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6.	 Choose the location where you want to store  
your exported purchase orders. Ensure that  
you select TAB-SEPARATED TEXT as the Type.  
You should also give your export file a  
meaningful name. We recommend something  
like PO-2007-07-10.tab. The date in Year, Month,  
Day order.

7.	 Click on OK to complete your export and change 
the status of all the purchase orders you have  
just exported out of Streamtime from On Order  
to Exported. Then lock the Purchase Order.

Note: If you select NO, the exported file remains 
and the purchase order status will remain unchanged.  

3.	 Your list of purchase orders should now show just 
those purchase orders that you want to export.

4.	 We are now ready to export our purchase orders 
out of Streamtime. Click on the EXPORT button.

5.	 Click on OK to continue your export.

Note: the format of the file you export will depend 
on the accounting package you have selected for 
exporting invoices. See Section 8.1.6 Invoicing / 
Accounts Package for more information.
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Tip: If all your Purchase Orders have been created  
in a job, then they will remain attached to that job 
for ease of invoicing. This will ensure you never miss 
on-charging a cost to your customer.

7.4 Chart of accounts
Advanced users
Streamtime mirrors your chart of accounts in its  
Cost Matrix. A sample chart of accounts from MYOB 
is shown in Example 1. The Streamtime Cost Matrix 
stores a list of all the products and services you sell. 
Each of these can have a Sales Code and an Expense 
Code that will relate back to matching sales and 
Expense Codes in your accounts package.

Note: If a Sales or Expense Code is not entered a 
default one will be substituted. You can specify these 
defaults in SETUP > ADMINISTRATION > INVOICING.

Example 1.
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Note: When you set the accounts code in Streamtime 
any hyphens should be removed (as shown).

 

7.5 Accounts export file format
Advanced users
The format of your Export File is very specific to 
the accounting package you use. Each accounting 
package varies in its field layout and content. 
Formats also vary based on which country you 
purchased your accounting package in.

For more information on trouble shooting import 
errors see our website www.previewstreamtime.com.

Set your accounting package and version in the 
SETUP>ADMINISTRATION area of Streamtime,  
you will need the Admin Password to do this.

 

 

Example 2.
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Trouble shooting
Q:	Why do Cost Matrix items loaded on my invoice 

have no corresponding accounts code?
A:	First check that your Cost Matrix item exists in the 

Cost Matrix, also check that your Cost Matrix item 
has a corresponding Accounts Code. Check that 
the description of your Cost Matrix item has not 
changed from what is shown on your problem 
invoice. Try re-selecting your Cost Matrix item on 
the invoice line, this will force Streamtime to 
reload any changes you have made in the Cost 
Matrix through to the invoice.

Q:	Why do invoice lines have zero amounts on them?
A:	 If you are getting rejections because of zero 

amounts you should go back to the problem 
invoice in Streamtime and clear the costs from  
the line item, but leave the description and  
try another export. 

Note: Some accounting packages do not support 
$0 values.

Q:	Why have Cost Matrix items that have been 
deleted before an invoice been exported?

A:	Your Cost Matrix has been changed. You will have 
to go through your invoice lines and select 
alternative Cost Matrix items for these lines.  
If left alone the invoice will export with default 
Accounts Codes.
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Q:	Where can I find COMPANY / CONTACT NAME  
in my Accounting Solution?

A:	 It either doesn’t exist or is spelt differently.  
Go into your Accounting Solution and Streamtime 
and make sure both names are the same, copy 
and paste is the best method for preventing 
typo’s and spelling errors. Try to avoid using 
hyphens and special characters for names.

Q:	When I duplicate an invoice which has been 
imported, the invoice number I was importing  
has already been imported into my  
Accounting Solution?

A:	Check your accounting solution and try to 
identify whether the invoice in your solution is 
the correct one, if not you may need to delete it 
and re-import the new one. Most accounts 
systems have a preference to disallow duplicate 
invoice numbers and this should be turned on 
prior to importing.

Q:	I am missing some invoice lines or invoices in  
the Accounting Solution and it is not showing  
the correct total?

A:	Check that you are not treating the first record  
in the import file as a header record.  
Streamtime does not export header records.

Q:	Why are amounts coming through with tax added 
to the already taxed inclusive amounts?

A:	Check your Cost Matrix; your buy prices should 
always be tax exclusive amounts. Tax is 
automatically added as line items are loaded  
onto quotes and invoices.
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Section 8. Setup & 
Configuration
Audience: Office Managers, Business Owners

8.1.1 My details
Basic users
My Details is the place where each user configures 
his or her personal details and settings for use 
throughout Streamtime. 

Things that can be configured here include what 
screen to open to by default when a user first logs 
into the system, and what department and branch  
of the business the user works in.
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Here is a list of functions:
1.	 Choose a default SHIFT START TIME that will 

appear in the Time Entry screen when the user 
first starts recording their time.

2.	 Set a default STARTUP SCREEN to switch to when 
the user first logs in.

3.	 Load a default QUOTE SIGN OFF to appear at the 
bottom of each quote eg. Kind Regards, Yours Truly, 
etc (See Quote Sign Off).

4.	 Load a QUOTE SIGNATURE that will appear on 
each quote created by this user (keep these image 
files small and as PNG / JPG format at 
approximately 440px x 180 px).

5.	 SCHEDULER WINDOW selections allows 
production planner users to setup defaults in  
the JOB TRACKING / SCHEDULE window.

6.	 Users can load a picture of themselves in the 
Photo Section. To insert a picture, check in the 
photo box and select INSERT > PICTURE.
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Department: The most important aspects in this 
screen are the department that a user is assigned to, 
and the branch that they belong to. Failure to assign 
the correct department or branch can result in time 
entry tasks not appearing as expected in drop-down 
lists and logos and signatures not appearing  
on stationery.

Note: An administrator can access each users 
My Details section by going into the SETUP > 
ADMINISTRATION > USERS section then clicking  
the arrow to the left of the appropriate user. 

8.1.2 Users / security
Basic users
At its most basic level, user security is about 
preventing users that are not authorised from 
accessing specific areas of Streamtime.

For example, a Basic User may only need to load  
their own time against the jobs they are working on. 
It makes no sense to give them access to deleting 
jobs or producing financial reports. This is the default 
for all new staff.

Streamtime provides a comprehensive Security Table 
in the USERS LIST view that shows what options  
are available to users and what level of access they 
have. Four levels of access exist for each area of  
the program. These are:

1.	 Lock (NO ACCESS / can’t even view data or access 
this section).

2.	 Star (ability to view data but not add to it, change 
or delete it)

3.	 Printer (ability to view data and PRINT it out as 
hard copy but not change it).

4.	 Pen (FULL ACCESS / this includes ability to read 
and write and edit where available).
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Advanced users
By default everybody that is loaded into Streamtime 
is setup with no access. This staff member will be 
allowed to the Job Tracking section, but nothing else. 
It is from this point that you can then add access for 
certain staff to have.

A typical setup may look as follows:
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8.1.3 Branches / cost centers / 	
multi currency
Advanced users
You need to use Branches if you:
1.	 Deal with multiple site locations and wish to 

report financially on these sites independently.

2.	 Are transacting in multiple currencies.

3.	 Operate your business with multiple tax rates  
e.g Canada.

Access to Branches is an Admin Feature so you  
will need the Admin Password.
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Default Invoice Footer text allows you to have unique 
invoice footers for every branch.

Branch Code is the short code of your Branch.  
This field must be unique.

Legal name is your company’s legal name. It may 
differ from the Streamtime license holder name.

Address is your company’s address (as you would like 
it to display on printed stationery).

Currency is the currency you are using for that branch.  
You can setup this master list in the preferences of 
Streamtime under INVOICING >  PREFERENCES.

Exchange Rate is the currency conversion factor you 
would like to use when Streamtime produces reports.   
Values are converted back to your Home Branch.
Home Branch should be checked on the branch you 
want all currency conversions to be based back to.

Tax Code is used by your accounts system.  
A table of tax codes is stored in PREFERENCES >  
INVOICING PREFERENCES. 

You will see Branch appear in many places  
in Streamtime. See example 1 and 2.

 

Example 1.

Example 2.
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Multi Currencies can be setup under the 
PREFERENCES /  TIME & CURRENCY tab.   
Currency codes are used in the Branches Setup  
area to denote which currency that branch is going 
to adopt. Checking the USE box will specify  
whether or not that currency is available in your 
Dropdown menu. Currency can be entered in  
a variety of formats as shown in the example     .

 

1

1
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8.1.4 Quote configuration
Basic users
Quote Configuration allows you to adjust the default 
information that appears on the footer of each quote 
and adjust the Default Profit Margin warning message. 
To gain access to the Quote Configuration area you 
will need the ADMIN PASSWORD.

Preparing quotes is really about estimating the  
costs of doing something as accurately as possible 
then adding sufficient margin to that work to ensure  
that you make a profit from doing it. By default,  
the quote margin in Streamtime is set at 15%.  
When printing a quote, you will be notified if your 
quote does not meet the minimum quote margin.
Use the default footer to load your Terms & 
Conditions of doing business (or for extra contact 
information and/or other details that your customers 
need to see before you begin this job).

Note: Default Footer information that you set  
up only appears on new quotes. Existing quotes  
in the system will not be affected by any changes  
you may make. Streamtime is simply taking a  
copy of the default information it finds in the  
Quote Configuration area every time you create  
a new quote. This also ensures the job is  
historically accurate.
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Example 1. The Production Schedule Board
Jobs assigned to their respective owners.

 

8.1.5 Job tracking / WIP
Advanced users
Some of the areas where Job Tracking activities  
can be conducted include JOB TRACKING > 
PRODUCTION SCHEDULE where you can view  
the work flow of up to eight staff in real time,  
or watching jobs as they move through individual 
stages in a LIST VIEW, or a combination of both.

There is the main task list under Job Tracking.  
This shows all the tasks across the studio. A filter  
can be performed here to filter the tasks down to 
just particular staff or customers. There are many 
ways this information can be viewed and printed.

The simplest method many studios employ is  
doing a find on all WIP jobs then printing this as  
a Production List and using this in their Monday 
morning WIP meeting.

One issue Managers will face is ensuring all users of 
Streamtime close off their assigned tasks when they 
are complete. If this does not happen your Task List, 
Production Schedule Boards, Gantt Charts and any 
other type of report will not show the true picture of 
what the studio is currently working on (by default, 
once a job locked is printed from Streamtime, any 
open tasks still present on the job can be closed to 
keep the number of active tasks down to a 
manageable amount).

Lets take a quick look at the areas where Job Tracking 
can be conducted in Streamtime:

87



Streamtime 9.0   User Guide

Note: These screens can be set to automatically 
appear when a user first logs into Streamtime.  
This is especially useful for a Production Manager. 
See Section 8.1.1 – My Details for more information.

Job Tasks assigned to their respective owners:
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Example 2. The main task list across all jobs
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Example 3. By individual job ( job ticket)
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Example 4. From the report centre
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Example 5. Using the built-in reports available 
under Job Tracking
Time & Materials spent on all jobs during a period 
organised by staff.

Time and materials spent on a job organised  
by category.
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Example 6. Gantt chart view of tasks

 

8.1.6 Invoicing / accounts package
Advanced users
Invoicing out of Streamtime relies on a number of 
things being syncronised with your accounts package. 

Generating invoices
Most companies create their invoices once a month 
with payment due the following month. This enables 
them to do a single run of invoices at one time.  
This means that a block of invoices can be exported 
out of Streamtime and into your accounting package 
and consistancy checks can be made at the  
same time. It can also mean that the accounts 
person only needs to come in when the invoices 
need to be exported.

Exporting invoices
It is important that the correct accounting program 
and version is selected in Streamtime for exporting 
of invoices. Each different account package or 
solution has different ways of interpreting the export 
file Streamtime produces. 

Note: If you are in doubt you should make contact 
with Streamtime technical support, more 
information on exporting is available on our website  
www.previewstreamtime.com.
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Note: We recommended checking with our technical 
support team before upgrading your accounts 
package or system software.

8.1.7 Timesheets / holidays
The time sheet page in Streamtime is an advanced  
To Do List showing each staff member all the work 
assigned to them, along with a record of all the work 
they have already completed on the current day.

The Streamtime time sheet or Time Entry area allows 
staff to load Time & Materials directly to Jobs and 
Tasks assigned to them. The objective here is to 
capture ALL the time chargeable and non-chargeable 
spent on every job. 

We are going to assume that you are already familiar 
with creating jobs and loading tasks against them.  
If not, see Section 4 Job Tracking In The Studio.

Time & Materials can be loaded into Streamtime in 
different ways. The methods that are best suited to 
basic or more advanced users are shown below.

Basic users
How do you load time against a particular Task on  
a particular Job?

Time via time entry screen
This method of time entry is particularly useful for 
users who are only trying to record the time they 
have spent getting the task done. (Designers, 
Production staff etc.)
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1.	 Go to the JOB TRACKING > TIME ENTRY tab.  
You should now have a screen that shows all  
the jobs that you are an owner of, all the tasks 
that you have yet to complete and your 
timesheet history, showing all the work you  
have already completed.

2.	 You need to identify which Job / Task you wish  
to load time against.
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Option 1
If you already know the Job Number and Task that 
you want to enter some time against you can 
manually type the job number into the JOB NO  
drop-down list. This will automatically retrieve the 
jobs name. Secondly you need to select the correct 
task to load this time against. Choose the correct 
task from the task drop-down list. 

Warning: it is imperative that you select the correct 
job and task. If selected incorrectly, your time will be 
loaded against the wrong customers job and task. 

Continue and load a START TIME / END TIME or  
a quantity of time spent into the QUANTITY field.  
Type some notes into the NOTES field further 
describing the work completed, if this is appropriate.

Option 2
By far the easier method of time entry is to simply 
look at your tasks shown under the MY TASKS tab, 
select the correct one and transfer it to the time 
entry area above by clicking on the upward facing 
BLUE ARROW. Now all you have to do is load a  
START / END TIME.

Advanced users - Time via job ticket
This method is particularly useful if you want to  
see all the time loaded against a particular job  
and/or you need to make adjustments / additions  
of extra time etc.
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1.	 Go to the JOB TRACKING tab > choose the JOB 
TICKET tab. On a JOB TICKET you must first locate 
the correct job.

2.	 Do a FIND on the job number or name if you 
know it. You could even do a FIND on the 
customers name. (Tip: use either the < or > 
buttons to move through the list of jobs if you 
have found many. If you hold the Apple key down 
while clicking on one of these arrows you will 
move right to the end of the records or right to 
the start.)
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3.	 Once located, click on the TIME & MATERIALS tab 
down the bottom of the screen. Time can now be 
added by entering it into the correct fields or 
using the ADD TIME button then completing the 
TIME & MATERIALS details. 

 	  

4.	 The ADD button brings up the Edit Timesheet 
Entry dialogue box. Time can be allocated to staff 
members and a specific job.

Note: When using this method of time entry you 
must take care to load time against the correct 
CATEGORY and DESCRIPTION from your Cost Matrix.

5.	 Make sure that you select a STAFF MEMBER,  
CAT, DESCRIPTION, START (S Time) / FINISH TIME  
(F Time) and load some NOTES if appropriate.  
Click on SAVE & CLOSE.

6.	 You should now notice a new time entry on the 
job ticket TIME & MATERIALS list. (Tip: if you were 
to go to the staff members Timesheet History 
under the JOB TRACKING > TIME ENTRY tab,  
then select the correct staff member using the 
NAME ID drop-down, you should also see the  
time entry you just loaded).
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Holiday register
Streamtime includes the ability to record holidays 
throughout the year. This record provides a grand 
total of the actual productive days available  
for charging.

It is used during the production of Custom Reports to 
give a clearer indication of the actual costs of labour. 
This is can be important if labour is being expended 
on a public holiday.

You will find the register of holidays in SETUP TAB > 
ADMINISTRATION TAB > TIME SETUP TAB. (You will 
need the Administrator Password to get into this area 
of Streamtime).
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8.1.8 Cost matrix
Advanced users
What is the Cost Matrix? 
The Cost Matrix is a complete list of all the items  
that your company sells. In the case of a studio,  
this includes all the time you sell organised into the 
different categories and charge out levels of various 
staff members.

The Cost Matrix also includes all other outwork  
and disbursements (eg. courier costs, printing,  
colour lasers, etc). 

Design your cost matrix
Your Cost Matrix should model your business 
activities. This means the main categories you sell 
(eg. Design, Account Management and Outwork, etc). 
The descriptions that you choose to come under 
each main category should reflect a further 
breakdown of those categories (eg. under the main 
category of Design, you might have Concepts, 
Artwork, Storyboarding, Assembly, etc). 
It is vital that you spend time before you start using 
Streamtime to set this area up correctly. It is the area 
that populates the majority of your screens, giving 
you drop down items in areas like Quoting and 
Invoicing to save you typing. Streamtime usually 
guides you through this step as part of the initial 
setup of your system.

If a Category and/or Description does not make 
sense to the staff that use the system, then areas  
of Streamtime can end up being open to 
interpretation, which is very counter productive.

We will explain below in more detail what  
some of the settings inside your Cost Matrix do.  
First some other considerations when setting  
up your Cost Matrix:

1.	 When building your Cost Matrix one key to its 
success is not getting too carried away. For a 
business of 5 -10 people we would expect to  
see about 50-70 items in the Cost Matrix as a 
general rule. For businesses where the focus is 
more on buying and on-selling of actual physical 
stock, the Cost Matrix may be as large as  
400+ items. In this case the Cost Matrix is acting 
more like a traditional stock / inventory system. 

2.	 If an item was something like pre-printed 
brochures, these would be sold as a Quantity 
Based Item. This item would need to have  
the setting QUANTITY BASED enabled in the  
Cost Matrix. If the item being sold was something 
like corporate identity design, it would need to be 
sold as a TIME BASED item.
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Note: When the item is sold as time, a staff member 
can enter a quantity of time (eg. 1.5), and Streamtime 
will convert this to actual time (eg. 8am - 9.30am) 
when using the Timesheet area.
 

3.	 Finally, what price is that item costing you and 
what price are you going to sell that item for? 

In the DETAIL view of your Cost Matrix you will 
notice a Buy Price and a Sell Price. The Buy Price for  
a staff member is usually a ‘bum on seat’ price which 
factors in the real cost of having them there per hour. 

Sell Prices can be varied depending on what customer 
you are selling to. This is done using the Price Tier 
ladder shown left and then assigning a customer  
to a Price Tier in the Contacts Center. It is possible  
to have every client on a separate Price Tier.  
See Section 1 Business Communication for more 
information on setting a price tier for your customers.

Lets have a look at a sample design studio  
Cost Matrix (right).
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Interesting things to note include:
The range of Categories     . These are the Main 
Categories that your company sells, and therefore 
may want to report on. 

A wider description of the Category     .

Other things that you can see in this view include 
each items Buy Price     , the Sell Prices in each Price 
Tier     , the Income Code and the Expense Code     .

A Notes Section      is also provided for added 
description of exactly what each Cost Matrix item  
is about.

To view further information about a particular item, 
click on the RIGHT BLUE FACING ARROW      to 
switch to Detail View.
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Fine tuning your cost matrix
Note: When in DETAIL view clicking on the ALL 
button beside the DEFAULT MARKUP field will apply 
the markup percentage you loaded in to this field to 
all Price Tiers. Clicking on the ALL button beside the 
SELL PRICE field will apply the sell price you loaded 
into this field to all Price Tiers.

 

Width and Height      allow you to set a dimensional 
area for the item being sold. This could be used if you 
are selling items by the square meter. For example,  
a large outdoor billboard / banner printout. Use this 
feature only if you understand the potential 
knock-on effects that can occur.

In stock, reorder at and default order
In Stock: The amount you currently have in stock.

Note: This field is not dynamic, stock quantities do 
not reduce as stock is sold. This figure is simply the 
amount of stock on hand at the last stock-take.

Reorder At: The level you should be placing a new 
order with your supplier and the minimum amount 
you must have to continue operating. 

Default Order: How many are generally purchased  
at each order.

Integrating your cost matrix with the rest 	
of Streamtime
Streamtime now includes a Timesheet Alias. 
A Timesheet Alias can be just the description that  
is already loaded against the category. In fact that  
is the default until you change it. 

We have already covered how staff load time 
through the Time Entry screen under Job Tracking.  
The Timesheet Alias in certain situations is an easier 
way of choosing the Category and Description by 
designers when they load time. The way the Cost 
Matrix is setup may be very easy to understand from 
the finance persons perspective, but the designer 
may wish to see a Category or Description in their 
terminology. You may also want to combine various 
Descriptions so they appear under one name as a 
Drop Down in the Time Entry Screen.

1

1
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Although it won’t apply to the majority of Streamtime 
clients - the Timesheet Alias      is simply further 
opportunity for you to make it easier for the 
designers to get their time recorded in a way  
they understand. Contact our help desk if you need 
any more information.
 

1

1
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Departments
Streamtime Version 8.6 and above includes a feature 
called Department located in My Details under the 
SETUP tab. Department      allows you to restrict the 
list of Cost Matrix items displayed in various parts of 
Streamtime under your own user login. 
 

If your company has a large Cost Matrix and only  
a very small amount of it relates to a particular  
job function or department in your company, 
Streamtime allows you to cut the list down so that 
staff members only see specific Categories and 
Descriptions that apply to them.

When Streamtime is first installed, a department 
needs to be allocated for each staff member.  
(Most businesses that use Streamtime don’t require 
any more than 6 departments). Each user in 
Streamtime MUST belong to a department in order 
for Tasks / Cost Matrix items to be visible in their 
Time Entry screen.

To setup a NEW DEPARTMENT and relate Cost Matrix 
items to a particular staff person, do the following:
1.	 Go to SETUP > Click on the MY DETAILS tab.
2.	 In the DEPARTMENT drop-down list select a 

DEPARTMENT (if the one you want is already  
there) or type in a new Department Name to 
create another. 

3.	 Go to SETUP / COST MATRIX 
4.	 Click the ARROW (for the DETAILS view) on the 

Cost Matrix item that you want to be available  
for selection in your Time Entry screen. 

5.	 While looking at the DETAILS view of your  
Cost Matrix item locate the section mid screen 
that says Departments. You should see the same 
names that you saw in the DEPARTMENT 
drop-down list under My Details.

1

1
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 6.	Select the Department Groups Name      that  
this Cost Matrix item will belong to (an X mark  
should appear beside each item you select).  
After you have left this screen and returned to 
JOB TRACKING > TIME ENTRY, you will notice 
your Tasks List has been populated with the 
chosen items. 

1

1
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Billing cycle
The most common errors that may occur in getting 
your exported invoices into your accounting package 
are caused when changes are made in Streamtimes 
Cost Matrix without consideration for the effects this 
can have on existing live invoices.

If you need to make changes to Streamtimes Cost 
Matrix, avoid doing this in the middle of your billing 
cycle, this will prevent problems being introduced 
when it comes time to do your export.

The general rules for setting up and running the Cost 
Matrix in your business are:
1.	 When you first set up your Cost Matrix, ensure 

you have written the full list of all the products 
and services you sell. You should not attempt to 
start using Streamtime until you have fully 
completed the Cost Matrix.

2.	 The two main items in the Cost Matrix are the 
Categories and their Descriptions. Think of the 
Categories in terms of the main areas in your 
business (eg. Design Development, Administration, 
Production, Account Management, Outwork, etc). 

The Descriptions are a further subset of each 
Category (eg. If the Category is ‘Design 
Development’ your Descriptions may be ‘Initial 
scoping’, ‘Concepts’, ‘Design’, ‘Artwork’ and 
‘Assembly’). You should also think of each 
Category or Description in terms of what you will 
want to report on at the end. Each individual item 
in the Cost Matrix can be reported on.

3.	 Once you think you have built a Cost Matrix that 
models your businesses activities, you will be 
ready to start creating Quotes / Jobs and Invoices. 
All three of these activities rely heavily on your 
Cost Matrix. Every drop down in these activities  
is drawing information from your Cost Matrix.

4.	 The Price Tiers should also be established at this 
stage if possible. It is good practice to have each 
client allocated to the Price Tier that is most 
appropriate for them. Although many Streamtime 
customers have individual clients on their own 
Price Tier, most set up generic Tiers to use at the 
start (eg. Tier 1 – your cheapest rate for charities, 
etc. Tier 2 – a modest rate for high volume clients, 
etc. Tier 3 – your full rate).

5.	 Make sure you enter the cost price where possible. 
This can be a ‘bum on seat’ price if you are selling 
time, or an actual cost before markup if it is a 
product (eg. colour laser). Setting this up will help 
you report on the potential profit of each job as 
you are quoting, and will also track your real costs 
as the job progresses through your company.

6.	 Ensure your accounts codes are entered correctly 
according to the Accounting Solution you are 
exporting to.

IMPORTANT WARNING: Do not change your Cost 
Matrix half-way through your billing cycle this has 
the potential of affecting your exported invoices. 
Invoices without matching Cost Matrix Items in  
the Cost Matrix can end up without the appropriate 
account code. Your accounts package may generate 
an error during its import process as a result.
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8.1.9 Online help
Online help gives you direct access to technical 
support information from the Streamtime website 
from within Streamtime itself.

Click on the SETUP tab followed by the HELP tab. 
This will take you directly to the Streamtime website 
FAQ’s home where you should be able to find 
answers to your most of your common questions.

As an alternative to this, visit the CONTACT US tab 
on the Streamtime website to locate the latest 
contact details for Particle Systems.

We encourage you to submit support suggestions  
to us directly via support@previewstreamtime.com.

Note: Technical support questions may incur  
a charge.
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8.2.0 Advanced Searches
Advanced Users
An Advanced Search is a powerful way of locating 
data in Streamtime. You can use a combination of  
a Wildcard and the FIND function to find and group 
almost any piece of information you like.

Things you might like to locate could include:
•	 All the quotes created by two different  

Account Managers

•	 All the invoices generated between a certain  
date period

-Or-

•	 All invoices over a specific dollar amount

There are three types of basic searches available 
using Streamtime: 
1.	 Single criteria search
2.	 Multiple criteria search
3.	 Custom lists

The following examples explain all three types.  
After this, we will list some of the common Find 
Criteria Wildcard Symbols that you can use in 
conjunction with real data to generate useful lists  
of your own.

Single Criteria Search
Lets take a look at the example of finding all invoices 
over a specific amount (eg. $5,000).

1.	 Go to the JOB INVOICING screen.

2.	 Make sure you are in LIST VIEW and you have 
clicked on the SHOW ALL button before you start. 
(This will clear any previous finds you may have 
conducted and get you ready to do a new find).

3.	 Click on the FIND button. All the fields that you 
can enter words in, to do a find on, should now 
have a dotted line around them     .

4.	 In the INVOICED AMOUNT box type >5000 
(without the quotes).

5.	 Hit the ENTER key on the keyboard or click on the 
PERFORM FIND button     . 

 

2

1
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2

1
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If you have any invoices over $5000 in value 
you should now see a list of them displayed:

6.	 You are now in a position to print or export  
this list or you may wish to just view it. 
Remember you can Sort and Reverse Sort this list, 
by client, dollar value (etc), by clicking on the 
appropriate heading (eg. CLIENT TO INVOICE).

Multiple Criteria Search
Now lets take a look at the example of finding all the 
quotes that an Account Manager has generated over 
a one month period.

1.	 Go to the JOB QUOTING screen.

2.	 Make sure you are in LIST VIEW and you have 
clicked on the SHOW ALL button before you start. 
(This will clear any previous FINDS you may have 
conducted and get you ready to do a NEW FIND).

3.	 Click on the FIND button. All the fields that you 
can enter words in, to do a find on, should now 
have a dotted line around them.

4.	 In the Suit (Account Manager) box type the name 
of the Account Manager.

5.	 In the Date In box type “01/01/2007..30/01/2007” 
(without the quotes).
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Building a custom list of found results
We will now show you how to produce your own 
Custom List of search results that may require 
different criteria to create the desired result. 

We are going to use the example of producing  
a list of jobs that have made it onto the WIP  
(Work In Progress) then from this list we are going to 
produce a smaller list of jobs that have been invoiced. 
By combining these two lists together then sorting 
them, we should be able to see all of the work we are 
currently working on in the studio along with what 
proportion of it has actually been invoiced. In other 
words what dollar value we can expect in vs what  
we have coming up.

The steps for doing this type of search are 	
shown below:

1.	 Go to the JOB TRACKING screen.

2.	 Make sure you are in LIST VIEW and you have 
clicked on the SHOW ALL button before you start. 
(This will clear any previous FINDS you may have 
conducted and get you ready to do a new FIND).

3.	 Click on the FIND button. All the fields that you 
can enter words in to do a FIND on should now 
have a dotted line around them.

4.	 In the WIP box type the name WIP.

5.	 Click on the PERFORM FIND button or hit ENTER  
to start your search.

6.	 Hit the enter key on the keyboard or click on the 
PERFORM FIND button. If you have any quotes 
created in the date range and by the Account 
Manager you entered, you should now see a list  
of them displayed.

 

7.	 Once again you are in a position to print or view 
this list.

1
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 6.	You should now have your first list showing all 
your WIP (Work In Progress) listed. 
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7.	 Its time to generate the second list to add to  
your first. To do this, you must click on the FIND 
button again then select the option ADD TO 
FOUND SET button     .

8.	 Type your second criteria into the INVOICED field.  
Now click on the PERFORM FIND button or  
hit ENTER     .

1

2

1

2
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9.	 Your second list of found results will now add to 
the first set.

10.	Sort all the results by clicking on the COLUMN 
HEADER for WIP. This should sort all your found 
jobs into Non WIP Jobs first then WIP Jobs.

Note: Other options that exist include NEW SEARCH 
which simply clears your previous list, and SEARCH 
WITHIN FOUND SET which would allow you to 
narrow your first found set down by another criteria. 
(eg. Jobs created this month, etc).
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Section 9. Accessing 
Support Resources
Audience: Office Managers, Business Owners, 
Designers, Account Managers

9.1 The Streamtime website
Basic users
The website provides a very effective method for 
gaining access to all the online resources that  
have been created to help support Streamtime.  
These include:
Product Demonstrations, Training Videos, Frequently 
Asked Questions & Answers, Price Calculators and 
much more…

The website can be accessed via:
www.previewstreamtime.com

If you have comments or suggestions about  
our website please feel free to email us:  
support@previewstreamtime.com

9.2 Online training videos
Basic users
You can access online training via the TRAINING  
tab on our website. The video training resources  
are encoded in QuickTime format. They can be 
streamed directly to your desktop or downloaded  
for viewing later. 

With Pipeline you can get on with what you do 
best, having peace of mind that all your important 
information has been stored securely. You can 
also rest assured that when you purchase any 
new computers, software or operating systems, 
Streamtime will always be totally compatible.  
Our many international alliances with hardware  
and software providers mean we are always one  
step ahead.

Pipeline will ensure that future training of new or 
existing staff is done at your convenience, as little 
or as often as required. Pipeline will also make sure 
that any growth - whether that is adding new offices, 
divisions or staff - is hassle free and uncomplicated.

Pipeline - the simplest way to ensure that you never 
have to worry about your management information 
solution again.

The programme
•	 Free “Streamtime” upgrades
•	 Free phone support for your entire team
•	 Discounted training and VIP bookings
•	 Regular emails to keep you up-to-date with 

promotions and product news
•	 Pre-launch notification of any new advances  

and enhancements
•	 Access to free online training resources
•	 Special event invitations
•	 Benefit from our links to technology partners

9.3 Support, frequently asked questions
Basic users
Under the SUPPORT tab on our website there is a 
link to Frequently Asked Questions. Before contacting 
technical support you might like to take a look here. 
Many of the questions our users have had in the past 
have been answered already. In many cases these 
answers contain examples of how to do various 
things in Streamtime.

If you are still experiencing problems, you can 
contact our technical support team:
Email: support@previewstreamtime.com

9.4 Support, Pipeline – VIP 	
Maintenance Programme 
Basic users
There is no better way to support your valuable 
software investment than Pipeline - our Annual VIP 
Partner Programme. 

Pipeline is the ultimate Streamtime companion 
 - featuring latest upgrades, phone support and  
special privileges.
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Instructions to OPEN the FileMaker ports 	
on your Firewall:
FileMaker uses 4 Ports, they are 5003, 5006, 50003  
& 50006 (TCP & UDP).

Apple Remote Desktop uses 2 ports, 3282 & 5900 
(TCP & UDP).

Timbuktu uses a single port407 (TCP & UDP).

Lastly, if your site does not have a STATIC IP address, 
then you will need to install and be running a Static 
DNS for Dynamic IP Locator application, and let us 
know the URL. A good free one can be found here: 
http://www.no-ip.info.

4.	 We will need to conduct a test before your  
actual training session begins. This will usually 
occur 1 - 2 Days prior to installation.

5.	 To book in for training, Email:  
support@previewstreamtime.com

 

The benefits are simple:
•	 Comprehensive support and attention to ensure 

smooth running of your Streamtime system at  
all times

•	 Ease of cashflow - never worry about the impact 
of future software upgrades

•	 Stress-free user changeovers and additions
•	 Customised requirements to streamtime  

your processes
•	 Upskilling of staff to ensure procedures are 

universal, logical and efficient
•	 Access to the latest technology in Job Tracking, 

Time Entry and Real Time Reporting
•	 Complete piece of mind

Join today: Email sales@previewstreamtime.com

9.5 Remote software training via internet
Basic users
Remote Software Training (RST) can be arranged at 
your convenience, in your offices. Go to the website 
for more information of specific charges as these are 
subject to change.

Training usually involves arranging a time at least 
2 weeks in advance. Our personal trainers will take 
remote control of one of the computers in your 
office combined with a voice conference while 
conducting a live demonstration of Streamtime. 

Sessions are usually limited to 2 hour time slots.
Staff can ask questions and examples can be looked 
at or generated on your live system.

If you already have Streamtime it is highly likely that 
you have already seen a remote presentation.

If not, then you will need to make the following 
arrangements so that your training can proceed:

1.	 Setup a MAC or PC computer in a conference 
room or office somewhere at your business.

2.	 Make sure that this computer has a connection  
to the internet.

3.	 Make sure that you have the following access 
enabled on your router if you have one.

Setting up access 
We will require access to your FileMaker server via 
Timbuktu or Apple Remote Desktop to setup & check 
backups and for remote training. We also require a 
direct FileMaker connection to your FileMaker server 
for support purposes. 

The following information is usually in the domain of 
your IT provider. Please contact them if that is more 
applicable. They can then talk with us direct if they 
have further questions.
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Glossary of Terms
Access Privileges
The rules that govern access to various areas  
of Streamtime.

Accounts ID
Reference Number linking to the accounting system 
(eg. MoneyWorks or MYOB etc.)

Active Tab
The TAB on Streamtime which you are currently 
viewing: this will show as a darker blue.

Commit
Forces all data to be updated and stored in the 
Streamtime database.

Cost Matrix
This the area of Streamtime where you enter in the 
list of all the items you buy & sell: Ranging from 
Category Code, Descriptions, Prices, Sales Codes etc. 
Also includes Multiple Price Tiers.

Estimate
An assessment of the current price of something, 
such as an item to be purchased or a job to be done.

Export	
Allows data to be transferred out of Streamtime.

Field
An area on the screen where information can  
be entered.

Find	
Action used to locate individual or groups of 
Streamtime Quotes / Jobs / Tasks / Contacts  
and Invoices.

Found set
Items found in a FIND search.

GP Gross Profit
The difference between sales revenue and the cost 
of goods sold.

IP Address (Internet Protocol Address) 
The unique address that certain electronic devices 
use in order to identify and communicate with each 
other on a computer network.

Item Letter
Used to help order or group lines on an invoice  
or quote.

Job No.
The Tracking Number that Streamtime allocates to  
the particular job. 

Live item
Item in your Cost Matrix that is available in areas  
of Streamtime (eg. Quoting).

Margin
The difference between what it actually costs you 
and what price you sell it to your customer for.

Material
Physical items used to complete a job. Colour lasers, 
couriers, card, props, etc.

Omitted	
Once a set of records have been found using  
the FIND operation - OMIT locates the opposite  
(eg. All other records not searched for).

Open Remote
Opening Streamtime when it is being hosted by  
FileMaker Server (opposite to peer to peer sharing-  
In peer to peer you still open remote on 2nd Mac).

Permission
Agreement to allow something to happen or be done.
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Print Centre
The pop up which allows you to preview and select 
the form you want to print or save as a PDF. 

Prospect 
A company you wish to do business with. You may 
quote to a prospect, but not invoice them.  
Generally your administrator will change a prospect 
to a client once you have established a credit rating 
from them, or set them up in the accounts package.  
Prospect’s names show up in red on the job screen  
to indicate they are prospects. 

Quantity	
The amount or number of something.

Quote No.
The number assigned to a particular quote.

Quote	
To give a price of providing your customer with  
a product or service.

Rate
One off prices – taxis fares, toll calls etc (cost rate).

Records
Records are jobs.

Request for Tender
A request for external suppliers to put a quote in  
to undertake a job or supply particular goods. 

Sales Code 
This is a code in the Cost Matrix aligning up with the 
accounting systems. (eg. MoneyWorks, MYOB etc.)

Sort
A process of arranging data in a set order.

Suit
Account Manager / Director.

Tab Buttons
The Streamtime Tabs:  main navigation through  
the system.

Sell Basis
Indicates how an item is sold (eg. Time (hours)  
or Quantity).

Time & Materials
Entry of Time or Materials on a particular job, usually 
via the timesheet.

WIP
Work in Progress.
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