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1) Access to Projetex

1.1 Open Projetex Workstation
1.2 Connect via Internet to sharepoint.okodia.com:

Location of Projetex 10 Server @

EJ
L)

This PC:
LUIS-WXP

LANPC:

Test

\a,

¢

"B Intemet: Connection
% [SHAREPOINT.OKODIA.COM v | Port: 211

v

1.3 Enter your credentials:

Projetex 10/ Workstation E]
@ [ sener ] sHarePoINT.OKODIA.COM
Login: |\uis ‘

Password: |---".--. ‘

[]Rememher password

<o

2) Navigation

You can navigate through Clients and Freelancers. Each of them has different items. In the example,
for Clients, you can navigate through Client and Invoices to Clients.

Clients % |

QH

Client

A

Freela... #
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3) Registering invoices

Please notice that anytime we receive an invoice from a provider, we must ensure to
acknowledge receipt of this invoice by replying to his/her e-mail.

3.1 In order to create Mass Project Orders (POs) from jobs, we must follow the following steps:

% POs to Freelancers

Mass POs 2 Edit Status: | A"
(€eJC€ )+ ~I[E] & | 91 Record(s)3001..3387 of 3387 (Page 4 of 4)

[ PO Code Global PO Code Expert Name Date Sent Date Due  Currency ©

3 I Select All I Clear All

Include  Expert Na
Elisa Serra Salvi
Veneatra Paynther
Gemma Sanza Porcar

Lucia Anna Messuti

Helena Matyasova

Klara Heldnové (Jakub Kovar)
Maria Grazia Piscopiello
Lidia Lianiuka -
Carolina Bordonado Rodriguez
Enrique Bernaldo de Quirds Martin
Rossana Couto Lago

Sabina Kralova

Lionel Marlier (Di Paola La Rocca)
Anthony Green

Ndria Ventosa Barba

Sarah Dakhlaoui

POs added L)

JEEEEEREEEREEEEEEE

huriel Martin L
Local Freelancer Filter
off Freelancers Displayed: 180
S Total in Database: 180
O One Project per PO
® One Freslance Job per PO 4~
de completed jobs only e
PO-AV —f» v ceneraste [ X cancel |
PO- AV AT T TS =TT AT T DT ey F T T T T e oI T

- Click on POs to Freelancers

- Click on Mass POs to open the popup.

- Make sure to “Select All”, to choose “One Freelance Job per PO” and to “Include
completed jobs only”

- Click on “Generate”

3.2 Take one of the invoices received and select its corresponding Freelancer:

"~ Wan [_pos

_ everrrote ousomrios | pust |
(__EgeCose: ]
Eer—r

T —)
Starts with v
cta.de 0 ilos 3 =
Name [= 18008 &
Rebecca Elliott Oranada
[Richard Antonin Spain Current date and time:
2ots 11
Rosa Rodtiguez Hemndez osonz0 1137
ossana CoutoLago E:maltsusaname10@gmalcom
Rossana Gouo Lag Prone 650 971 302,558 21 065, e Q
[Futh Apiar Colom (Hegare Wang Sude) A
sabina kaors (
sabins oraun
|Samah Salim Jabbar Jabbar Web site:
GandraMars aptsta idade Rosigues itin 30 ) tom i sste)
Sarah Daraout
saranLevas
Schenerezade sund Linez ! R
T
resarcer Foder: [G1BusinessiBpersFrasiancos50
(P eomesions ) ReaGomss ) (_LocasFormar )
(onersomaton ]
i Chen uan
s Vlscors Sulre @iora Wafoz Sénche)
=
Record() 1180 190 Page 101 1
Frestancers Dislaes 180
ot 180
oo "
o 8 0 -
‘User: magda (Magdalena Delcado, Invoicing) _Registered to: Okodia SLU (B65659963) (2 users| ‘Server; SHAREPOINT .OKODIA.COM
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3.3 Double check that the fiscal details in the invoice correspond with the fiscal details indicated in
the Freelancer information (mainly “Name”, “Postal Address” and “VAT number”). You can do this
only “once a year per freelancer”. In order to modify any of the details, you can click onto its
boxes.

3.4 Double check that the provider complies with the following instructions:

- Spanish resident provider: has sent us the “Certificado de contratistas” (valid for the current
year)

- EU resident provider: VAT number is validated in the VIES system:
ec.europa.eu/taxation_customs/vies/?locale=en

- Non-EU resident provider: has sent us a certificate of fiscal residence (or a document that
indicates that he/she is fiscally registered in the corresponding country) E.g.: for USA: EIN number
or W9 form.

3.5 Make sure that this information is correctly registered in the provider area:

- Spanish resident provider:

I/ Expert Profile r Custom Fields® T Audit
Expert Code: SSG
Susana Sanchez Garcia

Ctra. de los Filtros 43
] 18008 z
Granada N "
Spain S Expert Profile” Custom Fields® || Audit I

O30SO Works for Client | Bank accouni] Documents! |
- Date of NDA signed

15/03/2013 v

hitp:ifwww.proz.comiprofile/29218 Date of SLA signed

Invoice date) 15/03f2013 oS
VAT Number: 51383204-P

Dat of Cert. contratistas sent
o EUR
Active 10/04/2014 v
Freelancer Folder: |C:Business\Experts\FreelancelSSG Date Fiscal Residence sent

FTP connections ( Next Codes ) ( Locale Format D
AND

Contact Info: E-mail: susanamc10@gmail.com

Phone: 650 921 302, 958 221 065, Skype )
susanasgme A\
e

- EU-resident provider:

P ExpertProfile |_Custom Fields* | Audit

Expert Code: RAN
Richard Antonin
| Postal Address: Vitovka 27

74235
Odry

Czech Republic Current date and time:

03/0822014 11:48

Contact Info: E-mail: richard@czechtranslator.cz

Phone: +420 552 309 927, +420 605 310 )

629
Fax +44 870 915 6540

Web site: hittp: ooy, I
Payment Terms: Within 30 day(s) (from Invoice date)
I VAT Number. CZ-7207225454 I
N EUR

Expert Status: Active

Freelancer Folder: |C:\Business\Expertsi\FreelancelRAN
FTP connections Next Codes ] ( Locale Format |

Only indicate VAT number when checked against the VIES system. Leave blank when not checked.
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- Non-EU provider:

Expert Pml‘lle/[ Custom Fields”l -
Works for Client | Bank account,” ‘
Date of NDA signed

v

Date of SLA signed

v

Dat of Cert. contratistas sent

v

Date Fiscal Residence sent
28/01/2014 v

3.6 Once these checks have been done, enter the information from the invoice into its area:

. T —
Freelance Expert: Susana Sanchez Garcia
clents v/ || IR
/ wain]_pos ||
Freela... & Staus: | A" 9] Avoroves: ["A_ 9] Freslancer Gurency.EUR
) | 0-SSG-FACT 4
0-SSG-FACTURA OKODIA JULIO 2014.pdf (page 1 of 2) Group By: |- None - v

Date Due _ Invoice Date Jobs Total Balance NetJobs Total Discount Discount2 Tax  Tax2  InvoiceCode  POTotal | TotalPaid ProjectManager Approved  Date Paid
i 260772014 26062014 | 4078 0,00 40,76)-None - |-None- |V 4076 40.76|Luis RodriguezJir, -Yes- | 2610612014
AL 2o2c oo LT S 180,36 180,36 Luls Rodriguez i -Yes- | 26/06/2014
Factura de: P (Protected mode, 14:00 left), 10,00 10,00|Luis Rodriguez Jir| - Yes- 260062014
Susena Sdnchez Gurcia From: Okodia SLU (B65659963) Deeeatlsmezs @I 10,00 10,00 Luis Rodriguez.Jir| -Yes- | 260062014
Garretera de los Filtos, 43 To: Susana Sanchez Garcia S T 1 4992 49.92|Luis Rodriguez Jir -Yes- | 2606/2014
Oraee Project: 14004 TR 1 5475 5475|Luis Rodriguez Jir, -Yes- | 261062014
Factura e 20146RA013 Project Manager: Test Facturacion RiRalCo IN.0024. 201 1 1000 10,00/Luis RodriguezJir| -Yes- | 261062014
Fecha: 280772014 [ Approved (Jobs Locked) 1 1000/ 10,00 TestFacturacion | - Yes- 26/06/2014
‘Okodia SLU feelance Jobs |_Adjustment | _Linked with Payments | Notes | Custom Fields | Auit | Alerts ! SODDIRRNE0 00 Test Fecturacion_| - Yes: | 2oma/zol4
/ Nirla 57 - = e i 2472 2472|Luis RodriguezJir, -Yes- | 260612014
1 * LD 2 Remore Job o B0, 1 121,05 121,05|Luis Rodriguez Jir| -Yes- | 2610612014
e leted |Project Cod Job N Group of Senices 1 919,41 910,41 Luis Rodriguez i -Yes- | 260612014
0141140045 1 26569 26569 Luls Rodriguezir| -Yes- | 26/0612014
[ ssooon_ 1 92,15 92,15/ Luis Rodriguez Jir - Yes- | 2610612014

2634 o, None

28560078

R sl fs o None
— Currency.EUR S ane:
gy

38360088 20,00 0, None
»5560087 Markas Paid Invoice Date: | 280772014 v/ f3 1738 o, e None
S RTF Templates: v E) 39,34 0,00|Luis Rodriguez Jir| - Yes- None
TomaL — R seses

VA (21% 4/ ); / ER 20295
o 1w 1) | o s
can

CHECKS:

- Okodia’s fiscal details are properly indicated
Job number in the invoice corresponds to job number in our system (in the example: J-
SSG0076)
The job amount in the invoice corresponds to the job amount in our system (in the
example: 121.79 EUR)
If the provider charges VAT/IRPF: indicate so (if the provider should charge VAT/IRPF and

does not, ask the provider to modify the invoice accordingly)
- Enter the Invoice Code and the invoice date.

If the job number corresponds, but in the case there is a slight difference in the amount
indicated, you may adjust it in the tab “Adjustment”
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Edit PO (Protected mode, left)
— From: Okodia SLU (B65659963) Date Sent| 300612014 v
= To: Susana Sanchez Garcia e

Project: 140045, Study Alnylam ALN-TTR02-004 (Wedpace Spain)
e e e 4PacO SO G el Coe:(N-0926-2014

Approved (Jobs Locked)

Freelance Jobs | Adjustment | Linked with Payments | Notes | Custom Fields | Audit | Alerts
Volume:

Description:

DiscountMarkup 1: - None- (000%) v| 0,00 LA

Discount/Markup 2: |- None - (0,00 %) v/ 0,00
PO Total: 121,79
Net Jobs Total: 121,79 X
Balance Due: 121,79
Tax1: VA (21,00 %) v| 2558

Tax2: [IRPF (21,00 %) V| -2558  [JBwertinvoice received
Invoice Code: | 2014GRAD13

Mark as Paid Invoice Date: 280712014 v

RTF Templates: v

3.7 Once all jobs from the invoice have been registered, doublecheck that the total amount of the
invoice corresponds to the total amount to be paid (you can filter by Status and by Group):

Q Freelance Expert: Peter Moss

L wain
Status: | Outstanding v Iwmmq A | Freelancer Curency EUR
Py O Groun By. | Date Due
Status invoice Date Jobs Total_Balance  NetJobs Total Discount Discouni2 _Tax__Ta___lmoice Cods PO Tolal _Tolal Pald_ProjectManager Approved [
Po-P G 01| 9785 7.5 97,85]- Non- |-None-_|- Nane- - None- I 0,00]Luis Roia
PO-PNS0S4| 109832014 Petsross 280712014 |xpectea winin 27 oe 3102014 | 69,75 69,75 69.75|-None-~ |-None |- None- - None -[Ive 0.00|Luis Rodriguez i -Yes
[-XaYe) -] 0-PMS-INV0529_2014.df (1 page) o
Peter Moss
et o ramsations gmilcon
prr—
.
I e Serie i N P B
i il EEE= = T R ]
T Commuriy suppy subjc to VAT i the couney f secisfin.
- -
+ Paymentno e hn 30 dysof et ofnvoie
Payanent Terms: Witin 30 days) from i * Myl commmaly VAT asmber G992 301 39
Not:Individual PO fo Freelancers can bé G B
Fictory
. BICSWIFT: BARCGB22
o
oot
w FIUJSICA. 11GHRIGUUIT IVIGHAYSIHISHIL JYSLSHI 1UI 11G1RIGUUTT AYSHIUICS = = meem

Norkstation Navigation New.. Team Reports Settings Help

Clients ¥
Edit Status:  *All* v Invoiced:  No v Project Manager: | *All* v | Base Currency: EUR
Broje s 1 V5 Record(s) 1..95 of 95 (Page 1 of 1) Group By: | -None - v
. ob Name Assigned Deadline Completed Group of Services Senvice Volume Units Price | Job Total Prc A
16/04/2015 17:26 | 31/12/2015 18:00 | 31/12/2015 18:00 | Traduccién en>es 0 palabras (000  [[000 | |LuisR
Project o 13/04/2015 07:20 | 16/04/2015 18:00 |  14/04/2015 21:24  Traduccién es>en 0 palabras (0,00 0,00 LuisR
31/12/201 -No - Otr Otros W s 0,00 0,00 LuisR
30/04/2015 10:15 | 31/12/201518:00 | 31/12/2015 18:00 |Traduccién es>en 1 otros 0,00 |T0.00 LuisR
pdia 18/02/2015 10:39 | 06/03/2015 18:00 | 02/03/2015 09:37 | Traduccién es>ca 20000 palabras |0,00 0,00 LuisR
Client Jobs MET 30/01/2015 15:19 | 02/02/2015 18:00 | 02/02/2015 18:00 |Ti 0 es>en 243 palabras 0,00 |T0.00 Luis R
20/02/2015 19:52 | 31/12/2015 18:00 | 31/12/201518:00 | Otros Otros 0 palabras 0,00 |T0.00 Luis R
G 01/01/2015 13:56 | 31/12/2015 18:00 | 31/12/2015 18:00 |Otros Otros 0 otros 0,00 | 0,00 LuisR
Corporatasiona | Vala 04/04/2014 15:54 | 07/04/2014 18:00 = 07/04/2014 16:03  Translation en>es 2 doc. 0,00 0,00 LuisR
05/03/2014 12:43 | 12/03/2014 18:00 | 12/03/2014 11:02 |Translation fr>en 6 doc. 0,00 | 10,00 LuisR
! 05/03/2014 12:42 | 07/03/2014 18:00 | 10/03/2014 11:07 |Translation it>en 1 doc. 0,00 | 10,00 LuisR
28/02/2014 14:07 | 07/03/2014 18:00 | 10/03/2014 11:36 | Traduccion jurada en>es 0 words 0,00 0,00 Luis R
Freelance Jobs [FIEIE] 17/02/2014 08:40 | 20/02/2014 08:40 | 20/02/2014 16:27 |Translation en>es 1 doc. 0,00 |T0.00 LuisR
/\1; Jad (test para Sermes) 21/01/2014 09:19 | 22/01/2014 18:00 | 22/01/2014 15:56 | Traduccién es=en 332 palabras (0,00 0,00 LuisR
ﬂl becial offer for localization 07/01/2014 13:29 | 07/01/2014 18:00 | 07/01/2014 15:37 | Translation en>ja 16 words 0,00 0,00 LuisR
‘ 27/01/2014 09:01 | 05/02/2014 18:00 | 05/02/2014 18:00 | Translation it=en 0 words  |0,00 | 0,00 LuisR
Accounts ; , - .
urantes_ENG V2 (nuria) 31/03/2016 11:32 | 01/04/2016 18:00 | 01/04/2016 12:00 |Revisién inglés 216 palabras 0,047 10,15 LuisR
w 30/03/2016 09:45 | 01/04/2016 18:00 | 01/04/2016 12.00 | TR (Traduccién + Rev|es > ar 90 palabras 0,175 15,75 Nataliz
01/04/2016 09:50 | 01/04/2016 18:00 | 01/04/2016 14:30 | Traduccién es>ca 05 horas 35,00 17,50 LuisR
Schedule of ch_working_30Mar2016_trackec| 01/04/2016 15:39 | 04/04/2016 18:00 | 04/04/2016 17:42 |Translation en>cs 05 hours 36,00 18,00 Nataliz
Client Jobs cimriinn AMIAGARAE bennisni AAIAAIAAAS AEAR | AAINAIARAS ABAR | AANAAAAE 4747 | Teamninian R ac wmen  nean lanan Nimbnie
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If there are some 0 Job Total’, we will report this situation to Luis, before creating invoices.

4.2 From the main Menu: “New > Invoice”

#! Projetex: Translation Management

Workstation MNavigation EIEZTEN
Client

Contact
Service

Team Repc

A

Clients 2

Invoice

4.3 Select client and click next

) New Invoice Wizard (step 1 of 2) X
Select a cli
Select a client to whom this invoice will be sent. /
Client Name

AR Difusion, S A
Co
Medpace Ceska republika,s.r.o.
Medpace France
Medpace Spain, S.L.
MrWonderful Comunication S.L.
Okodia SLU

Shackleton Barcelona, S.L.
Somos Sinapsis S.L.

Record(s) 1..9 of 9 (Page 1 of 1)
< e |1 v

Clients Displayed: 9
Total in Database: 203

4.4 Select project and click Finish (only one invoice per Project)

) New Invoice Wizard| (step 20f,2)

Select Projects.

You can limitthe scope of client jobs to those contained within certain project. /

Client: Medpace Spain, S.L.

ice Client jobs from certal

140026, Study Shionogi 1314v3231 Mono PSP (Medpace Spain)
140031, Study Regeneron r797-cl-1118 (Medpace Spain)
140034, Study Novartis LCQADSICLCQA08B2302 (Medpate Spain)
140038, Study PTC124-GD-020°DMD (Medpace Spain)
140085, Study Coherus CHS-0214:02 (Medpace Spain)
140057, Study Shionogi 1315¥9232(Medpace Spain)
140067, Study KHK 0761-010 (Medpace Spain)
140076, Study Immunomedics IMMU-107-04 (Medpace Spain)
140098, Study PTC124-GD-020e-DMD (Wedpace Spain)
140102, Study HT-ANAM 301 (Medpace Spain)
140110, Study Shionogi S266CUTI (Medpach, Spain)

te Spain)

O Invaice Client Jobs from different Projects

Cem ) o) [ o
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4.5 Complete the corresponding fields

New Invoice
— From: Okodia SLU (B65659963) Number of copies: New Invoice
@ AT Tl Date Sent: | 0310812014 ¥ = From: Okodia SLU (B65659963) Number of copies: (=
[7] Approved (Jobs Locked) st ® To: Cosmética Cosbar, S.L. Date Sent 030812014 v
Aftention: | Antonio Tsi Kan Ming v Global Code: [IN-Auto-2014 [ Approved (Jobs Locked) Code: |Auto
/" ClientJobs |_Adjustments | PaymentMethod | Linked with Payments | Notes | Custom Fields | Audit | Alerts Atention: | Antonio Ts! Kan Ming v Global Code: [IN-Auto-2014
( ZEdtioh _____J{— =) Remove Job from Imvoice | ClientJobs | s P | Notes | Custom Fields | Audit | Alerts |
Completed Job Code  Job enfPM_ Group of Ser Senvice Al
io Tsi Kan ar

or
18/07/2014 91 J-MTBLO034 Etiguetas Sac Jaime Hemandez Maguetacin InDesign
17/07/2014 1€ J-MTBLO033  Preparacion £ Jaime Hemandez Maguetacin InDesign
07/07/2014 1£ J-MTBLO032  Pure Vitamin 1 Xavier Garcia Mar Maguetaci6n InDesign
04/07/2014 12 J-MTBLO031 | Modificacin + Antonio Tsi Kan b Traduccién |es > ar
02/07/2014 14 J-MTBLO030 MUESTRA GF Antonio Tsi Kan b Traduccion |es >tr
02/07/2014 14 J-MTBLO029 MUESTRA GF Antonio Tsi Kan b Traduccion |es > ar

[Transferencia bancaria v
Description

“Catalunya Banc, A"

ES52 2013 0805 3102 0057 1876

CESCESBBXX

Cf Colom 318, 08223 Temrassa, Barcelona (Spain)

30/06/2014 12 J-MTBL0028 MOUSSE CO( Xavier Garcia Mar Maauetacin/InDesian L)
< >

K » g B Client Currency: EUR

B e 00 ey Apply, if any DiscountiMarkup: |- None - (0,00 %) v 0,00 ClEEmongE FUR
DiscountMarkup 2: |- None - (0,00 %) v|o00
Invoice Total: 321,53 Discount/Markup 2: |- None - (0,00 %) v 0,00
Net Jobs Totak: 265,73 id: invoice Totak: 321,53
Paid: 0,00 Net Jobs Total: 265,73

Paid: 0,00

Balance Due: 321,53
Only for Spanish Balance Due: 321,53

companies LS VA (21,00 %) 35580 | e Tax |IVA 21,00 %) v|5580
Tax2: |- None - (0,00 %) v|000 Mark as Paid

— Tax2: |- None- (0,00 %) ~vlom
lmr Templates: | Okodia-Invoice-Template-ES.f VEleels] RTF Templates: | Okodia-Invoice-Template-ES f 9
(o xome

Choose the person in charge for receiving invoices.

Remove “NOT completed jobs” from invoice.

Apply discounts or tax values, when required.

Check Payment method (second screenshot).

Choose the invoice template.

When clicking on “Save and open” icon, save as Word in your local folder and double check that
the invoice shows correctly. Then, save as pdf in Sharepoint.

Click OK to finish.

5) Folder organization in Sharepoint

5.1 Invoices received
Invoices should be kept in pdf format only in the corresponding path: “Admon/YEAR/TX-
FrasRecibidas” (where “X” means the Quarter).

- Invoices should be renamed according to the following information:
0-ABC-filename.pdf
Where the first number varies from 0 to 9 as follows:

0 -> Invoice received (just received)

1 -> Invoice pending some fiscal document (Certificado de contratistas, Fiscal residence or VIES
ok) or another document, requirement, wrong details in the invoice, etc.

2 -> Invoice checked and managed, only pending to include for payment (bank transfer or paypal
or any other)

3 -> Invoice prepared for payment (bank tansfer or paypal or any other)

4-7 -> No meaning yet

8 -> Invoice paid and sent to Accounting

9 -> No meaning yet

C-X -> Invoice processed by Accounting department (X = earlier states 0, 1, etc.)

ABC is the provider code.

Okodia SLU - CIF B65659963
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e

Filename is the filename of the invoice received.

* When Accounting department process the invoice, they usually add a letter C between the
number code and the provider code, i.e.: 3-C-ABC-filename.pdf

5.2 Fiscal documents

Fiscal documents should be kept in pdf format only in this folder “Admon/YEAR/FiscalDocs”
according to the following coding:

ABC-DocumentChecked-Date.pdf

Where ABC is the provider code.

Document Checked is one of the following:

- VIES

- Contratistas

- FiscalResidence

Date is the date/document checked in format YYYY/MM/DD

5.3 Invoices issued

Invoices should be kept in pdf format only in the corresponding path: “Admon/YEAR/TX-
FrasEmitidas/ZZ-MONTH” (where “X” means the Quarter, ZZ is the number of the month and
MONTH is the month name).

- Invoices should be named according to the following information (the naming should be
automatic):

OD-1234-YYYY.pdf

Where “OD” means “Okodia invoicing series”

1234 means the invoice number

YYYY means the invoice year

6.1 Invoices received
All invoices received should be registered in Projetex no later than the day 20 of each month.

6.2 Payment of invoices received
All invoices received should be paid between the days 25-30 of each month.

6.3 Invoices issued
All invoices should be issued and sent to destination between the days 1-5 of each month, with
the exception of some clients, which is clearly identified in each client's main tab in Projetex.
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