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INTRODUCTION
Overview

OVERVIEW

The Project Costing application helps you track income accrued and costs incurred during work
on a Project. Using Project Costing, you can set up Projects, record time and material costs for
the Projects, Phases, and Tasks, and create a billing invoice and close the Project when work is
complete.

Project Costing measures income in two ways: time and materials billing or job costing. The
most notable difference between the two is the use of the term Work in Process, or WIP. In a
time and materials billing environment, WIP represents the unbilled accrued income
associated with costs incurred on a Project. In a job costing environment, WIP simply
represents the costs accrued to date.

While each Project can measure income in only one way, Project Costing allows you to make
this distinction on a Project-by-Project basis and can accommodate both Project environments.
If your company performs Project work only in a job costing environment, you can elect to
work only with Project Costing's job costing functions.

In addition to the two methods of tracking income, Project Costing allows you to record
Project, Phase, and Task information by using one of five Project types. Project Costing uses a
hierarchy of levels to define Project structure: Projects contain Phases which in turn contain
Tasks. The Project Type you pick determines whether the Project can use Phases and Tasks,
accrue income, and allow billing. For more information on Projects and Project Types, refer to
(page 3-5).

Project Costing works closely with the TRAVERSE Accounts Receivable and Accounts Payable
applications to track income and cost amounts. After you've defined your Projects, use Project
Costing's function to enter time costs and manage billing information, and the Accounts
Payable (or Purchase Order) Transactions function to enter purchases and record material costs
for Project work. Project Costing tracks these entries for each Project in a transaction history
table that is updated each time you post information in either Project Costing, or Accounts
Payable/Purchase Order.

As Project work continues, use Project Costing's reports to analyze Project progress and
evaluate performance. When the Project is complete, use Project Costing's built-in
administrative functions to close Projects, perform routine periodic maintenance, and archive
or purge information that is no longer needed.
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Overview
Who Can Use Project Costing?

A company may measure its income in terms of the direct relationship income has to the time
and material costs incurred in providing a product or service. Examples of this are engineering
companies, advertising agencies, architectural firms and other such professional service
companies. We will collectively refer to these companies as “Time Billing” environments.

Other companies may incur time and material costs to provide a product or service for a
customer or client but do not attempt to recognize income as a direct relationship to the costs
incurred in doing so. Examples of this are construction companies, manufacturing job shops
and other such build-to-order companies. We will collectively refer to these companies as “Job
Costing” environments.

Project Costing is designed to accommodate both types of environments. Project Costing
interfaces with other TRAVERSE applications for an accounting system that helps you deliver
Projects on time and within budget, then easily turn Project costs into billings and income. A
Project Type is assigned to each Project. The Project Type for time billing environments is
Billable while the Project Type for job costing environments is Job Costing. This Project Type
determines how transactions are recorded in the system and how the accounting for those
transactions are handled.

The most notable distinction from the user perspective between the two environments is the
use of the term “Work In Process” or “WIP”. In a time billing environment, WIP represents the
unbilled accrued income associated with costs incurred on a Project. In a job costing
environment, WIP represents the costs accrued to date on a Project.

Most companies will be either a time billing environment or a job costing environment.
However, Project Costing will allow you to make this distinction on a Project by Project basis,
allowing you to have both Project Types coexist.

To illustrate the point of WIP being handled differently in the two environments, let's use an
example where a timekeeper with an hourly cost of $25 and a billing rate of $50 charges one
hour to a Project.

In a time billing environment, the accounting entry would be to debit WIP $50, credit accrued
income $50, debit cost $25, credit payroll clearing $25. In a job costing environment, the
accounting entry would simply be to debit WIP $25, credit payroll clearing $25.

System Information

Additional information about using the system is found in the following sources:
e The Project Costing User’s Help.
¢ The Training Manuals for other TRAVERSE applications.
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e The Developer’s Guide and Developer’s Object Descriptions manuals.

e Online help.
Customer Support
Open Systems Holdings Corp. has a strong commitment to customer service and product
quality. If you need help using any Open Systems product, follow these procedures:

e Consult the user’s guide and other TRAVERSE reference materials.

¢ If you are a subscriber to the TRAVERSE customer support program, you can consult
your customer support representative (1-800-320-3088) or e-mail them at
traverse_support@osas.com.
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About Project Costing

ABOUT PROJECT COSTING

Frequently used functions
The most frequently used functions are on the Transactions and Billing menus. Use these
functions for the following tasks:

¢ Enter time ticket, material requisitions, expense and other transactions into the
transactions functions.

Print the Transaction Journal.

Post Transactions.

Enter Deposit Transactions.

Transfer Billings to invoices and Edit the billings.

Enter Credit Memos and unbill items from invoices billed.

Print the Billings Journal.

e Post Billings.
Periodic functions

The Periodic Processing menu contains Project maintenance functions that you use periodically
to start or complete the Project life cycle, reset Project totals, or make space for new Project
information.

Use the Periodic Processing functions for Project maintenance during a Project's life cycle. For
example; if your project is a Job Costing project, use the Select Completed Jobs, Completed
Jobs Journal, and Post Completed Jobs functions to change all Job Costing transaction status to
Billed/Charged. When Project work is complete, use the Close Projects/Phases/Tasks functions
to close all selected Project levels.

Other Periodic Processing functions are:
¢ Hold and release Projects for billing.
¢ Change information on Projects.

e Move activities from one Project to another.

Post Completed Jobs for Job Cost type Projects.

Close Projects once they have been completed.
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Reports

Print analysis and work in process reports to analyze the status and profitability or your
Projects.

Interactive Views

Project, Activity, Project Status, Project Percent Complete, Budget Analysis, Estimates, Billing
History, and Employee Detail information can be displayed through the interactive views
functions.

Interfaces

Project Costing can be interfaced with Inventory, General Ledger, Account Payable and Payroll.
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SETTING UP PC
Setup Checklist

SETUP CHECKLIST

Required

____Set up Business Rules for Project Costing.

____Set up Distribution accounts.

____ Set up Task codes.

____Set up Phase codes.

____Set up Tax information (Classes, Locations, and Groups).
____Set up Customers in Accounts Receivable.

___Set up Overhead Allocation Codes.
Recommended

____Set up Transaction and Billing Batch Codes.
____Set upinitial balances.
____Set up Rate Codes.

____Set up Employee Rates.
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SETUP PROCEDURES

Before you can use the Project Costing application, you must follow the setup procedures in
this chapter. Setup procedures include gathering your information, defining the Projects you
have set up for customers with which you do business, assigning codes and IDs, and setting up
initial account balances. Follow these procedures carefully; the choices you make determine
how the system operates.

Gather Your Information

Gather and organize the following accounting data:

¢ A chart of accounts for your business.
e |dentification and credit information about your Customers.

¢ Previous- and current-year project activity histories organized by Customer and
Project ID.

What You Need to Define

To set up the Accounts Receivable (if Projects are assigned to Customers) and Project Cost
systems, follow these steps:

1.
2.
3.

Use the Business Rules function (page 3-7) to define how you want the system to work.
Define the IDs and codes you plan to use. See IDs and Codes (page 2-6).

Set up Tax Classes, Locations, and Location Groups. See Tax Locations and Tax Location
Groups in the General Information Guide.

Use the Phases and Tasks you will use in your Projects.

. Use the Sales Reps function in Accounts Receivable to set up information about your sales

representatives.

Use the Customers function in Accounts Receivable to define your Customers, and assign
Customer Price IDs and Customer Levels.

Set up the Projects you currently have in progress.

Set up initial Project balances (page 2-9).

Project Costing 2-5



Setup Procedures
Setting Up IDs and Codes

IDs and codes tell the system how to identify each item on file. The system uses these
identifiers to organize information.

When you assign IDs and codes, establish a format that makes sense for your business and use
it consistently. The following suggestions may help you to establish a useful format:

¢ Do not use the following charactersinanIDoracode: | “ ' & #.

¢ To prevent organization problems, use zeros to make all IDs the same length. If IDs
are divided into more than one part, the parts should be the same length in every ID.
Do not use spaces to divide IDs into more than one part. For example, use ACE-01
and ACE-11 instead of ACE 1 and ACE 11.

e If you use letters in IDs, use either all uppercase or all lowercase letters so that the
IDs can be sorted correctly. For information about how IDs and codes are sorted, see
the How IDs and Codes are Sorted section in the General Information guide.

e Use descriptive IDs. For example, WINOO1 and WINOO2 are more descriptive than
000001 and 000002.

¢ |f you want to sort items by a particular attribute—name or group—put the attribute
in the ID. For example, to organize customers by name, put the first characters of the
name of the customer in the customer ID.

e Use a combination of letters and numbers that leaves room in the sequence for later
additions. For example, WINOO1 and WINOOS5 leave room for three IDs in between.

Projects
Use the Projects function to set up and maintain Project structures.

Estimates
Use the Estimates function to enter estimates for Time, Material, Expense, and Other.

Phase Codes
Use the Phase Codes function to create a list of all valid Phase Codes to be used in setting up
Project structures.

Task Codes

Use the Task Codes function to create a list of all valid Task Codes to be used in setting up
Project structures.
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Distribution Codes

Use the Distribution Codes function to set up codes that define the collection of General
Ledger account numbers that will be used in posting Project related transactions.

Overhead Allocation Codes

Use the Overhead Allocation Codes function to set up codes that define the basis of the
formulas used in allocating overhead to Project related transactions.

Transaction Batch Codes

Use the Transaction Batch Codes function to create and maintain batches that are used in time
ticket and transaction entry.

Billing Batch Codes

Use the Billing Batch Codes function to create and maintain batches that are used in billing
entry.

Rate Codes

Use the Rate Codes function to set up Rate Codes to be used when entering time recorded
projects.

Employee Rates

Use the Employee Rates function to enter billing and cost rates for employees, using the rate
codes, when recording time to Projects.

Tax Classes

Tax classes define the tax category of the items you sell. For information about adding Tax
Classes or changing Tax Class Descriptions, see the Tax Classes function in the General
Information guide.

Tax Location IDs

Tax Location IDs identify the tax authorities to which you pay sales tax. When you set up the
system, enter the sales tax percent, taxable sales, nontaxable sales, and tax collected for each
applicable Tax Class. These fields are updated when you post sales. For information about
defining Tax Location IDs, see the Tax Locations function in the General Information guide.

Tax Group IDs

Use Tax Groups to group Tax Locations. Tax Groups are assigned to Customers, transactions,
and recurring entries. For information about defining Tax Groups, see the Tax Location Groups
function in the General Information guide.
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INITIAL BALANCES

Set up initial Project balances after you set up Project records. If you are not setting up Project
Costing at the beginning of the year and if you are keeping detail and summary activity history,
you must also enter activity history.

You can use the summary method, the detail method, or a combination of the summary and
detail methods to set up the initial Project balances.

Summary Method
The summary method takes less time than the detail method, but it does not provide complete
project history.
The summary method consists of the following steps:

1. Select Adjustments from the Project Adjustments menu.

Adjustments Menu

| Project Costing <
Interactive Views
Transactions
Billing

Management Reports
[= Project Adjustments

Adjustments Joumal

Post Adjustments
Periodic Processing
Productivity Reports
Setup and Mairtenance
Master Lists
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Initial Balances

Adjustments Screen

| Pc adiustments @I_|

HIK 4 gofd b Mk X | @A 9| Gy @&
. Project/... . Date . Fiscal ... . Fiscal P... . Increas... . Status . Type . Quantity . BExtended... . BExended Inc... . Des... . Additi....
|ozss82/n..  7/29/2010 2010 7 incresse  Posted  Time 1.000 65.00 150.00 '
FoedFee/...  7/29/2010 2010 7 Increase Posted Material 1.0000 30.00 75.00
; _Go Live/B... 7292010 2010 7 Decrease Posted Expense 1.0000 0.00 100.00
Go Live/B...  7/29/2010 2010 7 Increase Posted Other 1.0000 0.00 110.00
.Job Cost T/29/2010 2010 7 Decrease Posted Deposit 0.0000 0.00 0.00

2.
3.
4.
5.
6.

10.

11.
12.
13.

14

7/29/2010 2010 7 Increase Posted Deposit Ap... 0.0000 0.00 75.00
7/25/2010 2010 7 Increase Posted Fixed Fee ... 0.0000 0.00 125.00

Select a Project/Task for which to enter adjustments, from the Project/Task field.
Edit, if necessary, the current Date from the Date field.

Edit, if necessary, the current Year from the Fiscal Year field.

Edit, if necessary, the current Period from the Fiscal Period field.

Select whether the Adjustment is going to be an increase or decrease from the
Increase/Decrease field.

Select a Transaction Type to identify the Adjustment amounts from the Type field: Time,
Material, Expense, Other, Deposit, Deposit Applied, and Fixed Fee Billing.

Select the Status of the Adjustment from the Status field: Posted or Billed.

Enter the Quantity amount for the Quantity used for the selected Type of transaction, to
date in the Quantity field.

Enter the Extended Cost amount posted to date in the Extended Cost field.
Enter the Extended Income amount to date in the Extended Income field.
Enter a Description for the Adjustment into the Description field.

Enter, if applicable, an Additional Description for the Adjustment in the Additional
Description field.

. Select Adjustments Journal from the Project Adjustments menu.
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Adjustments Journal Menu

Praject Costing

P

Interactive Views
Transactions
Biling
Managemert Reports
[l Project Adjustmerts
Adjustments
Post Adjustments
Periodic Processing
Productivity Reports
Setup and Maintenance
Master Lists

Adjustments Journal Screen

| PC Adiustments Journal [53] |

i Print |[[0)Output - | [=3Send | |3 Preview | Reset

Data Filter W7
And

View

|| Additional Descriptions

Report Layout

|| Banded Rows

SETTING UP PC
Initial Balances

=]

(]

15. Use the Data Filter to select the range of filtering options or leave the filter blank to

include all available data.

16. Select the View Additional Descriptions check box, if applicable, to include the additional

description in the journal.
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17. Select the check box if you want to print the report in Banded Rows format, which
highlights lines in the report in alternating bands of color (or gray on monochrome printers).
This makes wide reports easier to read. You can define your default preference for the
banded rows format on the System Manager Business Rules. You can then override your
default choice when you print the report.

18. Select a command button:

19. Select Post Adjustments from the Project Adjustments menu.

Post Adjustments Menu

Post Adjustments Screen

| PC Post Adiustments @I_|
P OK | [ Activity | Reset

|| Do the following, then check the box.

Complete Adjustments Entry
Print the Adjustments Journal

Comments

20. Complete Adjustments Entry.

21. Print the Adjustments Journal.

Project Costing

£

Interactive Views

Transactions

Billing

Management Reports

[= Project Adjustments
Adjustments
Adjustments Joumal

Periodic Processing

Productivity Reports

Setup and Maintenance

Master Lists

22. Select the Do the following, then check the box check box.

23. Enter Comments for the post, if applicable, in the Comments field.

24. Select a command button:
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25. Click OK to begin processing. A message appears when the post completes successfully.
After you click OK to close this message box, the Post Billings Log appears.

26. Select Transfer Billings from the Billing menu.

Transfer Billings Menu

| Project Costing

[<

|| @ Interactive Views
Transactions
1= Biling

Deposit Invoices

Deposits

Held/Release Bilings

Credit Memos

Unbil

Edt Billings

Frint Invoices

Billing Joumal

Daily Sales Tax Joumal

Post Bilings
Management Reports
Project Adjustmerts
Periodic Processing
Productivity Reports
Setup and Maintenance
Master Lists

Transfer Billings Screen WIP Tab

| PC Transfer Bilings (3] |
| Transfer | [ Activity = Reset
Data Filter "

Prepare | Preview

And ©

Batch Code [kent =

Save | Refresh Activity Unselect All

| e |
| ot |

Select Al Select By Range | Write Off

| fictiviey

Selected ‘ Customer 1D Project ID Phase Code Task Code Resource ID Location 1D

Description Unit Activity Bxt P...

Gty Biled Ed Price

) A008
Ar008
A1008
Ar008
Ar008

Ar008

Buid
Buid
Buid
Build
Build
Install

Build
Build
Build
Build
Build
Install

Expense
200100
200200
200400
800001
200300
BOUOD!

MNODO1
MNODO1
MNODO1
MMODO1
MNODO1
MNODO1

[oe]
53]
]
53]

1)

NewBuild Design Design

| ] NewBuild Build Program DOUBLADDO01

Project Expen... EA
Fumace EA
Water Hester  EA
Water Softener  EA
Wallpaper-C... ROLL
Air Conditioner ~ EA
HOUR

500.00
758.88
500.00
509.60

70.40
850.00

HOUR

1.0000
1.0000
2.0000
2.0000
1.0000

2.0000 850.00

2]
:-z-m B N S s N I [ ——m

145,
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Initial Balances
27. Use the Data Filter to select the range of filtering options or leave the filter blank to
include all available data.
28. Select a billing Batch Code from the Batch Code field.

29. Click the Prepare button, on the toolbar, to prepare billings.

30. Click the Refresh Activity button to refresh the list of transactions prepared for the
Project/Task/Phase.

31. Select the WIP tab to prepare billings for General projects with the Billable box checked.
32. The Customer ID, Projects/Phases/Tasks that meet the filter criteria are displayed.

33. Enter the amount of the deposit to apply, if there is a Deposit Available amount to apply
into the Deposit Applied box.

34. To view the activity for a Project or Task/Phase click on the Plus (+) sign next to the
Customer/Project/Phase/Task for which to view the activity, and you will see a list of billings
that have been prepared for the Project or Task/Phase.

35. Select the Selected check box for those transactions you want to transfer to invoices.

Transfer Billings Screen Fixed Fee Tab

| PC Transfer Bilings (€3] \
| Transfer | [5] Activity | Reset | Prepare | Preview
Dats Filter 7

And &

Batch Code Kent |:|
Save | Refresh Activity | Select All | Unselect All | Select By Range | Write Off

| WLP| Fixed Fee |

| | customeriD | Project ID | Phase Code | Task Code | Foced Fee | Fxed Fee Avail. | Fxed FeetoBill | DeposiTotl | Deposit Avelble | Depost Appied

r
| '@ aone FicedFee Buld Build 400000 000 000 3,000.00 000 000
| = Aoos FucedFes Design Design 10.,000.00 000 000 1.000.00 000 000
| 1= arooe FoiedFes Instal Instal 500000 00 (i) (i) (i) (i)
| = Aoos FucedFes Other Other 10,000.00 000 0.00 000 0.00 000
| = meoos FuedFes Punch Punch 250000 (i) (i) (i) (i) (i)
| @ AdD40 TrairingFr 00 00 00 00 00 00
| '@ mita TrainingPr Buid Buid 500000 (i) (i) (i) (i) )
| |® adnan TrairingPr Desian Desian 500000 000 000 000 000 000
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36. Select the Fixed Fee tab to prepare billings for General projects with the Billable and Fixed ’
Fee box checked, and for Job Costing type projects.

37. The Customers, Projects, Phases and Tasks that meet the filter criteria are displayed.

38. The remaining amount left to be billed from the original fixed fee amount will default into
the Fixed Fee to Bill amount box. Accept this amount or edit it to the amount you want to
transfer to an invoice in this transfer run.

39. Enter the amount of the deposit to apply, if there is a Deposit Available amount to apply
into the Deposit Applied box.

40. To view the activity for a Project or Task/Phase click on the Plus (+) sign next to the
Customer/Project/Phase/Task for which to view the activity, and you will see a list of billings
that have been prepared for the Project or Task/Phase.

41. Select the Selected check box for those transactions you want to change the status to
Work In Process. The items will not be transferred to the invoice, but the status of the
activity will be changed to WIP.

42. Click Transfer to begin processing.

43. Select Print Invoices from the Billings menu.

Print Invoices Menu

| Project Costing 4
[ Interactive Views
Transactions
[= Biling

Deposit Invaoices

Deposits

Hold/Release Bilings

Transfer Bilings

Credt Memos

Unbil

Edit Bilings

Billing Joumal

Daily Sales Tax Joumal

Post Billings
Management Reports
Project Adjustmerts
Periodic Processing
Productivity Reports
Setup and Mairtenance
Master Lists
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2-16

Print Invoices Screen

|| PcPrint Invoices [£3]. | =]
iz Print Ltbn]OLrtert - | [=1 Send .g: Preview | Reset | [ Activity = Search Document
Complete All of the Following: Print Invoice
[¥| PC Edt Bilings Completed [ Federal Tax ID Date /2772017 (%]
Report Currency Sort By Starting Number 11
|| Print All in Base Last Good Number 0%
Sequence Number
Message 1002 |
Batch List
T Defauk Betoh . |
| None |

44. Select the check box confirming that PC Edit Billings is Completed.

45. Select the Batches for which you want to print invoices. Select the All button to select all
available batches. Select the None button to clear the check box for all selected batches.
This option is available only if you elected to use batch processing in the Business Rules
function on the System Manager, Company Setup menu.

46. To print the Federal Tax ID for the current company at the bottom of the invoice, select the
check box; otherwise, clear the check box.

47. Enter the Date to be printed on the invoices or credit memos.

48. Enter the Starting Invoice Number or use the default. The invoice number cannot include
letters.

49. If you are reprinting invoices, enter the number of the Last Good Number that was printed
correctly. Print the Billing Journal to serve as a record of invoice numbers.

50. Select a Message to print on the invoices. The messages will come from the Accounts
Receivable, Setup and Maintenance, Invoice Messages function.

51. Select a command button:

Project Costing



52. Select Billing Journal from the Billing menu.

Billing Journal Menu

Project Costing

Interactive Views
Transactions
[= Biling

Deposit Invoices
Deposits
Hold/Release Bilings
Transfer Bilings

Credit Memos

Unbil

Edt Billings

Print Invoices

Daily Sales Tax Joumal
Post Bilings

Management Reports
Project Adjustments
Periodic Processing
Productivity Reports
Setup and Maintenance
Master Lists

Billing Journal Screen

| PC Biling Journal [£3] |
i Print |[[0)Output - | [=3Send | |3 Preview | Reset
Data Filter W7

SETTING UP PC
Initial Balances

And

View Sort By

on Number

| Summary | |Customer ID

N | Invoice Number

|| Additional Description
|Project

Fiscal Year Fiscal Period/GL Account

Batch List

[
[=] Kent Kent batch

Report Currency

|*#| Print All in Base

uso ’

E
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53. Select the range of Filter Criteria to include in the journal or leave the fields blank to

include all customer IDs.

54. Select the amount of information to View in the journal. Summary or Detail versions of
the report.

55. To Print Additional Descriptions on the journal, select the check box; otherwise, clear it.

56. Select the Batches to include in the journal. You will only see the available batches if you
have elected to use batch processing for transactions. Select the All button to select all
available batches. Select the None button to clear the check box for all selected batches.

57. Select the Sort criterion for the journal: Batch/Transaction Number, Customer ID, Invoice
Number, Fiscal Year GL Period/GL Account, and Project.

58. Select a command button:

59. Select Post Billings from the Billing menu.

Post Billings Menu

| Project Costing <

Interactive Views
Transactions
[= Biling

Deposit Invaoices

Deposits

Hold/Release Bilings

Transfer Bilings

Credt Memos

Unbil

Edit Bilings

Frirt Invoices

Billing Joumal

Daily Sales Tax Joumal
Management Reports
Project Adjustmerts
Periodic Processing
Productivity Reports
Setup and Maintenance
Master Lists
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Post Billings Screen

P OK | [ Activity | Reset

|| Do the following , then check the box.
Complete Bilings
Print Invoices
Print Billing Journals

|| Print Log Using Base Currency

Select batch{es) to post

v HHEHHE Default Batch

|| FFBill Fixed Fee Biling | = |
[ KHBil Kent Biling .
I# TMBEill Time Material Biling

Comments

60. After you Complete Billing and Print Billing Journal and Print Invoices, select the check
box.

61. Select the Batches to include in the post. You will only see the available batches if you have
elected to use batch processing for transactions. Select the All button to select all available
batches. Select the None button to clear the check box for all selected batches.

62. Enter Comments for the post, if applicable.
63. Click OK to begin processing. A message appears when the post completes successfully.
After you click OK to close this message box, the Post Billings Log appears.
Detail Method
The detail method provides complete activity and billing history, but it takes more time than
the summary method.

The detail method consists of the following steps:
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1. Select Time Ticket Entry from the Transactions menu.

Time Ticket Entry Menu

Project Costing

+

Interactive Views

[ Transactions
Time: Ticket Entry
Time Ticket Joumnal
Transactions
Transaction Joumal
Post Transactions

Billing

Management Reports
Project Adjustments
Periodic Processing
Productivity Reports
Setup and Maintenance
Master Lists

Post Overhead Allocations

Time Ticket Entry Screen - Summary

|- Pc Time Ticket Enry I§\_|

H K 4 S5af5 b M |k: X @ [ == -
Batch Code | Time |
Employee 1D [ Transaction Date | Fiscal Year & [ Fiscal Period [ Project/ Task
DOUBLADDDO1 9302010 200 9 Go Live/Build
|GERDD1 9/30/2010 200 9 Training,/Build
| @ | DOUBLADDDDT 5/30/2010 200 9 Go Live/Build
3 Go Live/Design

| AMK 9/30/2010 2010

2.
3.
4.
5.

accept the defaults.

o

| Description Additional Desc

On Site
On site
Proj Mngt
Proj Mngt

>

»

Hours Rate Code
16.000 INSTALL
16.000 INSTALL
20.000 TEST
16.000 FM

68,000

Select a Batch Code for which to associate a time ticket from the Batch Code field.
Click the New Record button * , on the toolbar, to open a blank Time Ticket record.
Select the Employee to include in the Time Ticket from the Employee ID field.

Edit, if necessary, the Transaction Date, Fiscal Year, and Fiscal Period fields; otherwise

Select a Project for which to associate the Employee's hours, from the Project/Task field.

7. Enter, if applicable, a Description for the project in the Additional Description field.

8. Enter the number of Hours the Employee worked in the Hours field.
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9. Select a pay rate for the Employee from the Rate Code field.

10. Select Time Ticket Journal from the Transactions menu.

Time Ticket Journal Menu

| Project Costing <||
Interactive Views
[ Transactions

Time Ticket Ertry

Time Ticket Joumal

Transactions

Transaction Joumal

Fost Transactions

Fost Overhead Allocations
Billing
Management Reports
Project Adjustments
Periodic Processing
Productivity Reports
Setup and Maintenance
Master Lists

Time Ticket Journal Screen

| PC Time Ticket Journal [£3 |

=]
i Print |[[0)Output - | [=3Send | |3 Preview | Reset
Data Filter W7 £3]
And
View Sort By
Bath Transacton [
|Summary | |Employes ID I
Customer ID 3
|| Additional Description Project ID ::
[Transaction Date | %]
Batch List
|| e Default Batch | Al |
1= Kent Kent batch
| None |

11. Use the Data Filter to select the range of filtering options or leave the filter blank to
include all available data.
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12. Select the amount of information to View in the journal. Summary or Detail versions of
the report.

13. Select the Print Additional Descriptions check box, if applicable, to include additional
descriptions in the journal.

14. Select the Sort By criterion for the journal: Batch/Transaction, Employee ID, Customer ID,
Project ID, and Transaction Date.

15. Select the Batches to include in the journal. You will only see the available batches if you
have elected to use batch processing for transactions. Select the All button to select all
available batches. Select the None button to clear the check box for all selected batches.

16. Select a command button:

17. Select Transactions from the Transactions menu.

Transactions Menu

Project Costing I3
Interactive Views
= Transactions
Time Ticket Entry
Time Ticket Joumal
Transaction Joumal
Post Transactions
Post Overhead Allocations
Billing
Management Reports
Project Adjustmerts
Periodic Processing
Productivity Reports
Setup and Maintenance
Master Lists

Transactions Screen

|\ PcTransactions (i3 |
(= d4ofd b M |ba X @A 9 [ @ | | 53 @ | Updatelink
Batch Code .MaiReq |

Ser Mo Entry | Detail | PO Req

Type | Project/... | tem ID | Descripti... | Location... | GLAcco.. | Unit | GtyMNes.. | QtyFilled | UnitCost | BdCost | Linked
|Material Re... 025582/Ins.. MEMO036  microSDM.. MNOOOT 000001230 EA | 50000 00000 200000 [
Expense 025582/Ins... Expenses Misc Expen... 000001210 EA 1.0000 1.0000 150.0000 150.00 ™)
" Cther 025582/Ins... Other Cther Costs 000001210 EA 1.0000 1.0000 200.0000 200.00 ]

18. Select a Batch Code for which to associate a transaction from the Batch Code field.
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19. Click the New Record button * , on the toolbar, to open a blank Transaction record.
20. Select the Type of Transaction from the Type field.

21. Select the Project/Task from the Project/Task field.

22. Select or enter the Item ID for the Transaction.

23. Select or enter the Location ID for the Transaction.

24. Enter a Description or accept the Description from your Item selection.

25. Enter the Quantity Needed for the Transaction.

26. Enter the Quantity Filled for the Transaction.

27. Enter the Unit of measure to use for the Transaction or accept the Unit brought in from the
Item selected.

28. Enter the Unit Cost to use for the Transaction, or accept the cost brought in from the Item.

29. The Extended Cost is calculated from the quantity times the unit cost. This field is not
allowed to be edited.

30. Enter all remaining Transactions for open Projects with activity.

31. Select Transaction Journal from the Transactions menu.

Transaction Journal Menu

| Project Costing <
B Interactive Views
El Transactions
Time Ticket Entry
Time Ticket Joumal
Transactions

Post Transactions

Post Overhead Allocations
Biling
Management Reports
Project Adjustmerts
Periodic Processing
Productivity Reports
Setup and Mairtenance
Master Lists
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Transaction Journal Screen

| Pc Transaction Journal i3] |

i Print |[[0)Output - | [=dSend | |3 Preview | Reset

Data Filter W7
And
View Sort By
|Summary Fiscal Year Period
i |Item ID
|- | Additional Description
Batch List

|| sERE

Default Batch

|= Kent Kent batch

32. Use the Data Filter to select the range of filtering options or leave the filter blank to
include all available data.

33. Select the amount of information to View in the journal. Summary or Detail versions of
the report.

34. Select the Print Additional Descriptions check box, if applicable, to include Additional
Descriptions in the journal.

35. Select the Sort By criterion for the journal: Project, Fiscal Year/Period, and Item ID.

36. Select the Batches to include in the journal. You will only see the available batches if you
have elected to use batch processing for transactions. Select the All button to select all

available batches. Select the None button to clear the check box for all selected batches.
37. Select a command button:
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38. Select Post Transactions from the Transactions menu.

Post Transactions Menu

| Project Costing <
Interactive Views
Bl Transactions
Time Ticket Entry
Time Ticket Joumal
Transactions
Transaction Joumal
Post Overhead Allocations
Biling
Management Reports
Project Adjustments
Periodic Processing
Productivity Reports
Setup and Maintenance
Master Lists

Post Transactions Screen

| PC Post Transactions [¢3 |
P OK | [ Activity | Reset

|#| Do the following , then check the box.
[ Comp.le.te. Time Ticket Enh.y
Complete Transaction Entry

Print the Time Ticket Journal
Print the Transaction Journal

|#| Post Time Tickets
|#| Post Transactions
|#| Transfer Transactions to Payroll

|%#| Use Payroll Rate
Select batch(es) to post

|w| HEHEHHE Default Batch

|#| Expse Expenses
[*#| Kent Kent batch |_Noi1e_|
I#| MatReg Material Reg
|| Other Cther
I Time Time Ticket Batch
Comments

39. Complete Time Ticket Entry.
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40.
41.
42.
43,
44,
45,

46

47

48

49

50

51

Complete Transaction Entry.

Print the Time Ticket Journal.

Print the Transaction Journal.

Select the Do the following, then check the box check box.

Select the Post Time Tickets check box, if applicable, to post time ticket charges.

Select the Post Material Transactions check box, if applicable, to post material
transactions.

. Select the Transfer Transactions to Payroll check box, if applicable, to transfer information

to the Payroll transactions tables.

. Select the Use Payroll Rate check box, if applicable, to use Employee rates recorded in the

Payroll Employee Information function to calculate labor costs.

. Select the Batches to include in the post. You will only see the available batches if you have

elected to use batch processing for transactions. Select the All button to select all available
batches. Select the None button to clear the check box for all selected batches.

. Enter Comments for the post, if applicable, in the Comments field.

. Click OK to begin processing. A message appears when the post completes successfully.

After you click OK to close this message box, the Post Transactions Log appears.

. Select Transfer Billings from the Billing menu.

Transfer Billings Menu

I Project Costing I3
Interactive Views
Transactions
[= Biling

Depost Invoices

Deposits

Hold/Release Bilings

Credit Memos

LUnbill

Edit Bilings

Frint Invoices

Billing Joumal

Daity Sales Tax Joumal

Post Bilings
Management Reports
Project Adjustments
Periodic Processing
Productivity Reports
Setup and Maintenance
Master Lists
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Transfer Billings Screen WIP Tab

‘ PC Transfer Bilings. |§T|

B Transfer | ] Activity | Reset | Prepare | Preview
Data Filter

And

Batch Code = \vi

Save = Refresh Activity | Select All | Unselect All | Select By Range = Write Off

| WP |Fi1edFee-|

| Betvity | peposit

Selected | Customer D | Project ID | PhaseCode | TaskCode | ResourceID | Location ID | Description | Unit | Activiy Ex P... | iy Biled Ext Price
| w008 025582 " Buid ' Buid b MNDDOT | Prosect Expenr._ |EA I 500.00 1.0000 500.00
] ARD0S 025582 Build Build 200100 MNDOD1 Fumacs EA 75888 10000 758 88
] ARDOS 025582 Build Build 200200 MNODD1 Water Heater  EA 500,00 20000 90000
] ARDDS 025582 Build Build 200400 MNDDO1 Water Softener A 50960 20000 50960
] ARDOS 025582 Build Build 00001 MNODD1 Wallpaper -C. ROLL 7040 1.0000 7040
] AkDOS 025582 Instal Instal 200300 MNODD1 Air Condiioner  EA 550,00 20000 50 00
NewBuild Design Design BOUDT HOUR 52500 92500
_——————m-—
] MewBuild Build Frogram DOUBLADIOO0T HOUR 145 145,00

52. Use the Data Filter to select the range of filtering options or leave the filter blank to
include all available data.

53. Select a billing Batch Code from the Batch Code field.
54. Click the Prepare button, on the toolbar, to prepare billings.

55. Click the Refresh Activity button to refresh the list of transactions prepared for the
Project/Task/Phase.

56. Select the WIP tab to prepare billings for General projects with the Billable box checked.
57. The Customer ID, Projects/Phases/Tasks that meet the filter criteria are displayed.

58. Enter the amount of the deposit to apply, if there is a Deposit Available amount to apply
into the Deposit Applied box.

59. To view the activity for a Project or Task/Phase click on the Plus (+) sign next to the
Customer/Project/Phase/Task for which to view the activity, and you will see a list of billings
that have been prepared for the Project or Task/Phase.

60. Select the Selected check box for those transactions you want to transfer to invoices.
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Transfer Billings Screen Fixed Fee Tab

| PC Transfer Bilings. [£3] ‘
b Transfer [ Activity = Reset | Prepare  Preview
Data Filter 7

And &

Batch Code |Kent o]
Save | Refresh Activity | Select All | Unselect All | Select By Range | Write Off
| WIP | Fixed Fee |

| customerip | Project 1D | PhaseCode | Task Code | Fixed Fes | Fxed Foo Avail.. | Fed Festo Bil | DepostTetl | Depost Avaiable | Depost Applied
>
= Atoos FuedFes Buid Buid 400000 om 000 3.000.00 om om
i A0DE FixedFee Design Design 10.000.00 0.00 0.00 1,000.00 0.00 0.00
" |m Anons FuredFes netall instal 5000.00 om 000 0.00 om )
| |m Aoos FxedFes Other Cther 10.000.00 000 .00 000 0.00 000
| muoos FicedFee Punch Punch 250000 000 ) 000 000 000
 |® maan TrainingPr 000 000 000 000 000 000
|® ma040 TrainingFr Buid Buid 5000.00 000 000 0.00 000 000
|® mavs TrainingPr Design Design 500000 000 000 000 000 000

61. Select the Fixed Fee tab to prepare billings for General projects with the Billable and Fixed
Fee box checked, and for Job Costing type projects.

62. The Customers, Projects, Phases, and Tasks that meet the filter criteria are displayed.

63. The remaining amount left to be billed from the original fixed fee amount will default into
the Fixed Fee to Bill amount field. Accept this amount or edit it to the amount you want to
transfer to an invoice in this transfer run.

64. Enter the amount of the deposit to apply, if there is a Deposit Available amount to apply
into the Deposit Applied box.

65. To view the activity for a Project or Task/Phase click on the Plus (+) sign next to the
Customer/Project/Phase/Task for which to view the activity, and you will see a list of billings
that have been prepared for the Project or Task/Phase.

66. Select the Selected check box for those transactions you want to change the status to
Work In Process. The items will not be transferred to the invoice, but the status of the
activity will be changed to WIP.

67. Click Transfer to begin processing.
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Print Invoices Menu

Print Invoices Screen

| Pcprint invoices (e |

i:za Print LEI]OLrtert - | =3 Send | [, Preview

Complete All of the Following: Print

|»| PC Edit Bilings Completed

Report Currency

|| Print Allin Base

| Project Costing

Interactive Views
Transactions
[= Billing
Deposit Invoices
Deposits
Hold/Release Bilings
Transfer Bilings
Credt Memos
Unbill
Edit Bilings
Billing Joumal
Daily Sales Tax Joumal
Paost Billings
Management Reports
[# Project Adjustments
Periodic Processing
Productivity Reports
Setup and Maintenance
Master Lists

Sort By

Reset | [ Activity | Search Document

|| Federal Tax ID

|Sequence Number

Batch List

Invoice

Date
Starting Mumber

Last Good Number |

Message ID'DZ

SETTING UP PC
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27/2017 v

[l Default Batch

[ Noe |

69. Select the check box confirming that PC Edit Billings is Completed.
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70. Select the Batches for which you want to print invoices. Select the All button to select all
available batches. Select the None button to clear the check box for all selected batches.
This option is available only if you elected to use batch processing in the Business Rules
function on the System Manager, Company Setup menu.

71. To print the Federal Tax ID for the current company at the bottom of the invoice, select the
check box; otherwise, clear the check box.

72. Enter the Date to be printed on the invoices or credit memos.

73. Enter the Starting Invoice Number or use the default. The invoice number cannot include
letters.

74. If you are reprinting invoices, enter the number of the Last Good Number that was printed
correctly. Print the Billing Journal to serve as a record of invoice numbers.

75. Select a Message to print on the invoices. The messages will come from the Accounts
Receivable, Setup and Maintenance, Invoice Messages function.

76. Select a command button:

77. Select Billing Journal from the Billing menu.

Billing Journal Menu

Project Costing I3
Interactive Views
Transactions
[= Biling
Depost Invoices
Deposits
Hold/Release Bilings
Transfer Bilings
Credit Memos
Unbill
Edit Bilings
Frirt Invoices

Daity Sales Tax Joumal

Post Bilings
Management Reports
Project Adjustments
Periodic Processing
Productivity Reports
Setup and Maintenance
Master Lists
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Billing Journal Screen
|| PCBiling Journal (53] | (=]
i Print |[[0)Output - | [=3Send | |3 Preview | Reset
Data Filter "
And

bl

View

Sort By Report Currency
Batch/Transaction Mumber |»| Print All in Base
Summary Customer ID
I Invoice Number
|| Additional Description Fiscal Year Fiscal Period/GL Account
Project
Batch List

|| =EEE

| Kent Kent batch

| Nore |

78. Select the range of Filter Criteria to include in the journal or leave the fields blank to
include all customer IDs.

79. Select the amount of information to View in the journal. Summary or Detail versions of
the report.

80. To Print Additional Descriptions on the journal, select the check box; otherwise, clear it.

81. Select the Batches to include in the journal. You will only see the available batches if you
have elected to use batch processing for transactions. Select the All button to select all
available batches. Select the None button to clear the check box for all selected batches.

82. Select the Sort criterion for the journal: Batch/Transaction Number, Customer ID, Invoice
Number, Fiscal Year GL Period/GL Account, and Project.
83. Select a command button:
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84. Select Post Billings from the Billing menu.

Post Billings Menu

| Project Costing <
Interactive Views
Transactions
= Biling

Deposit Invoices

Deposits

Hold/Release Bilings

Transfer Bilings

Credt Memos

Unbil

Edit Bilings

Frirt Invoices

Billing Joumal

Daily Sales Tax Joumal
Management Reports
Project Adjustments
Perodic Processing
Productivity Reports
Setup and Maintenance
Master Lists

Post Billings Screen

| PcPostBilings [£3] |
P OK | [ Activity | Reset
|#| Do the following , then check the box.
'.Complehe Bilings

Print Invoices
| Print Biling Journals

|| Print Log Using Base Currency

Select batch{es) to post

% HEREAE Default Batch
I»| FFBill Fixed Fee Biling

: MNone
[*| KHEill Kent Biling |__|
I#| TMBill Time Material Biling
Comments | i

85. After you Complete Billing and Print Billing Journal and Print Invoices, select the check
box.

86. Select the Batches to include in the post. You will only see the available batches if you have
elected to use batch processing for transactions. Select the All button to select all available
batches. Select the None button to clear the check box for all selected batches.
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87. Enter Comments for the post, if applicable.
88. Select a command button:

89. Click OK to begin processing. A message appears when the post completes successfully.
After you click OK to close this message box, the Post Billings Log appears.
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OVERVIEW

The implementation stage involves putting data into the system, making it current, and
producing lists.

Use the Business Rules functions from the Company Setup menu in System Manager to
determine how your application will work with your TRAVERSE system.

Define the IDs and codes you plan to use.

e When you assign IDs and codes, establish a format that makes sense for your
business and use it consistently. The following suggestions may help you to establish
a useful format:

¢ Do not use the following characters in an ID or code: | “' & #.

¢ To prevent organization problems, use zeros to make all IDs the same length. If IDs
are divided into more than one part, the parts should be the same length in every ID.
Do not use spaces to divide IDs into more than one part. For example, use ACE-01
and ACE-11 instead of ACE-1 and ACE-11 or ACE 01 and ACE 11.

¢ If you use letters in IDs, use either all uppercase or all lowercase letters so that the
IDs can be sorted correctly.

e Use descriptive IDs. For example, WINOO1 and WINOO2 are more descriptive than
000001 and 000002.

¢ If you want to sort items by a particular attribute—name or group—put the attribute
in the ID. For example, to organize customers by name, put the first characters of the
customer name in the customer ID.

¢ To ensure that new items can be inserted into a sequence, use a combination of
letters and numbers that leaves room in the sequence for later additions. For
example, WINOO1 and WINOOS leave room for three IDs in between.

Set up Tax Classes, Tax Locations, and Tax Location Groups. See Tax Locations and Tax Location
Groups in the General Information Guide.

With the functions on the Setup and Maintenance menu you can perform the following tasks:
¢ Use the Projects (page 3-59) function to set up and maintain Project structures.

¢ Use the Estimates (page 3-75) function to enter estimates for Time, Material,
Expense, and Other.

e Use the Phase Codes (page 3-17) function to create a list of all valid Phase Codes to
be used in setting up Project structures.
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¢ Use the Task Codes (page 3-21) function to create a list of all valid Task Codes to be
used in setting up Project structures.

¢ Use the Distribution Codes (page 3-25) function to set up codes that define the
collection of General Ledger Account IDs that will be used in posting Project related
transactions.

¢ Use the Overhead Allocation Codes (page 3-31) function to set up codes that define
the basis of the formulas used in allocating overhead to Project related transactions.

¢ Use the Transaction Batch Codes (page 3-35) function to create and maintain
Batches that are used in Time Ticket and Transaction entry.

¢ Use the Billing Batch Codes (page 3-41) function to create and maintain Batches that
are used in billing entry.

¢ Use the Rate Codes (page 3-47) function to set up Rate Codes to be used when
entering time recorded Projects.

¢ Use the Employee Rates (page 3-51) function to enter billing and cost rates for
Employees, using the Rate Codes, when recording time to projects.

The Project Structure

All Projects can be defined in terms of three levels, i.e., Project, Phase, and Task. The
underlying costs associated with a Project are categorized as either time or material. The term
Resource is used to describe the entity or source associated with the cost and corresponding
income to be recognized. Projects can be assigned to Customers, Customers are set up in
Accounts Receivable, and there is no limit to the number of Customers or Projects that can be
set up.

When charges are made to a Project, they can be made to any level in the Project structure.
Let's say that a Project is structured to have Tasks and at least one of the Tasks is structured to
have Phases. All charges can be made to the Task level. When Tasks and Phases exist, charges
can be made to the Task and Phase level. In this example charges can also be made to the
Project level.

Any number of Projects can be set up for a given Customer. When a Project is selected within a
specific Customer context, you will see only those Projects that were set up for that Customer.
The same holds true for Phases and Tasks in the context of the respective Project and/or Phase
that are current.

Phase Codes and Task Codes must be set up on a company-wide basis before they can be used
in a Project. This requirement is imposed to provide the ability to maintain a structure within
the company that is conducive to making comparisons between Projects. There is no limit to
the number of Phase Codes and Task Codes that are used.
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Project Types

The number of Project Types has decreased. Now the project types consist of General, Job
Costing, and Administrative projects. A project can still have a Billable or Speculative status if
you select the appropriate check box when creating the Project. The table below shows the
variation between setting up different Project Types in previous versions of TRAVERSE and the
current version.

Previous versions of TRAVERSE TRAVERSETRAVERSE version 11

Administrative Administrative*

Billable General, with the Billable check box selected
Billable - Fixed Fee General, with the Billable check box selected and

Fixed Fee box checked

Non-Billable General, with the Billable check box unchecked
Job Costing Job Costing
Speculative General, with the Speculative check box selected

*Administrative projects can have tasks associated with them.

You can associate Expense and Other activity types with Projects, as well as view detailed
estimates for all activity types.

Billable

There are two types of Billable Projects. Projects that are not fixed fee projects accrue income
with each cost incurred and billings are based upon those accruals. Billings for fixed fee
projects, on the other hand, bill independently of the income accrued. For both types of
Billable Projects, the total income accrual is reconciled to the actual billed amount and the
difference is accounted for as either a write-up or a write-down before the project can be
closed.

Speculative

A project set up as a General type with the Speculative box checked is considered a Speculative
project. A Speculative type represents a Project, Phase, or Task that also accrues income with
each cost incurred. However, billings cannot be created for Customers. This type is provided as
a vehicle for assigning resources used to Projects/Phases/Tasks that are prospective. A
Speculative Project can be changed to “Billable” or “Job Costing” but a General Ledger journal
entry may be required if different income and cost accounts will be used after it is changed. If it
is changed to “Job Costing”, any income accrued to date will be ignored.
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Non-Billable

A Project set up as a General type with the Billable box unchecked is considered a Non-Billable
Project. A Non-Billable type represents a Project, Phase, or Task that neither accrues income
nor allows billings. The General Ledger Distribution Code used should include the proper
“Cost” account to assure that the correct asset or expense account is debited when
transactions are posted.

Administrative

Job

Administrative Projects are similar in nature to the “Non-Billable” type. Income does not
accrue and billings are never allowed. An Administrative Project can have Phases or Tasks. Also
note that the year-end processing function will purge the transaction history file of all
transactions related to this type.

Costing

A Job Costing project is one which does not accrue income with each cost incurred but does
allow billings. All costs incurred are accumulated for cost tracking purposes and accounted for
in the General Ledger as Work In Process. Only fixed fee billings are allowed for this type. A
function is provided to post deferred Project costs and fixed fee billings to the cost and income
accounts assigned to the particular Project, Phase, or Task.
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BUSINESS RULES

Use the Business Rules function to define application interfaces and general information about
Project Costing functions.

To set up the Business Rules for Project Costing, follow these steps:

1. Select Business Rules from the System Manager, Company Setup menu.

Business Rules Menu

| Syster!'l Manager <|

= Company Setup
Company Information
Penod Conversion
Bark Accounts
Gains and Losses Accounts
Description tems
Employees
Form Numbers
Transaction Numbers
Data Protection
Form Printers
Manage Attachments
Manage Document Deliveny
Import Mapped Data
Import Map Definition
Import Layout Defintion
BExport Layout Definition
Manage Catalog

Setup and Maintenance

Master Lists

Tax Setup

System Audit

Administration
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2. The Business Rules screen appears. Select Project Costing from the Applications list.

Business Rules Screen

| 5M Business Rules |§| |
Print | Search -

- Business Rules
- Application

l'+J Configuration Group
(- Role

[ Aoy | [ ok | | Cacel |

Archive

3. Archive Watermark: Enter the watermark text to be printed on archived documents.

IMPLEMENTING PROJECT COSTING
Business Rules

AP - Accounts Payable Archive Watermark Reprint
- AR - Accounts Receivable Use Archive Yes
- BA - Banking |El Defaults - Miscellaneous
-~ BM - Bill of Materials/Kitting Customer Deposit Account 00-000-1120
- BR - Bank Reconciliation Default Credit Account 02-000-9000
- CF - Corfigurator Default Depost Invoice Format
CM-CRM Microsoft Project File Location

X i B Interface - Application

DR - Reguirements Planning Accounts Payable Yes
- FA - Fixed Assels General Ledger Yes
- GL - General Ledger Invertary Yes
- IN - Inventony Payrol Yes
- MB - MFG - Bills of Material Audit Projects No
. MP - MFG - Production Commission by Line fem No

i Post Detail to General Ledger Yes

iR I < Hniing esorices Post Time Tickets to MS Project No
= PA - Peyiol Post Without Printing Joumnals Yes
- PO - Purchase Order Print Company Information on Invoice No
- P5 - Point-of-Sale Print Company Loge on Invoice No

5D - Service Director Use Additional Descriptions Yes
-~ 5M - System Manager Use Batch Processing Yes
-~ 50 - Sales Order
- TP - TRAVERSE Portal
- WM - Warehouse Management

4. Use Archive: Select Yes to utilize the document archiving functionality for storing and
reprinting documents (you must also select Yes in the Business Rules Archive Configuration
Group).

Defaults - Miscellaneous
5. Customer Deposit Account: Select an Account ID to use for tracking Deposits you enter in
the Deposits function. If you interface Project Costing with General Ledger, the system posts
Deposit amounts to the Account ID you specify here. If you have chosen not to interface
with General Ledger, enter the Account ID you want to use for these Deposits on the posting
logs.

6. Default Credit Account: Select an Account ID to use as the Default Credit Account. This
Account ID will be credited by default in Requisition transactions for the Expense and Other
type transactions.
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7. Default Deposit Invoice Format: If you have designed an invoice format to be used with the
Deposit Invoices function, browse and select the invoice format to be used as a default
when printing deposit invoices.

8. Microsoft Project File Location: Enter the path where the MS Project files that you want to
import into Project Costing reside. The system uses this path as the default project path
when you use the Import from MS Project function to import project information from a
project maintained in MS Project. If the path you enter here is not correct for the project at
the time of import, you can enter a different path in the Import from MS Project function.

NOTE: This functionality is currently not available.

Interface - Application

9. Accounts Payable: Select Yes to interface Project Costing with Accounts Payable. This will
allow you to enter Accounts Payable invoices and Purchase Orders and post the costs to
Projects.

10. General Ledger: Select Yes to interface Project Costing with General Ledger; otherwise,
select No. When Project Costing is interfaced with General Ledger, posting in Project Costing
makes entries in the GL Journal for transactions that affect the ledger.

11. Inventory: Select Yes to interface Project Costing with Inventory. This will allow you to
enter material requisitions into Project Costing and have the transactions effect your
Inventory quantity and bring in the details for the Inventory Items. Select No to leave the
interface to Inventory off. You will be able to select System Manager Description Items when
entering Material Requisitions.

12. Payroll: Select Yes to interface Project Costing with Payroll. Interfacing with Payroll allows
Project Costing to access Employee Information from, and post dollar and labor amounts to
Payroll data. If you choose No to not interface with Payroll, Project Costing accesses
Employee information from the System Manager Employee function instead.

Miscellaneous

13. Audit Projects: Select Yes to maintain a transactional log of changes that are made to
projects.

14. Commission by Line Item: Select Yes to post AR Commission using the sales
representative's information from the line items on the project invoices; otherwise, select
No to post to the AR Commission using the sales representative's information from the
header on the project invoices.

15. Post Detail to General Ledger: Select Yes to post line-item detail information to General
Ledger when you post Time Tickets, Transactions, and Billings; otherwise, select No to post
only the summary information.
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16. Post Time Tickets to MS Project: Select Yes to update time values for resources in
Microsoft Project when you post time tickets. When you select this option, time values for
Resources, Tasks, and Phases in Projects you also track in MS Project are updated when you
post time tickets. In addition, you can print an extra log after you post time tickets to
describe which updates were made and note errors that occurred during the update, if any.

17. Post Without Printing Journals: Select Yes if you want to be able to post without printing
the reports listed on post screens. If you select No in this field, posting will not proceed until
you have printed the required reports.

18. Print Company Information on Invoice: Select Yes to include company information on
invoices.

19. Print Company Logo on Invoice: Select Yes to include the company logo on invoices.

20. Use Additional Descriptions: Select Yes to allow for the entry of Additional Description
information while entering Time Tickets, Transactions, and Billings. If you select No in this
field, the Additional Description field does not appear on the Time Ticket Entry,
Transactions, and Edit Billings screens in the detail view.

21. Use Batch Processing: Select Yes to use Transaction and Billing Batch Codes; otherwise,
select No.

22. Click Print to preview and print a report showing your selected business rules.
23. Select a command button:

Command Buttons
Name Description

Save the changes you have made to the
Apply business rules functions. The screen
will remain open.

Save the changes and exit the business

OK .
rules function.
Close the business rules screen without
Cancel .
saving any changes.
. Preview and print a business rules
Print

report.
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Name Description

Perform a wildcard search of all existing
business rule descriptions. The results
will display in a tree-view for easy
navigation.

Search
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Business Rules Report

Continental Products Unlimited Page1
Business Rules List

Application Group
Description Current Value Default Value
JC - Project Cosling
Archive
Archive W atemark Reprint Reprint
Use Archive es s
Defaults - Miscellaneous
Customer Deposit Account 00-000-1120
Default Credit Account 02-000-2000

Default Deposit Invoice Format
Microsoft Project File Locafion

Interface - Applicaion

Accounts Payable fes b=
General Ledger fes Mo
Inv entary fes ‘fes
Payrall Yes Mo
Miscellaneous
Audit Projecs Mo Mo
Commission by Line kem Mo Mo
Post Detail to General Ledger fes Mo
Post Time Tickets to MS Project Mo Mo
PostWithout Prinfing Joumnals Yes Mo
Print Company Informaiion on Invaice Mo Mo
Print Company Logo on Invoice Mo Mo
Use Additional Descripfons Yes Mo
Use Batch Processing fes Mo
TI25/2017 11:03 AM *=*End of Report ** OPEN_S5Y STEMS\Kent.Heitkamp
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Invalid GL Account List

1. To check for invalid GL accounts select Invalid GL Account List from the System Audit menu
in System Manager.
Invalid GL Account List Menu
R

I System Manager 2|

Company Setup
Setup and Mairtenance
Master Lists
Tax Setup
= System Audit
Invalid GL Account List
Audit Explorer
Activity
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2. The Invalid GL Account List screen appears.
Invalid GL Account List Screen

| 5M Invaiid GL Account List [£2) | =]
} OK | || Activity | Reset | Preview
Select Applications :

#op 2] [
Accounts Payable
Accounts Receivable

‘-\V
= [ Nane |
4 —

[#| Banking

Bill of Materials/Kitting
Bank Reconciliation
[+ CRM

[/ Digital Dashboard

i

i

8

Requirements Planning
Fixed Assets
General Ledger

2

]

i

Invertory

Project Costing

MFG - Bills of Material
Mutticumency Feature

[/ MFG - Production

MFG - Routing & Resources
Payrol

Purchase Order
Point-of-Sale

Service Dirsctor

i

[E4)

1

i

[

lod

(=2}

2

5

| | AppiD | Table Name | Field Name | Reference Value | Accourt Number
B [CPU]dbo thlPaDeductCode EmpBxpensehcct n 2308
AP [CPU] bo tblAp DistCode DepostGLAcct DO01
| |ap [CPU] dbio thiAp DistCode DepostGLAGct 1001
|ap [CPU] dbo tblAp DistCode DepostGLAcct 1002
AP [CPU] dbio thiAp DistCode DepostGLAGct 1003
| :IN [CPU].dbotblinStandardCostAdjust  GLAccount 6
5M [CPU].dbo tbl SmCorfigValue CorfigWalue 8450

3. Select the Applications you want to check for invalid GL Accounts. If you want to select all
applications, click the Select All button.

4. Click OK to start the search for invalid GL Accounts.
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5. If one of your selected applications has invalid GL accounts the grid at the bottom of the
screen will display the invalid account records.

Field Descriptions

6. Select a command button:

Command Buttons

Name
OK
Reset

Preview

Description
Will start the search for invalid accounts
Will reset all to the defaults

Preview the list on your monitor.

Invalid GL Accounts List

Continental Products Unlimited

SM
SM
SM
SM
SM
SM
SM
SM
SM
SM
SM
SM

App ID

SM Invalid GL Account List o b
‘ Table Name Field Name Reference Value Account Number l
[CPU].dbo.tbiSmTaxLoc GLAcct AZ 010002021
[CPU].dbo.tblSmTaxLoc TaxRefAcct AZ 010002021
[CPU].dbo.tbiSmTaxLocDetail |ExpenseAcct AZ|O 000002021
[CPU].dbo.thiISmTaxLocDetail | ExpenseAcct AZ|0 000002021
[CPU]dbo.tbiSmTaxLocDetail |ExpenseAcct AZ|O 000002021
[CPU].dbo tblSm TaxLocDetail . ExpenseAcct AZ|O 000002021
[CPU].dbo.tblSmTaxLocDetail |ExpenseAcct AZ|O 000002021
[CPU].dbo.tblSm TaxLocDetail . ExpenseAcct AZ|0 000002021
[CPU].dbo.tbiSmTaxLocDetail |ExpenseAcct AZ|O 000002021
[CPU].dbo.tbiSmTaxLocDetail | ExpenseAcct AZ|O 000002021
[CPU].dbo.tblSmTaxLocDetail |ExpenseAcct AZ|O 000002021
[CPU].dbo.tblSmTaxLocDetail ExpenseAcct AZ|O 000002021
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PHASE CODES

Phase Codes

Use the Phase Codes function to define the Phase Codes and IDs your Projects use. Assign

these Phase Codes to Projects using the Projects function.

Phase Codes are not allowed to be added without Task Codes being assigned to Projects.

To set up Phase Codes, follow these steps:

1. Select Phase Codes from the Setup and Maintenance menu.

Phase Codes Menu
[

Project Costing | ¢
Interactive Views
Transactions
Billing
Management Reports
Project Adjustments
Periodic Processing
Productivity Reports
[= Setup and Maintenance
Projects
Estimates
Task Codes
Distribution Codes
Overhead Allocation Codes
Transaction Batch Codes
Biling Batch Codes
Rate Codes
Employee Rates
Master Lists

2. The Phase Codes screen appears.

Phase Codes Screen

| PcPhase Codes f3 |
H K 4 lot6 b Mk X |2 9 |4 @ = |G @&

| ‘ Phase Code | Description

|_) Build Inhouse tasks

i_“‘ Design Design and spec

i_! Instal On-site tasks

[ Other Other

|j‘ Punch Project cleanup and review
i !Wananty After sale tasks

el
1]

3. Enter a new code in the Phase Code field.

Project Costing
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4. Enter a Description of the new Phase Code in the Description field.

Task Summary

To create a new Phase Code follow these steps:
Click the New Record button * , on the toolbar, to open a blank Phase Code record.
Enter a new code in the Phase Code field.

Enter a Description of the new Phase Code in the Description field.

S A

Click the Save button 'H , on the toolbar, to save the new Phase Code.
To edit a Phase Code follow these steps:
1. Select a Phase Code to edit from the Phase Code field.
2. Edit the fields as necessary.
3. Click the Save button |ld , on the toolbar, to save the changes made to the Phase Code.
To delete a Phase Code follow these steps:
1. Select a Phase Code to delete from the Phase Code field.
2. Click the Delete button % , on the toolbar, to delete the selected Phase Code.
3. Click Yes at the “Are you sure you want to delete selected record(s)?” prompt.
You are not allowed to delete a Phase Code that is used in a Project.
Producing a Phase Codes List
Use the Phase Codes function to produce a list of the Phase Codes you defined in the Phase
Codes function on the Setup and Maintenance menu.
To produce a Phase Codes List, follow these steps:
1. Select the Print Preview button & to preview the list of Phase Codes.
2. The Preview Report screen appears.

3. Select the Print button |4 in the toolbar to print your list.

NOTE: Refer to the Reporting section in the General Information guide for more
details on print options and selections when previewing the report.
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Phase Codes List .

Conti Products Unlimit i 15
PC Phase Codes ge: 1

B meessewss

e A e S

S e o
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TASK CODES

Use the Task Codes function to set up the Task Codes your Projects use. Assign the Task Codes
to Projects using the Projects function.

Task Codes may be assigned to Projects without a Phase Code being assigned to Projects. Time
Tickets and Transactions may be entered to the Task Code level.

To set up Task Codes, follow these steps:

1. Select Task Codes from the Setup and Maintenance menu.
Task Codes Menu

| Project Costing ©

Interactive Views
Transactions
Biling
Management Reports
Project Adjustmerts
Periodic Processing
Productivity Reports
[= Setup and Maintenance
Projects
Estimates
Phase Codes
Distrbution Codes
Overhead Allocation Codes
Transaction Batch Codes
Biling Batch Codes
Rate Codes
Employee Rates
Master Lists

2. The Task Codes screen appears.

Task Codes Screen

|| PC Task Codes [e3] |
o 4 1of3 b M (kX |@A 9 |4 & = B3 @

1 | Task Code | Description
‘_"! Design Design and spec
;_] Install On-site tasks

—
(g
| |

3. Enter a new Task Code in the Task Code field.
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4. Enter a Description of the new Task Code in the Description field.

Task Summary

To create a new Task Code, follow these steps:
Click the New Record button * , on the toolbar, to open a blank Task Code record.
Enter a new Task Code in the Task Code field.

Enter a Description of the new Task Code in the Description field.

el A

Click the Save button |H , on the toolbar, to save the new Task Code.
To edit a Task Code, follow these steps:
1. Select a Task Code to edit from the Task Code field.
2. Edit the fields as necessary.
3. Click the Save button [ld , on the toolbar, to save any changes made to the Task Code.
To delete a Task Code, follow these steps:
1. Select a Task Code to delete from the Task Code field.
2. Click the Delete button x , on the toolbar, to delete the selected Task Code.
3. Click Yes at the “Are you sure you want to delete selected record(s)?” prompt.
You are not allowed to delete a Task Code that is used in a Project.
Producing a Task Codes List
Use the Task Codes function to produce a list of the Task Codes you defined in the Task Codes
function on the Setup and Maintenance menu.
To produce a Task Codes List, follow these steps:
1. Select the Print Preview button |2 to preview the list of Task Codes.
2. The Preview Report screen appears.

3. Select the Print button |4 in the toolbar to print your list.

NOTE: Refer to the Reporting section in the General Information guide for more
details on print options and selections when previewing the report.
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Install

ital Products Unli

IMPLEMENTING PROJECT COSTING
Task Codes .

PC Task Codes

Page 1
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DISTRIBUTION CODES

Use the Distribution Codes function to set up codes that define the collection of General
Ledger Account IDs that will be used in posting Project related transactions.

To set up Distribution Codes, follow these steps:

1. Select Distribution Codes from the Setup and Maintenance menu.

Distribution Codes Menu

Project Costing L3
Interactive Views
Transactions
Billing
Management Reports
Project Adjustments
Periodic Processing
Productivity Reports
[= Setup and Maintenance
Projects
Estimates
Phase Codes
Task Codes
Distribution Codes
Overhead Allocation Codes
Transaction Batch Codes
Biling Batch Codes
Rate Codes
Employee Rates
Master Lists

2. The Distribution Codes screen appears.

Distribution Codes Screen

|| PC Distribution Codes | \ =]
(=] {102 b M|p= XA a 5 |Ea @
Distribution Goge | Deseription | Accrueaincome | workinProcess | Payroll Clearing | income Cost Agjusiments Fixed FeeBiling | Overhead Contra | Accrual
> CEEI Dorestic 000004200 000001210 000006110 000004100 000005110 000005030
101 International 020004200 020001210 020006110 020005110 000005020

#*

3. Enter a Distribution Code ID into the Distribution Code field.

4. Enter a Description of the Distribution Code in the Description field.
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5. Enter or select the appropriate Account ID for each of the Account fields.

There are nine possible GL Account IDs that can be used during the processing of
transactions:

Accrued Income - The selected income Account used when posting costs to a Billable
Non-Fixed Fee project.

Credit Balance, on the Income Statement in the Sales Account section, Revenue
Account

Work In Process - The income earned but not yet billed (Time Billing Environment) or
the cumulative cost incurred (Job Costing Environment) to date for the Project, or
Phase/Task.

Debit Balance, on the Balance Sheet, in the WIP, AR, Asset section.
Payroll Clearing - The contra Account for Payroll transaction entries.

Credit Balance on the Income Statement in the Cost section of Income Statement,
Variance.

Income - The selected Income Account for the Project, or Phase/Task.

Credit Balance, on the Income Statement in the Sales Account section, Revenue
Account.

Cost - The selected Cost Account for the Project, or Phase/Task.
Debit Balance, on the Income Statement in the Cost of Income Earned section

Adjustments - The Account used for write-ups or write-downs on the Project, or
Phase/Task.

Credit Balance, on the Income Statement in the Income section of Income
Statement

Fixed Fee Billings - The Account used when Fixed Fee Billings are posted.
Credit Balance, on the Balance sheet

Overhead Contra - The Account used as a contra to any allocations of overhead to a
Project, or Phase/Task.

Credit Balance, on the Income Statement in the Cost section of Income Statement,
Variance
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e Accrual - The Account is used to temporarily hold received amounts for Purchase
Order Items purchased for a Project. When the Purchase Order is invoiced the
amount is reversed and posted to the Cost Account.

Debit Balance, on the Income Statement in the Cost of Income Earned section

Task Summary

> wonN e

To create a new Distribution Code, follow these steps:
Click the New Record button * , on the toolbar, to open a blank Distribution Code record.
Enter a new Distribution Code in the Distribution Code field.
Enter a Description of the new code in the Description field.
Click the Save button | , on the toolbar, to save the new Distribution Code.

To edit a Distribution Code, follow these steps:

Select a Distribution Code to edit from the Distribution Code field.

. Edit the fields as necessary.

. Click the Save button | , on the toolbar, to save any changes made to the Distribution

Code.

To delete a Distribution Code, follow these steps:

. Select a Distribution Code to delete from the Distribution Code field.
. Click the Delete button x , on the toolbar, to delete the selected Distribution Code.

. Click Yes at the “Are you sure you want to delete selected record(s)?” prompt.

You are not allowed to delete a Distribution Code that is used in a Project.

Producing a Distribution Codes List

Use the Distribution Codes function to produce a list of the Distribution Codes you defined in
the Distribution Codes function on the Setup and Maintenance menu.

To produce a Distribution Codes List, follow these steps:

1.
2.
3.

Select the Print Preview button & to preview the list of Distribution Codes.
The Preview Report screen appears.

Select the Print button | in the toolbar to print your list.
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NOTE: Refer to the Reporting section in the General Information guide for more
details on print options and selections when previewing the report.
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Distribution Codes List
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OVERHEAD ALLOCATION CODES

Use the Overhead Allocation Codes function to set up codes defining the dollar amount of
overhead to be allocated to each Transaction in the transaction history table based upon hours
charged, dollar value of hours charged, and/or the dollar value of material charged.

Use the Projects function to assign Overhead Allocation Codes to Projects, Phases, or Tasks,
then use the Post Overhead Allocations function on the Transactions menu to calculate,
prepare, and post overhead costs.

To set up Overhead Allocation Codes, follow these steps:

1. Select Overhead Allocation Codes from the Setup and Maintenance menu.
Overhead Allocation Codes Menu
R

Project Costing <

Interactive Views
Transactions
Biling
Management Reports
Project Adjustmerts
Periodic Processing
Productivity Reports
[= Setup and Maintenance
Projects
Estimates
Phase Codes
Task Codes
Distribution Codes
Transaction Batch Codes
Billing Batch Codes
Rate Codes
Employee Rates
Master Lists

2. The Overhead Allocation Codes screen appears.

Overhead Allocation Codes Screen

|| Pc Overhead Alocation Codes (53] |

HI K 4 1of2 b M= X |[A 9 |[& @ = B @
| 0/H Alloc Code | Description Hourly Rate | Labor | Maicrial | Bpense | Other
[> Material based overh... 0.000 0.00 050 0.00 0.00
STD Standard overhead 0.000 167 0.00 0.50 0.00

#

3. Enter an Overhead Allocation Code in the O/H Alloc Code field.
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4. Enter a Description for the Overhead Allocation Code in the Description field.

5. Enter the dollar amount of overhead to allocate for each hour you charge in the Hourly Rate
field.

6. Enter the dollar amount of overhead to allocate for every dollar of time you incur in the
Labor field.

7. Enter the dollar amount of overhead to allocate for every dollar of Material you incur in the
Material field.

8. Enter the dollar amount of overhead to allocate for every dollar of Expense type
transactions you incur in the Expense field.

9. Enter the dollar amount of overhead to allocate for every dollar of Other expenses
transactions you incur in the Other field.

Task Summary

To add an Overhead Allocation Code, follow these steps:

1. Click the New Record button * , on the toolbar, to open a blank Overhead Allocation Code
record.

2. Enter a new Overhead Allocation Code in the O/H Alloc Codes field.
3. Enter a Description for the Overhead Allocation Code in the Description field.

4. Enter the amount of overhead hours to allocate for each hour you charge in the Hourly Rate
field.

5. Enter the dollar amount of overhead to allocate for every dollar of time you incur in the
Labor field.

6. Enter the dollar amount of overhead to allocate for every dollar of material you incur in the
Material field.

7. Enter the dollar amount of overhead to allocate for every dollar of expense you incur in the
Expense field.

8. Enter the dollar amount of overhead to allocate for every dollar of other expense you incur
in the Other field.

9. Click the Save button |H |, on the toolbar, to save the new Overhead Allocation Code.

To edit an Overhead Allocation Code, follow these steps:
1. Select an Overhead Allocation Code to edit from the O/H Alloc Code field.

2. Edit the fields as necessary.
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3. Click the Save button | , on the toolbar, to save any changes made to the Overhead
Allocation Code.
To delete an Overhead Allocation Code, follow these steps:
1. Select an Overhead Allocation Code to delete from the O/H Alloc Code field.

2. Click the Delete button 3 , on the toolbar, to delete the selected Overhead Allocation
Code.

3. Click Yes at the “Are you sure you want to delete selected record(s)?” prompt.

You are not allowed to delete an Overhead Allocation Code that is used in a Project.
Producing an Overhead Allocation Codes List

Use the Overhead Allocation Codes function to produce a list of the Overhead Allocation
Codes you defined in the Overhead Allocation Codes function on the Setup and Maintenance
menu.

To produce a Overhead Allocation Codes List, follow these steps:
1. Select the Print Preview button |2 to preview the list of Overhead Allocation Codes.
2. The Preview Report screen appears.

3. Select the Print button |4 in the toolbar to print your list.

NOTE: Refer to the Reporting section in the General Information guide for more
details on print options and selections when previewing the report.
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Overhead Allocation Codes List

Continental Products Unlimited
PC Overhead Allocation Codes

Page 1
T S R N e
ML | Material based overhead | 0.000| 0.00 0.50 0.00| 0.00
sTD Standard averhesd 0,000 167 0.00 050 0.00
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TRANSACTION BATCH CODES

Use the Transaction Batch Codes function to create and maintain batches that are used in Time
Ticket and Transaction entry.

Batch Codes are useful in network environments. They enable many users to enter and post
transactions without interfering with each other.

To set up Transaction Batch Codes, follow these steps:

1. Select Transaction Batch Codes from the Setup and Maintenance menu.

Transaction Batch Codes Menu

| Project Costing 4
Interactive Views
Transactions
Biling
Management Reports
Project Adjustments
Periodic Processing
Productivity Reports
[= Setup and Maintenance
Projects
Estimates
Phase Codes
Task Codes
Distribution Codes
Overhead Allocation Codes
Biling Batch Codes
Rate Codes
Employee Rates
Master Lists
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2. The Transaction Batch Codes screen appears.

Transaction Batch Codes Screen

|| PC Transaction Batch Codes [£3] | %]
HIH 4202 p Wr=X A9 |Q P =|BE
: Batch Code . Descripti... . Permanent . Transaction ... . Time Ticket Jour... : Lock Batch : Lock Date : Lock By : Activity : Defauilt
I "m##m .Defaudt Elatch. (] .thAppicabie .thAppﬂcabde | }sck | [ “\_ A.chvm! | ]
.I Oct October = Not Appiicable  Not Appicable [——— | actvity |

(B3 (=) | Lock | | Activity: | |

3. Select the New Record button » , on the toolbar or click in a blank record at the end of the
list of Batch Codes.

4. Enter the Batch Code.
5. Enter the Description of the batch.

6. Select the Permanent check box if you would like the batch to remain on file after you post
the transactions in the batch. If you clear the box, the batch will be deleted when you post
transactions.

7. The status of the Transaction Journal and Time Ticket Journal, is displayed:

Name Description

Not Applicable No transactions exist for the batch.
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Name Description

Unprinted Transactions exist in the batch but the journal has not
been printed.

Printed The journal has been printed and the transactions are
ready to be posted.

Reprint The journal needs to be reprinted due to changes
made to transactions or transactions added to the
batch.

8. The system locks a batch when it prints the batch and when the post is unsuccessful. If you
need to unlock a batch, click the Lock button. When a batch is locked, you cannot enter,
edit, or post the transactions it contains.

9. Check the box to indicate which batch will be the Default batch for this company.

10. Click the Save button [ , in the toolbar and close the screen to save your changes and
return to the main menu.

Command Buttons

Name Description
Lock the batch so no other activity, printing journals or
Lock .
posting can be performed on the batch.
Activity List batch activity.

Batch Activity Dialog Box

. . .
5] Time Ticket Batch Codes - Activity e

Batch Code |Time

Trans No User ID | Date/Time
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The Batch Activity dialog box appears when you select Activity on the Batch Codes screen.

Field Descriptions

Name Description
The batch code entered on the Batch Codes screen is
Batch Code .
displayed.
The IDs of the users who are using the batch are
User ID .
displayed.
Trans ID The transaction number is displayed.
Date/Time The workstation date and time are displayed.
Command Buttons
Name Description
Refresh Refresh the list of users in the dialog box.

Change the status of a transaction from locked to
Delete unlocked and delete it from the Batch Activity dialog
box.

NOTE: Refer to the How to Use Grids Section in the General Information guide for
more details on how to add or take away columns from the grid screen.

Task Summary

To add a Batch Code, follow these steps:

=

. Select the New Record button * , on the toolbar. A blank record appears.

N

. Enter the Batch Code and the Description of the batch.

w

. Click the Save button [ , in the toolbar save your new Batch Code.
To edit a Batch Code, follow these steps:

1. Position the cursor in the field to edit.

N

. Change the value in the field.
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3. Click the Save button i , in the toolbar to save your changes to the Batch Code.
To delete a Batch Code, follow these steps:

Make sure that the Batch Code is not being used.

Select the Batch Code to delete.

Click the Delete button x , on the toolbar, to delete the selected Batch Code.

L A

Click Yes at the “Are you sure you want to delete selected record(s)?” prompt.
Producing a Transaction Batch Codes List
Use the Transaction Batch Codes function to produce a list of the Batch Codes you defined in
the Transaction Batch Codes function on the Setup and Maintenance menu.
To produce a Transaction Batch Codes List, follow these steps:
1. Select the Print Preview button ' & to preview the list of Batch Codes.
2. The Preview Report screen appears.

3. Select the Print button |4 in the toolbar to print your list.

NOTE: Refer to the Reporting section in the General Information guide for more
details on print options and selections when previewing the report.
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Conti Pr_oducts Unlimi page 1

PC Transaction Batch Codes
Batch Code Description Permanent  Ensaction Journal St Time Ticket Journal Stetud  Lock Batch Lock Date Lock By Activity
T Defauk Batch 7 Not Applicable Hat Applicable
Exps Expensas = Not Applicabl Mot Applcabl
Kant Kantbatch e Not Applicable Not Applicable
MstRaq Material Rag = Unprintad Not Applicabl
(Other Other e Not Applicable Not Applicabke
Time Time TicketBat 2 Mot Applicable Unprinted
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BILLING BATCH CODES

Use the Billing Batch Codes function to create and maintain Batch Codes that are used in the
Billing menu functions.

Batch codes are useful in network environments. They enable many users to enter and post
billings without interfering with each other.

To set up Billing Batch Codes, follow these steps:

1. Select Billing Batch Codes from the Setup and Maintenance menu.

Billing Batch Codes Menu
—

| Project Costing P
Interactive Views
Transactions
Billing
Management Reports
Project Adiustments
Periodic Processing
Productivity Reports
[= Setup and Maintenance
Projects
Estimates
Phase Codes
Task Codes
Distibution Codes
Overhead Allocation Codes
Transaction Batch Codes
Rate Codes
Employee Rates
Master Lists
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2. The Billing Batch Codes screen appears.

Billing Batch Codes Screen

|| PCiling Batch Codes (3| | =]
H| M 43003 b plbX @ 9 |[Q & B @

: Batch Code : Description I Permanent . Biling .Journal Status : Leck Batch : Lock Date Lock By Amwty : Default
I ?ﬁﬁh‘h‘#& .Defau!t Batch . [l .thAppiicabie “|7L9c:k .| . \ Acyv{ty7| .\__u

Oct October ) Not Applicable | Lock | | Aty | (i

=) | Lock | I Activity ol =]

3. Select the New Record button * , on the toolbar or click in a blank record at the end of the
list of Batch Codes.

4, Enter the Batch Code.
5. Enter the Description of the Batch Code.

6. Select the Permanent check box if you would like the batch to remain on file after you post
the transactions in the batch. If you uncheck the box, the batch will be deleted when you
post transactions.
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7. The Billing Journal Status is displayed:

Name Description
Not Applicable Transactions do not exist for the batch.
Unprinted Transactions exist in the batch but the journal has not

been printed.

Printed The journal has been printed and the transactions are
ready to be posted.

Reprint The journal needs to be reprinted due to changes
made to transactions or transactions added to the
batch.

8. The system locks a batch when it prints the batch and when the post is unsuccessful. If you
need to unlock a batch, click the Lock button. When a batch is locked, you cannot enter,
edit, or post the Billings it contains.

9. Check the box to indicate which batch will be the Default batch for this company.

10. Click the Save button i , in the toolbar and close the screen to save your changes and
return to the main menu.

Command Buttons

Name Description
Lock the batch so no other activity, printing journals or
Lock .
posting can be performed on the batch.
Activity List batch activity.
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Batch Activity Dialog Box
(& Billing Batch Codes -Activity =R

i User ID : Tl;clns No i.Ifl.alte,-"'l'il.'rle

The Batch Activity dialog box appears when you select Activity on the Batch Codes screen.

Field Descriptions

Name Description
The batch code entered on the Batch Codes screen is
Batch Code .
displayed.
The IDs of the users who are using the batch are
User ID .
displayed.
Trans ID The transaction number is displayed.
Date/Time The workstation date and time are displayed.
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Command Buttons
Name Description

Refresh Refresh the list of users in the dialog box.

Change the status of a transaction from locked to
Delete unlocked and delete it from the Batch Activity dialog
box.

NOTE: Refer to the How to Use Grids Section in the General Information guide for
more details on how to add or take away columns from the grid screen.

Task Summary

To add a Batch Code, follow these steps:
1. Select the New Record button * , on the toolbar. A blank record appears.
2. Enter the Batch Code and the Description of the batch.
3. Click the Save button [ , in the toolbar save your new Batch Code.
To edit a Batch Code, follow these steps:
1. Position the cursor in the field to edit.
2. Change the value in the field.
3. Click the Save button [d , in the toolbar to save your changes to the Batch Code.
To delete a Batch Code, follow these steps:
Make sure that the Batch Code is not being used.
Select the Batch Code to delete.

Click the Delete button x , on the toolbar, to delete the selected Batch Code.

A wonNoe

Click Yes at the “Are you sure you want to delete selected record(s)?” prompt.
Producing a Billing Batch Codes List

Use the Billing Batch Codes function to produce a list of the batch codes you defined in the
Billing Batch Codes function on the Setup and Maintenance menu.

To produce a Billing Batch Codes List, follow these steps:
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1. Select the Print Preview button |24 to preview the list of Billing Batch Codes.

2. The Preview Report screen appears.

3. Select the Print button |4 in the toolbar to print your list.

NOTE: Refer to the Reporting section in the General Information guide for more
details on print options and selections when previewing the report.

Billing Batch Codes List

i t _ProductsL imi Page 1
PC Billing Baich Codes
| Bstchcode Descripon | Permanst | Biling Journal Stetus Lock Batch lockDste | LockBy | Activity
i Defauh Batch < Unprintad
FFBil |Fored Fes Biling - |Not Applicatie
KHBil |Kent Biling & | ot Applicatble
MBI [Time Mool Biling ' g _M.;mpp&zhk
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RATE CODES

Use the Rate Codes function to enter Rate Codes for your Employees, such as standard, time
and one-half, double-time, and so on. Then assign these billing rates to employees using the
Employee Rates function.

To set up Rate Codes, follow these steps:

1. Select Rate Codes from the Setup and Maintenance menu.

Rate Codes Menu

| Project Costing </

Interactive Views
Transactions
Billing
Management Reports
Project Adjustments
Periodic Processing
Productivity Reports
= Setup and Maintenance
Projects
Estimates
Fhase Codes
Task Codes
Distribution Codes
Overhead Allocation Codes
Transaction Batch Codes
Biling Batch Codes
Employee Rates
Master Lists

2. The Rate Codes screen appears.

Rate Codes Screen

|\ Pe Rate Codes 23] |

3K 4 1of5 b W[t X (B 9 A @ = (B@

! iHateCode ‘Descﬂpﬂon
N e s
_: INSTALL Instaliation services
=_| PM Project Managemert
| | RESEARCH Specications
i:!TEST Product testing

4]

3. Enter a new Rate Code in the Rate Code field.

4. Enter a Description of the new Rate Code in the Description field.
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5. Click the Save button [ , in the toolbar to save your changes to the Rate Code.

Task Summary

To add a new Rate Code, follow these steps:
Select the New Record button » , on the toolbar, to open a blank Rate Code record.
Enter a new Rate Code in the Rate Code field.

Enter a Description of the new Rate Code in the Description field.

S A

Click the Save button [ , in the toolbar to save your new Rate Code.

To edit a Rate Code, follow these steps:

1. Select a Rate Code to edit from the Rate Code field.

2. Edit the fields as necessary.

3. Click the Save button | , in the toolbar to save your changes to the Rate Code.

To delete a Rate Code, follow these steps:

1. Select a Rate Code to delete from the Rate Code field.

2. Click the Delete button x , on the toolbar, to delete the selected Rate Code.

3. Click Yes at the “Are you sure you want to delete selected record(s)?” prompt.
Producing a Rate Codes List

Use the Rate Codes function to produce a list of the Rate Codes you defined in the Rate Codes

function on the Setup and Maintenance menu.

To produce a Rate Codes List, follow these steps:

1. Select the Print preview button & to preview the list of Rate Codes.

2. The Preview Report screen appears.

3. Select the Print button |4 in the toolbar to print your list.

NOTE: Refer to the Reporting section in the General Information guide for more
details on print options and selections when previewing the report.

3-48 Project Costing



IMPLEMENTING PROJECT COSTING
Rate Codes

Rate Codes List

Continental Products Unlimited s 15
PC Rate Codes oest

cooe  (Geemlmgews

e

Produst testing
RESEARCH -
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EMPLOYEE RATES

Use the Employee Rates function to define the billing and cost rates for your Employees. The
system uses these rates when you enter Time Tickets for the Employee to determine income
and cost amounts. You can assign as many rates to an individual Employee as you need.

If Project Costing interfaces with Payroll, the system accesses Employee and Earning Code
information from the Payroll Employees table. If Project Costing does not interface with Payroll
(or if Payroll is not installed), the system accesses Employee information from the System
Manager Employee table. Before you can use the Employee Rates function, you should enter
Employee Information into either the Payroll Employee Information function or the System
Manager Employees function. See these applications’ training manual or online help for more
information.

To set up Employee Rates, follow these steps:

1. Select Employee Rates from the Setup and Maintenance menu.

Employee Rates Menu

Praject Costing <
Interactive Views
Transactions
Biling
Management Reports
Project Adjustmerts
Periodic Processing
Productivity Reports
=l Setup and Maintenance
Projects
Estimates
Phase Codes
Task Codes
Distribution Codes
Overhead Allocation Codes
Transaction Batch Codes
Biling Batch Codes
Rate Codes
Master Lists
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2. The Employee Rates screen appears.

Employee Rates Screen

| PCEmployee Rates 53] |

HIK 4 1ofil b M [b= X [[A 4 @ = |52 @
Employee ID Rate Code | Employee Rate | Cost B | Eaming Code Default Rate -
> EEE | T=sT 125.000 37500 SAL ]
[ GERDO1 INSTALL 125.000 37.900 SAL sl
LUKD0 CODE 125.000 51.850 SAL 3]
LUKDDM RESEARCH 125.000 51.850 SAL =l
| STODM CODE 125.000 48.650 REG ]
AMK PM 125.000 62500 (£
I DOUBLADODOT INSTALL 125.000 65.000 SAL (3]
| DOUBLADOODT TEST 125.000 B5.000 SAL =l
GERDO1 CODE 150.000 70.000 SAL =
BOLIDOT M 185.000 72.350 SAL [l
BOLIDOT RESEARCH 155.000 72.350 SAL =
# (]
3. Select an Employee ID from the Employee ID field.
4. Select a Rate Code for the Employee ID from the Rate Code field.
5. Enter the rate at which you charge for the Employee's time in the Employee Rate field.
6. Enter the rate at which you pay the Employee in the Cost field. This could be the Employee’s

wages plus other costs associated with the Employee.

7. Select a Payroll Earning Code to apply to the Employee Rate from the Earning Code field.
This field is only available if your Project Costing is interfaced with Payroll.

8. Select the Default Rate check box, if applicable, to use the Employee Rate as the default rate
for the Employee when entering Time Tickets.

NOTE: If you clear this check box, the system uses the rate you entered for the
project instead, when you enter Time Tickets.

Task Summary

To add an Employee Rate, follow these steps:

1. Select the New Record button * , on the toolbar, to assign billing and cost rates for
employees.

2. Select an Employee ID from the Employee ID field.
3. Select a Rate Code for the Employee ID from the Rate Code field.
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Enter the rate at which you charge for the employee's time in the Employee Rate field.
Enter the rate at which you pay the Employee in the Cost field.

Select a Payroll Earning Code to apply to the Employee Rate from the Earning Code field.

N o v &

Select the Default Rate check box, if applicable, to use the rate as the Default Rate for the
Employee when entering Time Tickets.

8. Click the Save button [d , on the toolbar, to save the new Employee Rate Code.
To edit an Employee Rate, follow these steps:

1. Select an Employee ID to edit from the Employee ID field.

2. Edit the fields as necessary.

3. Click the Save button | , on the toolbar, to save any changes made to the Employee Rate.
To delete an Employee Rate, follow these steps:

1. Select an Employee ID to edit from the Employee ID field.

2. Click the Delete button % , on the toolbar, to delete the selected Employee Rates Code.

3. Click Yes at the “Are you sure you want to delete selected record(s)?” prompt.

Producing an Employee Rates List

Use the Employee Rates function to produce a list of the Employee Rates you defined in the

Employee Rates function on the Setup and Maintenance menu.

To produce an Employee Rates List, follow these steps:

1. Select the Print Preview button & to preview the list of Employee Rates.

2. The Preview Report screen appears.

3. Select the Print button |4 in the toolbar to print your list.

NOTE: Refer to the Reporting section in the General Information guide for more
details on print options and selections when previewing the report.
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Employee Rates List

Products Unlimi

PC Employee Rates Fageg)
Employee ID Rate Code R | Eatritog ode Default Rate

GEROOT |TesT 125.000 37.800] SAL =
\GERO01 INSTALL 125.000 37.900 SAL =
Lukaos |cooe 125.000 51.550] SAL =
LUK |ResEarcH 125.000 51850 SAL n
lsTo001 |cooe 125,000 45.650|REG ‘
AN PM 125.000 52500 .
DOUBLAOO01 INSTALL 125.000 55.000/SAL 7
DOUBLADOO0 TEST 125.000 55.000 SAL

laER001 |cooe 150.000 70.000[SAL

BOLI0Y M 185.000 72.350 SAL -
lsouoon |ResenRcH 155.000 72,350/ SAL

Producing an Employee Detail List

Use the Employee Detail List function to print a report containing information about
Employees including Cost, Billing Rates, and historical productivity information. You can specify
which Employees to include in the list.
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To produce an Employee Detail List, follow these steps:
1. Select Employee Detail List from the Master Lists menu.
Employee Detail List Menu
—

I Project Costing I3

Interactive Views
Transactions
Billing
Management Reports
Project Adjustmerts
Periodic Processing
Productivity Reports
Setup and Maintenance
[=] Master Lists
Project Setup List
Employee Detail List|

2. The Employee Detail List screen appears.

Employee Detail List Screen

| PCEmployee Detail List (23] |

{2 Print | [[0)Output - | =3 5end | [ Preview | Reset
Data Filter "W

[>)

And

Fiscal Date

Year | 2013 |5

Period 2|5

3. Use the Data Filter to select the range of filtering options or leave the filter blank to include
all available data.

4. Select the Fiscal Year for which you want the report run.

5. Select the Fiscal Period for which you want the report run.
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6. Select a command button:

Command Buttons

Name Description
Reset Set all fields to their defaults.
Preview Preview the report on your monitor.
Output Output the report as a .pdf file and save it.
Send Email the report with the report attached as a .pdf file.
Print Print the report.

NOTE: Refer to the Reporting section in the General Information guide for more
details on print options and selections when previewing the report.
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Employee Rates .

ReportFilter
Fiscal Period | Year 872010

Continental Products Unlimited
Employee Detail List

General Information
Employee |0 aMK
Name &nn Marie Helly

Rates
Default Rate Rate Code Employee Rate
ez PM 125.000
Period-to-Date History
Hours Cost
Billable 46 D000 2.875.00
Non-Billable 20,0000 1,250.00
Total 66.0000 4,125.00
Epeculative 0.0000 0.00
Administrative 0.0000 0.00
Job Cost 000D 0.00
Year-to-Date History
Hours Cost
Billahle 46 0000 2.575.00
Non-Billable 20,0000 1.250.00
Taotal 66,0000 4,125.00
Speculative 00000 0.00
Administrative 00000 0.00
Job Cost 0.0000 0.00

1V4/2040 53:23 AM

Cost Earning Code

62.50

Income

5,750.00

&.250.00
0.00

Income

5,750.00

8 250.00
0.00

OPEN_SYSTEM Sikenthe
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PROJECTS

Use the Projects function to set up and maintain Project records.

In previous version of TRAVERSE, a Project included Customer, Project, Phase, and Task
information. The essential components of a Project now only include the Project itself and
Tasks; however, Customers and Phases still play a role in the project. The Customer information
is not necessary when setting up a Project, but is required for project billing. You can also opt
to use Phases to group Tasks.

The number of Project Types has decreased. The Project Types consist of General, Job Costing,
and Administrative projects. A project can still have a Billable or Speculative status if you select
the appropriate check box when creating the Project. The table below shows the variation
between setting up different Project Types in previous versions of TRAVERSE and the current

version.
Previous versions of TRAVERSE TRAVERSETRAVERSE version 11
Administrative Administrative
Billable General, with the Billable check box selected
Billable - Fixed Fee General, with the Billable check box selected and
Fixed Fee box checked
Non-Billable General, with the Billable check box unchecked
Job Costing Job Costing
Speculative General, with the Speculative check box selected
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To set up Projects, follow these steps:

1. Select Projects from the Setup and Maintenance menu.

Projects Menu

| Project Costing <
Interactive Views
Transactions
Billing
lanagement Reports
Project Adiustmenits
Periodic Processing
Productivity Reports
[= Setup and Maintenance
Estimates
Phase Codes
Task Codes
Digtibution Codes
Overhead Allocation Codes
Transaction Batch Codes
Billing Batch Codes
Rate Codes
Employee Rates
Master Lists
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2. The Projects screen appears.

Projects Screen

|-Paprogects .|

HI K 45
Apply Filter &2
And

ofiz b B[k X AW ([

[Status] Doss not equal Completed

[ Unassigned

B Alt003
1025582
- FixedFee
(- JobCost

Customer ID
Project ID

Phase Code

[e28 e wLild LA
& ArgD2s Description
G} AmMO47
@ Project Manager
G} Axi040
- Bitoz0 Est Start Date
B Celo17 Est Finish Date
B Euro001

%] Blable:

] Speculative
Project Type
Employee Rate

O/H Allocation Code
Time Override Rate
Material Markup Pct
Expernise Markup Pct

Other Markup Pct
Additional Description

53 (4  NewProject NewTask | Estimates | ProjectStatus View Dashboard = Site Info

AtDDB

NewBuid

New Buikding Project
™
11152007 [

11312008 [

General

This project is to test a bilable time and material project.

PO Number
PO Date
Biling Format
ActStart Date

Act Finish Date

Dist Code
Fixed Fee

|| Fixed Fee
Amount

Total Amount
Tax Class
Status

Sales Rep
RepID 1

RepID 2
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Projects .

® |

=]
=
12/1872012 | %

&4l

DOt 1)
0.00
0.00

2 I~

Active

Gl [2] comm Rate 9.00| Percent 100.00

JSK [22] comm Rate 5.00| Percent 15.00,

. Select the Filter Criteria, if you want to filter your project list and click on Apply Filter. If you

want to see all projects set up leave this area blank and click Apply Filter.

Select the New Project button on the toolbar to add a new Project.

. If you want to copy from an existing Project select a Project ID from the Copy From list box.

If you want to assign the Project to a Customer select or enter the Customer ID for which to
assign the project.

You do not need to assign a Project to a Customer. The Project will be assigned in the
tree to a record named Unassigned. If you are entering a Project to track internal costs
you may leave the Customer ID field blank and only costs will be tracked. If you want to
assign a Customer to the Project you may select a Customer ID any time after the
Project has been set up.

7. Enter the Project ID you want to assign to this project.

8. Select the Phase Code to assign to this project. The Phase Code box will only be available
when the New Task button has been selected and a Task has been assigned to the Project.
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9. Select the Task Code to assign to this project. The Task Code box will only be available when
the New Task button has been selected and a Task Code has been assigned to the project.

You may assign a Task Code to a project without assigning a Phase Code. If you have
selected a Task Code with no Phase Code the Phase level in the project tree will display
as Unassigned.

10. Enter a Description for the Project.

11. Select the Project Manager from the list of Employee IDs. If you have Payroll and are
interfaced you will see the list of Payroll Employee IDs. If you do not have Payroll you will
see the list of Employee IDs from System Manager Employees.

You must have Employees set up in either Payroll or System Manager to be able to fill
in the Project Manager.

12. Enter the Estimated Start Date for the Project.
13. Enter the Estimated Completion Date for the Project.
14. Select the Billable check box if the project is going to be billed to the Customer.

You can only select the Billable check box if you have a Customer ID and the Project
Type is General or Job Costing. You also will not be able to select the Billable check box
if you have the Speculative check box selected.

15. Check the Speculative check box if you want the Project to be Speculative and not bill until
a later date.

16. Select the Project Type to assign to this Project.

¢ General - A General Project can be Billable or Non-Billable, depending on whether
you selected the Billable check box. A General Project can also be Speculative
depending on whether the Speculative check box is selected. A General Project can
also be Billable Time and Material or Fixed Fee.

A General Project that is Billable and Non-Fixed Fee will accrue income as costs are
posted to the Project/Phase/Task.

A General Project that is Billable and Fixed Fee will update the income once billings
have been posted to the Project/Phase/Task.

To make a General Project Billable and Time and Material, you would select the
Billable check box. Nothing else needs to be done to make it Time and Material

To make a General Project Billable and Fixed Fee you would select the Billable
check box and also select the Fixed Fee check box and fill in the Fixed Fee Amounts
into the Project, or Tasks and Phases.
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¢ Job Costing - A Job Costing Project is one which does not accrue income with each
cost incurred but does allow billings. All costs incurred are accumulated for cost
tracking purposes and accounted for in the General Ledger as Work In Process. Only
Fixed Fee billings are allowed for this type. A function is provided to post deferred
Project costs and Fixed Fee billings to the cost and income Accounts assigned to the
particular Project, Phase or Task, using the Distribution Code.

e Administrative - Administrative Projects are similar in nature to the “Non-Billable”
Type. Income does not accrue and billings are never allowed. An Administrative
Project can have Phases and/or Tasks.

17. Select from the list of possible Employee Rate levels representing the hourly rate level to
be used for Employees charging time to the Project/Phase/Task. Each Employee can have
unlimited combinations of cost and billing rate. The rate level entered here is used as the
default but can be overwritten during Time Ticket entry.

18. Select the Overhead Allocation Code that determines the method of Overhead Allocation
to be used in the Prepare function in the Post Overhead Allocations function.

19. In the Time Override Rate, enter a value that will override Employee billing Rates for this
particular Project/Phase/Task if so desired. If the rate is set to zero, the rate from the
Employee Rates setup will be used.

20. In the Material Markup Pct field, enter a percentage that represents the markup over cost
that should be applied to Material charges for the Project/Phase/Task.

21. In the Expense Markup Pct field, enter a percentage that represents the markup over cost
that should be applied to Expense charges for the Project/Phase/Task.

22. In the Other Markup Pct field enter a percentage that represents the markup over cost
that should be applied to Other charges for the Project/Phase/Task.

23. Enter information into the Additional Description dialog box to expand the description of
the Project, Phase, or Task.

24. Enter the PO Number for which the project has been set up, if the Customer has given you
a PO Number.

25. Enter the PO Date for the PO Number entered.

26. Select the Billing Format form. When you click on the Browse ( (= ) button, a browse
window will be displayed and you will be asked to browse to a Design Studio form that you
have designed or modified and saved as a .repx type file.
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NOTE: To change the Billing Format from the default invoice format you must use
the Design Studio to modify the existing Project Costing Invoice form and save the
corresponding form to a shared folder that all workstations, using Project Costing
can access.

27. The system will automatically record the Actual Start Date, when the first charge is posted
to the Project/Phase/Task.

28. The system will automatically record the Actual End Date, when the Project/Phase/Task is
Closed.

29. Select or enter the Dist Code that determines the General Ledger Account IDs to be used
when the Project/Phase/Task is processed.

30. Select the Fixed Fee check box, if the Project or Task is to be billed at a Fixed Fee Amount
rather than Time and Materials. This box is automatically selected for Job Costing Projects,
and Tasks and Phases.

31. Enter the Fixed Fee Amount for the Project/Phase/Task. When you enter a Fixed Fee
Amount at the Project level, and Task/Phase level, they will all be added together and put
into the Total Amount field.

32. The Total Amount of the Fixed Fees entered at the Project level plus any Fixed Fees entered
at the Task/Phase level will be displayed.

33. Select a valid Tax Class for the Project, Phase, or Task. The Tax Class entered here will be
used in the computation of the sales tax associated with charges made to the Project,
Phase, or Task during billing.

34. The Status of the Project/Phase/Task is displayed: Active and Completed.

A Completed Project/Phase/Task is one that is considered closed. Charges can no
longer be made to a Project/Phase/Task that is Completed. There is a function that will
Close Projects/Phases/Tasks levels.

35. Select the Rep ID 1 for the first Sales Rep you want to assign to this project, for commission
purposes.

36. The Comm Rate will come in from the Sales Rep setup. Accept the Rate or change to the
Rate you want to use for this Project/Phase/Task.

37. Enter the Percent of the billings to use as a basis to calculate commissions. For example; If
you use 100 as the percentage, the whole billing amount will be used to calculate
commissions. If you use 50 as the percentage, half of the invoice would be used to calculate
commissions.

38. Select the Rep ID 2 for the second Sales Rep you want to assign to this Project for
commission purposes.
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39. The Comm Rate will come in from the Sales Rep setup. Accept the Rate or change to the
Rate you want to use for this Project/Phase/Task.

40. Enter the Percent of the billings to use as a basis to calculate commissions. For example; If
you use 100 as the percentage, the whole billing amount will be used to calculate

commissions. If you use 50 as the percentage, half of the invoice would be used to calculate
commissions.

NOTE: Each sales rep may use up to 100% of the invoice to calculate commissions.

41. Click the Save button |4 to save the Project/Phase/Task.
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Command Buttons

Name

New Project

New Task

Estimates

Project Status View

Dashboard

Site Info

Description

Click to enter a new project ID.

Click to enter a new Task Code for an existing
Project. You also may enter a Phase Code
when entering a new Task.

Access the Estimates function to enter
Material, Expense and Other estimates for
the Project/Phase/Task.

Display the Project Status View with the
selected Project filtered.

Display the project Dashboard to view Costs,
History and Profit.

Enter or select Ship To information for
Purchase Orders generated from
Transactions that are Drop Shipped
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Project Dashboard

Click the Dashboard button to view the Project Dashboard which displays Cost, History and
Profit information on tabs.

Project Dashboard Cost Tab

5] Dashboard — [
oo iy | o |

|| Category | Hous | TimeCost Mateial Gty |  Materiol Cost | ExpemseGty | BwpenseCost | OtherQty |  OtherCost Total Cost |
Y O Order

Unposted 0.000 0.00 0.0000 0.00 0.0000 0.00 0.0000 0.00 0.00
" |Posted 11.000 621.25 0.0000 000 0.0000 0.00 0.0000 0.00 621.25
| Work in Process 0.000 0.00 0.0000 000 0.0000 0.00 0.0000 0.00 0.00
" |Biled 163.000 9.056.34 48.0000 22635.44 1.0000 550.00 0.0000 0.00 3224238
| Completed 0.000 000 0.0000 000 0.0000 0.00 0.0000 0.00 0.00
| Actual Total 174,000 9678.19 45.0000 2263544 1.0000 550,00 0.0000 0.00 32.863.63
| Estimate 0.000 0.00 0.0000 000 0.0000 0.00 0.0000 0.00 0.00
| |Variznce -174.000 967819 48,0000 2263544 -1.0000 550,00 0.0000 0.00 -32.863.63

Select the Cost tab to view On Order, Unposted, Posted, Work in Process, Billed, Completed,
Actual Total, Estimate, and Variance amounts for Time, Material, Expense and Other costs for
the selected Project/Phase/Task.
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Project Dashboard History Tab

_
Dashboard — =

Income Cost Profit Profit Pct
Y F4TD Time 1,695.00 62125 107375 63.35
PATD Material 0.00 000 000 000
| || |PdTD Bepense 0.00 D00 D00 D00
" | PdTD Cther 0.00 000 000 000
| |YTD Time 1,695.00 62125 107375 62.35
" YTD Materil 0.00 000 000 0.00
| YTD Expense 0.00 000 000 0.00
- |YTD Other 0.00 000 000 000
" |PTD Time 16,530.00 967813 535181 4145
" |PTD Materal 2654447 2263544 390903 1473
| |FTD Expense 00.00 550,00 50.00 233
" |PTD Other 0.00 oo 000 000

Biling
Depost Amount | Depost Applied | LestBil Dtz | Billed PATD | BiledYTD | Biled PTD | WiteUp PATD |  Wite-Up YTD Wite-Up PTD

Select the History tab to view Period to Date, Year to Date, and Project to Date information for
Income, Cost, Profit, and Profit Percent for the selected Project/Phase/Task.
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Project Dashboard Profit Tab

("] Dashboard — ==
[ Cost | tistory | Brcfi

| | Income Gty | Income Amt | CostQy | Cost Amt | Profit | Profit Pct |
S T T ST ST N R
| Estimated Material 0.0000 000 0.0000 0.00 0.00 0.00
| Estimated Expense 0.0000 0.00 0.0000 0.00 0.00 0.00
| Estimated Other 0.0000 000 00000 0.00 0.00 0.00
| Estimated Total 00000 00D 00000 0.00 0.00 0.00
| Actual Time 174.000 16.530.00 174.0000 9673.19 £.851.81 4145
| Actual Material 43,0000 2531647 43,0000 2263544 2,681.03 10.59
| Actual Bxpense 1.0000 550.00 1.0000 550.00 0.00 .00
| Actual Other 00000 000 D.0000 0.00 0.00 0.00
| Actual Total 0.0000 4239647 0.0000 1236363 9,532.84 243
| Varancs 00000 4239647 00000 3236363 9,532.84 0.00

Select the Profit tab to view Estimated and Actual amounts for Time, Material, Expense, and
Other amounts with variances. The Income, Cost, Profit, and Profit Percentage for each row is
displayed for the selected Project/Phase/Task.

Site Info

Click Site Info to display the Site Information screen to enter or select Ship To information for
this Project.

Address information entered into this screen will transfer to Purchase Orders generated from
the Transactions function (page 4-17) for Material Requisition type transactions with the Drop
Ship check box selected.
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Site Information Screen

Customer ID |At008 | Regon [wn | comty [usa  [¥]

Site ID [Nortn || PostalCode [s5379-___ |

Name |ttos Nortn | phone  [@ss2)4035700 |

Attention | Charies Smith | Fax |852)-403-5868 |

Address 1 |4301 Dean Lakes Bivd | Emal  |infomossscom |

Address 2 | mtenet  |wwwosss.com |
|

City |

¢ If you set up a Ship-To Address for the Customer in the Accounts Receivable Ship-To
Addresses function, select that Ship-To ID in the Site ID search box list. Only the Ship-
To IDs for that Customer appear in the list; Ship-To Addresses for other Customers
are not included. If you did not set up a Ship-To Address for the Customer, leave the
field blank.

When you enter a Site ID, a message box appears so that you can choose to assign
the Tax Location from the Ship-To Address and recalculate sales tax.

e Enter or edit the Customer’s Name.
e Enter or edit the Customer’s Attention information.

¢ Enter or edit the Customer’s shipping Address. Press Ctrl + Enter to start a new line
in the Address 2 box.

e Enter or edit the City.
e Enter or edit the Region.
¢ Select the Country.

¢ Enter the Postal Code. Use the System Manager Country Codes function to set up
the Postal Code Input Mask.

e Enter or edit the Phone, Fax, E-mail, and Internet information. This information will
come over from the Ship-To Address setup if entered.
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Attachments Screen

Priority

Status

Expires

Link Document | |_||L||

Embed Document | |_||L||

44 4.| Record 1of 1 |+ (9 [][=]] [kent [1013r2015 |

Click the Attachments button .| to enter comments or attach documents relating to this
project.

. Select the Priority for the comment and Attachment; Regular, High, or Low.
. Select the Status for the comment and Attachment; Public or Private.
. Select the Expires date for the comment and Attachment.

1
2
3
4. The Project ID will default into the Keywords field. Add more Keywords if desired.
5. Enter the Notes for the Project.

6

. Attach any Documents associated with this Project by clicking on the Browse button [
and selecting the file to attach.

7. You may use the Embeded Document to place a document into the attachment. This means
the document will be stored within the database and will not require a folder to be shared
to view the document.
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Producing a Project Setup List

Use the Project Setup List function to list basic information about the Projects you set up in the
Projects function based on selection criteria you specify.

To produce a Project Setup List, follow these steps:
1. Select Project Setup List from the Master Lists menu.

Project Setup List Menu

Project Costing <||
Interactive Views
Transactions

Billing

Management Reports
Project Adjustmerts
Periodic Processing
Productivity Reports
Setup and Maintenance
= Master Lists

Employee Detail List

2. The Project Setup List screen appears.

Project Setup List Screen

| PCProject Setup List [é3] |
i2 Print | [[0)Output = | (=3 Send || Preview | Reset
Data Filter

(3]

And

|| Include Task

View

|| Additional Descriptior

3. Use the Data Filter to select the range of filtering options or leave the filter blank to include
all available data.
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4. Select the Include Tasks check box, if applicable, to include Tasks in the list.

5. Select the Print Additional Descriptions check box, if applicable, to include Additional
Descriptions in the list.

6. Select a command button:

Command Buttons

Name Description
Reset Set all fields to their defaults.
Preview Preview the report on your monitor.
Output Output the report as a .pdf file and save it.
Send Email the report with the report attached as a .pdf file.
Print Print the report.

NOTE: Refer to the Reporting section in the General Information guide for more
details on print options and selections when previewing the report.
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Project Setup List

Continental Products Unlimited
Project Setup List

Report Filter
Include Tasks Yes View Additional Description Yes
Customer ID Name

Project 1D TrainProj Description Training Project
Project Type Gensral Billing Formal
Billable Mo Estimated 5tart Date B/5/2010 Actual Start Date
Speculative No Estimated Finish Date 10052010 Actual Finish Date
Eill On Hold Mo Employese Rate FM Fixed Fee Mo
Status  Active Owerhead Allocation Code ETD Fixed Fee Amount 0.00
Distribution Code D01 Time Override Rate 0.000 Fized Fee Total 0.00
Material Markup Pet 50000 Expense Markup Pet 5000 Other Markup Pet 52,00
Sales Rep ID1 GJL Percent 100.00 Rate 2.00 Tax Class D
Sales Rep ID 2 JEK Percent 100.00 Rate 5.00 Project Manager BOUDM
Customer ID Name
Project 1D TrsinProj Description Training Project
Project Type Genaral Eilling Formai
Eillable Mo Estimated Start Date /572010 Actual Start Date B/S/2010
Speculative No Estimated Finish Date 1052010 Actuzl Finish Date
Eill On Hold Mo Employee Rate FM Fixed Fee Mo
Status  Active Owerhead Allocation Code ETD Fixed Fee Amount D.00
Distribution Code DO1 Time Override Rate 0.000 Fized Fee Total 2.00
Material Markup Pot 50,00 Expense Markup Pet 50,00 Other Markup Pet 50,00
Sales Rep ID 1 Percent D.00 Rate 0.00 Tax Class D
Sales Rep 1D 2 Percent D.00 Rate 0.00 Project Manager BOUDNM
Customer ID Name
Project 1D TrsinProj Description Training Project
Phase Code Design Description
Task Code Design Description Design and spec
Project Type Genaral Eilling Formal
Billable Mo Estimated Start Date /572010 Actual 5tart Date
Speculative No Estimated Finish Date 10052010 Actuzl Finish Date
Bill On Hold No Employes Rate FM Fized Fee Mo
Status  Active Owerhead Allocation Code 5TD Fixed Fee Amount D.00
Distribution Code D01 Time Override Rate 0.000
Material Markup Pet 50,00 Expense Markup Pct 50,00 Other Markup Pet 50.00
Sales Rep ID 1 Percent 0.00 Rate 0.00 Tax Class D
Sales Rep ID 2 Percent 0.00 Rate 0.0 Project Manager BOUDM

ANA/2040 3:21 AM
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ESTIMATES

Use the Estimates function to enter cost and income Estimates, for Materials, Expenses, Other
costs, and Time, for Projects, Phases, and Tasks. The Estimates screen lists both current and
revised Estimate amounts to help minimize data entry errors.

You can make your Estimates into Transactions to cut down on the manual entry of both
Estimates and Transactions. You also can copy Estimates that have been previously entered, to
duplicate past Estimate records.

Estimates can be entered to the Project level, Project and Task level, and Project, Task, and
Phase level. Time Estimates do not require an Employee ID to be entered for more general
Estimating of time projected for a Project/Phase/Task.

To set up Estimates, follow these steps:

1. Select Estimates from the Setup and Maintenance menu.

Estimates Menu

I Project Costing <

Interactive Views
Transactions
Biling
Management Reports
Project Adjustments
Periodic Processing
Productivity Reports
[=] Setup and Maintenance
Projects
Fhase Codes
Task Codes
Distrbution Codes
Overhead Allocation Codes
Transaction Batch Codes
Biling Batch Codes
Rate Codes
Employee Rates
Master Lists
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2. The Estimates screen appears.

Estimates Screen

| PcEstimates I£§T|
H KW 4 4 of 4

Project/Task |025582/Install

Expense
| Estimate. | fem D
Material MEMD35
Material COM100
Expense Misc
Cther OtherBxp
>

Time

Employee 1D Location D

|ouoDt
DOUBLACD0D

>

2 SNE: s BT 53 [ Mew Estimate
e Phase Code [

: Location 1D . Description . Quantity Linit Unit Cost
MNOODO PC2700 Des... 5.0000 EA 15.0000
MNOOD1 Muttimedia ... 1.0000 EA 465.0000

Misc Expense 1.0000 150.0000
Other Expen... 1.0000 150.0000
§.0000
. Description . Quantity . Linit Unit Cost
40.000 HOUR 65.000
Install on site 24.000 HOUR 65.000
Other time 40.000 HOUR 65.000

104.000

Copy Estimate

Customer ID |Alto0s

Unit Price | Bxtended . |
30,0000 75.00
£95.0000 465,00
200.0000 150.00
200.0000 150,00

840.00

UnitPrice | Extended C..
150000 260000
150000 1560.00
150000 260000

6,760.00

3. Select the Project/Task for which you want to apply the estimates.

You will see a row in the search box for each Project, Project and Task, and Project, Task

and Phase combination set up.

Expense

Generate Transaction

Bxtended... |
150.00

1,245.00

| Extended P...

' 6,000.00
3,600.00
6,000.00

15,600.00

Profit
75.00

405.00

Profit
3.400.00
2,040.00
3.400.00

8,340.00

4. Use the Expense area to enter Material, Expense and Other type of expense estimates.

5. Select the Estimate Type to apply the estimate to the Project/Task: Material, Expense, and

Other.

6. Select or enter the Item ID for the Estimate. When you select Material you will be able to
search for Inventory or System Manager Description Items. When you select Expense and
Other types enter an Item ID or skip this field and enter a Description.

7. Select or enter the Location ID for the Estimate. When you select Material you will be able

to search for Inventory Location IDs. When you select Expense and Other the Location ID
search is not available.

3-76  Project Costing



IMPLEMENTING PROJECT COSTING
Estimates

8. Enter a Description or accept the Description from your Item selection. When you select
Material for the Type and select an Item the Description will fill in from the Item ID selected.
When you select Expense and Other for the Type, enter a Description for the line entered.

9. Enter the Quantity for the Estimate.

10. Enter the Unit of Measure to use for the Estimate, or accept the Unit brought in from the
Item selected. If you enter Material and select an Item from the Item ID list the, Unit set up
for the Item will be displayed, and you may select an alternate Unit if one is set up. If you
select Expense or Other, you may enter the Unit of Measure to which you want the item to
refer. You may leave this field blank for Expense and Other Types of Estimates.

11. Enter the Unit Cost to use for the Estimate, or accept the Cost brought in from the Item. If
you select Material and an Item ID from Inventory, you will not be allowed to change the
Unit Cost. If you select an Expense or Other Type, enter the Unit Cost.

12. Enter the Unit Price to use for the Estimate, or accept the Price brought in from the Item. If
you select Material and an Item ID from Inventory, you may change the Price. If you select
an Expense or Other Type, enter the Unit Price.

13. The Extended Cost is calculated from the Quantity times the Unit Cost. This field is not
allowed to be edited.

14. The Extended Price is calculated from the Quantity times the Unit Price. This field is not
allowed to be edited.

15. The Profit is calculated from the Extended Cost minus the Extended Price. This field is not
allowed to be edited.

Time

16. Select an Employee ID to enter Estimated Time for the Project. If you are interfaced to
Payroll you will see Payroll Employees in the list. If you are not interfaced to Payroll you will
see System Manager Employees. You may leave this field blank if you are entering general
time to be used for the Estimate that is not tied to an Employee. You will use the Time Ticket
entry to record the actual time spent on the Project.

17. Enter the Location ID for the Project Estimate. You may type any Location you wish into
this field, there is no link to any Inventory Location IDs. You may leave this field blank.

18. Enter a Description for the Time Estimated for the Project.
19. Enter the Quantity for the Estimate.

20. The Unit of Measure for a Time Estimate is always recorded in Hours and cannot be
changed.

21. Enter the Unit Cost per hour to use for the Estimate.
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22. Enter the Unit Price per hour to use for the Estimate.

23. The Extended Cost is calculated from the Quantity times the Unit Cost. This field is not
allowed to be edited.

24. The Extended Price is calculated from the Quantity times the Unit Price. This field is not
allowed to be edited.

25. The Profit is calculated from the Extended Cost minus the Extended Price. This field is not
allowed to be edited.

Command Buttons
Name Description

Enter a new Estimate for a

New Estimate Project/Task/Phase.

Copy an Estimate previously entered for a

Copy Estimate selected Project/Task/Phase.

Generate a Transaction for a Material Type

Generate Transaction . .
Estimate entered in the Expense area.
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Use the Copy Estimate button to copy an Estimate previously entered for a Project/Task/Phase.

Copy Estimate Screen

-
PC Copy Estimates - - — —— -
OK Cancel | All MNone
Project/Task |D25582/Install ||
Type ltem 1D Locatio... Descrip.... Quartity | Unit Unit Cost | Unit Price Ext Cost Ext Price Profit
| X Material MEMO36  MNODOO1 microSD ... 5.0000 EA 20.0000 35.0000 100.00 195.00 55.00
[»|  Material COM100 MNODD Multimedia... 1.0000 EA 465.0000  695.0000 465.00 695.00 230.00
|»| Expense Misc Misc Expe... 1.0000 50.0000  100.0000 50.00 100.00 50.00
|| Other Cther Exp Cther Exp... 1.0000 150.0000  200.0000 150.00 200.00 50.00
Employe... Location... Descripti... Hours | Unit Unit Cost Unit Price Ext Cost Ext Price Profit
I BOUDD1 40.000 HOUR 65.000 150.000 2,600.00 6.000.00 3.400.00
[»| DOUBLADD... Install on site 24.000 HOUR 65.000 150.000 1.560.00 3.600.00 2.040.00

1. The Copy Estimates screen appears when you select the Copy Estimates button.

2. Select the Project/Task to view previous Estimates entered for the selection.

3. Any Expense or Time Estimate entered for the selected Project/Task/Phase is displayed in
the Expense and Time areas.

4. Select the records you want to copy to the Estimates screen by selecting the check box next
to the Items to copy.

You may also click the All button if you want all the records listed to be selected. If you
want to unselect all the records once they have been selected use the None button.

5. Click OK to copy the selected records to the Estimates screen for the selected
Project/Task/Phase.

6. Click Cancel to exit the screen without copying any records.

Project Costing 3-79



Estimates

Generate Transactions

Use the Generate Transactions button to generate a Project Costing Transaction for Materials,
Expenses and Other Estimates entered into the Estimates.

Generate Transactions Screen

Generate Transaction M
Batch Code |MatReq| 5]
| ok | | cancel |

1. Select the Estimate record you want to make into a Transaction, and click the Generate
Transaction button.

2. The Generate Transactions screen appears when you click the Generate Transactions
button.

3. Select the Batch Code into which you want to generate the transaction. You will see the
Transaction Batches you set up. You will only see this selection if you have the System
Manager Business Rules option to Use Batch Processing set to Yes.

4. Click OK to generate a Transaction from the Estimate. Click Cancel to exit the Generate
Transactions screen without generating a Transaction.

Producing an Estimates List
Use the Estimates View function to produce a list of the Estimates you defined in the Estimates

function on the Setup and Maintenance menu. See the Estimates View (page 5-23) for more
details on the Estimates View.
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USING THE TRANSACTIONS MENU

Use the Transactions menu to perform the following tasks:

¢ Enter time tickets and charge specific Projects, Phases, or Tasks with the number of
hours each Employee worked.

Print the Time Ticket Journal before posting.

Enter Transactions to record Project activity.

Print the Transaction Journal as an audit trail of Project Costing transactions.

Post Transactions to Material, Expense, Other and Time Ticket charges to your GL
Accounts and update Project and Employee information.

e Prepare, edit, print, and post overhead allocations.
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WORKING WITH TRANSACTIONS

Before using the Transactions functions, set up your Projects, Tasks, Phases, Customers, Codes,
and IDs using the Project Costing and Accounts Receivable Setup and Maintenance functions.
Verify your Projects, Tasks, Phases, Customers, Codes, and IDs, using the Master Lists and
Interactive Views functions.

Using the Transactions Functions

Use the Transactions functions for the following tasks:

e Use the Time Ticket Entry (page 4-7) function to enter Time Tickets and charge
specific Projects, Phases, or Tasks with the number of hours each Employee worked.
If Project Costing interfaces with Payroll and you want to transfer Time Ticket
information to the Payroll transaction table, be sure to use Time Ticket batch codes to
group Time Tickets so that information is transferred appropriately.

e Use the Time Ticket Journal (page 4-13) to view unposted Time Ticket transactions.
Print the journal before you post transactions to verify your entries and as part of
your audit trail.

¢ Use the Transactions (page 4-17) function to record Project activity. You can enter
four types of transactions: Material Requisition, Material Return, Expense, or Other.
You can also use this function to generate a PO transaction or requisitions, including
transaction links. When you enter a valid Inventory Item in a Material Requisition or
Material Return, the Inventory quantity is updated unless you link it to a PO Drop-
Ship transaction.

¢ Use the Transaction Journal (page 4-27) as an audit trail of Project Costing
Transactions. Only unposted Transactions entered in the Project Costing Transactions
function appear in the journal.

¢ Use the Post Transactions (page 4-37) function to post Time Ticket, Material,
Expense, and Other charges to your GL Accounts and update Project and Employee
information.

e Use the Post Overhead Allocations (page 4-45) function to prepare, edit, print, and
Post Overhead Allocations.
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TIME TICKET ENTRY

Use the Time Ticket Entry function to enter Time Tickets and charge specific Projects, Phases, or
Tasks with the number of hours each Employee worked. If Project Costing interfaces with
Payroll and you want to transfer Time Ticket information to the Payroll transaction table, be
sure to use Time Ticket batch codes to group Time Tickets so that information is transferred
appropriately.

The Time Ticket Entry screen has two views: detail and summary. The detail view shows more
information about individual Time Ticket entries while the summary view hides certain fields to
list more Time Ticket entries on the screen. Click the summary/detail buttons to toggle
between the two views.

If necessary, scroll to view other Time Ticket entries for the current transaction. Click in the
Time Ticket record to edit the current transaction or Next Trans to view or enter another Time
Ticket transaction for a different Employee.

To use the Time Ticket Entry function, follow these steps:

1. Select Time Ticket Entry from the Transactions menu.

Time Ticket Entry Menu

| Project Costing <
Interactive Views
= Transactions
Time Tickst Ertry

Time Ticket Joumal
Transactions
Transaction Joumal
Post Transactions
Post Overhead Allocations
Billing
Management Reports
Project Adjustments
Periodic Processing
Productivity Reports
Setup and Maintenance
Master Lists
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2. The Time Ticket Entry screen appears.

Time Ticket Entry Screen - Summary »

|- Pc Time Ticket Entry. (3|
H KW 4 5af5 b M|k ¥ | A =% Ea @ »
Batch Code | Time |

| Employee 1D Transaction Date Fiscal Year & Fiscal Period | Project/Task Description Additional Desc.. Hours | Rate Code

DOUBLADDOO1 9/30/2010 2010 9 Go Live/Build On Ste 16.000 INSTALL

|GERDD1 9/30/2010 2010 5 Training./Build On site 16.000 INSTALL

@ | DOUBLADDDD 9/30/2010 200 3 Go Live/Build Proj Mngt 20.000 TEST

Al 9/30/2010 2010 9 Go Live/Design Proj Mngt 16.000 PM

68,000

3. Select a Batch Code for which to associate a Time Ticket from the Batch Code field.

NOTE: If you choose not to use batch processing, Time Tickets are applied to the
main ####H# batch.

4. Click the New Record button * , on the toolbar, to open a blank Time Ticket record.

5. Select the Employee ID to include in the Time Ticket from the Employee ID field.
6. Edit, if necessary, the Transaction Date, Fiscal Year, and Fiscal Period fields; otherwise
accept the defaults.
7. Select a Project for which to associate the Employee's hours from the Project/Task field.
8. Enter, if applicable, a description for the Project in the Additional Description field.
9. Enter the number of hours the Employee worked in the Hours field.

10. Select a pay rate for the Employee from the Rate Code field.
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Time Ticket Entry Screen - Detail

|\ PcTime ket Entry 3 |
= i lotd b W[k X @A 9 [[A a @
Batch Code | Time ||
Project/Task |50 Live Build] |s=2|| Transaction Date 9/30/2010 ||
Customer ID Bet023 Fizcal Period 93
Phase Code Build Fiscal Year 2010
Employee ID DOUBLAOOOOL |- WH State MM |
Department 500 |3} SUL State MM B
Labor Class Frs e Local 5]
Earning Code SAL 2] Seq Mo Qoo
Hours 16.000 Pieces 0.0000
Rate Code INSTALL foae
Description On Site

Additional Description

Select the detail view to view and enter more detailed information for the Time Ticket
transaction as it applies to Payroll.

1. Select a Batch Code for which to associate a Time Ticket from the Batch Code field.

NOTE: If you choose not to use batch processing, Time Tickets are applied to the
main ##HH# batch.

R R R R R R R N N N R R
2. Click the New Record button » , on the toolbar, to open a blank Time Ticket record.

3. Select the Project/Task associated with the Time Ticket from the Project/Task field.

4. Select the Employee ID to include in the Time Ticket from the Employee ID field.
5. Select the Department for the Time Ticket from the Department field.

This field is only available if you have Project Costing interfaced to Payroll and you are
entering a Time Ticket for a Payroll Employee.

6. Select the Labor Class for the Time Ticket from the Labor Class field.

This field is only available if you have Project Costing interfaced to Payroll and you are
entering a Time Ticket for a Payroll Employee.

7. Select the Earning Code for the Time Ticket from the Earning Code field.

This field is only available if you have Project Costing interfaced to Payroll and you are
entering a Time Ticket for a Payroll Employee.
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8. Enter the number of Hours the Employee worked in the Hours field.
9. Select a pay rate for the Employee from the Rate Code field.

10. Enter, if applicable, a description for the project in the Additional Description field.

11. Edit, if necessary, the Transaction Date, Fiscal Period, and Fiscal Year fields; otherwise
accept the defaults.

12. Select the Withholding State for the Time Ticket from the WH State field.

This field is only available if you have Project Costing interfaced to Payroll and you are
entering a Time Ticket for a Payroll Employee.

13. Select the State Unemployment Insurance for the Time Ticket from the SUI State field.

This field is only available if you have Project Costing interfaced to Payroll and you are
entering a Time Ticket for a Payroll Employee.

14. Select the Local area for the Time Ticket from the Local field.

This field is only available if you have Project Costing interfaced to Payroll and you are
entering a Time Ticket for a Payroll Employee.

15. Enter a Sequence Number, if applicable, in the Seq No field.

This field is only available if you have Project Costing interfaced to Payroll and you are
entering a Time Ticket for a Payroll Employee.

16. Enter the number of Pieces to apply to the Payroll Transaction in the Pieces field.

This field is only available if you have Project Costing interfaced to Payroll and you are
entering a Time Ticket for a Payroll Employee.

O 0 0 0 0 000000000000 .0.00020000 000000000000 0000000000000000000000000000010
NOTE: Pieces are used for management information and job control. If you interface

Payroll with Project Costing, the number of pieces you enter will post to the Project.
O 0 0 0 0 000000000000 .0.00020000 000000000000 0000000000000000000000000000010

Task Summary

To add a new Time Ticket entry, for the summary view, follow these steps:
Select a Batch Code for which to associate a Time Ticket from the Batch Code field.
Click the New Record button * , on the toolbar, to open a blank Time Ticket record.
Select the Employee ID to include in the Time Ticket from the Employee ID field.

Edit, if necessary, the Transaction Date, Fiscal Year, and Fiscal Period fields.

v kA wnN e

Select a Project for which to associate the Employee's hours from the Project/Task field.
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6. Enter, if applicable, a Description for the Project in the Additional Description field.
7. Enter the number of Hours the Employee worked in the Hours field.
8. Select a pay rate for the Employee from the Rate Code field.

9. Click the Save button [ , on the toolbar, to save the new Time Ticket.

NOTE: To add a new Time Ticket entry for the detail view click the detail button and
follow these steps, with the additional Payroll fields being edited.

R R N R N R R R

To edit a Time Ticket entry, follow these steps:

1. Select a Batch Code, associated with the Time Ticket information, from the Batch Code field.

2. Edit the fields as necessary.

3. Click the Save button [ , on the toolbar, to save any changes made to the Time Ticket.
To delete a Time Ticket entry, follow these steps:

1. Select a Batch Code, associated with the Time Ticket information, from the Batch Code field.

2. Select an Employee's Time Ticket entry to delete from the Employee ID field.

3. Click the Delete button % , on the toolbar, to delete the selected Time Ticket.

4. Click Yes at the “Are you sure you want to delete selected record(s)?” prompt.
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TIME TICKET JOURNAL

Use the Time Ticket Journal to view unposted Time Ticket transactions. Print the Journal before
you Post Transactions to verify your entries and as part of your audit trail.

To use the Time Ticket Journal function, follow these steps:

1. Select Time Ticket Journal from the Transactions menu.

Time Ticket Journal Menu
[

| Project Costing <||
Interactive Views
= Transactions
Time Ticket Entry
Time: Ticket Joumal
Transactions
Transaction Joumal
Fost Transactions
FPost Overhead Allocations
Biling
Management Reports
Project Adjustmerts
Perodic Processing
Productivity Reports
Setup and Maintenance
Master Lists
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2.

The Time Ticket Journal screen appears.

Time Ticket Journal Screen

| PC Time

iz3 Print

Data Filter W7

And

View

Batchtransacion

Summary |Employee ID

|| Additional Description Project ID

Batch List

S Default Batch

Ticket Journal (¢35 |

]

L[?%]Output - | |=1Send | [& Preview | Reset

153

Sort By

Customer ID

SN

| Transaction Date

=] Kent Kent batch S

. Use the Data Filter to select the range of filtering options or leave the filter blank to include

all available data.

. Select the amount of information to View in the journal. Summary or Detail versions of the

report.

. Select the Print Additional Descriptions check box, if applicable, to include Additional

Descriptions in the Journal.

. Select the Sort By criterion for the Journal: Batch/Transaction, Employee ID, Customer ID,

Project ID, and Transaction Date.

. Select the Batches to include in the journal. You will only see the available batches if you

have elected to use batch processing for transactions. Select the All button to select all
available batches. Select the None button to clear the check box for all selected batches.
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NOTE: Only available if you elected to use batch processing in the Business Rules
function. You can use the All button to select all batches or you can use the None
button to deselect all batches.

O 0 0 0 0 0 0 .0 0 000000 0000000000 .0000000000000000000000000000000000000000010
8. Select a command button:

Command Buttons

Name Description
Reset Set all fields to their defaults.
Preview Preview the report on your monitor.
Output Output the report as a .pdf file and save it.
Send Email the report with the report attached as a .pdf file.
Print Print the report.

NOTE: Refer to the Reporting section in the General Information guide for more
details on print options and selections when previewing the report.
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Time Ticket Journal

Continental Products Unlimited
Time Ticket Journal (Detail)
Sorted by Batch/Transaction No

Page 1

Report Filter
Batch List Time
View Additional Description Mo
Batch Code  Trans No Trans Date  Employee ID Name
Customer ID Name Project ID Phase Code Task Code Hours  Rate Code EarnCd State SeqNo DeptID
Amount Ext Cost Pieces Local SUI Labor Class
Time 44 8/30/2010 DOUBLADGOOY Doubla, Mike
Bet023 Beta Dynamics Inc. Go Live Build 16.000  INSTALL SAL MM 000 500
On Site 2,000.00 1,040.00  0.0000 MM Prs
Totals for Trans No 44 16.000 2,000.00 1,040.00
Time 45 9/30/2010 GEROD1 Gerard, Timothy G
Burd56 Burnhaven Software Design Training 16.000  INSTALL SAL MM 000 500
On site 2,000.00 606.40  0.0000 MM VP
Totals for Trans No 45 16.000 2,000.00 G06.40
Time 47 9/30/2010 AME Kelly, Ann Marie
Bet023 Beta Dynamics Inc. Go Live Design 16.000  PM
Proj Mngt 2,000.00 1,00000  0.0000
Totals for Trans No 47 16.000 2,000.00 1,000.00
Time 43 8/30/2010 DOUBLADGOOT Doubla, Mike
Betl23 Beta Diynamics Inc Go Live Build 20000 TEST SAL MK 000 500
Proj Mngt 2,500.00 130000  0.0000 MN Prs
Totals for Trans No 48 20.000 2,500.00 1,300.00
Totals for Batch Code Time 65.000 8,500.00 3,946.40
Grand Total 68.000 8,500.00 3,946.40

9/30/2010 1:49 PM

*** End of Report ***

OPEN_SYSTEMS'kenthe
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TRANSACTIONS

Use the Transactions function to record Project activity. You can enter four types of
transactions: Material Requisition, Material Return, Expense, or Other. You can also use this

function to generate a PO Transaction or Requisitions, including transaction links. When you

enter a valid Inventory Item in a Material Requisition or Material Return, the Inventory
quantity is updated unless you link it to a PO drop-ship transaction.

To use the Transactions function, follow these steps:

1. Select Transactions from the Transactions menu.

Transactions Menu

| Project Costing <
Interactive Views
= Transactions
Time Ticket Entry
Time Ticket Joumal
Transaction Joumal
Fost Transactions
Fost Overhead Allocations
Billing
Management Reports
Project Adjustments
Periodic Processing
Productivity Reports
Setup and Maintenance
Master Lists

2. The Transactions screen appears.

Transactions Screen

| Pc Transactions [E3) |
(= d4ofd p M|k X | A 9 & 23 [ | Update Link
Batch Code |MatReq 5

Ser Mo Entry | Detail | PO Req

Type Project/... ltem 1D Descripti... Location... GL Acco... Linit Gty Nee... Gty Filled Unit Cost BExt Cost | Linked
| Material Re... 025582/ins.. MEMO36  micoSDM.. MNODD1 000001230 EA | 50000 00000 200000 [ E]
| Expenses Misc Expen... 000001210 EA 1.0000 1.0000 150.0000 150.00 ™)
. Other Other Costs 000001210 EA 1.0000 10000  200.0000 200.00 =

3. Select a Batch Code for which to associate the Transaction from the Batch Code field.

Project Costing



Transactions

NOTE: If you choose not to use batch processing, Transactions are applied to the
main ###t#H# batch.
O 0 0.0 0 0 0 0 0 000000 0000000000000 000000000000000000000000000000000000000

4. Click the New Record button * , on the toolbar, to open a blank Transaction record.

5. Select the Type of Transaction from the Type field: Material Requisition, Material Return,
Expense, and Other.

6. Select the Project/Task from the Project/Task field. You will see a row in the search box for
each Project, Project and Task, and Project, Task and Phase combination set up.

. Select or enter the Item ID for the Transaction. When you select Material you will be able to
search for Inventory or System Manager Description Items. When you select Expense and
Other types enter an Item ID or skip this field and enter a Description.

~

8. Select or enter the Location ID for the Transaction. When you select Material you will be
able to search for Inventory Location IDs. When you select Expense and Other the Location
ID search is not available.

9. Enter a Description or accept the Description from your Item selection. When you select
Material for the Type and select an Item ID, the Description will fill in from the Item ID
selected. When you select Expense and Other for the type enter a Description for the line
entered.

10. Enter a GL Account or accept the default Account.

For Material Regs, this account will be the Inventory account brought in from the
Inventory Account Code assigned to the Item ID.

For Expense and Other Transactions, this Account will be the Account ID entered into
the Default Credit Account Business Rule (page 3-7). This Account can be changed to
reflect the actual Expense Account to apply the entered Expense to.

11. Enter the Quantity Needed for the Transaction.

12. Enter the Quantity Filled for the Transaction.
.0 0.0 0 0 0 0.0 0000000000000 0 0000000000000 00000000000000000000000000000010
NOTE: The Qty Filled must be entered for the Item quantity to be taken from
Inventory, and GL transactions generated for the cost of the Item to be posted to the
GL Journal. The transaction will be deleted when the Post Transactions is run,
whether the Qty Filled has been entered or not.
0.0 0.0 0 0.0 0 0000000 0000000000 0000000000000 000000000000000000000000000010
13. Enter the Unit of measure to use for the Transaction or accept the Unit brought in from the
Item ID selected. If you enter Material and select an Item from the Item ID list the Unit set
up for the Item be displayed and you may select an alternate Unit if one is set up. If you
select Expense or Other, you may enter the Unit of measure for which you want the Item to
refer. You may leave this field blank for Expense and Other types of Transactions.
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14. Enter the Unit Cost to use for the Transaction, or accept the cost brought in from the Item
ID. If you select Material and an Item ID from Inventory you will not be allowed to change
the cost. If you select an Expense or Other type, enter the Unit Cost.

15. The Extended Cost is calculated from the Quantity times the Unit Cost. This field is not

allowed to be edited.

16. The Linked box will be checked if the Transaction is linked to a Purchase Order or Purchase
Requisition. See the PO Req section (page 2-23) for more details on generating a Purchase
Order from the Project Costing material requisition.

17. Click a command button:

Command Buttons

Click

Ser No Entry

Detail

PO Req

To

View additional information on the Item, add
a Serial Number and enter Comments about
the Item. Note: This button only appears for
Serialized ltems.

View additional information on the Item, add
Lot Number, Bin and Container IDs, and enter
Comments about the Item. Note: This button
only appears for Lotted Items and if
Warehouse Management is installed and
interfaced.

Generate a linked Purchase Order or
Requisition.

18. Click the Save button 4 , on the toolbar, to save the Transaction.
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Lot and Serial Number Entry

Lot Number Entry Dialog Box

(= extended Oty (=] E [
Item ID /800001 | TotalQty | ho.0000 | Close |
locID [Mroo01 | QtyRemaining | 10.0000]

Unit [roLL |
Lot No [o13111001 | Qty Ordered | 10,0000 unitcost [ 1.7600]
Bin [a-10 o] oFled | 10.0000] Ext Cost [ e
Container | [eee]
Comment | |
Ml 4| Record1of1 ok lmh =i
Serial Number Entry Dialog Box
(B ser No Entry [E=EEE

Item ID Total Qty | Close |

LocID [ Mmooz | Qty Remaining

Uit [

Serial No 0315001 [e=e] ooder [ | untcost | 239.6600]

comment || | Quyeiled [ tooon|  Extcost [ 2ms

Oty Bkord [_—
44| Record 10 1 | k| w [ ][=]
Lot/Serial Number Entry Dialog Box

[ 3 Lotsser No Entry - 1 [E=EER™
Item ID [s000 Total Qty [ Close |
LocID [Mroo01 | Qty Remaining
Unit [Ea
Serial No [100510001 [e=e] owoder [ | untCost | 153.0000]
Lot No 1005100100 ] Quyeiled [ 1o000]  Extcost [ 1ss.00]
Comment || | Qygord [
441 4| Record 10f 1 b ([ [=]]
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1. If Project Costing interfaces with Inventory, the Ser No Entry button appears on the
Transactions screen when you enter a Transaction record for a Serialized, or Serialized and

Lotted Inventory Item.

fields. It is used in this example to show all the fields you may see.

When you enter an Item that is Lotted, Serialized, or Serialized and Lotted, the Lot No Entry,
Ser No Entry, or the Lot/Ser No Entry dialog box automatically appears.

. The Lot/Ser No Entry dialog box combines the Lot No Entry and Ser No Entry dialog box

NOTE: If you do not enter information on this screen, the Transaction line is deleted.

In the top portion of the dialog box, the Item ID, Location ID, Unit Of Measure, Total
Quantity, and Quantity Remaining fields appear and are unavailable.

NOTE: The Qty Remaining field is updated as you enter Serial and Lot records.
(] " 00

5. The Qty Filled box is adjusted if the quantity of Lotted or Serialized Items you enter on this
screen is different from that on the Transactions screen.

6. Select a Serial Number with a status of Available (for a material requisition) or select a
serial number with a status of Sold (for a material return). This field is available only if you

are working with a Serialized Item.

7. Select a Lot Number if you are working with a Lotted Item. Enter a Bin and/or Container to
take the Lot out of, if you have the Warehouse Management application installed.

To view Lot Number information after the record has been saved, click the Detail

button to display the Extended Qty dialog box.
Extended Qty Screen With Lotted Item

-
=] Extended Qty
Item ID 800001 Total Qty
Loc ID |MNOoO1 Qty Remaining
Unit ROLL
Lot No 013111001 L) Qty Ordered
Bin |a-10 [ Qty Filled
Container |
Comment
1 1 Record 10f 1 12 ] oy e e

[10.0000

10.0000

10.0000

10.0000

Unit Cost

Ext Cost

Close |

1.7600

17.60

8. If you are working with a Serialized and Lotted Item, the Lot Number associated with the

Serial Number you selected appears.
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9. Enter Comments about the Transaction. The Comments are posted to Inventory if you

elected to save Lot and Serial number history in the Inventory Business Rules function.

10. The quantity filled is 1 for Serialized Items and Serialized and Lotted Items. If you are
working with Lotted Items, the Quantity Shipped amount from the Transaction defaults into
this field. You can change it if necessary.

11. If applicable, the quantity Filled and quantity Backordered appear.

12. The Unit Cost of the Item appears and you can change it if the transaction is a Requisition
Return.

13. The Extended Cost of the Item appears.

14. Click the green Plus(+) at the bottom of the screen to add Serial Numbers for transactions
with a quantity of more than 1 for serialized and serialized lotted items.

15. Click Close to save your changes and return to the Transactions screen.

Detail

Click on the Detail button to view the Extended Quantity Entry screen. On this screen you can
select Bins and Containers from which to take the Item, to fill the Material Requisition. You can
have several Bins and Containers per Item selected to fill the Requisition.

The Bins and Containers entered here will be used in the Warehouse Management, Print
Picking List and Record Picked Orders functions. You will only have a list of available Bins and
Containers if you have Warehouse Management installed and interfaced.

¢ These Bins and Containers are entered to suggest to the warehouse staff, that will be
printing the Picking List, where to go to pick the Items in the warehouse.

(&3 Extended Qty [ B el |
Item ID :100 Total Qty 1.0000 | Close |
LocID |MMNODD 1 Qty Remaining 0.0000 | Inquiry |
Unit ke i
Bin |A-10 (2] Qty Ordered 1.0000 Unit Cost 343.5500
Container |nas| Qty Filled 1.0000 Ext Cost 343.55
Comment I

M 1 b L | ek | ——

l ailia

e Click on the Inquiry button to view the Item Quantity Inquiry screen for the selected
Item for the Transaction.
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Item Quantity View Screen

.
] WM - tem Quantity Inquiy = -
ItemId [N Location ID |MNOOO1

Description |Electriml Package |

Lot Number | Bin Container Quantity

B-10 18.0000 | ||
A0 451.0000
B A1 5.0000

e The Item ID and Location ID will default into the header area.

¢ The Quantity records for the Item are displayed with Bin and Container information.
Close the Item Quantity Inquiry screen.

¢ Select the Bin and Container you want the Item taken out of when Recording Picked
Orders in Warehouse Management.

¢ Close the Extended Quantity Entry screen when finished to return to the
Transactions screen.

PO Req
Click PO Req to create a new Purchase Order or Requisition for the Item by inserting a record in

the Purchase Order Transactions or Requisitions functions. This button appears only if
Purchase Order is installed.

() Requisition

(@) Purchase Order

Batch Code |smmses o
Vendor ID | Ace001 B8

[#| Drop Ship

[ ok | [ cance |
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¢ Select to Generate a Requisition or a Purchase Order from your project costing
transaction.

You will get the option to select either a Requisition or Purchase Order if you
selected Choice in the Business Rules for Purchase Order for the Generate
Purchases from Project Costing. If you selected either Requisitions or Purchase
Order, you will only be able to generate the type of Transaction selected. If you
selected None for this option the button will be deactivated.

¢ Select the Batch Code in which you want your Purchase Order to be generated. You
will only see this option if you use Transaction Batching in Purchase Order, and you
selected to generate a Purchase Order.

¢ Select the Vendor ID for the Vendor you want the Purchase Order generated. This
Vendor ID will be filled in on the Purchase Order, or into the Vendor ID field in the
Purchase Requisition.

e Select the check box to have the Item in the Purchase Order Drop Shipped.

When the Drop Ship box is selected, the Item will not affect Inventory quantities
when received in the Purchase Order. The Site Info address information, entered
into the Project setup (page 3-59), will transfer to the Purchase Order’s Ship To tab.

When the Drop Ship box is cleared, the Item will be put into the On Hand quantity
in Inventory, when received in Purchase Order. When the Update Link button is
selected, the Item will be taken out of the Inventory On Hand quantity.

¢ Click OK to generate the Requisition or Purchase Order.

e Click Cancel to return to the Transactions screen and not generate a Purchase Order
or Requisition.

A confirmation message appears when you click OK stating The transaction was
generated successfully.

The Linked check box will be selected for those Material Requisition Transactions that
have a Purchase Order linked to them.

0.0 0.0 0 0 .0 0 0 0000000 0000000000000 00000000000000000000000000000010
NOTE: If the Qty Filled amount is updated manually by entering a Quantity Filled, for
a Linked transaction, the Link is broken between the Project Cost Material Req and
the Purchase Order. When the Purchase Order is received it will have no effect on the

Project Costing Material Req Transaction when the Update Link button is selected.
O 0 0 0 0 0 00000000000 .000000000 0000000000000 0000000000000000000010

NOTE: When a Purchase Order has been generated from a Project Cost Material
Requisition, the Material Req Item will be filled when the Purchase Order Item has
been received and the Update Link button has been selected.
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NOTE: The cost from the Purchase Order Item receipt will be transferred directly into
the Cost of the Project Costing Material Requisition Item when the Purchase Order
was generated from a Material Req.

NOTE: When the Drop Ship check box is selected when generating the Purchase
Order, Inventory quantities are not effected by the receipt in Purchase Order.

Command Buttons

Name Description

Click this button to update the link to the
Purchase Order to which the transaction is
linked. If the Item has been received in PO it
will fill the Qty Filled amount.

Update Link

Task Summary

o vk~ W N

L

To add a Transaction, follow these steps:
Select a Batch Code for which to associate a Transaction from the Batch Code field.
Click the New Record button * , on the toolbar, to open a blank Transaction record.
Select the Type of Transaction from the Type field.
Select the Project/Task from the Project/Task field.
Select the Item ID for the Transaction from the Item ID field.

Edit, if necessary, the Description, Location ID, Unit, Qty Ordered, Qty Filled, and Unit Cost
fields.

Click the Save button i , in the toolbar, and close the screen to save your changes and
return to the main menu.

To edit a Transaction, follow these steps:
Select a Batch Code, associated with the Transaction to edit, from the Batch Code field.
Select the Transaction to edit from the Type field.
Edit the fields as necessary.

Click the Save button 4 , in the toolbar, and close the screen to save your changes and
return to the main menu.
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To delete a Transaction, follow these steps:
1. Select a Batch Code, associated with the Transaction to delete, from the Batch Code field.
2. Select the Transaction to delete from the Type field.

3. Click the Delete button 4 , on the tool bar, to delete the selected Transaction.

4. Click Yes at the “Are you sure you want to delete selected record(s)?” prompt.
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TRANSACTION JOURNAL

Use the Transaction Journal as an audit trail of Project Costing Transactions. Only unposted
Transactions entered in the Project Costing Transactions function appear in the Journal.

To use the Transaction Journal function, follow these steps:

1. Select Transaction Journal from the Transactions menu.

Transaction Journal Menu

| Project Costing <||
Interactive Views
Bl Transactions
Time Ticket Entry
Time Ticket Joumal
Transactions
Transaction Joumal
Post Transactions
Post Overhead Allocations
Biling
Managemert Reports
Project Adjustments
Periodic Processing
Productivity Reports
Setup and Maintenance
Master Lists
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2. The Transaction Journal screen appears.

Transaction Journal Screen

| Pc Transaction Journal i3] |

=]

{2 Print | |[[jOutput - [=1Send | & Preview | Reset

Data Filter 7 £
And
View Sort By

Summary Fiscal Year Period

Item ID

|- | Additional Description

Batch List
[ s Defaut Batch [ o |

|= Kent Kent batch ~
| None |

3. Use the Data Filter to select the range of filtering options or leave the filter blank to include
all available data.

4. Select the amount of information to View in the journal. Summary or Detail versions of the
report.

5. Select the Print Additional Descriptions check box, if applicable, to include Additional
Descriptions in the journal.

6. Select the Sort By criterion for the journal; Project, Fiscal Year/Period, and Item ID.

7. Select the Batches to include in the journal. You will only see the available batches if you
have elected to use batch processing for transactions. Select the All button to select all
available batches. Select the None button to clear the check box for all selected batches.

0.0 0.0 0 0.0 0 0000000 0000000000 0000000000000 000000000000000000000000000010
NOTE: Only available if you selected Yes to Use Batch Processing in the Business
Rules function. You can use the All button to select all batches or you can use the
None button to deselect all batches.
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8. Select a command button:

Command Buttons

Name
Reset
Preview
Output
Send

Print

USING PROJECT COSTING
Transaction Journal

Description

Set all fields to their defaults.

Preview the report on your monitor.

Output the report as a .pdf file and save it.

Email the report with the report attached as a .pdf file.

Print the report.

NOTE: Refer to the Reporting section in the General Information guide for more
details on print options and selections when previewing the report.
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Transaction Journal

Continental Products Unlimited
Transactions Journal (Detail)
Sorted by Project

Page 1

Report Filter
Batch List ##E# Expse Kent MatReq,Other, Time
View Additional Description MNo
Customer ID Name Project ID Phase Code Task Code
Type Date Item ID Unit Qty Filled Qty Needed Markup Ext Cost
Description
Alt0oa Altos Servers Company 025582 Install
7/2112010 Expenses EA 1.0000 1.0000 0.00 150.00
Misc Expenses
AltD08 Altos Servers Company 025582 Install
702112010 MNO001 MEMO36 EA 0.0000 5.0000 0.00 0.00
micraSD Memaory Card
Alt008 Altos Servers Company 025582 Install
7/21/2010 Cther EA 1.0000 1.0000 0.00 200.00
Other Costs
Total for Project 025582/Install 35000
Grand Total 350.00
Requisition Total 0.00
Return Total 0.00
Expense Total 150.00
Other Total 20000

7i22/2010 11:05 AM

*** End of Report ***

OPEN_SYSTEMS'kenthe
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POST TRANSACTIONS OVERVIEW

When you Post Transactions, records are generated to be viewed using the Activity View for
Time Tickets and Transactions. Records will also be generated that can be seen in the Transfer
Billings function on the Billings menus. These Transactions can then be transferred to be
invoiced through Project Costing.

The system creates temporary tables to store line-item entries and totals information. As
information is posted, line-item information is posted first, then totals are updated. When all
line items are posted summary GL entries are calculated.

If Project Costing is interfaces with General Ledger, debit and credit entries are created in the
GL Journal. If detail information is posted, entries are made for each Time Ticket Transaction
and each Transaction line Item. If summary information is posted, one entry is made for each
GL Account ID. If the accounting period is closed, you can either edit Transactions or use the
System Manager Period Conversion function to open the accounting period and then post the
transactions. See the Period Conversion function in the System Manager Training Manual for
more information.

If Project Costing interfaces with Inventory, posting Project Costing Transactions updates the
available quantities, dates, and balances in Inventory.

Posting transactions also updates activity for each Project record. The Actual Start Date is
updated with the post date of the first Transaction/Time Ticket posted to the Project.

If Payroll is installed and interfaced with Project Costing, you will be offered an option to
transfer the Transactions being posted to the Payroll transaction table. Transfers to the
interfaced payroll application will fail for Transactions without valid Earnings Codes or other
such data integrity violations. All failed transactions will be listed on an Exception Report that is
generated during that process.

An invalid Earnings Code might be one that exists in Payroll but has not been included as a valid
Earnings Code for a specific Employee. This can be used to intentionally prevent certain types
of transfers from taking place.
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Example: You may have Salaried Employees using the Time Ticket function, and do
not intend to have their hours transferred to the Payroll system when Time Tickets
are posted. Now let's assume that the name defined for the first rate level is “Stan-
dard” and that level has been mapped to an Earnings Code called “Hourly” in the
interfaced Payroll application. Let's also assume that the “Hourly” Earnings Code is
intended to be used only by those Employees that are paid on an hourly basis. When
the “Standard” rate level is used by the Salaried Employee, the Transaction will be
rejected during the transfer, because that Employee was not setup to use the
“Hourly” Earnings Code.

The General Ledger (if interfaced) is also updated. The Distribution Code assigned to the
Project, Phase or Task charged provides most General Ledger Accounts used. If Project Costing
is interfaced to Inventory, and you are posting Material Requisition Transactions the Inventory
Account comes from the Inventory Account Code assigned to the Item in the Location selected
for the Transaction.

The General Ledger accounting for Transaction/Time Ticket entries in a Time and Material
Billing environment, i.e., Billable Projects, is as follows:

Billable Time Non Fixed Fee

Costs Income
Cost Payroll Clearing wip Accrued Income
DB CR DB CR

Billable Material Non Fixed Fee

Costs Income
Cost Inventory WIP Accrued Income
DB CR DB CR

NOTE: When posting a Material Return the opposite transactions will be generated
for the accounts listed above.
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Billable Expense and Other Non Fixed Fee

Costs Income
Cost WIP WIP Accrued Income

DB CR DB CR

Billable Time Fixed Fee

Costs
Cost Payroll Clearing
DB CR
Billable Material Fixed Fee
Costs
Cost Inventory
DB CR

NOTE: When posting a Material Return the opposite transactions will be generated
for the accounts listed above.

Billable Expense and Other Fixed Fee

Costs
Cost WIP
DB CR
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If the Transaction/Time Ticket relates to either an Administrative or Non-Billable Project, Phase,
or Task, the cost entry below will be created.

Non-Billable and Administrative Time

Costs
WIp Payroll Clearing
DB CR
Non-Billable and Administrative Material
Costs
Cost Inventory
DB CR

NOTE: When posting a Material Return the opposite transactions will be generated
for the accounts listed above.

Non-Billable and Administrative Expense and Other

Costs
Cost WIP
DB CR

The General Ledger accounting for Transactions/Time Ticket entries in a Job Costing
environment is as follows:

Job Cost Time

Costs
Cost Payroll Clearing
DB CR
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Job Cost Material

Costs
WIP Inventory
DB CR

NOTE: When posting a Material Return the opposite transactions will be generated
for the accounts listed above.

Job Cost Expense and Other

Costs
WIP WIP
DB CR

The cost of the Transaction that is credited to the Payroll Clearing Account could be offset by an
entry made when the Payroll is paid or accrued if so desired. The balance in the Payroll Clearing
Account would represent the variance between the standard costs used in Time Ticket entry
and the actual Payroll cost.

This provides you with the ability to quickly evaluate the standard costs you are using for
Employees. Alternately, you could compare the balance in the Payroll Clearing Account to
actual Payroll related cost Accounts to achieve the same goal.

It is important to note that if there is a timing difference between the entry of Time Tickets and
the accrual of Payroll costs, an adjustment to the Payroll Clearing Account followed by a
corresponding reversal in the following month will be necessary if financial statements are
being issued.

When you post Project Costing Transactions that are Job Cost and Billable Fixed Fee
Transactions, the Fixed Fee Billings Account will replace the Sales Account.
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POST TRANSACTIONS

Use the Post Transactions function to post Time Ticket and Transaction charges to your
Accounts and update Project and Employee information.

Before you post, complete the following tasks:
e Complete Transaction and Time Ticket entry and print Journals.

e If you have a multi-user system and are not using batch processing, verify no one
else is using the Transactions or Time Tickets functions.

¢ Print the Time Ticket Journal and the Transaction Journal.

The Time Tickets and Transactions functions provides information for the Time
Ticket and Transactions Journals. Posted entries are cleared from these functions
to make room for the next group of entries.

To Post Transactions, follow these steps:

1. Select Post Transactions from the Transactions menu.

Post Transactions Menu

| Project Costing <
Interactive Views
El Transactions
Time Ticket Entry
Time Ticket Joumal
Transactions
Transaction Joumal

Post Overhead Allocations
Biling
Managemert Reports
Project Adjustments
Periodic Processing
Productivity Reports
Setup and Maintenance
Master Lists
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2. The Post Transactions screen appears.

Post Transactions Screen

| PC Post Transactions [£3] |
P OK | [ Activity | Reset
|| Do the following , then check the box.
[ Complete Time Ticket Enh.y
Complete Transaction Entry
Print the Time Ticket Journal
Print the Transaction Journal
|#| Post Time Tickets
|#| Post Transactions
|#| Transfer Transactions to Payroll
|#| Use Payroll Rate
Select batch(es) to post

|w| HEHEHHE Default Batch

[#| Expse Expenses

[#| Kent Kent batch

I#| MatReg Material Reg

[#] Cther Cther

[*#| Time Time Ticket Batch

Comments

Complete Time Ticket Entry.

Complete Transaction Entry.

Print the Time Ticket Journal.

Print the Transaction Journal.

Select the Do the following, then check the box, check box.

Select the Post Time Tickets check box, if applicable, to post Time Ticket charges.

L ©® N o U ok~ W

Select the Post Material Transactions check box, if applicable, to post Material Transactions.
10. Select the Transfer Transactions to Payroll check box, if applicable, to transfer information

to the Payroll transactions tables.
O 0 0 0 0 000000000000 0000000000000 00000000000000000000000000000000000010

NOTE: This option appears only if you interface Project Costing with Payroll.
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11. Select the Use Payroll Rate check box, if applicable, to use Employee rates recorded in the
Payroll Employee Information function to calculate labor costs.

0.0 0.0 0.0 0 0 0 000000 0000000000000 IOINONNONNONNNONNNONNNNNNONONNONYNYNDOYNIODYIONPDY
NOTE: Clear this check box to use the rate costs you set up in the Setup and
Maintenance Employee Rates function. Select this check box to use Employee rates
to offset overhead costs instead of using Overhead Allocation Codes. For example;
you might enter an Employee rate (the rate at which you charge for an Employee's
time) of $10 in the Employee Rate function, but record your Hourly Rate for that
Employee in Payroll at $8, resulting in an extra $2 per hour that you use to offset
overhead costs. When you select this check box, the system uses the Employee rate
recorded in Payroll to calculate costs, allowing you to record the difference from
Billing charges without using Overhead Allocation Codes.

.0 0.0 0 0.0 0 0 0 00000 0000000000000 00000000000NONNONINONNNIONNIONONNONOINDOONONDONDONDONDNONDY

12. Select the Batches to include in the post. You will only see the available batches if you have
selected Yes to Use Batch Processing for transactions.

.0 0.0 0 0.0 0 0 0 00000 0000000000000 00000000000NONNONINONNNIONNIONONNONOINDOONONDONDONDONDNONDY
NOTE: This option only appears if you selected Yes to Use Batch Processing in the
Business Rules function. You can use the All button to select all batches to post or
you can use the None button to deselect all batches from posting.

13. Enter Comments for the post, if applicable, in the Comments field.
14. Select a command button:

¢ Click OK to begin processing. A message appears when the post completes
successfully. After you click OK to close this message box, the Post Transactions Log
appears.

Command Buttons

Name Description

Return the value of all fields on the list or

Reset .
report screen to their default values.

.. Opens the Activity dialog box to allow you to

Activity P . Y 8 y
reprint post logs.

OK Executes the post.

Activity Log
Use the Activity Log to view all post activity for administrative purposes.
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Activity Log Dialog Box

-d

1of7 B M [ b X |[F ¥

2] Activity Log
HIK 4 B » =@

v | Description

| User ID | Comments

2010072015013

| Run Time
‘22/2010 11:17 AM
7/20/2010 1:02 PM

’C Post Transactions

PC Post Transactions

| |

7/20/2010 10:50 AM PC Post Transactions kenth | |

|| |20100715165048 7/15/2010 11:59 AM PC Post Transactions kenth | |
W 2000715162052 7/15/2010 11:20 AM PC Post Transactions kerth —
| 20100714162442 7/14/2010 11:24 AM PC Post Transactions kenth ]
| 2010071416134 7/14/2010 11:13 AM PC Post Transactions kenth ———

L

Displays
Post Run
Run Time
Description

User ID

Comments

Print Log

O 0 0.0 0 000000000000 0000000000000 00000000000000000000000000000000000010
NOTE: Refer to the Reporting section in the General Information guide for more

details on print options and selections when previewing the report.
O 0 0 0 0 000000000000 00000000 0000000000000000000000000000000000000000010
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Post Transactions

Continental Products Unlimited Fags
Post Transactions
Batch List ====== Eupse Hent MatReg, Other Time
Transfer Transactions to Payroll Yes Use Payroll Rates Yas
Comments
GL Entries Z0M00TEITRTIE
Posted to Fiscal Year 2010
Fiscal Period T
Reference GL Account Debit Credit
125582 O0-0D0-1210 150.00
025582 00-000-5030 150.00
025582 O0-DD0-4100 150.00
(25582 O0-000-1210 150.00
025582 00-000-1210 200.00
(25582 D0-D00-5030 200.00
025582 00000410 200.00
025582 00-000-1210 200.00
Total for Fiscal Period 7 TO0.00 TO0.0D
Grand Total T00.00 T00.00
Exceptions
Grand Total
TIZH2040 11:47 AM === End of Report*** OPEN_SYSTEM Sikenthe
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OVERHEAD ALLOCATIONS OVERVIEW

In order to determine realistic, approximate costs for the products produced, a company
allocates an overhead cost along with direct labor and material costs to each product. The
overhead cost allows for such costs as depreciation, material, handling, repairs, taxes, heat,
etc. which cannot be assigned to each product as the expenses are incurred.

To determine the overhead allocation, a company first estimates the production volume for the
next year and then estimates the overhead expenses which will be incurred. For example; a
company may estimate that they will use 150,000 direct labor hours or $2,000,000 in direct
labor expenses next year, while spending $300,000 on all overhead expenses. Next, the
company picks a basis for allocating overhead, such as labor hours or dollars. In this case,
overhead could be allocated at $2 per labor hour or $.15 per labor dollar.

During the year, a product is produced and overhead is allocated to that product or job. For
example; 10,000 labor hours may be spent on jobs in January. At $2 per hour, $20,000 of
overhead will be allocated to these jobs. In the General Ledger, the $20,000 will be debited to
the Cost or WIP Account depending on the job type and a credit to a control account called
Overhead Allocation. For more on posting see Post Overhead Allocations (page 4-45).

At the same time, expenses are incurred for heat, light, supplies and other expenses. In
January, $25,000 may actually be spent for these expenses. By comparing the Overhead
Allocation account to the actual expenses, the company can determine that $5,000 more
overhead was expensed than allocated. This may have happened because volume in January
was less than expected or expenses were higher, or the initial estimate was incorrect. In any
case, the management of the company has more information with which to set prices and
control costs.

Prepare Overhead Allocations

Preparing allocations allows you to create overhead allocations on transactions in the
transaction activity table for a specified GL period and year assuming that the Project, Phase,
or Task in the specified period is not closed.

Certain transaction types are ignored for this computation. Transactions that are “On Order” or
“Unposted” are excluded by nature of the fact that no GL period has yet to be assigned. Project
Adjustment entries and prior Overhead Allocation entries are also excluded by design.

The computation is based upon the Overhead Allocation Code included in the Project setup
record. The combination of characteristics defined by the Overhead Allocation Code is applied
to the selected transactions and the resultant computation is placed in a temporary table for
review prior to committing the entry, i.e., posting.
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The computation can be made as many times as desired as long as the target Projects are not
closed. If unsatisfactory computations are discovered before allocations are posted, edit the
allocations correcting any problems with the allocations.

If allocations are prepared for the same period after an allocation is posted, the computation
will reflect only the incremental change resulting from corrections made to Overhead
Allocation Codes since the last allocation posting. This incremental change could be positive or
negative.

If a message appears that overhead allocations already exists when the Reset button is
selected, be sure that your intention is to recompute the allocations. If not, you should select
No in the verification dialog box, and post the existing overhead allocations.

This function performs three tasks. First, an overhead field in the transaction table for each
transaction is updated to the value of the current computation amount. Second, a summary
entry for each project, phase or task is placed into the activity table with a source of either TO
for Time Overhead or MO for Material Overhead. Third, a General Ledger entry is created from
the summary entries and posted.

Posting Overhead Allocations

The General Ledger accounting for overhead allocations is as follows for all Project types except
Job Costing Projects:

Costs
Cost Overhead Allocation
DB CR

The General Ledger accounting for overhead allocations is as follows for Job Costing Projects:

Costs
WIP Overhead Allocation
DB CR

Income is not accrued on overhead allocation costs. However, for Billable Projects that are not
Fixed Fee, an income amount can be assigned during Transfer Billings processing, or in the Edit
Billings function. Any income assigned to an overhead allocation entry will be treated as a
write-up.
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POST OVERHEAD ALLOCATIONS

Use the Post Overhead Allocations function to prepare, edit, print, and post overhead
allocations.

To Post Overhead Allocations, follow these steps:

1. Select Post Overhead Allocations from the Transactions menu.

Post Overhead Allocations Menu

| Project Costing <||
Interactive Views
[ Transactions
Time Ticket Entry
Time Ticket Joumal
Transactions
Transaction Joumal
FPost Transactions
Billing
Management Reports
Project Adjustments
Periodic Processing
Productivity Reports
Setup and Maintenance
Master Lists
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Post Overhead Allocations Screen

| PCPast Overhead Allocations [¢3| |

P Post | [ Activity | Reset

Prepare | Preview

Custo... Projec | Task ... | Phase.. | Trans.. | Fiscal.. |Fscal. | Aloc.. Type Quantity | Ext Cost | Previo... | Cume. Cument ...
B Atooe ] : . 832
| Atoos Go Live  Install Install 7/26/2010 2010 7 STD Time 4000 2,600.00 000 424200 434200
| atoos Go live  Design Design 7/26/2010 2010 7 §TD Time 2000 1.400.00 000 233300 233300
- |Bet023 FiedFee  Install Install 7/26/2010 2010 7 5TD Time 2500 162500 000 271375 271375
| Betoz3 FixedFee  Design Design 7/26/2010 2010 7 5TD Time 4000 2.800.00 000 467600  4.676.00
| Betoz3 FixedFes 7/26/2010 2010 7 STD Time 4000 283400 000 483298 4383292
| atoos Go Live 7/26/2010 2010 7 §TD Time 15.00 1,085.25 000 181237 181237
| atoos Go Live  Install Install 7/26/2010 2010 7 STD Time: 16.00  1,040.00 000 173680  1.736.80
| |atoos Golive  Design Design 7/26/2010 2010 7 5TD Time 12.00 240.00 000 140280  1.402.80
| Betoz3 Prospect  Build 7/26/2010 2010 7 STD Time 10.00 72350 000 120825 120825
| Betoz3 Prospect  Build Design 7/26/2010 2010 7 §TD Time 16.00  1,040.00 000 173680  1.736.80
|| Bet023 Prospect  Build Design T/26/2010 2010 7 5TD Time 12.00 2840.00 0.00 1.402.80 1.402.30
| atoos Go Live  Install Install 7/26/2010 2010 7 5TD Time 10.00 72350 000 120825 120825
| atoos Go live  Design Design 7/26/2010 2010 7 STD Time 10.00 379.00 0.00 63293 632.93
| atoos Job Cost  Build Build 7/26/2010 2010 7 STD Time 2000 1.447.00 000 241643 241649
| Atoos Job Cost  Install Install 7/26/2010 2010 7 STD Time: 4000  2,600.00 000 4324200 434200
| |atoos Job Cost  Design Design 7/26/2010 2010 7|5TD Time 4000 2.200.00 000 467600  4676.00
| atoos Admin Design Design 7/26/2010 2010 7 STD Time 2000 1.447.00 000 241643 241649
il A003 MNon-Bill Design Design 7/26/2010 2010 7| 5TD Time 2000 1.447.00 0.00 241649 241645
30,625.25 0.00] 51,144.18 51,144,138 |

3. Click the Prepare command button to display the Overhead Allocations calculated from
posted Transactions.

4. Edit the Overhead Allocations as necessary.

5. Click Post and the Overwrite Overhead Allocations screen appears.

Overwrite Overhead Allocations Screen
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6. Select the Overwrite check box to edit the Transaction Date for Allocation Entries and the
Fiscal Period/Year.

7. If you have selected the Overwrite check box, change the Transaction Date for Allocation
Entries to the date you want displayed as the Overhead Allocation Transaction date.

8. If you have selected the Overwrite check box, change the Fiscal Period/Year to the Period
and Year to which you want the Overhead Allocation Transactions to post.

9. Enter Comments about the Overhead Allocations posting.
10. Select a command button:

e Click OK to begin processing. A message appears when the post completes
successfully. After you click OK to close this message box, the Post Overhead
Allocations Log appears.

Command Buttons
Name Description

Post Executes the post.

Opens the Activity dialog box to allow you to

Activit .
y reprint post logs.
Return the value of all fields on the list or
Reset .
report screen to their default values.
Prepare the Overhead Allocations for
Prepare .
posting.
. Preview the prepared overhead allocations
Preview

to your monitor.
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Activity Log
Use the Activity Log to view all post activity for administrative purposes.

Activity Log Dialog Box

F = b
(=] Activity Log [E=NEER
HI K 4 1of2 b M (b X |[A 9 |[& @ = |Ba @

:.F‘ost Run Hun Time v :.Description :.User D :.Comments :.F‘rirrt Log

BY 20100726 164538 7/26/2010 11:45 AM PC Post Overhead Allocati... |ke

_521]100?26164228 7/26/2010 11:42 AM PC Post Overhead Allocati... kenth i
Name Displays
Post Run The system assigned post run ID.
Run Time The date and time the post was made.
Description The post description.
User ID The user who performed the post.

The comments, if applicable, entered in the

mmen .
Co ents Comments field.

Print Log QuitDanversmn of the original log file if you click the ...

NOTE: Refer to the Reporting section in the General Information guide for more
details on print options and selections when previewing the report.
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Continental Products Unlimited Fage 1
Post Overhead Allocations
Comments
GL Entries 20100726164228
Posted to Fiscal Year 200
Fiscal Period T
Reference Description GL Account Debit Credit
Crverhead Alloc Prospect Bat023 00-D00-5030 1.736.80
Creerhead Alloc Prospect Bet0Z22 D0-D00-5030 1.402.80
Crverhead Allec Prospect Bet022 D0-D00-5110 1,736.80
Crverhead Alloc Prospect Bat023 00-D00-5110 1.402.80
Creerhead Alloc Prospect Bet022 D0-D00-5030 1,208.25
Cverhead Alloc Frospect Be1022 00-000-5110 1.208.25
Crverhead Alloc Go Live ARDDE (D0-D00-5030 483258
Creerhead Alloc Go Live ARDIE O0-D00-5030 181237
Overhead Alloc Go Live ARDDE 00-D00-5110 483258
Crverhead Alloc Go Live ARDDE 00-D00-5110 1.812.37
Creerhead Alloc Go Live ARDDE D0-D00-5030 2,338.00
Crverhead Alloc Go Live ARDDE (O0-D00-5030 1.402.80
Crverhead Alloc Go Live ARDDE DO-D00-5030 632.53
Crverhead Alloc Go Live ARDDE O0-D00-5110 2,338.00
Cverhead Alloc Go Live ARDDE 00-D00-5110 1,402.80
Crverhead Alloc Go Live ARDDE 00-D00-5110 63293
Cverhead Alloc Go Live ARDDE 00-000-5030 4,342.00
Crverhead Alloc Go Live ARDDE (D0-DO0-5030 1.736.80
Creerhead Alloc Go Live ARDDE O0-D00-5030 1.208.25
Creerhead Alloc Go Live ARDDE O0-D00-5110 4,242.00
Crverhead Alloc Go Live ARDDE 00-D00-5110 1.736.80
Crverhead Alloc Go Live ARDDE D0-D00-5110 1,208.25
Cverhead Alloc FiedFes Ba1l23 00-000-5030 4,832.58
Crverhead Alloc FixedFes Batd23 00-D00-5110 483258
Crverhead Alloc FixedFes Bot0Z2 (D0-D00-5030 4 676.00
Overhead Alloc FixedFes Bot023 00-000-5110 4,676.00
Crverhead Alloc FixedFes B=tD22 (D0-D00-5030 271375
Creerhead Alloc FixedFes Bot0Z2 O0-D00-5110 271375
Cverhead Allos Job Cost ARDDE 00-D00-1210 2.416.49
Crverhead Alloc Job Cost ARDIE D0-D00-5110 2,416.43
Overhaad Alloc Job Cost AkDIE OO-D00-1210 4 676.00
Overhead Alloc Job Cost ARDDE 00-000-5110 4,676.00
Crverhead Alloc Job Cost ARDDE D0-DO0-1210 4.342.00
Creerhead Alloc Job Cost ARDIE D0-D00-5110 4,242.00
Crverhead Alloc Non-Bill ARD0E 00-D00-5030 2,416.43
Crverhead Alloc Non-Bill ARDDE D0-D00-5110 2,416.43
Creerhead Alloc Admin AXE O0-D00-5030 2,416.45
Crverhead Alloc Admin ARDXE 00-D00-5110 2,416.49
Total for Fiscal Period 7 51.144.18 51.144.18
Grand Total 51.144.18 51,144 .18
TIZE2040 11:42 AM *2* End of Report*** OPEN_SYSTEM Sikenthe
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USING THE BILLING MENU

Billing Overview

Use the functions on the Billing menu to mange project billing.

For Billable Non-Fixed Fee Projects, use the Billing functions to enter deposit amounts, prepare
and review billing transactions, place these transactions on hold or release them, transfer
billing information to create invoices and create Credit Memos for entire posted invoices from
history.

For Billable Fixed Fee and Job Costing projects, use the Billing functions to enter deposits, place
billing transactions on hold or release them, and identify what billing amounts are needed.
After you identify billing information for these Projects, transfer the billing information to print
invoices.

The Billing menu also contains functions to help you manage billing transactions and write-off
Speculative projects.

Billings Menu Functions

Use the Billings menu to perform the following functions:

e Use the Deposits (page 4-53) function to create an Accounts Receivable Cash Receipt
and send all other applicable Deposit information to the other areas of the systems.

¢ Use the Hold/Release Billings (page 4-59) function to place Billable and Job Costing
Projects, Phases, Tasks, and Transactions on a billing hold. The function lists Projects,
Phases, Tasks, and individual Transactions to which you posted Time Ticket or
Material Transactions so that you can hold or release them for billing purposes.

¢ Use the Transfer Billings (page 4-65) function to prepare billing transactions for
Billable and Fixed Fee Transactions. If you place a Project, Task, or Phase on hold, its
transactions are not included in processing. Likewise, if you place a billing hold on
Transactions, they are not included in processing.

¢ Use the Credit Memos (page 4-73) function to a Credit Memo for an entire invoice.

¢ Use the Unbill (page 4-77) function to automatically create a Credit Memo in Edit
Billings (page 4-81) for Items invoiced that you previously issued and posted using
the Post Billings function. You can use the Unbill function on the following billing
activity types: Time Ticket, Material, Other, or Expense.

Use the Edit Billings (page 4-81) function to allow users to edit Billing Transactions
and print online invoices.
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¢ Use the Print Invoices (page 4-93) function to print invoices for the Transactions

entered using the Transactions function.

¢ Use the Billing Journal (page 4-101) as an audit trail of the Billing Transactions in
Project Costing. Only unposted billings appear in the journal.

¢ Use the Post Billings (page 4-111) function to allow users to post billings to General
Ledger and Accounts Receivable History.
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Use the Deposits function to create an Accounts Receivable Cash Receipt and send all other
applicable Deposit information to the other areas of the systems. The Deposit transaction
entered into Project Costing will generate a Cash Receipt transaction in Accounts Receivable for
the Customer tied to the Project for which the deposit is entered. The invoice number for the
Cash Receipt will be the Project/Task ID the Deposit was applied to.

To use the Deposits function, follow th

ese steps:

1. Select Deposits from the Billing menu.

Deposits Menu

Project Costing

+

Interactive Views
Transactions
[= Biling

Deposit Invoices

Held/Release Bilings
Transfer Bilings

Credit Memos

Unbil

Edt Billings

Frirt Invoices

Biling Joumal

Daily Sales Tax Joumal
Post Bilings

Managemert Reports
Project Adjustments
Periodic Processing
Productivity Reports
Setup and Maintenance
Master Lists
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2. The Deposits screen appears.

Deposits Screen

| Pc Deposits @I_|
P OK | [ Activity | Reset

Project/Task FixedFéefDesign )]

Customer ID _BetOZ3

Phase Code Design

Deposit Date 7(265/2010 |+

Fiscalpd fvear | 7(0)| [2010

Payments
Deposit ID FEEEEF |%|  Currency ID uso
Amount 2,000.00 Exch Rate
Payment Method ID Check |#|| Currency ID usD

Bank Account ID
Check Mo

Edit,
Edit,
Edit,

L ©® N o U B~ W

10. Enter the applicable Payment Method information.

[FnBoDL
[25412

Select a Project/Task for which to make a Deposit from the Project/Task field.
if necessary, the Deposit Date in the Deposit Date field.

if necessary, the Fiscal Period in the Fiscal Pd field.

if necessary, the Fiscal Year in the Fiscal Year field.

Select a Deposit ID for the Deposit from the Deposit ID field.

Enter the Deposit Amount in the Amount field.

Select the method for payment from the Payment Method ID field.

The Payment Method ID list will come from the Accounts Receivable Payment
Methods entered in the Setup and Maintenance menu. For more information on
setting up Payment Methods refer to the Accounts Receivable Training Manual.
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11. Select a command button:

¢ Click OK to begin processing. A message appears when the deposit transaction
completes successfully. After you click OK to close this message box, you are

returned to the deposits screen.

Command Buttons

Name Description
OK Executes the generation of the deposit.
Activity Not available for this function.
Return the value of all fields on the list or
Reset .
report screen to their default values.

Activity Log
Use the Activity Log to view all post activity for administrative purposes.

Activity Log Dialog Box

1of3 b M|k X @A 9 |3 @ =3 [Ba @

7 | Description

| UserID

i Run Time

/26/2010 2:18 PM PC Deposits
:_i 20100715170037 7/15/2010 12:00 PM PC Deposits
J 20100714160555 7/14/2010 11:05 AM PC Deposits

AT =
kerth [
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Displays
Post Run
Run Time
Description

User ID

Comments
Print Log

NOTE: Refer to the Reporting section in the General Information guide for more
details on print options and selections when previewing the report.

Deposit Process

The Deposit transaction entered into Project Costing will generate a Cash Receipt Transaction
in Accounts Receivable for the Customer tied to the Project for which the deposit is entered.

The invoice number for the Cash Receipt will be the Project/Task ID the Deposit to which was
applied.

1. When Cash Receipts are posted the Deposit Cash Receipt will be posted as an unapplied
Cash Receipt to the Customer and invoice indicated above. See the Accounts Receivable
Training Manual for details on Cash Receipts and Post Cash Receipts.

2. Posting the Cash Receipt for a Deposit from Project Costing will generate the following GL
entries:

Cash Customer Deposit

DB CR

The Cash account will come from the Payment Method ID selected when entering the
Deposit transaction. The Customer Deposit account will come from the Customer
Deposit Account selected in the Business Rules for Project Costing.
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3. The Deposit is applied using the Transfer Billings (page 4-65) function.

¢ For Billable Non-Fixed Fee Projects, use the WIP tab, and the Deposits tab (page
4-67) to enter the Deposit to the Project/Task using the Deposit Applied column.

¢ For any Fixed Fee Project the Deposit is applied using the Deposit Applied column on
the Fixed Fee tab (page 4-68).

4. The Edit Billings (page 4-81) function will show the Deposit Applied to the invoice on the
Deposits tab (page 4-84). The invoice printed will also show the Deposit applied at the
bottom of the invoice.

5. When the Post Billings (page 4-111) function is run the following Accounts will be posted to
for the Deposit amounts applied to invoices:

Customer Deposit Accounts Receivable

DB CR

The Customer Deposit Account will come from the Customer Deposit Account selected
in the Business Rules for Project Costing. The Accounts Receivable Account will come
from the Accounts Receivable Distribution Code entered for the invoice. The default
will be the Distribution Code assigned to the Customer, but can be changed for the
invoice.
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HOLD/RELEASE BILLINGS

Use the Hold/Release Billings function to place Billable and Job Costing Projects, Tasks, Phases,
and Transactions on a billing hold. The function lists Projects, Tasks, Phases, and individual
Transactions to which you posted Time Ticket or Material Transactions so that you can hold or
release them for billing purposes.

If you place a Billable Non-Fixed Fee Project, Task, or Phase on hold, you cannot prepare or
transfer Transactions for that Project, Task, or Phase for billing, using the Prepare Billings
function. These restrictions prevent Transactions you place on hold from being billed.

You can place both the billing portion and individual activity of a Project/Task on hold.
Billing a Project or Task

You can bill a Project or Task if:
e A Customer is assigned to the Project.
e The Status is not Complete.
e The Billable check box is selected.

¢ The Speculative check box is not selected.
Billing an Activity

You can bill an Activity if:
¢ The Project/Task associated with the Activity can be billed.
e The Activity Status is Posted.

e The Activity Type is: Time, Material, Expense, Deposit, or Other.
Rules for Projects and Phases on Hold

¢ All Project Statuses are set to Release by default when you enter them.

e If you place a Project on Hold, all its Tasks and Phases are automatically placed on
Hold.

e If you switch a Project's Status from Hold to Release, all its Phases/Tasks are
automatically set to Release.

¢ You cannot release an individual Phase/Task if its Project Status is set to Hold.
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¢ If you need to release a single Phase/Task, you must Release the entire Project. You
can then place individual Phases/Tasks on Hold, if necessary.

¢ If you Release a Project, you can set all its Phases/Tasks to either Hold or Release.
Transaction Sources and Charge Types

¢ The Reference column indicates the transaction source: TT appears for posted Time
Ticket transactions, the Accounts Payable/Purchase Order Receipt or Invoice number
appears for Material Transactions, the Item ID appears for Materials Requisitioned
from Inventory, and TO or MO appears for Time or Material Overhead Allocations.

¢ The Resource ID column indicates the type of charge: if it contains an Employee ID,
the charge is for Time; if it contains a Vendor ID, the charge is for Materials; if it
contains MATREQ, it is for Items Requisitioned from Inventory; if it contains OH
ALLOC, it is for Overhead Allocations.

To use the Hold/Release Billings function, follow these steps:

1. Select Hold/Release Billings from the Billing menu.

Hold/Release Billings Menu
R

Project Costing <
Interactive Views
Transactions
= Billing

Depost Invoices

Deposts

Transfer Bilings

Credit Memos

LUnbill

Edit Bilings

Prirt Invoices

Billing Joumal

Daily Sales Tax Joumal

Post Billings
Management Reports
Project Adjustmerts
Periodic Processing
Productivity Reports
Setup and Maintenance
Master Lists
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2. The Hold/Release Billings screen appears.

Hold/Release Billings Screen

| PC HoldRelease Bilngs (£ |
P OK | [ Activity | Reset

Apply Filter ? [EI
And &
Customer ID i Customer Name Project ID Hold
» |E At008 Altos Servers Comparty 025582 =

Phase Code

Desian

| insta Instal &

Install (=
| |@ akoos Altos Servers Company Go Live ]
| |@ Aoos Altos Servers Company Job Cost =
@ Bet023 Beta Dynamics Inc. FoedFes &)

| Transaction Date | Type

Resource 1D Reference

3. Use the Data Filter to select the range of filtering options or leave the filter blank to include
all available data.

4. Select the Hold check box, if applicable, to place the selected Projects/Tasks/Transactions
on Hold.

5. To expand a Project to see the Task Code for the Project click on the Plus (+) sign next to the
Project.

6. To view the Activity for a Project or Task/Phase click on the record for which you want to
view the activity, and you will see a list of Transactions that have been posted for the Project
or Task/Phase.

NOTE: Clearing the check box releases the Project/Task/Transaction after clicking
OK.
.0 0.0 0 0.0 0 000000000 0000000 0000000000000 0000000000000000000000000000010

7. Select a command button:

e Click OK to begin processing.
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Command Buttons

Name Description

Executes the hold or release of the

oK project/task/phase or activity.
Activity Not available for this function.

Return the value of all fields on the list or
Reset

report screen to their default values.

Activity Log
Use the Activity Log to view all post activity for administrative purposes.

Activity Log Dialog Box

-
5] Activity Log =5
HI K 4 1ofZ b M (b0 X |[A 9 |[& @ = B @
. | . Run Time v . Description . User ID . Comments . Prirt Log -i

7/26/2010 3:50 PM PC Hold/Release Bilings

7/26/2010 3:50 PM PC Hold/Release Bilings kenth | |
7/26/2010 3:31 PM PC Held/Release Bilings kenth | |
7/26/2010 3:30 PM PC Held/Release Bilings kenth | |
7/26/2010 220 PM PC Held/Release Bilings kenth | P
|1 7/26/2010 220 PM PC Hold/Release Bilings kenth | |
| |20100726192032 7/26/2010 2:20 P PC Hold/Releass Bilings  kerth —

4-62 Project Costing



USING PROJECT COSTING
Hold/Release Billings

Displays
Post Run
Run Time
Description

User ID

Comments

Print Log

NOTE: Refer to the Reporting section in the General Information guide for more
details on print options and selections when previewing the report.
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Use the Transfer Billings function to prepare Billing Transactions for Billable and Fixed Fee
Transactions. If you place a Project or Task/Phase on Hold, its Transactions are not included in
processing. Likewise, if you place a Billing Hold on Transactions, they are not included in

processing.

After preparing billings, you can specify Deposit amounts to apply or Fixed Fee amounts to bill.
You can then select billing activities to transfer to Billing Transactions.

To use the Transfer Billings function, follow these steps:

1. Select Transfer Billings from the Billing menu.

Transfer Billings Menu

| Project Costing

<

Interactive Views
Transactions
[= Biling

Deposit Invoices

Deposits

Hold/Release EBilings

Credit Memos

Unbil

Edt Bilings

Frirt Invoices

Billing Joumal

Daily Sales Tax Joumal

Post Bilings
Management Reports
Project Adjustments
Periodic Processing
Productivity Reports
Setup and Mairtenance
Master Lists
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2. The Transfer Billings screen appears.

Transfer Billings Screen WIP/Activity Tab

\ PC Transfer Bilings (€3] |
[ Transfer | [ Activity | Reset | Prepare | Preview
Data Filter "W

And

Batch Code |Kent =]
Save | Refresh Activity | Select All | Unselect All | Select By Range | Write Off

| WP | FxedFee |

| Acivity | peposit |

|| Selected | Customer 1D | Project ID | PhaseCode | TaskCode | Resource ID | Location|D | Descripion | Unit | Activity B¢ P.. | GlyBiled | Bd Price
I ER 025582 Buid Build Erpense MNDOD1 Froject Epen... EA i 500.00 10000 500.00
M mwone 025582 Buid Buid 200100 MNDOD'1 Fumace EA 75888 10000 75888
¥ A0 025582 Buid Buid 200200 MNDOD' Water Heater  EA 90000 20000 900.00
w0 025582 Buid Buid 200400 MNDODT Wter Sotener EA 509,60 20000 50960
A 025582 Buid Buid 800001 MNDOD1 Walpaper -C... ROLL 7040 1.0000 7040
vl Ao 025582 Instal Instal 200300 MNDODT B Condtioner  EA 85000 2,0000 85000
B NewBLikd Design Design BOU0T HOUR 2500 52500
E -z-—mnz-——m-—
B NewBuid Build Program DOUBLAGDD0T HOUR 14500 145.00

3. Use the Data Filter to select the range of filtering options or leave the filter blank to include
all available data.

4. Select a billing Batch Code from the Batch Code field.
5. Click the Prepare button, on the toolbar, to prepare billings.

6. Click the Refresh Activity button to refresh the list of Transactions prepared for the
Project/Task/Phase.

7. Select the WIP tab to Prepare Billings for General projects with the Billable box checked.
8. The Customer ID, Projects/Phases/Tasks that meet the filter criteria are displayed.

9. The the Activities for a Project or Task/Phase that have been Prepared are displayed.

10. Edit the Qty and Ext Price fields if needed.

11. Select the Selected check box for those transactions you want to transfer to invoices.
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Transfer Billings Screen WIP/Deposits Tab

Batch Code ErKent [

Save Refresh Activity | Select All | Unselect All | Select By Range | Write Off
| WEp | Fixed Fee |

[ Actuity | Depesii |
Customer ID Project ID Phase Code Task Code Total To Bil Deposit Total Deposit Available Deposit Applied ‘IE
At008 025582 Buid Buid 273888 0.00 000 000
| | Atoos 126582 e P 0.00 0.00 0.00 0.00
| mooe 025582 Other Distib 000 0.00 000 00| |
| mooe 025582 Instal Install 25000 .00 0.00 000 |
| mooe 025592 Program 000 0.00 000 000
|| moos 025582 Other Program 0.00 0.00 000 0.00
| Awoos NewBuld 0.00 7.000.00 512500 0.00
| anoos NewBuid Design Design 92500 .00 000 000|—
| |Atoos NewBuid Buid Distib 62500 0.00 000 000
| Anoos NewBuid Buid Program 145.00 0.00 000 000
| Atoos NewBuid Punch Punch 000 0.00 000 000
|| Ao08 NewBuld Buid QA 000 0.00 000 000
| Agu2s DAC Mods 000 10,000.00 10,000.00 000
_NgDZG DALC Mods Design Design 0.00 1.000.00 1.000.00 0.00
S DAC Mods Cther Distib 0.00 0.00 000 000 |

12. Select the Deposits tab to view Project and Deposit information.

13. Enter the amount of the Deposit to apply, if there is a Deposit Available amount to apply,
into the Deposit Applied box for the Project/Phase/Task.
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Transfer Billings Screen Fixed Fee Tab

| e Tanstersings (5

B Transfer | 7] Activity | Reset | Prepare | Preview
Data Filter "W

And

Batch Code |Kent ||
Save | Refresh Activity | Select All | Unselect All | Select By Range | Write Off

| WP ‘ Fixed Fee ‘

| | customer I | Project ID | Phase Code  Task Code | Fueed Fee | FwedFee Aval. | FxedFeetoBil | DepostTotsl | Deposit Avaiable | Depost Aplied
P
| @ moos FicedFee Build Build 4,000.00 0m 0m 3,000.00 0m 0.00
| |m anoos FicedFee Design Design 10,000.00 om om 1.000.00 om 000
| = s FuedFee install install 500000 oo o oo o 000
| |m axooa FucsdFee Other Other 10,000.00 om om om om 000
008 FivedFee Punch Punch 250000 (i1} (i) o o 000
| @ Ad0a0 TrainingPr 0.00 0.00 000 000 000 000
@ mand TrainingPr Build Build 500000 (i) (i) om0 (i) 00
I ‘ Fod040 TrainingPr Design Design 5,000.00 0.00 0.00 0.00 0.00 0.00

14. Select the Fixed Fee tab to prepare billings for General Projects with the Billable and Fixed
Fee boxes checked, and for Job Costing type Projects.

15. The Customers, Projects, Phases and Tasks that meet the filter criteria are displayed.

16. The remaining amount left to be billed from the original Fixed Fee amount will default into
the Fixed Fee to Bill amount field. Accept this amount or edit it to the amount you want to
transfer to an invoice in this transfer run.

17. Enter the amount of the Deposit to apply, if there is a Deposit Available amount to apply,
into the Deposit Applied box.

18. To view the Activity for a Project or Task/Phase click on the Plus (+) sign next to the
Customer/Project/Phase/Task to view the Activity, and you will see a list of billings that have
been prepared for the Project or Task/Phase.

19. Select the Selected check box for those transactions you want to change the status to
Work In Process. The Items will not be transferred to the invoice, but the Status of the
activity will be changed to WIP.
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NOTE: Clearing the check box excludes the project/task/transaction after clicking
Transfer.

O 0 0 .0 0 0 0.0 000000 000000000000 000000000000000000000000000000000000000010
20. In the billing transaction area toolbar, select a command button:

Command Buttons
Name Description

Save any changes made to the billings

Save
prepared.

Refresh Activity Add new activities to prepared billings of the
selected batch.

Select All Select all of the rows.

Select None Unselect all of the selected rows.

Select the rows within the date range

Select By Range specified.

Change the gty and ext price amounts to 0

Write Off for the selected activities.

Select by Range Screen

Select By Range
Date From |l
Date Thru |2
| | OK | | cancel | I

¢ Select the Date From for which you want to select the Transactions to Transfer
Billings.

¢ Select the Date Thru for which you want to select the Transactions to Transfer
Billings.

e Click OK to filter for the selected date range.
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21. From the toolbar at the top of the screen, select a command button:

¢ Click Transfer to begin processing.

Command Buttons

Name Description
E . .
Transfer xecutes the tr.ansfer of prepared billings to
billing transaction.
Activity Not available for this function.
Return the value of all fields on the list or
Reset -
report screen to their default values.
Prepare Prepare billings for the selected batch.
. Previ t of the displayed billings t
Preview review a report of the displayed billings to

your monitor.

Transfer Billings Screen

-
Transfer Billings

| Consolidated Biling

|| Hold
Fiscal PeriodfYear B ¢| .2011

Comments

| ok || cancel |

When you click on the Transfer button the Transfer Billings screen appears.

¢ Select the Consolidated Billing check box to consolidate billings. If you have multiple
Projects for the same Customer, you can have them combined into one invoice for all
Projects for the Customer, rather than one invoice for each Project (if unchecked).

¢ Select the check box to put the billings transferred on Hold, to be reviewed before
further processing.

¢ Accept the default Fiscal Period/Year or edit the Period and Year to which you want
your invoices posted.

¢ Click OK to execute the Transfer Billings.
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¢ Once the billings have been successfully transferred the billing transfer log will
appear.

Activity Log
Use the Activity Log to view all post activity for administrative purposes.

Activity Log Dialog Box

(3 Activity Log =]
=] | 1of7 b M X A9 |&® =@
| Post Run Run Time v Description User ID Comments Prirt Log
__) 2010329174131 3/29/2011 1241 PM PC Transfer Bilings
I ;2{]101221220912 12/21/2010 4:09 PM PC Transfer Bilings kenth | o
3 20101203210417 12/3/2010 3:.04 PM PC Transfer Bilings kenth | 7]
TZD‘ID‘I‘IMHG?DS 11/4/2010 9:37 AM PC Transfer Bilings kenth | J)
3 | 20101103211830 11/3/2010 418 FM PC Transfer Bilings kenth | |
| 20101103193102 11/3/2010 2:31 PM PC Transfer EBilings kenth | o
Zﬂ‘H}DEﬂﬁZﬂmﬁ B8/6/2010 3:45 PM PC Transfer Bilings kenth | 8l
Name Displays
Post Run The system assigned post run ID.
Run Time The date and time the transfer was made.
Description The transfer description.
User ID The user who performed the transfer.

The comments, if applicable, entered in the

mmen .
Co ents Comments field.

A PDF version of the original log file if you click the ...

Print Log button

NOTE: Refer to the Reporting section in the General Information guide for more
details on print options and selections when previewing the report.
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Transfer Billing Log

Continental Products Unlimited

Transfer Billing

Page 1

Fiscal Period / Year 712010
Comments
Type Customer ID Project ID Phase Code Task Code Deposit Applied Fixed Fee Applied
WIP Alt00a 025582 0.00 0.00
Resource ID Location ID Description Activity Date Qty  Unit Activity Ext Price Qty Billed Ext Price
Overhead allocation TI26/2010 0.0000 0.00 0.0000 0.00
WIP Alt00a 025582 Build Build 0.00 0.00
Resource 1D Location ID Description Activity Date Qty  Unit Activity Ext Price Qty Billed Ext Price
Overhead allocation TI26/2010 0.0000 0.00 0.0000 0.00
WIP Alt008 025582 Install Install 0.00 0.00
Resource ID Location ID Description Activity Date Qty  Unit Activity Ext Price Qty Billed Ext Price
Overhead allocation Ti26/2010 0.0000 0.00 0.0000 0.00
WIP Alt00a 025582 Instal 0.00 0.00
Resource 1D Location ID Description Activity Date Qty  Unit Activity Ext Price Qty Billed Ext Price
MEMO36 MMO001 microSD Memory Card 72172010 0.0000 EA 0.00 0.0000 0.00
Expenses Misc Expenses 72172010 1.0000 EA 150.00 1.0000 150.00
Other Other Costs 72172010 1.0000 EA 200.00 1.0000 200.00
COM100 MMO001 Multimedia Desktop 72212010 1.0000 EA 465.00 1.0000 465.00
MEMO36 MMO001 microSD Memory Card T2272010 5.0000 EA 100.00 5.0000 100.00
Overhead allocation T126/2010 0.0000 0.00 0.0000 0.00
Overhead allocation TI26/2010 0.0000 0.00 0.0000 0.00
WIP Alt008 Go Live 0.00 0.00
Resource 1D Location ID Description Activity Date Qty  Unit Activity Ext Price Qty Billed Ext Price
Overhead allocation TI26/2010 0.0000 0.00 0.0000 0.00
WIP Alt008 Go Live Design Design 0.00 0.00
Resource ID ocation ID Description Activity Date Qty  Unit Activity Ext Price Qty Billed Ext Price
GEROOT Ti20/2010 10.0000 HOUR 1,250.00 10.0000 1,250.00
Overhead allocation TI26/2010 0.0000 0.00 0.0000 0.00
wiP Alt008 Go Live Install Install 0.00 0.00
Resource ID Location ID Description Activity Date Qty  Unit Activity Ext Price Qty Billed Ext Price
BOUOOM T/20/2010 10.0000 HOUR 1,850.00 10.0000 1,850.00
CoM100 MNO001 Multimedia Desktop 72002010 2.0000 EA 3,360.00 2.0000 3,360.00
SFM100 MMO001 Software Applications/Multimedia TI20/2010 2.0000 EA 4125 2.0000 41.25
Overhead allocation TI26/2010 0.0000 0.00 0.0000 0.00
Cverhead allocation Ti26/2010 0.0000 0.00 0.0000 0.00
Owerhead allocation TI26/2010 0.0000 0.00 0.0000 0.00

7/26/2010 4:22 PM

OPEN_SYSTEMSkenthe
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Use the Credit Memos function to create a Credit Memo for an invoice. You may make the

Credit Memo for the full amount of the invoice or part of the original invoice.

Generating Credit Memos will credit a Project without crediting specific cost records that have
been invoiced using the Transfer Billings and Post Billings.

To use the Credit Memos function, follow these steps:

1. Select Credit Memos from the Billing menu.

Credit Memos Menu

| Project Costing £

Interactive Views
Transactions
[= Biling
Deposit Invoices
Deposits
Hold/Release Bilings
Transfer Bilings
Unbil
Edt Billings
Prirt Invoices
Billing Joumal
Daily Sales Tax Joumal
Post Billings
Management Reports
Project Adjustments
Periodic Processing
Productivity Reports
Setup and Maintenance
Master Lists
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2. The Credit Memos screen appears.

Credit Memos Screen

| PC Credt MeTsI@_|
P OK | [ Activity | Reset
Project/Task .NewEuiIdeesign 22
Phase Code Design
Customer ID |Alto0s
Credit Memo No

Original Invoice  |012100000169 ]

Date ' 3/29/2011 [
Billing Batch Code |Kent e
Amount ) 100.00
Description |Credit

w

. Select a Project/Task from the Project/Task field.

I

. Enter the Credit Memo Number in the Credit Memo No field. If you want to use the next
available invoice number as the Credit Memo number when printing invoices, leave this
field blank and the next available invoice number will be assigned when printing.

5. Enter the Original Invoice number in the Original Invoice field or select the Invoice from the
search box list. This would be the Invoice to which this Credit Memo will be applied. When
the Credit Memo is posted, it will be matched with this Original Invoice and act as a
payment in the open invoices.

[e)]

. Select a Date to associate with the Credit Memo from the Date field.

~

. Select the Billing Batch Code to associate with the Credit Memo from the Billing Batch Code
field.
NOTE: This field is only available if you selected Yes to Use Batch Processing in the
Business Rules function.
8. Enter the Amount for the Credit Memo in the Amount field. This can be for part of the
Original Invoice or for the full amount.
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9. Enter, if applicable, a Description for the Credit Memo in the Description field. This will
appear in the Item Description when viewing the Credit Memo in the Edit Billings function,

and on the printed Credit Memo.
10. Select a command button:
¢ Click OK to begin processing.

Command Buttons

Name Description
OK Process the Credit Memos.
Activity Not available for this function.
Return the value of all fields on the list or
Reset .
report screen to their default values.

Activity Log
Use the Activity Log to view all post activity for administrative purposes.

Activity Log Dialog Box

F N

(5] Activity Log [E=EER

HI K 4 l1ofd p M |»0 X |[[A (& & = |Ea @

_. Post Run Run Time v Description User ID Comments Prirt Log

b3 20100921180825 9/21/2010 1:08 PM PC Credit Memos

| 20100810151307 8/10/2010 10:13 AM PC Credit Memos kenth | |
| 20100805192555 8/6/2010 2:25 PM PC Credit Memos kenth | e —
20100727132341 7/27/2010 8:23 AM PC Credit Memos kenth | |
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Displays
Post Run
Run Time
Description

User ID
Comments

Print Log

NOTE: Refer to the Reporting section in the General Information guide for more
details on print options and selections when previewing the report.
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Use the Unbill function to automatically create a Credit Memo for an entire, or part of an
invoice that you previously issued using the Transfer Billings function, and posted, using the
Post Billings function. The Unbill function is available only for General, Billable Time and
Material Projects. You can use the Unbill function on the following Billing Activity types: Time

Ticket, Material, Other, or Expense.
To use the Unbill function, follow these steps:

1. Select Unbill from the Billing menu.

Unbill Menu

Project Costing +
Interactive Views
Transactions
B Biling

Deposit Invoices

Deposits

Hold/Release Eilings

Transfer Bilings

Credit Memos

Unbill

Edt Bilings

Print Invoices

Billing Joumal

Daily Sales Tax Joumal

Post Bilings
Managemert Reports
Project Adjustmerts
Periodic Processing
Productivity Reports
Setup and Maintenance
Master Lists
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2. The Unbill screen appears.

Unbill Screen

e |
P OK | [ Activity | Reset | Select All | Unselect All
Apply Filter %
.An.d.. -

»

Unbill Date 7/26(2010 |+ |

Batch Code |####2# |v|
| : Customer |D : Invoice Number Invoice Date : PO Number : Invoice Total |
|2 Atoos 071400000001 7/14/2010 il 159750
| | [a]seect  |ProjectD |PhaseC.. |TaskCode |kemiD | Location.. |Descrpti. |Qty [ Unit |BtPice |BdCost |
[s] @  ozmssz | 2000100 MNDOOT  Fumace | 1.0000 EA 5000 000
[ L oms:2 sl Install 200300 CADOD1  ArConditio... 1.0000 EA 50000 0.00
[ 025582 Instal 200200 CADDDT  Water Heater 1.0000 EA 50000 0.00
[a[select  |ProjectID |PhaseC. |TaskCode |hemID | Location.. |Descrpti.. |Gty [ Unit |Btpics |Etcot |
[s] @ o ' 150 MNDOOT  PumbingP.. 20000 PKG 181500 90753
=) 100 MNODD1  Blectrical P... 1.0000 PKG 34355 34355
| |m aoos 1 7/15/2010 19,669.49
| | Atoos 2 7/15/2010 447152
| |® Betoza 3 7/15/2010 8,025.00

3. Use the Data Filter to select the range of filtering options or leave the filter blank to include
all available data. Click Apply Filter to populate the grid.

4. Select a Date for which to associate the Unbill, from the Unbill Date field.
5. Select a Batch Code from the Batch Code field.

6. To expand a Customer record to see the Project/Task Code for the Customer’s invoice, click
on the Plus (+) sign next to the Customer ID.

7. Select the invoice ltems to process by selecting check boxes adjacent to the Project ID field.

You are not allowed to edit any of the fields displayed, Project ID, Phase Code, Task
Code, Item ID, Location ID, Description, Qty, Unit, Ext Price, or Ext Cost.
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8. Select a command button:
e Click OK to begin processing.
Command Buttons
Name Description
OK Begin processing the selected invoices.
Activity Dlspl'ay the Activity Log to view Unbill
activity.
Return the value of all fields on the list or
Reset .
report screen to their default values.
Check the Select box for all the activity
Select All . .
records to be unbilled for the data displayed.
Unselect All Clear the Select box for all the activity
records to be unbilled for the data displayed.
Activity Log
Use the Activity Log to view all post activity for administrative purposes.
Activity Log Dialog Box
(2] Activity Log - - [
HI K 4 1ofl b M |ks X | 4 @ = | @
_. Post Run Run Time 7 Description Comments Print Log

B 20100712164552

7/14/2010 11:45 AM

PC Unbil
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Displays
Post Run
Run Time
Description

User ID
Comments

Print Log

NOTE: Refer to the Reporting section in the General Information guide for more
details on print options and selections when previewing the report.
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EDIT BILLINGS

Use the Edit Billings function to allow users to edit billing transactions and print online
invoices.

This screen is patterned after the AR Transactions screen with a header area with Header,
Deposits, Adjustments, and Totals tabs at the top. The bottom of the screen is similar to the
Item Detail area of the Transactions screen with the Project, Phase, Task Codes, and Quantity
and Price information.

To use the Edit Billings function, follow these steps:

1. Select Edit Billings from the Billing menu.
Edit Billings Menu

Project Costing <
Interactive Views
Transactions
[= Biling

Deposit Invoices

Deposits

Hold/Release Bilings

Transfer Bilings

Credit Memos

Unbil

Edt Billing=

Print Invoices

Billing Joumal

Daily Sales Tax Joumal

Post Bilings
Management Reports
Project Adjustments
Periodic Processing
Productivity Reports
Setup and Maintenance
Master Lists
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2. The Edit Billings screen appears.

Edit Billings Screen

|Pc&d:ﬂa—.gs.@||
WM 4101 p M|ba X |[A 9D -

Transaction No (00000012 222

| Header | Deposts | Adustment | Totals |

BatchCode  |Kent [*|  Kentbatch
Location 1D |_ || ||
Sold To laoos

Altos Servers Company

Invoice Mumber | |

Invoice Date | 3/29/2011 v |

FO Number |

USING PROJECT COSTING

f =1 |53 @ | Update Print ~

Transaction Type EInvoioe e | Net Due Eg&ﬂ
SalesRepID1 [c1L [+ 00.

Percert | 100.00] [wIH
222

SalesReplD2  [15€ [v| Percent| 15.00| Biling Fomat | =
Tems Code LoaDise[w| 1% /10, Net 30

Distribution Code D001 [+
Tax Group 1D MN |:ij

Domestic Customer
|| Taxable

Fiscal Period/Year SE_H { EU_].E_|

PO Date L 3/29/2011 | | Gy I usD Exch Rate i_l—|l_1 ]
| Rem Credit |
Re-sequence »

Project ID Phase Code Task Code Description | Qty Billed | Unit Ext Price | Activity Date

500.00] 12/21/2010
025582 Build Buld Fumace 1.0000 EA 758.88 12/21/2010
0125582 Build Build Wiater Heater 2.0000 EA 900.00 1/31/2011
025582 Buld Build Viater Softener 20000 EA 509.60 1/31/2011
025582 Buld Build Wiallpaper - Corte... 1.0000 ROLL 70.40 2/2/2011
025582 Instal Install Air Condtioner 20000 EA 850.00 1/31/2011
NewBuid Design Design 50000 HOUR 925.00 3/29/2011
NewBuid Buld Distib 50000 HOUR 625.00 3/29/2011
NewBuid Build Program 1.0000 HOUR 145.00 3/29/2011

H4)|i4.| Record 10f 9 [u| ||| [= ¢

3. Select the Transaction No to work with. The list will contain the billings that have been

transferred using the Transfer Billings, Credit Memos and Unbill functions.

4. The Transaction Type and Net Due amounts are displayed and cannot be edited.

5. Click Update to unlock the transaction selected.
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Edit Billings
Edit Billings Header Tab

Transaction No |00000007 |nas Transaction Type |Invoice Met Due 6,955.00
_I:l-ggd-er_| Deposits || Adjustment || Totals |

Batch Code  |###ss# Default Batch SalesRep D1 [IsK Percent | 100,00 [ |Hald

Location 1D Sales Rep ID 2 Percent 0.00  Biling Format

Sold To Bet023 Beta Dynamics Inc. Tems Code MNet30 0% Disc. Net 30

Invoice Number Distribution Code | D001 Domestic Customer

Invoice Date 7/19/2010 |+ | Tax Group 1D WI [+ Taxable

PO Number Fiscal Period/Year 7 /2010

L0 tHe (o) Cumency ID UsD Exch Rate [1

(& Rem Credit - |

6. Select the Header tab and edit the information that needs editing. The fields available to
edit are the Batch Code, Invoice Number, Invoice Date, PO Number, PO Date, Sales Rep ID
1 and 2, Terms Code, Distribution Code, Tax Group ID, and Fiscal Period/Year fields.

7. Select the check box to put a billing on Hold. Clear the check box to release the billing.

The Hold check box will be selected if the Transfer Billings was set to put the billings on
Hold when transferring.

Select a Batch Code to change batches for a transaction from the Batch Code field.

0.0 0.0 0.0 0 0 0 000000 0000000000000 IOINIONNOONONNNONNNONNNNNNOYNNNONYNYNDOYNIODYIONDY
NOTE: This option is only available if you select Yes to Use Batch Processing in the
System Manager Business Rules. If you choose not to use batch processing,
transactions are applied to the main ###### batch.
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Edit Billings Deposits Tab

Transaction No éb0000016 |:I\_ Transaction Type f.Invoiae | Net Due [ 140.00";

| Header | Deposis | Adiustment | Totals |

| | Project ID | Phase Code | Task Code | Depostt Availsble | Deposit Applied |

143 |#4:[14| Record 1of 1 ikl |l | ok |i ot | 360 £

8. Select the Deposits tab to view and edit any Deposits applied to the Billing.

9. The only field available to edit is the Deposit Applied amount. Edit this amount or accept
the amount transferred from the Transfer Billings function.

If you want to edit the Deposit Applied click the blue up pointing triangle on the
toolbar at the bottom of the tab.

M| | 445 4| Record 1of 1 (bbb | ok || v | 26
Once you have finished editing the Deposit amount click the green check in the toolbar
at the bottom of the tab.

To delete the Deposit click the red minus sign in the toolbar at the bottom of the
screen.

To add a Deposit if available click on the green plus sign in the toolbar at the bottom of
the tab.
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Edit Billings Adjustment Tab

Transaction No |00000007 |nas Transaction Type |Invoice Met Due 6,955.00

| Header | Deposits | iy Totals |
Tax Location Tax Amount Adj
WI 455.00| | Sales Tax 455.00
0.00 Tax Adjustment 0.00| TaxClass |0 e
0.00 Net Sales Tax 455.00

0.00
0.00

10. Select the Adjustment tab if you want to make a sales tax adjustment to the selected
Billing.

11. In the Tax Adjustment field enter a positive or negative number for the amount to adjust
the sales tax.

12. Select the Tax Class to which the Tax Adjustment applies.

13. Select the Adj check box next to the Tax Location to which you want the adjustment
applied.
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Edit Billings Totals Tab

Transaction No (00000007

|_|: Transaction Type Einvoioe “ ] MNet Due [

Header | Deposts | Adustment | i

5,955.00|

Taxable

6,500.00

Nontaable

0.00]

455.00

Total Deposit Applied

0.00

i
|
Sales Tax |
|
Invoice Total |

6,955.00

14. Select the Totals tab to view your Taxable, Nontaxable, Sales Tax, Total Deposit Applied,
and Invoice Total amounts. These fields are for viewing only and cannot be edited.

Project Activity Summary

>

Re-sequence

»
| |ProectiD  |PhaseCode  |TaskCode  |Descipton |  GiyBiled |unt | GLAcat | BtPice |ActviyDate |
B oo

| | FucedFes Instal Instal 1.0000 1,000.00 7/19/2010

| FicedFes Build 1.0000

3,000.00 7/15/2010

{4 (4| Record 1of 3 |oh| ||| =4

15. Select the Project Activity area to edit the Items or Fixed Fee Billing records transferred
from the Transfer Billings function.

16. Edit the information you would like to edit in the summary mode.

In the summary mode you are allowed to edit the Qty Billed, Ext Price, and Activity
Date fields, all other fields are for display only.

Use the column chooser function to view additional fields in the summary grid mode.

4-86  Project Costing



USING PROJECT COSTING

Edit Billings
17. Select the Detail button » to view the Activity records in detail.
Project Activity Detail Item Tab »

| 1tems | Commission || Activity |

Project ID FixedFee GL Account

Phase Code Design TaxClass |0 |

Task Code Design Sales Cat |

Description Qty Billed 1.0000 Unit

Urit Price 2,500.0000|  ExtPrice 2,500.00

Additional Description
|| Zero Print

L B R L A S S |

18. Select the Items tab.
19. Edit the information that needs to be edited.

The fields available to edit are; Description, Additional Description, Tax Class, Sales
Cat, Qty Billed, and Ext Price.

20. Select the Zero Print check box if you want an activity Item, that has a zero Quantity or Ext
Price, to print on the Invoice. If Activity records have zero for the Quantity or Ext Price they
will be defaulted to not print on the invoice.

Project Activity Detail Commission Tab

| tems | | Activity |
Sales Rep ID 1 |GIL || Percent 100.00 Rate 9,000 Unit Cost 0.0000
Sales Rep ID 2 el Percent 0.00 Rate 0,000 Ext Cost 0.00
Commission Basis
Gross Profit Margin 100.00

L B R L A S S |

21. Select the Commission tab to edit Commission information for Sales Reps.

22. Select or edit a Sales Rep ID 1 or Sales Rep ID 2 to change or add a Sales Rep for the
Activity selected.

23. Edit the Percent for Sales Rep ID 1 and/or 2, to the Percent of the invoice to use for
commission calculation, or accept the default brought in from Transfer Billings.
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24. Edit the Rate for Sales Rep ID 1 and/or 2 to the Rate to use for Commission calculation, or
accept the default brought in from Transfer Billings.

25. Edit the Commission Basis, to change the Gross Profit Margin amount, for Commission
calculations for Sales Reps, using the gross profit method of Commission calculation.

Project Activity Detail Activity Tab

| trems | commission | Activity |

Resource ID |COM100 [ Activity Date | 7/20/2010 ||
Location ID |MNDOO1 Activity Qty 2,0000
Activity Unit Price 1,680,0000
Activity Ext Price 3,360.00

(L S

26. Select the Activity tab to view details on the Project Activity Item selected.

27. The Resource ID is displayed and will be the Item ID, Employee ID, or Expense or Other IDs
entered in the Transactions and Transfer Billings functions.

28. The Location ID will be displayed if the Item, Expense or Other record had a Location ID
entered in the Transactions and Transfer Billings functions.

29. The Activity Date, Activity Qty, Activity Unit Price, and Activity Ext Price are displayed
from information entered in the Transactions and Transfer Billings functions. These fields
can be edited on the Items tab or in the summary mode.

Use the toolbar at the bottom of the Project Activity area to move from record to
record or delete activity records.

L | L B

To move from record to record use the blue single or double arrows to move to the
first, previous, next or last record.

Click on the red minus sign to delete activity records.
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Rem Credit Dialog Box

Credit N - |

Credit Limit 10,000.00

Open Invoice Balance 28,651.76
Transaction Balance -18,269.52

Credit Available -381.94

Enter password and press [Overnide] to exit

= -
Password = | Overnde |

1. The Credit dialog box appears when the customer’s credit limit is exceeded or when you
click the Rem Credit button. When the customer’s credit limit is exceeded a warning symbol
appears next to the Net Due box & .

¢ The Credit dialog box will automatically display, if you selected Yes to the Accounts
Receivable Business Rule to Display Credit Limit Warning.

e If a password has been entered into the Credit Limit Password Business Rule, enter
the overriding password and click Override.

e If the credit window is closed without a password a dialog box is displayed stating
“Override password will have to be provided prior to saving the order.”

e |f the Credit Limit Password is left blank in the Business Rule, the password field and
override button are not displayed.

2. The customer’s Credit Limit, Open Invoice Balance, Transaction Balance, and Available
Credit appear.

3. The Billing is allowed to be processed even if the Customer is over the credit limit. A credit
limit of 0 means that the Customer has unlimited credit.

4. Close the Credit window to return to the Edit Billings screen.
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Print Online Invoices Dialog Box

F N
Print Invoice - - @

2 Print | [ Preview | Reset L]:‘n_lin]Output -

Report Currency Print Invoice

el || Federal Tax ID Date

Message 1002 |

1. The Print Invoices screen appears when you click Print and Invoice on the Edit Billings
screen.

$ee 2. If you use multi-currency, select the Print all in Base check box to print the invoice or credit
¥9£ memo in your company’s base currency; otherwise, clear the box to print the invoice in the
Customer’s currency. If you do not use multi-currency, this option does not appear.

3. To print the Federal Tax ID for the current company at the bottom of the invoice, select the
check box; otherwise, clear it.

4. The Invoice Date automatically appears. Enter the first invoice number.

5. Select a Message for the invoice.
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6. Select a command button:

Command Buttons

Name
Reset
Preview
Output

Print

USING PROJECT COSTING

Description

Set all fields to their defaults.
Preview the report on your monitor.
Output the report as a .pdf file and save it.

Print the report.

Edit Billings

NOTE: Refer to the Reporting section in the General Information guide for more
details on print options and selections when previewing the report.
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Online Invoice

Invoice
Continentd Products Undimited Page
4201 Dean Lakes Ehvd
q Shakopee MNESITS .
=1 | INITED STATES Invoice Date TH2010
{352)-402-5700 Invoice No
5 Bat022
o Beta Dynamics Inc. Total Due 6,955.00
Roger Egeiman
L 507 Rochester Drive
Fond Du Lac, W 53500
T
o
SL54 5L52 Due Date Disc Due Date Terms Description Customer PO No Order Date
JEK TH2010 THS2010 D%t Disc, Met 20
Type Resource Description Hrs | Gty Rate / Price Amount TX
Project: FedFes Fined Fes Project 6,500.00
Phase: 3.000.00
Tasck: Build In-housstasks 3,000.00
Fixed Fee Billing 1.0000 3,000.0000 300000 0O
Phase: Design Design and spec 2, 500,00
Tashk: Design Design and spec 2,500.00
Fixed Fee Billing 1.0000 2,500.0000 250000 0O
Phase: Instzll On-sietasks 1,000.00
Task: Install On-sietasks 1,000.00
Fixed Fee Billing 1.0000 1, 000.0000 100000 O
We appreciste your business.
Taxable Nontaxahle Sales Tax Total
6,500.00 0,00 455.00 6,955.00

Total Due 6,955.00
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Print Invoices

Use the Print Invoices function to print invoices from Billings generated using the Transfer

Billings function. This function is useful if you want to Print Invoices for several billings at once.

Use the Billing Journal (page 4-101) to determine which invoices to print.

You can also print an invoice when you edit the billing. Refer to the Print Online Invoices dialog
box (page 4-90) for more information. Invoices printed online are not printed using the Print

Invoices function.
To Print Invoices, follow these steps:

1. Select Print Invoices from the Billings menu.

Print Invoices Menu

Project Costing <
Interactive Views
Transactions
[= Billing

Deposit Invoices

Deposits

Hold/Release Bilings

Transfer Bilings

Credit Memos

Unbil

Edit Bilings

Billing Joumal

Daily Sales Tax Joumal

Past Billings
Management Reports
Project Adjustments
Periodic Processing
Productivity Reports
Setup and Maintenance
Master Lists
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¥dgee

2. The Print Invoices screen appears.

Print Invoices Screen

|| PcPrint Invoices [£3]. | =]
iz Print Ltbn]OLrtert - | [=1 Send .g: Preview | Reset | [ Activity = Search Document
Complete All of the Following: Print Invoice
[¥| PC Edt Bilings Completed [ Federal Tax ID Date 7/27/2017 ]
Report Currency Sort By Starting Number 11
(2] Print Allin Base Last Good Number 0[3)
Sequence Number
Message 1002 |
Batch List
T Defauk Betoh . |

3. Select the check box confirming that PC Edit Billings is Completed.

4. If you use multi-currency, select the Print All in Base check box to print all billings in base
currency (regardless of the currency in which they were entered). Clear the check box to
print invoices in the Customer’s currency. If you do not use multi-currency, this check box
does not appear.

5. Select the Batches for which you want to print invoices. Select the All button to select all
available batches. Select the None button to clear the check box for all selected batches.
This option is available only if you selected Yes to Use Batch Processing in the Business Rules
function (page 3-7) on the System Manager, Company Setup menu.

6. To print the Federal Tax ID for the current company at the bottom of the invoice, select the
check box; otherwise, clear the check box.

7. Select the Sort By criteria for Printing Invoices; Project or Sequence Number.
8. Enter the Invoice Date to be printed on the Invoices or Credit Memos.

9. Enter the Invoice Starting Number or use the default. The invoice number cannot include
letters.
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Invoice numbers entered during Edit Billings, except those entered for online
invoices, are overwritten by this function.

10. If you are reprinting invoices, enter the number of the Last Good Number that was printed
correctly. Print the Billing Journal (page 4-101) to serve as a record of invoice numbers.

11. Select a Message to print on the Invoices. The messages will come from the Accounts
Receivable, Setup and Maintenance, Invoice Messages function.

12. Select a command button:

Command Buttons

Name Description
Print Print the list or report.
Preview Disabled for this function.

Return the value of all fields on the list or

Reset .
report screen to their default values.
Outout Output the invoice to a file. Select the file
P type you would like the invoice output as.
Activity View the Activity done printing invoices.

Open the Archived documents search dialog
Search Document box. (Button only available when you select
Yes to Use Archive in the Business Rules.)

NOTE: Refer to the Reporting section in the General Information guide for more
details on print options and selections when previewing the report.

Activity Log
13. Use the Activity Log to view all post activity for administrative purposes.

Name Displays
Post Run The system assigned post run ID.
Run Time The date and time the post was made.
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Name Displays
Description The post description.
User ID The user who performed the post.
Comments The comments, if applicable, entered in the

Comments field.

A PDF version of the original log file if you click the ...

Print Log button

Activity Log
Use the Activity Log to view printing activity for administrative purposes.

Name Displays
Post Run The system assigned post run ID.
Run Time The date and time the printing was done.
Description The printing description.
User ID The user who performed the print.
Comments The comments, if applicable, entered in the

Comments field.

Print Log Not available for this function.

e Click the Plus (+) button next to the Post Run to view the Invoice(s) printed for the
selected printing.

¢ Click the Document button to preview the Invoice printed for the selected
Document No.
.0 0.0 0 0 0 0.0 0000000000000 0 0000000000000 00000000000000000000000000000010
NOTE: These options are only available if you selected Yes to Use Archive in the Busi-
ness Rules function.
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Activity Log Screen

[E] Activity Log =} - [m] X
HI N 43617 bp MW XA & @& 53 [ | Search Document
Post Run Run Time 7 Description User ID Comments Print Log

D 2017051514522 515/2017845AM Pt Invoice ert ' | —
a [ Document No Reference Document

BE AceDdl [ |

= 20170515134024 5/15/2017 8:40 AM Print Invoice kent | |
E\. Document No . Reference . Document

NE AtODS [ |

> EIETRAEEE I 5152017 8:35 am Prit Inveice kent (——
.C\ Document Mo Reference Documert

NE Arg026 I ]

. 20170511154639 51172017 10:46 AM Frint Invoice kent | |

20170511154619 51172017 10:46 AM Frint Invoice kent | |

20170511154458 51172017 10:45 AM Prirt Invoice leent | |

20170414164537 1/22/2015 11:45 AM Frint Invoice kent | |

20170414164354 1/22/2015 11:43 AM Prirt Invoice kent | |

. 20170414164338 1/22/2015 11:43 AM Prirt Invoice kent | |

20170413195820 142172015 258 PM Frint Invoice kent | |

. 20170413195704 1421/2015 257 PM Print Invoice kent | |

. 20170413195533 1/21/2015 2:55 PM Prirt Invoice kent | |

20170413135400 142172015 2:54 PM Print Invoice kent | |

20170413195202 1421/2015 2:52 PM Print Invoice ket | o)

20170413195045 1/21/2015 2:50 FM Prirnt Invoice kent | |

20170413154358 1/21/2015 243 PM Prirt Invoice kent | |

| 20170413154904 1/21/2015 2:49 PM Prirt Invoice kent | |

Search Document
Use the Search Document button to view archived Invoices. This button is only available if you
selected Yes to the Use Archive Business Rule (page 3-7).

Select the range of Filter Criteria to include in the View. Leave the filter criteria blank to
include all records. Click Apply Filter to populate the grid below.

Name Displays
Document The Invoice number printed.
Number
Run Time The date and time the printing was done.
Description The printing description.
Reference The Customer ID for which the invoice was printed.
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Name Displays
Form ID The type of form printed.
User ID The user who performed the print.
Host ID The workstation name used to print the invoice.

The comments, if applicable, entered in the

Comments Comments field.

Document Preview the original invoice printed.

Search Document Screen

[5] Search Document ] - ]
HIH 4000 p Mt X B9 | &= |Ba@
Apply Filter %2
i
| Document ... Run Time 7 | Description Reference Form ID User ID Host 1D Comments Document
> NN =/15/20178:45AM Pt Invoice  AceD01 ARINVOICE  kent KENTHEITK.. I
|32 5/15/201784DAM Pt Invoice  AODS ARINVOICE ket KENTHEITK. . [
31 5AB/2017836AM  Prirt Invoice  Arg026 ARINVOICE  kent KENTHEITK. .. [
|30 5/11/201710:46 A Prnt Invoice  ARDDBKH ARINVOICE  kent KENTHEITK 0
|23 5/11/2017 1046 AM  Pirt Invoice  ARODBKH ARINVOICE  kent KENTHEITK. . [
|28 5/1/201710:45 AM  Print Invoice ARODBKH ARINVOICE ket KENTHEITK. . I

[»)

1. The Print Invoices Total log appears automatically after printing invoices.

2. Invoice Totals (organized by currency if you use multi-currency) appear.
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Print Invoices .

Continental Products Unlimited Page 1

Print Invoices Total
Currency 1D Taxable Nontaxable Sales Tax Invoice Total
usD 15,075.00 0,00 1,022.38 16,087.38
Total Deposits Applied 0.00
Met Due 16.0687.38

Invoices Printed 3
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Invoice

Invoice
Continentd Products Undimited Page
4201 Dean Lakes Ehvd
q Shakopee MNESITS .
=1 | INITED STATES Invoice Date TH2010
{352)-402-5700 Invoice No
5 Bat022
o Beta Dynamics Inc. Total Due 6,955.00
Roger Egeiman
L 507 Rochester Drive
Fond Du Lac, W 53500
T
o
SL54 5L52 Due Date Disc Due Date Terms Description Customer PO No Order Date
JEK TH2010 THS2010 D%t Disc, Met 20
Type Resource Description Hrs | Gty Rate / Price Amount TX
Project: FedFes Fined Fes Project 6,500.00
Phase: 3.000.00
Tasck: Build In-housstasks 3,000.00
Fixed Fee Billing 1.0000 3,000.0000 300000 0O
Phase: Design Design and spec 2, 500,00
Tashk: Design Design and spec 2,500.00
Fixed Fee Billing 1.0000 2,500.0000 250000 0O
Phase: Instzll On-sietasks 1,000.00
Task: Install On-sietasks 1,000.00
Fixed Fee Billing 1.0000 1, 000.0000 100000 O
We appreciste your business.
Taxable Nontaxahle Sales Tax Total
6,500.00 0,00 455.00 6,955.00

Total Due 6,955.00
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BILLING JOURNAL

Print the Billing Journal before you Post Billings to check for mistakes and omissions. It also
serves as an audit trail of billing transactions. If you find incorrect transactions in the Billing
Journal, use the Edit Billings (page 4-81) function to edit them.

To print the Billing Journal, follow these steps:

1. Select Billing Journal from the Billing menu.

Billing Journal Menu

| Project Costing <||
Interactive Views
Transactions
[= Biling

Deposit Invoices

Deposits

Held/Release Bilings

Transfer Bilings

Credit Memos

Unbil

Edit Billings

Frint Invoices

Daily Sales Tax Joumal

Post Billings
Managemert Reports
Project Adjustments
Periodic Processing
Productivity Reports
Setup and Maintenance
Master Lists
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2. The Billing Journal screen appears.
Billing Journal Screen

| Pc siling Journal [é3). |

=]
i Print |[[0)Output - | [=3Send | |3 Preview | Reset
Data Filter 7 £
And
View Sort By Report Currency
Batch/Transaction Mumber |»| Print All in Base
Summary Customer ID |
i Invoice Number
|| Additional Description Fiscal Year Fiscal Period/GL Account
Project
Batch List
[ g | Al |
= Kent Kent batch
| None |

. Select the range of Filter Criteria to include in the journal or leave the fields blank to include
all available data.

. Select the amount of information to View in the journal. Summary or Detail versions of the
Journal.

5. To Print Additional Descriptions on the Journal, select the check box; otherwise, clear it.

6. Select the Batches to include in the journal. You will only see the available batches if you
have selected Yes to Use Batch Processing for transactions in the Business Rules. Select the

All button to select all available batches. Select the None button to clear the check box for
all selected batches.

7. Select the Sort By criterion for the journal; Batch/Transaction Number, Customer ID,
Invoice Number, Fiscal Year/Fiscal Period/GL Account, or Project.
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8. If you use multi-currency, these print options are available:
¥9ge

¢ To print transactions that were entered in the base currency, select the base
currency as the report Currency and clear the Print All In Base Currency box. Only
transactions that were entered in the base currency are printed on the journal.

¢ To print transactions that were entered in a currency other than the base currency,
select that Currency as the report currency. Only transactions that were entered in
the currency you select are printed on the journal.

¢ To print all transactions (regardless of the currency in which they were entered),
select the base currency as the report Currency and select the Print All In Base
Currency check box.

e TRAVERSE converts all transaction amounts from their original currency to the base
currency (if necessary), then prints all transactions, that meet your selection criteria,
on the journal.

9. Select a command button:

Command Buttons

Name Description
Reset Set all fields to their defaults.
Preview Preview the report on your monitor.
Output Output the report as a .pdf file and save it.
Send Email the report with the report attached as a .pdf file.
Print Print the report.

NOTE: Refer to the Reporting section in the General Information guide for more
details on print options and selections when previewing the report.
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Billing Journal

Billing Journal

Continental Products Unlimited

Fage 1

Billing Journal (Detail) usb
Sorted by Batch / Transaction No
Report Filter
View Additional Description No Batch List #HEER FRBIllLKH
Report Currency usD Print All In Base Currency Yes
Trans No Customer ID Trans Type Rep1 Terms Code Pd/Year Inveice No Inv Date PO No
Batch Code Name Rep2 Tax Group ID Original Invoice Ord Date
00000007 Betd23 Invoice J5K Met30 712010 4 Ti26/2010
HERTHE Beta Dynamics Inc. Wi
Project ID ftem ID Loc ID GL Account Unit aty Unit Cost Unit Price
Phase Code Description Tax Class Ext Cost Ext Price
Task Code
FixedFee 00-000-4100 1.0000 0.0000 2500.0000
Design 0 0.00 2,500.00
Design
FixedFee 00-000-4100 1.0000 0.0000 1,000.0000
Install 1] 0.00 1,000.00
Instal
FixedFee 00-000-4100 1.0000 0.0000 3,000.0000
1] 0.00 3,000.00
Build
Taxable Nontaxable Sales Tax Inv Total Deposit Amt Ext Cost Ext Price
Total for Trans No 00000007 6,500.00 45500 6,955.00 0.00 0.00 650000
00000008 AltD0S Invoice GJL Met30 72010 5 Ti26/2010
BEEHEE Altos Servers Company 5K MM
Project ID Item ID Loc ID GL Account Unit Qty Unit Cost Unit Price
Phase Code Description Tax Class Ext Cost Ext Price
Task Code
Go Live BOUOD1 00-000-1210 HCOUR 15.0000 72.3500 185.0000
1] 1,085.25 277500
Go Live GEROO1 00-000-1210 HCOUR 12.0000 70.0000 150.0000
Design 1] §40.00 1.800.00
Design
Go Live DCUBLADDOO 00-000-1210 HCOUR 16.0000 65.0000 125.0000
Instal 1] 1.040.00 2,000.00
Install
Taxable Nontaxable Sales Tax Inv Total Deposit Amt Ext Cost Ext Price
Total for Trans No 00000008 6,575.00 0.00 427.38 7,002.38 0.00 2,965.25 6,575.00

TI26/2010 2:39 PM

OPEN_SYSTEMS\kenthe
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DAILY SALES TAX JOURNAL

Use the Daily Sales Tax Journal for an additional audit trail. The Daily Sales Tax Journal shows

taxes collected and owed and is organized by Tax Location.
To produce the Daily Sales Tax Journal, follow these steps:

1. Select Daily Sales Tax Journal from the Billing menu.

Daily Sales Tax Journal Menu

| Project Costing

Interactive Views
Transactions
[= Biling

Deposit Invoices
Deposits
Hold/Release Bilings
Transfer Billings
Credt Memos

Unbill

Edit Bilings

Print Invoices

Billing Joumal

Daily Sales Tax Joumnal

Past Bilings

Management Reports
Project Adjustments
Periodic Processing
Productivity Reports
Setup and Mairtenance
Master Lists
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Daily Sales Tax Journal
2. The Daily Sales Tax Journal screen appears.

Daily Sales Tax Journal Screen

| PC Daily Sales Tax Journal [£3 |

=]

{2 Print | |[[jOutput - [=1Send | & Preview | Reset

Data Filter 7 E3
And
Batch List
[ [
[ Kent Kent batch ——
| None |

3. Select the range of Filter Criteria to include in the journal or leave the fields blank to include
all available data.

4. Select the Batches to include in the journal. You will only see the available batches if you
have selected Yes to Use Batch Processing for transactions, in the Business Rules. Select the

All button to select all available batches. Select the None button to clear the check box for
all selected batches.
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5. Select a command button:

Command Buttons

Name
Reset
Preview
Output
Send

Print

USING PROJECT COSTING
Daily Sales Tax Journal

Description
Set all fields to their defaults.
Preview the report on your monitor.

Output the report as a .pdf file and save it.

Email the report with the report attached as a .pdf file.

Print the report.

NOTE: Refer to the Reporting section in the General Information guide for more
details on print options and selections when previewing the report.
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Daily Sales Tax Journal

Daily Sales Tax Journal

Continental Products Unlimited Fagai
Daily Sales Tax Journal
Sorted by Tax Location
Report Filter
Batch List R Kent
Tax Loc Description Tax Auth TaxID GL Account Taxon Taxon
Freight Misc
MM Minnezota Staie MM 882-524123 01-000-2020 Mo Mo
Class Description Tax Pct Sales Sales Tax
Taxable Nontaxable Collected Calculated Owver/{Shorf
o Consumer Goods 6.600 -2,95000 0.00 -12.50 -12.50 0.00
Total for Tax Location MN -2,55000 0.00 -12.50 -12.50 0.00
Sales Tax
Grand Total Collected Calculated Over/{Shorf
-1250 -12.50 0.00
3/2/2012 12:40 PM == End of Report *** OPEN_5Y STEM5\kenthe
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POST BILLINGS OVERVIEW

When you Post Billings, open invoices are created for each Billing and Miscellaneous Credit
entry recorded as a billing. The Due Date for each billing is updated from the Invoice Date and
the number of due days for the Terms Code. The Discount Date is updated from the Invoice
Date and the number of discount days from the same Terms Code.

The system creates temporary tables to store Project activity entries and totals. As information
is posted, Project activity information is posted first, then totals are updated. When all Project
activities are posted summary GL entries are calculated.

If Project Costing interfaces with General Ledger, debit and credit entries are created in the GL
Journal. If detail information is posted, entries are made for each Project activity. If summary
information is posted, one entry is made for each Account. If the accounting period is closed,
you can either Edit Billings or use the System Manager Period Conversion function to open the
accounting period and then post the billings. See the Period Conversion function in the System
Manager Training Manual for more information.

Posting Billings also updates balance and sales fields in the Customers’ records. The Taxable
and Nontaxable totals from the billings and the Tax Collected update the Tax Location records
in System Manager.

When you post invoices for Billable Time and Material Projects (Non-Fixed Fee), entries are
made to these Accounts:

Accounts Receivable Income
Receivable Tax Liability Accrued Income Income wip
DB CR DB CR CR

The General Ledger Account in the Tax Location record determines the Tax Liability Account.
The Distribution Codes record from AR, determines the Receivable Account. The Accrued
Income, Income, and WIP Accounts come from the Project Costing Distribution Code assigned
to the Project/Task.
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When you post invoices for Billable Fixed Fee Projects, entries are made to these Accounts:

Accounts Receivable Income
Receivable Tax Liability Income
DB CR CR

The General Ledger Account in the Tax Location record determines the Tax Liability Account.
The Distribution Codes record from AR, determines the Receivable Account. The Income
Account comes from the Project Costing Distribution Code assigned to the Project/Task.

When you post invoices for Job Cost Projects, entries are made to these Accounts:

Accounts Receivable Income
Receivable Tax Liability Fixed Fee Billing
DB CR CR

The General Ledger account in the Tax Location record determines the Tax Liability Account.
The Distribution Codes record from AR, determines the Receivable Account. The Fixed Fee
Billing Account comes from the Project Costing Distribution Code assigned to the Project/Task.

When you post invoices the following Accounts will be posted to for the Deposit amounts
applied to invoices:

Customer Deposit Accounts Receivable

DB CR

The Customer Deposit Account will come from the Customer Deposit Account selected in the
Business Rules for Project Costing. The Accounts Receivable Account will come from the
Accounts Receivable Distribution Code entered for the Invoice. The default will be the
Distribution Code assigned to the Customer, but can be changed for the Invoice.

When Credit Memos are posted for each type of Project, the GL entries will be on the opposite
sides from the illustrations above.
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POST BILLINGS

Use the Post Billings function to allow users to Post Billings to General Ledger and Accounts
Receivable History.

Before you post, complete the following tasks:
e Complete Billing entry and print Journals and Invoices.

e If you have a multi-user system and are not using batch processing, verify no one
else is using the billings functions.

e Print the Billing Journal and Invoices (invoices cannot be reconstructed after they
have been posted).

The Transfer Billings function provides information for the Billing Journal. Posted
entries are cleared from these functions to make room for the next group of
entries.

To Post Billings, follow these steps:

1. Select Post Billings from the Billing menu.

Post Billings Menu

Praject Costing <
Interactive Views

Transactions

=l Biling

Deposit Invoices

Depasits

Hold/Release Bilings

Transfer Bilings

Credit Memos

Unbil

Edit Billings

Print Invoices

Biling Joumal

Daily Sales Tax Joumal
Managemert Reports
Project Adjustments
Periodic Processing
Productivity Reports
Setup and Maintenance
Master Lists
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Post Billings
2. The Post Billings screen appears.

Post Billings Screen

| Pc post Bilings (£ |
P OK | [ Activity | Reset
|| Do the following , then check the box.
Complete Bilings
Print Invoices
Print Billing Journals
|| Print Log Using Base Currency

Select batch{es) to post

v HEHEHHE Default Batch

I»| FFBill Fixed Fee Biling | |
[*| KHEill Kent Biling i
I%| TMEill Time Material Biling

Comments |

3. After you Complete Billings, Print Billing Journal, and Print Invoices, select the check box.

$ee 4. If you use the multi-currency functions select the check box to Print Log Using Base
¥9L Currency. Clear the box to print in the GL Account’s currency.

5. Select the Batches to include in the post. You will only see the available batches if you have
selected Yes to Use Batch Processing for transactions in Business Rules. Select the All button
to select all available batches. Select the None button to clear the check box for all selected
batches.

6. Enter Comments for the post, if applicable.
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7. Select a command button:

USING PROJECT COSTING
Post Billings .

¢ Click OK to begin processing. A message appears when the post completes
successfully. After you click OK to close this message box, the Post Billings Log

appears.

Command Buttons

Name

OK

Activity

Reset

Activity Log

Description

Executes the post.

Opens the Activity dialog box to allow you to
reprint post logs.

Return the value of all fields on the list or
report screen to their default values.

Use the Activity Log to view all post activity for administrative purposes.

Activity Log Dialog Box

r@ Activity Log =15
=] & & = |G @
_. Post Run Description
BY 2010072721644 FC Post Billings
| |20100727211613 /272010 4:16 PM PC Post Bilings kenth | ]
|| 2010072721534 7/27/2010 4:15 PM PC Post Billngs kerth | ]
| 2000727203738 7/27/2010 3:37 FM PC Post Eilings kenth [ "
| |20100725194148 7/26/2010 2:42 PM PC Post Bilings kenth ™ y
| 2010075170513 7/15/2010 12:05 PM PC Post Billngs kenth [—
M | 2010071516465 7/15/2010 11:47 AM PC Post Bilings kenth | ]
|| 20100714164634 /1472010 11:45 AM PC Post Bilings kenth | |
| | 20100714163810 7/14/2010 11:38 AM FC Post Bilings kenth [E————
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Displays
Post Run
Run Time
Description

User ID
Comments
Print Log

NOTE: Refer to the Reporting section in the General Information guide for more
details on print options and selections when previewing the report.
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Post Billings Summary Log

Continental Products Unlimited Page 1
Post Billings
BEatch List E==2== FFBIll KHBil, TMEill
Comments
Currency 1D usD
Total Transactions 16,097.38
Total Applied Deposits 0.00
Net Posted To Amount
Open Inveoice Table 16,087.38
Customer Table 16,0897.28
Posted to Fiscal Year 2010
Fiscal Period T
Total Transactions 16,087.38
Total Applied Depaosits 0.00
Net Posted To Amount
Open Inveoice Table 16,097.38
Customer Table 16,097.38
TI26/2010 2:41 PM OPEN_5YSTEM Sikenthe
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Post Billings GL Log

Continental Products Unlimited Page 2
Post Billings
GL Entries 20100726194148
Posted to Fiscal Year 2010
Fiscal Period T
Reference Description GL Account Amount Fgn Debit Credit
BetDZ3 4 [ Sales Tax [/ WI 01-D00-2020 455.00 USD 455.00
BetdZZ 41 AR 08-000-1100 6,955.00 USD 6,955.00
Betd23 47 00-D00-4100 2.500.00 USD 2.500.00
B=n0Z3 47 00-D00-4100 1,000.00 USD 1,000.00
B=tl23 47 00-D00-4100 3,000.00 USD 3.000.00
AdDOE 57 Sales Tax I MN 01-D00-2020 42738 USD 42738
A0S 57 AR 01-000-1100 7.002.38 USD T7.002.38
AdtDOE 57 00-D00-1210 277500 USD 277500
A0S 51 O0-D00-4100 2,775.00 USD 2,775.00
ARDOE E) 2,775.00 USD 2,775.00
ARD0E 51 00-D00-1210 1.800.00 USD 1.800.00
AD0E 517 00-D00-4100 1.800.00 USD 1.800.00
AhDOE & 00-000-4100 1.800.00 USD 1,800.00
AdDOE 51 00-D00-1210 2,000.00 USD 2.000.00
ARD0E 51 O0-D00-4100 2,000.00 USD 2,000.00
ARDOE 517 O0-D00-4100 2,000.00 USD 2,000.00
Betd23 6 [ Bales Tax 7 WI 01-D00-2020 140.00 USD 140.00
B=t023 67 AR 01-000-1100 2,140.00 USD 2,140.00
Bet022 6/ 00-000-4100 2,000.00 USD Z2,000.00
Total for Fiscal Period Fiscal Period 7 22672.38 2267238
Grand Total 2267238 367238

TIZ6I2010 2:41 PM
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Using the Interactive views Menu

USING THE INTERACTIVE VIEWS
MENU

With the functions on the Interactive Views menu, you can view but not change the following
receivable information:

¢ Project information

e Activity information

e Project Status Information
¢ Project Percent Complete
e Budget Analysis

¢ Estimate Information

e Billing History

e Employee Detail

Use these functions if you need to examine (but not change) a Customer record, an address, an
open invoice, summary history, detail history, transaction history or view an aged trial balance.

Using Interactive Views you can easily and quickly build and manipulate tables to display
information. After selecting from the available criteria to display as filter fields, data items,
column fields, or row fields, you can highlight columns and rows to have the selected rows and
columns display as a graph below the table. To include multiple rows or columns in the graph,
you can use the CTRL+ click (to select multiple rows or columns) and SHIFT+ click (to select all
rows or columns between the first and second click) shortcuts, after selecting the first row and
column.

Sorting and Filtering

When you arrange the columns to your liking, you can sort, group, or filter the data by the
column's contents. To sort and filter the data, right-click a column heading and use the
functions outlined in the table below.

Button Name Select To
Sort the selected column’s data in ascending order.

2t Sort Ascending NOTE: You can also accomplish this task by clicking
the column heading until .. appears.
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Zl R

L Sort Descending
Clear Sorting

=
Group By This
Column

=
Column Chooser
Best Fit

-
Clear Filter

i
Filter Editor

.
Best Fit (all
columns)

Sort the selected column’s data in descending order.

NOTE: You can also accomplish this task by clicking

the column heading until ., appears.
0 0.0 0 0 0 0 0 0 0 00000000000 ONONNONONNONONNDOYNODYNIDPNDY

Remove all sorting options and revert to the default view.

Group the identical entries from this column into a single group.

NOTE: If you group by column entry, you can right-
click on the grouped column heading to select from
the options outlined in this table, or choose Full
Expand to expand all of the grouped entries, Full
Collapse to collapse all of the grouped entries, or
UnGroup to undo the grouped entry.

Open the Customization window. With the Customization window
open, you can click and drag columns to the window to remove
them from the screen or click and drag columns from the window
to place them back onto the screen.

O .0 0.0 0 0 0 0 0 00 0000000000000 00000000000000000010
NOTE: You can also remove a column from the

form by clicking on the heading of the column and
dragging it to the bottom of the screen and releas-
ing it when your cursor changes to an X.

Adjust the selected column to resize the column for the best view
of that column’s data.

Remove all filter options and revert to the default view.

See “Filtering Across All Columns” in the General Information
guide for more information.

Adjust all columns to resize for the best view all of the data at
once.

Filtering by an Individual Column

To create a filter for a single column, click the funnel icon that appears once you place the
cursor in the associated column and then select a filter option from the drop down menu.

Select To
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Enter criteria for filtering the selected column.

(custom) O 0 0.0 0.0 0.0 00000 0000000000000 0000000000000 0000000000000000000

NOTE: View the following paragraph for additional information.

(Blanks) Display only entries with blank information in the selected column.

(Non
blanks)

From the drop down menu, you can also select from the entries in the selected column to
group the column by the selected entry.

Display only entries with information in the selected column.

If you select (Custom), the Custom AutoFilter function appears. Select up to two filtering
criteria for the selected column from the drop down menus, then enter a string of text or
numbers to complete the condition and click OK.

Custom AutoFilter ﬁ

Show rows where:

ltem Id

=

(Man blanks)

Location Id

equals

equals
does not egual

iz greater than

iz greater than or egual to
is less than

iz less than or equal to

Cancel

Sorting and Filtering Pivot Chart Data

Right-click on the pivot table gray area or a field button when in Pivot Chart View for each
application, to use the following functions:

Select To

i Refresh the data in the tables.
%5 Refresh Data

Remove the selected criterion from the
Hide table.
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Select To

Move the selected criterion to the beginning,
Order left, right, or end of the list of criteria.

Open the PivotGrid Field List, then click and
drag the applicable fields to the desired

Show Field List .
locations.

A Close the PivotGrid Field List.

NOTE: Note: See instructions in the “Filtering Across All Columns” in the General
Information guide section for more information on filtering.
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PROJECT VIEW

Use the Project View function to view information for Projects, Phases, and Tasks. To change
Project information, use the Setup and Maintenance Projects function.

To use the Project View, follow these steps:

1. Select Project View from the Interactive Views menu.

Project View Menu

| Project Costing <
= Interactive Views
Project View
Activities View
Project Status View
Project Percent Complete View
Budget Analysis View
Estimates View
Billing History Wiew
Employee Detail View
Transactions
Billing
Management Reports
Project Adjustments
Periodic Processing
Productivity Reparts
Setup and Maintenance
Master Lists
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2. The Project View screen appears.

Project View Screen

|| PC Actities view @I_|

10f138 p M |k X | [4 (& @ =1 |Ga @& L[E]Export - | Views ~ @
Apply Filter 2 £3]
An‘d
T o g 2|
| Activity Status Cust... & Proje... Phase ... Task ... Source [ Type | Bxtend... Biling Reference Extended In... Acti... Reso.. | _
|5 Biled 025582 nstal  Trensac.. Materal 0.00 00000001 ' 50000 7/14/.. 200200 | |
| IBiled A008 025582  Install Install Transac... Material 0.00 00000001 500.00 7/14/.. 200300 |
| Posted A008 025582 Deposit  Deposit 2,000.00 000 7/14/... Ait008
| Biled A008 025582 Transac... Material 343.55 00000002 34358 7414/ 100
| Posted A008 025582 Billing Deposit Ap... 2,000.00 00000002 0.00 7/14/...
| Biled A008 025582 Unbill Material 0.00 00000001 -500.00 7/14/... 200100
| Posted A008 025582 Unbill Material 0.00 0.00 7/14/... 200100
| Billed A008 025582 Adjustm... Material -200.00 DO0DD00DS -200.00 7/14/...
1 Unposted AtD08 025582 Install AP Invoi... Expense 500.00 0.00 7/14/... expense
| Biled A008 025582 Install Transac... Material 343.55 00000005 34355 7114/ 100
| Biled A008 025582  Instal Install Transac... Material 1.815.06 00000005 1.815.06 7/14/... 150
:Unposted At008 025582 Install AP Invoi... Expense 250.00 0.00 7/15/... Bxpense
.:Unposted Alt008 025582 Install AP Invoi... Expense 300.00 0.00 7/15/... Bxpense
| Biled A008 025582  Buid Build Transac... Material 2.240.00 00000005 2.240.00 7/15/... COM100
| Billed AD08 Go Live Time Tic... Time 7.400.00 00000004 7.400.00 7/15/... BOUDDM
| Billed A008 Go Live  Install Install Time Tic... Time 5,000.00 00000004 5,000.00 7/15/... DOUBL..
1 Billed AtD08 Go Live  Design Design Time Tic... Time 3.000.00 00OOODD4 3.000.00 7/15/... GERDO1
.Billed AltD08 Go Live  Install Install Transac... Expense 2,319.00 00000004 2.315.00 7/15/... Travel
.Billed Alt008 Go Live  Install Install Transac... Other 750.00 00000004 750.00 7/15/.. MiscBp
| Biled A008 Go Live Time Tic... Time 2.775.00 00000008 2775.00 7/15/... BOUDD1
 Billed At008 Go Live  Install Install Time Tic... Time 2,000.00 00O0OO0B 2,000.00 7/15/... DOUBL..
.Billed At008 Go Live  Design Design Time Tic... Time 1,800.00 00000008 1.800.00 7/15/... GERDD1
162,582.65 47,467.16 <

3. Select the range of Filter Criteria to include in the View. Leave the filter criteria blank to
include all records. Click Apply Filter to populate the grid below.

4. To view details on a Customer click on the blue Customer ID and you will be taken to the
detail setup view screen for that Customer.

5. To view details on a Project click on the blue Project ID and you will be taken to the detail
setup view screen for that Project.

6. Refer to the Using the Interactive Views Menu section a the beginning of this chapter and
the Interactive Views in the General Information guide for more details on using the Project
View.
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Project View

NOTE: Refer to the How to Use Grids Section in the General Information guide for
more details on how to add or take away columns from the grid screen.
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ACTIVITIES VIEW

Use the Activities View to show transaction activity, including Time Tickets, Adjustments, and

INTERACTIVE VIEWS

Activities View

other Transactions you enter for the Project/Phase/Task, and other status information.

To view details on an Project click on the blue Project ID and you will be taken to the project

setup screen for that project.

To use the Activities View, follow these steps:

1. Select Activities View from the Interactive Views menu.

Actives View Menu

[ Projeq Costing

<l

= Interactive Views
Project View

Project Status View

Budget Analysis View
Estimates View
Biling History View
Employee Detail View
Transactions
Billing
Management Reports
Project Adjustments
Periodic Processing
Productivity Reports
Setup and Maintenance
Master Lists

Project Percent Complete View
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Activities View
2. The Activities View screen appears.

Activities View Screen

|| PC Actities view @I_|
10f138 p M |k X |[4 [& & =1 B3 @ |[Ewport - | Views - @

»

Apply Filter 2
And

| Activity Status Cust... & Proje... Phase ... Task ... Source [ Type | Bxtend... Biling Reference Extended In... Acti... Reso.. | _
| > Biled PO 025552 nstal Trensac.. Materal 0.00 00000001 ' 500.00 7/14/.. 200200 | |
| IBiled A008 025582  Install Install Transac... Material 0.00 00000001 500.00 7/14/.. 200300 |
| Posted A008 025582 Deposit  Deposit 2,000.00 000 7/14/... Ait008
| Biled A008 025582 Transac... Material 343.55 00000002 34358 7414/ 100
| Posted AtOD 025582 Bling  DepostAp..  2,000.00 00000002 0.00 7/147...
| Biled A008 025582 Unbill Material 0.00 00000001 500.00 7/14/... 200100
| Posted A008 025582 Unbill Material 0.00 0.00 7/14/... 200100
| | Billed A008 025582 Adjustm... Material -200.00 DO0DD00DS -200.00 7/14/...
1 Unposted AtD08 025582 Install AP Invoi... Expense 500.00 0.00 7/14/... expense
| Biled A008 025582 Install Transac... Material 343.55 00000005 34355 7114/ 100
| Biled A008 025582  Instal Install Transac... Material 1.815.06 00000005 181506 7/14/... 150
| Unposted ARODE 025582 Istall AP Invei.. Expense 25000 0.00 7/15/.. Expense
.:Unposted Alt008 025582 Install AP Invoi... Expense 300.00 0.00 7/15/... Bxpense
| Biled A008 025582  Buid Build Transac... Material 2.240.00 00000005 224000 7/15/.. COM100
| Billed A008 Go Live Time Tic... Time 7.400.00 00000004 740000 7/15/.. BOUDM
| | Billed A008 Go Live  Install Install Time Tic... Time 5,000.00 00000004 500000 7/15/.. DOUBL...
1 Billed AtD08 Go Live  Design Design Time Tic... Time 3.000.00 00OOODD4 3.000.00 7/15/.. GERDO1
.Billed ARD0E Go Live  Instal Install Transac... Expense 2,319.00 00000004 231500 7/15/... Travel
.Billed Alt008 Go Live  Install Install Transac... Other 750.00 00000004 750.00 7/15/.. MiscBqp
| Biled A008 Go Live Time Tic... Time 2.775.00 00000008 277500 7/15/... BOUDM
| Biled At008 Go Live  Install Install Time Tic... Time 2,000.00 00O0OO0B 200000 7/15/... DOUBL...
.Billed At008 Go Live  Design Design Time Tic... Time 1,800.00 00000008 1.800.00 7/15/... GERDO1
162,582.65 47,467, 16 <

3. Select the range of Filter Criteria to include in the View. Leave the filter criteria blank to
include all records. Click Apply Filter to populate the grid below.

4. To view details on a Customer click on the blue Customer ID and you will be taken to the
detail setup view screen for that Customer.

5. To view details on an Project click on the blue Project ID and you will be taken to the project
setup screen for that project.

6. Refer to the Using the Interactive Views Menu section a the beginning of this chapter and
the Interactive Views in the General Information guide for more details on using the
Activities View.
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NOTE: Refer to the How to Use Grids Section in the General Information guide for
more details on how to add or take away columns from the grid screen.
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PROJECT STATUS VIEW

Use the Project Status View function to view Project progress. This function shows both the
Actual and Estimated Time, Cost, and Material amounts. If your Estimates are incorrect, use the
Setup and Maintenance Estimates function to enter revised amounts.

To use the Project Status View, follow these steps:

1. Select Project Status View from the Interactive View menu.

Project Status View Menu

| Project Costing <||
= Interactive Views
Project View

Activities View

Project Percent Complete View
Budget Analysis View
Estimates View
Billing History View
Employee Detail View
Transactions
Billing
Management Reports
Project Adjustments
Periodic Processing
Productivity Reports
Setup and Maintenance
Master Lists
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INTERACTIVE VIEWS
Project Status View

2. The Project Status View screen appears.

Project Status View Screen

| PC Project Status View [£3] |

N 4 10f33 b M |» @A 9|3 o |G @ | Eport ~ |l Views - @
Apply Filter 22 =
And ©
A
Drag a column header here to group by that o =
Customer D | Project 1D Phase Code Task Code | Project Status I Est Start Date Est Finish Date Act Start Date Act Finish Date
T = AR08 010447 Completed 8/1/2005 9/28/2005 10/1/2005
™ 010447 Design Design Completed 8/1/2006 8/18/2006 10/1/2005
010447 Install Install Completed 9/12/2005 9/28/2005 10/1/2005
025582 Active 3/23/2007 5/14/2007 7142010
025582 Build Build Active 4/6/2007 4/22/2007 7/15/2010
025582 Design Design Active 3/23/2007 4/3/2007 £
025582 Install Active 711472010 5/14/2010 711472010 1
025582 Install Install Active 4/27/2007 5/13/2007 7142010
Prospect Active 7/15/2010 9/1/2010
Prospect Build Active 7142010 9/14/2010 7/15/2010
Prospect Design Build Active 7/15/2010 9/1/2010 7/15/2010
Go Live Active 7/15/2010 9/15/2010 7/15/2010
Go Live Design Design Arctive 74152010 5/15/2010 7/15/2010
Go Live Install Install Active 8/15/2010 9/15/2010 7/15/2010 B
 |® Beto23 FixedFee Active 7/15/2010 9/15/2010 7/15/2010
| | Betd23 FixedFee Build Active 7/15/2010
@ Beti23 FixedFee Design Design Active 7/15/2010 9/15/2010 7/15/2010
@ Betd23 FixedFee Install Install Active 7/15/2010 9/15/2010 7/15/2010
BE Intemal Active 7172010 9/30/2010
| Intemal Build Active 7/1/2010 9/30/2010
Job Cost Active 7/26/2010 9/26/2010
Job Cost Build Build Active 7/26/2010 9/26/2010 7/26/2010 <
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Project Status View Screen Expanded

H 4 40i65 b M
Apply Filter A7)
And

ProjectID
010447

[ custorner o
At008
o Type
> | Time
Material
Expense
Other

Altoos 010447

o | Type
» | Time
| Material
Expense
Other

|= Atoos 010447

a [ Type
3| Time
| | Material
Expense
|other

b= AltD0S 025582

o | Tvpe

INTERACTIVE VIEWS
Project Status View

=]
F:] I-% B3 @& |[EExport - |l views - @
&
‘ “
PhaseCode  TaskCode | ProjectStatus Est Start Date EstFinish Date | ActStart Date ActFinish Date |
Completed 2172005 9/28/2005 [ 100112005
Estimate Amount | Estimate Quantity | Billed Amount Actual Quantity
0.00 0.00 0.00 0.00
0.00 0.00 0.00 0.00
0.00 0.00 0.00 0.00
0.00 0.00 0.00 0.00
0.00 0.00
Design Design Completed 8112006 8/18/12006 101112005
Estimate Amount Estimate Quantity Billed Amount Actual Quantity
| 3,200.00 22.00 3,000.00 24.00
0.00 0.00 0.00 0.00
0.00 0.00 0.00 0.00
0.00 0.00 0.00 0.00
320000 3,000.00
Install Install Completed 91212005 9/28/2005 101172005
| Estimate Amount | Estimate Quantity | Billed Amount | Actual quantity
14,500.00 7200 7,750.00 62.00
650000 2200 6,400.00 3200
0.00 0.00 0.00 0.00
0.00 0.00 0.00 0.00
21,000.00 14,160.00
Active 312312007 51412007 411212007
Estimate Amount Estimate Quantity Billed Amount Actual Quantity E
2830000 0.00 2l

3. Select the range of Filter Criteria to include in the View. Leave the filter criteria blank to
include all records. Click Apply Filter to populate the grid below.

4. To view the Project information in the Project View, double click on any of the blue fields in
the Project record.

5. When you click on the Plus (+) sign next to the Customer ID and Project/Phase/Task, it
shows a summary of each type of Transaction, comparing the Estimate to Actual for the
selected Customer Project/Phase/Task.

6. To view Estimate information in the Estimates View, double click on the blue Estimate
Amount or Estimate Quantity field.

7. To view Activities for the Project in the Activities View, double click on the blue Billed
Amount or Actual Quantity field.
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Project Status View

8. Refer to the Using the Interactive Views Menu section a the beginning of this chapter and
the Interactive Views in the General Information guide for more details on using the Project

Status View.

NOTE: Refer to the How to Use Grids Section in the General Information guide for

more details on how to add or take away columns from the grid screen.
O 0 0 0 0.0 00000000000 .00000000 0000000000000 000000000000000000000000000010
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INTERACTIVE VIEWS
Project Percent Complete View

PROJECT PERCENT COMPLETE VIEW

Use the Project Percent Complete View function to show the percentage of completion for
Fixed-Fee projects based on incurred cost. Fixed-Fee Projects include General Billable with the
Fixed-Fee check box selected and Job Costing type Projects.

Completed Projects will be displayed in gray bands.
To use the Project Percent Complete View, follow these steps:

1. Select Project Percent Complete View from the Interactive Views menu.

Project Percent Complete View Menu

| Projeq Costing <||

Bl Interactive Views
Project View
Activities View
Project Status View

Budget Analysis View
Estimates View
Biling Higtory View
Employee Detail View
Transactions
Biling
Management Reports
Project Adjustments
Periodic Processing
Productivity Reports
Setup and Maintenance
Master Lists
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Project Percent Complete View
2. The Project Percent Complete View screen appears.

Project Percent Complete View Screen

PC Project Percent Complete View @T‘ ]
1of20 p M [Pe X @ Y S |53 @B [EBport - dViews - @
Apply Filter 2 2)
And
Custome... | CustomerN... |Project.. |PhaseC.. |TaskC Fixed Fee Am... | BiledP.. | EstmoiedC.. | PostedC.. | ProjectedC.. | PetCompl PctEer.. | Eamedinc.. | EstGrossP.. |EstGrossMa.. |ProjectedP.. | Projected Mer.

B Atos Servers C... 010447 0.00 0.00 0.00 0.00 000 000 0.00 0.00 000 0.00 0.0 000
AD0S Ahos Servers C.. 025582 0.00 0.00 200 000 000 000 0.00 000 0.00 2.00 0.00 000
ARDOB Atos ServersC... 010447 Design Design 0.00 0.00 1,440.00 0.00 000 0.00 0.00 0.00 -1,440.00 0.00 0.00 0.00

| |aooe Atos Servers C... 010447 Install Install 000 0.00 11,800.00 000 000 000 0.00 000 -11.800.00 0.0 0.00 000

|_|Aroos Aos Servers C... 025582 Buid Buld 000 0.00 200 000 000 0.00 0.00 0.00 000 .00 0.00 000
ALDDB Aos Servers C... 025582 Design Design 000 0.00 000 000 000 000 0.00 000 000 0.00 0.00 000
| Aroos Atos Servers C... 025582 Install Install 000 0.00 .00 000 000 000 0.00 0.00 000 .00 000 000
AHDDS Aos Servers C... 025582 Install Inspection 0.00 0.00 0.00 000 000 000 0.00 0.00 0.00 200 0.00 000
| Atoos Atos SeversC... 025562 Buid Inspection .00 0.00 .00 000 000 000 0.00 000 000 .00 0.00 000
| Aroos Atos Servers C... 035123 0.00 0.00 0.00 000 000 000 0.00 000 000 000 0.00 000
ArDDS Atos Servers C... 035123 Design Design 0.00 0.00 0.00 000 000 000 0.00 000 000 0.00 0.00 000

|anooe Atos ServersC... 035123 Build Install 000 0.00 0.00 000 000 000 0.00 000 000 000 0.00 000

|| oo Atos Servers C... 035123 Buid Inspection 000 0.00 200 000 000 000 0.00 000 000 200 0.00 000
Com028  Compumarc 045263 000 0.00 0.00 000 000 000 0.00 000 000 0.00 0.00 000
Com028  Compumarc 045263 Desion Design 0.00 0.00 .00 000 000 000 0.00 0.00 000 000 0.00 000

|comd28  Compumac 045283 Buid Frogram 000 0.00 200 000 000 000 0.00 0.00 000 200 0.00 000
|Com028  Compumarc 045263 Build aA 0.00 0.00 0.00 000 000 000 0.00 000 000 2.00 0.00 000
Com028  Compumarc 045263  Build Review 0.00 0.00 0.00 000 000 000 0.00 000 000 000 0.00 000
ComD28  Compumarc 045263  Instal Install 000 0.00 200 000 000 0.00 0.00 0.00 000 200 0.00 000

| |combzs  Compumac 045263 nstal Review 000 0.00 0.00 000 000 000 0.00 000 000 0.00 0.00 000

3. Select the range of Filter Criteria to include in the View. Leave the filter criteria blank to
include all records. Click Apply Filter to populate the grid below.

4. To view details on a Customer click on the blue Customer ID and you will be taken to the
detail setup view screen for that Customer.

5. To view details on an Project click on the blue Project ID and you will be taken to the project
setup screen for that Project.

6. Refer to the Using the Interactive Views Menu section a the beginning of this chapter and
the Interactive Views in the General Information guide for more details on using the Project
Percent Complete View.

0. 0.0 0 0 0 0 0 0 00 0000 0000000000000 IONIOIIOIOONIONNONNONNNNNPNONONNONOYNYNIOIDNYODNDY
NOTE: Refer to the How to Use Grids Section in the General Information guide for
more details on how to add or take away columns from the grid screen.
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BUDGET ANALYSIS VIEW

INTERACTIVE VIEWS
Budget Analysis View

Use the Budget Analysis View function to aid you in reconciling project profitability. The view
will compare Estimated Hours, Labor Costs, and Material Costs to Actual Hours, Labor Costs,
and Material Costs and give variances for each comparison. The view will also show Total

Estimates to Total Actual and give a variance.

The information in this view can also be viewed using the Dashboard in the Project setup

screen on the Profit tab.
To use the Budget Analysis View, follow these steps:

1. Select Budget Analysis View from the Interactive Views menu.

Budget Analysis View Menu
R

Project Costing </
Bl Interactive Views
Project View
Activities View
Project Status View
Project Percent Complete View
Estimates View
Biling History View
Employee Detail View
Transactions
Biling
Management Reports
Project Adjustments
Periodic Processing
Productivity Reports
Setup and Maintenance
Master Lists
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Budget Analysis View
2. The Budget Analysis View screen appears.

Budget Analysis View Screen

|| P Budget Anaysi view |54/ ‘ =]
4 1c9 b Mk X[ [& 7 =3 B3 @ |[QEwort ~ |pdVews - @
Apply Filter & )
And
Custo | Proj | Tas. |Est. |Axt Mors | Estla. | Actla | LsborCost. | EstMar. | ActMstenal Costevchy.. | Matenal Cost Vanance (excl. | Total . | Toral Act Cost (exclu. | Total Variance excludn
» [ 10447 0000 0000 0000 000 000 000 000 000 000 000 000 000
| |008 010447 Desin 32000 0000 32000 1.440.00 0% 1440.00 [T} 000 000 144000 0.00 1440.00
A0S 010447 nstal | 72000 0000 72000 920000 000 920000  2600.00 0.00 260000 1130000 000 1180000
| |mo0s  o2ssez 0000 0000 0000 0.00 000 0.00 000 000 000 000 0.00 0.00
008 025582 Buid 000D 0000 0000 0.00 000 000 0.00 0.00 0.00 0.00 000 000
| |m0os 026562 Design 0000 0000 DoGO 000 000 000 000 000 000 000 000 000
A0S 025582 hspect.. 0.000 0000  0.000 0.00 000 0.00 0.00 0.00 0.00 0.00 0.00 0.00
A0S 025582 Inspect. 0.000 000D 0,000 0.00 000 000 000 000 000 000 000 000
| |a00s 025562 mesl | 00D 0000 D000 0.00 000 0.00 0.00 0.00 0.00 0.00 0.00 0.00

3. Select the range of Filter Criteria to include in the View. Leave the filter criteria blank to
include all records. Click Apply Filter to populate the grid below.

4. To view details on a Customer click on the blue Customer ID and you will be taken to the
detail setup view screen for that Customer.

5. To view details on an Project click on the blue Project ID and you will be taken to the project
setup screen for that Project.

6. Refer to the Using the Interactive Views Menu section a the beginning of this chapter and
the Interactive Views in the General Information guide for more details on using the Budget
Analysis View.

O 0 0 0 0 000000000000 000000000000 000000000000000000000000000000000000010
NOTE: Refer to the How to Use Grids Section in the General Information guide for
more details on how to add or take away columns from the grid screen.
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INTERACTIVE VIEWS
Estimates View .

ESTIMATES VIEW

Use the Estimates View to view and print Project Estimate information.
To use Estimates View, follow these steps:

1. Select Estimates View from the Interactive View menu.

Estimates View Menu

| Project Costing <||
= Interactive Views
Project View
Activities View
Project Status VWiew
Project Percent Complete View
Budget Analysis View
Estimates View
Biling History View
Employee Detail View
Transactions
Biling
Management Reports
Project Adjustmerts
Periodic Processing
Productivity Reports
Setup and Maintenance
Master Lists
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Estimates View
2. The Estimates History screen appears.

Estimates View Screen

|\ Pc Estimates view [ |

= RN 1ofi0 p M [bo X |[@ & o 1|3 @ |[QEport - |8 views - @
Apply Filter %z A
And €

| [custo s |Proje. & |PhassC. [TaskC. [T. [Resowc. |Desei. [ | . [unt. [UntP. |Edendsd . |Exendsd . |Proit
Nae: [EA "~ nstal  Mate.. MEMO35  PC2700D.. 50.. EA 150000 30.0000 7500 15000 75.00
|| axoos 025582 Install Mate.. COM00  Mutimedi.. 10.. EA 4650000 695.0000 465.00 695.00 230.00
|| axoos 025582 Install Epe... Misc Misc Expe... 1.0.. 150.0000  200.0000 150.00 200.00 50.00
| |moos  oome2 st Other OtherBp  OtherBxp.. 1.0. 1500000 200.0000 150.00 200.00 5000
| anoos 025582 Install Time  BOLOOT 40.. HO.. 65000 150000  2.600.00 6,000.00 3400.00
| | Atoos 025582 Install Tine DOUBLAD.. Installon.. 24.. HO.. 65000 150.000 1,560.00 3,600.00 2040.00
| | atoos 025582 Instal Time Othertime  40.. HO £5.000 150000 2.600.00 £.000.00 3400.00
| Batd22  Golwe Build Build Mate.. COM00  Mutimedi.. 20.. EA 4650000 695.0000 930.00 1,390.00 460.00
 |Betb22 Golwve  Buid Build Epe... Misc Misc Expe... 1.0.. 200000 100.0000 2000 100.00 80.00
| Betd22  Golive  Buld Build Time BdTme  10.. HO.. 65000 150000 650000  15,000.00 8500.00
15,050.00. 33,335.00.

3. To view the Project information in the Project View, double click on any of the blue fields in
the Project record.

4. Refer to the Using the Interactive Views Menu section a the beginning of this chapter and
the Interactive Views in the General Information guide for more details on using the
Estimates View.

.0 0.0 0 0 0 0 0 0 000000 000000000000 0000000000NI0IONNONIONNIONONONNONOPNONONONONONODNONNDY
NOTE: Refer to the How to Use Grids Section in the General Information guide for
more details on how to add or take away columns from the grid screen.
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INTERACTIVE VIEWS
Billing History View .

BILLING HISTORY VIEW

Use the Billing History View to view details of all Project-related invoices posted to date.
To use the Billing History View, follow these steps:

1. Select Billing History View from the View menu.

Billing History View Menu

| Project Costing <|
= Interactive Views
Project View
Activities View
Project Status View
Project Percent Complete View
Budget Analysis View
Estimates View
Employee Detail View
Transactions
Billing
Managemert Reports
Project Adjustments
Periodic Processing
Productivity Reports
Setup and Maintenance
Master Lists
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2. The Billing History View screen appears.

INTERACTIVE VIEWS
Billing History View

Billing History View Screen

| PC Billing Histary View (&3] |
1of22 b B |#

X

A

9 | [& o 1| Ba @ | [EEport - | Views - @

o H 4
Apply Filter 2
And ©

Drag a column header here to group by that column

Custo.. |Proi.. |Phase.. |Task.. |Biled PTD

B= oo |
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WiteU.. |Bile.. |Billed.. |Wiel.. |WiieU/. |Depost.. |Deposi.. |Depost Ba..
010447 000 000 000 000 0.00 0.00 0.00 000 000
010447 Design  Design 000 000 00 0m 0.00 0.00 0.00 000 0.00
010447 Instal  Instal 000 000 000 000 0.00 0.00 0.00 000 0.00
025582 35645 50000 000 000 0.00 000 200000 200000 0.00
025582 Buld  Buid 50753 000 000 000 0.00 0.00 0.00 000 0.00
025582 Desin  Design 000 000 000 00 0.00 0.00 0.00 000 0.00
025582 Instal 225855 100000 000 000 0.00 0.00 0.00 000 0.00
025582 Instal  Instal 281506 100000 000 000 0.00 0.00 0.00 000 0.00
Go Live 10.175.00 000 000 000 0.00 0.00 0.00 000 0.00
Golive Design  Design 6.050.00 000 00 0m 0.00 0.00 0.00 000 0.00
Golive nstal  Instal 16.32025 000 000 000 0.00 0.00 0.00 000 0.00
FiredFee 000 000 00 00 0.00 000 250000 250000 0.00
FiredFee Build 3.00000 000 000 000 0.00 0.00 0.00 000 0.00
FedFee Design  Design 7.000.00 000 000 000 0.00 000 200000 200000 0.00
Fuedfee Instal  Instal 4,000.00 000 000 000 0.00 0.00 0.00 000 0.00
Job Cost 000 000 000 000 0.00 0.00 0.00 000 0.00
JobCost Buld  Buid 6.000.00 000 000 000 0.00 0.00 0.00 000 0.00
JobCost Design  Design 6.000.00 000 00 0m 0.00 0.00 0.00 000 0.00
dob Cost Install  Instal £.00000 000 000 000 0.00 0.00 0.00 000 0.00
Go Live 3000 75000 000 000 0.00 0.00 000 -10000 100.00
Golive Buld  Buid £.683.59 000 000 000 0.00 000 190000 200000 -100.00
Go Live Design 0.0 000 om0 om0 0.00 0.00 0.00 000 0.00




INTERACTIVE VIEWS
Billing History View .

Billing History View Screen Expanded

| P Biling History View 3| | =]
K 4 5o0of47 b M X |2 Y B3 @& |[EExport - |l views - @
Apply Filter A7) E
And
2
Custo... Proje. Phase.. |Task Billed... | Write-UL.. Billed... | Billed Wirite-Ur Write-U/D DepositA.. Deposit A.. Deposit Bal =
AltD08 010447  Design Design 3,000.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 000
| Bilng - | Deposit. |
| Type Invoice Date Inveice Number Fiscal Year Period Billed Amount Write-Up/Down
3 |Time 1111472007 111500000031 2007 " 3,000.00 0.00
Time 1111472007 111500000031 2007 " 0.00 0.00
AltD08 010447  Install Install 14,150.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
| Biling | Deposit. |
o | Type Invoice Date Invoice Number Fiscal Year Period Billed Amount Write-Up/Down
¥ | Time 1111472007 111600000031 2007 " 7,760.00 0.00
Time 120712007 120700000035 2007 12 0.00 0.00
Material 120712007 120700000035 2007 12 6,400.00 0.00
Alt00s 025582 0.00 0.00 0.00 0.00 0.00 0.00 42,000.00 5,000.00 37,000.00
> 025582 Build Build 49,390 95 1,694.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
| Biling. .| Deposit. |
a | Type Inveice Date Invoice Number Fiscal Year Period Billed Amount Write-Up/Down L
» | Material 12712007 120700000035 2007 12 34355 0.00 =
Time 8/6/2010 110200000001 2010 8 925.00 0.00—
Time 12712007 120700000035 2007 12 604.00 604.00
Material 2008 2 2,100.00 40.00
Material 2008 2 20.00 0.00
Time 11772008 22 2008 1 20.00 0.00
Material 172008 22 2008 2| 10,000.00 0.00
Material 21612008 020600000045 2008 2 0.00 0.00
Material 11/13/2009 012100000164 2009 1 0.00 0.00 /% 3

3. Select the range of Filter Criteria to include in the View. Leave the filter criteria blank to
include all records. Click Apply Filter to populate the grid below.

4. To view the Project information in the Project View, double click on any of the blue fields in
the Project record.

5. When you click on the Plus (+) sign next to the Customer ID with the Project/Phase/Task it
shows a detailed view of types of Billings and Deposits for the expanded Customer and
Project/Phase/Task.

6. To view Activities for the Project in the Activities View, double click on any of the blue Billing
or Deposit fields.

7. Refer to the Using the Interactive Views Menu section a the beginning of this chapter and
the Interactive Views in the General Information guide for more details on using the Project
Status View.
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Billing History View

8. Refer to the Using the Interactive Views Menu section a the beginning of this chapter and
the Interactive Views in the General Information guide for more details on using the
Payment History View.

O 0 0 0 0.0 00000000000 .00000000 0000000000000 000000000000000000000000000010
NOTE: Refer to the How to Use Grids Section in the General Information guide for

more details on how to add or take away columns from the grid screen.
O 0 0 0 0.0 00000000000 .00000000 0000000000000 000000000000000000000000000010
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INTERACTIVE VIEWS
Employee Detail View .

EMPLOYEE DETAIL VIEW

Use the Employee Detail View function to view Employee information, including Hours,
Income, Cost, and Profitability.

To use the Employee Detail View, follow these steps:

1. Select Employee Detail View from the Interactive View menu.

Employee Detail View Menu

| Project Costing <
= Interactive Views
Project View
Activities View
Project Status View
Project Percent Complete View
Budget Analysis View
Estimates View
Biling History WView
Employee Detail View
Transactions
Billing
Management Reports
Project Adjustments
Periodic Processing
Productivity Reports
Setup and Maintenance
Master Lists
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Employee Detail View
2. The Employee Detail History screen appears.

Employee Detail View Screen

| PC Employee Detail View (3] | =]
A H 4 10f8 b W b X (A9 |& 2 = |5 @ |[Leport - |idviews - @

Apply Filter G 2|
And ©

Slkd]

Drag a colu

|Empioyes D [Customerin  |ProiectiD  |PhassCode | TaskCode | Houwrs | Income | Cost | Proft |  Percent |_|
Bceror P  JobCost | | T 10000 000 37900 37900 ool ||
| Jonaloc At008 JobCost 0.000 000 63283 63293 0.00|—
| apuusTMENT  Atoos JobCost 1.000 000 1500  -1500 0.00
| apyusTMENT  atto0s JobCost 1.000 000 1500 1500 0.00
|oHaLLoc 008 JobCost 0.000 000 2505 2605 0.00
| Bouoot At008 JobCost 20,000 000 144700 -1447.00 0.00
| koH 008 JobCost 20,000 000 130000 -130000 0.00
| |kon 008 JobCost 10.000 000 65000 -65000 0.00
- |amx 1008 JobCost 5.000 000 35000 -35000 0.00
| |Lukoos At008 010847 Design Design 24000 300000 124440 175560 5852
|oHaLLoc 008 010847 Design Design 0.000 000 207815 -2078.15 0.00
[LuKoo1 008 010847 Instal Insta 62000 775000 321470 453530 5852
| onaoc 008 010847 Insta Insta 0.000 000 536855 -536855 0.00
| Bouont At008 028582 Buid Buid 5000 92500 36175 56325 6039
|oHaLLoc 1008 028582 Buid Buid 0.000 000 60412 60412 0.00
| |ADJuUSTMENT  atoos 028582 ‘Buid Buid 1000 2000 1000 1000 50.00

728.000 90,989.00 56,186... 34,802...

1%l

3. Select the range of Filter Criteria to include in the View. Leave the filter criteria blank to
include all records. Click Apply Filter to populate the grid below.

4. Refer to the Using the Interactive Views Menu section a the beginning of this chapter and
the Interactive Views in the General Information guide for more details on using the
Summary History View.

0.0 0.0 0 0.0 0 0.0 0000000000000 0000000000000 00000000000000000000000000000010
NOTE: Refer to the How to Use Grids Section in the General Information guide for
more details on how to add or take away columns from the grid screen.
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PROJECT ADJUSTMENTS
Project Adjustments Overview

PROJECT ADJUSTMENTS OVERVIEW

Use the functions on the Project Adjustment menu to enter adjustments for Billable and Job
Cost Projects and to establish history for Projects already in process when you set up the
Project Costing system.

The Fixed Fee Adjustment functions (Fixed Fee Adjustments, Fixed Fee Adjustments Journal,
and Post Fixed Fee Adjustments) are obsolete. Now, when you Close a Billable and Fixed Fee
Project, a warning appears if the Billed amount does not equal the setup Fixed Fee amount.

If any Projects are already in progress when you set up the Project Costing system, use the
Adjustments function to enter Time and Material Costs and Accrued Income amounts for these
Projects. You can also use this function to enter Time, Material, Expense and Other Costs or
Income amounts that you cannot record through Time Tickets or Transactions. You can also
enter Adjustments to Deposits and Deposits that have been applied.

Before you Post Adjustments, print the Adjustments Journal to verify the transactions you plan
to post. If any information is incorrect, use the Adjustments function to edit the information. If
all the information appears correct, use the Post Adjustments function to post the transactions
and create account entries as appropriate.

Using the Project Adjustments Menu

Use the Project Adjustments Menu selections to do the following:

e The primary purpose of the Adjustments (page 6-5) function is to let you enter
details for Projects that are already in process when you first set up the Project
Costing system. Using this function, you can enter Time, Material, Expense, Deposit,
Deposit Applied, Fixed Fee Billing, and other amounts for a Project or Tasks without
having to enter Time Tickets or Transactions in the Transactions menu.

¢ Use the Adjustments Journal (page 6-9) function to print a list of all transactions you
create in the Adjustments function. Print the journal before you Post Adjustments to
check for any mistakes or omissions. The journal also serves as part of your audit
trail.

¢ The Post Adjustments (page 6-17) function creates an entry in the transaction
activity table containing the Type, Status, Quantity, Cost, and Invoice amount you
enter using the Adjustments function. Posting also updates Period-to-Date, Year-to-
Date, and Project-to-Date totals for the Projects.
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PROJECT ADJUSTMENTS
Adjustments

ADJUSTMENTS

The primary purpose of the Adjustments function is to let you enter details for Projects that
are already in process when you first set up the Project Costing system. Using this function, you
can enter Time, Material, Expense, Deposit, Deposit Applied, Fixed Fee Billing, and Other
amounts for a Project or Tasks without having to enter Time Tickets or Transactions in the
Transactions menu.

While you should enter subsequent Project information using the appropriate transaction
entry functions, you can also use this function to make Project Adjustments directly. For
example; you could use this function to transfer charges between Projects or assign other costs
to Projects when Time Tickets, Project Cost Transactions, Accounts Payable/Purchase Order
Transactions, or Overhead Allocations do not meet your needs.

To use Adjustments, follow these steps:

1. Select Adjustments from the Project Adjustments menu.
Adjustments Menu

| Project Costing +
Interactive Views
Transactions
Biling
Management Reports
[=) Project Adjustments
Adjustments Joumal
Post Adjustments
Periodic Processing
Productivity Reports
Setup and Maintenance
Master Lists
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2. The Adjustments screen appears.

Adjustments Screen

| Pc adustments [e3] |

H KW 4 8of8 b M[b: XA 9 & Ba @&

. Project/... . Date . Fiscal ... . Fiscal P... Increas... . Status . Type Quantity . Extended... . Extended Inc... . Des... . Additi....
|ozss82/n..  7/29/2010 2010 7 incresse  Posted  Time 1.000 65.00 150.00 '
FoedFee/...  7/29/2010 2010 7 Increase Posted Material 1.0000 30.00 75.00

i _Go Live/B... 7/29/2010 2010 7 Decrease Posted Expense 1.0000 0.00 100.00
Go Live/B... 7/29/2010 2010 7 Increase Posted Cther 1.0000 0.00 110.00
.Job Cost T/29/2010 2010 7 Decrease Posted Deposit 0.0000 0.00 0.00
| FocedFee 7/29/2010 2010 7 Increase Posted Deposit Ap... 0.0000 0.00 75.00

FixedFee/... 7/25/2010 2010 7 Increase Posted Fixed Fee ... 0.0000 0.00 125.00

Select a Project/Task for which to enter Adjustments, from the Project/Task field.
Edit, if necessary, the current Date from the Date field.
Edit, if necessary, the current Year from the Fiscal Year field.

Edit, if necessary, the current Period from the Fiscal Period field.

3.
4.
5.
6.
7.

Select whether the adjustment is going to be an Increase or Decrease from the
Increase/Decrease field.

An Increase adjustment will display as a positive number in the Transfer Billings and
Activity view.

A Decrease adjustment will display as a negative number in the Transfer Billings and
Activity view.

8. Select a transaction type to identify the Adjustment amounts from the Type field: Time,
Material, Expense, Other, Deposit, Deposit Applied, and Fixed Fee Billing.

When making adjustments for Job Cost type projects for Time, Material, Expense, and
Other types, the cost is the only amount that will be written to the Transfer Billings as
an Adjustment amount.

When selecting the Deposit Applied type, the Deposit Applied Adjustment amount
will only be applied to the Project/Task/Phase if there is a Deposit Amount available. If
there is no Deposit Amount available the Deposit Applied amount will be applied once
a Deposit Increase Adjustment has been entered or a Deposit transaction has been
applied to the Project/Task/Phase.

9. Select the Status of the Adjustment from the Status field:
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Posted - When selecting a Posted Status for a Billable Project the Adjustment will be
available in the Transfer Billings once the Adjustment has been posted. For Billable
Fixed Fee and Job Cost Projects the only amounts that will be written to the Transfer
Billings are the cost amounts.

Billed - When selecting a Billed Status for a Billable or Job Cost Project the Adjustment
will be displayed in the Billing History View. Billed status transactions are not valid for
Deposit, Deposit Applied and Fixed Fee Billing type adjustments.

10. Enter the Quantity amount for the Adjustment in the Quantity field. This field is not
available for the Deposit Types of Adjustments.

11. Enter the Extended Cost Adjustment in the Extended Cost field. Enter the total amount of
the cost you want for the Adjustment. This field is not available for the Deposit Types of
Adjustments.

12. Enter the Extended Income Adjustment in the Extended Income field. Enter the total
amount of the income you want for the Adjustment. This field is not available for Job Cost
type Projects. When entering Adjustments for Billable Fixed Fee Projects the amount
entered into Extended Income will not post, only costs post to Fixed Fee Projects.

13. Enter a Description for the Adjustment into the Description field.

14. Enter, if applicable, an Additional Description for the Adjustment in the Additional
Description field.

Task Summary

To add a Project Adjustment, follow these steps:
Select the New Record button » , on the toolbar, to open a blank Adjustment record.
Select a Project/Task for which to enter Adjustments from the Project/Task field.
Edit, if necessary, the current Date from the Date field.
Edit, if necessary, the current Year from the Fiscal Year field.
Edit, if necessary, the current Period from the Fiscal Period field.
Select a Transaction Type to identify the Adjustment amounts from the Type field.
Select a status of Posted or Billed from the Status field.

Enter the Quantity amount for the Adjustment in the Quantity field.

L 0 N O Uk~ W DN

Enter the Extended Cost for the Adjustment in the Extended Cost field.

10. Enter the Extended Income for the adjustment in the Extended Income field.

Project Costing 6-7



Adjustments
11. Enter, if applicable, an Additional Description for the adjustment in the Additional

Description field.

12. Click the Save button [ , on the toolbar, to save the new Adjustment record.

To edit a Project Adjustment, follow these steps:
1. Select the Adjustment to edit from the Project/Task field.
2. Edit the fields as necessary.

3. Click the Save button @ , on the toolbar, to save any changes made to the Adjustment.

To delete a Project Adjustment, follow these steps:
1. Select the Adjustment to delete from the Project/Task field.
2. Click the Delete button x , on the toolbar, to delete the selected Adjustments.

3. Click Yes at the “Are you sure you want to delete selected record(s)?” prompt.
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ADJUSTMENTS JOURNAL

Use the Adjustments Journal function to print a list of all transactions you create in the
Adjustments function. Print the journal before you post adjustments to check for any mistakes
or omissions. The journal also serves as part of your audit trail.

To print the Adjustments Journal, follow these steps:

1. Select Adjustments Journal from the Project Adjustments menu.

Adjustments Journal Menu

| Project Costing <||
Interactive Views
Transactions
Biling
Management Reports
= Project Adjustments
Adjustments
Post Adjustments
Periodic Processing
Productivity Reports
Setup and Mairtenance
Master Lists
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2. The Adjustments Journal screen appears.

Adjustments Journal Screen

| PC Adiustments Journal [53] |

=]
i Print |[[0)Output - | [=3Send | |3 Preview | Reset
Data Filter W7 2
And
View Report Layout
|| Additional Descriptions || Banded Rows

3. Use the Data Filter to select the range of filtering options or leave the filter blank to include
all available data.

4. Select the Print Additional Descriptions check box, if applicable, to include the Additional
Description in the journal.

NOTE: This check box only appears if you selected Yes to use Additional Descriptions
in the Business Rules function.

O 0 0 0 0 000000000000 .0.00020000 000000000000 0000000000000000000000000000010
5. Select the check box if you want to print the report in Banded Rows format, which
highlights lines in the report in alternating bands of color (or gray on monochrome printers).
This makes wide reports easier to read. You can define your default preference for the

banded rows format on the System Manager Business Rules. You can then override your
default choice when you print the report.
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6. Select a command button:

Command Buttons

Name
Reset
Preview
Output
Send

Print

PROJECT ADJUSTMENTS
Adjustments Journal

Description
Set all fields to their defaults.
Preview the report on your monitor.

Output the report as a .pdf file and save it.

Email the report with the report attached as a .pdf file.

Print the report.

NOTE: Refer to the Reporting section in the General Information guide for more
details on print options and selections when previewing the report.
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Adjustments Journal

Adjustments Journal

Continental Products Unlimited

Page 1

Adjustments Journal
Report Filter
View Additional Description Mo
Customer ID Project ID Phase Code Task Code Trans Date  Type Pd ! Year Qty Ext Cost Ext Income
Name Descri
Alt003 025582 Install 7/29/2010 Time 712010 1.0000 65.00 150.00
Atm047 Job Cost 7/29/2010 Deposit 7/2010 0.0000 0.00 0.00
Bet023 FixedFee 7/28/2010 DepositApplied 7712010 0.0000 0.00 75.00
Bet023 FixedFee Build 7i298/2010 Material 712010 1.0000 30.00 75.00
Bet023 FixedFee Build 7/28/2010  Fixed Fee Biling  7/20710 0.0000 0.00 125.00
Bet023 Go Live Build Build 7/29/2010 Expense 7712010 -1.0000 0.00 -100.00
Bet023 Go Live Build Build 7/29/2010 Other 712010 1.0000 0.00 110.00
Grand Total 95.00 435.00

7/29/2010 11:54 AM

*** End of Report ***

OPEN_SYSTEMS'kenthe
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POST ADJUSTMENTS OVERVIEW

When you Post Adjustments, records are written to the activities table to record the
Adjustment activity. When Adjustments are posted for Billable Non-Fixed Fee transactions
records are written to the Transfer Billings function so they can be billed to the Customer. Cost
records are written to the Transfer Billings function for Billable Fixed Fee and Job Cost type
Projects.

The system creates temporary tables to store Project Adjustment entries and totals. As
information is posted, Project Activity information is posted first, then totals are updated.
When all Project Adjustments are posted summary GL entries are calculated.

If Project Costing interfaces with General Ledger, debit and credit entries are created in the GL
Journal. If detail information is posted, entries are made for each Project Adjustment. If
summary information is posted, one entry is made for each Account. If the accounting period is
closed, you can either Edit Billings or use the System Manager Period Conversion function to
open the accounting period, and then post the Adjustments. See the Period Conversion
function in the System Manager Training Manual for more information.

The General Ledger (if interfaced) is also updated. The Distribution Code assigned to the
Project, Phase, or Task charged provides most General Ledger accounts used.

The General Ledger accounting for Adjustment entries in a Time Billing environment, i.e.,
Billable Projects, is as follows:
O 0 0.0 0 0 0 0 0000000000000 00 0000000000000 000000000000000000000000000010

NOTE: The following entry representations are for increase adjustments.

Billable Time Non Fixed Fee

Costs Income
Cost Payroll Clearing WIP Accrued Income

DB CR DB CR
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Billable Material, Expense and Other Non Fixed Fee

Costs Income
Cost Adjustment wip Accrued Income
DB CR DB CR

.0 0.0 0 0 0 000000000 000000000000 000000000000000000000000000000000000000
NOTE: When posting a decrease adjustment the opposite transactions will be gener-
ated for the Accounts listed above.

Billable Time Fixed Fee

Costs
Cost Payroll Clearing
DB CR

Billable Material, Expense and Other Fixed Fee

Costs
Cost Adjustment
DB CR

NOTE: When posting a decrease adjustment the opposite transactions will be gener-
ated for the Accounts listed above.

If the Adjustment relates to either an Administrative or Non-Billable Project, Phase, or Task, the
cost entry below will be created.

Non-Billable and Administrative Time

Costs
Cost Payroll Clearing
DB CR
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Non-Billable and Administrative Material, Expense and Other

Costs
Cost Adjustment
DB CR

NOTE: When posting a decrease adjustment the opposite transactions will be gener-
ated for the Accounts listed above.

The General Ledger accounting for Adjustments entries in a Job Costing environment is as
follows:

Job Cost Time

Costs
wip Payroll Clearing
DB CR
Job Cost Material, Expense and Other
Costs
WIP Adjustment
DB CR

NOTE: When posting a decrease adjustment the opposite transactions will be gener-
ated for the Accounts listed above.
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PROJECT ADJUSTMENTS

Post Adjustments

Use the Post Adjustments function to create an entry in the activity table containing the Type,
Status, Quantity, Cost, and Invoice amount you enter using the Adjustments function. Posting
also updates Period-to-Date, Year-to-Date, and Project-to-Date totals for the Projects.

Posting Adjustments makes GL account entries for most Adjustments. You must use the
General Ledger Transactions function to manually enter adjustments for those not posted in
the Post Adjustments function, in the appropriate Accounts. Print the Adjustments Journal to

determine the amount to enter.

To Post Adjustments, follow these steps:

1. Select Post Adjustments from the Project Adjustments menu.

Post Adjustments Menu

| Project Costing <

Interactive Views

Transactions

Biling

Managemert Reports

[l Project Adjustments
Adjustments
Adjustments Joumal

Periodic Processing

Productivity Reports

Setup and Mairtenance

Master Lists

2. The Post Adjustments screen appears.

Post Adjustments Screen

| PC Post Adiustments @I_|
P OK | [ Activity | Reset

|| Do the following, then check the box.

Complete Adjustments Entry
Print the Adjustments Journal

Comments
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Post Adjustments
Complete Adjustments Entry.
Print the Adjustments Journal.

Select the Do the following, then check the box, check box.

Enter Comments for the post, if applicable, in the Comments field.

N oo v bk~ W

Select a command button:

¢ Click OK to begin processing. A message appears when the post completes
successfully. After you click OK to close this message box, the Post Billings Log
appears.

Command Buttons

Name Description
OK Executes the post.
Activity Oper\s the Activity dialog box to allow you to
reprint post logs.
Return the value of all fields on the list or
Reset

report screen to their default values.

Activity Log
Use the Activity Log to view all post activity for administrative purposes.

Activity Log Dialog Box

[ actuity Log "—— [E=SREEN)
= NN TR 1of13 b M|k X |A 9 |[& & = |Ba @B
:.F‘ost Run Hun Time 7 :.Description :.User ID :.Comments :.F‘rirrt Log
BY 20100730135938 /2010 8:59 AM PC Post Adjustments ‘e
| |2000730135328 7/30/2010 8:53 AM PC Post Adjustmerts kenth | J
| 20100730134949 7/30/2010 8:49 AM PC Post Adjustments kenth | ]
| |20100730134306 7/30/2010 8:43 AM PC Post Adjustmerts kerth ——
| 20100730130913 7/30/2010 8:09 AM PC Post Adjustments kenth —
| |20100729174947 7/29/2010 12:49 P PC Post Adjustmerts kerth [
|20100729174319 7/29/2010 12:43 PM PC Post Adiustments kenth (m——]
|20100729172139 7/29/2010 12:21 PM PC Post Adjustments kenth | |
| 2010072917019 7/29/2010 12:09 PM PC Post Adjustmerts kerth —
| 2010072165725 7/29/2010 11557 AM PC Post Adustmerts kerth | J
| 20100727195312 7/27/2010 253 PM PC Post Adjustments kenth | ]
Il |20100727193731 7/27/2010 2:37 PM PC Post Adjustmerts kerth —]
! | |20100714165248 7/14/2010 11552 AM PC Post Adjustmerts kerth (—
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Post Adjustments

Displays
Post Run
Run Time
Description

User ID

Comments

Print Log

NOTE: Refer to the Reporting section in the General Information guide for more
details on print options and selections when previewing the report.
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Post Adjustments

Post Adjustments GL Log

TIZH2010 11:57 AM

6-20 Project Costing

*=* End of Report ==*

Continental Products Unlimited Fage 1
Post Adjustments
Comments
GL Entries 20100729165725
Posted to Fiscal Year 2010
Fiscal Period T
Reference Description GL Account Debit Credit
Adjustment ARDIEN025882 00-000-1210 150.00
Adjustment ARDDBO25582 00-000-5030 65.00
Adjustment ARDOBN025582 00-000-4200 150.00
Adjustment ARDDBI25582 O0-000-6110 &5.00
BetlZ3/FixedFes 00-000-5030 30.00
Adjustment BatlZ3/ FinedFes 00-000-2000 20.00
Adjustment BetlZ3/Ga Live 00-D00-1210 100.00
Adjustment Bet023/Go Live 00-000-4200 100.00
Adjustment BatlZ3Go Live 00-000-1210 110.00
Adjustment BetlZ3Go Live 00-D00-4200 110.00
Total for Fiscal Period 7 455.00 455.00
Grand Total 455.00 455.00
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PERIODIC PROCESSING OVERVIEW

The Periodic Processing menu contains Project maintenance functions that you use periodically
to start or complete the Project life cycle, reset Project totals, or make space for new Project
information.

Use the Periodic Processing functions for Project maintenance during a Project's life cycle. If
your Project is a Job Costing project use the Post Completed Jobs functions to change all Job
Costing transaction statuses to Billed. When project work is complete, use the Close Projects
functions to close all selected Project levels.

Other Periodic Processing functions help manage Project statuses, allow you to change
information about the Project and move activities that have been posted for Projects.

Using the Periodic Processing Menu

With the functions on the Periodic Processing menu you can perform the following tasks:

Use the Hold/Release Projects (page 7-5) function to toggle the Status of a
Project/Task between Active and Hold. When a Status of a Project/Task is Hold, new
activities cannot be entered for the Project/Task, including AP Transactions, Material
Transactions, Time Tickets, Adjustments, and Overhead Allocations.

Use the Change Projects (page 7-9) function to change the Customer ID, Project
Type, Billable, Fixed Fee, Speculative, and Status values for a Project/Task.

Use the Move Activities (page 7-15) function to relocate a posted activity (Time,
Material, Expense, or Other) from one Project/Task to another Project/Task.

Use the Post Completed Jobs (page 7-21) function to transfer accumulated costs and
deferred income for the Job Costing Project or Phase Transactions you select in the
Select Completed Jobs function to the appropriate Accounts. If you enter Time
Tickets or Fixed Fee Billings at the Phase level, this function posts Jobs and creates
Account entries at the Phase level; otherwise, this function posts Jobs at the Project
level.

Use the Close Projects (page 7-31) function to flag selected Projects, Phases, or Tasks
as Closed. When you Close a Project level, you cannot charge additional Time and
Material costs against it. This function selects the Closed check box and enters the
desired closing date into the Act Finish Date field on the Projects screen for the
appropriate Project level.
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HOLD/RELEASE PROJECTS

Use the Hold/Release Projects function to toggle the Status of a Project/Task between Active
and Hold. When a Status of a Project/Task is Hold, new activities cannot be entered for the
Project/Task, including AP Transactions, Material Transactions, Time Tickets, Adjustments, and
Overhead Allocations.

To use Hold/Release Projects, follow these steps:

1. Select Hold/Release Projects from the Periodic Processing menu.

Hold/Release Projects Menu

| Project Costing <
Interactive Views
Transactions
Biling

Management Reports

Project Adjustmerts

[=] Periodic Processing
Hold/Release Projects
Change Projects
Impert from MS Project
Move Activities
Post Completed Jobs
Close Projects

Productivity Reports

Setup and Maintenance

Master Lists
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2. The Hold/Release Projects screen appears.

Hold/Release Projects Screen

|\ PC Hold Release Projects. (i3 |
P OK | [ Activity | Reset

Apply Filter 2 2]
And ©
| Customer D | Cl;lstomer Name .F‘hase (iode i:‘roject D .T.asl.s (iode .j.Status EI
| Aroos Altos Servers Company Buid 025582 Buid Active
| .:NH}DE Altos Servers Compary Design 025582 Design Active
i At008 Altos Servers Company Install 025582 Install Active
:. :Beﬂ]ZS Beta Dynamics Inc. Prospect Active
B Beﬂ]23 Beta Dynamics Inc. Design Prospect Build Active =
il Bet(23 Beta Dynamics Inc. Prospect Build Active
At008 Altos Servers Comparty 025582 Install Active
.NtDDE\ Altos Servers Comparry Go Live Active
| At008 Altos Servers Company Design Go Live Design Active
| .:NH}DE Altos Servers Company  Install Go Live Install Active
i Bet(23 Beta Dynamics Inc. FixedFee Active -
:. :Beﬂ]ZS Beta Dynamics Inc. Design FixedFee Design Active
 Beti23 Beta Dynamics Inc.  Install FixedFes Install Active
1 Bet(23 Beta Dynamics Inc. FixedFee Build Active
Am047 Asynchronous Netw... Job Cost Active
.P«tmﬂ-ﬁ" Agynchronous Metw...  Build Job Cost Build Active
| Mm047 Asynchronous Metw... Design Job Cost Design Active
| | atmoa7 Asynchronous Netw...  Instal Job Cost Install Active
i At008 Altos Servers Company Design MNon-Bill Design Active
_. NtDDE Altos Servers Company Install Mon-Bill Install Active
B :MDDB Altos Servers Comparty MNon-Bill Active
|| Bet(23 Beta Dynamics Inc. Design Admin Design Active
| Bet23 Beta Dynamics Inc. Install Admin Install Active <

3. Use the Data Filter to select the range of filtering options or leave the filter blank to include
all available data. Click Apply Filter to populate the grid below.

4. Select a Status of Active or Hold for the selected Project/Phase/Task from the Status field.
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5. Select a command button:

e Click OK to begin processing.

Command Buttons

Name Description
OK Executes the status change.
Activity Ope.ns the Activity dialog box to allow you to
reprint post logs.
Return the value of all fields on the list or
Reset .
report screen to their default values.

Activity Log
Use the Activity Log to view all post activity for administrative purposes.

Activity Log Dialog Box

~
(=] Activity Log ——. [E=NEER
HI K 4 1of3 b M (b0 X (A 9 |[& @ = B @
:.F‘ost Run Hun Time v :.Description :.UserID :.Comments :.F‘rirrt Log

PC Hold/Release Projects

BS 20100930212005 9/30/2010 420 FM
[ 20100930211951 9/30/20104:19 PM PC Hold/Release Projects  kent —
| | 2010083021937 9/30/20104:19 PM PC Hold/Release Frojects  kent
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Displays
Post Run
Run Time
Description

User ID
Comments

Print Log

NOTE: Refer to the Reporting section in the General Information guide for more
details on print options and selections when previewing the report.
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CHANGE PROIJECTS

Use the Change Projects function to change the Customer ID, Project Type, Billable, Fixed Fee,
Speculative, and Status values for a Project/Task.

The Change Projects function will allow you to change the Type of the Project. You can change
from one of the Types, Administrative, General, and Job Cost to one of the available Project
Types. When you change the Project Type, all Tasks and Phases will also change to that Type.
You can also move a Project from one Customer to a different Customer, or if you have no
Customer assigned, assign it to a Customer. You can change the Billable, Speculative, and Fixed
Fee check boxes for Projects. You also will be able to change the Status of the Project.

If you move a Project at the Project level to a different Customer the Tasks and Phases within
the Project are also automatically moved to the new Customer.

To use Change Projects, follow these steps:

1. Select Change Projects from the Periodic Processing menu.

Change Projects Menu

| Project Costing <
Interactive Views
Transactions
Biling
Managemert Reports
Project Adjustments
[l Periodic Processing
Hold/Release Projects

Import from M5 Project

Move Activities

Post Completed Jobs

Close Projects
Productivity Reports
Setup and Maintenance
Master Lists
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2. The Change Projects screen appears.

Change Projects Screen

|- PC Change Projects £/ |
P OK | [ Activity | Reset

Project/Task ilnérna'lu |:.:i'

Phase Code |

Customer ID i

| Field Name Onglnal Value | New Value

B ___

Customer D

| Billzble (£ (£

Speculatl\re [ [

[ FixedFee = =

[ Status Active

3. Select the Project/Task for which to change, from the Project/Task field.

4. The Phase Code, Customer ID, Project Type, Billable, Fixed Fee, Speculative, and Status

values appear if applicable.

5. When you select a Project, at the Project level only, the Type field is displayed.

The Current Value is displayed. Select the Type of Project to which you want to change,
in the New Value field.

Enter Notes for the Type change.
. When you select a Project, at the Project level only, the Customer ID field is displayed.

The Current Value is displayed. Select the Customer ID to which you want to change, in
the New Value field.

Enter Notes for the Type change.

. The Billable status is displayed in the Current Value field. Select or clear the check box in the
New Value field to make a Project Billable or Non-Billable.

You are allowed to change the status of the Billed record only for Projects that are
General or Job Cost types. Administrative projects cannot be billed. If the Speculative
record is checked you will not be allowed to select the Billable check box.
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8. The Speculative status is displayed in the Current Value field. Select or clear the check box ’
in the New Value field to make a Project Speculative or Live.

You are allowed to change the status of the Speculative record only for Projects that
are General or Job Cost types. Administrative Projects cannot be Speculative. If there
has been activity on a General or Job Cost Project you will not be allowed to select the
Speculative check box.

9. The Fixed Fee status is displayed in the Current Value field. Select or clear the check box in
the New Value field to make a Project Fixed Fee or Time and Material.

You are allowed to change the status of the Fixed Fee record only for Projects that are
General and Billable. Administrative projects cannot be Fixed Fee. If there has been
activity on a General Project you will not be allowed to select or clear the Fixed Fee
check box. All Job Cost Projects are Fixed Fee and cannot have the check box cleared.

10. The Status is displayed in the Current Value field. Select the status to which to change, in
the New Value field. The available statuses are: Active, Hold, and Completed.

You cannot complete a Project from this function. You can only change the status to
Completed using the Close Projects function. If a Project has been Completed, you are
allowed to change the status to Active or Hold.

11. Enter a Note, if applicable, to explain any change in the Notes field.

Notes will be displayed indicating the status of the changes you have made once you
click the OK button.

12. Select a command button:

¢ Click OK to begin processing. A message appears when the change completes
successfully. After you click OK to close this message box, you are returned to the
Change Projects screen and any Notes about the change you made are displayed in
the Notes field.

Project Costing 7-11



Command Buttons
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Change Projects

Name

OK

Activity

Reset

Activity Log

Description

Executes the change.

Opens the Activity dialog box to allow you to
reprint post logs.

Return the value of all fields on the list or
report screen to their default values.

Use the Activity Log to view all post activity for administrative purposes.

Activity Log Dialog Box

| Post Run
100730150243

20100727195935
20100727195823
| |20100727182253

7/30/2010 10:03 AM
T/27/2010 2:59 PM
T/27/2010 2:59 PM
T/27/2010 2:58 PM
7/27/20101:22 PM

PC Change Projects
PC Change Projects

| |
PC Change Projects kenth | |
PC Change Projects kenth | | I
PC Change Projects kenth | —

2 ™
(=] Activity Log - - [E=HEE
= NN 1of5 b M (ke X A 9 |[& @ = |Ba @
. Run Time v . Description . User ID . Comments . Prirt Log
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Displays
Post Run
Run Time
Description

User ID

Comments

Print Log

NOTE: Refer to the Reporting section in the General Information guide for more
details on print options and selections when previewing the report.
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MOVE ACTIVITIES

Use the Move Activities function to relocate a posted activity (Time, Material, Expense, or
Other) from one Project/Task to another Project/Task.

When the Activity Move has been written and you are interfaced to GL, entries will be made to
the GL Journal to record the change in costs and accrued income for the Projects effected. The
GL entries generated will vary depending on the type of Project and type of Activity that is
being moved.

The General Ledger Accounts used will come from the Distribution Code assigned to the
Project/Task.

The General Ledger accounting for move activities entries in a Time and Material Billing
environment, i.e., Billable Projects, is as follows:

Billable Material, Expense and Other Non Fixed Fee

Costs Income From
Cost To Project Cost From Project WIpP Accrued Income
DB CR CR DB
Income To
WIP Accrued Income
DB CR

Billable Time Non Fixed Fee

Costs From Costs To
Cost Payroll Clearing Cost Payroll Clearing
CR DB DB CR
Income From Income To
WIP Accrued Income WIP Accrued Income
CR DB DB CR
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Billable Time Fixed Fee

Costs From Costs To
Cost Payroll Clearing Cost Payroll Clearing
CR DB DB CR

Billable Material, Expense and Other Non Fixed Fee

Costs
Cost From Cost To
CR DB

NOTE: If the Move Activity relates to either an Administrative or Non-Billable
Project, Phase or Task, the entries are the same as those for a Billable Time and
Material Project.

The General Ledger accounting for Move Activities entries in a Job Costing environment is as
follows:

Job Cost Time

Costs From Costs To
wip Payroll Clearing wip Payroll Clearing
CR DB DB CR

Job Cost Material

Costs
WIP From WIP To
CR DB
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Move Activities
To use Move Activities, follow these steps:
1. Select Move Activities from the Periodic Processing menu.
Move Activities Menu
| Project Costng
| Interactive Views
Transactions
Biling
Management Reports
Project Adjustmerts
[= Periodic Processing
Hold/Release Projects
Change Projects
Import from M5 Project
Post Completed Jobs
Close Projects
Productivity Reports
Setup and Maintenance
Master Lists
2. The Move Activities screen appears.
Move Activities Screen
| PcMove Activities [¢3] |
P OK | [ Activity | Reset |
Project/Task |Go Livem |a2s)
Phase Code [EL:.:ci
Customer ID |Bet023
| [Selected [ AciviyDaie | Resourceld | Descripion | Gty | BdCost | Btincome | Type | source | AddriDese |
|"| 7/30/2010 Exp Adj 1.0000 40.00 80.00 Bxpense Adijustment
7/30/2010 Other Adj 3500 70.00 Other Adiustment
> —m_———
7/29/2010 -100.00 Bxpense Adiustment
7/29/2010 1.0000 0.00 110.00 Other Adiustment

3. Select the Project/Task containing the Activity you want to move, from the Project/Task
field.

4. Select the check box adjacent to the Activity you want to move.
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5. Select a command button:
Command Buttons

Name Description

Return the value of all fields on the list or

R .
eset report screen to their default values.
Activity Oper\s the Activity dialog box to allow you to
reprint post logs.
OK Executes the change.

¢ Click OK to begin processing. The Move Activities-Write screen appears.

Move Activities-Write Screen

F N
PC Move Activities - Write ﬁ

Project/Task |Go Live/Design (B

Customer ID |Bet023

Phase Code

Comments

e Select the Project/Task for which to move the selected Activity, from the
Project/Task field.

¢ The Customer ID and Phase Code are displayed if applicable.
e Enter, if applicable, any Comments for the move in the Comments field.

¢ Click OK. A message appears when the move completes successfully. After you click
OK to close this message box, the Move Activities Log appears.
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Activity Log
Use the Activity Log to view all post activity for administrative purposes.

Activity Log Dialog Box

r N
5] Activity Log [ESREERX

HI K 4 10f10 b M b2 X | A & @& = |Ga @
| Post Run Run Time v Description User ID Comments Prirt Log
__) 20100730160754 7/30/2010 11:07 AM PC Move Activities
i ;20100?30160?05 7/30/2010 11:07 AM PC Move Activities kenth | |
3 20100730160556 7/30/2010 11:05 AM PC Move Activities kenth | |
11 TZD1DD?3D1GD5D1 7/30/2010 11:05 AM PC Move Activities kenth | |
3 | 20100730160328 7/30/2010 11:03 AM PC Move Activities kenth | |
| _;20100?30155843 7/30/2010 10:58 AM PC Move Activities kenth | im—|
'_ | 20100730155136 7/30/2010 10:51 AM PC Move Activities kenth | |
| 2000730144457 7/30/2010 9:44 AM PC Move Activities kenth | |
i ;201&!}?34]1444{}4 7/30/2010 9:44 AM PC Move Activities kenth | |
| 20100730144142 7/30/2010 9:41 AM PC Move Activities keenth | |
Name Displays
Post Run The system assigned post run ID.
Run Time The date and time the move was made.
Description The move description.
User ID The user who performed the move.
The comments, if applicable, entered in the
Comments .
Comments field.
. A PDF version of the original log file if you click the ...
Print Log & & y

button.

NOTE: Refer to the Reporting section in the General Information guide for more
details on print options and selections when previewing the report.
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Move Activities Log

Continental Products Unlimited Fage 1
Move Activities
Comments
GL Entries 20100730144142
Posted to Fiscal Year 2010
Fiscal Period 7
Reference Description GL Account Debit Credit
Move activity Mat Adj 00-000-1210 150.00
Move activity Mat Adj 00-D00-50330 75.00
Move activity Mat Adj D0-D00-4200 150.00
Move activity Mat Adj DO-D00-1210 150.00
Move activity Mat Adj 00-000-5030 75.00
Move activity Mat Adj 00-000-4200 150.00
Total for Fiscal Period 7 375.00 375.00
Grand Total IT5.00 IT5.00
TIMNZ010 3:41 AM === End of Report** ‘OPEM_§Y STEM Sikenthe
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POST COMPLETED JOBS

Use the Post Completed Jobs function to transfer accumulated costs and deferred income for
the Job Costing Project or Task transactions you select in the Hold/Release Projects function to
the appropriate Accounts. If you enter Time Tickets or Fixed Fee Billings at the Task level, this
function posts jobs and creates account entries at the Task level; otherwise, this function posts
jobs at the Project level.

Use this function to Post Completed Job Costing jobs as often as necessary. When you Post
Completed Jobs, the system creates account entries based on transactions with a status of
Billed for cost activities and Posted for billings. During the posting process, this status changes
to Completed to prevent transactions from being included in subsequent postings. The system
tracks the processed cost and income totals in the transaction history table so that no previous
totals are duplicated.

If any transactions for the Project or Task for which you want to Post Completed Jobs, have a
status other than Posted or Billed, processing will not complete. In addition, the system
prevents you from Posting Completed Jobs if any Overhead Allocation calculations or unposted
history Adjustments exist for the Project or Task. Finally, it is important to remember that this
function does not Close Projects or Tasks. If you want to Close Projects or Tasks to prevent
additional charges from being made to them, use the Close Projects function.

When you have Project Costing interfaced to General Ledger the following transactions are
generated when the Post Completed Jobs is done:

Time Ticket Transactions

Costs
Cost WIP
DB CR

Material Requisition, Expense and Other Transactions

Costs
Cost WIP
DB CR
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Billed Invoices

Fixed Fee Billing Income
DB CR

The Accounts will come from the Distribution Codes assigned to the Projects and Tasks.
To use Post Completed Jobs, follow these steps:

1. Select Post Completed Jobs from the Periodic Processing menu.

Post Completed Jobs Menu
TR

| Project Casting <
Interactive Views
Transactions
Billing
Management Reports
Project Adjustments
[= Periodic Processing
Hold/Release Projects
Change Projects
Import from MS Project
Move Activities
Close Projects
Productivity Reports
Setup and Maintenance
Master Lists
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2. The Post Completed Jobs screen appears.

Post Completed Jobs Screen

| PC Post Completed Jobs 3] |

Journal | P Post | [ Activity | Reset
Data Filter W7

And

[»

[+|Do the following, then check the box. ;

Print the Completed Jobs Journal

View

|| Additional Descriptions

Fiscal YearPeriod (2010 |+| |9 &

Report Layout

|*| Banded Rows

Comments

3. Use the Data Filter to select the range of filtering options or leave the filter blank to include
all available data.

4. Select the Do the following, then check the box, check box, once you Print the Completed
Jobs Journal.

w

. Select the View Additional Descriptions check box, if applicable, to include Additional
Descriptions when you Post Completed Jobs.

6. Print the Completed Jobs Journal by clicking on the Journal button.

7. Select the Fiscal Year and Period for the post from the Fiscal Year/Period fields.
8. Enter Comments for the post, if applicable, in the Comments field.
9

. Select the check box if you want to print the report in Banded Rows format, which
highlights lines in the report in alternating bands of color (or gray on monochrome printers).
This makes wide reports easier to read. You can define your default preference for the
banded rows format on the System Manager Business Rules. You can then override your
default choice when you print the report.
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NOTE: Use the System Manager Print Preferences function to define the default
setting for this check box. You can then override this default when you print the
report.

O 0 0.0 0 0 0 0 0 0 00000 0000000000000 0000000000000000000000000000000000000010
10. Select a command button:

Command Buttons

Name Description

Journal Print the Post Completed Jobs journal for the
transactions that meet the filtering criteria.

Post Executes the post.

. he Activity dial Il

Activity Opeps the Activity dialog box to allow you to
reprint post logs.
Return the value of all fields on the list or

Reset

report screen to their default values.

e Click Post to begin processing. A message appears when the post completes
successfully. After you click OK to close this message box, the Post Completed Log
appears.

Activity Log
Use the Activity Log to view all post activity for administrative purposes.

Activity Log Dialog Box

HiK 4 1ofl b M |be X @ 9 |[& & = |Ba @

| Run Time 7 | Description | User ID | Comments | Print Log

5/30/2010 4:22 FM PC Post Completed Jobs
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Displays
Post Run
Run Time
Description

User ID

Comments

Print Log

NOTE: Refer to the Reporting section in the General Information guide for more
details on print options and selections when previewing the report.
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Post Completed Jobs Journal

Continental Products Unlimited Fags 1
Completed Jobs Journal

Report Filter
View Additional Description  No
GL Cost Acct
Customer 1D Project ID Phase Code Task Code Gty F Hours Unit Cost Ext Cost
00-000-5020
AtmO4T Job Cast 1.0000 T5.0000 75.00
AtmO4T Job Cest Build Build 20,0000 72.3500 1,447.00
AtmO4T Job Cast Build Build 2.0000 465.0000 530.00
AtmO4T Job Cost Build Busild 10,0000 2,416.4300 2.416.43
Atm04T Job Cost Build Build 10,0000 4650000 465.00
AtmO4T Job Cest Build Build 20,0000 37.9000 TH8.00
Atmd4T Job Cost Build Build 1.0000 375.4400 37344
AtmO4T Job Cost Buikd Build 1.0000 200.0000 300.00
AtmQ47T Job Cost Build Build 1.0000 275.0000 275.00
AtmQ4T Job Cost Design Design 40. 0000 T0.0000 2,800.00
AtmQ4T Job Cest Design Design 10.0000 4,676.0000 4,676.00
AtmO4T Job Cast Install Install 40.0000 65.0000 2.600.00
AtmO4T Job Cost Install Install 5.0000 20.0000 100.00
AtmO4T Job Cest Install Install 1.0000 500.0000 500.00
AtmO4T Job Cost Install Install 1.0000 TE0.0000 TH.O0
Atm47T Job Cest Install Install 10.0000 50.0000 50.00
AtmO4T Job Cest Install Install 10.0000 250.0000 250.00

Total for GL Cost Acct 00-000-5030 18,771.93
Grand Total 18,771.53
GL Income Acct
Customer 1D Project 1D Phase Code Task Code Amount
D0-000-4100
AtmO4T Job Cost Build Busild 3,000.00
AtmO4T Job Cast Build Build 2.000.00
AtmD47T Job Cost Build Busild 1,000.00
AtmO4T Job Cest Build Build 0.00
AtmOdT Job Cost Design 2,000.00
AtmQ4T Job Cost Design 3,000.00
Atmi4T Job Cest Install 3,000.00
Atml4T Job Cost Install Install 3.000.00

Total for GL Income Acct (0-000-4100 18,000.00
‘Grand Total 18,000.00
3302010 4:22 PM =% End of Report *=* OPEN_SYSTEM Sikenthe
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PERIODIC PROCESSING
Post Completed Jobs .

Continental Products Unlimited Fage
Post Completed Jobs
Fiscal Period | Year 91 2010
Comments
Income Detail

Customer 1D Froject 1D Fhase Code Task Code Income Amt Billing Account Income Account
AtmO4T Job Cost Build 3.000.00 00-000-4020 O0-000-4100
AtmO4T Job Cost Build 2,000.00 00-000-402H0) 00-000-4100
Atm04T Job Cost Buiki 1,000.00 00-000-4020 00-000-4100
Atm04T Job Cast Design 3.000.00 000004020 00-0K00-4100
Atm04T Job Cest Design 3,000.00 00-000-4020 00-000-4100
AtmO4T Job Cast Install 3.000.00 00-000-4020 00-000-4100
AtmO4T Job Cost Install Install 3.000.00 00-000-4020 00-000-4100

Total for Project D Job Cost 18,000.00
Grand Total 18,000.00

B3NZ010 4:22 PM

OPEN_SYSTEMSikenthe
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Post Completed Jobs Cost Detail Log

Continental Preducts Unlimited Page 2
Post Completed Jobs
Cost Detail
Customer 1D Project ID Phase Code Task Code Cost Amt Cost Account WIP Account
AtmO4T Job Cest 76.00 O0-D0D-5020 00-000-1210
Atm4T Jaob Cost Busild Build 1,447.00 D0-DOD-5030 00-000-1210
Atm4T Job Cost Busild Busild 530.00 00-D00-5030 00-000-1210
AtmO4T Job Cest Buikd Build 2.416.49  00-D00-5030 00-000-1210
AtmO4T Job Cast Busild Build 465.00 00-D00-5030 00-000-1210
AtmO47T Job Cest Buikd Build 758.00  00-D00-5030 00-000-1210
AtmO4T Job Cast Busild Build 379.44  00-D0D-5030 00-000-1210
AtmO4T Jab Cest Build Build 300.00  00-D00-5030 00-000-1210
Atm4T Job Cost Build Build 275.00  00-D0D-5030 00-000-1210
AtmO4T Job Cest Design Design 2.800.00 00-D00-5030 00-000-1210
Atm Q4T Job Cost Design Diesign 4,676.00 O0-D00-5030 O0-000-1210
AtmO4T Job Cest Install Install 2,600.00 00-D00-5030 00-000-1210
AtmQ47T Job Cast Install Install 100.00 00-D0D-5030 00-000-1210
AtmO4T Job Cast Install Install 500.00  00-D00-5030 00-000-1210
AtmO4T Job Cast Instsil Install 750.00  00-D00-5030 00-000-1210
Atmd4T Job Cest Install Install 50,00 D0-000-5030 00-000-1210
AtmO4T Job Cost Install Install 250.00  O0-D0D-5030 00-000-1210
Total for Project ID Job Cost 18, 771.93
Grand Total 18771593
3302010 4:22 PM OPEN_SYSTEM Sikenthe
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PERIODIC PROCESSING
Post Completed Jobs .

Continental Products Unlimited Page 3
Post Completed Jobs
GL Entries 20100820162046
Posted to Fiscal Year 2010
Fiscal Period ]
Reference Description GL Account Debit Credit
Completed Job Atmd4T/Job Cost D0-000-4020 2,000.00
Completed Job Atmd4T/Job Cost O0-D00-4100 3.000.00
Completed Job AtmD47/ Job Cost O0-000-4020 3,000.00
Completed Job AtmD4T/Job Cast O0-D00-4100 3,000.00
Completed Job AtmD4T/Job Cost O0-D00-4020 3,000.00
Completed Job AtmDdT Job Cost O3-DD0-4100 2,000.00
Completed Job Atm04T Job Cost D0-000-4020 2,000.00
Completed Job AtmD4T/Job Cost O0-D00-4100 2,000.00
Completed Job AtmO4T Job Cost D0-000-4020 Z,000.00
Completed Job Atmd4T/Job Cost O0-D00-4100 3.000.00
Completed Job AtmDaT! Job Cost DO-DD0-4020 3, 000,00
Completed Job AtmD4T/Job Cest 00-D00-4100 3.000.00
Completed Job AtmD4T/Job Cost O0-D00-5030 T58.00
Completed Job AtmD4T/Job Cost O0-D00-1210 758.00
Completed Job Atm04T Job Cost O0-000-5030 37544
Completed Job AtmD4T/Job Cost 00-D00-1210 375.44
Completed Job AtmD4T/Job Cost O0-D00-5030 300.00
Completed Job Atmd4TiJob Cost O0-D00-1210 300.00
Completed Job AtmD4T/Job Cost O0-D00-5030 275.00
Completed Job AtmD4T/Job Cost O0-D00-1210 275.00
Completed Job AtmD477Job Cost 00-D00-4020 1,000.00
Completed Job AtmD4T  Job Cost D3-DD0-4100 1,000.00
Completed Job AtmD4T/Job Cost O0-000-5030 75.00
Completed Job AtmD4T/Job Cost O0-D00-1210 T5.00
Completed Job AtmD4T Job Cost O-DD0-5030 1,447.00
Completed Job AtmD4T/Job Cest 00-D00-1210 1,447.00
Completed Job AtmD4T Job Cost D0-DD0-5030 2,600.00
Completed Job AtmD4T/Job Cost O0-D00-1210 2,600.00
Completed Job Atm4T/Job Cost 00-000-5030 2.800.00
Completed Job AtmD47/ Job Cost 00-000-1210 2,800.00
Completad Job AtmD47/Job Cost 00-000-5030 930.00
Completed Job Atmd4T/Job Cost 00-D00-1210 530.00
Completed Job AtmD4T/Job Cost OF0-D00-5030 100.00
Completed Job AtmD4T/Job Cost O0-D00-1210 100.00
Completed Job AtmD4T/Job Cost O0-D00-5030 500,00
Completed Job AtmD4T/Job Cost O0-D00-1210 500.00
Completed Job AtmD4T Job Cost D0-000-5030 T50.00
Completed Job AtmD4T/Job Cost O0-D00-1210 T50.00
Completed Job AtmD47/ Job Cost O0-000-5030 2,416,459
Completed Job AtmD4T/Job Cost O0-D00-1210 2,416.49
Completed Job AtmDaT Job Cost O0-0D0-5030 4 67600
Completed Job AtmD4T/Job Cost 000001210 4,676.00
Completed Job AtmD4T/Job Cost O0-D00-5030 46500
Completed Job AtmD4T/Job Cost O0-D00-1210 465.00
Completed Job AtmO4T Job Cost D0-000-5030 50.00
Completed Job Atmd4T7Job Cost O0-D00-1210 50.00
Completed Job AtmD4T/Job Cost O0-D00-5030 250.00
Completed Job Atmd4T/Job Cest 00-D00-1210 250.00
Total for Fiscal Period 3 36,771.93 36,771.93

302010 4:22 PM

OPEN_SYSTEM Sikenthe
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CLOSE PROJECTS

Use the Close Projects function to flag selected Projects, Phases, or Tasks as Closed. When you
close a Project level, you cannot charge additional Time and Material costs against it. This
function selects the Closed check box and enters the desired closing date into the Act Finish
Date field on the Projects screen for the appropriate Project level.

After you close a Project, Phase, or Task, you can reopen it by clearing the Closed check box in
the Change Projects function. When you reopen a Project level, all levels below it are also
reopened. To Close reopened Project levels, you must run the Close Projects function again.

The following rules apply when you Close a Billable or Job Costing project:

¢ You cannot Close a Project level until all transactions related to that level and below
have a status of Billed/Charged.

¢ You cannot Close a Project level if there is an unapplied balance remaining for
Deposits.

If you are Closing a Billable Fixed Fee Project, Project-to-Date income should equal Project-to-
Date billings for the level before you can close it. If the billed and income amounts don’t match,
you will get a warning message, but will be allowed to continue.

You can close Administrative and Non-Billable Project levels at any time as long as you post all
transactions from the Project level you are Closing.

You can never Close Speculative Project levels. Instead, you must first change the Project level
type to General Billable or Job Costing, and follow the rules for Closing that Project type.

To use Close Projects, follow these steps:

1. Select Close Projects from the Periodic Processing menu.

Close Projects Menu

| Project Costing +

& Interactive Views
Transactions
Biling
Management Reports
Project Adjustments
[l Periodic Processing
Hold/Release Projects
Change Projects
Import from M5 Project
Move Activities
Post Completed Jobs
Productivity Reports
Setup and Maintenance
Master Lists
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2. The Close Projects screen appears.

Close Projects Screen

|- P Close Prjects [£3. |
P OK | [0 Activity | Reset | Select All | Unselect All
Apply Filter b

[IE]

And
|| Do the following, then chedk the bax. Close Date | 9;30;20]0'|_v_‘; Report Layout
i Banded Row:
Post Project Transactions Comments || Banded Rows

| Eill Project Transactions

[ Select Customer ID Customer Name Project ID él
i = | .TminPrnj |
BE] M, AD08 025582
a [ Select s Phase Code
B ] Instal |
1] o Build Build
7] Diesign Design i
=) Install Install
TR _
[ [=]seteet Task Code | Phase Code
| >| i = .Ijaslgn | Design
[ L] =] Instal Inatall
1) =) A008 Mon-Bill
@ ] At008 Test Train
| [ Argl26 MutiCur
Im i AmN4T Joh Coet ¥

3. Use the Data Filter to select the range of filtering options or leave the filter blank to include
all available data. Click Apply Filter to bring in the Projects that meet your filter criteria.

4. Post Project Transactions.
5. Bill Project Transactions.
6. Select the Do the following, then check the box, check box.

7. Edit, if necessary, the current date in the Close Date field.

NOTE: The system enters this date in the Act Finish Date field on the Project's
General tab for the appropriate Project, Phase, or Task when you Close a Project
level.
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8. Enter any Comments to associate with the selected Projects/Phases/Tasks in the Comments
field.

9. Select the check box if you want to print the report in Banded Rows format, which
highlights lines in the report in alternating bands of color (or gray on monochrome printers).
This makes wide reports easier to read. You can define your default preference for the
banded rows format on the System Manager Business Rules. You can then override your
default choice when you print the report.

0. 0.0 0 0 0 0 00 000000 0000000000000 IOINIONNOONNONNNONNONNNNNNONONNONYNYNDOYNIODYIONDY
NOTE: Use the System Manager Print Preferences function to define the default
setting for this check box. You can then override this default when you print the
report.

10. Click the Plus (+) adjacent to the Select field for the Customer ID, Project, Phase, or Task
you want to Close.

11. Select the Project ID and, depending on which option you chose above, the Phase and Task
to close.

12. Click a command button:

Command Buttons
Name Description
OK Begin processing.

Open the Activity Log to view previous

Activity activity from the Close Projects/Phases/Tasks
function.

Reset Set all fields to their default values.

Select All Select all projects, phases, and tasks to close.

Unselect all projects, phases, and tasks to

Unselect All
close.

If there are errors generated when the Close Projects is executed an Error Log is generated.
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Error Log

[5] Error Log

| Emor
Unposted overhead allocation transactions exist.
Open purchase orders or unposted transactions exist.

Unbilled or work in process activities exist.

PhaseCode | Task Code

Install
Install

Some examples of errors generated are:

e Unposted Overhead Allocation Transactions exist.

Open Purchase Orders or unposted Transactions exist.

Unbilled or Work in Process activities exist.

Deposit balance exists.

Incomplete tasks exist.

Activity Log

7-34

Use the Activity Log to view all post activity for administrative purposes.

Activity Log Dialog Box

(5] Activity Log - [E=REER
b K 4 1of2 b M [bs X @ 9 A @ =1 B2 @
i Comments ! Prirt Log

v ! Description ! User ID

i Run Time

i Post Run

’C Close Projects

PC Close Projects

/2010 4:30 PM

9/30/2010 4:23 PM
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Close Projects

Displays
Post Run
Run Time
Description

User ID

Comments

Print Log

NOTE: Refer to the Reporting section in the General Information guide for more
details on print options and selections when previewing the report.
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Close Projects Log

Continental Products Unlimited Page 1
Close Project Report
Close Date 9/30/2010

Repaort Filter

Comments

Customer ID Project ID Phase Code Task Code

ARDDE Non-B#

913072010 4:30 PM ** End of Report *** OPEN_SYSTEMSikenthe
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MANAGEMENT REPORTS OVERVIEW

Use the functions on the Management Reports menu to print reports listing Project
information. These reports are designed to help you evaluate Project progress, analyze income
versus costs, and manage workflow.

With the functions on the Management Reports menu you can perform the following tasks:

e Use the Work in Process (page 8-5) report to act as an audit for the amount in the
Work-In-Process GL Accounts.

¢ Print the Income Analysis (page 8-9) to compare actual time, material, and total
Project costs against your Estimates and view variance amounts and percentages.
Use the information on the report to revise Estimates or identify which Projects are
over budget.

¢ Print the Billing Analysis (page 8-13) report to view Period-to-Date, Year-to-Date,
Project-to-Date, and Fixed-Fee only billing information including the Last Billing Date,
Write-up or Write-down amounts, Deposit Applied, and Balance Totals.

e The Profit Analysis (page 8-17) helps you evaluate Project profitability based on
billing amounts and actual Project-to-Date costs for the Billable or Job Costing
Projects you select.

¢ Use the Cost Variance Analysis (page 8-25) to view the difference between
Estimated and Actual Project costs for all Project types. This information helps you
determine whether your Estimates are too high or low so that you can adjust them
accordingly.
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MANAGEMENT REPORTS

Work In Process

Use the Work in Process report to act as an audit for the amount in the Work-In-Process GL

Accounts.

To print the Work In Process report, follow these steps:

1. Select Work In Process from the Management Reports menu.

Work In Process Menu

| Project Costing <||
Interactive Views
Transactions
Biling
[=] Management Reports

Income Analysis

Biling Analysis

Profit Analysis

Cost Varance Analysis
Project Adjustments
Periodic Processing
Productivity Reports
Setup and Maintenance
Master Lists
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Work In Process
2. The Work In Process selection screen appears.

Work In Process Screen

| PC Work In Process [£3/ |

i Print |[[]Output - | 1=1Send | [& Preview | Reset
Fiscal Date
Period '_ 2|3 |:

Year |20135)

3. Select the fiscal Period for the report from the Fiscal Date, Period field.
4. Select the fiscal Year for the report from the Fiscal Date, Year field.
5. Select a command button:

Command Buttons

Name Description
Reset Set all fields to their defaults.
Preview Preview the report on your monitor.
Output Output the report as a .pdf file and save it.
Send Email the report with the report attached as a .pdf file.
Print Print the report.
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MANAGEMENT REPORTS
Work In Process .

NOTE: Refer to the Reporting section in the General Information guide for more
details on print options and selections when previewing the report.
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Work In Process Report

MANAGEMENT REPORTS

Work In Process

Continental Products Unlimited Page !
Work In Process
Fiscal Period | Year 972010

GL Account
Customer ID Project 1D Phase Code Task Code Type Amount

O0-000-1210
ARDOE 025582 Material 0.00
ARDOE 025582 Install Material 0.00
ARDOE 025582 Install Install Material 0.00
AtmO4T Job Cost Material T5.00
AtmD4T Job Cost Build Buikd Time 1,447.00
AtmO4T Job Cost Build Build Time 2,416.4%
AtmO4T Job Cost Buiki Buiki Time T58.00
AtmO4T Job Cost Busild Build Waterisl 530.00
Atm04T Job Cest Buiki Buiki Material 465.00
AtmO4T Job Cost Build Build Material 37944
AtmO47 Job Cost Build Bauild Material 50.00
AtmO4T Job Cost Buiki Buikl Materisl 625.00
AtmD4T Job Cost Basild Buikd Expense 300.00
AtmD4T Job Cost Build Build Expense 525.00
Atm04T Job Cest Buiki Buiki Other 275.00
AtmO4T Job Cost Build Buikd Other 225.00
AtmD4T Job Cost Design Diesign Time 2,800.00
AtmO4T Job Cost Design Diesign Time 4,676.00
AtmD4T Job Cost Design Design Time 55.00
AtmD4T Job Cost Install Install Time 2,600.00
AtmO4T Job Cost Install Install Time 4,242.00
Atm34T Job Cost Instsll Instsll Materizl 100.00
Atm04T Job Cest Install Install Material 50.00
AtmO4T Job Cost Instsll Instzll Expsnze 500.00
AtmD4T Job Cost Install Install Expense 250.00
AtmQ47 Job Cost Install Install Cther TE0.00
Betliz2 Go Live Design Materisl 1.289.85
BetdZ3 Go Live Diesign Other 5, 100.00
BatlZ2 Go Live Buiki Buiki Time 2.500.00
Betliz3 Go Live Build Build Materisl 38220
BetDZ3 Go Live Baikd Build Expenss 225.00
BetlZ3 Go Live Build Build Expense 400.00
BetdZ3 MixedPraj Install Install Time 3.750.00
B=tdZ3 MiedProj Install Install Mat=rizl 0.00
BetlZ3 MitedProj Instsll Instsll Expsnsz 450.00
Total for GL Account 00-000-1210 38,690.98
Grand Total 38,620.98

SIN2010 1:52 PM
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INCOME ANALYSIS

MANAGEMENT REPORTS

Income Analysis .

Print the Income Analysis to compare Actual Time, Material, and total Project Costs against
your Estimates and view variance amounts and percentages. Use the information on the report

to revise Estimates or identify which Projects are over budget.
To produce the Income Analysis report, follow these steps:

1. Select Income Analysis from the Management Reports menu.

Income Analysis Menu

| Project Costing <||
Interactive Views
Transactions
Billing
= Management Reports
‘Work In Process
Biling Analysis
Profit Analysis
Cost Varance Analysis
Project Adjustments
Periodic Processing
Productivity Reports
Setup and Mairtenance
Master Lists
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Income Analysis
2. The Income Analysis selection screen appears.

Income Analysis Screen

| PC Income Analysis [:3| |

(]

i Print |[[jOutput + | =9 Send |3 Preview | Reset

Data Filter Al
And
Indude As of Fiscal Date
|| Tasks Period | 9|_;_|:
|| Zero Income Projects Year | 2015| 3 |.

3. Use the Data Filter to select the range of filtering options or leave the filter blank to include
all available data.

4. Select the Tasks check box, if applicable, to Include Tasks in the report.

5. Select the Zero Income Projects check box, if applicable, to Include Projects with no income
in the report.

6. Select the Period and Year to include income, As of Fiscal Date. This will include income
information up to the selected Period and Year.
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7. Select a command button:

Command Buttons

Name
Reset
Preview
Output
Send

Print

MANAGEMENT REPORTS

Description
Set all fields to their defaults.
Preview the report on your monitor.

Output the report as a .pdf file and save it.

Income Analysis

Email the report with the report attached as a .pdf file.

Print the report.

NOTE: Refer to the Reporting section in the General Information guide for more
details on print options and selections when previewing the report.
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MANAGEMENT REPORTS
Income Analysis

Income Analysis Report

Continental Products Unlimited Paget
Income Analysis
Report Filter
Include Tasks ¥es Include Zero Income Projects  Yes
Customer 1D Project 1D Phase Code Task Code Description
Type Estimate Period-to-Date Year-to-Date Project-to-Date Variance Percent
ARDDE 010447 Network Install
Time 0.00 0.00 0.00 0.00 0.00 0.00
Material 0.00 0.00 0.00 0.00 0.00 0.00
Expense 0.00 0.00 0.00 0.00 0.00 0.00
Other 0.00 0.00 0.00 0.00 0.00 0.00
AlDOE 010447 Di=sign Design Dizsign and spac
Timz 0.00 0.00 0.00 0.00 0.00 0.00
Materisl 0.00 0.00 0.00 0.00 0.00 0.00
Expense 0.00 0.00 0.00 0.00 0.00 0.00
Other 0.00 0.00 0.00 0.00 0.00 0.00
A0S 10447 Install Install On-sits tasks
Timz 0.00 0.00 0.00 0.00 0.00 0.00
Material 0.00 0.00 0.00 0.00 0.00 0.00
Expense 0.00 0.00 0.00 0.00 0.00 0.00
Other 0.00 0.00 0.00 0.00 0.00 0.00
Total for Project 1D 010447 0.00 0.00 0.00 0.00 0.00 0.00
ARDOE 025582 New building
Tima 0.00 0.00 0.00 0.00 0.00 0.00
Materisl 0.00 0.00 1,751.08 1,751.08 1,751.08 0.00
Expense 0.00 0.00 0.00 0.00 0.00 0.00
Other 0.00 0.00 0.00 0.00 0.00 0.00
ADDE 25682 Install On-sits tasks
Timz 15,600.00 0.00 0.00 0.00 -15,600.00 -100.00
Materisl 845.00 0.00 908.55 908.55 63.55 1.52
Expense 200.00 0.00 180.00 180.00 -50.00 -25.00
Other 200.00 0.00 200.00 200.00 0.00 0.00
A0S 025582 Build Build In-house tasks
Time 0.00 0.00 0.00 0.00 0.00 0.00
Material 0.00 0.00 2,607 63 2,607.63 2,607 63 0.00
Expense 0.00 0.00 0.00 0.00 0.00 0.00
Other 0.00 0.00 0.00 0.00 0.00 0.00
ARDOS 25582 Design Design Design and spec
Time 0.00 0.00 150.00 150.00 150.00 0.00
Materisl 0.00 0.00 0.00 0.00 0.00 0.00
Expense 0.00 0.00 0.00 0.00 0.00 0.00
Other 0.00 0.00 0.00 0.00 0.00 0.00
ARDOE 025582 Install Install On-site tasks
Time 0.00 0.00 0.00 0.00 0.00 0.00
Material 0.00 0.00 1,815.06 1,815.06 1,815.06 0.00
Expense 0.00 0.00 0.00 0.00 0.00 0.00
Cther 0.00 0.00 0.00 0.00 0.00 0.00
Total for Project ID 025582 16,845.00 0.00 7.562.32 758232 -5,262 68 -54.53
Time 15.600.00 0.00 150.00 150.00 -15,450.00 55.04
Material 84500 0.00 T.082.32 T.082.32 6,237.32 T3B.14
Expense 200.00 0.00 150.00 150.00 -50.00 -25.00
Other 200.00 0.00 200.00 200.00 0.00 0.00
AhDOE Go Live Go Live
Timz 0.00 0.00 2.775.00 2.775.00 2.775.00 0.00
Materisl 0.00 0.00 0.00 0.00 0.00 0.00
Expense 0.00 0.00 0.00 0.00 0.00 0.00
HINI0 1:54 PM OFEN_SY5STEM Sikenthe
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BILLING ANALYSIS

MANAGEMENT REPORTS

Billing Analysis

Print the Billing Analysis report to view Period-to-Date, Year-to-Date, Project-to-Date, and
Fixed-Fee only billing information including the Last Billing Date, Write-up or Write-down
amounts, Deposit Applied, and Balance Totals.

To produce the Billing Analysis report, follow these steps:

1. Select Billing Analysis from the Management Reports menu.

Billing Analysis Menu

| Project Costing <||
Interactive Views
Transactions
Billing
= Management Reports
Work In Process
Income Analysis
Profit Anatysis
Cost Variance Analysis
Project Adjustments
Periodic Processing
Productivity Reports
Setup and Maintenance
Master Lists
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Billing Analysis

2. The Billing Analysis selection screen appears.

Billing Analysis Screen

| PC Biling Analysis @I_|

=]
i Print |[[]Output ~ | =1 Send | [ Preview | Reset
Data Filter 7" =)
And
Indude As of Fiscal Date
|| Tasks Period 9|
|| Deposit Balances Onl

Year 2015 ||

. Use the Data Filter to select the range of filtering options or leave the filter blank to include
all available data.

. Select the Tasks check box, if applicable, to Include Tasks in the report.

. Select the Deposit Balances Only check box, if applicable, to only Include deposit balances
in the report.

Select the Period and Year to include billings, As of Fiscal Date. This will include billing
information up to the selected Period and Year.

8-14  Project Costing



7. Select a command button:

Command Buttons

Name
Reset
Preview
Output
Send

Print

MANAGEMENT REPORTS

Description

Set all fields to their defaults.
Preview the report on your monitor.

Output the report as a .pdf file and save it.

Billing Analysis

Email the report with the report attached as a .pdf file.

Print the report.

NOTE: Refer to the Reporting section in the General Information guide for more
details on print options and selections when previewing the report.
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MANAGEMENT REPORTS

Billing Analysis

Billing Analysis Report

Report Filter
Include Tasks Yes

Continental Products Unlimited

Billing Analysis

Include Deposit Balances Only

Page 1

Customer ID

Altoos

Alt00s

Altoog

Total for Project ID 010447
Altoos

Alt00E

Alt00s

Altoos

AltD0E

Total for Project ID 025582
Altoos

Alt008

Alt00E

Total for Project ID Go Live
AltDDg

Total for Project ID Test Train
Total for Customer ID AltD02
Arg028

Arglze

9/30/2010 4:11 PM

Project ID Phase Code Task Code Description Last Date Billed
Billed Write-Up / Down Deposit
Period-to-Date  Year-to-Date Project-to-Date Period-to-Date  Year-to-Date Project-to-Date Advances Applied Balance
010447 Metwork Install 9/9/2005
0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
010447 Design Design Design and spec 9/9/2005
0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
010447 Install Instal On-site tasks 9/9/2005
0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
025582 MNew building 712812010
0.00 385861 3,858.61 0.00 1,900.00 1,800.00 .000.00 2,000.00 0.00
025582 Instal On-site tasks T/26/2010
0.00 1,258.55 1,258.55 0.00 0.00 0.00 0.00 0.00 0.00
025582 Build Build In-house tasks 9/21/2010
2,240.00 284763 2,847.63 0.00 0.00 0.00 0.00 0.00 0.00
025582 Design Design Design and spec 9/21/2010
150.00 150.00 150.00 0.00 0.00 0.00 0.00 0.00 0.00
025582 Install Instal On-site tasks 7I26/2010
0.00 1,815.06 1,815.06 0.00 0.00 0.00 0.00 0.00 0.00
2,3290.00 9,929.85 992085 0.00 1,900.00 1,900.00 2,000.00 2,000.00 0.00
Go Live Go Live TI26/2010
0.00 2,775.00 2,775.00 0.00 -7,400.00 -7,400.00 0.00 75.00 -75.00
Go Live Design Design Design and spec 7126/2010
0.00 6,050.00 6,050.00 0.00 0.00 0.00 0.00 0.00 0.00
Go Live Insta Instal On-site tasks 9/21/2010
1,138.32 16,458.57 16,458 .57 0.00 0.00 0.00 0.00 0.00 0.00
1,138.32 2528357 2528357 0.00 -7,400.00 -7.400.00 0.00 75.00 -75.00
Test Train Training Test Project
0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
3,528.32 3521342 3521342 0.00 -5,500.00 -5,500.00 2,000.00 2,075.00 -75.00
MultiCur Multi Currency Test
0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
MultiCur Build In-house tasks 8/10/2010
0.00 3,812.50 381250 0.00 0.00 0.00 0.00 0.00 0.00

OPEN_SYSTEMSkenthe
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PROFIT ANALYSIS

MANAGEMENT REPORTS

Profit Analysis

The Profit Analysis helps you evaluate Project profitability based on billing amounts and actual

Project-to-Date costs for the Billable or Job Costing Projects you select.
To produce the Profit Analysis report, follow these steps:

1. Select Profit Analysis from the Management Reports menu.

Profit Analysis Menu

| Project Costing <||
Interactive Views
Transactions
Biling
=] Management Reports
Work In Process
Income Analysis
Biling Analysis
Cost Variance Analysis
Project Adjustments
Periodic Processing
Productivity Reports
Setup and Maintenance
Master Lists
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Profit Analysis

2. The Profit Analysis selection screen appears.

Profit Analysis Screen

| PC Profit Analysis [£3] |
{2 Print |[[ZjOutput ~ | =1 Send |3 Preview | Reset
Data Filter W

And

®

Include Fiscal Period [ Year

|| Tasks From | 1[5 ! 2015(8)

Thru | 1205 1| 2015/

3. Use the Data Filter to select the range of filtering options or leave the filter blank to include
all available data.

4. Select the Tasks check box, if applicable, to Include Tasks in the report.

5. Select the Fiscal Period/Year From and Thru to include in the report.
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6. Select a command button:

Command Buttons

Name
Reset
Preview
Output
Send

Print

MANAGEMENT REPORTS

Description
Set all fields to their defaults.
Preview the report on your monitor.

Output the report as a .pdf file and save it.

Profit Analysis

Email the report with the report attached as a .pdf file.

Print the report.

NOTE: Refer to the Reporting section in the General Information guide for more
details on print options and selections when previewing the report.
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MANAGEMENT REPORTS
Profit Analysis

Profit Analysis Report

Continental Products Unlimited Page 1
Profit Analysis
Report Filter
Include Tasks Yes
Customer 1D Project ID Phase Code Task Code Description
Income (Mema) Eilled Cost Profit Percent
AlDDE D047 Metwork Install
0.00 0.00 0.00 0.00 0.00
ARDIE D047 Design Design Design and spac
0.00 0.00 0.00 0.00 0.00
ARDDE 0447 Install Install On-site tasks
0.00 0.00 0.00 0.00 0.00
Total for Project ID 040447 0.00 0.00 0.00 0.00 0.00
ADXE 025582 New building
5,061.08 1.761.08 1,576.62 iT4.45 5.96
ARDDE 025582 Install On-site tasks
2,308 55 1,258 55 283783 -1,578.28 -125.48
ARDDE 025582 Build Build In-touse tasks
4,607.62 507.63 372762 -3.120.00 513.47
ARDIE 0258582 Design Design Design and spec
150.00 150.00 65.00 8500 5667
AlDDE 025582 Instsll Instzll On-site tasks
1,815.06 1,815.06 272259 80753 -50.00
Total for Project 1D 023582 13.932.32 5.502.32 10,929.68 -5,247.26 85.79
ARODE Go Live Go Live
10,250.00 2.775.00 10.624.60 -T.849.60 -282 87
ARDIE Go Live Design Design Design and spec
6,050.00 6,050.00 6,582.73 -242T3 -15.58
ARDDE Go Live Install Install On-site tasks
16,458.57 16,458 57 18,625.68 217111 -13.19
Total for Project ID Go Live 32, 758.57 25,283.57 36,247.01 -10,963.44 -43.36
ADXE Test Train Training Test Project
0.00 0.00 0.00 0.00 0.00
Total for Project ID Test Train 0.00 0.00 0.00 0.00 0.00
Total for Customer 1D AItD0E 46,680.85 30,865.88 47.176.65 -16,310.80 -52.84
Argl26 MubtiCur Multi Currency Test
0.00 0.00 0.00 0.00 0.00
Argl26 MultiCur Build In-hause tasks
3.812.50 3.812.50 1,622.00 2,290.50 60.08
Angl26 MuktiCur Diesign Design and spec
5,145.00 5.145.00 2.880.00 2.265.00 4402
Total for Project D MultiCur 8,557.50 8,557.50 4,402 .00 4,555.50 50.86
Total for Customer |0 Arg026 8,957.50 8,957.50 4,402.00 4,555.50 50.86
AtmaT Job Cost Job Cost project
0.00 0.00 75.00 -15.00 0.00
AtmO4T Jobb Cost Build Buiki In-house tasks
15,459.44 6.000.00 839593 -2.395.93 -39.93
Armd4T Job Cost Design Design Design and spac
12,000.00 6,000.00 T.531.00 -1,531.00 -25.52
AtmlaT Job Cost Install Install On-site tasks
12,350.00 6,000.00 8,552.00 -Z,552.00 -43.20
Total for Project ID Job Cost 39,800.44 18.000.00 24,593.52 -6.552.92 -26.63
Total for Customer 10 Atm047 39,805.44 18.000.00 24,593 53 -6,553.53 -36.63
SINI0 4:13 PM OPEN_SYSTEM Sikenthe
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MANAGEMENT REPORTS
Cost Variance Analysis

COST VARIANCE ANALYSIS

Use the Cost Variance Analysis to view the difference between Estimated and Actual Project
costs for all Project types. This information helps you determine whether your Estimates are
too high or low so that you can adjust them accordingly.

To produce the Cost Variance Analysis report, follow these steps:

1. Select Cost Variance Analysis from the Management Reports menu.

Cost Variance Analysis Menu

| Project Costing <

Interactive Views

Transactions

Biling

=] Management Reports
Work In Process
Income Analysis
Billing Analysis
Profit Analysis

Project Adjustments

Periodic Processing

Productivity Reports

Setup and Maintenance

Master Lists
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Cost Variance Analysis
2. The Cost Variance Analysis selection screen appears.

Cost Variance Analysis Screen

]

| PC Cost variance Analyss [¢3] |

{2 Print |[[ZjOutput ~ | =1 Send |3 Preview | Reset

Data Filter 7 2]
And
Include View Cost Variances Fiscal Period | Year
|| Tasks Positive From 1 |.:3_| # 2.5,15[; I:
|Megative B _"'_
[ Zero Cost Projects bt Thea | 12(2) /| 2015[8)

3. Use the Data Filter to select the range of filtering options or leave the filter blank to include
all available data.

4. Select the Tasks check box, if applicable, to Include Tasks in the report.

5. Select the Zero Cost Projects check box, if applicable, to Include Projects with no cost in the
report.

6. Select whether the types of cost variance to include in the report from the View Cost
Variances section:

¢ Positive - to view only positive variances.
¢ Negative - to view only negative variances.
¢ All - to view both Positive and Negative variances.

7. Select the Fiscal Period/Year From and Thru to include in the report.
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8. Select a command button:

Command Buttons

Name
Reset
Preview
Output
Send

Print

MANAGEMENT REPORTS
Cost Variance Analysis

Description
Set all fields to their defaults.
Preview the report on your monitor.

Output the report as a .pdf file and save it.

Email the report with the report attached as a .pdf file.

Print the report.

NOTE: Refer to the Reporting section in the General Information guide for more
details on print options and selections when previewing the report.
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MANAGEMENT REPORTS
Cost Variance Analysis

Cost Variance Analysis Report

Continental Products Unlimited

Page 1

Cost Variance Analysis
Report Filter
Include Tasks Yes Include Zero Cost Projects No
Include Cost Variance All
Customer ID Project ID Phase Code Task Code Description
Cost
Type Actual Variance Percent Actual Estimate Variance Percent
TrainProj In-house tasks
Material 5.0000 6.0000 1.0000 16.67 75.00 540.00 465.00 86.11
Expense 1.0000 1.0000 0.0000 0.00 300.00 150.00 -150.00 -100.00
Total 375.00 690.00 315.00 4565
Total for Project ID TrainProj 6.0000 7.0000 1.0000 14.29 375.00 690.00 315.00 45.65
Material 5.0000 6.0000 1.0000 16.67 75.00 540.00 465.00 86.11
Expense 1.0000 1.0000 0.0000 0.00 300.00 150.00 -150.00 -100.00
Total for Customer ID 6.0000 7.0000 1.0000 14.29 375.00 690.00 315.00 45.65
Material 5.0000 6.0000 1.0000 16.67 75.00 540.00 465.00 86.11
Expense 1.0000 1.0000 0.0000 0.00 300.00 150.00 -150.00 -100.00
Alt003 025582 Mew building
Material 1.0000 0.0000 -1.0000 0.00 1,576.63 0.00 -1576.63 0.00
Total 1,576.63 0.00 -1,576.63 0.00
Alt003 025582 Install On-site tasks
Material 7.0000 6.0000 -1.0000 -16.67 1,362.83 540.00 -822.83 -152.38
Expense 4.0000 1.0000 -3.0000 -300.00 1,275.00 150.00 -1,125.00 -750.00
Other 1.0000 1.0000 0.0000 0.00 200.00 150.00 -50.00 -33.33
Total 283783 840.00 -1,997.83 -237.84
AltDDE 025582 Build Build In-house tasks
Material 3.0000 0.0000 -3.0000 0.00 372763 0.00 -3,727.63 0.00
Total 372763 0.00 -3,727.63 0.00
Altos 025582 Design Design Design and spec
Time 1.0000 0.0000 -1.0000 0.00 65.00 0.00 -65.00 0.00
Total 65.00 0.00 -65.00 0.00
Alt008 025582 Install Install On-site tasks
Material 2.0000 0.0000 -2.0000 0.00 272259 0.00 -2,722.59 0.00
Total 272259 0.00 -2,722.58 0.00
Total for Project ID 025582 19.0000 8.0000 -11.0000 -137.50 10,929.68 840.00 -10,089.68 -1,201.15
Time 1.0000 0.0000 -1.0000 0.00 65.00 0.00 -65.00 0.00
Material 13.0000 6.0000 -7.0000 -116.67 9,389.68 540.00 -8.840.68 -1,638.83
Expense 4.0000 1.0000 -3.0000 -300.00 1,275.00 150.00 -1,125.00 -750.00
Other 1.0000 1.0000 0.0000 0.00 200.00 150.00 -50.00 -3333

9/30/2010 4:15 PM

OPEN_SYSTEMS'kenthe
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MANAGEMENT REPORTS
Fulfillment Report (Purchase Order)

FULFILLMENT REPORT (PURCHASE
ORDER)

Use the Fulfillment Report to see Items on Transactions that have been received to or are
available for linked Items on a Purchase Order. Linked Orders are orders that have been
generated from another application, or generated from Purchase Requisitions generated from
another application. When items that are Linked are Received on a Purchase Order the Linked
Transaction is updated with the quantity received. These orders then need to be addressed in
the linked application to finish the Transaction.

Example: When a Purchase Order is generated from a Project Cost Material Req
Transaction and the items are received in Purchase Order, the Filled Quantity is put
into the Filled Qty field of the Project Cost Transaction when the Update Link button
is selected. This Project Cost Transaction now needs to be posted to invoice the
Project.

This report will show you those Items that have been Received in Purchase Order and now
need to have the Transactions finished in the source application. This report could be printed
first thing each day to list those transactions that have been automatically updated from the
Purchase Order Receiving.

To produce the Fulfillment Report, follow these steps:

1. Select Fulfillment Report from the Reports menu.

Fulfillment Report Menu

| Purchase Order <

[ Interactive Views

Transactions

Transaction Joumals

= Reports
Open Order Report
Scheduled Delivery Report
Goods Mot Received Repart

‘Vendor Performance Report
Productivity Reports
Setup and Maintenance
Master Lists
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Fulfillment Report (Purchase Order)
2. The Fulfillment Report screen appears.

Fulfillment Report Screen

| PO Fulfilment Report [£3] |
¢ Prnt | [[CjOutput ~ | =1 Send | [Q Preview | Reset
Source Types

|»| Material

%] Project

|»| Sales Order
|»| Service Crder

|| Subcontracted

Receipt Date
From )]
Thru [

|| Page Break between Scurce Types

3. Select the Source Type for the fulfillment report: Material, Project, Sales Order, Service
Order, and Subcontracted. You may select one, or any combination of these sources.

4. Select the Receipt Date From and Thru range for the report.

5. To separate the Source Types on the report, select the Page breaks between Source Types
check box.
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6. Select a command button:

Command Buttons

Name
Reset
Preview
Output
Send

Print

MANAGEMENT REPORTS
Fulfillment Report (Purchase Order)

Description

Set all fields to their defaults.
Preview the report on your monitor.

Output the report as a .pdf file and save it.

Email the report with the report attached as a .pdf file.

Print the report.

NOTE: Refer to the Reporting section in the General Information guide for more
details on print options and selections when previewing the report.
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MANAGEMENT REPORTS

Fulfillment Report (Purchase Order)

Fulfillment Report

Continental Products Unlimited
Fulfiliment Report

Fage 1

Receipt Date From Thru

Material No Subcontracted No

Sales Order Yes Service Order Mo

Project Yes

Page Break between Source Type No

Source Type

Sales Order
References Item ID Location ID Description
0000003041 100 MMO001 Electrical Package
00000030-2 200100 MNO001 Furnace
00000030-3 200200 MMO001 Water Heater

81212010 3:34 PM

*** End of Report ***

OPEN_SYSTEMS'kenthe
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GLOSSARY

account
A storage unit of financial data in accounting, usually grouping related information under one
account number or account ID.

accounting period

A period of time in accounting, used to provide distinct units of time with which you can work.
For example; you might want a report to include transactions done within a particular
accounting period.

activity

The changes in account balances resulting from transactions (sales, purchases, payments of
wages, adjustments, and other journal entries) between the business and one or more outside
parties.

application
A software package made up of several related programs (functions) and files. Usually an
application is named after a common accounting practice—for example, Accounts Payable,
Accounts Receivable, or Payroll.

audit trail
A detailed record of accounting activity used to account for the source of every dollar in the
accounts. Even though the most common types of accounting errors are eliminated or greatly
reduced when you use the General Ledger system, you should always have an audit trail.
back up
To make a copy of data for archival purposes. For example; you would want to back up a history
file before you purged history so that you could retrieve the data if you had to.
balance

(1) The difference between the total debit entries and the total credit entries for an account. 2)
The total amount owed by a customer or owed to a vendor.
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base currency

In TRAVERSE, the currency selected in System Manager Company Setup Company Information
as the base currency. While TRAVERSE stores both base and foreign currencies, all other
currencies are converted to base currency.

batch code

Time tickets and transactions grouped together logically to allow the option of posting time
tickets and transactions by batch rather than individually. Batch codes are useful in network
environments, enabling many users to enter and post time tickets simultaneously without
interfering with each other.

company

In TRAVERSE, a business record associated with its own files, tables, and menu of applications.

conversion

The process of updating existing databases, programs, or applications to the current version.
Compare installation.

distribution code

A code that indicates how amounts are to be distributed among general ledger accounts.

expenses

The costs incurred in earning the revenue: the cost of goods sold, wages, rent, and so on.

field

A region on the screen that accepts input from the user; also, one element of a record in a file.
On the screen, most fields are labeled.

file

A collection of records stored under a particular name. Function screens often represent files,
but you do not directly see a file. Compare table.

finished goods

Goods that have been manufactured and are ready for sale, the result of buying raw materials
and assembling the products and services.
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GLOSSARY

function

A menu item that leads to a full screen. Most functions have a corresponding program.
Compare table.

general ledger

A record of accounts in terms of a chart of accounts and accounting periods. The General
Ledger application tracks the effects on accounts from transactions entered in General Ledger
and interfaced applications, and it is updated by other applications interfaced with it.

input mask

A structure that specifies the number and type of characters in each segment and the special
character that separates segments. For example; the input mask for a telephone number might
be: (HiH)-HiH-tHH.

installation

The process of adding an application to an existing system. Compare conversion.

interface

To join to another application for the purpose of having information entered in one application
update information in another application’s files.

inventory

The goods a business owns at a particular time, whether held for direct sale or for use in
manufacturing goods for future sale. Manufacturing inventory is usually divided into raw
material, work in process, and finished goods.

journal

A chronological record of transactions.

journal entries

Transactions recorded in a journal.

menu

A list of applications, functions, options, or other menus.
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overhead
Business expenses not chargeable to a particular part of the work or product, but only as
general expenses incurred by the company or location as a whole. Maintenance, heat,
supervision, insurance, rent, miscellaneous utility costs, etc., might all be considered overhead.
Generally overhead does not vary greatly based on work load, production, or volume as would
direct expenses.

overhead allocation code
A code used to define the dollar amount of overhead to be allocated to transactions. Overhead
allocation codes can be defined in terms of hours, time charges, and/or material charges.

phase
A sub-component of a project. For example, if building a house is the project, a phase might be
building the basement.

post
To transfer information from one place to another, usually at the end of the day or at a distinct
break in business.

program
A self-contained list of executable code, written and implemented to do a task. Most programs
are represented by a function on a menu. Compare function.

project
A defined job that combines the use of goods and services done for pay. A project can consist
of phases and tasks.

purge

To remove from the system. Compare restore.

record

A unit of information that has other pieces of information assigned to it. Each record is
assigned an ID so that the table can sort information in terms of record IDs.

restore

To bring information back to its original place and condition. Compare purge.
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GLOSSARY

source code

A code that identifies the source of a journal entry.

table
(1) A grid that holds records and is visible. (2) An object that stores data. Compare file.

task
A sub-component of a phase. For example; if building a house is the project, building the
basement is a phase, then installing the plumbing in the basement might be a task.
transaction
An exchange between a business and another party, leading to an accounting entry. This entry
is recorded in the GL Journal.
variance
The difference between two balances for the same account—for example; between the
balance of this year and last year.
vendor

A business from which your business purchases goods or services.

write-down

An accounting entry to record losses when project income accrued is greater than the amount
billed. For example; a write-down of $100 occurs if a company has billed $75 for an employee’s
time but that employee’s payroll rate totals $175 for the time spent on the project.

write-up

An accounting entry to record gains or profits when project income accrued is less than the
amount billed. For example; a write-up of $50 occurs when a company has billed $75 for an
employee’s time but the payroll rate for that employee totals only $25 for the time he or she
spent on the project.
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