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Project is a series of tasks / activities that need to be completed to reach a specific outcome within specific
time. In general, non-profit organization implements the various projects in field which are funded by
different donor(s).

The project implementing organization must keep the records of expenditure & budget and need to submit
periodic financial report to donor for each project as per donor requirement. Therefore, their system should
maintain accounts of each project separately.

TrueBook System maintain all the accounts and budgets of each project separately. It also generates
financial reports for each project.

Process for Setup

- Go to Setup menu

- Click on Project

- Project Setup dialog box will open.
Defined Project/s will be listed in Existing Project List.

& Project Setup [m]
Reporting in  |[S¥]3{e}¥ m Existing Project
Display ID SCI-KHUSEE ® Active O Completed ID ~| DisplayID ~ Project Name - [«
m Knowledge Hub for Uplifing Secio-economically marginalized 156 TEST Test
children and families through actions in Education and Economic 154 VSO10 Global Programme to Accelerate Action to End Ch —
Empowerment
153 GNI2 Building Climate Resilience and Reintegrating Eco
e | From [2022/01/01]_To [2025/12/31] Voucher No. Restart i
= : 152 BSFP-WFP Blanket Supplementary Feeding Programme
fiEL el From [2022/01/01] To[2026/01/31] | [ Fiscal Year wise
[] CostCent - 151 PIN-START FUP Start Fund Nepal - Cold Wave Response
T NG 150080000 150 ASN-INK Aasaman Nepal Operation Account (JNK)
[onor | IETIAE Sororilane " || signatory.. 143 GDG No Girls Left Behind - Nepal (J1150N)
SCl -~ Save the Children Nepal
* I Schedules .. 148 CARE-ARH Adolescent Reproductive Health Project
Detail . 147 LWF-LICED Local Initiative for Community Empowerment & D
Py ——— Locked upto | ENEEINEIEY — 146 SC_TARL2 Innovative Pedadogies to Support Foundational L
= : AllP t 145 BC-GEMS Girls Empowerment and Mainstreaming Sustainal
Fiscal Year Type |Eng\|sh (25th cutoff) || Default [2023 | yesis
144 WSO-ACTIVE  Active Citizenship Through Inclusive Volunteering
Exchange Rate Bt Montorng il ‘
143 SCI-KHUSEE  Knowledge Hub for Uplifting Socio-economically 1
142 5CI-SIDA Civil Society Strengthening Programme
‘ 141 SCI-RCCE3 GET VAXED: RISK COMMUNICATIONS AND COMML
140 JNKMC Support to Child Development Club and Public Scl |
| Add ‘ Edit | Delete | | Save | | | Close | e o G e @ Taw A RS S s
Record: 4 4 130f153 | b M N Search

To add Project in TrueBook, follow these steps:

- Click Add button

- System will define ID and cannot change.

- Fill the information of Project:
e Display ID - Short-form (abbreviation) of Project Name
e Name - Full Project Name

e Reporting in — Select currency for donor reporting?
e  Status - Status of the project?

1 If project budget is/also in different currency, i.e., USD, EUR, etc (other than base currency) and
reports also needs to generate in that currency then, select the currency in Reporting in. (If the currency
has not been defined yet, please refer to the currency setup to define it). System provide option to
generate the reports in Base and/or Reporting Currency.

2 For marked completed project, new setup / data edit & delete / new data entry is not allowed.
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e  Project Period — Enter the Project start and end date as per project contract.

e Transaction Date - Enter the date range for transaction entry3.

e Total Budget - Enter the Project total budget as per contract in reporting currency.
e Voucher No. Restart — User can set voucher number restarting rule here as below.

o Fiscal Year wise - M Restart voucher number on every fiscal year.
O Voucher number will continue in all fiscal year of the project.

o Cost-Center wise - M Restart voucher number for each Cost Center.
O Voucher number will continue to all Cost-Centers of the project.

e Donor - Select Donor* of the project.

e Default Donor - Choose default Donor® if more than one donor set in Donor.

e Locked up to — Set the date® after when voucher (transactions) booking should be allowed.
e Fiscal Year Type - Select Fiscal (Financial) Year Type of which financial cycle donor follows.
e Default Year - Select fiscal year of current period’.

e Remarks - Any remarks on Donor if any

- Click Save Button to save.

Budget Monitoring and Exchange Rate is only visible if Reporting in currency is different than
Base Currency

- Budget Monitoring — Select the budget monitoring currency for expense bookings: either the Base
Currency or the Reporting Currency.

- Exchange Rate - System provides below 3 options for exchange rate.

e  Periodic Rate Fixed exchange will be used for period as set in exchange rate entry. Refer
Exchange Rate Entry for more detail.
e Voucher wise One exchange rate for each voucher.

e Transaction wise Exchange rate can be set for each transaction line.

To edit Project in TrueBook, follow these steps:
- Select on the Project from Existing Project List. System will display selected record information.
- Click Edit Button and make necessary changes
- Click Save Button.
Note:

1. 1If transaction is already booked under the project, Fiscal Year Type and Reporting in Currency
cannot be changed.

2. Exchange Rate and Voucher Numbering rule can be change. The change is applicable for new
voucher entry only. Old voucher number remain same.
To delete Project in TrueBook, follow these steps:
- Select on the Project from Existing Project List. System will display selected record information.

- Click Delete Button
Delete Confirmation Message will pop-up.

- Click Yes Button to delete
Security Alert will pop-up if the project already in use.

3 Voucher entry is allowed within set date range. Date range can be set before/after project period for pre-
cost booking of project (if donor allows) and for settlement/closing booking of the project accounts.

4 Donor can be more than one for basket funding project. System allows to choose donor at time of budget
/ expenses booking for each budget-line (account).

5 System will select default donor at the time of budget / expense booking by default.

6 The system prohibits the entry of new vouchers (transactions) before the specified date, and it restricts
the editing and deletion of existing vouchers up to this date. It is recommended to update the Locked
up to date to the reporting end date after completing periodic reporting to prevent unintentional date
errors and ensure consistency in the submitted reports.

7 If the Fiscal Year has not been defined yet, please refer to the Fiscal Year Setup to define it. System
selects the select default year of the project at the time of voucher entry / reports.
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Lock All Projects

It is advisable to lock the voucher date to the reporting end date after completing periodic reporting. This
ensures that the system prevents the entry of new vouchers (transactions) before the specified date and
restricts the editing and deletion of existing vouchers up to this date. This precautionary measure helps

prevent unintentional date errors during voucher entry and ensures consistency in the submitted reports.

“Lock All Projects” facilitates the simultaneous locking of voucher dates for all projects.

To Lock All Project Vouchers in TrueBook, follow these steps:

- Go to Setup menu,

- Click on Project.
Project Setup dialog box will open.

- Click Lock All Projects Button.
Project Transaction Locking dialog box will open.

- Type date up to when Transaction needs to lock.
System will suggest last date of pervious month.

- Click Lock Button.
Confirmation dailog box will pop-up.

- Click Yes to Lock the data.

Signatory

Project Transaction Locking

Lock I Cancel |

Lock All Project Data up to | 2023/08/31

System will lock data of all project and
will not allow to add, edit and delete data up to locked date.

Confirmation

System will lock all the Projects Data up to 31 August, 2023

Do you want to CONTINUE ¥

=
a

TrueBook offers dynamic signatory functionality for vouchers and reports. Users can set specific signatories
for each project and user. Current user’s set signatory will be used while printing/generating voucher or

reports.

TrueBook provide to setup of up to three signatories. If additional signatories are needed, please refer

"Report Header Footer".

To Add/Edit Signatory for Project in TrueBook, follow these steps:

- Go to Setup menu,

- Click on Project.
Project Setup dialog box will open.

- Select on the Project from Existing Project List. System will display selected record information.

- Click Signatory Button.
Project - Signatory Setup dialog box will open.

= Project - Signatory Setup

| [Knowledge Hub for Uplifing Socio-economically marginalized children a|

Vo Bm

+| [Administrator

|

Signatory 1 Signatory 2 Signatory 3

|[Checked By

| [Approved By

T |

NN

| ‘ Close |

- Select User for whom signatory needs to configure.

Previously set signatory will be displayed.
- Click Edit Button.
- Type / edit the information of signatories.

- Click Save button to save.
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Schedules

Schedules setup is design to generate donor specific reports. With this setup user can select/define account
group (15t Level) for the report. System will generate / include these accounts group in Schedule Report
as per setting. This setup is required to generate reporting package of Save the Children and Child Fund
Japan.

Do this setup only after completion of Project Account Setup.

Note: In current versions, this feature is only applicable for reporting package of Save the Children and
Child Fund Japan.

To Add/Edit Report Schedule in TrueBook, follow these steps:

Go to Setup menu,

Click on Project.

Project Setup dialog box will open.

Select on the Project from Existing Project List. System will display selected record information.

Click Schedules Button.

Report Schedule Setup dialog box will open with Level 1 accounts groups of the project.

& Report Schedule Setup

| [Knowledge Hub for Uplifing Socio-economically marginalized children 3

1|1
21
3
4N
5V

Order - | Sch# -

Sch Name

Schedule |
Schedule Il
Schedule |ll

| Schedule IV

Schedule V

Acc L1
5000
1140
2000
1000

| 1050

3000

Project Expenditure
Advance/Receivable
Liabilities

|Cash at Bank
|Cash in Hand

Grant Received

Des

Click Edit Button

Input/fill Order and Sch #(Schedule Number) and Sch Name as per requirements. Leave it blank if
account group do not need to include in the Schedule report.

Click Save button to save.
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Project Detail Setup

With further Project Detail Setup for the project to turn or/off certain features of TrueBook, Budget control
options and input more information about project related information for project reporting.

To do Detail Setup

Go to Setup menu,

Click on Project.

Project Setup dialog box will open.

Select on the Project from Existing Project List. System will display selected record information.

Click Detail Button. Project Detail Setup dialog box will open.

Click Edit Button.

Mark the option as
required. See below
notes for more details
about the options.

Click Save button to
save.

Notes:

& Project Detail Setup x
Transaction Booking with WECS Cost-Code [l Budget Control
] Transaction Date [ ] Expenditure Account Budget (O Project () Annual
[] Cost Area [] Must input Trans-with Expenditure [] Cost-Center wise
Show | Allow only budgeted Cost-Code { More Details .. ]
‘ it H Save ‘ Cancel | | Close |

Transaction Booking with — To enable / disable features

Transaction Date

M To input date for each transaction at the time of voucher entry.
O System will set transaction date same as voucher date.

Expenditure Account

M Enable Expenditure Account features.
O System will auto select “Not Specified”.

Cost Area

M Enable Cost-Area features.
O System will auto select “Not Specified”.

Must Input Trans-with

M Must specify Trans-with field at the time of transaction entry.
O Input for Trans-with is optional except bank account’s transaction entry.

Show only budgeted
Cost-Code

Only visible if “User Cost-Code in Budget” is marked. This option is to control
Cost-Code list at the time of transaction entry.

M Shows only budgeted Cost-Codes
O Shows all Cost-Codes

Cost-Code - To enable

/ disable Cost-Code Feature.

Cost-Code: Name field

Input / Type the heading for cost-code.
For example: "WBS” for Plan projects and “Slgr-ID” for Save the Children.

Budget

M To use Cost-Code in Budget Entry. System will mark expenditure as well.
[0 Not to use Cost-Code in Budget Entry.

Expenditure

M To use Cost-Code in transaction entry (in expenditure accounts).
O Not to use Cost-Code features.

Budget Control - for setting budget control rule.

Project or Annual

Expenditure booking will be control based on Project Budget or Annual Budget.

Cost-Center wise

M Budget control done based considering Cost-Center.
[0 Budget control done based ignoring Cost-Center.
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