system will permanently delete the PO document).

| Please note that POs for particular project can be seen in project data (under “Purchase orders (PO)
sheet) or in Purchase Orders database (accessible in main menu “Documents” -> “Purchase orders (PO)).
More information about PO database is provided in user manual “5.2. Purchase orders (PO)”.

Below you can see that the vendor has received Purchase Order for this task.



WHdpopmauuna o 3agaHum Inbox %

sales@oclanguage.com 9:14 AM (0 minutes ago) -

to me (=

Russian~ » Englishv  Translate message

3apaHne

LLC "OCL", 40002154241
Riga. Brivibas 81

Wenonnutens: Gatis Bambals

[ara aakaza: 05.04.15 10:14

Homep aakasa: N2 65-003-01

C rawika: ENG

Ha A3k UKR

Cchinka Ha nepesogumelil daiin: http//demo.oclanguage. com/ffile.php?key=1edcad1b48c723d7b670580579f85c2d

Cpok caaun: 28.02.2015 11:00:00
OTnpaewTe Ha agpec: admin@admin.ua

3akas otnpaeun (a): Admin Admin
3aka3 nonyunn: Gatis Bambals

Click here to Reply or Forward

n ]

4

Turn off for: Russian x



7.15. How to send PO to vendor
7.15.1. Send from project management window

The system allows the user to issue Purchase Order (PO) document and send it to the vendor
automatically. Take following steps to process the PO document:

1. Under the main menu click “Projects”.

OCLanguage 7.0

2. Click the project you want to issue PO for.

Projects
Hiv
Project  Project name Deadline for Customer Internal deadline Type Status Customer Manager
90-003 Plan_01 02.08.2017 Oral Awaiting confirma... Smith John Isachev Andrey Eduardovitsch
90-001 Alpha project 26.07.2017 Written Awaiting confirma... Smith John Karlis
90-002 Proj_12 04.07.2017 Written Awaiting confirma... Smith John  Karlis

3. Click tab “Tasks” to open the Task window.
Alpha project

3 Projects » Project review

2

2
Li!

aske Yurchiase orders (PL) At of Accentances y

4. To issue PO for this task check the box “Include task in PO”. Click “Save”.

(=]
ol
il
A




Include task in PO I

Completed

Add task

5. In “Tasks” sheet you can view all data about the actual tasks and see, whether particular task is
included in PO.

Alpha project

Main > Projects » Project review

Project Tasks e Purchase orders (PO) o Acts of Acceptances o Invaices o

Notary approval v oo%

Translation task v oo

Add task

6. To create PO click sheet “Purchase orders (PO)”.

Project Tasks o Purchase orders (PO) 0 Acts of Acceptances o Invoices o

7. Click “Issue PO”.

Alpha project

Msin > Projects » Project review

Project Tasks o Purchase orders (PO) o Acts of Acceprances o Invoices o

# Issuance date Task name Languages Vendor Manager

Issue PO
Issue agreement Issue invoice Delete

8. The system interface will be automatically reloaded and you will see a new PO generated.



Tasks Purchase orders (PO) o
# Issuance date Task name Languages Vendor Manager
149 19.07.2017 Translation task ENG->HUN Fast translations Ltd. Karlis ]]j]
Delete

9. Click ( ) to send PO to the vendor.

I Please note that the system will send PO to the vendor’s e-mail address each time, when the user
checks the box “Send Purchase Order (PO) to vendor”, click “Save” in task data and clicks “Issue PO”
under “Purchase orders (PO) tab. By default, when the task view window is opened the box “Send
Purchase Order (PO) to vendor” is unchecked and no POs are sent by the system.

7.15.2. Send from “Purchase orders (PO)” database view

In order to send a Purchase order from “Purchase orders (PO)” database view, take the following steps:

1. Browse “Documents -> Purchase orders (PO)".
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Pr I:Ij

Customers

Translators

Designers

MNotaries

Documents

Purchase order

2. Click (') to send an act to the particular vendor’s e-mail address.



7.16. How to add a new oral translation project
To create a new oral translation project do the following steps:

1. Under the main menu click “Projects”.

Click “Add project”.

OCLanguage 7.0

Projects

Projects

Choose the translation project type “Oral” and fill in the project data.

Projects

New project

Status
Project name
Type

Deadline

Awaiting confirmation -

Oral -

Written

All fields from the project registration window are revealed in the table below.

Field

Description

Status

Project can be in one of below stated statuses:
e Awaiting confirmation




In progress

Issued invoice

Paid

Cancelled

e Delivered

e Evaluating

e Finished

e Achieved.

I All project statuses are set up manually. None of
them are changes automatically. Which means
user should maintain correct project status by
himself.

Project name

Project name

Type

Oral/written translation project

Deadline

General deadline of project submission to the
Customer

Customer’s confirmation

Check the box, if the Customer has confirmed the
translation

Translation performed in accordance with
requests

Check the box to approve the statement above.
Relevant, if the Customer sets up specific
requirements that have to be met

Customer

Specify the Customer name

Manager

Specify the manager name

Translation type

Specify the oral translation type:
e Simultaneous
e (Consecutive
e  Whisper.

Country Specify the country where the translation project
will take place
Address Specify the address, where the translation project

will take place

Date and time

Specify date and time information of the oral
translation

Translation equipment

Specify the project data, that is related to its
execution:
e Materials (upload documents relevant to
oral translation project)
e Vendor (vendor name, who is supposed
to handle the translation)
e Sum (total budget of project).

Budget

Project budget

Advance payment

Amount of advance payment required from the
Customer

Discount

Specify discount for particular project

Payment method

Specify the payment method. Check the box, if
any of payment methods are relevant to project:




Cash

Receipt
Invoice

e Free of charge.

Transport expenses Amount of transport expenses incurred

Accommodation expenses Amount of accommodation expenses incurred

Comments Additional comments related to the translation
project

3. Click “Save” to finish the creation of a new oral translation project.

Comment

Once the user has saved the project, the system automatically opens the general management window
with options of adding new tasks, creating invoices and agreements.

- -~
= ‘ English language Karlis

Project name Proj_

Type



7.17. How to add new task to oral translation project
Take the following steps in order to add a task to the oral translation project:

1. Under the main menu click “Projects”.

OCLanguage 7.0

Projects

2. Click a particular project.

N
Projects
Project Project name Deadline for Custamer Internal deadline Type Status Customer
90001 Alpha project 01 062017 Written Awaiting confirmation Smith john
I 65001 Proj 11 Oral In progress. Sla oCL

3. The system will open the general project management window. Click “Tasks”.

Proj_11

Status In progress
Project name Proj_11
Type

Deadline 02072017



4. Click “Add task”

Oral translation project task has the following data that the user either is obliged or is able to save.

Field Description

Task name Give a name for this particular task
! Important to notice — task name will be
visible in the Customer related documents
(Act and Invoice).

Date Specify date information related to oral
translation project

Time Specify time information related to oral

translation project

From language

Language, from which the translation will be
done

Into language

Language into which the translation will be
done

Vendor Choose any vendor available from the list
(the system reveals all vendors that are
available and are providing translation of the
specific language pair)

Urgency Specify, if the task is urgent or not (choose

between 2 options: regular or urgent).

Translation type

Choose either of supplied options describing
the translation specifics:

e Technical
o Legal

e Economics
e Medicine
e Customs
e Science

e Personal
e Other.




| Please keep the data updated to allow the
system to collect statistics about translation
field (Statistics section).

Hours

Specify the duration of translation in hours.

Budget of task for Customer

Specify the task amount that will be revealed
in the invoice for Customer. If the Customer
belongs to some predefined pricelist of this
service, the system will automatically
calculate the payment amount to the
Customer (by using simple formula of
multiplying hour quantity with price/hour).

User can choose from available pricelists.
After the pricelist is chosen the user can
either accept calculated price or revise it.

Payment to vendor

Specify the payment amount to the vendor.

Confirmation

Check the box, if the Customer has confirmed
the pricing offer

Full amount paid to vendor

Check the box, if full amount of task budget
was paid to the vendor

Information for vendor

Provide specific information related to
translation task.

Work evaluation

Include task in invoice and act

Check the box, if you want to include this
task in invoice and act. Once these changes
are saved, the system will automatically
include it into the invoice and act. Every task
equals to a line in the invoice or act.

Completed

Check the box, if the task is completed
(submitted to the Customer).




H “ ”
6. Click “Save”.
Work evaluation (+0) - Satisfactory -
Include task in invoice and act

Completed |:|

Save Im.le‘rmim

Invoices, Acts and Agreements for oral project are created according to same procedures as with
managing written translation project.



7.18. Project table

In order to browse project data click “Projects” on OCLanguage management panel.

OCLanguage 7.0

Customers

Translators

Designers

MNotaries

In project table the user can filter the data by using Search option — type in letters or digits to filter

projects.
= = A
Projects
Project Project name Deadline for Customer Internal deadline
65-001 Proj_11 01.06.2017

el e
i‘? English language Karlis 0

Hiv sia odl|
Type Status Customer Manager

Oral SIA OCL Karlis

Project table is very flexible in terms of tailoring the selected data according to the translation agency
needs. Any column can be removed or edited up to translation agency request to developers of

OCLanguage.

Project table consists of the following columns.

Column name

Description

Project

Project number

Project name

Project name

Deadline for Customer

General deadline of the project (for the Customer)

Internal deadline

Project deadline (for the translation agency)

Type Translation project type — written/oral
Status Project status (maintained in general project data)
Customer Customer name

Manager

Project responsible manager name




In order to improve the usability of the project management table, the user can use easily add or
remove columns that it needs for working with project management table. The system will memorize
users choice and supply the user with selected project table outlook every time, when the user logs in
into the system.

= = A %’% English language Karlis n

Projects

Hiv sia odl
Project Project name Deadline for Customer Internal deadline Type Status Project
#|Project name
65-001 Proj_11 01.06.2017 Oral N
W ol . a #IDeadline for Customer
PR . . . - #linternal deadline
90-00 Alpha project 01.06.2017 Written Awaiting confirmation
I Type
95-007 VRB 03.02.2017 Oral Awaiting confirmation #lStatus
#ICustomer
95-002 27.01.2017 Oral Awaiting confirmation

#Manager



8. Vendor management

8.1. How to add translator

In order to add a new translator proceed with taking the following steps:

1. In the main menu click “Translators”.

2. Click “Add translator”.

2. Fill in the details in the fields.

OCLanguage 7.0

Projects

E Customers

J
’fl

Q

NSIators

Field Description

Type Choose either of options: Individual or Legal
entity

Name Person’s name

Surname Person’s surname

Registration No.

Company’ registration number (relevant to legal
entities only)

VAT Company’ VAT number (relevant to legal entities
only)

Gender Person’s gender

Birthday Person’s birthday

Country Specify translator’s country of residence

City

Specify translator’s city of residence




Native language

Translator’s native language

Second native language

Translator’s second native language

Contact details

Specify translator’s contact details. Add several
lines, if needed

Available

Check the box, if this translator is available for
handling translation projects.

I Please maintain actual availability information,
because for handling translation tasks the system
will bring up only available translators.

Sworn translator

Check the box, if this translator works in your
translation agency

Internet access

Check the box, if this translator has permanent
access to the Internet

Fast translations

Check the box, if this translator is able to provide
fast translations

Available for over-the-phone interpreting

Check the box, if this translator is able to address
over-the-phone interpreting

Consecutive interpreting

Check the box, if this translator is able to address
consecutive interpreting

Simultaneous interpreting

Check the box, if this translator is able to address
simultaneous interpreting

Performs editing

Check the box, if this translator is able to perform
proofreading

Page standard

Specify both standard, according to which vendor
works with.

e Words on page

e Symbols on page.
For instance, if vendor’s rate of translation from
English into Russian is 10 $ and the Customer has
ordered 7,200 symbols with spaces, then the
system automatically will suggest honorarium
amount 40S/task.

Self employed

Check the box, if this translator is a freelancer

Languages

Specify which language pairs the translator is able
to do translation with.

Click “Add” to create a new record of translation
type (oral/written) and language pair.

Click “Prices” to add price for translation and
translator services.

Other service

Specify other services, that the translator is
capable with providing by filling following fields:
e Llanguage
e Type of service (Selection/Literary
editing/Validation/Layout/Proofreading)




e Measurement (Unit/Word/Page (1,800
ch. with spaces)/Page (250 words)/Page
(Ad)/Hour)

e Price and Currency.

Knowledge evaluation

Evaluate knowledge level (put mark).

I Please note that every translation agency sets
its own evaluation standard (for example, mark
from 1to 10 or Ato F).

Pages per day

Specify the maximum pages per day that the
translator can perform

Experience (years)

Specify translator’s experience in years

Fields of expertise

Check fields of expertise, that the translator is
familiar with.

Programs

Check the programs that the translator is working
with.

I Please note that the content of programs list is
maintained by the translation agency (via Board -
> Programs)

Translator’s documents

Upload translator’s documents (resume,
translation examples, diplomas etc.)

Terms of payment

Quantity of credit days

Requisites

Save translator requisites data

I Please note that the content of requisites
options is maintained by the translation agency
(via Board -> Payment methods)

Priority branch

Priority branch that the translators prefers to
work with

Comments

Additional information about the translator

3. Click “Save”. The system will save a new record in the translators’ table.

Comments

Experienced translator from Rigs




8.2. How to edit translator’s data
In order to edit translator’s data proceed with taking the following steps:

1. In the main menu click “Translators”.

OCLanguage 7.0

Projects

E Customers

Designers

2. The system will open translators’ section. Click the translator, whose data you want to review.

Translators
Hiv
Name, surname /
Photo Type Companyname Address Available Languages Evaluation Rating
e UN-=E G- ~=RUS, HUN->RUS, RUS-= RUS-
ﬁ 8 Facrwranslations Lud HUN-ENG, ENG->HUN, HUN->RUS, HUN->RUS, RUS>HUN, RUS- o
i ent. =HUN
Leg. Karlis's company . = -
Riga, LATVIA GER->RUS, ENG->RUS, LAV->RUS, FRE-=RUS 9.6
VW o ao230a23) . ‘ : .

3. Edit translator’s data.

| Please note - some of fields, that are not visible while translator’s creation, become available in
translator’s table and translator’s data review window.

Field Description

Type Choose either of options: Individual or Legal
entity

Name Person’s name

Surname Person’s surname

Registration No. Company’ registration number (relevant to legal
entities only)

VAT Company’ VAT number (relevant to legal entities
only)

Gender Person’s gender




Birthday

Person’s birthday

Country

Specify translator’s country of residence

City

Specify translator’s city of residence

Native language

Translator’s native language

Second native language

Translator’s second native language

Contact details

Specify translator’s contact details. Add several
lines, if needed

Available

Check the box, if this translator is available for
handling translation projects.

I Please maintain actual availability information,
because for handling translation tasks the system
will bring up only available translators.

Sworn translator

Check the box, if this translator works in your
translation agency

Internet access

Check the box, if this translator has permanent
access to the Internet

Fast translations

Check the box, if this translator is able to provide
fast translations

Available for over-the-phone interpreting

Check the box, if this translator is able to address
over-the-phone interpreting

Consecutive interpreting

Check the box, if this translator is able to address
consecutive interpreting

Simultaneous interpreting

Check the box, if this translator is able to address
simultaneous interpreting

Performs editing

Check the box, if this translator is able to perform
proofreading

Self employed

Check the box, if this translator is a freelancer

Languages

Specify, which language pairs translator is able to
do translation with.

Click “Add” to create a new record of translation
type (oral/written) and language pair.

Click “Prices” to add price for translation and
proofreading services.

Other service

Specify other services, that translator is capable
with providing by filling following fields:
e lLanguage
e Type of service (Selection/Literary
editing/Validation/Layout/Proofreading)
e Measurement (Unit/Word/Page (1,800
ch. with spaces)/Page (250 words)/Page
(A4)/Hour)
e Price and Currency.

Knowledge evaluation

Evaluate knowledge level (put mark).

| Please note, that every translation agency sets
its own evaluation standard (for example, mark
from1to 10 or Ato F).




Pages per day Specify the maximum pages per day that
translator can perform

Experience (years) Specify translator’s experience in years

Fields of expertise Check fields of expertise that the translator is
familiar with.

Programs Check the programs that the translator is working
with.

I Please note that the content of programs list is
maintained by the translation agency (via Board -
> Programs)

Translator’s documents Upload translator’s documents (resume,
translation examples, diplomas etc.)

Terms of payment Quantity of credit days

Requisites Save translator requisites data

I Please note that the content of requisites
options is maintained by the translation agency
(via Board -> Payment methods)

Priority branch Priority branch that the translators prefers to
work with
Comments Additional information about the translator

| Please, note that after a new translator is created, when the user opens translator’s data review
window, the system reveals statistics about the translator, described in the table below.

Parameter Description

Active tasks Quantity of tasks, that are being handled by the
translator now

Written tasks Quantity of written tasks done by the translator

Oral tasks Quantity of oral tasks done by the translator

Rating Rating of the translator among all vendors

S R

Rating

4. Click “Save”. The system will save a new changed translator’s card.



Comments

Slight update in resume

Save m



8.3. How to use autonomic payment rates for translator
OClLanguage automatically calculates payment amount to the vendor. In order to use this feature the user
should do the following:

1. Make sure that in the translator’s data the manager has saved regular and urgent translation/translator
services prices. See the information of translator’s data maintenance in document “8.1.2. How to edit
translator’s data”.

Page standard Waords on page 250
Symbols on page 1800
Languages Type From language Inte language Language proficiency
Cral - Spanish; Castilian - English - Highest level {C2 -
Price (Regular/Urgent) 8.00 14.00 UsD v
Cral - English - Spanish; Castlian - Highest level (C2 -
Price (Regular/Urgent) 8.00 14.00 UsD -
‘Written - Spanish; Castilian - English - Highest level (C2 -
Price (Regular/Urgent) 3.50 6.00 usD -
‘Written - English - Spanish; Castilian - Highest level (C2 -
Price (Regular/Urgent) 3.00 6.00 usD -
Qther service Language Type of service Price (Regular/Urgent)
Spanish; Castilian - Validation - 2.00 usp -

2. Simply create a new task for the service, language pair and urgency level that the translator is able to
handle. The system will automatically count the payment amount to the vendor. The total price is editable.
See the information of how to create a new task in user manual “7.3. How to add task”.



Vender Willshiere Naom -
Urgency regular v
- . - (]
Deadline for Customer 02.08.2017 i
: R - (]
Deadline for vendor 02.08.2017 i
Amount For Customer characte..
Use the amount in inveices and acts
For vendor characte..
Budger of task for Customer Price Select price list -
Price 0
Project budget 980.00 USD
No discount available for this item
Payment to vendor Price 3.50 USD
Price 0 UsD hd

| Please note that in order to benefit from autonomic calculation of amount of honorarium to the vendor,
the following data has to coincide in translator’s data and task data:

e Service type (translation/translator service/sworn translator)
e language pair
e Urgency status (regular/urgent).



8.4. Translators rating and feedback
In order to sort existing translators per knowledge and service level, the following system features have
been designed:

1. Evaluation (knowledge rate set by system user)
2. Rating (average grade for translation service with total quantity of tasks in square brackets).
Every feature is set up as separate tool or translators’ knowledge measurement.
Below you will see the explanation of logics behind every of three modules.
Knowledge evaluation

According to OCLanguage workflow the translation agency is able to evaluate the knowledge of translator.
By using evaluation module system the user is able to set mark that reveals knowledge level of the vendor.
Evaluation range is not regulated — each translation agency sets it's own minimum and maximum. For
example, one could evaluate translator’s knowledge by putting mark from 1 to 10, other from A to F.

Translator is evaluated only in translator’s data window.

5.5 I

Pages per day 15

| Knowledge evaluation

Rating

Rating feature allows the system user to rate every task performed by the vendor. The mark range is from
-2 to +2.

In order to rate the vendor’s work, the system user should open task and in field “Work evaluation” choose
one from available options.

Work evaluation [+2) - Encellent -

{+2) - Excellent

(+1) - Good

Include in invoice

R (+0) - Satisfactory
Completed
(-1)-Bad

(-2} - Very bad

Rating for task can be changed at any time during project management process (right after task has been
added to document). This means that initially set up mark could be changed, if needed.

In translators’ section there is parameter “Rating”, that reveals actual vendor ratings. Also, there are three
colors that indicate rating status:

Green — positive rating
Blue — 0 rating

Red — negative ratings



Translators

Man » Translators

Search
Name, surname / Company
O Photo Type  name Address Available  Languages Evaluation | Ratin,
¥p nguags 3
=] B ::f Fast transiations Ld. HUN-ENG, ENG->HUN, HUN->RUS, HUN-RUS, RUS==HUN, RUS-=HUN 99 El
=] m Lee Karlis's compary [349220423) Riga, LATVIA GER->RUS. ENG->RUS, LAV->RUS, FRE->RUS 96 [ o |




8.5. Translators statistics
The system gathers statistics about translators’ performance while handling tasks. In order to see the

statistics about the total volume of translations done by a particular translator the user should take the
following steps:

1. Open the translators database and click the translator, whose statistics you want to see.

“anslators

MName, surname /

Photo Type Companyname Address Available Languages Evaluation Rating
e UN-=ENG, ENG->HUN, HUN->RUS, HUN->RUS, RUS-> RUS-
rﬁ L& ot ranslstions Lid. HUN-2ENG, ENG-*HUN, HUN-=RUS, HUN->RUS, RUS-=HUN, R 0o
i ent. >HUM
Leg.  Karlis's company Riga, LATVIA GER->RUS, ENG->RUS, LAV->RUS, FRE-=RUS 96
Jvt ont (349 o liga, VIA 5 E S, LAV-=RUS, us 9

2. The system will open the translator’s overview window, where in “Translation statistics” field the
system reveals the following statistics described in the table below.

Parameter Description

Active tasks Quantity of tasks, that are being handled by the
translator now

Written tasks Quantity of written tasks done by the translator
Oral tasks Quantity of oral tasks done by the translator
Rating Rating of translator among all the vendors

e S e e e e e
Karlis's company

Summary Type Legal entity ‘
k Active tasks
/ -
y ‘ﬂ*’»‘ Written tasks
D Oral task

i
| {3



8.6. Translators schedule
Translators schedule was excluded from OCLanguage starting from version 7.0. However, this
feature could appear in future versions of OCLanguage software.



8.7. Translators document management

Use the translators document management module to maintain accurate information about translator’s
resume, work examples, diplomas etc.

Translator’s documents are available only in the translators’ overview window.

Below you will see how to add and view the documents related to the translator:

1. In main menu click “Translators”.

OCLanguage 7.0

i
[ =

Customers

7= Translators

2. The system will open the translators’ database. Click the translator to upload its documents.

Translators

Name, surname /

Photo Type Companyname Address Available Languages Evaluation Rating
Leg. . HUN->ENG, ENG->HUN, HUN-=RUS, HUN->RUS, RUS-=HUN, RUS-
st translations Lt ! 9.9
B = oo JHUN [ o |
Leg. Karlis's company § - - -
Riga, LATVIA GER-»RUS, ENG->RUS, LAV->RUS, FRE->RUS 9
Wb oo Gaszsoans et : : ? ° [ 0]

3. The system will open the translator’s data overview window. Scroll down until you see “Translator’s
documents” section. Simply drag and drop the file you want to upload to the translator’s business card.



Translator's documents

e 3
| 1

1
E Drag & drop files here ... :
: _ (or click to select files) |
1 [CESTIEE 1
| .

4. The system will save the uploaded document under “Translator’s documents” section.

Translator's documents

Resurne.docx
{11.13 KB) '




Other option to upload documents is to click on empty space in the documents upload block.

Translator's documents

Resurne.docx
{11.13 KB)

.............................................................................................




8.8. Translators table
In order to open the Translators database, in the main menu click “Translators”.

OCLanguage 7.0

Projects
E Customers

7= Translators

'f Designers

User can filter data in the Invoices database by using 3 methods:

1. Type letters or numbers in “Search” field and click “Enter”.

Translators
Photo  Type Name, surname / Company name Address Available Languages Evaluation Rating
M Leg. ent. Karlis's company (349230423) Riga, LATVIA GER->RUS, ENG->RUS =RUS, FRE-=RUS 9.6
' Indiv. Eropoe Oner Riga, LATVIA 9.9

Below you will see a list of parameters (column names) the system searches data for:

e Name, surname / company name
e languages
e Contact details (for instance, e-mail address, skype name).

| Please note that the data filter can be removed by deleting text in “Search” field and clicking “Enter”.

2. Filter data by sorting data from A to Z and vice versa by clicking on the column name.



Name, surname /

Phote | TYPE ™ | com pany name Address Available Languages Evaluation Rating
ﬂ Leg ent. | Fast translations Ltd HUN->ENG, ENG->HUN, HUN->RUS, HUN->RUS, RUS-HUN, RUS->HUN a9
At |Lez en Riga, LATVIA GER-+RUS, ENG->RUS, LAV->RUS, FRE-*RUS EX

a- ndiv. Stratelli Mia

3. Review the columns that you want to see in the Translators table. To add or remove a particular

column from the table, simply click ¥~ and select the columns that you want (or do not want)
to view in the Translators database. This feature is especially relevant, if there are big databases
with many columns and/or relatively small monitor/tablet/smartphone screen.

| Please note that the system will save these settings for upcoming user sessions.

Translators

Name, surname / Company

Photo Type name Available  Languages
. # Name, surname / Company
ﬁ ;‘_5 Fast translations Ltd HUN->ENG, ENG->HUN, HUN->RUS, HUN->RUS, RUS->HUN, RUS->HUN name ’
,1,‘ ;ig Karlis's company (349230423) GER-»RUS, ENG->RUS, LAV->RUS, FRE->RUS
# Languages
a ndiv. Stratelli Mia TA->ENG, ITA>ENG, ENG->ITA, ITA->RUS, ITA->RUS, RUS->ITA, RUS->TA # Evaluation
- # Rating
éi} ndi Streptsova Anna 9.7
Translators table consists of the following columns:
Field Description
Photo Photography of translator
Type Business type — Individual / Legal entity
Name, surname / company name Translator’s name, surname / company name
Address Translator’s place of residence
Available Availability information
Languages Language pairs the translator works with
Evaluation Evaluation rate
Rating Tasks rating




8.9. CV of translator
The content of resume conforms to Europass CV standard. The translation agency manager is able to
register the translator by himself or our developers can implement existing database from the previous
software systems the translation agency used to operate with.

Content of resume is described in document “8.1. How to add translator”.



8.10. How to add notary

In order to add a new notary follow the below steps:

1. In main menu click “Notaries”.

2. Click “Add notary”.
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Projects
Customers
Translators

'f Designers

Notaries

3. Fill in the details in the fields. Obligatory fields are marked with “*”.

Field Description
Name Notary’s name
Surname Notary’s surname
Address Notary’s address

Additional address

Contact information

Notary’s contact data

Office hours

Office hours of notary

Notary’s additional address, if applicable




3. Click “Add”. The system will save a new record in the translators’ table.

Name John
Surname Martin
Address Riga, LV-1006, Skarnu Street 11, office &

Additional address

Contact information T.o+371 26590455

Office hours 9.00-18.00




8.11. How to edit notaries’ data
In order to edit notary’s data follow the below steps:

1. In the main menu click “Notaries”

OCLanguage 7.0

Customers

T= Translators

Lesigners

MNotaries

2. The system will open the notaries’ database. Click the notary, whose data you would like to review.

Notaries
By
Name Surname Address Contact information Office hours
| ExatepwHa BanepbesHa BenuHckan Xapexos, Cymckar, 41 (cTexnALwKa) Benurcexa K_B. 80506064647 80573008239. 3asepeqne 20 rpH 9 go 18:00

3. Edit the notary’s data.

4. Click “Save”. The system will save a new changed notary’s card.



MNarme ExaTepuHa BanepewesHa

Surname BenuHckaa-Opnoea

Address Xapbkos, Cymckan, 41 (cTexknawka)
Additional address

Contact information Benuncska K.B. 80506064647 80973008239, 3aseperue 20 rpH

Office hours c9 go 18:00



8.12. Notaries table
In order to open the Notaries database, in the main menu click “Notaries”.

OCLanguage 7.0

Customers

Translators

User can filter data in Invoices database by using 3 methods:
1. Type letters or numbers in “Search” field and click “Enter”

Notaries

- 1 g Frankfurt
Name Surname Address Contact information Office hours

Anna Wooden Am Hauptbahnhof, 6032YFrankfurtpm Main, Germany +4% 69 239959 9.00-16.00

System searches data according to all parameters (columns) in the Notaries database.
| Please note that the data filter can be removed by deleting text in “Search” field and clicking “Enter”.
2. Filter data by sorting data from A to Z and vice versa by clicking on the column name.

Notaries

Name Surname Address Contact information Office hours
Anna Wooden Am Hauptbahnhof, 60329 Frankfurt am Main, Germany

Jan Suveida Copova ulica 14, 1000 Ljubljana, Slovenia +3861 251 1260

John Welsh 6-7, Kings Parade, Dale End, High 5t, Birmingham B4 75Y, UK +44 121 236 0285

3. Review the columns that you want to see in the Invoices table. To add or remove a particular

column from the table, simply click and select columns that you want (or do not want) to



view in the Notaries database. This feature is especially relevant, if there are big databases with
many columns and/or relatively small monitor/tablet/smartphone screen.

I Please note that the system will save these settings for upcoming user sessions.

Notaries

#| Name
MName Surname Address Contact information lc
aurname
ExaTepuna BenvHckan- - e Benurcska K.B. 80506064647 80973( ¥ Address
) Aapbkos, Cynmcxan, 41 (crexnawra) i
BanepuesHa Opnosa 20 rpH @ Conract information
Pumma Masnosxa JuHHeHKo Xapbkos Mywknrckan, 32 0577171005, 0506341212, 3aseperm ¥ Office haurs

Notaries table consists of the following columns:

Field Description

Name Notary’s name

Surname Notary’s surname

Address Notary’s residence address
Contact information Contact information in text form
Office hours Working hours information




8.13. How to add designer

In OCLanguage system a designer is a person, who s responsible for DTP services.

In order to add a new designer follow the below steps:

1. In the main menu click “Designers”

2. Click “Add designer”

OCLanguage 7.0

Projects
Customers
Translators

S

» MNotaries

2. Fill in the details in the fields. Obligatory fields are marked with “*”.

Field Description

Name Designer’s name

Surname Designer’s surname

Address Designer’s address

Contact details Designer’s contact data

Pages/day Specify, how many pages the designer is able to
handle per day

Price Specify the price per page

Software Mark all programs that the designer works with.
I Please note, that the programs list is collected
from Programs subsection (under Board). The




translation agency itself maintains actual
programs list.

Available

Check availability box, if the designer is available
for handling DTP tasks.

I Please maintain actual availability information,
because for handling DTP tasks the system will
bring up only available designers.

Comments

Leave comments about the particular designer, if
needed

3. Click “Save”. The system will save a new record in the designers’ table.




8.14. How to edit designer’s data
In order to edit designer’s data follow the below steps:

1. In the main menu click “Designers”

OCLanguage 7.0

P |'|:|j

Customers

Translators

Designers

Motaries

2. The system will open the designers’ subsection. Click the designer, whose data you would like to
review.

Designers
i
Name Surname Address Pages/day Price Status
Anna Wooden Victoria Place, 115 Buckingham Palace Rd, London SW1W 95), 8.0 6.00

3. Edit the designer’s data.



4. Click “Save”. The system will save a new changed designer’s card.

Comment Uploaded software knowledge

Awvailable



8.15. Designers table
In order to open the Designers database, in the main menu click “Designers”.

OCLanguage 7.0

Customers

Translators

Designers

MNotaries

In the designers table the user can filter the data by using Search option — type in letters or digits to filter

the designers.

Designers
Name Surname Address Pages/day Price Status
Anna Wooden Victoria Place, 115 Buckingham Palace Rcl'\-'v“ W as], 8.0 6.00

Designers table is very flexible in terms of tailoring the selected data according to the translation agency
needs. Any column can be removed or edited up to the translation agency request to developers of

OCLanguage.
User can filter data in the Invoices database by using 2 methods:

1. Type letters or numbers in “Search” field and click “Enter”



B~ London
Name Surname Address Pages/day Price Status

Anna Wooden Victoria Place, 115 Buckingham Palace Rd JLondon BW
Below you will see a list of parameters (column names) the system searches data for:

e Name
e Surname
e Address.

| Please note that data filter can be removed by deleting text in “Search” field and clicking “Enter”.

2. Filter data by sorting data from A to Z and vice versa by clicking on the column name.

Designers

s

Name Surname Address Pages/day Price Status
Arra Kapunosa Mockea, ynuua Taranckas, 1/2 6.0 3.50
AHgpeid Poctep Mockea, yn. LaprkonogwunHukosckan, 11, ap. 5 5.0 4.50
Hnua Nonosa Kues, ynuua Ceman Kynowenkos, 14 7.0 450
Bepa BUPOX0ES Kueg, Mpuopckan yn. 14-2 5.0 5.00

In order to improve the usability of the project management table, the user can use easily add or remove
columns that it needs for working with project management table. The system will memorize users choice
and supply the user with selected project table outlook every time, when the user logs in into the system.

D Ere e E T
Designers

Ui
Name Surname Address Pages/day Name

¥ Surname
Anna Weoden Victoria Place, 115 Buckingham Palace Rd, London SW 8.0

Designers table consists of the following columns:

Field Description




Name Designer’s name

Surname Designer’s surname

Address Designer’s residence address

Pages/day The amount of pages designer is able to handle
per day

Price Price per page

Status Availability of designer:

marked with green tick, if available

marked with red cross, if not available




9. E-mails

9.1. System automatized e-mails
To open OCLanguage e-mail server section, in the main menu click “Mailing templates -> Internal mailing”.

OCLanguage 7.0

=" Translators

Documents
| Accounting

Management

Imternal mailing

In this section the user can view and edit the content of e-mail templates that are automatically sent to
recipients by the system itself.

| Please note that the system e-mail templates are subject to programming task for developers and are
added along with the creation of new functionality, requiring an e-mail to be sent either to the Customer,
translator or translation agency employee. Which means that the translation agency managers
themselves are not able to create new system e-mails.

User can filter data in the E-mail templates database by using 3 methods:

1. Type letters or numbers in “Search” field and click “Enter” (the system searches according to
template name).



System messages

Name
Reminder for unclosedipayment

Customer

Customer

| Please note that data filter can be removed by deleting text in “Search” field and clicking “Enter”.

2. Filter data by sorting data from A to Z and vice versa by clicking on the column name.

Custamer
Administrato

Administrator

3. Review the columns that you want to see in the Invoices table. To add or remove a particular

column from the table, simply click *™ and select the columns that you want (or do not want)
to view in the E-mail templates database. This feature is especially relevant, if there are big
databases with many columns and/or relatively small monitor/tablet/smartphone screen.

| Please note that the system will save these settings for upcoming user sessions.

System messages

Customer
Administrator

Administrator

Translation agency’s managers are able to view and revise the text and formatting of every template. In
the table below, you will see the explanation of logics behind every template:

Template Description

New private message (TA management) Text of e-mail, which says that the translation
agency manager has received a new message in
system OCLanguage

Reminder for unclosed payment Text of e-mail message, which reminds the
Customer that payment for a specific order has
not been closed yet




Password reset Text of e-mail message providing a link for the
user password reset

Request for signed Act Text of e-mail message reminding the Customer,
that he needs to sign the Act and send it to the
translation agency

Invoice for payment Text of e-mail message providing a new invoice to
the Customer

In order to view and/or edit system e-mail follow the below steps:

1. In the main menu click “Mailing templates -> Internal mailing”.

OCLanguage 7.0

Projects

Documents

unting

Management

Mailing templates

Imternal mailing

2. Click the template you want to view/edit.



System messages

Main > System messages

Name

New private message

Reminder for unclosed payment
Password reset

Request for signed Act

Administrator

Customer

Administrator

Customer

fiii ~ Search

Type

Invoice for payment

Customer

|

3. The system will open the e-mail template in a new window. Have a look at the e-mail template name

and content.

Invoice for payment

Main * Systern meszages ¢ Edit

Name Invoice for payment

I B | T | U |2 x| & Hetvetica Neue » A -

i
i

Dear Customer,

Please see attached invoice.

Also, invoice can be downloaded from link: {LINK}
With Regards,

Administration of {LINK}

4. Edit e-mail template name and/or template itself. Template text can be revised using formatting

panel above the template name.

Invoice for payment

Main System messages Edit

Name Invaice for payment

I F g B I o x* Xz & - Helhvetica Neue + A

Dear Customer,

Please see attached invoice.

Alzo, invoice can be downloaded from link: {LINK}
With Regards,

Administration of {LINK}

E-mail text formatting panel consists of the following options:



A

ik

- Style
" -Bold
- Italic
- Underline
- Superscript
- Subscript
- Strikethrough
- Remove font
- Choose font

” - Recent color

- Unordered list
- Ordered list

- Paragraph

- Line height

-]

=

- Table
- Link
- Picture
- Video
- Insert horizontal rule

- Full screen

- Code view

- Help



5. Click “Save” to save the changes made. If you wish to reset the template to initial setup, click “Reset”.

Invoice for payment

Edit

Mame Invoice for payment

‘
i
]
[
1
o
[
[]
1
&
¥
-]
1
x
$
-

P ||B |1 (YU |2 = |& | F HeheticaMevew || A

Dear Customer,
Pleass see attached invoice

Also. invaice can be downloaded from link: {LINK}
With Regards,

Administration of {LINK}

B



9.2. Work with macros
System user is able to use macros in order to set desired parameters or variables, which OCLanguage
engine should use, while sending specific e-mail. In the table below you will see the description of all
variables that can be used in OCLanguage templates. In order to use variable in your template, simply
copy it from the list and paste it into the e-mail template.

Main variables
CODE DESCRIPTION
{NAME} User’s name
{SURNAME} User’s surname
{PATRONYMIC} User’s patronymic
{FIRM NAME} Company name
{FIRM ADRES1} Legal address
{FIRM ADRES1 2} Legal address, cont.
{REG NR} Registration No.
{LOGIN} Login
{E-mail} E-mail
{ACTIVATION CODE} Activation code
System variables
CODE DESCRIPTION
{COMPANY NAME} company name in
Russian
{COMPANY NAME ON Company name in English
ENGLISH}
{CONTACTS} Company contacts
{ESSENTIAL} Company details
{DIRECTOR} Company Director
{CURRENCY} Default currency
{COMPANY REG NR} Company registration No.
{ADRES1} Legal address
{ADRES1 ON ENGLISH} Legal address in English
{ADRES2} Actual address
{ADRES2 ON ENGLISH} Actual address in English
{BANK} Bank
{ACCOUNT} Account
{CONTACT E-MAIL} Contact e-mail address
{WEB SITE} Website address

! Important to notice, that the system variables require
specialists can assist you in studying macros and options that they make available.

deep understanding of programing. Our




9.3. Customer and Translators templates
In previous versions of OCLanguage there was the functionality of Customer and translator registration in
OClanguage for automatizing whole ordering and order fulfillment process. In the newest version of
OClanguage 7.0 there are no virtual offices neither for the Customer, nor for vendors. Thereby in
comparison to the previous versions of OCLanguage, in “Mailing templates” section there are no workable
system messages, that are created for sending to the Customer and vendors offices.

Also, due to the Russian Federation legislation changes in OCLanguage 7.0 there is no Customer/vendor
proposal e-mail templates. For the Customers from other countries our developers can set up the e-mail
templates for Customers (new pricelist announces, discount politics changes etc) and vendors (new
language pairs announces, new pricing information for vendors etc).



10. System requirements

10.1. General information
OClanguage is a very flexible solution and it requires small amount of resources; it can be installed on
either of the following three platforms:

1. Hosting
2. Virtual server
3. Physical server.

The aforementioned options are relevant to those Customers who purchase the perpetual license of
OCLanguage.

In case of SaaS license, OCLanguage is installed on the servers that belong to SIA OCL.



10.2. Software
OClanguage has the following requests in regards to software platform lying on the top of physical server:

e Web Server: Apache

e Technology on server-side: PHP 5.4+, JavaScript

e Technology on client-side: HTML pages with JavaScript
e Database: MySQL 5+ (with virtual tables support)

e Recommended browser: Google Chrome.



10.3. Hardware

OClanguage has the following requests to configuration of the server, on which the solution will be
installed.

Required for system use:

e HDD minimum reserved disk space for system configuration (not project data): 170 MB
e (CPU: 333 Mhz
e Minimum RAM: 64 MB.

In addition, required resources per user:

e Minimum additional RAM: 16 MB
e Recommended additional RAM: 64 MB.

Example: let us imagine you have 10 users on board, which are issuing system data 20 MB per day each.
In this case, we would recommend you would have at least CPU 333 Mhz, RAM 768 MB, HDD 55 GB (for
1 year).

In a new version of OCLanguage 7.0 a special mechanism for tracking hardware resources usage was
implemented. In the main menu the user can always see how many CPU and Hard drive resources are
being used at the moment.

HDD - [100ME]

RAM - [64MEB]




10.4. Data storage
In order to secure your stored data against loss, we recommend the following actions:

e Storage RAID level 1 or higher
e Regular data backup to tapes or cloud services.

On the database level, a database administrator manages access to the data.



