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About This Manual 

The aim of this manual is to provide instructions that will effectively introduce you to the practice 

management aspects of UniPhi. Within this manual you will learn how to create a new project, assign 

resources and organisations, and work with financial information such as creating budgets and invoicing. 

How to use this Manual 

As you read this manual you will notice the following icons recurring which will help to highlight and 

enable you to quickly locate activities and summary areas, they will also assist you to understand UniPhi, 

and avoid any problems. 

 

Puzzle Piece: 

The puzzle piece appears at the beginning of each section and any major section to 

mark the overview of that item’s content or concept. 

 

Cogs: 

The cogs denote a step-by-step activity to be completed using UniPhi by the 

participant relative to the section it is located in.  

 

Light bulb: 

The light bulb denotes a helpful hint or tip you should be aware of. 

 

 

Videos have been used throughout the manual to demonstrate the activities. They are for illustrative 

purposes only. Details such as dates, budget figures and other entered text/data may vary. 
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Creating Organisations & Sites 

 

 

Organisations and sites are effectively the company or companies that your organisation 

engages with. Organisations refer to the company or business, while Sites refer to physical 

locations of each organisation. Therefore, Sites are always linked to Organisations. 

 

https://www.youtube.com/watch?v=WT4Inq_P3tQ
https://www.youtube.com/embed/mOItRrNu_-Q?feature=oembed
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To create an Organisation, go to the Resources tab, and press the blue Create New Organisation icon. 

 

When creating a new Organisation, you will be presented with several detail fields that can be populated 

with Organisation specific information. The only mandatory field that requires information at this stage is 

the Organisation name, and the primary Site details. The more details you have entered here, the more 

useful your resource information will be, particularly when performing tasks such as generating 

documents, or invoices, etc. The Organisation should be marked as Internal if this is your organisation. 

Leaving the Internal box un-ticked will treat the organisation (and associated sites) as an external 

organisation (e.g., a client/supplier). 

Once you have created an Organisation and Primary Site details, select the green Save icon. Using the 

navigation bar, you can add more sites under the Organisation tab. 
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Creating a Resource  

 

UniPhi categorises all people resources as internal or external contacts. Importantly these 

resource contacts can also be assigned to organisations, sites, and Projects.  

Resource contacts are added via the Resources tab and selecting the Create Resource icon. 

 

 

 

https://www.youtube.com/embed/PK2g1bdDKIc?feature=oembed
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There are several contact fields that you may choose to populate at any time. The only 

mandatory field that requires input at this stage is the resource Name. All other fields, such 

as phone numbers, email address, licence type, and position detail can be updated or 

amended at a later date. Remember to save your new resource details before leaving this 

page. 

Resources can only be added to UniPhi when “all projects” are selected in the Project filter. If you have 

selected a specific project, you may only add pre-existing resources to that project. This means, you 

cannot create resources at the project level. 

The access level that your resource will have to the UniPhi system will depend on the licence type that you 

select.  

The four licence types available to you are: 

• None. No access to your UniPhi deployment, the purpose of this licence type is purely to store 

your external client information. This information can be used when generating documents, and 

emailing from UniPhi. 

• Team Member. A lower level of access which will allow your team members to see their issues 

and actions, a view project related documents, and allocate time via their own timesheet. 

• Project Manager. High level access to documents, issues, and financials 

• Program Manager. Full access to all project information, but no access to structural Methodology 

and Admin sections 

• Administrator. Full access to issues, documents, financials, and admin and methodology sections. 

Resources are specified as being Internal or External based on the Organisation & Sites that they are 

assigned to. (See below for Organisations & Sites) 

Linking a Resource to a Site 

To link an existing contact resource to a site, simply drill into the specific site, and select the Add Contacts 

icon. Find the site by either using the View dropdown on the far right or filtering for Organisation and then 

selecting the Site or by directly filtering for Site.  
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Once the site is selected, use the Link Resource icon to search and add an existing resource to the site. You 

also have the option to create a resource in that page should you wish to do so. 
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Viewing External Resources  

Navigating resource contact information via the Resources tab is quite straight forward. Filters exist to 

help narrow your search so that if you are looking for a person (contact), you can select the View: Contact, 

and you may also filter for internal or external people. 

 

 

Clicking onto a resource will take you into the detail screen for that person. Here you will find more of the 

specific information about the person, and the company (or companies) that they belong to. It is possible 

to have one contact linked to numerous organisations and sites. Where a contact is linked to more than 

one organisation, you will need to specify their “Primary Site”. You can also link sites as well by using the 

Link Site icon.  
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The Sub navigation menu for a contact provides access to the following views: 

• Dashboards – the resource pool 

• Contact – edit and update contact details 

• Rate History – for internal resources, review their charge and cost rate history 

• Authorised Roles – for internal resources, review the roles they are authorised to be assigned to 

• Projects – review the list projects and roles the contact is assigned to  

• Correspondence – review any correspondence with this contact 

 

 

https://www.youtube.com/embed/tIiqEO1ZRLc?feature=oembed
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Correspondence 

The correspondence panel displays all UniPhi generated interactions that have taken place involving the 

resource contact that you are reviewing. This correspondence includes documents, issues, comments, and 

emails. It’s important to note that all communications are displayed here, regardless of their status (e.g. 

issues are displayed even if they are closed or awaiting review). Items from closed projects are also 

displayed.  

The benefit to using the Correspondence module to locate this information is that it brings all of the 

information into one place and eliminates the need to open multiple browser tabs to locate a specific 

item. 

 

Projects  

The information displayed in this view is a useful way to observe which projects a contact resource has 

been assigned to, and the role that they are performing within those projects.  
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Team 

Clicking on the project link within a contacts project list (or 

selecting a project from the projects dropdown while in 

the Resources tab) will take you to the Team resource 

details tab for that particular project. This view provides a 

useful stakeholder list, as it displays each resource by 

name, as well as the organisation and site that they belong 

to, and the role, or roles that they have been assigned. 

 

Viewing Internal Resources (Staff) 

The contact details for internal contacts features the capability to attach a signature image, and an email 

signature. This information can then be used when generating and transmitting documents and emails 

from UniPhi.  

The signature image is a scanned image of a written signature that is uploaded into UniPhi, which can then 

be selected when “signing off” a document. The output document has the embedded signature attached, 

which saves the time and effort of printing a document, signing it, and then scanning it back as a soft copy 

format.  
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Attaching an email signature works the same way that most email programs (e.g. Outlook) 

allow you to attach a predefined email signature. Again, this is a time saving feature as all 

of your outbound emails from UniPhi will appear with your customised signature 

information, which may include contact details, and your company logo. 

 

 

 

The following sub navigation views may be useful in managing internal staff access to UniPhi: 
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Authorised Roles 

The Authorised Roles sub navigation view provides a list of available roles that can be assigned to a user. If 

any of these are checked, the user will be limited to those roles on a project. If none are checked, then the 

role allocation is only limited according to the user’s license.  

 

 

Projects View for Internal Staff 

The Projects sub navigation view provides a number of options for managing an internal user’s access to 

UniPhi projects.  

The first option is to bulk edit the project and role allocations of the user.  
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Select this and a list of all available projects and roles will display. If this list is too long, you can apply 

portfolio filters to it. Select the roles and the projects the user needs to be assigned to and select save. 

You can also deselect them form any existing roles. 

 

This option is designed to quickly add and remove a user to a project or list of projects 

Select projects from the list displayed and two additional icons will appear, Remove and Replace. 

The Remove options provides a drop down to select what roles you want to remove the user from. Select 

Remove again to complete the task. This option is useful to remove someone form projects after they 

have left an organisation or changed roles. 

The Replace option provides two drop down lists to select the resource replacing the user and the role 

that you will place the new user into on the select projects. Select Replace again to complete the task. This 

is useful to replace staff going on leave or when project roles change. 

Viewing Organisations & Sites 

Viewing Organisations at the highest level will display information about all of the Organisations that you 

have entered into UniPhi. At this high level, you can see detail such as the name of the organisations, the 

number of sites related to the organisation, and the number of people assigned. Each of the headings are 

sortable, so you can sort organisations alphabetically, or by the number of assigned sites, or number of 

people assigned. 

Clicking into an organisation will display the organisation specific information, such as the company 

website, ABN, email address and the bank details.  
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Also, within the Organisation view, you can see each of the contacts within the Organisation, their contact 

details, and licence access type. 

 The Correspondence sub navigation displays all correspondence from UniPhi, linked to this organisation. 

 

 

Creating Projects 

Projects need to be created and data attributed to provide information that’s utilised at the 

reports and dashboard level. Each business identifies information to be captured against the 

project that is utilised in their reports and dashboards. 

 

• Projects are generally created when they require a quote to be generated.  

• Creating the project involves entering the name of the project, classifying it (e.g. Sector it belongs, 

lifecycle phase etc.), assigning resources and estimating the timeline for the lifecycle phases. 

• Most projects are created in a pre-sale phase (e.g. submissions)  
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• Creating the project in this phase allows for UniPhi to calculate win/loss rates by tracking 

which quotes move to a post-sale phase and which move to a completed phase without 

entering a post-sale phase (e.g. withdrawn) 

Each lifecycle phase contains two start and end dates per phase, a baseline and an 

actual/forecast. The baseline dates enable you to measure actual and forecasted progress versus original 

schedule. 

Creating New Projects 

 

1. Select Summary tab and make sure “All Projects” is selected from the Project filter. 

2. Click the yellow New Project icon 

https://www.youtube.com/embed/D5sbnIhSlsE?feature=oembed
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3. Fill in the following fields, Project Name, Sector, Project Type and Current Phase. The remaining fields 

are optional. 

 

 

 

A Project ID is generated automatically.  

 

Optional Fields: Not all fields are relevant to all projects / portfolios and some can be ignored. If a 

mandatory field is left blank, you will be notified with a red warning message. The only mandatory fields 

are the fields listed above at point 3. Note however that if no resources are added to a project then an 

administrator will need to add resources once they are known. 

Priority: Companies can devise their own Project Prioritisation Framework which the user creating the 

project can complete to establish a projects’ priority. The prioritisation framework is displayed at the 

bottom of the create project screen. If you complete the Project Prioritisation Framework the result will 

automatically populate in this field once the project is created. Alternatively you can enter in a priority 

manually. Project prioritisation allows team members to make discretionary decisions over work that 
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needs to be completed at the same time. Knowing which project has a greater priority to the organisation 

can assist in the decision making, reducing the management time required to review and prioritise tasks. 

 

Private Project: If this box is ticked then only resources assigned to the project can view it. Extreme 

caution should be used when choosing to make a project private as it makes the project “invisible” to 

anyone not assigned to the project.  

Win %: As explained in the introduction to the session, projects are generally created when a quote or 

proposal is required. When Revenues, costs and hours are estimated, UniPhi will automatically adjust 

these Revenues in reports by the win % allocated to the project. The win % represents the probability that 

the organisation will win the job. The end result is a risk adjusted resource plan and cash flow forecast for 

the business. Win/loss ratios displayed in the Submissions dashboard can assist the user in determining a 

value for this particular field. 

Revenue %: The Revenue % functions the same as the win % thereby compounding the risk adjustment 

factor. The Revenue % adjustment reflects the likely reduction in Revenues that will occur through 

contract negotiation phase.  
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Project Description: This can be used to pre-populate documents and will explain the scope of the project 

to other staff members who may need to work on it. The project description is designed to provide more 

detailed meta-data on the project. 

 

Currency: UniPhi supports an unlimited number of foreign currency translations. The currency selected by 

default in these tabs is based off the default selected here. It can be changed by the end user if they wish 

to see the end results converted into other currencies. 

 

Risk Contingency COA: UniPhi’s risk management module allows for the build up of a dollar value for risks 

in the project cost budget. Risks identified have contingency values allocated to them. The total of which is 

then transferred to the project budget via the relevant contingency code selected. Risk contingency dollar 

values are applied to costs, not revenue, so this is only relevant when managing a project cost budget. The 

code list available is all code structures that have “Contingency” codes flagged in their chart of accounts 

Risk Contingency Code: The account codes that have been flagged as contingency codes in the chart of 

accounts selected are displayed here. Selecting one code will provide for a default code selection when 

creating risks. This default can be changed for each risk identified but the default selected here should be 

the most common contingency code (e.g. construction contingency).  
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Parent/Child Project Relationships: UniPhi allows for a program of works within a portfolio to have an 

unlimited number of “child” projects underneath it. This is managed through selecting the Parent Project 

that the newly created project belongs to. Parent projects will consolidate budgets and contract costs and 

revenue for all children allocated to it. The Parent project will also display issues and risks that exist across 

the program (i.e. within each child)  

Parent Project: This is a list of all the projects in the system that have been flagged as being a parent as 

per the above method. Selecting a parent project will make the current project you are creating to 

become a child project.  

Timesheet Tasks: defaults to a predetermined list that is visible to add work hours against the project 

when time sheeting. Standard tasks are used when work is completed on a project without specific 

contract deliverables. Examples of this type of work would be support work for a product that has been 

already commissioned or project management during a defects liability period in the construction 

industry. 

Requires Approval: If timesheets on the project need to be approved before submission then this is 

selected.  
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Timesheet approval in UniPhi is based off the access level of roles on the project. If a project role has a 

project manager access level (as opposed to a team member access level) then people in this role are able 

to approve other people’s timesheets.  

Rejecting a timesheet reverts the timesheet back to a “saved” state rather than a “submitted” state. The 

team member can then amend and re-submit for approval.  

If timesheet approval is not selected then timesheets can still be reviewed in both the contracts tab and 

via reports.  

Timesheets can be “rolled back” to allow the team member to correct any errors, and re-submit. Only 

submitted hours are displayed in the contracts tab, while saved but not submitted hours can optionally be 

displayed in the timesheet reports. 

Requires Comments: Select if daily comments next to each task are required for successful submission of 

timesheets. If this is selected, staff will not be able to submit their timesheets unless they have entered 

text in the comments field. 
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Assigning Resource: The next panel is for adding resources. It is highly advisable to add at least one 

resource to your newly created project. 

Resources are allocated to roles on the project. Project roles are configurable by each business. 

People in different roles have different access levels which controls what people can enter 

and manipulate in UniPhi.  

 

Companies can determine what functions can be performed by resources at certain roles / access levels. 

For example it may be that only project managers can assign additional resources to a project, create 

contracts and estimate effort – if this was your company and your project, you would need to be in the 

program manager role. 

Internal resources are staff members and external resources which are people outside the organisations 

such as clients, suppliers and company contacts.  

UniPhi can manage your contracts for both clients and with suppliers. UniPhi determines the type of 

contract by the person allocated to the supplier role in the contracts system.  

Resources can be edited (i.e. you can add or remove resources) throughout the life of the project. 

 

Copy a Project 

UniPhi allows you to copy an existing project instead of creating a project from scratch. To copy a project: 

1. Select the project that will be copied.  
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2. Click on the blue copy icon.  

3. When copying a project, UniPhi allows the new project to also have a copy of the following items 

from the source project: Issues, Resources, Resource Planning, Budget, Contracts and Milestones. 

•  Issues – copies all open issues. It does not copy the comments, due dates, actions or 

assignments. 

• Resources – copies the assigned project team to the new project in the same roles. 

• Resource Planning – copies the budget data from resource planning, only works when you 

also select Copy Resources. 

• Budget – copies the current budget in both the Revenue and Costs modules. It does not 

copy budget snapshots, so the budgets still need to be approved or marked as 

Original/Approved in a snapshot for reporting. 

• Contracts – copies contracts and deliverables, does not copy variations. New contracts are 

all in a pending status. 

• Milestones – copies milestones and earned value weightings. Does not copy dates or 

progress. 

4. Should you wish to copy any of the data above, simply check the box under each label.  
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5. UniPhi inherits the filters (sector, project type, service line, location and phase) of the source 

project. Should these need to change on your new project, you may make the change now.  

6. Once all the project data has been confirmed, and the project has been resourced, click the green 

Create Project icon. 

 

Adding a Resource to a project 

 

 

https://www.youtube.com/embed/XP64WjPg0mY?feature=oembed
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1. Select the blue Add Resource icon in the Resources box, select Internal or External from the filter. 

You may now scroll up or down to locate the resource you are looking for, or you can search for 

the resource by name. Once you have found the resource, simply highlight their name, and assign 

them into the role, or roles that they will perform on the project.  

 

 

2. Select the green Save icon to add the resource. 
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Adding and Deleting Roles to existing Resources 

 

 

 

 

 

 

 

 

 

 

 

Adding Roles: You can assign additional roles to a resource at any time. Select the 

dropdown icon next to the role you wish to add and tick the box. 

 

Deleting Roles: To delete a role you have added to a resource, select the dropdown icon next to the role 

you wish to remove and untick the box. 

https://www.youtube.com/embed/_XxZYy1Q9bU?feature=oembed
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What if my resource is not in the list? 

If a resource is not shown in the resource list you will need to enter them in to your 

resources database. Use the blue Create Resource icon as described in the previous 

section, Resources. 

 

Creating the Revenue Estimate  

Estimating  

New quotes and proposals can be estimated in the contracts system. Each deliverable 

estimated is mapped to the Revenue codes used in the previous section thereby updating 

the forecast Revenue for the project.  

Creating the contract  

 

https://www.youtube.com/embed/VEoOCDZxGfQ?feature=oembed
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1. Filter for the project you wish to work on via the Projects filter  

2. Go to the Contracts tab and click on the yellow Add icon and select the Revenue 

contract to build your Revenue estimation 

 

 

The following items are compulsory on the contract form to enable the contract to be created:  

Type - used to select if the contract is a Cost or Revenue contract. For Revenue estimates the type is 

always revenue. If revenue is selected then internal resources will be available in the supplier field, while 

external contacts will appear in the Principal Field.  

Contract Name – the name or description of your contract. This can be similar to the project name but 

may distinguish the type of service or product being offered in addition.  

Supplier – this is the person who is lead contact for the company responsible for the deliverables.  

• If the contract is a revenue contract then you are the supplier and a list of internal resources 

who have been allocated to the project during the project creation step (see previous session) 

are available for selection. Select the person who is responsible for client liaison for this 

project. This is a searchable field, so just type the person’s name and select them. 

Status – The status reflects on the stage a contract is at.  

• Pre-award or pre-sign-off a contract status can be set to Pending.  

• If it is accepted by the client, it is moved to an Active contract status.  

• Once the work is complete it becomes Expired.  

• If the contract isn’t awarded, then it is Cancelled. 
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Revenue Codes or Cost codes – Chart of Account codes that each deliverable is applied against to track an 

overall Revenue.  

• This is how the contracts module integrates with the Revenues and costs module.  

• The Revenues and costs module display consolidated figures for all contracts on a project as 

well as for all projects in a program or portfolio. These figures are derived from the codes 

allocated to deliverables and variations in the contracts module. 

The following are optional fields for the contract creation stage: 

Customer – The principal is the contact person within the organisation that will be liable for payment of 

the resulting contract services. For revenue contracts, this is the client to whom you are quoting. 

(However, a principal is required to be entered so you can raise invoices or progress claims).  This is a 

searchable field, so just type the person or company name and select them. 

Care of – Used if someone else is responsible for approving invoices for payment and hence need to be 

addressed to this person/company. This is a searchable field, so just type the person or company name 

and select them. 

Awarded – Date the contract is won / approved and moved to Active. This can be a forecast date which 

will be useful for forecasting purpose 

Commencement Date – The date the contract will start (if known) or started as per the contract 

document. This can be used to drive the deliverables schedule. Changing the commencement date 

changes all the deliverables by the same difference in the change. For example, push out the 

commencement date by one week and all start and end dates in the contract are pushed out by one week. 

Practical Completion - Expected date when project will enter defects liability. (As lawyers can’t decide 

what this term means we leave it to you to decide). If not a construction job then this is the date that all 

deliverables will be completed. 

Standard – The contract standard drop down displays standard Australian contracts. The selected value 

allows you to nominate the Australian Standard or General Condition contract that will be used to 

administer the project. This is purely for communication purposes so that others will know what type of 

contract you are administering. Your administrators can add in additional contracts if they are not 

displayed in the list. 

Unit – This box allows for a default unit for time and material type deliverables. If the contract deliverables 

is long but the units are the same (e.g. days or hours) then typing in a default value here will result in each 

new line will have “days” or “hours”  
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Currency - This represents the currency the contract will be quoted and awarded in. UniPhi will convert 

the currency if it is different to the project currency when displaying the values in the Revenues and costs 

tabs. 

Tax – Defaults to GST but can be set to None if appropriate. Once the contract is saved it will now appear 

with additional details. 

3. Select the green Save icon once you have added in the compulsory fields above and this takes you 

to the Value view. 
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Creating contract deliverables  

 

These are the building blocks for creation of the contract you are managing and will provide you the 

overall total. Deliverables are used to raise progress claims or invoices for your clients. 

1. Start typing the description of the deliverables you need to create your estimate 

in the Deliverable column. If you use the Tab key, the cursor will move down the column. 

2. Select the green Save icon as you go to capture what you have done and to add 

more rows. 

 

https://www.youtube.com/embed/ArrwMAtNoxA?feature=oembed
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Once some deliverable descriptions are saved, more options become available. From right to left the icons 

and columns are: 

•  Drag to reorder – grab this icon to drag and reorder any of the deliverables in the list. 

•  The Check box when selected allows you to change the level of the deliverable. When you 

increase the level, the deliverable becomes a subset of the level above it. In the example below 

Level 3.1 and 3.2 rollup to Level 2, which rolls up to Level 1. (For more information on how levels 

work, refer to the UniPhi Project Controls Manual). 

• Deliverable – this is the description of your deliverable 

• Ref – this is reference number field and can be used to show WBS coding or to capture PO 

numbers per line item 

• Qty – Quantity for rate-based deliverables 

• Unit – the nit of measure for rate-based deliverables 

• Rate – the charge rate used for rate-based deliverables 

• Amount – the value of the deliverable or the subtotal of a level for the deliverables below it. This 

can be a lump sum (Qty, Unit and Rate are blank) or rate based (Qty, Unit and Rate are filled it). 

• Status – The deliverable status works in a similar way to the Contract status. Deliverables can be: 

o Pending – not awarded 

o Active – awarded 

o Expired – completed or expired 

o Cancelled – cancelled or not required 

o Provisional Sum – a special status for a deliverable that is awarded but subject to change. 

(For more information on Provisional Sums see the UniPhi Cost Management Manual). 

• Code – the revenue code for accounting purposes. 

• Tax – the GST or other tax rate that applies when invoicing. 

•  Assign Resources or Classifications allows you to drill in to assign resources and hours to a 

deliverable 

• Comments opens a collaborative comments thread for the deliverable, similar to the 

comments thread in UniPhi Issues. 
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•  Drill Down takes you to a drilled in view of this deliverable and the level below it. It is a useful 

way to filter out all the other deliverables in a long contract. 

Create a bottom-up Estimate  

To create a bottom up or effort-based estimate for your fee you can quickly enter in the effort against 

resources and classifications. 

1. Select the Assign Resources or Classifications icon next to the deliverable you want to do 

the estimate for. 

 

2. A list of available rate classifications and any resources assigned to the project will appear. 

The list can be filtered to show classifications, people or both. When filtered for people it will show 

any resources assign to the project in the Resources module Team view. If you need to add people, it 

needs to be done in that view. 
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3. Enter the hours against the people, classifications or a combination of both to create your first pass at 

the estimate. The rates used are charge rates that come from the rates table in Configuration > 

Resources > Resource Rates for Classifications or from the rate assigned to an individual person. Rates 

are set by your system administrator. 

4. The charge rates are indicative and do not have to be used for this contract. You can edit the rates to 

adjust as well as the hours quantity to get the estimate you need.  

5. Select the blue Rollup arrow to return to the full list of deliverables and repeat the effort estimate for 

the remaining deliverables. 

6. To view the list of deliverables without the assignments, use the Depth filter to select the level you 

want to view. The deliverables will then display as lump sums. 
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Effort based estimates as lump sums 

An effort-based estimate can be used to provide a lump sum fee proposal and invoice to a 

client. The outputs from UniPhi in documents including proposals and invoices and reports 

can roll up to the required level to make the hours-based estimate display as a lump sum.  

 

All the line items need to be coded correctly. The codes can be selected from the higher levels and will 

apply down to the lower levels.  

1. Select All in the Depth filter to see how the codes have been applied. Note that any 

changes to standard application of the Tax rate work the same way. 

 

 

2. To understand how potential revenue from this estimate will impact the business go to the 

Schedule sub tab. 
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3. With the Cashflow view selected, enter start and end dates for when you expect to be able to 

invoice for the revenue to generate a forecast cash flow. Select an appropriate Phasings Method.  

Select the green Save icon. 

 

Dates and Time sheeting 

The start dates and end dates are also used in the timesheet system for members of the 

project team to filter their timesheets to only display deliverables that are scheduled within 

a certain timeframe. This allows the project member to create a more manageable 

timesheet.  If there are no dates but there is a qty and a rate entered then all tasks will be 

displayed in the timesheet by default when the project is added. 

Timesheets date will be displayed underneath the claim. 

Importing contract deliverables – from Excel 

1. To be able to import from Excel, you will need a contract deliverable spreadsheet with the 

same layout as the contract deliverable page in UniPhi. 

2. To quickly get this format, you can export an existing contract from UniPhi to excel using 

the blue Export icon then fill in the details for the new contract. 

 

3. Once you have your deliverables formatted correctly in Excel, copy all the data. 
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4. Go back to your contract in UniPhi and select the blue Import icon and you will be brought to a 

page with a blank text box. 

5. Paste the data you copied from Excel into the box and map the columns using the drop-down 

menu above each column. 

6. Then press the blue Validate icon and when successful, press the green Import icon. 

         Now when you go back to your contract deliverables page, they will all be copied in seamlessly.  
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Track Revenue Performance 

 

UniPhi tracks performance against budget. In the Revenue module, the filter for Financial Year can be 

changed to the current year and the project filter to all projects, to see how the performance against the 

current budget is tracking. The Actuals To filter can be set to the most recent completed month, so you 

can see performance to date. 

 

 

 

The Cash Flow graph shows a month-by-month budget, actuals up to the selected date and forecast 

beyond that.  

The Contracted Revenue Forecast graph shows the relative size of contracted fees against the cost codes. 

This is whole of project information, not FY based. 

The Actuals graph shows where the Target to date is running. 

The Forecast Remaining graph shows what a target is predicted to be. 

 

 

https://www.youtube.com/embed/Fw4dgEepv30?feature=oembed
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         For more detail on what makes up the forecast, go to Reporting > Reports > Cashflow 

 

Select the Revenue by Project report. You can filter this by any of your 

portfolio filters, run the report with an appropriate date range, such as 

“Current Financial Year”. Select View to run the report to the screen (HTML), 

Excel, PDF, PowerPoint, TIFF (image) or CSV (if that is how you roll). 

 

The line items in the report are: 

• Pipeline – from projects that are pre-award plus variations that are yet to be awarded on existing 

projects. Pipeline is always forecast, there are no actuals, so the months in the past are all zero. 

• Committed – actual invoiced revenue to date plus forecast revenue from awarded projects. 

• Total – Pipeline plus Committed 

• Budget – cash flow budget 

• Variance – Total less Budget 
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Contract Maintenance 

Once the contract is won and moved to the Active phase, contract maintenance is required. 

UniPhi needs to be updated to provide the management of contracts. This data feeds into 

reporting and enables the Project Manager to track claims that are required, those in 

progress and those completed, within a date range.  

Tracking and monitoring contracts can highlight issues to be addressed such as too many time sheeted 

hours listed and no variation to claim them. This allows the Project Manager to address issues and engage 

proactively with clients earlier rather than later. 

The Contracts module Dashboard view provides a snapshot of the status of the contracts and therefore 

the health of the project, the data is also utilised in reports.  

There are four available views from the Sub Navigation. These are: 

• Dashboard - lists contracts and their status 

• Allocation - Deliverables and their Pending Contract, Original Contract, Possible Variations, 

Pending Variations and Approved Variations. 

• Require Claims - projects and contracts that may require claims done or invoices issued 

• In Progress Claims - claims or invoices that have been commenced but not yet signed off 
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• Completed Claims - Claims and invoices that have been signed off and their status including if they 

have been sent and paid. 

Contract maintenance involves; 

• Moving the contract from pending to active 

• Uploading the contract agreement against the contract  

• Tracking % complete of individual and all contracts for a project or program of works 

• Scheduling or rescheduling deliverables dates 

• Phasing or re-phasing of contract Revenues and costs for cash flow purposes  

• Adding variations and extensions of time  

• Certifying claims for payment 

• Raising invoices or progress claims  

• Viewing and generating variation and extension of time registers 

• Communicating to clients  
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Creating an Invoice 

 

To create an invoice, select the project with the contract you wish to update and drill into the contract.  

Then go to the Invoice sub tab. 

You need to update the progress of the % complete or add in claim quantity of the Deliverables and 

Variations in the Contracts Deliverable & Claims form. 

https://www.youtube.com/embed/aYQtzORYrEc?feature=oembed
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On updating the deliverables and variations select the green Save icon and the claim amount will be 

displayed, as will any previously claimed amounts and % complete of the contract. 

 

Once updated, invoices and progress claims can be raised by selecting the blue New Document icon and 

selecting the template required. 

 

Selection of the Invoice template will; populate the document wizard, follow the steps. 
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You can select any of the steps and go back and forward using the checklist on the side of the document.  

• Select the contract you want to claim for or the principle  

• Enter the invoice date (the last invoice date is recorded for you) 

• The claim number is populated – you can edit this field 

• If this is an invoice that has already been paid – then select the check box  

• Selecting the various check boxes allows the output format to show or hide the various 

deliverables and columns. It is also possible to modify the column headings, if required.  
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Note there are four layouts you can select to display the invoice in the finished document 

to suit your client requirements. These will each display a different heading for the columns 

in the table for both deliverables and variations. 

Select the Column Layout drop down to choose your preferred 

option. You can change these whilst working in the invoice to review 

how they look. 

Lump Sum - This layout is the standard layout showing all headings; 

Item, Ref, Agreed Revenue, Percent Complete, Claimed To Date, 

Previously Claimed and This Claim. 

Time and Materials - This layout displays the headings; Item, Ref, Qty, 

Unit, Rate and This Claim. 

Item - This layout only displays the Item, Ref and This Claim.  

Once you have completed the document, it will need to be signed off so the information is then captured 

into the accounting system. 

Once an invoice is signed off it will also update the Contract Summary with the progress complete and 

amount claimed to date. 

The invoice can be emailed to the client and a transmittal captured for your records. 

 

The revenue contract provides a register for deliverables, variations, extensions and 

invoices. 

 

These can be located once you have drilled into the contract by selecting the Register sub tab. 

To return to edit the contract select the Value sub tab which will take you back to the body of the 

contract.  
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Contract details and registers 

The Contract Details will also be available. The contact details provide a snapshot of the contract and 

details of principles and suppliers, if no addresses or contact information appears you can update this in 

Portfolio> Resources >All projects by selecting the resource name and updating their details. 

You can find any documents related to the contract using the Registers sub tab. 

Documents can be populated from within the registers by selecting the link to populate the html version. 

On those that are not signed off you can edit. 

You can email a document to your client once the html version is opened and it will capture the date sent 

in your document register. 

Cost Contract registers 

The cost contract will display the related documents and variations registers and instead of invoice it will 

have the progress claim and extension of time available. 
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Timesheets 

UniPhi features a fully featured timesheet module. The timesheet module is available to all 

licenced users, and integrates with the data and information that has been captured within 

the Contracts tab. The timesheet module follows UniPhi’s principle of distributed data 

capture. In this case, many users enter their own time sheet hours, which then allows the 

project manager to view all hours that have been expended per project and per contract. 

Adding projects to your timesheet 

 

In order to allocate time to a project, you need to add the project or projects to your 

timesheet tab. To do this use the Timesheets tab. 

When you press the blue Add icon you will be presented with the option to choose the 

project that you need to allocate your timesheet hours to. 

 

https://www.youtube.com/embed/-SxXNBuH6vU?feature=oembed
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When a project is selected, you will be presented with all possible timesheet entry items. The items are 

made up of Contract Deliverables, and Standard Tasks.  

The contract deliverables for that project will be identifiable by the additional date and schedule 

information. 

When selecting a project from the project drop down list, you may be presented with a large list of tasks, 

you may narrow down the selectable options by only viewing the tasks that are assigned to you. 

Place a tick against each task that you need to assign your timesheet hours to, and press the green save 

icon.  
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Adding Timesheet Hours 

 

Once all of your projects and tasks have been added to your Timesheet task, it is simply a matter of adding 

in the hours that have been worked. As time is added per deliverable, the remaining work total will 

decrease. If you calculate that more time will be required to complete the specified task, you can manually 

enter the required time in the Remaining Work field. 

Once you have entered your timesheet hours, remember to save your data. At the end of the week, you 

also need to submit your timesheet by pressing the blue Submit icon. 

Removing Projects from Timesheets 

As you complete the work and tasks that have been assigned to you, or if you add a task by mistake, you 

can remove them by pressing the Delete icon which is located on the far right. 

https://www.youtube.com/embed/BQVDwTxhXrM?start=6&feature=oembed
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