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1. PURPOSE

Milestone is used to divide a project, service, or contract into measurable stages or achievements. It
helps to track and monitor project progress. It controls project billing and payment based on completed
milestones rather than full project completion.

2. SCOPE
The scope of milestones covers planning, execution, monitoring, and invoicing activities related to
projects or services.
a. Project Planning
o Divide projects into phases or targets
e Assign deadlines and responsibilities
b. Task and Progress Monitoring
e Link milestones to project tasks
e Track completion percentage and status
c. Sales Order Integration
e Connect milestones to sales orders for service contracts
e Define milestone-based billing terms
d. Invoicing
e Generate invoices when milestones are achieved
e Support partial or staged payments
e. Customer Deliverables
e Manage acceptance and approval of completed work stages
f. Reporting and Analytics
e Monitor project timelines
e Analyze project performance and delays

3. RESPONSIBILITIES
Example: Role Responsibility
Accountant Recording, monitoring, reporting
Finance Manager Review and approval
Project Manager Submission of billing and cost data
Admin/Other Departments Submission of supporting documents
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4. PROCEDURES

Step 1. Go to “Sales Module”
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Step 2. Search the Sales Order Number on the search box below (e.g. S00542).

@ Sales Orders Tolnvoice Products Commissions o d o A * @ Arky Construction and Supply ,)R‘i.
B2 cuotations « [Q search. - <> [BlE e B 8 e o
Number Creation Date Customer Website Salesperson Activities Company Total Status <
S00533 Apr 28, 11:39 AM Sitio Buffalo Fresh Farm Corporation (O] Arky Construction and Supply 1,262.00 ¢ QEILICTN)
500529 Apr 27, 410 PM E.0.0 Engineering Services ,f]. Ann Nicole Caballero (0] Arky Construction and Supply 4,686.00 P
500513 Apr 23, 12:07 PM Public user Arky Const... o) Arky Construction and Supply 1,800.00 ¢ EEETD
S00512 Apr 22, 5:25 PM Sitio Buffalo Fresh Farm Corporation (o) Arky Construction and Supply 31550 ¢ m
500493 Apr 16, 11:02 AM AIREN B. REPONTE Arky Const... o Arky Construction and Supply 1,800.00 ¢ @
500487 Apr 15, 1:14 PM Public user Arky Const... (0] Arky Construction and Supply 900.00 m
S00454 Mar 21, 10:35 AM Sitio Buffalo Fresh Farm Corporation 'f]. Ann Nicole Caballero (O] Arky Construction and Supply 1,620.92 ¢ EES
500453 Mar 19, 4:46 PM Public user Arky Const... (0] Arky Construction and Supply 2343007 m
500451 Mar 19, 11:09 AM Kimberly Corpuz Arky Const... (0] Arky Construction and Supply 1,800.00 ¢ m
500450 Mar 17, 10:51 AM Ykra Corporation %, Ann Nicole Caballero o Arky Construction and Supply 2800000 ¢ ETETD
500440 Mar 9, 9:28 PM Sitio Buffalo Fresh Farm Corporation (O] Arky Construction and Supply 422007 m
S00252 Nov 24, 2025, 12:59 PM Antonette Lim 'f]. Ann Nicole Caballero (O] Arky Construction and Supply 13,054,363.35 ¢ @ELEA0CES
S00375 Feb 4, 7:34 PM Sitio Buffalo Fresh Farm Corporation hf]n Ann Nicole Caballero (O] Arky Construction and Supply 201.00 8 @SE0ES
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Step 3. Click the Sales Order you’ve searched.
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o dd = A * @ Arky Construction and Supply ,}'ﬁ!

gl Sales Orders Tolnvoice Products Commissions
B cvovsions » ' o ) sz v - wn<o (AR e B a w o
Number Creation Date Customer Website Salesperson Activities Company Total Status s
500542 May 8, 11:56 AM LGU Milagros Masbate ‘fn. Ann Nicole Caballero @ Arky Construction and Supply 6,000,000.00 ¢ @EEIEIECES
6,000,000.00 P
] (13 3 b
Step 4. Click “Milestone”.
@l Sales Orders Tolnvoice Products Commissions o d @A * @ Arky Construction and Supply 'f‘i!
Quotations 1 Projects
500542 F v s Ao/ <D
a
Create Invoice Send PRO FORMA Invoice Send Preview Quotation Quotation Sent Sales Order Lognote ~ WhatsApp  Activity Q {§ &2
S00542 Atoded
s Kimberly L. Corpuz 1:55 P
Customer LGU Milagros Masbate Order Date * May 8, 1:56 PM #21 Quotation confirmed
Poblacion Milagros Quotation — Sales Order (Status)
Masbate Payment Terms  Immediate No = Yes (Locked)
Philippines E Kimberly L. Corpuz £ 1:56 7
B S ;
Invoice Address LGU Milagros Masbate : @Ariel Lim, |@Kimberly Corpuz, Approved u
fEL Ann Nicole Caballero 1200 ¢
Delivery Address LGU Milagros Masbate ,l ¥ 1009 — 6,000,000.00® (Total)
Quotation Template 1.00 # — 6,000,000.00 # (Untaxed Amount)
fEL Ann Nicole Caballero 1200 ¢4
. 'l # 0007 = 1.00P (Total)
Order Lines Other Info Notes
0.00# — 1.00 # (Untaxed Amount)
Product Quantity Delivered Invoiced Unit Unit Price Taxes = | IE"! Ann Nicole Caballero 11:56 AM
ll ¥ Sales Order created
Project 6,000,000.00 0.00 0.00 PHP 1.00 0.0
Add a product  Add a section  Add a note Catalog
-
] (13 b
Step 5. Click “Filter Record”.
@l Sales Orders Tolnvoice Products Commissions o d = A * @ Arky Construction and Supply ,)ﬂ!
Quotations / 00542 . ~
Milestones £ Q search.. - 1 <>
Name Sales Order Item Quantity (%) Deadline Reached
Project S00542 - Project (LGU Milagros Masbate) 50% May 8 View Sales Order
3 (13 3 2
Step 6. Tick the “Quantity”.
@l Sales Orders Tolnvoice Products Commissions o d @ KA * @ Arky Construction and Supply ,f‘i.
Quotations / S00542 . ~
Milestones £ Q. Search. - <>
Name Sales Order Item Quantity (¥) Quantity Deadline Reached
Project 500542 - Project (LGU Milagros Masbate) 50%  3.000,000.00 May 8 View Sales Order Quantity
Deadline \
Reached
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Step 7. Input the amount of quantity to be received. (Ex. 3,000,000)

@l Sales Orders Tolnvoice Products Commissions
. Quotations / S00542 ~
Discard it ones & Q Search.
Name Sales Order ltem Quantity (%)
Project S00542 - Project (LGU Milagros Masbate) - 0%

Note: Quantity in percentage will be automatically computed.

Step 8. Tick the box below reached.

.' Sales Orders Tolnvoice Products Commissions
. Quotations / 500542 O
Discard 005 onee o Q Search
Name Sales Order ltem Quantity (%)
Project 500542 - Project (LGU Milagros Masbate) v > 50%
1 13 b 99
Step 9. Click “View Sales Order
@l Sales Orders Tolnvoice Products Commissions
. Quotations / 500542 N
Discard o iones & Q Search...
Name Sales Order ltem Quantity (%)
Project S00542 - Project (LGU Milagros Masbate) - > 50%

o dd oA * @ Arky Construction and Supply ,)R‘l!

- =1/1 <>

Quantity Deadline Reached =

View Sales Order

May 8

o dd o Al * @ Arky Construction and Supply ,{‘1!
- 1-1/1 < >

Reached <

\ View Sales Order

Quantity Deadline

3,000,000.00 May 8

o dd = Al * @ Arky Construction and Supply ,fj!

v 1171 < >

Reached =

iew Sales Order

Quantity Deadline

3,000,000.00 May 8

Step 10. Then the input quantity will be viewed under delivered quantity.

o dd o Al * GP Arky Construction and Supply ,f‘.

@l sSales Orders Tolnvoice Products Commissions
-/ 500542 / Milestones 1 Projects Milestones
N v & g 11 <
S00542 g 1 Tasks ! "
a
Send PRO FORMA Invoice Send Preview Quotation Quotation Sent Sales Order Lognote ~ WhatsApp  Activity Q ¥ &2
S00542 Blocled
F Kimberly L. Corpuz 1:55
Customer LGU Milagros Masbate Order Date * May 8, 1:56 PM %7 Quotation confirmed
Poblacion Milagros Quotation — Sales Order (Status)
Masbate Payment Terms  |mmediate No — Yes (Locked)
Philippines i\ Kimberly L. Corpuz [ 1:56 P
2 AT =
Invoice Address LGU Milagros Masbate : @Ariel Lim, |@Kimberly Corpuz, Approved
‘&1 Ann Nicole Caballero 12:00 P
Delivery Address LGU Milagros Masbate d ¥ 1.00# — 6,000,000.00  (Total)
Quotation Template 1.00# = 6,000,000.00 # (Untaxed Amount)
AL Ann Nicole Caballero 1200 P\
) ll # 0007 — 1.00# (Total)
Order Lines Other Info Notes
0.00 % — 1.00# (Untaxed Amount)
Product Quantity Delivered Invoiced Unit Unit Price Taxes < ‘%'L Ann Nicole Caballero 11:55 Am
d # Sales Order created
Project 6,000,000.00 0.00 PHP 1.00 0.0
Add a product  Add a section Add a note Catalog
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Step 11. Click “Create Invoice”

gl Sales Orders Tolnvoice Products Commissions o dd < Al Q Gp Arky Construction and Supply

=

g
- / S00542 / Milestones v 1 Projects B Milestones = 171 < >
- 500542 % 1 Tasks ! N

-
Send PRO FORMA Invoice Send Preview Quotation Quotation Sent E Sales Order Lognote  WhatsApp  Activity QY a?
S00542 Bloced

E Kimberly L. Corpuz 1:56 PM
3|

Customer LGU Milagros Masbate Order Date * May 8, 1:56 PM Quotation confirmed
Poblacion Milagros Quotation — Sales Order (Status)
Masbate Payment Terms  Immediate No — Yes (locked)
Philippines

E Kimberly L. Corpuz £ 1:56 piv

Invoice Address LGU Milagros Masbate @Ariel Lim, |@Kimberly Corpuz, Approved i
)@1 Ann Nicole Caballero 12:00 P

JI # 1.00# — 6,000,000.00 ? (Total)

Quotation Template 1.00# = 6,000,000.00 P (Untaxed Amount)
L Ann Nicole Caballero 1200 P14

W # 000F — 1.00# (Total)

0.00# = 1.00#® (Untaxed Amount)

Delivery Address LGU Milagros Masbate

Order Lines Other Info Notes

Product Quantity Delivered Invoiced Unit Unit Price Taxes < B Ann Nicole Caballero 11:56 Al
)l ¥ Sales Order created
Project 6,000,000.00 3,000,000.00 0.00 PHP 1.00 0.0
Add a product  Add a section  Add a note Catalog
13 3 2
Step 12. Choose “Regular Invoice”.
‘ Sales Orders Tolnvoice Products Commissions Reporting Configuration [ ] a o Al * @ X' Arky Construction and Supply f-
Sales Orders 1 Projects [ Milestones
500542¢ v | Tasks &) A1/ <D

a
Send PRO FORMA Invoice Send Unlock Preview Quotation Quotation Sent ) Sales Order Lognote  WhatsApp  Activity Q ¥ a2

Poblacion Milagros

Masbate Payment Terms  |mmediate Today
Philippines -
Invoice Address LGU Milagro: Create invoice(s) X
Delivery Address LGU Milagro:
. L
Quotation Template Create Invoice
1 Down payment (percentage) s
T s Gz o N Down payment (fixed amount)
Product Amount)
Add a product Add a section  Add a note Catalog I 0.00% = 1,007 (Untaxed Amount)
Ann Nicole Caballero 11:56 AM
¥ Sales Order created
< >
Coupon Code Reward Discounts
Terms & Conditions: https://arkyconstest1.odoo.com/terms Untaxed Amount: 6,000,000.00 #

5. RECORDS
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@l Sales Orders Tolnvoice Products Commissions Reporting ~ Configuration o d < A * @ N Arky Construction and Supply ,)R]-.

mouotations¢ Qa Project X Search v 1-33/33 (> EF 9 B # m O

Number Creation Date Customer Website Salesperson Activities Company Total Status *
» PID203 - Installation of Solar Street Lights 1 249,500.00 #
» PID205 - Installation of Solar Street Lights 1 249,500.00 &
» PID206 - Installation of Solar Street Lights 1 249,500.00 7
» PID207 - Installation of Solar Street Lights 1 249,500.00 7
» PID237 - Construction of Health Station 1 499,000.00
» PID212 - Construction of One (1) unit Classroom for Cabungahan Elementary School 1 499,000.00 &
» PID214 - Construction of Additional Classroom in Panan-awan Elementary School 1 499,000.00 #
» PID215 - Construction of One (1) unit Classroom 1 499,000.00 &
» PID217 - Provision of Electrification 1 748,500.00 P
» PID220 - Improvement of Level IIl Cawayan Water System 1 2,570,000.00 #
» PID221 - Barangay Electrification Program 1 1,497,000.00 &
» PID222 - Barangay Wide-Electrification 1 1.497,000.00 #
» PID223 - Barangay Wide-Electrification 1 1,497,000.00 #

6. RISKS & CONTROLS

Risk Possible Effect Control / Mitigation
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