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Introduction

Welcome to OSAS

Welcome to the Job Cost application for OPEN SY STEMS
Accounting Software® (OSASP®). Job Cost helps you track
jobs that incorporate goods and services. You might do these
jobs for contractors, build-to-order manufacturers, and other
businesses that need a specific task or a set of tasksto be done.
Job Cost lends its tracking capabilities to other applications
that track your financial condition; General Ledger, Accounts
Payable, Accounts Receivable, Purchase Order, Sales Order,
and Payroll.

Job Cost plugsinto Resource Manager, the foundation of
OSAS. Consult the Resource Manager guide for more
information on basic OSAS functionality and details on how
Resource Manager works within the OSAS system.

About This Guide

This guide describes the functions that make up the Job Cost
application and gives details on how Job Cost fits into your
existing business workflow. This guide is divided into these
sections:

e Chapter 1 introduces OSAS and the Job Cost application,

and describes the basics of the Job Cost system and how to
navigate around OSAS.
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CHAPTER 1 e Introduction

e Chapter 2, Installation and Conversion, details how to install Job Cost using
Resource Manager and how to create or convert the datafiles it requires.

«  Chapter 3, Getting Started, gives information and checklists on the steps you
need to perform to set up Job Cost.

e Chapters 4 through 12 contain function descriptions organized by menu.
These chapters mirror the order that appears on the Job Cost menu.

e The Appendixes contain supplementary material.

e Thelndex isatopical reference to the information in the rest of the chapters,
and concludes this guide.

Conventions

This guide uses the following conventions to present information.

Inquiry When the Inquiry or Maintenance commands (or both) are available for afield,
Maint | the Inquiry and Maint flags appear in the margin. See page 1-24 and page 1-29
' for more information on these commands.

When you see the phrase “use the Proceed (OK) command” in this guide, press
Page Down in either text or graphical mode to continue. In graphical mode, you
can also click OK to proceed.
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The Job Cost System

Use the Job Cost system to track jobs that incorporate goods and services. You
might do these jobs for contractors, build-to-order manufacturers, and other
businesses that need a specific task or a set of tasks to be done. This application
lends its tracking capabilities to other applications that track your financial
condition: General Ledger, Accounts Payable, Accounts Receivable, Purchase
Order, Sales Order, and Payroll.

Application Interaction

Job Cost can be used as a standal one application, but you can get optimal use
from it when you interface it with other applications.

Accounts Accounts
Payahle Receivable
F
Purchase
Order Joh Cost Sales Order
&
General
Payroll * Ledger

Interfacing applications means that the information you enter in one application
can be transferred to and used in other applications, reducing data entry time and
the number of errors that might creep in along the way.
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CHAPTER 1 e Introduction The Job Cost System

Menu Structure

The Job Cost menu structure is similar to the structure of other OSAS
applications: functions appear roughly in order of use.

File Maintenance

Use the functions on the File Maintenance menu to set up and maintain
information about your jobs. For example, use the Jobs and Phases function to
establish and update information about jobs on which you are working.

The system uses cost codes to track costs for jobs. You must assign each cost
code to a cost type in the Cost Types function.

You will probably use the File Maintenance functions less often than any of the
other Job Cost functions: once to set up the system and each time you want to add
or change avalid code or ID.

Information Inquiry

Usethe Information Inquiry functionsto view (but not change) information
about jobs and phases. If you are running OSAS through a multiuser network,
several people can look up the same information at the sametime.

Daily Work

Once you establish the valid codes and | Ds through the File Maintenance
functions, you can use the Daily Work functions to make adjustments to jobs and
phases that the system recognizes and to update the JOHIxxx (Detail History) file
with the adjustments. Usethe Job and Phase Adjustments function to make the
adjustments; use the Post Adjustments and Transactions function to post
them.

Reports
Cost Reports

Cost reports track costs; they show where your expenses occur and where you
can improve your spending.
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Job Cost

Both the Cost Summary Report and the Cost Detail History Report provide
information about costs associated with selected jobs and phases. The Cost
Summary Report provides only the summary total costs for each job phase, cost
code, and cost type; the Cost Detail History Report breaks detail information
down by each transaction.

The Unit Cost Analysis Report compares estimated and actual units, costs, and
unit costs. It also displays the percent complete based on units.

Billing Reports

Billing reports track amounts you have billed and the remaining amount to bill
your clients. They show how much revenue your clients are providing.

The Job Profitability Report provides the estimated and actual costs of ajob, their
variances, and the estimated and actua profits so far for ajob. Thisinformation
is valuable when you assemble a competitive and profitable proposal for ajob.

The Billing Summary Report provides billing information for the amount and the
cost billed and unbilled for selected jobs. The Billing Detail Report provides
information for a phase or arange of phases, ajob or arange of jobs, or other
important criteria; use it to review billings or when you plan your budget and
want to determine areas of a phase or job where you might want to raise or
reduce prices.

Periodic Processing

After posting over a period of time, enough information is kept in variousfiles
that the files can get so large that they slow down your system. Use the Periodic
Processing functions to produce periodic processing reports and delete
information dated on or before a specified date or to remove completed jobs.

Produce the Overhead Allocation Report for a summary of overhead that has
been accrued to specific general ledger accounts. Before you post, produce this
report to back up information about how overhead was distributed.

Whileajob isin process, use the Post Overhead to GL function to update your
general ledger accounts with accumulated overhead. After ajob is finished,
posting to General Ledger transfers work-in-process inventory to the finished
goods account.
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CHAPTER 1 e Introduction The Job Cost System

Produce the Work-in-Process Report for information about earned income,
overbilling and underbilling, and outstanding work in process for jobs and
phases.

Use the Periodic Maintenance function to clear amountsin the JOB Sxxx (Jobs)
and JOCDxxx (Cost Codes Detail) files.

When you want to purge job comments from the JOJCxxx (Job Comments) file,
use the Purge Job Comments function. Comments dated on or before the date
you specify are removed.

The Job Template Worksheet function provides a printout of estimate
information that can help you prepare abid for ajob.

Usethe Delete Completed Jobs function to remove completed jobs and before a
date you specify.

Use the Delete Detail History function to delete detail history before a date you
specify.

Master File Lists
Information that you enter in the File Maintenance functionsis kept in master
files. Use the Master File Lists functions to produce the contents of thefiles:

details about jobs and phases, job comments, cost codes, cost types, job
templates, and tables.
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File Information

Job Cost

Theinformation you enter in Job Cost functionsis stored in files.

The JOBSxxx file holds the following information about jobs:

job and phase IDs for each job

manager and customer 1Ds

estimated and actual pieces for the period, year, and job to date
source of the pieces (Accounts Payable or Payroll)

unit of measure for each piece

total cost for the job to date

cost hilled for the period, year, and job to date

invoice billed amounts for the period, year, and job to date
overhead rate, basis type, amount, and cal culation method
accounts for overhead, work in process, and finished goods
estimated and actual values for start and finish dates and contract amounts

whether or not the record is atemplate

The JOBSxxx file serves as a database for job information: it provides
information for other functions and applications, which in turn updateit. Thisfile
is also the verification file when you use Resource Manager to verify that Job
Cost isinstalled (see the Resource Manager User’s Guide).

The Jobs and Phases function directly updates the JOBSxxx file. The
information you enter updates the file and links information in it to information
in the JOCDxxx file.

You can update the JOBSxxx and JOCDxxx filesin one of the following ways:
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CHAPTER 1 e Introduction The Job Cost System

e Usethe Jobs and Phases function to edit ajob.

« Attribute goods or servicesto ajob through Accounts Payable/Purchase
Order or Payroll, and attribute billing information through Accounts
Receivable/Sales Order, if Job Cost interfaces with those applications.

e UsetheJob and Phase Adjustments function to make adjustments to the
files.

Notice that you can attribute a service to Job Cost through Payroll, but you
cannot attribute a good or an item to Job Cost through Inventory. Job Cost does
not interface with Inventory. If you are acquiring an item, use the Daily Work
functions in Accounts Payable/Purchase Order. If you already have the itemin
stock, use the Enter Material Requisitions functions to treat Accounts Payable/
Purchase Order as a bridge between Inventory and Job Cost.

The JOHIxxx file stores several kinds of information:

e anentry for each posted and unposted piece or adjustment made to the
JOBSxxx file (fromthe Job and Phase Adjustments function or adifferent
application)

e theentry’scost type, cost code, and source

« theentry’'sassociated job and phase ID

« theentry’sgeneral ledger period, post date, and transaction date

You can use thisfile only if you elected to keep detail history in the Resource
Manager Options and Interfaces function.

You can update the JOHIxxx file by posting information from interfaced
applications or through the Job and Phase Adjustments function.

Job Cost has no “adjustments” temporary holding file to store adjustments until

you post. When you enter adjustments in the Job and Phase Adjustments
function, information flows in one of the following ways:

Job Cost
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Job Cost

If you elected to keep detail history and to post directly to the JOBSxxx file
in the Resource Manager Options and Interfaces function, adjustments
information isimmediately sent to and indefinitely kept in the JOHIxxx,
JOCDxxx, and the JOBSxxx files.

If you elected not to keep detail history but to post directly to the JOB Sxxx
file, information is sent to the JOBSxxx and JOCDxxx files, and the
JOHIxxx fileis not used at any point.

If you elected to keep detail history but not to post directly to the JOB Sxxx
file, adjustmentsinformation is sent only to the JOHIxxx file. When you use
the Post Adjustments and Transactions function, the information is
posted from the JOHIxx file to the JOBSxx and JOCDxxx files. In this
situation only, the JOHIxxx file contains both permanent and temporary
data.

Note: Inthe Options and Interfaces function for Job Cost, you must elect to
keep detail history or to post directly to the JOBSxx file.

The JOCCxxx file stores information for cost codes used for verification.

The JOCDxxx file stores severa kinds of information (and the numbers
associated with that information):

cost code number, description, and short description

original estimate

job and phase ID for each cost code

cost type for each cost code, and the cost type's use type
estimated quantity and the period-, year-, and job-to-date quantity

estimated cost and the period-, year-, and job-to-date cost

The JOCTxxx file stores cost types used throughout the system. When you assign
acost code to ajob, you must assign a cost type to the cost code.

1-9



CHAPTER 1 e Introduction The Job Cost System

The JOCTxxx file stores the cost type, description, short description used in
reports, and use type.

The JODExxx file stores the additional descriptions you assign to each job and
phase record. Use of thisfileis optional; if you do not elect to use additional
descriptions, thisfile is not used.

The JOJCxxx file stores comments that you assign to ajob in the Jobs and
Phases function. You can assign 999 comments (sequence numbers) for each
combination of job, sequence number, reference and date.

Other applications that interface with Job Cost update the JOBSxxx, JOCDXxxX,
and JOHIxxx files. When you are in the other application, the update normally
takes place after you enter the line-item information; specify ajob, phase, and
cost code; and post.

Job Cost provides information for all the applicationsit interfaces with, but it
updates only General Ledger. If Job Cost interfaces with General Ledger, you
can use the Post Overhead to GL function to send overhead information to the
appropriate accounts. Accounts set up in the JOBSxxx file for work in process
and finished goods are a so updated.

File Interaction

1-10

The Job Cost system tracks both expenses and revenues for a combination of
goods and services (ajob). When you enter and post adjustments, information is
retained in or distributed to the appropriate files to keep the information up to
date, make the information available through reports, and keep the system in
balance.

Setting up jobs

Usethe Jobs and Phases function to add thejob to the JOB Sxxx and JOCDxxx
files. At this point you define the job, the phases (if necessary), the manager
responsible, the customer for whom the work is being completed, the estimated
start and finish dates and costs, and the method you are using to calculate
overhead. You also define cost codes to organize costs attributed to the job from
the Job and Phase Adjustments function and other applications.

Job Cost
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If the job can be easily set up from atemplate, use the Copy Job Template
function to copy atemplate into anew job ID; from that point you can make the
adjustments. If you want, you can also save ajob you enter as atemplate.

Productivity Reports

Job Cost

Job Cost includes a number of productivity reports in Microsoft Excel® format.
These reports connect directly to your OSAS data viathe ODBC/IJDBC driver
(included with OSAS 7.6) and allow you to use spreadsheet tools to manipulate
the data as you want and produce charts and graphs to visualize trends.

The spreadsheet reports are listed on the Productivity Reports menu. Double-
click areport name to automatically launch Excel or any other spreadsheet
program capable of opening an Excel-formatted spreadsheet to open the report.
Use the selection boxes to filter the information that appears in the report, or use
the tools within your spreadsheet software to create charts and graphs from the
report’s data.
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Starting OSAS

In Windows

In Other
Operating
Systems

Using
Parameters

Job Cost

OSAS runs on an operating system supported by 150 MB of permanent storage
and 4 MB of RAM. You may need additional space or memory, depending on the
size of your datafiles and the operating system you use. Consult your reseller for
more information.

To start OSA'S on a computer running Windows, double-click the OSAS shortcut
on the desktop or access the program from the Start menu.

To start OSAS on an operating system other than Windows, enter osas at the
operating system prompt. If your operating system has graphical capabilities, you
can also use the OSAS shortcut to start OSAS.

You can use the -u, -, and -t parametersin OSAS shortcut properties or after the
osas command so that the system automatically uses the appropriate user ID,
and company 1D to save timelogging in.

In Windows, open the OSAS shortcut’s properties and enter these parameters
after the path in the Target field (as in the example below; be sure to use the
correct directories for your system).

C:\basis\bin\bbj.exe osasstrt.txt -q -tTOO -cD:\osas70\progrm\config.bbx - -
uSam -cH

Note: In Windows, the -u and -c parameters must follow the separation dash.

In other operating systems, enter the parameters after the osas command, asin
this example:

osas-t T2-c B

Note: You can enter these parameters in any order, but you must leave a space
between the parameter mark (-t, or -¢) and the parameter itself.

Refer to the Resource Manager guide for more information on these parameters.
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Logging In
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After you start OSAS, the login screen appears.

X 0545 Login

scottm

H Builders Supply -

OSAS-

version 7.6

Copyright © 1982-2010
This program is protected
by LLS. and International copyright laws.

Tologinto OSAS, enter your User ID, the Company ID you want to work with,
and your Password. If you want to save your password so that you do not need
to enter it again, select the Save Password? check box (or enter Y in text mode)
to save your information. This check box appears only if the Remember
Password? option is selected for your user ID in the Users function in Resource
Manager.

Check the Change Password? box to change your password upon logging in.
You will be prompted to enter and confirm your new password.

Finally, press Enter or click OK to login.
This screen appears only after you have set up the system, including setting up

users. See the Resource Manager User’s Guide for information on setting up
users and roles.
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Roles

Roles limit use of the system and protect sensitive information. Each role allows
access to specific applications, menus, and functions. If you cannot select a menu
or function, your assigned role is not authorized for it. Use the Roles function in
Resource Manager to set up roles.

Workstation Date

To change the workstation date, select Workstation date from the File menu,
click the Change Date button on the toolbar, or press F6.

ﬂSetWorkstaﬁon Date =] & =
LCommands Edit Modes Other Help
22Xz ma[@e]? e [@a@ oK ) A

Wiorkstation Date 12/28/2007 75

When the Workstation Date box appears, use the button or your keyboard to enter
the date and press Enter.
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Navigating OSAS

OSAS menus and functions are available in two modes: graphical and text. The
graphical mode allows both keyboard and mouse commands and uses data entry
fields and buttons similar to those found in any graphical software program. The
text mode presents information in a simpler text format and uses keyboard
commands to access functions and move around the screen. If you use an
operating system that does not have graphical capabilities, the text mode isthe
only mode available.

You can use either text or graphical function screens independently of the main
menu. For example, you can use text function screens while using the graphical
main menu, and vice versa. Select GUI Functions from the Modes menu or press
Shift+F6 to toggle between the text and graphical modes for function screens.

When available, press Shift+F5 to switch between graphical and text menu
modes, or press Shift+F6 to switch between modes on function screens. You can
also use the Resource Manager Defaults function to select the default mode to
use for the main menu and function screens.

In text mode, use the Page Up, Page Down, arrow, and Enter keysto move
between menus, select and enter functions, and move around function screens.
When alist of commands appears at the bottom of a function screen, pressthe
highlighted letter to use a command. These methods also work in graphical
mode, or you can use the mouse to click on fields and command buttons.

Graphical Mode

If you're familiar with other graphical software programs, you'll find it easy to
navigate around the OSAS graphical mode, which uses buttons, toolbars, text
entry boxes, and menus to help you move through your tasks.
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Main Menu

If you use BBj in graphical mode, the main menu is available in two flavors:
graphical and MDI. To switch between the two styles, press Shift+F5. If you use
Visual PRO/5, the graphical main menu is the only graphical menu available.

Graphical The graphical main menu is shown below.
Main Menu

JEX T000 - OPEM SYSTEMS(R) Accounting Software [ol]l = ==
File Views Tools Favorites Other User Help

Clea ? @@ & S

H Builders Supply -

OSAS-

m Bank Reconciliation Transactions

Bank Reconciliation ransactions ransactions

Bills of Materials/Kitting Reconciliation Void and Stop Payments
Fixed Assets Productivity Reports BR Joumnal

General Ledger File Maintenance Bank Account Register
General Report Writer Master File Lists Post Transactions
Inventory

Job Cost

Payroll with Direct Deposit
Purchase Order with Landed Cost
Resource Manager

Sales Order

|Company H |Terminal TO00 [10/12/2010 |4:27 PM

You can move around the graphical menu in these ways:

«  Click an application to view that application’s menu. Click a menu item to
view its functions. Double-click a function name to enter that function.

« Toexit from the graphical menu, click a different application or menu name
or press Tab to return to the main menu.

* Toexit from OSAS, click the Close box in the upper-right corner of the
screen, press F7, or select Exit from the File menu.
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MDI Main The MDI menu centralizes all OSAS functionality in one location: applications,

Menu menus and functions appear in a navigation pane on the left side of the screen,
and function screens appear in the large pane on the right. Using this menu, you
can open more than one function screen at atime and move or minimize screens
as needed. However, you cannot open two functions that lock the same datafile
at the sametime.

X OPEN SYSTEMS(R) Accounting Software =N EoR |
File Views Tools Other User Window Help

6 £ 6 7 B By Company :H Builders Supply hd O.SA_S Date: 12/29/2010 User ID: scottm

Inventory BX IN - Inventory Transactions =
Commands Edit Modes Other Scroll Commands Information Help

. Information Inquiry
. Daily Work 2xr=eamn[7e[00 oK
Inventory Transactions
Location Transfers
n Transaction Journal |Type |Hem |Lm: D | Quanmy|Umts |Date |Slat |
n Transfers Journal Purchase 550 TX0001 6.0000 PKG 12/14/2010 4

S Post Transactions Adjustment  [250 MNO001 15.0000(CS 12/14/2010 2
E GL Adjustments Journal
2 Post GL Adjustments Adjustment 250 TX0001 32.0000/CS 12/14/2010 2 (4]
4
2

. Reorder Processing Purchase 350 CA0001 2.0000EA 12/14/2010
i Reports Adjustment 700100 MN0002 170.0000[EA 1211412010
. Analysis Reports

. Productivity Rpts-Inventory
. Productivity Rpts-Lot/Serial
. Periodic Processing

. Physical Inventory

. File Maintenance

. Code Maintenance

. Master File Lists

. Master Codes List

W

e Line Mo (000001 of 000005 )
(L1 Reconciliation

(1 BOM/Kitting Goto [ Adjustment I [ Sale ] [ Purchase ]

DD FA GL GN IN JOo (O |Company H [12/29/2010 [Terminal TO00 |OVR

You can move around the MDI menu these ways:
e Toview an application’s menus, click that application’s tab.
e To view the functions a menu contains, click the menu name. The menu

expands to list the functionsit contains. Click the function name to enter the
function. The function screen appears in the right pane.
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« Toexit fromamenu, click adifferent menu name or application tab. To exit
from OSAS, click the Close box in the upper-right corner of the screen,
press F7, or select Exit from the File menu.

Function Screens

Graphical screens contain the same functionality as text screens, presented in a
graphical format that includes easy access to commands via the mouse.

B TaxLocations (=] = =
Commands Edit Modes Other Scroll Commands Help
L W FIEAEY oK
Tax Location MK LY Mame Minnesota Sales Tax
Tax Level 1 Tax ID 23-876182734
Authority MM Tax on: Freight? Misc?
Tax Liakility Acct 203800 Tax Refundable Acct 203800
Class  Description Sales Tax Purch Tax Tax Collected Tax Paid
oo Consumer Goods 6.500 6.500 1307 .00 0o @
01 Resale Sales 0.000 0.000 .00 .00 @
02 Exempt Sales 0.000 0.000 .00 .00 E]
03 Indl/Agr Prod. 0.000 0.000 .00 .00
04 Interstate Comm 0.000 0.000 .00 .00
05 Nhotor “ehicles 0.000 0.000 .00 ]
05 Food Products 0.000 0.000 .00 ]
a7 Clothing 0.000 0.000 .00 .00 E]
03 Gasoline 0.000 0.000 .00 .00 @
09 Services 0.000 0.000 oo oo @
Total 1307.00 00
Calculated 1307.01 00
Qver/Shart -0 00
Enter = edit ] [Iax Loc] [ Eirst ] [ Last ] [ Next ] [ Prev ] [ Wiew ] [ Header ] Goto Class
|Company H [10/0412007 |Terminal TOOD [OVR

You can move around the screen in these ways:

e Usethe mouse or press Tab to move from field to field. Use the scroll
buttons to move from line to linein scrolling regions.

If a screen appears prompting for the kind of information to enter or

maintain (such as on File Maintenance or Transactions screens), select the
appropriate option and click OK to continue.

Press Page Down if prompted to move to the next section.

Click Header when it appears to return to the screen’s header section.
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Shortcut
Menu

Other
Commands
Menu

Job Cost

*  PressF7 to exit the screen and return to the main menu.

Menus

Both the graphical main menu and graphical function screens contain drop-down
menus that give you access to additional commands without using the function
keys. While you can use the function keys to access commands in graphical
mode, you may find it easier to access command through these menus.

To access a menu’s commands, click a menu title. The commands for that menu
appear, followed by any associated hot key combinationsin brackets < >. To use
acommand, click the command name or press the hot key combination.

Refer to the Resource Manager guide for more information on the menus
availablein OSAS and their commands.

OSAS gives you quick access to commands relating to the screen you're using
viaashortcut menu. The commands that are avail able depend on the function and
the field you are currently using. To use these commands, click the right mouse
button and select the command from the menu that appears.

On the main menu, the shortcut menu gives you access to commands that help
you manage your Favorites menu, switch between sample and live data, perform
certain setup tasks, and view function information. On function screens, this
menu helps you access help documentation, move around the function screen,
work with EIS dashboards, and so on.

The Other Commands (or F4) menu is available on both graphical and text
menu and function screens and gives you access to additional utilities and
commands not directly related to the function you’ re currently using. Among
other things, these commands open calculators or allow you to view or enter
additional information. In text mode, press F4 twice on the menu or once on
function screens to access this menu.

Consult Appendix A in the Resource Manager guide for more information on the
commands available on the Other Commands menu.
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Information
Menu

Favorites
Menu
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The Information (or Shift+F2) menu is available in some graphical or text
function screensin certain applications and gives you access to additional
information about a customer, vendor, item, job, bill of material, or employee.
The commands available on the Information menu are determined by the
applications you have installed, and can include:

*  Generd Information
e Comments

e History

*  Documents

e Address Lookup

Not al of the commands above appear on every Information menu; instead,
commands are available only as they are relevant to the task you are performing.
For example, if you are entering a transaction in Accounts Receivable, you can
access comments or documents about items or customers but not about
employees or vendors.

Consult Appendix A in the Resource Manager guide for more information on
how to use the functions on the Information menu.

The Favorites menu gives you quick accessto the OSAS functions you use most
by allowing you to add selections for entire menus or particular functionsto a
custom menu. After you' ve set up the menu, select Change to Favorites from
the graphical Favorites menu or press F2 to access the functions.

The Favorites menu saves you time by eiminating the need to switch between
applications. You can add functions from several different applicationsto the
Favorites menu and access them all there rather than switching between
applications on the main menu to access the functions you need.

To add afunction to the Favorites menu, select the function you want to add and

press F10. Press F2 to switch to the Favorites menu to confirm that your
selection was added.
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Toolbar
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To remove a function from the menu, select the function on the Favorites menu
that you want to remove and press F10 again.

Toolbars

Aswith menus, graphical screens also contain toolbars that give you fast access
to the most frequently used OSAS commands. The toolbar for the main menu
differs dightly from that of function screens.

The toolbar for the main menu is shown below. Click a button to access that

command.

Workstation Command Calendar Toggle
Date Help Favorites

N

Hle 2 B B & C

Application Calculator Call a BBj/Pro5
Versions Program

The toolbar for function screensis shown below. Click a button to access that
command.

File Start Paste Calendar Online
Maintenance Over Documentation

WHIE BB TE 7€ | @

| ]

Delete Copy  Calculator Field Address
Help Mapping
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Date Fields

If you use BBj in graphical mode, click the Calendar button when it appears next
to date fields to open a calendar so that you can select the date you want to enter
into that field.

Browse

If you use BBj in graphical mode, you can use the Browse button when it
appears next to fields to navigate to directories and files and automatically enter
file pathsinto that field. Click the Browse button to open the Select Directory/
File screen, then navigate to the directory or file and click Open to automatically
enter the file path in the field.

Inquiry

The Inquiry command helps you look up and select valid entries for fields that
are connected to master file records. For example, when you use the Inquiry
command inaBatch ID field, OSASists all batches you have set up so that you
can select the one you want to enter in that field. When the Inquiry button
appears next to afield, you can either click the button or press F2 to open the
Inquiry screen and search for valid entries.

Maintenance

The Maintenance command allows you to enter or edit master file records on the
fly from within functions. For example, you can use the Maintenance command
to add anew customer or item from within the Transactions function. The

M aintenance command is available when the Maintenance button appears on the
toolbar. Click the button or press F6 to open the File Maintenance function
associated with that field and enter or edit a new master file record.

Address Mapping

When you are working with a screen that contains an address, you can use the
Address Mapping command to view a map of that address. This command
combines address information with the URL and search variablesin the Resource
Manager Web Setup function and the Map Lookup ID in the Company Setup
function to direct your web browser to a mapping website and generate the map.
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Note: Before you can view maps, you must set up mapping website information
in the Resource Manager Web Setup function, select the Map Lookup ID to use
in the Resource Manager Company Information function, and enter the path to
your workstation’s web browser in the Resource Manager Defaults function.
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The OSAS text modeis available on all operating systems. If you use OSAS on
an operating system that does not have graphical capabilities, the text modeisthe
only mode available. In text mode, all screens are presented in an easy-to-use
textual interface that you navigate through using keyboard commands.

Main Menu

The text main menu is shown below.

X 0545 To00 [E=H Eol(E=5|

Settings Edit Print Help

11/27 /2007 Company H - Builders Supply 4:25 M

Main Menu

Eills of Materials/Kitting_

TO00l—————  0PEN S3S¥3TEMS (R) Accounting Software

When you select an application, the application’s menu is superimposed over the
main menu. Selecting an entry on an application menu opens a function screen or
a submenu.

You can move around the text main menu in these ways:

* Usethearrow keysto move the cursor up and down to highlight the
application you want. Then press Enter to select it.
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Pressthefirst letter of the application you want to move the cursor to the
first application beginning with that letter. Continue to pressthe letter key or
the down arrow until the application you want is highlighted, then press
Enter to select it.

Use the mouse to click an application to view that application’s menu.

To move to the first application on the menu, press Home. To moveto the
last application on the menu, press End.

On an application menu, press Page Up to move to the menu immediately
behind it. If you are several levels away from the main menu, you can return
to the main menu by pressing Page Up repeatedly or by pressing Tab once.

To exit from OSAS, press F7.

Function Screens

Like the text menu, OSAS text function screens can be used on all operating
systems and in combination with graphical menus.

Settings Edit Print Help

Orders

Job Cost
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You can move around the screen these ways:
e PressEnter or the down arrow to move from field to field.

* Touseacommand that islisted in the command bar, press the highlighted
letter.

e Usehot key commandsto access information screens or to toggle commands
on and off. Refer to Appendix B in the Resource Manager guide for more
information on these commands and their corresponding hot keys.

e |f ascreen contains more than one section, press Page Down when
prompted to move to the next section.

e |f amenu appears prompting you for the kind of information to enter or
maintain (such as in the example and on Transaction and File Maintenance
screens), select the appropriate option and press Enter.

e To exit the screen and return to the menu, press F7.
Menus

Like the graphical mode, the text mode also includes menus that give you access
to commandsthat open additional utilities, show additional information about the
task at hand, or set up a custom menu that contains frequently-used commands.

Refer to Appendix A in the Resource Manager guide for full details about the
menus availablein OSAS.

The Other Commands (or F4) menu gives you access to additional utilities and
commands not directly related to the function you’ re currently using. In text
mode, press F4 twice on the menu or once on function screens to access this
menu. See page 1-21 for more information on this menu.

The Information (or Shift+F2) menu gives you access to additional information
about a customer, vendor, item, job, bill of material, or employee. In text mode,
this menu is available when the Info flag appears at the bottom of afunction
screen.
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Favorites
Menu

Job Cost

The commands on the menu are available only as they are relevant to the task
you are performing. For example, if you are entering a transaction in Accounts
Receivable, you can access comments or documents about items or customers
but not about employees or vendors. See page 1-22 for more information.

The Favorites menu allows you add the OSAS menus or functions you use most
frequently to a custom menu. After you’ ve set up the menu, select Change to
Favorites from the graphical Favorites menu or press F2 to access the functions.

To add a function to the Favorites menu, select the function you want to add
from the main menu and press F10. To remove a function from the menu, select
the function on the Favorites menu that you want to remove and press F10 again.
See page 1-22 for more information on this menu.

Commands and Flags

Both the text menu and text function screenslet you use commandsto drill down
to more information, change companies, switch to sample data, and perform
tasks related to the function you are using. These commands are anal ogous to the
commands contained on drop-down menus in graphical mode.

You access commands by pressing the hot key combination for the command you
want to use. If you' re working with a keyboard that lacks function keys (labeled
with an F followed by a number) or if you’ re working with an emulator in UNIX
(which can cause function keys to become unavailable), press the appropriate
alternate key combination to access the command.

Refer to Appendix B in the Resource Manager guide for alist of all OSAS
commands and their associated hot keys.

Not all commands are available for every function or field; when acommand is
available, aflag appears at the bottom of the function screen. Common flags
include Quick, Info, Maint, Inquiry, and Verify.

e TheQuick flag reminds you that you are using the Quick Entry modeto skip
fields that are not required. Press Ctrl+F to toggle quick entry on and off.

*  When the Info flag appears, press Shift+F2 to access the Information menu

to access additional information about a customer, vendor, item, job, bill of
material, or employee. See page 1-22 for more information on this menu.
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1-30

*  When the Maint flag appears, press F6 to launch the appropriate File
Maintenance function to edit a master file record or enter a new one “on the
fly.” When you finish, press F7 to return to the function you were using.

e WhentheInquiry flag appears, press F2 to use the Inquiry command to look
up additional information and select valid entries for the field you are in.

e The Verify flag reminds you that you are using verification. When this flag
appears, you must provide verification when you press Page Down or use
the Proceed (OK) command. Press Ctrl+V to toggle verification on and off.

Command Bar
The command bar appears at the bottom of function screen and gives you access

to commands that allow you to move around the screen, add or edit information,
change settings for selected lines, or select output devices.

Enter = edit, Append, Header, Totals, View, Online, Next trans

The commandsthat are available depend upon the function you are using, and are
anal ogous to the command buttons available on graphical screens. Pressthe
highlighted key to use acommand.

Messages

M essages appear at the bottom of the screen when a command is unavailable or
when OSASS needs information to continue.

Verification
{_ Press <Pgln> to proceed

Address Mapping

When you are working with a screen that contains an address, you can use the
Address Mapping command menu to view amap of that address. This
command combines address information with the URL and search variablesin
the Resource Manager Web Setup function and the Map Lookup ID in the
Company Setup function to direct your web browser to a mapping website and
generate the map.
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The Address Mapping command is available when the Map flag appears at the
bottom of the screen. To view a map of the first address on the screen, press
Shift+F4. To view amap of the second address (if present), press Shift+F5. The
second command is not available when there is only one address.

Note: Before you can view maps, you must set up mapping website information
in the Resource Manager Web Setup function, select the Map Lookup ID to use
in the Resource Manager Company Information function, and enter the path to

your workstation’s web browser in the Resource Manager Defaults function.
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Reports

OSAS applications contain a variety of reports that help you make the best
decisions for your business. With reports, you can view transaction summaries,
print audit trails of activity managed through OSAS functions, make lists of your
basic master file information for reference, and analyze all aspects of your
company’s cash flow.

This section summarizes the basics of using reports. For detailed information on
a specific report, see that report’s description in the appropriate section.

Selecting a Range of Information

Job Cost

To produce areport, you must specify what information you want to include in
the report.

To produce areport that includes all information available, leave the From-
Thru fields on the report screen blank. For example, if you want to include
information about all the vendors you work with in areport, leave the
Vendor ID From and Thru fields blank.

To limit the amount of information in the report, enter arange in the From-
Thru fields. For example, if you want areport to include information only
about vendor ACEQ01, enter ACEOOL in both the Vendor ID From and Thru
fields. If you want the report to include information only about vendors that
start with CO, enter CO at From and COZZZZ at Thru.

You can also select the Tag check mark next to a selection to select a non-
contiguous range of information. In fields where you’ ve tagged individual
choices, the selection will appear as an asterisk in the From/Thru fields after
the selection.
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Sorting

Each field where you enter information on areport screen usually restricts the
overall output of the report. For example, if you leave the Vendor ID From and
Thru fields blank, the report contains information about all the vendors. But if
you enter invoice 100 in the Invoice Number From and Thru fields, and invoice
100 is assigned only to vendor ACEQOQ1, the report includes information only
about vendor ACEOO1.

Information for reportsis sorted first by a space (), then by special characters,
then by digits, then by uppercase letters, and finally by lowercase letters. No
matter what you enter in the From and Thru fields, however, your entries are
sorted in aphabetical order (unless the function provides an option to sort the
information differently).

Sorting by alphabetical codes or IDsis easy. For example, the ID ACL comes
before the ID BB because A comes before B.

Use caution when you enter codes or I Ds consisting of characters other than
letters; the order might not be what you expect. For example, if 20 items are
labeled 1 through 20, and all are included in areport, you might enter 1 at From
and 20 at Thru, expecting them to belisted 1, 2, 3. . . 19, 20. However, since
OSAS sortsin aphabetical order, rather than numerical order, the numbers are
listed in thisorder: 1, 10-19, 2, 20. In this example, numbers 3 - 9 are not
included in the sort since they fall after 20 in an a phabetical sort. To prevent this
situation, pad extra spacesin codes and | Ds with zeros so that numbersin
alphabetical order are also in numerical order. In the example above, the items
could be labeled 000001 through 000020.

Outputting Reports
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You can output reportsin avariety of ways, but keep in mind that the mode you
use controls which output options are available to you. If you use graphical
function screens, you have the following output options: Printer, Print Preview,
PDF, File, or E-mail (for selected reports). If you use text function screens, you
have these options: Printer, File, Screen, or E-mail (for selected reports).
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If you use graphical screens, the Output Information dialog box appears after you
select the range of information to include in the report.

X Output Information

Printer

Print Preview
@ PDF

File

Email

File Name

System Default Printer Laser
PDL  Print Dialog Laser
LPD System Default Printer Dot Matrix
PDD  Print Dialog Dot Matrix
LPW  System Default Printer Wide Carriage

PDW  Print Dialog Wide Carriage Dot Matrix

[E=BECE |

Standard

@ Compressed

../data/QO000H pdf

OK | Cancel

Browse

If you use text screens, these options appear at the bottom of the screen after you
select what to include in the report and how to organize it.

Cutput:

(Plrinter p(Rjeview (Fjile (S)creen e(Mjail (FInd

Print the Report

Follow these steps to print a report:

1. Select Printer (in graphical screens) or enter P (in text screens).

2. If multiple printers are available for the terminal, either select the printer
from the list or enter the appropriate code for the printer and press Enter.

Use the Devices function in Resource Manager to add printers to the

terminal.

3. When available, select either Standard (or enter S) to print the report in
standard width or Compressed (or enter C) to print it in compressed width.

4. Click OK or press Enter to begin printing the report.

5. If you want to stop printing after it has begun, press Ctrl+Break.

6. Click OK or press Enter to continue.
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Preview the Report

The Print Preview option isonly available for graphical workstations. However,
before Print Preview will work in Windows, you must add asysprint deviceline
in the config.bbx file for that workstation. Use the Devices function on the
Resource Manager User Setup menu to add thisline.

Follow these steps to view areport using Print Preview:;
1. Select Print Preview (in graphical screens).

2. If multiple printers are available for the terminal, either select the printer
from the list or enter the appropriate code for the printer and press Enter.

Use the Devices function on the Resource Manager Installation and
Configuration menu to add printersto the terminal.

3. Click OK or press Enter to continue.

4. When available, either select Standard or enter S if you want to view the
report in standard width or select Compressed or enter C if you want to
view it in compressed width.

5. PressEnter. The Print Preview screen displays the report as it will look
when printed out in hard copy.

6. To print from this screen, select Print from the File menu. To exit from this
screen, select Exit from the File menu.

Save the Report as a PDF

PDF output isavailable for OSAS systems using BBj. The data path set up for the
workstation in the Preferences function appears. If necessary, enter anew data
path or click the Browse button to navigate to the correct directory, then enter the
file name followed by the .PDF extension. The file name plus extension that you
enter must be less than 35 characters. Press Enter to save the report as a PDFfile
in that directory.
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To savethereport as atext file, select File or enter F. The data path set up for the
workstation in the Preferences function appears. If necessary, enter a new data
path or click the Browse button to navigate to the correct directory, then enter the
file name followed by the .txt extension. The file name plus extension that you
enter must be less than 35 characters. Press Enter to save the report in that
directory.

Note: To preserve spacing and formatting, view text file reports with a fixed-
width or monospaced font (Courier, Letter Gothic, or Lucida Console, for
example).

View the Report on Screen (Text Screens Only)

If you use text screens, you can view selected reports directly in the OSAS
screen. Keep in mind that this option displays the report one page at atime,
storing previously viewed pages in the workstation’s memory. Use the
Preferences function on the Resource Manager User Setup menu to limit the
number of screen pages you can view to conserve memory resources.

Follow these stepsto view the report on screen:

1. Enter S to select (S)creen.

2. When available, enter S if you want to view the report in standard width or C
if you want to view it in compressed width.

3. When the report appears, press Enter to view the next page or Page Up to
view previous pages.
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E-mail the Report

Before you can e-mail reports, you must enter details about your e-mail system
using the E-Mail Setup function on the Resource Manager Installation and
Configuration menu. You can e-mail only selected reports. In general, any report
or form that makes up part of your audit trail cannot be e-mailed.

Follow these stepsto e-mail areport:

1. Select E-mail or enter M. The E-Mail Information screen appears.
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asotckard@builders_supply.com

Subject AR Analysis Report
Attachment Type YES -

[N £-Mail Information == =s

Commands Edit Modes Other Scroll Commands Help

kxté‘ﬂ|ﬂ@‘?® e Abandon

E-Mail From  samd@builders_supply.com

To [Customer  +||ACEo001 (] [3]
bhumphrey @aceplumbingsupply com;garry deacon@bigmail com

(o] Employee ~ || BOU001 E B
Ibourne@builders_supply.com

BCC |Employee - STOO0D1 (8] ~

Attachment File

C:/0OSAST6/data/Onpgq79x005.TXT

123

»

4

H |«

Enter = Edit Append Go to

Header Done

[Company H[10/26/2010 [Terminal TO00 [OVR

2. TheE-Mail From field displays the originating e-mail address. Changeit if
you want the return e-mail address to be different from the one set up in the

E-Mail Setup function in Resource Manager.
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In the To, carbon copy (CC), and blind carbon copy (BCC) fields, select
Other and enter the e-mail address, or select Vendor, Customer, or
Employee and choose from the e-mail addresses on file for those respective
categories (depending upon installed applications), or select None to leave
the field blank (you must choose at least one To, CC, or BCC address).

The name of the report appears in the Subject field. Change the subject line,
if necessary.

Select Yes in the Attachment field to send the report as atext file
attachment to the e-mail message, select No to send the report in the body of
the e-mail, or select PDF to attach the report asa PDF file.

The E-Mail Message dialog box appears.

E-Mail Message o] = =
Commands Edit Modes Other Help
a@xt§|a‘n@|?0‘@@ [ ok || Abandon |

Got your message. Here's the report you requested. Thanks!

Enter the message you would like included in the body of the e-mail, and use
the Proceed (OK) command. You are returned to the E-Mail Information
Screen.

Use one of the following commands in the Attachment File scroll region:

* PressEnter to edit the highlighted attachment (if any). Browse to or
enter the name of the file you would like to attach in the Edit
Attachment dialog box (see “Edit/Append Attachment dialog box” on
page 1-40).

*  Press A to add an attachment to the e-mail. Browse to or enter the name

of the file you would like to attach in the Append Attachment dialog
box (see “Edit/Append Attachment dialog box” on page 1-40).
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* PressG to goto aspecific attachment line item (this command is only
available if there are more than six attachments to the e-mail).

*  PressH to change the header information of the e-mail, including the E-
Mail From field, the recipient(s), the subject line, and the attachment

type.

*  Press D when done entering the e-mail information, and you are ready to

process the e-mail.

8. If you choose No inthe Send E-Mails Immediately? option in the Resource
Manager Options and Interfaces (see “ Options and Interfaces List” on
page 3-47), the e-mail will be held in the E-Mail Queue for processing (see
“E-Mail Queue’ on page 3-49). Otherwise, the e-mail will be sent

immediately.

Note: To preserve formatting, view e-mailed reports (or e-mail attachments) with
a fixed-width or monospaced font (Courier or Lucida Console, for example).

Edit/Append Attachment dialog box

The Edit/Append Attachment dialog box appears when you press Enter or A in
the Attachment File scroll region of the E-Mail Information screen.

A Append Attachment (== ==
Commands Edit Modes Other Help
2xzE|zamm|[re¢|ee OK__ ][ Abandon |
File Name
C:/0S5AST76/data/Onpgq79x005 TXT

1. Enter the File Name of the file you want to attach to the e-mail, or click the

browse button ( [...] ) to navigate to the file.

2. UsetheProceed (OK) command to add the attachment to the e-mail, and

return to the E-Mail Information Screen.
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Commands

Use the following commands when a report appears on the screen:

Key Operation

PgUp Moves to the previous page of the report.

PgDn Moves to the next page of the report.

Home Moves directly to the top of a group of pages.

End Moves directly to the bottom of a group of pages.

F7 Exits to the menu from any point in the report.

Left Moves | eft one character.

Right Moves right one character.

Tab Toggles between the left and right halves of areport.

Up/Down  Movesaline up and down the screen to line up information when
you toggle between halves of areport.

Using Report Pick Screen Criteria

You can save the pick criteria from any report screen to make it easier to run
reports without redefining the criteria each time.

The RM option to Use Report Defaults? must be set to Yes to use this
functionality.

After you choose to print a report, the Save Report Criteria screen appears.

[EA Save Report Criteria == ==
Commands Edit Modes Other Help
2xz|eama[r¢|ee OK || Abandon |

Save as Personal Report Picks?  [¥

Save as Global Report Picks? Fi
Description Northeast Region Requisition Report
Set as Personal Default? v
Set as Global Default?
Status Bar Company H|10/20/2010 [Terminal TO00 |OVR
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e Check the Save as Personal Report Picks? box save the pick criteriafor
use at alater time on your workstation.

e Check the Save as Global Report Picks? box to save the pick criteriafor
use by anyone in your organization who has access to this report.

e Enter aDescription for these report defaults for identification.

e If you check the Set as Personal Default? box (or enter Y in text mode),
these pick criteriawill be automatically applied on the report screen the next
time you run the report from the menu.

e If you check the Set as Global Default? box (on enter Y in text mode), these
pick criteriawill be automatically applied on the report screen whenever

anyone in your organization runs the report from the menu.

Whether or not you set saved criteria as a default, you can load any report criteria
you have saved by clicking Shift-F3 and choosing the description you want.

Consult the Resource Manager User’s Guide for more information about reports.
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Installation and Conversion

Installation

Before You Install Job Cost

Make sure your system meets these minimum requirements
before you install Job Cost.

The Job Cost system needs a minimum of 5 megabytes (5 Mb)
of disk space to work correctly with programs, sample data,
data dictionaries, system files, and graphics files. Having more
disk space available is necessary for the data files you will
create and maintain.

The OSAS system requires at |east one megabyte (1 Mb) of

main memory to run. More memory may be necessary in
certain environments and operating systems.

Installing Job Cost
Usethe Install Applications function in Resource Manager

(see your Resource Manager installation manual for more
information) to install Job Cost.

Setting up Job Cost

Once you have installed Job Cost on your system, you must
prepare your data files for everyday use.
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You can prepare files for use with Job Cost in one of two ways: you can create
and set up your filesmanually on anew system, or you can convert your old files
when you upgrade from an earlier version. To create files on a new system, use
the Data File Creation function on the Company Setup menu in Resource
Manager (see the Resource Manager User’s Guide). For instructions on
converting your files, see“ Conversion” on page 2-3.

If you plan to use General Ledger with Job Cost, you must install and set up GL
before you set up Job Cost. If you plan to use Accounts Payable, Purchase Order,
Accounts Receivable, Sales Order, or Payroll with Job Cost, set up those
applications after you set up Job Cost.
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Conversion

If you use an earlier version of OSAS Job Cost, you can convert your files from
the older version to the current version.

When you are ready to convert files, use the Data File Conversion function on
the Company Setup menu in Resource Manager (see the Resource Manager
User’s Guide) to upgrade Job Cost datafiles. You can upgrade from version 3.2x,
4.xx, 5.xx, or 6.xx. If you want to upgrade from a version of Job Cost before 3.2,
contact a technical support representative for assistance.

If you are converting from version 6.5x to 7.6, no conversion is necessary. You
should still usethe Data File Conversion function to copy datafilesfrom the old
data directory to the new directory, however.

You must install the new version of Job Cost before you convert files. You
can replace and update the programs properly only by using the Install
Applications function in Resource Manager.

Before you convert an application’s files, make note of the version number
from the application you are converting. The Data File Conversion function
has no way of determining this information.

Because tables are also converted when you convert datafiles, any changes
made (including those in Options and Interfaces) since the initial set up
may be lost. Check table settings and verify your options and interfaces
selections after converting all companies. If you need to reconvert a
company, either reset your options after conversion or back up the xxTB files
before converting.

Before you convert an application’s files, back up your datafiles.

Job Cost 2-3



CHAPTER 2 » Installation and Conversion Conversion

Consider Your Setup

Before you try to convert from your version of Job Cost, consider the exact setup
of your system. Since OSAS code can be customized, modifications to your

system might be lost if you install a new version of a program or update afile. If
you are not sureif your system isready for conversion, consult your value added

reseller.

Converting to Version 7.6

Select Data File Conversion from the Company Setup menu in Resource
Manager. The function screen appears.

X Data File Conversion = | =
Commands Edit Modes Other Help
QXEE|E ﬂ@| ?@|@@ OK Abandon
Select directory on which to create files
data
Enter directory that contains the files to be converted
c:\osasB5\data u
Do you want source files erased after conversion? E
Do you want conversion to pause if a problem is found?
Appl Description Wersion Appl Description Wersion
GL General Ledger 6.50
S0 Sales Order 6.50
AR Accounts Receivable 6.50
BR Bank Reconciliation 6.50
FA Fixed Assets 6.50
Jo Job Cost 6.50
)
| CompanyH | 10252007 | Terminal OO0 | OVR

1. Thesystem displaysall valid OSAS data paths. Select the destination
directory where your new data files will reside.

2. Enter the path (drive and directory) that has the files you want to convert.
You cannot enter the same path as the path you selected as the destination.
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10.

11.

If youwant sourcefilesto be erased after conversion, select the box (or enter
Y in text mode); if not, clear the box (or enter N in text mode).

If you want the conversion process to pause if a problem occurs, select the
box (or enter Y in text mode); if not, clear the box (or enter N in text mode).
The system considers file corruption or evidence of data not converting
correctly aproblem.

Enter JO inthe Appl column; Job Cost appears.

Enter your earlier version number of Job Cost and press Enter. You can
determine the version by looking at the copyrights screen when you start
OSAS, or in most versions, by using the Application Information tool button
on the menu screen in graphical mode or by pressing Shift+F2 in text mode.

If datafiles aready exist for Job Cost in the intended destination path, the
JO data files exist. Do you want this task to erase them? prompt appears.
If you want to erase the existing files and convert the files from the version
in the source path, select Yes (or enter Y in text mode); if not, select No (or
enter N in text mode). If you elect not to erase existing files, you must
change your directory choices so that no conflict exists.

To begin conversion, use the Proceed (OK) command.

The Do you want a printout of error log after each application? prompt
appears. If you want the error log to be produced after files are converted for
each application, select Yes (or enter Y in text mode); if you want the log to
be produced after files for all applications are converted, select No (or enter
N in text mode). If you are converting only Job Cost files, your answer to
this prompt makes no difference.

Answer the questions that appear relating to the conversion of the employee
history and last-year files.

If a problem occurs and you indicated that you want the system to pause
when a problem occurs, a prompt alerts you. To stop the conversion process,
select Yes (or enter Y in text mode). To let the conversion run its course and
investigate later, select No (or enter N in text mode).
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12. When the process finishes, the files are converted. Select the output device
to produce the error log. See “Reports’ on page 1-33 for more information
on output devices.

After conversion finishes and the error log is produced, the main menu—with
Job Cost added—appears.
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Setup

Setup Considerations

After you have installed the software for the first time or after
you have upgraded the software, you must set up the system.
Follow the setup procedures carefully; the choices you make
determine how the system will operate.

To properly set up the Job Cost system, you need to gather and
organize your accounting data. You need the following
information:

» your overhead calculation procedures
» achart of accountsfor your business
e your records of the work in process

Codes and IDs

When you set up the system, you assign codes and IDs to tell
the system how to identify each item on file. The system uses
these identifiers to organize the information in reports and
inquiry windows.

The system arranges code charactersin a particular order. In

the following list codes and I Ds are sorted from lowest to
highest, and dashes represent blank spaces.
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————— 0
————— 1
————— z
————— a
————01
__a___
000000

000001

1
The organization of these codes illustrates the following principles:

e Thesystem reads codesfrom |eft to right until it finds something other than a
blank space.

« Itemsthat make up a code are always listed al phabetically. The items are
listed in this order for each position:

blank spaces

characters (-, *, /, and so on)
numbers (0-9)

uppercase letters (A-2Z)
lowercase letters (a-z)

Alphabetical rules are not intuitive when numbers are involved. Numbers are
sorted as if they were letters: When the first characters of several IDs are
compared, the ID with the smallest first character is placed first in thelist. If the
first character of the IDsis the same, the second characters are compared and the
ID with the smallest second character is placed first in the list. This comparisonis
made for each character in the range of IDs until the IDs are clearly in
alphabetical order.

If you use numbersfor IDs, pad them with zeros so that they are all the same
length and numeric rules can hold true. For example, in alphabetical sorting ID
112 comes before ID 60, since anything that starts with 1 comes before anything
that starts with 6 alphabetically. If ID 60 were ID 000060 and ID 112 were ID
000112, ID 000060 would be listed first, since 060 is less than 112 alphabetically
and numerically.
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When you assign IDs and codes, establish aformat that makes sense for your
business and use it consistently. The following suggestions may help:

Job Cost

To prevent organization problems, use zerosto make al IDsthe 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 | Ds into more than one part.
For example, use ACE-01 and ACE-11 instead of ACE-1 and ACE-11 or
ACE01.

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

Use descriptive IDs. For example, WINOOL and WINQOO2 are more
descriptive I Ds than 000001 and 000002. However, if you already use a
numbered system, you might want to stick withit.

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

To ensure that you can insert new itemsinto a sequence, use a combination
of letters and numbers that leaves room in the sequence for later additions.
For example, setting up two consecutive I Ds of WINOO1 and WINQO5 leaves
room for three jobs in between.

If you plan to use Job Cost on the same system as Inventory, make sure that

job IDs do not duplicate inventory item IDs. The OSAS system does not
distinguish between job and item IDs.
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Setup Checklist and Functions

Follow these stepsto set up the Job Cost system (each step is explained in this
section):

1. Set upthe options and interfaces.

Build the tables.

Build the JOCTxxx (Cost Types) file.

Build the JOCCxxx (Cost Codes Master) file.
Build the JOBSxxx (Jobs) file.

Set up roles.

Set up a backup schedule.

NooA®WD

Options and Interfaces

Job Cost

An application can be interfaced to work in conjunction with other applications.
Job Cost can interface with General Ledger, Payroll, Accounts Payable/Purchase
Order, and A ccounts Receivable/Sales Order.

General Ledger

When Job Cost interfaces with General Ledger, posting uncompleted jobs makes
summary entries in the GLIRxxx (Journal) file to account for the overhead
accumulated since the last post. Overhead amounts are debited to the work-in-
process account you specify in the JOBGLxxx table and credited to the applied
general ledger account you specify in each job and phase record.

When you post completed jobs, summary entries are made to transfer the total

cost of each job from the WIP account to the finished goods account you specify
in the JOBGLxxx table.
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Payroll

You set up the interface between Job Cost and Payroll when you select Payroll
options and interfaces. Thisinterface affectsthe piecesfieldsin the job and phase
records (if you select Payroll as the pieces method) and the cost codes for labor
dollars, and updates the quantities for cost codes with labor hours.

The interface between Job Cost and Payroll works in two directions. When you
enter Payroll transactions, you can look up and select Job Cost job and phase IDs
and cost codes. When you post Payroll transactions that contain job and phase
IDs, the labor dollar amounts, hours quantities, and (optionally) the pieces fields
in the specified job and phase records are updated. If you keep job cost detail
history, the history records are also updated.

Accounts Payable/Purchase Order

You set up the interface between Job Cost and A ccounts Payabl e/Purchase Order
when you select Accounts Payable/Purchase Order options and interfaces. This
interface affects the group of piecesfieldsin the job or phase records for the
specified item if you selected pieces from Accounts Payable, and it can also
affect any type of cost code.

When you interface Accounts Payable/Purchase Order with Job Cost, you can
look up and select job and phase IDs while you enter Accounts Payable/Purchase
Order transactions. When you post Accounts Payable/Purchase Order
transactions with job and phase I Ds, the amounts and quantities for the specified
cost code are updated. If you elected to accrue specified inventory items through
Accounts Payable/Purchase Order, the pieces fields are also updated.

If you keep job cost detail history, the JOHIxxx (Detail History) fileisaso
updated.

Accounts Receivable/Sales Order

You set up the interface between Job Cost and Accounts Receivable/Sales Order
when you select the Accounts Receivable/Sales Order options and interfaces.
Then when you enter Accounts Receivable/Sales Order invoices, you can look up
and select job and phase IDs and read in cost and billing amounts from Job Cost
job and phase records.

Job Cost
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Job Cost

When you post Accounts Receivable/Sales Order transactions, the last bill date,
invoice billed amount (period, year, and job to date), cost billed (period, year, and
job to date), and (optionally) actual finish date in the job and phase records are
updated.

Options and Interfaces

Select Options and Interfaces from the Resource Manager Company Setup
menu. The Options and Interfaces screen appears.

The name of the company you are working with appears. Specify whether the
Optionstableisshared or owned. (See the Resource Manager User’s Guide for
more information about Options tables.) Next, enter JO asthe ID of the
application for which you want to set options. The Job Cost Options screen

appears.

B Job Cost Options S| ) |
Commands Edit Modes Other Scroll Commands Help
» K = ‘ 2 ‘ @ & ‘ ? @ ‘ aa OK Abandon
Description Value
Interface to General Ledger? YES ﬁ
Interface to Accounts Receivable? YES @
Interface to Payroll? YES B
Do you want to keep job cost detail history? YES
Post detail directly to master file? YES
Allow editing of totals in job record? NO
\Allow editing of Ovhd/Fin Goods values in Jobs and Phases? YES
Option (001 of 007 )
Enter = Toggle Gaoto
[ companyH | 10252007 | Terminai Tooo [ ove

1. PressEnter to toggle between YES or NO to indicate whether you want to
interface Job Cost with General Ledger, Accounts Receivable, or Payroll.
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Tables

Press Enter to toggle between YES or NO to indicate whether you want to
keep job cost detail history.

Toggle between YES or NO to indicate whether you want to post detail
information directly to the JOBSxxx file. If you select YES, information is
sent directly to the JOBSxxx and JOHIxxx files when you use the Job and
Phase Adjustments function to update information about ajob. If you
select NO, information is sent directly to the JOHIxxx file when you use the
Job and Phase Adjustments function; when you post adjustments and
transactions, information is sent from the JOHIxxx file to the JOBSxxx file.

Toggle between YES or NO to indicate whether you want to be able to edit
totalsin the job record.

Toggle between YES or NO to indicate whether you want to be able to edit
overhead and finished goodsin the job record.

When you finish selecting options, press W to save your entries and return to
the Options and Interfaces screen. Select another application or exit to the
Resource Manager Company Setup menu.

Tables storeinformation relating to the system, data, options, and default settings
for other applications.

Use tables only to enter and store data. Do not delete lines or rearrange the
account descriptions. The system looks for information by its position in the
table. For example, in the JOBGLxxx table, the system treats the account on
the first line as the work-in-process account and the account on the second
line as the finished goods account, regardless of how you change the labels.

You must set up the JOBGLxxx, JOPDxxx, and DFxxx tables before you build
the Job Cost datafiles.

You can set up the tables for individual companies and/or all companiesthat are
in the system. You can set up one table for all the companiesthat are alike, and
you can set up one table for each company that is different.
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For example, you can set up table JOBGL for companies that post overhead to
the same general ledger accounts; then set up table JOBGLAO1 for company
A01, JOBGLBO1 for company B01, and so forth if those companies post
overhead to different general ledger accounts.

Cost Types and Cost Codes

When you enter job information, you assign cost codes to each job and phase
record. Thereafter, when you acquire goods and services and enter them through
the Job and Phase Adjustments function or through other applications, the
information updates the cost code and overall job and phase record. You can
assign up to 999 unique codes to a phase.

You must assigh a cost type to each cost code. Use the Cost Types function to
specify up to 99 cost types. Since cost types are used throughout the system, set
up cost types before you enter job information.

For information about the rel ationship between cost codes and cost types, see
“Cost Code Detail” on page 3-11.

If you are converting Job Cost files from aversion before 5.00, you could have as
many as five cost types already defined. The cost types are the result of
conversion of the NAMESx table from versions 4.0x and 4.5x.

The order of the cost codes' appearance in the NAMESX table determines the
cost type's number, and the label determines the description. For example,
Material $ was the NAMESx table'sfirst entry; in thisfunction, it is cost type 10.
Material $ is the description of the cost type.

When the conversion process is finished, the cost types are in place. You can edit
these cost types as you can any other, but if you do, existing cost codes and job
detail history will not contain valid type information.

Job Records

After you have built the tables and defined the cost types, you are ready to build
the JOBSxxx file, which stores information about each job and associated
phases. You must set up thisfile before you can enter job adjustments or attribute
goods or servicesto ajob.

Job Cost 3-9



CHAPTER 3 * Setup Setup Checklist and Functions

Each job consists of at least ajob record (thejob ID, description, and information
about the jab). If the job has phases, you must also set up arecord for each phase
of the job.

Thetermsjob and phase indicate a hierarchy where the phase is assigned to the
job, but isindependent of other phases. For example, if ajob called Installation
has phases called Hardware, Software, and Training, you set up four records:
one for Installation and one for each phase. The only thing the three phases
necessarily have in common is that they are part of the job Installation.

General Information

On the General Information screen you can enter four types of information:
basic, contract, overhead and account, and pieces (goods and services) and
billing.

The basic information consists of the job description, the ID of the job manager,
whether or not the job uses phases, whether or not the job isto be used as a
template for other jobs, and whether or not you want to assign additional
descriptions to the jaob.

A template serves as agenera job that you can copy severa times, a useful task

if you have several closely related jobs and do not want to spend time reentering
information. You enter the job as you would aregular job, but by marking it asa
template, you exclude the information from cal cul ations and reports.

Job Cost does not force you to create a contract. The general term contract
information means terms of the business arrangement.

The contract information consists of the estimated and actual dates for starting
and completing the job and phase, the date the contract was established, the
amount of the contract, the contract number, and the ID of the customer with
whom you established the contract. The actual dates are updated when you post.

3-10 Job Cost



Setup Checklist and Functions Setup * CHAPTER 3

Job Cost

Overhead information can be assigned only to phases of ajob or to jobs that do
not have phases. The overhead and account information consists of the cost code
you want to assign to overhead costs; the overhead rate based on the overall cost
you want to attribute to overhead; and the General Ledger accounts of overhead,
work in process, and finished goods (the sum of the pieces entered later). The
overhead and finished goods amounts you enter to post are updated when you
post from other applications or from the Post Adjustments and Transactions
function.

You must set up cost codes before you can select avalid cost code. During
the first pass through the General Information screen, the system prompts
you to press Enter to add the default overhead cost code record with the ID
you specify for the overhead cost code. Then set up the cost codes on the
Cost Code Details screen. Finally, edit the job record and assign the
overhead cost code.

The pieces and billing information consists of the source of the information; the
item to expect; the unit of measure; the number of pieces for the period, for the
year, and for the job to date; and the estimated cost of the pieces for the entire
job.

When you enter the amount you billed the customer and the cost you billed the
customer for the period, for the year, and for the job to date, the invoice billed
amount and cost billed fields are calculated.

Cost Code Detail

Use cost codes to assign costs to ajob or phase. Thereafter, when you acquire
goods and services and enter them through the Job and Phase Adjustments
function or through other applications, the information updates the cost code and
overall job and phase record. You can assign up to 999 unique codes to each
phase.

You can also use cost codes to track costsin terms of categories that might be
specific to ajob and phase. A cost type is a category of cost codes. You can
define your cost types and cost codes, but you must define the cost types first
because you must assign one to each cost code.
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After you establish cost types for the system and cost codes for a job and phase
record, you can assign cost information to the job and phase indefinitely, and the
cost codes track the information.

For example, you might define three cost types before you enter jobs: 10 (Items),
20 (Labor), and 30 (Sublet or third-party labor). Each category is general; a
particular job and phase might have a need for more specific cost codes.

Then, inthe Jobs and Phases function, you might enter job INS001
(Installation), which may require several codes (for simplicity’s sake, the job in
this example does not have phases.) You might use cost codes 001 (Hardware)
and 002 (Software). Each code is unique, but both are assigned cost type 10.

You could also have codes 003 (Setup) and 004 (Training), each with cost type
20. Finally, you could define code 005 (Support) with cost type 30 if part of the
installation is free client support from the software manufacturer, with your
business paying for the service.

Having set up the system like this, you then track the purchase of computer
hardware in Accounts Payable and attribute the items to job INS001. Then you
specify the cost code; the appropriate information is sent to the JOBSxxx file for
the specified cost code. A similar processisinvolved in using Payroll for labor
information.

You should enter costs that you cannot directly attribute to an item in Accounts
Payable/Purchase Order or Payroll as overhead, and account for them in the
overhead fields.

In this example, you cannot have two cost codes 003 or duplicates of any other
code, but you can and do have more than one code of type 10. Once you have set
up cost types, think of them as categories you assign to each cost code. Thelist of
cost typesis set up once and used throughout the system. In this example, type 10
means Items no matter what job or phaseisinvolved and can be changed only
through the Cost Types function.

By comparison, any cost code has meaning only in its own phase or job without
phases. For example, cost code 100 in one phase has no connection with cost
code 100 in any other phase in the job or any other job. Phases (and jobs) are
independent when it comes to cost codes.
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You cannot give two codes the same number in the same phase. If you are
working in ajob without phases, no two codesin the job can have the same
number.

Job Comments

Enter comments that you want to associate with each job.

Roles

To safeguard your system, you’ll need to prevent access by unauthorized people.
Use the Resource Manager Roles function to set up roles on your system. You
can set up roles for the Job Cost system itself, for menusin the system, and for
individual functions. To control users' accessto menus and functions, you can set
up an roles for each user or group of users that performs the same functions.

Different Roles for Each Company

Roles are company-specific. When you set up arole, the roleis assigned the
company you arein.

Because the roles are company-specific, you must set up roles for each company
auser needs to access.

What Should Be Protected

Because of the sensitive nature of some of the information in the Job Cost data
files and reports, you should limit access to the functions that provide
confidential information or are sensitive to change. For maximum security,
protect the Job Cost application itself, each of the Job Cost menus, and the
individual functions.

For more information about roles, see the Resource Manager User’s Guide.
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Plan a backup schedule before you begin day-to-day operations. You can lose
files because of disk drive problems, power surges and outages, and other
unforeseen circumstances. Protect yourself against such an expensive crisis by
planning and sticking to a backup schedule.

Backing up Data Files

Back up your Job Cost data files whenever they change—every day or every
week—and before you run these functions:

Post Adjustments and Transactions
Post Overhead to GL

Delete Completed Jobs

Periodic Maintenance

Delete Detail History

Use the Backup function on the Resource Manager Data File Maintenance
menu to back up files.

You must back up all thefilesin the data path for a particular list of
companies at once to ensure that you have up-to-date copies of the system
files. Do not try to use operating system commands to back up only afew
files that have been changed; if you do, your system may not work after you
restore them. The Backup function backs up all the datafilesfor a specified
company in adata path at onetime.

Backing up Programs

Once a month or so, back up your programs. Even though these files do not
change, backup media can be damaged or deteriorate, so it paysto have afresh
copy in storage in case you need it.

Media

Keep more than one set of mediain case one set is bad or damaged. Rotate the
sets of backup media, keeping one set off-site.
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Information Inquiry

Jobs and Phases Inquiry

Usethe Jobs and Phases Inquiry function to view summary
information about ajob or its phases: the locations, start and
finish dates, additional descriptions, billing information, and
actual costs compared with estimates. You can also view cost
details to see which cost codes make up the totals.

To add or change this information, use the Jobs and Phases
function (see page 9-1).
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Jobs and Phases Inquiry Screen

Inquiry |
Inquiry |

4-2

Select Jobs and Phases Inquiry from the Information Inquiry menu. The Jobs
and Phases Inquiry screen appears.

EX Jobs and Phases Inquiry (== ==
Commands Edit Modes Other Information Help
%Xt§|@.‘ﬂ|?@|@@ 0K Abandon
Job ID 100001 LY Manager ID LUKo001 Job Template?
Phase 1D A 9 Phases Used? Status  Inactive
Desc 1 STRUCTURAL Desc 2 Addnl Desc?
Org/Est Actual Overhead Cost Code 300 Overhead
Start Date 09/20/2010 09/20/2010 Ovhd Rate .02 Calc On  Amount
Finish Date 11/05/2010 11/10/2010 Ovhd Basis Type 01 Material
Last Bill Date 11/20/2010 Applied Ovhd GL Acct 523000
Contract Date 09/10/2010 Work-in-Process Acct
Contr Amt 50000.00 50000.00 Finished Goods Acct 104400
Contract Number 12718 Ovhd Accum to Post .00
Customer 1D DAL001 Fin Goods to Post .00
Pieces From PA ucm Pct Complete 100.00
Period to Date Year to date Job to Date Estimate
Pieces .0000 .0000 .0000 .0000
Inv Billed Amt 2000.00 51000.00 51000.00
Total Cost .00 42842.24 42842.24 42766.00
Cost Billed .00 42800.24 42800.24
Unbilled Cost 42.00
Job | ‘ Cost Codes ‘ | Next H Prev | ‘ Addnl desc ‘ ‘ coMments ‘ ‘ User-fields ‘
[Company H{12/29/2010 [Terminal To00 [OVR

Enter the job ID you want to view.

Enter the phase ID you want to view, if necessary. Information about the job
and phases appears.

If you want to view information for all the phases of the job, leave the Phase
ID field blank.

Use the commands to work with the information on the screen:

e PressJ toview information for a different job, then enter the job ID
whose information you want to view.
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Press C to view information about the job’s cost codes. See “ Cost
Codes’ on page 4-3 for more information.

Press N to view information for the next job on record (alphabetically).

Press P to view information for the previous job on record
(alphabetically).

Press A to view additional descriptions (such as the address and user-
defined information) associated with the job or phase.

Press M to view comments associated with the job.

Cost Codes

When you press C on the Jobs and Phases Inquiry screen, the Cost Code Details
screen appears.

A Cost Code Details =HEEE_ X
Commands Edit Modes Other Scroll Commands Help
» K 1= | -} | B B | ? @& | a Q@ OK Abandon
Job ID 100001 Phase D A STRUCTURAL
Cd Tp Desc Period to Date Year to date Job to Date Estimate
Material 272.00 272.00 261.00
135 01 |[Steel Pk 00 2000.00 2000.00 2100.00
145 01 |Concrete 00 5000.00 5000.00 4975.00
155 01  |Lumber 00 15000.00 15000.00 15000.00
200 02 |Equipmen 00 340.00 340.00 350.00
210 02 |Generat 00 200.00 200.00 200.00
230 02  |Cm Mixer 00 180.00 180.00 180.00
280 02 |Rentals 00 500.00 500.00 500.00
300 03 |Overhead 00 2200.24 2200.24 2200.00
400 04  [Misc § 00 550.00 550.00 500.00
500 05 |Labor § 00 12300.00 12300.00 12000.00
540 05  |Adminstr 00 1000.00 1000.00 1000.00 B
530 06 |Excavate 00 3300.00 3300.00 3500.00 @
@
Total Cost .00 42842.24 42842.24 42766.00
Unbilled Cost 42,00 Ln{ 001 of 013 )

Enter = Jobs and Phases Inquiry ] [ View cost codes I

| company 1 | 1052007 | Terminai Toon | ovr
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The Cost Code Details screen shows the cost codes associated with the job, the
activity for the cost code as it was used for the job and phase for the period and
the year to date, and the actual and estimated costs attributed to each cost code
for the job to date.

Asaresult, you can see how much cost each cost code has accounted for the
period and year and for the job and phase. You can also see how the cost code's
actual cost in the job compares with the estimated cost in the job. This
information is useful, for example, if acost code for ajob and phaseis
accounting for a higher cost than the cost code normally represents.

Use the commands to work with the information on the screen:

e PressEnter to return to the Jobs and Phases Inquiry screen.

« PressV toview detailed information about the selected cost code. The View
Cost Codes screen appears. This command isavailable only if you elected to
keep cost codes detail information in the Resource Manager Options and

Interfaces function.

When you finish viewing the detailed cost information, press any key to
return to the Cost Code Details screen.

Job Cost
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Use the Detail History Inquiry function to view detail history of the cost and
price, description, and quantity for each phase associated with the job. You can
look at ajobintotal or at aphase of ajob; and you can look at a period, arange of
periods, or totals since the job’s start date. This information comes from the
JOHIxxx (Detail History) file.

This function is available only if you elected to save detail history in the

Resource Manager Options and Interfaces function.

Detail History Inquiry Screen

Select Detail History Inquiry from the Information Inquiry menu. The Detail
History Inquiry screen appears.

“ Detail History Inquiry | S
Commands Edit Modes Qther Information Help

K 1= E\|-|?@|@Q 0K Abandon

Job ID %| Phase D A PLAT 104 LOT1

Fiscal Year 2007 Period From Thru STRUCTURAL

Cost Type b Cost Code From Thru

Phase Code Tp Ref Invoice/Remark Amount Tran Date
Src Pd  Year Description Quantity Post Date

A 100 01 MILOO1 83295 14711.69 09/23/2004
AP 09 2007 MILLWORK PACKAGE 9.2500 09/23/2004

A 100 01 TIMOD1 83296 2280.96 09/20/2004
AP 09 2007 STANDARD WINDOW 30" x 40" 6.0000 09/20/2004

A 100 01 TIMOD1 83296 637.00 09/20/2004
AP 09 2007 STANDARD WINDOW 24" x 40" 2.0000 09/20/2004

A 200 02 MiLOO1 5543 200.00 09/21/2004
AP 09 2007 GENERATOR 1.0000 09/21/2004

A 200 02 ADJUST 50.00 09/20/2004
Jo 09 2007 LADDERS 3.0000 09/20/2004

A 200 02 ADJUST 90.00 09/20/2004
JO 09 2007 CEMENT MIXER LEASE 1.0000 09/20/2004

More ] { New ID Restart Deta
| Company H | 10/25/2007 Terminal TOOO | OVR

Job Cost
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Inquiry |
Inquiry |

Inquiry |
Inquiry |

4-6

Enter the job ID. The job name appears.
Enter the phase ID. The name of the phase appears.
Enter the fiscal year.

Enter the range of periods you want to view, or leave the fields blank to view
all periods.

Enter the cost type whose associated detail history you want to view, or leave
thefield blank to view history for all cost types.

Enter the range of cost codes whose associated detail history you want to
view, or leave the fields blank to view history for all cost codes.

Use the commands to work with the information on the screen:

* PressN toview adifferent job’s history, then enter the job ID.

*  When there is more than one screen of items to view, the More
command is available. Press M to view the next page of history, when

available.

*  When you have reached the end of the history list, press R to return to
the first page of history information.

When you finish viewing detail history, use the Exit (F7) command to return
to the Information Inquiry menu.

Job Cost
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Post Adjustments and
Transactions

Job Cost

5-7

Daily Work

Job and Phase Adjustments

Use the Job and Phase Adjustments function to enter costs
as you incur them, billings as you invoice them, and critical
dates as they change. Depending on how you calculate
overhead, the system may calculate overhead and update the
overhead to pogt, finished goodsto post, and actual overhead
fields when you enter adjustments through this function.

You can update a job in three ways: through the Jobs and
Phases function, through other applications, or through the
Job and Phase Adjustments function. Use the Job and
Phase Adjustments function when incidental events make
manual adjustments necessary. Usually job information from
other interfaced applications updates the JOBSxxx (Jobs) file.

Using the Job and Phase Adjustments function issimilar to
editing information about an existing job in the Jobs and
Phases function, but this function produces an audit trail and
updates the JOHIxxx (Detail History) fileif you keep detail
history.

Asyou enter adjustments, a Job and Phase Adjustments L og
records your changes. Use the log to compare the original
JOBSxxx file records with the current records. The log shows
fields you are changing, the original value, your entry, the
revised value, and the overhead (if any) calculated on your
entry.

5-1
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If Job Cost interfaces with other OSAS applications, be wary. Adjustments you
enter through this function may duplicate information from other applications.
For example, either Payroll or Accounts Payable/Purchase Order can update the
Pieces field. Using this function to make the same adjustment as these other
applications could lead to double-posting.

When you enter adjustmentsin Job Cost, they can be sent only to the JOHIxxx
file, only to the JOBSxxx file, or to both places. If you elected to send the
information to the JOBSxxx file in the Resource Manager Options and
Interfaces function, the adjustments update the JOBSxxx file. If you elected not
to send information to the JOHIxxx file, information updates only the JOB Sxxx
file. If you elected not to send information to the JOBSxxx file, the information
updates only the JOHIxxx file. You can use the Post Adjustments and
Transactions function to copy the information from the JOHIxxx file to the
JOBSxxx file. The JOBSxxx file does not update other files; other files update it.

Job and Phase Adjustments Selection Screen

5-2

Follow these steps to enter job and phase adjustments:

1. Select Job and Phase Adjustments from the Daily Work menu. The Job
and Phase Adjustments sel ection screen appears (see the example below),
then the Output Information screen appearsimmediately overtop.

2. Select the output device to produce the Job and Phase Adjustment Log. This

log tracks the adjustments you make as you enter them. See “ Reports’ on
page 1-33 for more information on output devices.

Job Cost
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3. When the Job and Phase Adjustments screen reappears, select the type of
transaction you would like to adjust: Cost Type, Billing, Pieces, Start Date

or Finish Date.

“ Job and Phase Adjustments =EECHC X
Commands Edit Modes QOther Help
%XE§|E\|-|?@|QQ 0K Abandon

Type Of Transaction

@ Cost Type

~) Billing

) Pieces

) Start Date

“) Finish Date

| companyH | 102252007 | Terminal TooD | OVR

4. Enter adjustments as necessary in the screen that appears, then use the
Proceed (OK) command to save your changes and enter another adjustment
of the sametype. Use the Abandon (F5) command to return to the selection

screen to enter an adjustment of a different type.

Lines are added to the adjustment log for each adjustment you enter.

5. When you finish entering adjustments, use the Exit (F7) command to return

to the Daily Work menu.
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Job and Phase Adjustments Screen

[ Inquiry |

Inquiry |
' Maint |
[ Inquiry |
__Maint__|

The screen that appears depends on the field you selected to adjust on the first
screen. The screen below appears when you select Cost Type.

ﬂ Job and Phase Adjustments I=RECIL X
Commands Edit Modes Other Help
2xm|we | me|ze|ee
Transaction Type: Cost Adj Type |01 @ Material Transaction Date 104252007
Job 100001 [a] PLAT104LOT1 GL Period 10 2007
Phase |A [ﬂ STRUCTURAL Reference BASE
Cost Code 145@ Concrete Remark
Description Lower-level floor pouring Adjust |PTD =
Current:
Est JTD Cost 4975.00 Est JTD Quantity 40.0000
PTD Cost 00 PTD Quantity .0000
Change
Est JTD Cost Est JTD Quantity 2.0000
PTD Cost FTD Quantity 0oao
Revised
Est JTD Cost 4975.00 Est JTD Quantity 42.0000
PTD Cost 00 PTD Quantity .0000
| CompanyH | 10252007 | Terminal TOOD | OVR

Since most fields are the same for al the options, every field on the cost type
screen is described below. Differences on the other screens are described later in

this section.

Field
Type
Transaction Date

Job

Phase

Description

Enter the cost type for the cost code whose information
you want to adjust.

Enter the date of the transaction you want to adjust.

Enter the job ID whose cost code you want to adjust.

If you selected ajob without any phases, pressEnter to
skip thisfield. If you selected ajob with phases, enter
the phase ID whose cost code you want to adjust.

Job Cost
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Inquiry |
Maint |
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Field

Cost Code

Description

GL Period

Reference

Remark

Adjust

Current Est or Actual
Cost or Quantity PTD/
YTD/JTD

Change Est or Actual
Cost or Quantity PTD/
YTD/JTD

Revised Est or Actual
Cost or Quantity PTD/
YTD/JTD

Description

Enter the cost code whose information you want to
adjust. You can select only a code whose cost type you
already selected. For example, if you select cost type
Material, you cannot select a cost code set up for labor
information.

Enter a description of the adjustment.

Enter the General Ledger period to which the
information is to be posted. For the system’s sorting
purposes, you must enter avalue regardless of whether
Job Cost interfaces with General Ledger.

Enter aword or number that identifies the adjustment,
such as a customer, vendor, or employee ID.

Enter a short remark for the transaction, such as an
invoice number or alabor type. Thisremark appearsin
the Job and Phase Adjustments L og.

Enter the basis for the cost or quantity adjustment: P
(period to date), Y (year to date), or J (job to date).

The current estimated and actual values appear from
the JOBSxxx file.

Enter the amount to update the fields. Values are
added; to subtract avalue in anumeric field, enter a
negative amount. You can change both the estimated
and the actua values.

Enter the revised cost, quantity, or both for the period,
year, or job.

The new values that reflect your entries appear. When you finish entering
adjustments, use the Proceed (OK) command to save it. Then enter another
adjustment for that type, use the Abandon (F5) command to enter an adjustment
for another type, or use the Exit (F7) command to return to the Daily Work menu.
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Billing Adjustments

If you elected to adjust billing information, you do not need to enter a cost type or
cost code. You can revise the estimated and actual contract amounts, cost billed,
and invoice billed by a specified basis. You do not revise costs or quantities.

Pieces Adjustments

If you elected to adjust pieces, you do not need to enter cost or billing

information. Enter the transaction date and job and phase. Then change the

estimated and actual pieces for either the period, year, or job to date.

Start and Finish Date Adjustments

If you elected to adjust start and finish dates, you do not need to enter cost or
billing information. Enter the transaction date, job, and phase. Then change the
estimated date, actual date, or both.

Job and Phase Adjustments Log

1072572007 EuiTders supply PAGE 1
10:55 aM Job and Phase adjustrent Log
Job ID Job Description
Phase Phase Description Tran Date Reference Cost Type  Transaction Type
4dj Description GL Period  Revark Cost Code  Adjustrent Type current Change Revised
100001 PLAT 104 LOT 1 1072572007 BASE o1 Material EST 4975.00 225.00 5200.00
4 STRUCTURAL 10 145 PTD 4dj Twpe PTD .an .00 .on
Lower-level floor pouring YTD 5000.00 .on 5000.00
iTD 5000.00 ] S000.00
Qty adj EST 40.0000 2.0000 42.0000
PTD .o0onn aoan .00on
YTD 40.0000 aoan 40,0000
iTD 40.0000 aoan 40,0000
CHANGE TOTALS Estirate Actual
Material 225.00 .on
End of Report



Post Adjustments and Transactions

Usethe Post Adjustments and Transactions function to send information from
the JOHIxxx (Detail History) file to the JOBSxxx (Jobs) file. You can use this
function only if you elected to keep detail history and you chose not to post
directly to the JOBSxxx file in the Resource Manager Options and Interfaces
function.

If you want to see which transactions have not been posted, print the Cost Detail
History Report and the Billing Detail Report for unposted transactions.

Before you post the adjustments and transactions, back up your data files.
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Post Adjustments Screen

5-8

Select Post Adjustments and Transactions from the Daily Work menu. The
function screen appears:

Post Adjustments and Transactions | S
Commands Edit Modes QOther Help
%XE§|E\|-|?@|QQ 0K Abandon

Be surs that you have backed up your data files before posting.

Source Code  From AP
Thru S0

GL Period 10

| companyH | 102252007 | Terminai TooD |oOVR

1. Select the range of source codes whose details you want to send to the
JOBSxxx file. Valid entries are listed at the bottom of the screen

2. Select the period to which you want to post the information in the JOB Sxxx
file, or press Enter to accept the current period.

3. Select the output device to produce the posting log. Thislog summarized the
entries moved from the JOHIxxx file to the JOBSxxx file. See “ Reports’ on
page 1-33 for more information on output devices.

After the post completes and the log is produced, the Daily Work menu
appears.

Job Cost
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Post Adjustments and Transactions Log

10/19/2007 EBuilders Supply Page
9:53 AM Post Detail To Master

Awount Posted To L Period 2
Job Phase Type Cost Code Post Amount

10000l A Billing # 2500000

End of Report

1

Job Cost






CHAPTER 6

Printing a Cost Report 6-1
Cost Summary Report 6-5
Cost Detail History Report  6-7
Unit Cost Analysis Report  6-9

Job Cost

Cost Reports

Printing a Cost Report

The functions on the Cost Reports menu let you print reports
summarizing job and phase costs. These reports give you
valuable information about jobs and phases, helping you
prepare bids, plan budgets, analyze progress, and produce
estimates.

You produce all cost reports in the same way. Use the
instructions below to print a cost report, modifying the
procedure as necessary for the report you are printing. For
example, if the screen for the report you want to print does not
contain check box options, ignore that step and continue to the
next.

Follow these steps to print a cost report:
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[ Inquiry |

6-2

1. Select the report you want to print from the Cost Reports menu. The

selection screen for that report appears. The Cost Detail History Report
screen is shown below as an example.

ﬂ Cost Detail History Report SRECE X
Commands Edit Modes Other Help
2z memn|[*9 |00
Pick Job ID From 100001 [a] Print:
Thru 100002 8] © Posted
Phase ID From |A m () Unposted
Thu D (8] ® Both

Cost Code From 100
Thru 500(4]

Type From 1 m
Thu | 3[a]
Source Code  From Select
Thru Page Break on New Job?
Date From ﬁ] Print Job Recap?
Thru
Fiscal Year  From
Thru
GL Period From
Thru
Print Post or Transaction Date? P v

Company H | 1012572007 Terminal TO0OO | OVR
| | | |

2. Select therange of information to include in the report in the From and Thru

fields. The Inquiry (F2) command is usualy available for these fields to let
you select beginning and end range values from the list that appears.

Leave these fields blank to include all valuesin thelist.

If the screen contains entry fields (for example, for entering source codes,
date ranges, or financial quarters or periods), enter the appropriate values to
use when printing the report.

If the screen contains options that control what jobs are included in the
report (posted or unposted jobs, completed or in process jobs, for example),
select the option corresponding to the jobs you want to print. You can select
only one option.

Job Cost
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If the screen contains options that control how information is sorted or
summarized, select the option you want to use to sort the information. You
can select only one sort option.

If the screen contains options or combo boxes that control how additional
information (print post or transaction date or units/pieces, for example) for
the report prints, select the option corresponding to the type of information
you want to print. You can select only one print option.

If the screen contains check boxes or Yes/No fields that control additional
printing instructions, select the check box (or enter Y in text mode) to use
that option when printing the list. Clear the check box (or enter N in text
mode) if you do not want to use that option.

Select the output device to begin printing the report. See “ Reports’ on

page 1-33 for more information. After you produce the report, the Cost
Reports menu appears.
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Cost Summary Report

The Cost Summary Report shows the estimated and actual costs and variance
(actual and calculated percentage of the job cost) for the cost codes for the phases
and jobs you select. Produce this report when you want to see if you are keeping
to your budget or for help in planning budgets and preparing bids and estimates.

Sample Report

1072572007 Builders Supply Page 1
11:10 AM Cost SurTary Report
By Job ID

Job Phase Manager Job:sPhase Description Costs Est vs. ITD
Code Cost Code Description Period to Date Year to Date Job to Date Estivate Wariance Pct

100001 LUKOOL  PLAT 104 LOT 1

100001 & LUKOOL  STRUCTURAL
100 Material & .00 272.00 272.00 261.00 11.00 4
135 Steel Support Pack. .00 2000, 00 2000, 00 2100, 00 100.00- S-
145 Concrete .00 5000, 00 5000, 00 S425,00 425.00- B-
155 Lurber .00 15000, 00 15000, 00 15000, 00 .00 o
Total for Cost Twpe 01 Material .00 22272.00 22272.00 227B6.00 514.00- 2-
200 Equiptent § .00 340,00 340,00 350.00 10.00- 3-
210 Generator .00 200,00 200,00 200,00 .00 o
230 Cerent Mixer Lease .00 150,00 150,00 150,00 .00 a
280 Rentals .00 S00.00 S00.00 S00.00 .00 o
Total for Cost Type 02 Equipten .00 1220.00 1220.00 1230.00 10.00- 1-
300 Quverhead 3 .00 2200, 24 2200, 24 2200.00 .24 o
Total for Cost Type 03 dverhead .00 2200,24 2200,24 2200,00 W24 i}
400 Misc ¥ .00 550.00 550.00 S00.00 50,00 10
Total for Cost Type 04 Misc 3 .00 550.00 550.00 500,00 50.00 10
soo Labor 3 .00 12300.00 12300.00 12000, 00 300.00 3
540 Adrinstrative Hours .00 iooad. 00 iooad. 00 iooad. 00 .00 a
Total for Cost Twpe 05 Labor & .00 13300.00 13300.00 13000, 00 300.00 2
630 Excavating Sub .00 3300.00 3300.00 3500.00 200.00- 6-
Total for Cost Type 06 Subcontd .00 3300.00 3300.00 3500.00 200.00- 6-
Total for Phase STRUCTURAL .00 42842.24 42842.24 43216.00 373.76- 1-

100001 B LUKOOL  MECHANICAL
2 Equiprent & .00 .00 .00 .00 .00 a
Total for Cost Type 02 Equipten .00 .00 .00 .00 .00 i}
300 Quverhead 3 .00 1000, 00 1000, 00 1000, 00 .00 o
Total for Cost Type 03 dverhead .00 1000, 00 1000, 00 1000, 00 .00 i}
400 Misc ¥ .00 55.00 55.00 o0 55.00 o
Total for Cost Type 04 Misc & .00 55.00 55.00 .00 55.00 a
610 Mechanical Subcontr .0 2000, 00 2000, 00 2000, 00 a0 a
620 Electrical Subcontr .00 2600, 00 2600, 00 2600, 00 .00 o
Total for Cost Type 06 Subcontd .00 10600, 00 10600, 00 10600, 00 .00 o
Total for Phase MECHANICAL .00 11655.00 11655.00 11600.00 55.00 o

Job Cost






Cost Detail History Report

The Cost Detail History Report shows the detail of the transactions that affect
cost fields. The detail consists of the source and description of the transaction,
transaction amount, and transaction dates.

The detailed information comes from the JOHIxxx (Detail History) file.
Because detailed data is erased when you del ete completed jobs or detail history,
you should print this report before you use the Delete (F3) command in the Jobs

and Phases function or use the Delete Completed Jobs or the Delete Detail
History functions.
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Sample Report

100001

Phase Cost Descrif

9.25 1590. 4530 14711.69 09/23/2010 09

STANDARD WINDCW 30° x 40% a.00 380.1600 2280.96 09/20/2010 09

\P 1 STANDARD WINDCOW 24° x 40" .00 318.5000 637.00 09/20/2010 08

End of Peport

6-8 Job Cost



Unit Cost Analysis Report

The Unit Cost Analysis Report shows the usages and variances of the estimated
and actual number of units of measure defined for jobs and phasesin the Jobs
and Phases function. You can produce the report for jobs that are completed, in
process, not started, or for al jobs.

The report providesinformation about each job with its unit of measure, quantity,
and percentage complete. You can express the unit cost as a sum for the job, or
you can break down the costs by phases.

Produce the Unit Cost Analysis Report to see the physical progress of the job and

the quantity of work produced so far, to seeif you are keeping to your budget,
and when you should plan budgets and prepare bids and estimates.
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Unit Cost Analysis Report

Sample Report

1072672007 Builders Supply Page 1
2:31 PM Unit Cost analysis Report
JobsPhase and Cost Code Detail
For a11 Units
Job ID Mgr ID Desc Units Pcts ost Unit Cost
Phase ID  UdM Estivate Actuals Carp Estivate actuals Estivate Actuals
100001 LUKODL PLAT 104 LOT 1
STRUCTURAL
[COST CODE UNITS:
100 Material 22.0000 33.0000 17D 100 261.00 272.00 17D 11.586 B.24 17D
33.0000 YTD 272.00 YTD
.oooo PTD .00 FTD
135 Steel Pk Each 1.0000 1.0000 JTD 100 2100.00 2000.00 17D 2100.00 2000.00 17D
1.0000 YTD 2000.00 YTD
.oooo PTD .00 FTD
145 Concrete Cuyds 40.0000 40.0000 JTD 100 4975.00 5000.00 17D 124.38 125.00 17D
40.0000 YTD 5000.00 YTD
.oooo PTD .00 FTD
155 Lurber Units 10.0000 10.0000 17D 100 15000.00 1s000.00 JTD 1500.00 1500.00 17D
10.0000 YTD 15000.00 YTD
.oooo PTD - PTD
230 Cv Mixer Each 1.0000 1.0000 JTD 100 180.00 180.00 JTD 180.00 180.00 17D
1.0000 YTD 180.00 YTD
.oooo PTD .00 FTD
300 Overhead 100.0000 11z2.0000 JTD 100 2200.00 2200.24 17D 22.00 19.85 17D
112.0000 YTD 2200.24 YTD
.oooo PTD .00 FTD
500 Labor 3 Haours 480.0000 so0.0o00 JTD 100 1z2000.00 12300.00 JTD 25.00 24,80 17D
S00.0000 YTD 12300.00 YTD
.oooo PTD - PTD
540  Adrinstr Haours 55.0000 55.0000 JTD 100 1000.00 1000.00 17D 18.18 18.18 17D
55.0000 YTD 1000.00 YTD
.oooo PTD .00 PTD
100001 LUKODL PLAT 104 LOT 1
FHASE TOTALS FOR USE TYPE LABOR
Fhase ID & 535.0000 555.0000 17D 100 13000.00 13300.00 JTD
555.0000 YTD 13300.00 YTD
.oooo PTD .00 PTD
100001 LUKOODL PLAT 104 LOT 1
J0B TOTALS FOR USE TYPE LABOR :
Job ID 100001 535.0000 555.0000 17D 100 13000.00 13300.00 JTD
FLAT 104 LOT 1 555.0000 YTD 13300.00 YTD
.oooo PTD - PTD
GRAND TOTALS FOR USE TYPE LABOR @
535.0000 555.0000 17D 100 13000.00 13300.00 JTD
555.0000 YTD 13300.00 YTD
.oooo PTD - PTD

6-10
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Billing Reports

Printing a Billing Report

The functions on the Billing Reports menu let you print
reports summarizing job and phase billings. These reports give
you valuable billing information about jobs and phases,

hel ping you detect variances, assemble competitive bids, set or
reduce prices, and supplement your audit trail.

You produce all billing reports in the same way. Use the
instructions below to print a billing report, modifying the
procedure as necessary for the report you are printing. For
example, if the screen for the report you want to print does not
contain check box options, ignore that step and continue to the
next.

Follow these stepsto print a billing report:
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Inquiry |

7-2

1. Select the report you want to print from the Billing Reports menu. The

selection screen for that report appears. The Billing Summary Report screen
is shown below as an example.

Job Profitability Report = | B i
Commands Edit Modes QOther Help
%XE§|E\|-|?@|@@ 0K Abandon
Pick JobID From 100001 (3]
Thru | 100004 (8]
Customer D From | ACEQ01 I\I
Thru  TENOO! (8]
ManagerID  From | JENDO1 m
Thru  LUKOO1 1
Print Select:
O Completed Jobs Include Phase Detail
O Jobs In Process Year to Date History
7 Jobs Not Yet Started Period to Date History
@ All of the above
| companyH | 101262007 | Terminai ToOD | OVR

Select the range of information to include in the report in the From and Thru
fields. The Inquiry (F2) command is usualy available for these fields to let
you select beginning and end range values from the list that appears.

Leave these fields blank to include all valuesin the list.

If the screen contains entry fields (for example, for entering source codes,
date ranges, or financial quarters or periods), enter the appropriate values to
use when printing the report.

If the screen contains options that control what jobs are included in the
report (printed or unprinted jobs or completed or in process jobs, for
example), select the option corresponding to the jobs you want to print. You
can select only one option.

Job Cost
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5.

If the screen contains check boxes or Yes/No fields that control additional
printing instructions, select the check box (or enter Y in text mode) to use
that option when printing the list. Clear the check box (or enter N in text
mode) if you do not want to use that option.

If the screen contains options or combo boxes that control how additional
information (print post date or transaction date, for example) for the report
prints, select the option corresponding to the type of information you want to
print. You can select only one print option.

Select the output device to begin printing the report. See “ Reports’ on
page 1-33 for more information. After you produce the report, the Billing
Reports menu appears.






Job Profitability Report

The Job Profitability Report shows estimated and actual costs, revenues, and

variances to date of ajob or arange of jobs. Thisreport isvaluable if you want to
detect why and how often variances occur or if you want to assemble a
competitive and profitable bid for anew project and need to compose or compare
aproposal with thisinformation.

Usethe Job Profitability Report function to compare the estimated costs and

revenues of ajob with the actual costs and revenues to date.

Theinformation in this report comes from the JOBSxxx (Jobs) file.

Sample Report

10262007 Builders Supply Page 1
2:43 PH Job Profitability Report
Job ID Manager St Description ---- Costs ---- ---- Revenug ---- --- Profit ---
100001 LUKDOL PLAT 104 LOT 1 Custover ID DALOOL
PHASE & C  STRUCTURAL Estivate 42766.00 50000, 00 7234.00
Job-To-Date 42842.24 51000.00 B157.76
Variance 76.24 1000.00
Pct Cartplete 100 102
Per-To-Date .00 2000.00 2000.00
Year-To-Date 42842.24 51000.00 B157.76
PHASE B C MECHANICAL Estivate 11600.00 14000.00 2400.00
Job-To-Date 11655.00 14000.00 2345.00
Variance 55.00 .oo
Pct Cartplete 100 100
Per-To-Date -og .00 .00
Year-To-Date 11655.00 14000.00 2345.00
PHASE © C  EXTERIOR Estivate 31675.00 35000.00 3325.00
Job-To-Date 31396.64 35000.00 3e03. 36
Variance 27B.36- .oo
Pct Cartplete 99 100
Per-To-Date .00 .00 .00
Year-To-Date 31396.64 35000.00 3e03. 36
PHASE D € INTERIQRSFINISHING Estivate 30100.98 33000.00 2899.02
Job-To-Date 30120.33 35000.00 4B79.67
Variance 19.35 2000.00
Pct Cartplete 100 106
Per-To-Date -oo .00 .00
Year-To-Date 30120.33 35000.00 4B79.67
JOB TOTAL Estivate 116141.98 132000.00 15858.02
Job-To-Date 116014.21 135000.00 18985.79
Variance 127.77- 3000.00
Pct Cartplete 100 102
Per-To-Date .00 2000.00 2000.00
Year-To-Date 116014.21 135000.00 18985.79
GRAND TOTALS Estivate 116141.98 132000.00 15858.02
Job-To-Date 116014.21 135000.00 18985.79
Variance 127.77- 3000.00
Pct Cartplete 100 102
Per-To-Date .00 2000.00 2000.00
Year-To-Date 116014.21 135000.00 18985.79

Job Cost
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Billing Summary Report

The Billing Summary Report provides summary information about the amount
you bill for each job. This report is valuable if you want to cite important figures
inabid for ajob or to use as a backup in case the data becomes corrupted.

The billing information in this report comes from the JOBSxxx (Jobs) file.

Sample Report

T0 26,2007 Eulders supply Page T
Z:54 PM Ei11ing Surrary Report
Job ID Cust Mar Description
Phase 5t Description Contract art a7t Billed Unbilled ant Pct Cost Billed Last Bi11 -- Finish Dates -
Unbilled Cost Bill Date Est Actual
100001 Dal00ol LUKOOL PLAT 104 LOT 1 Job Contract Nurher 12720707
& C STRUCTURAL 50000.00 ITD 51000, 00 ip0o.00- 10z JTD 42800, 24 1172007 1171007
Phase Contract Nurber 12718 YTD 51000, 00 4z.00 ¥TD 42500, 24
PTD 2000. 00 PTD il
B C MECHANTICAL 14000.00 ITC 14000, 00 .00 ioo0 2TD 11655.00 11720707 11710707 11715707
Phase Contract Nurher 12718 ¥TD 14000.00 .oo ¥TD 11e55.00
PTD oo PTD oo
C  EXTERIOR 35000.00 17D 35000, 00 o0 ioo 17D 31396.64 11730707 11720707 11725707
Phaze Contract Nurber 12718 YTD 35000.00 ] ¥TD 31396.64
PTD .00 PTD .00
] C  INTERIOR/FINISHIN 33000.00 17D 35000. 00 2000.00- 106 37D 30120. 33 12722707 12715707 12720507
Fhase Contract Nuvher 12713 YTC 35000,00 .00 ¥TD 30120.33
PTD il PTD il
JOBE TATAL 132000.00 17D 135000, 00 3000,00- 10z JTD 11597z2.21
YTD 135000.00 42.00 ¥TD 115972.21
PTD 2000, 0o PTD .00
GRAND TOTALS 13z000.00 17D 135000, 00 3000, 1D
YD 135000, 00 42z ¥TD
PTC 2000, 00 PTD
End of Report

Job Cost
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Billing Detail Report

The Billing Detail Report provides information about the billings for each phase
of ajob or arange of jobs. Use the report to review the billingsif you are
planning your budget and want to determine where you might want to charge

more and where you need to reduce prices.

The job summary information comes from the JOB Sxxx (Jobs) file, and the
billing transaction information comes from the JOHIxxx (Detail History) file.

Sample Report

1072672007
2:56 PM

Job ID: 100001
Phase

Builders Supply
Bi1ling Detail Report

PLAT 104 LOT 1
Src Pst Ref Description Invoice Quantity Unit Price

Page 1
Extended Post GL
Arount  Date Fd

£

End of Report

AR Y DALOOL PLAT 104 LOT 1/STRUCTURAL 11060018 1.00 1000.0000
J0B TQTAL  PLAT 104 LOT 1

GRAND TOTAL

1000.00 11706707 11

1000.00

Job Cost
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Job Cost

Periodic Processing

Overhead Allocation Report

The Overhead Allocation Report function shows the applied
general ledger account numbers, overhead basis and rate, and
overhead amount for the phases of every job you select. If the
job or phase is finished, the finished goods accrued amount
appears too.

Overhead costs are indirect costs that cannot be assigned
directly to any particular good or service—for example,
maintenance or depreciation. If you track it, overhead is
assigned to each phase of ajob. If the job does not have phases,
overhead is assigned only to the job; the overhead in ajob with
phases is the sum of each phase’s overhead.

Since this detailed information is erased when you post to

General Ledger, produce this report before you post to
maintain a detailed audit trail.

8-1
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Overhead Allocation Report Screen

[ Inquiry |

8-2

Select Overhead Allocation Report from the Periodic Processing menu. The

Overhead Allocation Report screen appears.

ﬂ Overhead Allocation Report I=RECINC X"
Commands Edit Modes Other Help
2xm|we | me|ze|ee

Job ID From | 100001
Thru 100004

[=]=]

| companyH | 101262007 | Terminal ToOD

VR

1. Enter the range of job IDs you want to include in the report.

2. Select the output device to produce the report. See “Reports’ on page 1-33
for more information on output devices. After the report is produced, the

Periodic Processing menu appears.

Job Cost
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Sample Report

End of Report

1072672007 BuiTders Supply Page 1
2:58 PM Qverhead Allocation Report

—————————————————— Overhead --------—-----—--  Finished Goods
Job ID Phase Job Description Phase Description GL Account Base Rate Accrued Accrued
100001 A PLAT 104 LOT 1 STRUCTURAL 523000 Material .0z0 400,24 42842.24
100001 B PLAT 104 LOT 1 MECHANICAL 523000 Material .0z0 o0 11655.00
100001 C PLAT 104 LOT 1 EXTERIOR 523000 Material .0z0 o0 31396.64
100001 O PLAT 104 LOT 1 INTERIORFINISHING 523000 Material .0z0 65,85 30120.33
100002 A PLAT 104 LOT 2 STRUCTURAL 523000 Material .0z0 o0 .00
100002 B PLAT 104 LOT 2 MECHANICAL 523000 Material .0z0 o0 .00
100002 C PLAT 104 LOT 2 EXTERIOR 523000 Material .0z0 o0 .00
100002 © PLAT 104 LOT 2 INTERIORFINISHING 523000 Material .0z0 7457 .00
100005 A PLAT 104 LOT 3 STRUCTURAL 523000 Material .0z0 o0 .00
100003 B PLAT 104 LOT 3 MECHANICAL 523000 Material .0z0 o0 .00
100005 C PLAT 104 LOT 3 EXTERIOR 523000 Material .0z0 o0 .00
100005 O PLAT 104 LOT 3 INTERIORFINISHING 523000 Material .0z0 7457 .00
100004 A PLAT 104 LOT 4 STRUCTURAL 523000 Material .0z0 o0 .00
100004 B PLAT 104 LOT 4 MECHANICAL 523000 Material .0z0 o0 .00
100004 C PLAT 104 LOT 4 EXTERIOR 523000 Material .0z0 o0 .00
100004 O PLAT 104 LOT 4 INTERIORFINISHING 523000 Labor 3 .nzo 65,85 .00

TOTAL FOR ACCOUNT 651.08 116014.21

GRAND TOTAL 651.08 116014.21

Job Cost






Post Overhead to GL

Job Cost

Use the Post Overhead to GL function to update your general ledger accounts
with the accumulated overhead while ajob isin process. After ajob is finished,
use this function to transfer work-in-process inventory to the finished goods
inventory account.

Theinformation flow is dlightly different for in-process jobs than that of finished
jabs. In the Job Cost system, ajob is finished or completed if the actual finish
dateisthe same as or earlier than the system date.

For jobs or phases that are in process, this function moves the amount from the
Ovhd Accum to Post field to the applied General Ledger account. The system
then clearsthe Ovhd Accum to Post field to prepare for more entries; no other
fields are affected.

If Job Cost interfaces with General Ledger, the system enters the following
transaction in the GLIRxxx (Journal) file:

Overhead
WIP Account Account
DB CR

You can elect to post to the current fiscal year’sfiles or to the previous fiscal
year'sfiles.

8-5
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If the job and phase records have an actual finish date, posting moves the amount
inthe Fin Goods to Post field from the WIP account to the finished goods
inventory account. If Job Cost interfaces with General Ledger, the system enters
the following transaction in the GLIRxxx file:

Finished Goods
Account WIP Account

DB CR

If you have amounts in both the Ovhd Accum to Post and Fin Goods to Post
fields, the system first posts the overhead to the applied General Ledger account,
moving the accumulated overhead amounts and summing them. The amount is
then posted to the finished goods account.

When posting is complete, the system clears both the Ovhd Accum to Post and
Fin Goods to Post fields. Technically the information is still available in the
General Ledger accounts where you posted the information, but information is
kept as summary totals; you cannot pick out individual entries just by looking at
the accounts.

Job Cost
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Periodic Processing « CHAPTER 8

Post Overhead to GL Screen

Select Post Overhead to GL from the Periodic Processing menu. The Post

Overhead to GL screen appears.

ﬂ Post Overhead to GL ‘Elili:_hj
Commands Edit Modes Other Help
» K r= | i< | @ B | ? & | ae OK H Abandon ‘

Job Cost

Be sure that you have backed up your data files before posting
Have you printed the Overhead Allocation Report? v
GL Period 10

Post Ta:

rent Fiscal Year (2005
(2004

Company H | 10/26/2007 Terminal TOOO | OVR

Back up your data files before you post. Unforeseen problems such as a
power surge or failure can interrupt the post and result in the loss of data.

If you have produced the Overhead Allocation Report, select the check box
(or enter Y in text mode); if not, clear the check box (or enter N in text
mode). Posting removes overhead from the JOHIxxx (Detail History) file;
the Overhead Allocation Report is your only audit trail.

If Job Cost interfaces with General Ledger, the period corresponding to the
system date appears. Press Enter to useit, or enter the period to which you
want to post the accumulated overhead.

If Job Cost does not interface with General Ledger, or if you have not

created last-year filesin General Ledger, the current fiscal year is selected
and you cannot changeit.
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If Job Cost interfaces with General Ledger and you have created last-year
filesin General Ledger, select the fiscal year to which you want to post the
GL Journal entries.

5. Select the output device for the posting log; thislog is produced after posting
completes to summarize Job Cost GL Journal entries. See “ Reports’ on
page 1-33 for more information on output devices

After posting completes and the log is produced, the Periodic Processing
menu appears.

Post Overhead to GL Log

8-8

1072672007 Builders Supply Page 1
3:01 PM Post Overhead to GL
[ATount Posted To GL Period 10
Description GL  Account Debit Credit
avhd Accrued 523000 400. 24
work-in-Froc 104200 400. 24
Fin Goods 104400 42842, 24
work-in-Froc 104200 42842.24
Fin Goods 104400 11655.00
work-in-Froc 104200 11655.00
Fin Goods 104400 31396.64
work-in-Froc 104200 31396.64
avhd Accrued 523000 65.85
work-in-Froc 104200 65.85
Fin Goods 104400 30120.35
work-in-Froc 104200 30120.33
avhd Accrued 523000 74.57
work-in-Froc 104200 74.57
avhd Accrued 523000 74.57
work-in-Froc 104200 74.57
avhd Accrued 523000 65.85
work-in-Froc 104200 65.85
Ealance 116695.29 116695.29
End of Report

Job Cost



Work-in-Process Report

Produce the Work-in-Process Report at the end of the monthly accounting cycle.
The report shows information about work in process and earned income for the
selected jobs, and it can show information about completed jobs or you can elect
to list everything. This report shows work done for all jobs on file regardless of

the stage of completion.

Work-in-Process Report Screen

Select Work-in-Process Report from the Periodic Processing menu. The
Work-In-Progress Report screen appears.

] Work-in-Process Repart 2| 5 |t
Commands Edit Modes Other Help
'}?XE‘E‘H@‘?@‘@@ 0K, Abandon
Job 1D From (]
Thru EJ
Select
) Completed Jobs (100% completion)
) Jobs In Progress
@ All Jobs
GL Period 10 2007
Include Phase Detail?
| companyn | 10m6c007 | Terminai Toon | ovr
Inquiry | 1. Enter the range of job IDs you want to include in the report.

Job Cost 8-9
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2. Select the types of jobs you want to include in the report. Completed Jobs
are those that have an actual finish date. Jobs In Progress are those that
have an actual start date but no actual finish date. All Jobs includes both.

3. Enter the GL period for which you want to print the report, then press Enter.
The current fiscal year appears in the box to the right; change it if necessary.

4. If you want to include phase detail in the report, select the check box (or
enter Y in text mode); if not, clear the check box (or enter N in text mode).

5. Select the output device to produce the report. See “ Reports’ on page 1-33

for more information on output devices. After the report is produced, the
Periodic Processing menu appears.

Sample Report

1072672007 Builders Supply Page 1
3:06 PM ‘work-in-Process Report
GL Period Ending: 10 2007
Job ID Phase ID Pct Estivate Cost awverbillings Outstanding
Contract Ant Estivate Cost actual Cost Corp Earned Incote Bi11 to Date At Covpl Underbilling ‘work in Process
100001 PLAT 104 LOT 1
.00 100 o0
A STRUCTURAL
S0000.00 42766.00 42842.24 100 50000, 00 50000, 00 42842.24 o0
MECHANTCAL
14000.00 11600.00 11655.00 100 14000, 00 14000, 00 11655.00 o0
EXTERIOR
35000.00 31675.00 531396.64 100 35000.00 35000.00 31396.64 o0
e} INTERIOR/FINISHING
33000.00 30100.98 29771.96 100 33000.00 35000.00 29771.96 2000.00 2000, 00-
JOB ID: 100001 PLAT 104 LOT 1
TOTAL 132000.00 116141.98 115665.84 100 13z2000.00 134000.00 115665, 84 2000.00 2000, 00-
100002 PLAT 104 LQT 2
.00 0 o0
A STRUCTURAL
42900.00 30110.43 29669.09 99 42271.20 42500.00 30110.43 22B.380 228.80-
B MECHANTCAL
6285.00 4742.86 .00 0 o0 100,00 4742, 86 6100.00 6100, 00-
C EXTERIOR
112580.00 TE456.59 .00 0 o0 11z2000.00 76456.59 iiz000.00 112000, 00-
o INTERIQRFIMISHING
B155.00 5B6T.53 .00 ) .0o .0o 5B67.53 .0o
JOB ID: 100002 PLAT 104 LOT 2
TOTAL 169920.00 117177.41 29669.09 25 42271.20 1e0600.00 117177.41 118328.80 118328.80-
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Periodic Maintenance

Use the Periodic Maintenance function to perform maintenance tasks on the
JOBSxxx (Jobs) file and the JOHIxxx (Detail History) file, preparing them for
the next period or year. If you do not use this function at the end of each period or
year, you risk posting information to incorrect periods.

Follow these steps to perform periodic maintenance:

1. Select Periodic Maintenance from the Periodic Processing menu. The
Periodic Maintenance screen appears.

A Periodic Maintenance e =)
Commands Edit Modes Other Help
%Xt§|%|ﬂ@|?@|@@ OK Abandon

Have you run the following?
Cost Surmmary Report
Unit Analysis Report
Job Profitability Report
Billing Summary Report
‘Work-in-Process Report
COverhead Allocation Report
Posted Overhead to GL
Backed up your system

@ Period End
7 Year End

| company 1 [ 1026007 | Terminai Toon | ovr

2. If you have not backed up the system, posted overhead to General Ledger (if
Job Cost interfaces with General Ledger), and produced the reports listed on
the screen, clear the check box (or enter N in text mode) and return to the
Periodic Processing menu to complete these tasks. When you have done
these tasks, select the check box (or enter Y in text mode) to continue.

Job Cost 8-11
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3. Select either period-end or year-end processing. After processing compl etes,
the Periodic Processing menu appears.

8-12 Job Cost



Purge Job Comments
N

Use the Purge Job Comments function to remove job comments from the
JOJCxxx (Job Comments) file. This functionisvaluableif the JOICxxx fileis

getting large and slowing down your system.

Purge Job Comments Screen

Select Purge Job Comments from the Periodic Processing menu. The Purge
Job Comments screen appears.

ﬂ Purge Job Comments

Commands Edit Modes Other Help
OK Abandon

2xm|we | me|ze|ee

Pick Job ID From 100001
Thru 1100004
Date From |01/01/2006 |
Thru | 12/31/2006

Reference ID From
Thru

Ll )

| companyH | 102672007 | Terminai Tooo | ove

Enter the range of job |Ds whose comments you want to remove.

Inquiry | 1

Enter the range of dates whose comments you want to remove. Comments
dated on or between these dates are removed.
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3. Enter the range of reference |Ds whose comments you want to remove.

4. UsetheProceed (OK) command to purge comments.

8-14 Job Cost



Job Template Worksheet

Usethe Job Template Worksheet function to draw up abid for a customer. The
Job Template Worksheet represents all the costsinvolved in ajob.

Job Template Worksheet Screen

Select Job Template Worksheet from the Periodic Processing menu. The Job
Template Worksheet screen appears.

ﬂ Job Template Worksheet I=RECINL X
Commands Edit Modes Other Help
» X E§| ﬁ|ﬂ | | ? & |@@ OK HAbandun‘

Pick Template ID  From
Thru

(=)=

Include
@ Cost Codes and Cost Types
Cost Types Only

| companyH | 10262007 | Terminai Tooo | ove

Inquiry | 1. Enter the range of template |Ds you want to include in the worksheet.

2. Select thelevel of detail you want to print on the worksheet. You can include
cost codes and cost types, or only cost types.
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Job Template Worksheet

3. Select the output device to produce the worksheet. See “ Reports’ on
page 1-33 for more information on output devices. After the worksheet is
produced, the Periodic Processing menu appears.

Job Template Worksheet

0. 26,2007 BunTders supply Fage T
3:15 PM Job Terplate worksheet
Job ID TEMPLL Custover ID
TEMPLATE 1 LOT SETUP Address
Manager ID Desc Def 1
Desc Def 2
Pieces: -0000  Unit of Measure: Desc Def 3
Cost Code ID Cost Code Description Est. Units  Unit of Measure Estivate Cost
Phase 4 STRUCTURAL Pieces: .ooon Unit of Measure:
100 Material & .aoon 250.00
135 Steel Support Pack. 1.0000  Each 2100.00
145 Concrete 40.0000 Cuyds 4975.00
155 Luther 10.0000 Units 15000.00
TaTal Cost Type 01 Material & 22325.00
200 Equiprent § aoan 350.00
210 Generator ooon Each 200.00
230 Cerent Mixer Lease 1.0000  Each 180.00
280 Rentals aoan S00.00
TATAL Cost Twpe 02 Equiprent § 1230.00
300 aQuverhead § 100.0000 2200.00
TaTal Cost Type 03 aQuverhead § 2200.00
400 Misc & ] S00.00
TATAL Cost Twpe 04 Misc & S00.00
o0 Labar & 480.0000 Hours
540 sdrinstrative Hours 55.0000  Hours
TaTal Cost Type 05 Labar &
630 Excavating Sub .0ooo 3500.00
TATAL Cost Twpe 06 Subcontractor § 3500.00
PHASE TOTAL A 42755.00

8-16
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Purge Selected Files

Usethe Purge Selected Files function to remove information about completed
jobs from the JOBSxxx (Jobs) file and the JOHIxxx (Detail History) file. This
function is useful if you want to free some disk space or if the size of the
JOBSxxx or JOHIxxx files are slowing down your system.

Only jobs with zero amounts in the Ovhd Accum to Post and Fin Goods to
Post fields having afinish date before the date you enter in this function will be
deleted from the JOB Sxxx file.

Before you use the Purge Selected Files function, produce the Cost Detail
History Report and the Billing Detail Report. You cannot retrieve these reports
after you delete detail history.

Select Purge Selected Fields from the Periodic Processing menu. The Purge
Selected Files screen appears.

Purge Selected Files =l = =]
Commands Edit Modes Other Help
bt [, [§|ﬁ|ﬂ| ?@|@@ 0K HAbandun‘
Have you

--Printed the Cost Detail Report?
--Printed the Cost Sumrmary Report?
--Printed the Billing Detail Repart?
--Printed the Billing Summary Repaort?
--Printed the Overhead Allocation Report?
—-Posted Overhead to GL ? v

Remave Jobs with a Finish Date Before 03/01/2007
Remave History with a Post Date Before 08/01/2007

(B]E]

Company H | 12/28/2007 Terminal TO0O INS

Job Cost 8-17
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1. If you have completed thelisted tasks, select the check box (or enter Y in text
mode); if not, clear the check box (or enter N in text mode) and return to the
File Maintenance menu without changing the JOBSxxx or JOHIxxx files.

2. Enter ajob finish date before which to delete jobs from the JOB Sxxx file.

3. Enter ahistory date before which to delete history records from the JOHIxxx
file

4. After the selected files are purged, the Periodic Processing menu appears.
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Jobs and Phases
Copy Jobs and Phases
Copy Job Template
Cost Types

Cost Codes

Tables

Change Fields

Job Cost

9-1
9-21
9-23
9-25
9-27
9-29
9-35

File Maintenance

Jobs and Phases

Usethe Jobs and Phases function to create job and phase
records in the JOBSxxx (Jobs) and JOCDxxx (Cost Codes
Detail) files when you enter the job. You can set up several
pieces of information:

e joband phase IDs

e contract amount (origina and actual) and contract date

e job address and three user-defined fields

» template information and details

e customer billing information and invoice billed

e estimated/actual start and finish dates and percentage
complete

*  posting pieces from Payroll or Accounts Payable

» overhead information

* estimated costs, costs billed, and costs unbilled

e associated cost codes and cost types

e period- and year-to-date information for pieces

*  GL overhead, work-in-process, and finished goods
accounts

After you set up ajob, you can change the information about
the job either through the Jobs and Phases function or the
Job and Phase Adjustments function. Using the Job and
Phase Adjustments function is preferable: you can enter
revised estimates and accrued costs manually, and keep an
audit trail.
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Phase totals roll up into the job record total, so if you enter detail information,
enter it in either the phase or the job, not in both.

If Accounts Payable/Purchase Order, Payroll, and Accounts Receivable/
Sales Order interface with Job Cost, the job and phase records are updated
automatically when you post transactions from those applications. In this
case you do not need to make manual job and phase adjustments. Doing so
may result in double-posting of information.

Jobs and Phases Header Screen

Select Jobs and Phases from the File Maintenance menu. The header screen

appears.
“ Jobs and Phases =EECC X
Commands Edit Modes QOther Help
%XE§|E\|-|?@|QQ OK || Abandon |
Job ID 100001 2
Phase D |A h)

Description STRUCTURAL

Do You Want to Maintain

General Information v
Cost Code Details v
Job Comments v
User-Defined Fields v
Documents v
Company H | 10/26/2007 Terminal TOOO | OVR
Field Description
[ Inquiry | Job ID Enter the ID of the job you want to add or edit. To

delete the job record, use the Delete (F3) command.
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Inquiry |
Inquiry |

Job Cost

If Inventory and Job Cost are on the same system, job IDs must be different
from inventory IDs; no OSAS system distinguishes between them. If you
interface Job Cost with General Ledger, set up different overhead, WIP, and
finished goods accounts.

Field

Phase ID

Copy From

Description

Description

Enter the ID of the phase you want to add or edit.

If you entered ajob ID or aphase ID that isnot onfile,
the Copy From fields appear.

If the job or phase you are adding is similar to another
job or phasein thefile, you can copy the information
(except actual costs and dates) from the existing job
and phase record.

If you are creating a job master record or ajob without
phases, enter the ID of the job to copy.

If you are creating a phase record, you can copy
information from another phase of the job, the job
record, or adifferent job. Enter the job ID of the job
record or phase record you want to copy.

If you selected ajob record with phases, enter the ID
of the phase you want to copy, or press Enter to copy
the job master record.

Enter a brief description of the job and phase, or edit
the description you copied.
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Do You Want to

Maintain

General Information

The information associated with each job and phase
fallsinto five categories: General Information, Cost
Code Detail, Job Comments, User-Defined Fields,
and Documents. For each category, select the box (or
enter Y in text mode) if you want to add or change that
type of information for the job or phase. Clear the box
(or enter N in text mode) if you do not.

When you add jobs or phases, you must select the box
(or enter Y in text mode) for General Information.

If you elected to add or change general job or phase information, this screen

appears.
A General Information == ==
Commands Edit Modes Other Help
%XEE|E‘E|?@‘@@ oK Abandon
Job ID 100001 Manager |D LUK001 B Job Template?
PhaseID A Phases Used? Status | Active -
Desc 1 STRUCTURAL Desc 2 Addnl Desc?
Org/Est Actual Overhead Cost Code 300 B Overhead
Start Date 09202010 [=] 0920/2010 [[H] Ovhd Rate 02\Calc On |Ameunt -
Finish Date 11052010 [ 11110/2010 [E]  Ovhd Basis Type 1 [s]
Last Bill Date 11/20/2010 @ Applied Ovhd GL Acct 523000 E]
Contract Date 09/10/2010 [[H] Work-in-Process Acct |104200 (3]
Contr Amt 50000.00 50000.00 Finished Goods Acct | 104400 )
Contract Number 12718 Ovhd Accum to Post 00
Customer ID DAL001 E Fin Goods to Post 00
Pieces From PA - UoM Pct Complete 100.00
. Period to Date Year to date Job to Date Estimate
Pieces 0000 0000 0000 _0000
Inv Billed Amt 2000.00 51000.00 51000.00
Total Cost .00 42842.24 42842.24 42766.00
Cost Billed .00 42800.24 4280024
Unbilled Cost 42.00
A-Active, |-Inactive Company H|12/29/2010 |Terminal TO00 |OVR
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Field

Job ID/Phase ID
Desc 1

Desc 2

Inquiry | Manager ID

Phases Used?

Status

Job Cost

Description

Thejob ID and phase ID you entered on the header
screen appear.

Press Enter to accept the description, or enter a
different description of the job or phase.

Press Enter to accept the second description, or enter a
different description of the job or phase. Use thisfield
to continue descriptions that do not fit in the Desc 1
field.

Press Enter to accept the current 1D, or enter a
different ID for the manager associated with the job.
The manager 1D iskept only as part of the job record,
not in itsown file. If Payroll interfaces with Job Cost,
the Inquiry (F2) command is available as the manager
could be an employee.

If the job uses at |east one phase, select the check box
(or enter Y intext mode); if not, clear the check box (or
enter N in text mode). If you use phases, you still need
to enter general information about the overall job.

You cannot edit this field in an existing job because
while you can assign overhead information to ajob
without phases or to ajob's phases, you cannot assign
overhead information to the job and then to its phases.

f you elect to use phases, the main job information
serves as a header whose information applies to all
phases. Thisinformation cannot include overhead. The
system calculates overhead either as a sum of the
phases overhead or the job’s overhead if it does not
have phases.

Set the job status to Active or Inactive. Transaction
entry is prohibited for inactive jobs.
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9-6

Field

Job Template?

Addnl Desc?

Start Date

Finish Date

Last Bill Date

Contract Date

Description

A job template serves as a general job with figures
already set. Itisuseful if you have several jobsthat are
similar and you want to save time by entering most
figures only once.

If you want to mark the job as atemplate, select the
check box (or enter Y in text mode); if not, clear the
check box (or enter N in text mode).

You cannot edit this field in an existing job record,
because by marking it as atemplate, you prevent its
data from being figured into the totals. Otherwise, the
cost and hilling report totals would be inflated because
of the extrajobs.

If you want to use additional descriptions with the job,
select the check box (or enter Y in text mode); if not,
clear the check box (or enter N in text mode). If you
use additional descriptions, a screen appears with five
fields: two address lines and three lines of user-defined
labels. The labels are stored in the DFxxxx table.

Enter the date you estimate the job will start in the
Org/Est field. Then enter the actual date the job started
inthe Actual field.

Enter the date you estimate the job will completein the
Org/Est field. Then enter the actual date the job was
completed inthe Actual field. Actual datesare updated
when you post.

Enter the date you sent or are to send the last hill, or
press Enter to accept the current date. Thisdateis
updated when you post transactions in Accounts
Receivable/Sales Order or when you post adjustments.

Enter the date you established or are to establish the
contract, or press Enter to accept the current date.

Job Cost
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Inquiry |

Inquiry |

Inquiry |

Job Cost

Field

Contr Amt

Contract Number

Customer ID

Overhead Cost Code

Ovhd Rate

Calc On

Ovhd Basis Type

Description

Enter the original and actual amounts of the contract.
These amounts are updated when you enter
adjustments.

Enter the contract number.

Enter the customer I1D. The Inquiry (F2) command is
available if Accounts Receivable or Sales Order
interfaces with Job Cost.

Press Enter to accept the current cost code, or enter the
overhead cost code to associate with the job or phase.

If you are setting up a new record and enter acodein
thisfield, a message states that the cost codeis not on
file. Press Enter to create the new cost code record.

You can assign only one cost code to the overhead of a
job and phase, and the cost code must be of use type
overhead. See “Cost Codes’ on page 4-3 for
information.

Enter the rate of the job’s cost on which you want
overhead to be calculated, or press Enter to accept the
current amount.

If you want to accept the current method of calculating
overhead, press Enter. If the overhead is calculated
from the dollar amount associated with the cost code,
enter A. If the overhead is calculated from the unit
amount (quantity or number of hours), enter U.

Enter the cost type on which you want overhead to be
calculated.

When you post an amount to a cost code with this cost
type assigned to it, the overhead cal culations are based
on the overhead rate entered above. Thisamount is
added to the Ovhd Accum to Post field and the
overhead cost code you specified.
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Inquiry |
Maint |

Field

Applied Ovhd GL
Acct/Work-in-
Process Acct/
Finished Goods Acct

Ovhd Accum to Post

Fin Goods to Post

Pieces From

Description

Enter the account to which you want to apply the
overhead costs, the work-in-process costs, and the
finished goods costs. The Inquiry (F2) and
Maintenance (F6) commands are availableif Job Cost
interfaces with General ledger.

The overhead accumulated for the job and phase since
the last post appears. When you post overhead to

General Ledger, this amount is credited to the applied
overhead and debited to the work-in-process accounts.

Press Enter to accept the current amount, or enter an
amount. For the best audit trail, enter transactions
through the Job and Phase Adjustments function
and other applications and let the system calcul ate this
amount. Thisamount is cleared with every post but
keeps accumulating throughout the life of the job.

Thetotal cost of the job or phase appears.

Thisvalueis updated automatically as different costs
are accrued. Press Enter to accept the value, or enter a
different value.

When the job is completed and you use the Post
Overhead to GL function, thisamount is credited to
the work-in-process account and debited to the
finished goods account. Then the field is set to zero.

If you want Payroll to update pieces information about
the job, enter P. When you post a payroll time ticket
that includes a piece count and references the job or
phase, the Pieces fieldsin thejob and phaserecord are
updated with information about the number of pieces
completed for the job.

Job Cost
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Inquiry |

Job Cost

Field

Iltem

UuoOM

Pieces

Period to Date/
Year to Date/
Job to Date/

Estimate

Pct Complete

Description

If you want Accounts Payable (or Purchase Order) to
update pieces information about the job, enter A.
When you post an accounts payabl e transaction that
includes the job, phase ID, and the inventory item
specified below, the Pieces fieldsin the job and phase
record are updated with the quantity of items
purchased or requisitioned.

Note that Accounts Receivable (or Sales Order) is not
an option because these applications update hilling
information. The Pieces fields pertain to goods and
services you acquire or are completed for the job.

If you entered A as the source of the piece for the jab,
enter the ID of the item you are attributing to the job.

When you attribute items to ajob in the Accounts
Payable system, the PTD/YTD/JTD Pieces fieldsin
Job Cost are updated only for the item you enter on
this screen.

Enter the unit of measure of the pieces you are going
to get from the selected application, or press Enter to
accept the current unit of measure.

Enter the number of piecesfor this period and year and
for the entire job; or press Enter to accept the current
values. These values are updated when you post pieces
adjustments or post from Accounts Payable/Purchase
Order or Payrall.

Enter the estimated number of piecesfor the entirejob,
or press Enter to accept the current value.

The percent complete for the phase appears.
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Field Description
Inv Billed Amt Enter the amount you billed the customer this period
Period to Date/ and year and for the entire job; or press Enter to accept

the current values. These values are updated when you
post billing adjustments or accounts receivable/sales
Job to Date order invoices.

Year to Date/

Thetotal cost of the job/phase for the period, year, and job to date and the
estimated amount are calculated from the totals of the cost codes in the
JOCDxxx file.

Field Description
Total Cost The total cost you billed the customer this period and
Period to Date/ year for the entire job appear. These values are

updated when you post adjustments or expenses from

Year to Date/ other transactions.

Job to Date
Cost Billed Enter the cost you billed the customer this period and
Period to Date/ year and for the entire job; or press Enter to accept

the current values. These values are updated when
you post billing adjustments or accounts receivable
Job to Date invoices.

Year to Date/

Unbilled Cost Job to  The unbilled cost is the total cost minus the cost

Date billed for the job to date. The cost you did not bill the
customer for the entire job appears. These values are
updated when you post billing adjustments or
accounts receivable invoices.

Usethe Proceed (OK) command to save your entries. After you save the entries,
the next screen you selected appears. If you did not select another screen, the
Jobs and Phases header screen appears.

Job Cost
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Cost Code Details

Job Cost

If you elected to add or change cost code details for the job or phase, the Cost

Code Details screen appears:

A Cost Code Details e
Commands Edit Modes Other Scroll Commands Help
2xu|ne|mn|[-o|[ee o
Job 1D 100001 PhaseID A STRUCTURAL
Cd Tp Desc Period to Date Year to date Job to Date Estimate
100 01 Material .00 272.00 272.00 261.00 @
135 01 |Steel Pk 00 2000.00 2000.00 2100.00
145 01 |Concrete 00 5000.00 5000.00 4975.00 B
155 01  |Lumber 00 15000.00 15000.00 15000.00
200 02 |Equipmen 00 340.00 340.00 350.00
210 02 |Generat 00 200.00 200.00 200.00
230 02 |Crn Mixer 00 180.00 180.00 180.00
280 02 |Rentals 00 500.00 500.00 500.00
300 03 |Overhead 00 2200.24 2200.24 2200.00
400 04 |Misc § 00 550.00 550.00 500.00
500 05 |Labor§ 00 12300.00 12300.00 12000.00
540 05 |Adminstr 00 1000.00 1000.00 1000.00 B
630 06 |Excavate 00 3300.00 3300.00 3500.00 E}
Total Cost .00 42842.24 42842.24 42766.00
Unbilled Cost 42.00 (001 of 013 )
Enter = edit I [ Append ] [ Wiew I [ Done ] [ Erev page I [ Next page ]
| companyH | 10262007 | Terminai ToOD | OVR

Use cost codes to assign costs to ajob and phase. Later, when you acquire goods
and services and enter them through the Job and Phase Adjustments function
or through other applications, the information updates the cost code and overall

job and phase record. You can assign up to 999 unique codes to a phase. For a

detailed explanation of cost codes and cost types, see “Cost Codes’ on page 4-3.

Use the commands to work with the cost code line items:

*  PressEnter to edit information about the selected cost code. The Edit Cost
Code screen appears.

* Press A to add a cost code to the end of the list. The Append Cost Code
screen appears.
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* PressV to view information about the selected cost code. When you finish,
press any key to return to the Cost Code Details screen.

¢ PressD to return to the Jobs and Phases header screen.

e PressG toreturn to the General Information screen. When you use this
command, any changes you made to this screen are automatically saved.

* PressC to add, edit, or view comments associated with the job or phase. See
“Job Comments’ on page 9-14 for more information.

Adding or Editing a Cost Code

When you press Enter or A on the Cost Code Details screen to edit or add a cost
code, a screen similar to this one appears.

Unit of Measure

Edit Cost Codes =HEEL_ X
Commands Edit Modes Other Help
» K r= | i=) | @ B | ? & | age OK Abandon
Cost Code 100| %
Cost Type LY Material
Description Material §] Shart Description Material
Period to Date Year to Date Job to Date Estimate
Cost .00 272.00 272.00 261.00
Quantity 0000 33.0000 33.0000 22.0000

Criginal Estimated Cost 250.00

The only difference between the Append Cost Codes screen and the Edit Cost
Codes screen isthe title and the fact that the Edit Cost Codes window has data.

Field

Cost Code

Inquiry |

9-12

Description

Enter a cost code. Establishing conventions for cost
codes makes cost allocation efficient. For example,
cost codes from 100 through 199 might be associated
with cost type 10, which might be Material $,
indicating that a cost code between 100 and 199 should
be assigned when attributing materials to ajob.

Job Cost
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Inquiry |

Job Cost

Field

Cost Type

Description

Short Description

Cost

Period to Date/
Year to Date/
Job to Date/
Estimate

Quantity
Period to Date/
Year to Date/
Job to Date/
Estimate

Unit of Measure

Original Estimated
Cost

Description

Press Enter to accept the current cost type, or enter the
cost type to be assigned to the cost code. The cost
type's use type appears after you enter the cost type.

Press Enter to accept the current cost type description,
or enter a different one.

Press Enter to accept the current short description of
the cost type, or enter a different one. It appearsin the
Desc column on the Cost Code Details screen.

Enter the cost for this cost code this period, year and
job to date; these numbers are updated when you post
cost adjustments or post from Accounts Payable
(Purchase Order) or Payroll. Then enter the estimated
cost for the duration of the job.

Enter the unit quantity assigned to the cost code this
period and year and for the job to date; these numbers
are updated when you post. Then enter the estimated
unit quantity for the cost code for the duration of the
job.

Enter the unit by which you measure the quantity.

Press Enter to accept the current original estimate for
the cost code, or enter adifferent amount. It is updated
when you post cost adjustments or post from Accounts
Payable (Purchase Order) or Payroll.

Use the Proceed (OK) command to save your changes and return to the Cost

Code Details screen.
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Job Comments

9-14

If you elected to add or change job comments, this screen appears.

B} Job Comments =1L
Commands Edit Modes Other Scroll Commands Help
R ILEIEAEY o
Job ID 100001
Ref ID End Date 102612007 i3]
Date Ref Comment
10152007 O1 Change order to upgrade cabinets, $400. @
10/05/2007 |01 Lumber order to arrive 10/02/95 @
0972072007 |01 Delay on job start date due to rain B
RefID ] [ end Date ] [ Append ] [ Enter = edit ] [Next screen ] [ Prev screen ] Goto
| company 1 [ 106007 | Terminai Toon | ovr

Thejob ID you entered on the Jobs and Phases header screen appears.
Change it to view or enter comments for another job or press Enter to accept
the current value.

The ID of the terminal you are working at appearsin the Ref ID field. To
work with comments for only the default reference ID, press Enter. To work
with comments for a different reference I D, enter that ID. To work with all
comments, clear thisfield and press Enter.

Enter the date of the most recent comment you want to work with in the End
Date field, or press Enter to work with all comments.

The date, reference, and text that appear for each comment depend on the

reference ID and end date you enter. The comments are arranged by date—
the most recent date first—then by reference ID.

Job Cost
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Use the commands to work with the comments on the screen:

e PressR toreturn to the Ref ID field to enter a new reference ID.

e PressD toreturn to the End Date field and enter a new end date.

e Pressitoreturntothe Job ID field to enter anew job ID.

e Press A to add anew comment. The Append Comment screen appears.
e PressE to edit aselected comment. The Edit Comment screen appears.
e PressF to enter or view comment for the first job 1D on record.

e PressN to enter or view comments for the next job 1D on record.

* PressP to enter or view comments for the previous job 1D on record.

e PressL to enter or view comments for the last job ID on record.

e Press G to go to acomment for a specific date, then enter the date. This

command is available only when there is more than one screen of
comments.

Adding or Editing Comments

The Append Comment screen appears when you add a new comment. The Edit
Comments screen appears when you edit an existing comment. Other than the
title, these screens are identical.

Job Cost

'ﬂ Edit Comment | (S
Commands Edit Modes Other Help
QXE‘E‘BE‘?Q‘@@ 0K || Abandon |
Date ognor007 ()
Reference o1
Comment Delay on job start date due to rain.
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If you are working with anew comment, the system date appears; otherwise,
the date of the last comment you worked with appears. Accept the default
date, or enter a different date.

The current terminal ID appearsin the Reference field. Edit this reference,
if necessary.

Enter or edit the comment, then press Enter to save the comment record.

User-Defined Fields

9-16

If you elected to add or change user-defined field information, the User-Defined
Fields screen appears.

User-Defined Fields =HIEE_X
Commands Edit Modes Other Help

ﬁXE§|I§|ﬂ@|?@|@@ oK Abandon

Job ID 100001

Phase ID

Job Estimate By Tom Johnson

Estimate Data 07/15/2007 =]

Approved By Gregg Lukas

Client Signoff Stewe Wallenbach

Signoff Date 0871272007 [T])

Earnest Money 1000.00

| companyH | 10262007 | Terminai TooD | NS

Enter the appropriate information for each user-defined field you set up using the
Resource Manager User-Defined Fields Setup function. See the Resource
Manager guide for more information on setting up user-defined fields.

Use the Proceed (OK) command to save your changes.
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Documents

Job Cost

If you elected to add or edit job and phase documents, the Documents screen
appears. Use the screen to attach documents to the job record.

Note: You must set up file types in Resource Manager before you can attach a
document to a master file record. Refer to the Resource Manager User’s Guide
for more information.

B\ Documents ==

Commands Edit Modes Qther Scroll Commands Help

2xi | nelmn|[e|ee o
Job ID 100001
Phase ID

Docurnent Name

JOSAMPLE.DOC (Sample word processing document)

JOSAMPLE XLS (Sample spreadsheet document)

D]

D

Ling Mo ( 000001 of 000002 )

Enter = edit ] [ Append ] [ Wiew ] [ Open document ] [Next screen ] [ Prev Screen ] Goto

| companyH | 10m6/2007 | TerminaiTooo | ms

Use the commands to work with employee documents:

*  PressEnter to edit the selected document. The edit screen appears.

*  Press A to attach a document to the employee record.

* PressV toview fileinformation about the attached document.

e Press O to launch the appropriate application and open the document.
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If you have problems opening a document, press Enter to change the
direction of the dlashes used in the attachment’s directory path. If the
directory path contains backward slashes (\), change them to forward slashes
(/) and vice versa.

*  PressP to save your changes and return to the previous screen.
*  PressN to return to the Jobs and Phases header screen.

e Press G to go to aspecific document line item. This command is available
only when there is more than one screen of documents.

Use the Exit (F7) command to save your changes and return to the File
Maintenance menu.

Append/Edit Documents Screen

The Append Documents screen appears when you press A to attach a document
to the employee record. The Edit Documents screen appears when you edit an
existing document line. Other than the name, these screens are identical.

Append Documents L=NECH. X
Commands Edit Modes Other Help
» K= | i} | 1] | ? & | aa@a OK || Abandcml

Document P1041L4bp. gif
Path ADocuments\
Description Blueprints for 1041L4 Phase B

Enter the document file name and extension, the full file path, and a description
of the file you want to attach to the master file record.

You can use the Documents directory (as specified in the Resource Manager
Directories function) to simplify entering document information. To use this
directory, make sure all users have accessto the Documents directory, then store
document attachmentsin that directory. When you enter document informationin
the Append Documents screen, enter (DOC) in the Path field (remember to
include the parenthesis).

Job Cost
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Job Cost

When you use this convention with the Open command to open an attachment,
OSAS automatically replaces the (DOC) variable with the appropriate path and
opens the attachment from that directory.

If you do not store the file in the DocumentShare directory, do not use the
(DOC) variable. Instead, enter the full file path in the Path field. OSAS will not
be able to locate the file to open it if you enter an incorrect path.

Use the Proceed (OK) command to attach the file and return to the Documents
screen.
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Copy Jobs and Phases

Use the Copy Jobs and Phases function to create a new job similar to an
existing job. When you copy the job and phase from a previously defined job, all
information is copied except the actual costs and dates.

Copy Jobs and Phases Screen

Select Copy Jobs and Phases from the File Maintenance menu. The Copy Jobs
and Phases screen appears.

B Copy Jabs and Phases = [
Commands Edit Modes Other Help
XE|@|E|?@|@@ oK || Abandon |
Job ID 100005 (3]
Copy From Job ID | 100004 (8]
Copy Phases? Fi
Copy Cost Codes? Fi
| companyH | 101262007 | Terminai ToOD | NS
Inquiry | 1. Enterajob ID for the new job. You cannot enter an ID that is already on file.

If you are not sure whether an ID is already in use, use the Inquiry (F2)
command to view alist of existing job IDs.

_Inauiy | 2 EnterthelD of thejob you want to copy.
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3. If youwant to copy the phases of the job, select the check box (or enter Y in
text mode); if not, clear the check box (or enter N in text mode).

4. If you want to copy the cost codes of the job, select the check box (or enter
Y in text mode); if not, clear the check box (or enter N in text mode).

5. UsetheProceed (OK) command to copy the existing job information to the

new job. After you have copied the information, copy another job or use the
Exit (F7) command to return to the File Maintenance menu.
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Copy Job Template

Usethe Copy Job Template function to copy information from ajob template to
ajob. This function and the Copy Jobs and Phases function are similar, but in
this function you can copy only the job IDs that were marked as templatesin the

Jobs and Phases function.

Copy Job Template Screen

Select Copy Job Template from the File Maintenance menu. The Copy Job
Template screen appears.

B Copy Job Template [E=RE
Commands Edit Modes Other Help
XE|@|E|?@|@@ oK || Abandon |
Job ID 100005 (3]
Copy From Job 1D TEMPL1 ‘El
Copy Phases? Fi
Copy Cost Codes? Fi
| companyH | 101262007 | Terminai ToOD | NS
Inquiry | 1. Enterajob ID for the new job. You cannot enter an ID that is already on file.

If you are not sure whether an ID is already in use, use the Inquiry (F2)
command to view alist of existing job IDs.
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Inquiry | 2. Enter the ID of the job template you want to copy.

3. If youwant to copy the phases of the job template, select the check box (or
enter Y in text mode); if not, clear the check box (or enter N in text mode).

4. If you want to copy the cost codes of the job template, select the check box
(or enter Y in text mode); if not, clear the check box (or enter N in text
mode).

5. Usethe Proceed (OK) command to copy the existing job information to the

new job. After you have copied the information, copy another job template
or use the Exit (F7) command to return to the File Maintenance menu.
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Cost Types

Use the Cost Types function to establish and update information for up to 99
cost types. These types serve as categories: when you attribute costs to ajob
(with cost codes), you can enter the costsin terms of cost types to organize the
costs accordingly. Valid names of costs are kept in the JOCTxxx (Cost Types)
file.

Cost Types Screen

Select Cost Types from the File Maintenance menu. The Cost Types screen

appears.
B Cost Types E=REE
Commands Edit Modes QOther Help
xzlee|mm|o|ee ~ ok [Abandon
Cost Type ID
Description Material §
Short Description | Material
Use Type GENERAL -
| companyH | 10262007 | Terminal TOOD | NS
Inquiry | 1. Enter the code for the cost type you want to add or edit.

2. Press Enter to accept the description that appears or enter a new one.
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Inquiry |

9-26

Press Enter to accept the short description of the cost type or enter a
different description. When you work with cost codes in the Jobs and
Phases function, this description appears in the Desc field.

The Job Cost system and the Payroll system use typesto distinguish between
alabor cost, an overhead cost, and a general cost (neither labor nor
overhead). The overhead usetype exists for the Overhead Cost Code field
on the Jobs and Phases General Information screen. This field accepts only
cost codes of a cost type whose usetypeisoverhead. You should need to set
up only one of these cost types.

Thelabor use type exists for Payroll; when assigned to a cost type, it
prevents you from accidentally attributing labor information to a nonlabor
cost code when in Payroll. When you assign aserviceto ajob in Payroll, you
must enter a cost code whose cost type's use typeislabor (and therefore was
set up to accept labor information). The Inquiry (F2) command provides
only those cost codes.

Payroll is the only application that needs this distinction. All cost codes are
available in Accounts Payable and Purchase Order.

The general usetype existsfor al other situations. Assign use type general
to cost types whose cost codes can accept any kind of cost information.

Press Enter to accept the current use type, or assign a use type to the cost
type.

Use the Proceed (OK) command to save the cost typeinformation. A blank

Cost Types screen appears. Enter or edit information about a different cost
type, or use the Exit (F7) command to return to the File Maintenance menu.
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Cost Codes

Use the Cost Codes function to add, change, and maintain the cost codes stored
in the JOCCxxx (Cost Codes Master) file.

Cost Codes Screen

Select Cost Codes from the File Maintenance menu. The Cost Codes screen

appears.
BN Cost Codes |
Commands Edit Modes Other Help
2xi=zna|lan][re|ee
Cost Code ID 100 %
Cost Type ID 01 B
Description Material 5

Short Description Material

Unit of Measure Feet
| Company H 107262007 Terminal TOOO INS
Inquiry | 1. Enter the cost code ID you want to add or edit.
Inquiry | 2. Enter the cost type ID for the cost code.

3. Enter or edit the description for the cost code.

Job Cost 9-27



CHAPTER 9 ¢ File Maintenance Cost Codes

4. Enter or edit the short description to be used when printing reports.
5. Enter the unit of measure to use for the cost code.
6. UsetheProceed (OK) command to save your changes. A blank Cost Codes

screen appears. Enter another cost code to add or edit or use the Exit (F7)
command to return to the File Maintenance menu.
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Tables

Use the Tables function to set up and maintain the JOBGLxxx, JOPDxxx, and
DFxxxx tables.

The OPTxxx (Options) table stores options and interfaces settings. Maintain
the data stored in this table through the Resource Manager Options and
Interfaces function, not through the table itself.

Tables Screen

Select Tables from the File Maintenance menu. A blank Tables screen appears.

B ot ENIENEX)
Commands Edit Modes Other Help
» K r= | i=) | @ B | T e (@@ OK Abandon
Table 1D E Description
Number of Cols 1] Column Length 1] Type

Company H 107262007 Terminal TOOO INS

Job Cost 9-29



CHAPTER 9 ¢ File Maintenance Tables

Inquiry | 1

Inquiry | 2.

DFxxxx Table

To add or change atable, enter the table ID. To set up a company-specific
table, enter the table ID plus the one-character to three-character company
ID.

To delete the table, use the Delete (F3) command.

If you entered a new table ID, the Copy From field appears. To copy a
company-specific table, enter the table ID plus the company ID.

A set of tables comes with the sample company, Builders' Supply. You can
copy the sample tablesfor acompany and then change the appropriatefields.
To copy asample table, enter the table ID.

Press Enter to accept the description of the table, or enter a different
description.

The number of columns, the length of columns, and the type of characters
you can enter—al phanumeric (A), numeric with two decimals (N), numeric
with three decimals (3), or numeric with four decimals (4)—appear.

The DFxxxx table stores two types of defaults: overhead defaults (overhead cost
code and basistype) and defaults for the additional descriptions window. Both
kinds of information pertain to the Jobs and Phases General |nformation screen.
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When you enter the table 1D, the rest of the DFxxxx table appears.

| 5 e |
Commands Edit Modes Other Help
%Xt§|ﬁ|ﬂ@|?@ Q@ OK Abandon
Table ID DF b3 Description Job Setup Default Table
Number of Cols 2 Column Length 12 Type A -
Field Default Value
Ovhd Cost Cd (300
Cvhd Basis 0z
User Def 1 Desc Def 1
User Def 2 Desc Def 2
User Def 3 Desc Def 3
Company H | 10/26/2007 Terminal TOOO INS
Field Description
Field The fields you can enter defaults for appear. Do not
change them.
Default Value The default valuefor each field appears. PressEnter to

accept this value, or enter adifferent value.

Enter the appropriate cost code and basisin the overhead fields, but be wary.
The overhead masks on the General Information screen are hardcoded; for
cost codes, the mask is N3; for basis (cost) type, the mask is N2 despite the
fact that the mask for the fields on this screen is A12. The corresponding
fields on the General Information screen honor only the first three digitsin
thefirst field and the first two digits in the second field, regardless of what

you enter here.
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JOBGLxxx Table

9-32

The JOBGLxxx table stores the General Ledger work-in-process, applied
overhead, and finished goods inventory account numbers. It is used when you
post overhead to the GLIRxxx (Journa) file. If Job Cost does not interface with
General Ledger, you must still build this table because the account numbers
appear in the posting report.

When you enter the table D, the rest of the JOBGLxxx table appears.

B oB (5 e
Commands Edit Modes Other Help

%Xt§|ﬁ|ﬂ@|?@ Q@ OK Abandon

Table ID JOBGL LY Description GL Accounts Default Table

Number of Cols 2 Column Length 12 Type A -

Deseription GL Acet #

Work-in-proc 104200

Finish Goods 104400

Applied Ovhd |523000

Company H | 10/26/2007 Terminal TOO0 INS

Field Description
Description The accounts used in posting overhead appear. Change

the descriptions of the accounts, if necessary.

Do not delete lines or rearrange the account
descriptions. The system treats the account on the first
line as the work-in-process account and the account on
the second line as the finished goods account,
regardless of the description.
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Field

GL Acct #

JOPDxxx Table

Description

For each account description, press Enter to accept the
General Ledger account number, or enter a different
account number.

The JOPDxxx table storesthe fiscal year. The year isincremented when you use
the Periodic Maintenance function at the end of the year.

When you enter the table D, the rest of the JOPDxxx table appears.

B o =N E =5
Commands Edit Modes Other Help
2xz|lme|lmn|ze|ee

Table ID
Number of Cols

h)
2

Description

Current Year |2007

Description Fiscal Year Table

Column Length 12 Type :A

| company 1 | 106007 | Terminai Toon | ms

The current fiscal year appears. Change the year, if necessary, or press Enter to

use the current year. Use
enter anew table ID to vi
File Maintenance menu.

Job Cost

the Proceed (OK) command to save your changes, then
ew or edit or use the Exit (F7) command to return to the
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Change Fields

Use the Change Fields function to change any code from one value to another.

The Change Fields function can change codes within this application, as well as
in other applications. To produce alist of fields changed, use the Print Log
option. A sample of the log appears on page 9-39.

When you select Change Fields from the File Maintenance menu, this screen

-
ﬂ Change Fields ==
Commands Edit Modes Qther Scroll Commands Help
2% mnalmo|?o|0e oK
Field ID JO JOB ID b
Print Log?

Criginal Value New Valug File Description Time Tag
100001 P104L1 E} AP Purchase History File Short =
100002 F104L2 @ Material Requisitions Det Short =
B Recurring Ling ltems Long -

Transaction Line ltems Short

AR Detail Sales History F Short

AR Summary History File Long

AR Open Invoice File Long

AR Rec. Entries Detail Fi Long

AR Transaction Detail fil Short

IN Detail History Long

Job Documents File Short
[#] Mob User Fislds File Shart -
@ Cost Code Detail File Short 3
@ Additional Job Desc File Short =

Line No (000001 of 000002 )
[ Begin code change ] [ Header ] Field ID XYears
Switch to tag ] [ Enter = edit ] [ Append ] None
| companyH | 10262007 | Terminai Tooo | ms
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Header

Inquiry |

Values

9-36

The screen contains three sections. The top Header section, which includes the
Field ID and Print Log? fields, is where you select the code or ID to change and
whether you want to produce the printed log. The lower left Values section is
where you build alist of the values you want to change by specifying the old and
new values. The lower right Files section contains alist of the files that are
changed in the applications you installed on your system.

1. Enter the Field ID you want to change. You can change only Job Cost fields
from the Job Cost menu. To change I Ds and codes from other applications,
run the Change Fields function in the respective application.

2. Select the Print Log? check box to print alist of the files that are changed.

3. After you enter theField ID and indicate your preference for printing the log,
use the Proceed (OK) command to begin entering field values to change.

4. To edit or add original/new valuesin this section, select aline and press
Enter to edit the current line. The Edit Original/New Values dialog box
appears. Press A to append another value to the list. The Add Original/New
Values dialog box appears.

5. Enter the current field value you want to change in the Original Value box.

6. Enter the new value that you want to use for thisfield in the New Value box.

7. Select acommand.

e PressS to switch to the File Description section to specify which files
change during processing.

e PressEnter to edit the current line.
e Press A to append another value to thelist.

«  PressB to begin the change field process.
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Job Cost

Press H to return to the header section to change the selection you made
for printing the log.

Press G to go to a particular entry. This option is only available when
there is more than one page of entries.

Press F to choose anew field ID (this abandons any field changes you
entered, but have not yet saved).

8. Continue entering old values and new values until you have specified all of

the values you want to change in the Values section.

Thefilesthat contain the Field ID you selected appear in the File Description
section. You should change IDsin al of the files as a general rule. Exclude files
from the change process only when your reseller or support representative
instructs you to so.

9.

10.

11.

The Time field gives you an idea of the relative time it takes to change the
fieldin agiven file. Fileswherethis code or ID are a part of the key to the
file can be changed more quickly than files where each record in the file
must be scanned for the code or ID. Each fileisrated as Short or Long to
denote the estimated time required to change the field.

The Tag field denotes whether the file is affected by the copy process. Tag
thefileto change fieldsin thefile.

Select acommand.

Press S to switch to the Values section of the screen.

Press Enter to toggle afile asincluded or excluded from the copy
process.

Press A to tag all of thefiles.

Press N to untag all of the files.
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*  PressB to begin the change field process.

e PressH toreturn to the header section to change the selection you made
for printing the log.

* PressG togoto aparticular entry. This option is only available when
there is more than one page of entries.

e PressF to choose anew field ID (this abandons any field changes you
entered, but have not yet saved).

12. When you have tagged the files you want to change, press B to begin the
change process. When the changes are compl ete, the log printsif you elected
to produce it.

13. Enter anew Field ID to change, or usethe Exit (F7) command to return to the
File Maintenance menu.
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Change Fields Log

10419752007 Builders Supply Page 1
1:05 PH Change Field Log
File Name Rzcords Read PRecords Conwerted Original Total Becord New Total Records
JOESH 4 4 5 zZ5
APHIH o a B6Z5 G625
APMDH o a u) u)
ATRLH £ o] ) )
APTDH o a 10 10
APHIH z a Las Las
ALREH 3 o] 2 2
ARTDH o a u) u)
INHIH 1oa7 a 1087 10a7
PACEH 1 a 1 1
PAHEH Lz u} £2 £z
PAREH o a 1) 1)
PATHH =13 a &5 &5
PATPH a u} 1) 1)
PATEH o a u) u)
POORH a a 24 £4
S0RLH a u} Z0 z0
S0TDH o a a9 a9
JOBSH. D & 4 &0 50
JOBZH.UF 1& 14 140 140
JOBSH Could not get exclusive access to file.
JOCDH z a 14Z 14Z
JODEH 3 1 z z
JOHIH z a 1a3 1z
Field ID Jo JOE/PHAZE ID
Original Value New Walues
looool Plo4Ll
10000z PlO4LE
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Master File Lists

Printing a Master File List

The functions on the Master File Lists menu let you print lists
of the information you entered using the File Maintenance
menu. Theselists do not contain any cal culations or transaction
amounts, but rather list only the basic file information used in
the Job Cost system. If any of the information on a master file
list isincorrect, use the appropriate function on the File
Maintenance menu to correct it, then reprint the master file
list.

You produce all master file lists in the same way. Use the
instructions below to print amaster file list, modifying the
procedure as necessary for the list you are printing. For
example, if the screen for the list you want to print does not
contain check box options, ignore that step and continue to the
next.

Follow these steps to print a master list:
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Inquiry |

10-2

1. Sedlect thelist you want to print from the Master File Lists menu. The

selection screen for that list appears. The Jobs and Phases List screenis
shown below as an example.

“ Jobs and Phases List SRECEC x
Commands Edit Modes Other Help
%XE|E\|H|?@|Q@ OK || Abandon |
Pick JabID  From |100001 (3]
Thru 100004 (8]
PhaseID From A |\|
Thru D |l|

Print
Jobs only
@ Phases and Jobs

Print Additional Job and Phase Descriptions? i

| companyH | 10262007 | Terminai ToOD | NS

Select the range of information to include in the list in the From and Thru
fields. The Inquiry (F2) command is usualy available for these fields to let
you select beginning and end range values from the list that appears.

Leave these fields blank to include all valuesin thelist.

If the screen contains entry fields (for example, for entering date ranges or
source codes), enter the appropriate values to use when printing the report.

If the screen contains options that control what prints on the list (jobs only,
or jobs and phases, for example), select the option corresponding to the type
of information you want to print. You can select only one print option.

If the screen contains options that control how information is organized (by

date or by reference ID, for example), select the option you want to use to
organize the report. You can select only one option.
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Job Cost

6.

If the screen contains check boxes or Yes/No fields that control additional
printing instructions, select the check box (or enter Y in text mode) to use
that option when printing the list. Clear the check box (or enter N in text
mode) if you do not want to use that option.

Select the output device to begin printing the list. See “Reports’ on

page 1-33 for more information. After you produce the list, the Master File
Lists menu appears.
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Jobs and Phases List

Use the Jobs and Phases List to produce the list whenever you make changesin
the Jobs and Phases function. You can print job information only for job and
phase information.

The Jobs and Phases List does not include jobs that are being used as templates.
Produce the Job Templates List for alist of those job records.

Sample List

10,/26/2007 Builders Supply Page 1
6123 PM Jobs and Phases List
--—- Start ———-  —-—— Fini - Custorer
Job ID Phase Description Manager Estirtate Actual Estivate Actual i) Contract Nurher
100001 PLAT 104 LOT 1 LUKOO1 09720707 09720707 12710707 12720707 DALOOL
Job sddress 11100 South Sth Street
Address Line 2 Joneswille, MN 55544
Desc Def 1 adolph Jones
Desc Def 2
Desc Def 3
A STRUCTURAL LUkoo1 7 7 DaALOOL 12718
B MECHANTCAL LUkoo1 7 7 DaALOOL 12718
C EXTERIOR LUkoo1 7 7 DaALOOL 12718
D INTERIOR/FINISHING LUkao1 7 7 DaLOOl 12718
100002 PLAT 104 LOT 2 LUKOO1 10709707 10 GREODO1
A STRUCTURAL LUKOO1 10710507 10 GREOD1 12862
B MECHANICAL LUKODL 10727707 11 GREOD1 12862
© EXTERIOR LUKODOL 11705707 11 GREOD1 12862
D INTERIOR/FINISHING LUKODL 11712707 11 GREOD1 12862
100003 PLAT 104 LOT 3 LUKODOL 11715707 11 DaLool
& STRUCTURAL LUKODOL 11715707 11 DaL0o0l 12906
B MECHANICAL LUKODL 11725707 11 DaL0o0l 12906
© EXTERIOR LUKDO1 12705707 12; DaL0o0l 12906
D INTERIOR/FINISHING LUKDOL 12712707 127 DaLool 12906
100004 PLAT 104 LOT 4 LUKDO1 09720507 097 SUNOD1
& STRUCTURAL LUKDO1 09720707 09; SUNODL 12791
B MECHANICAL LUKDO1 10703707 107 SUNODL 12791
© EXTERIOR LUKDO1 10710507 107 SUNODL 12791
D INTERIOR/FINISHING LUKDOL 10717507 107 SUNODL 12791
End of Repaort

Job Cost
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Cost Types List

The Cost Types List shows the cost types used throughout the system. This

information comes from the JOCTxxx (Cost Types) file.

Sample List

Job Cost

End of Report

1072672007 Builders Supply Page 1
6:25 PM Cost Types List
Cost Type Description Short Description Use Type

01 Material & Material GEMERAL

nz Equiprent & EquipTen GEMERAL

03 Qverhead § Qverhead OVERHEAD

04 Misc § Misc § GEMERAL

05 Labor & Labor & LABOR

o0& Subcontractor & Subcontd GEMERAL
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Cost Codes List

The Cost Codes List shows each cost code and cost type. Thisinformation comes

from the JOBSxxx (Jobs) file and the JOCDxxx (Cost Codes Detail) file.

Sample List

Job Cost

1072672007 Builders Supply Page 1

6:26 PM Cost Codes List

Cost Code Cost Type Description Short Desc. Unit

100 01 Material § Material Feet

110 01 Plurbing Package Plurbing Each

120 01 Electrical Package Electric Each

130 01 Heating Package Heating Each

135 01 Steel Support Pack. Steel Pk Each

140 01 Millwork Package Mi1lwork SQFT

145 01 Concrete Concrete CUYDs
150 01 Standard windows windows Each

155 01 Luther Luther sgft

160 01 Exterior Panels Panels Each

17 01 Entry Door Door Ext Each

180 01 Interior Door Door Int Each

185 01 wallpaper wallpapr Rolls
130 01 Cabinets Cabinets Each

135 01 Interior Materials Int Matr

200 nz Equiprent & EquipTen

210 0z Generator Generat Each

220 0z Ladders Ladders Each

230 0z Cetent Mixer Lease Cr Mixer Each

240 nz Paint Sprayver Paint Sp Each

250 0z Plastic Covers Plastic Each

260 nz wallpaper Spreaders wp Spred Each

27 0z Brushes Brushes Each

280 0z Rentals Rentals

300 03 Qverhead § Qverhead

400 04 Misc § Misc §

500 a5 Labor & Labor & Hours
510 05 Forevan Labor Hours Foreran Hours
520 05 Apprentice Lab Hours Apprenti Hours
530 a5 Gen Laborer Hours Gen Labr Hours
540 a5 Adrinstrative Hours Adrinstr Hours
550 05 Office Labor Hours Office L Hours
600 06 Subcontractor & Subcontr

610 06 Mechanical Subcontr Mechanic

620 06 Electrical Subcontr Electric

630 06 Excavating Subcontr Excavate

640 o0& Mazonry Subcontractr Masanry

650 06 Roofing Subcontractr Roofing

660 06 Landscaping Subcontr Landscap

67 06 Painting Subcontract Painting

680 06 Drywall Subcontractr Drywall

690 06 Floorcovering Subcon Floorcow
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Cost Codes Detall List

The Cost Codes Detail List shows each cost code and cost type for the selected
jobs and phases. Thisinformation comes from the JOBSxxx (Jobs) file and the

JOCDxxx (Cost Codes Detall) file.

Sample List

1072672007 Builders Supply Page 1

6:28 PM Cost Codes Detail List

Job ID

Phaze ID Description Cost Code Description Short Description

100001 PLAT 104 LOT 1

A STRUCTURAL
Cost Type 01 Material & Material
100 Material & Material
135 Steel Support Pack. Steel Pk
145 Concrete Concrete
155 Lurher Lurher
Cost Type 02 Equiprent & EquipTen
200 Equiprent & EquipTen
210 Generator Generat
230 Cerent Mixer Lease Cr Mixer
280 Rentals Rentals
Cost Type 03 Qverhead § Qverhead
300 aJverhead § Qverhead
Cost Type 04 Misc § Misc &
400 Misc § Misc §
Cost Type 05 Labor % Labor %
500 Labor & Labor &
540 Adrinstrative Hours Adrinstr
Cost Type 06 Subcontractor § Subcontd
630 Excavating Sub Excavate

B MECHANTCAL
Cost Type 02 Equiprent & EquipTen
200 Equiprent & EquipTen
Cost Type 03 Qverhead § Qverhead
300 aJverhead § Qverhead
Cost Type 04 Misc § Misc &
400 Misc § Misc §
Cost Type 06 Subcontractor § Subcontd
610 Mechanical Subcontr Mechanic
620 Electrical Subcontr Electric

C EXTERIOR
Cost Type 01 Material & Material
100 Material & Material
150 Standard windows windows
170 Entry Door Door Ext
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Job Comments List

Use the Job Comments List to produce the list when you want a copy of

comments associated with job and phase records.

Sample List

100002

100003

100004

End of

11/30/2007 D%
1071572007 01
10/05/2007 01
0972072007 01

PLAT 104 LOT 2
1070972007 01

PLAT 104 LOT 3
1170172007 01

PLAT 104 LOT 4
1270172007 01

Report

10,/26,2007 Builders Supply Page 1
6:30 PM Job Covrents List
By lob ID and Date
Joh Date rRef Covrent
100001 PLAT 104 LOT

Total contract aveumt 132,000
Change order to upgrade cabinets, 3400.
Lurher order to arrive 10/02795

Delay on job start date due to rain.
Delay on raterials.
Review docuvents with custorer on 11710795

On site inspection scheduled for 12710795

Job Cost
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Job Templates List

The Job Templates List shows jobs that are marked as templates. Thislist isthe
only one that includes information about these job records; the Jobs and Phases
List does not include job templates.

Theinformation in thislist comes from the JOBSxxx (Jobs) file.

Sample List

1072672007 Builders Supply Page 1
6:31 PH Job Terplates List

--—- Start ---- ---- Finish —--- Custorer
Job ID Phase Description Manager Estirate Actual Estivate Actual iD Contract Murber
TEMPL1 TEMPLATE 1 LOT SETUP

Job Address
Address Line 2

Desc Def 1

Desc Def 2

Desc Def 3
& STRUCTURAL LUKOD1
B MECHANICAL LUKOD1
© EXTERIOR LUKOD1
D INTERIOR/FINISHING LUKOD1
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Tables List

Use the Tables List to get information from a particular Job Cost table. This
functionisvaluableif you plan to change atable and want alist against which to

compare your changes.

Sample List

6:33 FH

Table ID DF Description Job Setup Default Table
Mo. of Colurns 2 Colurn Length 12 Tyvpe

Field Default value
Ovhd Cost Cd 300

Ovhd Basiz 02

User Def 1 Desc Def 1
User Def 2 Desc Def 2
User Def 3  Desc Def 3

Tahle ID JOBGL Description GL Accounts Default Table
Mo. of Colurns 2 Colurn Length 12 vl

Description GL Acct #
work-in-proc 104200
Finish Goods 104400
applied Ovhd 523000

Table ID JOPDH Description Fiscal Year Table
Mo. of Colurns 2 Colurn Length 12 Type A&

Description

Current Year 2007

1072672007 Builders Supply

Tables List
Job Cost

Fage

1

Job Cost
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GL Account Audit Report

The GL Account Audit Report List shows Job Cost tables and data files with

invalid or missing GL account numbers.

Sample List

10/10/2007 Builders Supply Page 1

g:48 AM GL Account ludit Report

Application Description Interfaced to GL?

J0 Joh Cost Yes
File File Description Record Description Field MName GL Azoount Reason
JOBSH Johs Job £l Phase 01 Orverhead Aoot. Hissing
JOBSH Johs Job £l Phase 01 WIP Acct. Hissing
JOBSH Jobs Job £l FPhase 01 Finished Goods Acct. 200000 Inactive
JOBSH Jobs Job £l FPhase 2 Overhead heet. 123456 Mot Found
JOBSH Johs Job £l Phase 2 WIP Acct. 123777 Mot Found
JOBSH Johs Job £l Phase 2 Finished Goods Acct. Hissing
Table Table Name Fow  Column Description GL Aecount Reason
JOBGL GL Accounts Default Table 1 2 Tork-in-proc Missing

End of Report

Job Cost
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APPENDIXA

System Messages

Messages on the screen or in areport indicate an error, tell you
how to enter data, or alert you to what is happening in the
function you are using. Self-explanatory messages are not
listed.

An error occurred while converting files. Conversion aborted.
An error occurred while creating files. File creation aborted.

If an error occurs during data file creation or conversion, a
message that describes the problem appears. Then this message
appears on the RM Data File Conversion or Data File Creation
screen to inform you that the process has been aborted. Correct
the problem and try again.

Basic Error = {error} Host Error = {error} Line = {line} Program = {program}
Basic Error = {error} Line = {line} Program = {program}

A serious error has occurred. Write down the information that
appears and get help from a support technician.

Cannot delete with items to post.

You cannot delete job or phase records with amountsin the
Ovhd Accum to Post or Fin Goods to Post fields. Enter an
actual finish date in the job and phase record, post the
information, and try again.
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Cannot open file, not found - GLMAXxX.

General Ledger isnot installed, but the General Ledger interface is on. Turn off
the interface in the Resource Manager Options and Interfaces function.

Cost detail history not implemented.

You cannot use the Delete Detail History function or print the Cost Detail
History Report if you are not keeping detail history.

Could not find any valid source files for this application.

The source directory you specified does not contain files for the application you
are converting. Make sure that you entered the correct source directory and
application ID.

{app ID} data files exist. Do you want this task to erase them?
To continue with the conversion and erase the existing files, select Yes (or enter
Y in text mode). To create only the new or missing files (if any), select No (or
enter N in text mode).

Destination file {drive:/path/file name} not found. No conversion.

This message appears in the Conversion Log if you specified adestination file
that is not in the target directory (see the Resource Manager User’s Guide).

Disk drive not ready.
The system cannot access one of the disk drivesto find the file for whichiit is
looking. Usually the door of the diskette driveis open. Check the drive and press
Enter.

Drive not available.
The disk drive ID you entered is not available on your system. Press Enter and

enter adifferent ID. If this message appears when you enter the correct drive ID,
get help from a support technician.
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{file name} does NOT exist. Cannot convert it.

One of thefileslisted in JODATA isnot in your old data directory. See
Destination file drive:/path/file name not found. No conversion.

File unavailable {file name}.
This message appears for one of three reasons:

1. Thefunction you are trying to access needs one or more files that are locked
by another user on your system. When afileislocked, other users cannot
access it during posts and other functions that need to keep the files active.

2. Thefunction you are trying to access needs one or more files that are not on
your system. Use the Resource Manager Options and Interfaces function to
check the interfaces. If the problem persists, get help from a support
technician.

3. You are working with the wrong company. Return to the menu; then use the
Change Company (F3) command to enter the ID you want.

In any case, press Enter to get back to the menu, correct the problem, and select
the function again.

Invalid date in {drive:/directory/file name}.

You must convert the old data files before you switch to European-format dates.
Use the Company Information function on the Resource Manager Company
Setup menu to switch back to American-format dates, and reconvert the data.

Invalid date - mm/dd/yyyy.
Invalid date - dd/mm/yyyy.

The date you entered isinvalid, or the format you used isincorrect (for example,
American format in a European-format system). This message is usually
accompanied by one of two explanatory messages:

Period out of range (1 to 12)

or
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Day out of range (1 to {n})

If you entered an invalid date, press Enter and enter avalid one. You can enter
dates in either format: 010194 or 01011994.

Invalid entry.
Theinformation isnot valid in the field where you entered it. Check the data and
enter it again. Consult the user’s guide, or use the Help (F1) command for
information.

Invalid period conversion table.
The CNVTxxx table for the company isinvalid. A common reason isthat you did
not update the table with the corresponding data for the next period. Use the
Tables function to make adjustments.
When the problem is corrected, restore the backup and post again.

Mask format error use {mask}.

The data you entered does not fit the predefined format for the field. Enter the
data again, using the format indicated.

Missing table 'JOBGL'.

The JOBGLxxx tableis missing or corrupted. Use the Tables function to make
sure that the JOBGLxxx tableis posted.

Must create job record first.

Each phase must be assigned to ajob. See chapter 3, section 2 for more
information.

Must delete phases first.

If you are deleting ajob with phases, you must del ete the phase records before
you can delete the job record.

A-4 Job Cost



System Messages ¢ APPENDIX A

No phases for this job.

You cannot add phase records for ajob if you elected not to use phasesin the
Jobs and Phases function. Return to the function and enter YES in the Phases
Used field for the job, or use a different job ID.

Press {Fn} to delete.

If you do not want to delete the record, press any key other than the key assigned
to the Delete (F3) command to keep the record intact. If you want to delete the
record, use the Delete (F3) command.

Printer busy.

The printer you aretrying to useisbeing used by another program. Press Enter to
continue with your entry, and try again later.

Record is in use.

Someone elseis using the record that you are trying to access. Press Enter to try
again.

Record not in file.

The ID you entered has no record on file. Press Enter and enter a different value
inthefield.

Unable to execute program {program}.
The system cannot run the program you sel ected from the menu. Make sure that
the program specified in the message is in the application’s program directory,
and select the function again.

Unable to load menu record {menu} from file {file}.

The menu record for the application is not in the menu file, or the menu fileis
missing. Make sure that the application is properly installed and try again.
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Unable to lock; file in use.
One of the filesin the function you want to use is locked because another
workstation on the system is using it. Try the function again when no one else is
using thefile.

Unable to open file.
Unable to open; file in use.

Thefileyou aretrying to use islocked at another terminal on the system, or the
fileis corrupted. Wait afew minutes and try again. If the condition persists, get
help from a support technician.

Unable to print to device.

The system cannot access the device you are trying to print to. Make sure that the
deviceisonline.
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GLOSSARY

account

accounting period

application

applied GL

audit trail

back up

company

conversion

Job Cost

A storage unit of financia datain accounting, usually
grouping related information under one account number or
account ID.

A period of time in accounting, used to provide distinct
units of time you can work with. For example, you might
want areport to include transactions done within a
particular accounting period.

A software package made up of several related programs
(functions) and files. Usually an application is named after
acommon accounting practice—for example, Accounts
Receivable, Inventory, or Payroll.

A general ledger account assigned to ajob and phase that
is credited for the overhead accumulated on jobsin
process. Thisentry is balanced by adebit to the work-in-
process account specified in the JOBGLxxx table.

A detailed record of accounting activity used to find the
source of every dollar in the accounts.

To make acopy of datafor 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.

In OSAS, abusiness record associated with its own files,
tables, and menu of applications.

The process of updating existing files, programs, or
applications to the current version. See also installation.
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cost codes

cost types

field

file

finished

goods

function

general ledger

installation

interface

job

journal

journal
entries

menu

Gl-2

Categories of costs assigned to each phase of each job for the purpose of
tracking costs for the job or phase. Each cost code must be unique within the
phase, and each must be assigned a cost type. See also cost types.

Categories of cost codes used throughout the system. Each cost code must be
assigned a cost type, usually of a more general name than the cost code. For

example, if the cost code were installation, the type might be labor. See also
cost codes and use types.

A region on the screen that accepts input from the user; also, one element of
arecord in afile. On the screen, most fields are 1abel ed.

A collection of records stored under a particular name. Function screens
often represent files, but you do not directly see afile. See also table.

Goods that have been manufactured and are ready for sale. The result of
buying raw materias and assembling the products and services.

A menuitem that leadsto afull screen. Most functions have a corresponding
program. See also program.

A record of accountsin 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.

The process of adding an application to an existing system. See also
conversion.

To join with another application for the purpose of having information
entered in one application update information in another application’sfiles.

A defined task that combines goods and services done for pay. A job usually
consists of phases. Jobs are entered in the Jobs and Phases function.

A chronological record of transactions.

Transactions recorded in ajournal.

A list of applications, functions, options, or other menus.
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overhead

overhead

basis

phase

post

program

purge

record

restore

table

use types

work in
process

Job Cost

A cost that applies to the overall phase or job, or acost that cannot be
directly attributed to a good or service. For example, administrative
expenses, taxes, and depreciation are usually overhead.

A cost type assigned to overhead—for example, material costs, equipment
costs, and so forth.

A smaller task within ajob. For example, if the job is building a house, a
phase might be basement.

To transfer information from one place to another, usually at the end of the
day or at adistinct break in business.

A self-contained list of executable code, written and implemented to do a
task. Most programs are represented by a function on a menu. See also
function.

To remove from the system. See also restore.

A unit of information that has other pieces of information assigned to it.
Each record isassigned an ID so that the file can sort information in terms of
record IDs.

To bring information back to its original place and condition. See also
purge.

A grid that holds records and isvisible. See alsofile.

A category of cost types. Each cost type needs to be assigned use type
general, labor, or overhead. Assign the overhead use type to the cost type
you intend to use for cost codes in the Ovhd Cost Code field. Assign the
labor use type to cost types that track Iabor information. Assign the general
use type to any other kind of cost type. See also cost types.

Work that has been started but not completed—in other words, phases that
have an actual start date but no actual finish date.
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Job Cost

A

Accounts Payable

entering costs, 3-12

interface with Job Cost, 3-6, 5-2, 9-2

updating job information, 1-8
Accounts Recelvable

interface with Job Cogt, 3-6, 9-2

updating job information, 1-8
actual amounts

adjusting, 5-6
actual costs, 6-5, 7-5

inquiry, 4-1
actual dates

adjusting, 5-6
actual pieces

adjusting, 5-6
actua units

usage, 6-9
adding

comments, 9-15

document, 9-17

user-defined fields, 9-16
additional descriptions

inquiry, 4-1

viewing, 4-3
Address Lookup, 1-24, 1-30
address mapping, 1-24, 1-30
addresses, 1-24, 1-30
adjusting actual amounts, 5-6
adjusting actual dates, 5-6
adjusting actual pieces, 5-6
adjusting billing information, 5-6
adjusting cost billed, 5-6
adjusting cost codes, 5-5
adjusting cost types, 5-4
adjusting estimated costs, 5-6
adjusting estimated dates, 5-6

adjusting estimated pieces, 5-6
adjusting finish dates, 5-6
adjusting invoice billed, 5-6
adjusting jobs, 5-4
adjusting phases, 5-4
adjusting pieces, 5-6
adjusting start dates, 5-6
adjustments, 5-1
alphabetical sorting, 3-2
appending cost codes, 9-11
attaching

documents, 9-17

B

backing up
before posting, 8-7
using Resource Manager, 3-14
backup schedule
backing up datafiles, 3-14
backing up programs, 3-14
setting up, 3-5, 3-14
bids
preparing, 6-5, 6-9, 7-5, 7-7, 8-15
Billing Detail Report
function, 1-5, 5-7, 7-9
sample, 7-9
billing information, 3-11
adjusting, 5-6
inquiry, 4-1
setting up, 9-1
Billing Reports menu, 1-5
Billing Summary Report
function, 1-5, 7-7
sample, 7-7
billings, 5-1
Browse, 1-24
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budgets
planning, 6-5, 6-9, 7-9

C

Change Fields

samplelog, 9-39

screen, 9-35
changing job information, 5-1, 9-1
checklist

setting up, 3-5
codes

setting up, 3-1

sorting, 1-34, 3-1
commands

flags, 1-29

hot keys, 1-29

Proceed (OK), 1-2
comments

viewing, 4-3
company

assigning roles, 3-13
company-specific tables, 9-30
contract amounts

setting up, 9-1
contract dates

setting up, 9-1
contract information, 3-10
conversion

before converting, 2-3

setup considerations, 2-4

converting to OSASversion 7.0, 2-4

Copy Job Template

function, 1-11, 9-23
Copy Jobs and Phases

function, 9-21
copying jobs, 9-21
copying phases, 9-22, 9-24
copying templates, 9-23
cost

Detail History Inquiry, 4-5
cost billed

adjusting, 5-6
Cost Code Details

screen, 4-3
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Cost Codes
function, 9-27
screen, 9-27

cost codes, 4-4, 6-5
adjusting, 5-5
appending, 9-11
copying, 9-22, 9-24
editing, 9-11
setting up, 3-9, 3-11, 9-1
viewing, 4-6, 9-12
viewing information about, 4-3

Cost Codes Detail List
function, 10-11
sample, 10-11

Cost Codes List
function, 10-9
sample, 10-9

Cost Detail History Report
function, 1-5, 5-7, 6-7
sample, 6-8

Cost Reports menu, 1-4

Cost Summary Report
function, 1-5, 6-5

Cost Types
editing, 3-9
function, 1-4, 3-9, 9-25
screen, 9-25

cost types
adjustments, 5-4
setting up, 3-9, 3-12, 9-1
viewing, 4-6

Cost Types List
function, 10-7

costs
entering, 5-1

costs billed
setting up, 9-1

D

Daily Work menu, 1-4
data dictionaries, 2-1
Data File Conversion
function, 2-3, 2-4
DataFile Creation
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function, 2-2
datafiles
backup schedule, 3-14
datefields, 1-24
Delete Completed Jobs
function, 1-6, 6-7, 8-17
Delete Detail History
function, 1-6, 6-7
deleting jobs, 8-18
deleting jobs and phases, 6-7
deleting tables, 9-30
Depreciation Tables List
list, 9-39
Detail History Inquiry
function, 4-5
DFxxx table, 3-8
DFxxxx table, 9-29, 9-30
documents, 9-17

E

edit job totals

option, 3-8
edit overhead and finished goods

option, 3-8
editing cost codes, 9-11
e-mail

e-mailing reports, 1-38
entering costs

Accounts Payable, 3-12

Payroll, 3-12

Purchase Order, 3-12
estimated costs, 6-5, 7-5

adjusting, 5-6

inquiry, 4-1

setting up, 9-1
estimated date

adjusting, 5-6
estimated pieces

adjusting, 5-6
estimated units, 6-9
estimates

preparing, 6-5, 6-9
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F2 Inquiry
button, 1-24
flag, 1-30
F6 Maintenance
flag, 1-30
icon, 1-24
File Maintenance menu, 1-4
files
backing up, 3-14
Job Cost, 1-7
finish dates
adjusting, 5-6
inquiry, 4-1
setting up, 9-1
finished goods
posting, 5-1
finished goods account, 8-6, 9-3
setting up, 9-1
fiscal year
table, 9-33
viewing, 4-6

flags, in text mode, 1-29
from/thru ranges, 1-33

G

Genera Ledger
interface with Job Cost, 1-10, 3-5, 8-5, 9-3
general ledger accounts, 8-1, 8-5
GL Account Audit Report, 10-19
GLJRxxx file, 3-5, 8-5, 9-32
graphical mode
drop-down menus, 1-21
function screens, 1-20
graphical main menu, 1-18
Inquiry button, 1-24
Maintenance icon, 1-24
MDI menu, 1-19
shortcut menu, 1-21
toolbars, 1-23
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hot keys, 1-29

IDs
setting up, 3-1
sorting, 3-1
Information Inquiry menu, 1-4
inquiry
actual costs, 4-1
additional descriptions, 4-1
billing information, 4-1
estimated costs, 4-1
finish dates, 4-1
locations, 4-1
start dates, 4-1
Inquiry (F2)
button, 1-24
flag, 1-30
Install Applications
function, 2-1, 2-3
installing Job Cost, 2-1
interfaces

Job Cost with Accounts Payable, 3-6, 5-2, 9-2
Job Cost with Accounts Receivable, 3-6, 9-2
Job Cost with General Ledger, 3-5, 8-5, 9-3
Job Cost with Payrall, 5-2, 9-2

Job Cost with Purchase Order, 3-6, 5-2, 9-2
Job Cost with Sales Order, 3-6, 9-2

Payroll with Job Cost, 3-6
with General Ledger, 1-10
interfaces with Job Cost, 1-3
inventory IDs, 9-3
invoice billed
adjusting, 5-6
setting up, 9-1
invoices, 5-1

J

job address
setting up, 9-1
Job and Phase Adjustments
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function, 1-4, 1-8, 3-11, 5-1

transaction type menu screen, 5-2

Job and Phases Adjustments
function, 9-1

Job Comments
setting up, 3-13

Job Comments List
function, 10-13
sample, 10-13

Job Cost
before converting, 2-3
beforeyou ingtall, 2-1
converting to version 7.0, 2-4
installation, 2-1

installing new version before converting, 2-3

interface with General Ledger, 1-10

interfaces, 1-3
menu structure, 1-4
setting up, 3-1

setting up options and interfaces, 3-5

setup considerations, 2-4
system requirements, 2-1

job cost detail history
option, 3-8

Job Cost files, 1-7

job I1Ds
setting up, 9-1

job information
changing, 5-1

Job Profitability Report
function, 1-5, 7-5

Job Template Worksheet
function, 1-6, 8-15
sample, 8-16

Job Templates List
function, 10-15

JOBGLxxx table, 3-5, 3-8, 9-29, 9-32

screen, 9-32
jobs

adjusting, 5-4

copying, 9-21

setting up, 1-10

viewing, 4-6
Jobs and Phases

append cost codes window, 9-12
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documents screen, 9-17
function, 1-4, 1-7, 3-12, 5-1, 9-1
job comments screen, 9-14
user-defined fields screen, 9-16
Jobs and Phases Inquiry
function, 4-1
Jobs and Phases List
function, 10-5
sample, 10-5
JOBSxxx file, 1-6, 1-8, 1-10, 3-5, 3-8, 3-12, 5-1, 5-2,
5-7,7-5,7-7, 7-9, 8-11, 8-17, 9-1, 10-9, 10-11, 10-15
description, 1-7
setting up, 3-9
JOCCxxx file, 9-27
description, 1-9
setting up, 3-5
JOCDxxx file, 1-6, 1-7, 1-9, 1-10, 9-1, 9-10, 10-9, 10-11
description, 1-9
JOCTxxx file, 9-25, 10-7
description, 1-9
setting up, 3-5
JODExxx file
description, 1-10
JOHIxxx file, 1-4, 1-9, 3-6, 3-8, 4-5, 5-1, 5-2, 5-7, 6-7,
7-9, 8-7, 8-11, 8-17
description, 1-8
JOJICxxx file, 1-6, 8-13
description, 1-10
JOPDxxx table, 3-8, 9-29, 9-33

L

launching
OSAS in other operating systems, 1-13
OSASin Windows, 1-13
Lists
printing, 6-1, 7-1, 10-1
Locations
function, 9-35
locations
inquiry, 4-1

M

main menu

Job Cost

graphical, 1-18
MDI, 1-19
navigating graphical, 1-18
navigating MDI, 1-19
navigating text, 1-26
text, 1-26
toolbars, 1-23
Maintenance (F6)
flag, 1-30
icon, 1-24
mapping, 1-24, 1-30
Master File Lists menu, 1-6
Master Lists
printing, 6-1, 7-1, 10-1
menu structure
in Job Cost, 1-4
menus
Billing Reports, 1-5
Cost Reports, 1-4
Daily Work, 1-4
drop-down menus, 1-21
File Maintenance, 1-4
graphical main menu, 1-18
Information Inquiry, 1-4
Master File Lists, 1-6
MDI, 1-19
Periodic Processing, 1-5
shortcut, 1-21
text main menu, 1-26
messages
in text mode, 1-30
modes
graphical, 1-17
text, 1-26

N

navigating
graphical function screens, 1-20
graphical main menu, 1-18
MDI menu, 1-19
text function screens, 1-28
text main menu, 1-26
to directories and files, 1-24
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O

options
edit job totals, 3-8
edit overhead and finished goods, 3-8
job cost detail history, 3-8
post detail to master, 3-8
Options and Interfaces
setting up, 3-5
options and interfaces
setting up, 3-5
OPTxxx table, 9-29
OSAS
MDI menu, 1-19
modes, 1-17
graphical, 1-17
text, 1-26
setup considerations, 2-4
starting in other operating systems, 1-13
starting in Windows, 1-13
output device
e-mail, 1-38
file, 1-37
preview, 1-36
printer, 1-35
screen, 1-37
overhead, 5-1, 8-1, 8-5
posting, 5-1
overhead account, 9-3
setting up, 9-1
Overhead Allocation Report
function, 1-5, 8-1
overhead information, 3-11
setting up, 9-1
overhead use type, 9-26
overview
Job Cost system, 1-3

P

Payroll
entering costs, 3-12
interface with Job Cost, 3-6, 5-2, 9-2
updating Job Information, 1-8
percentage complete
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setting up, 9-1
Periodic Maintenance
function, 1-6, 8-11
Periodic Processing
when to use, 1-5
Periodic Processing menu, 1-5
periods
viewing, 4-6
phase IDs
setting up, 9-1
phases
adjusting, 5-4
Detail History Inquiry, 4-5
setting up, 3-10
viewing, 4-6
pieces
adjusting, 5-6
piecesinformation, 3-11, 9-8
planning budgets, 6-9, 7-9
Post Adjustments and Transactions
function, 1-4, 3-11, 5-2, 5-7
samplelog, 59
post detail to master
option, 3-8
Post Overhead to GL
function, 1-5, 8-5
samplelog, 8-8
posting, 8-5
backing up, 8-7
finished goods, 5-1
from Accounts Payable, 9-13
from Payroll, 9-13
overhead, 5-1
posting pieces
setting up, 9-1
preparing bids, 6-5, 6-9, 7-5, 7-7, 8-15
preparing estimates, 6-5, 6-9
prices
Detail History Inquiry, 4-5
Proceed (OK) command, 1-2
programs
backing up, 3-14
Purchase Order
entering costs, 3-12
interface with Job Cos¢t, 3-6, 5-2, 9-2
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updating job information, 1-8
Purge Job Comments
function, 1-6, 8-13

R

ranges
in reports, 1-33
reports
e-mailing, 1-38
formatting, 1-40
including information, 1-33
previewing, 1-36
printing, 1-35
ranges, 1-33
saving to afile, 1-37
selecting information, 1-33
sorting information, 1-34
viewing on screen, 1-37
Resource Manager
Data File Conversion function, 2-3, 2-4
Data File Creation function, 2-2
Install Applications function, 2-1, 2-3
revenues, 7-5
right-click menu See shortcut menu, 1-21
Roles
setting up, 3-13
roles
company-specific information, 3-13
setting up, 3-5

S

Sales Order
interface with Job Cost, 3-6, 9-2
updating job information, 1-8
screens
graphical function, 1-20
graphical main menu, 1-18
navigating graphical, 1-20
navigating text function, 1-28
OSAS MDI menu, 1-19
text function, 1-27
text main menu, 1-26
Select, 2-4
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setting up

backup schedule, 3-5, 3-14
billing information, 9-1
checklist, 3-5

contract amounts, 9-1
contract dates, 9-1

cost codes, 3-9, 3-11, 9-1
cost types, 3-9, 3-12, 9-1
costs hilled, 9-1

estimated costs, 9-1

finish dates, 9-1

finished goods account, 9-1
invoice hilled, 9-1

job addresses, 9-1

Job Comments, 3-13

job IDs, 9-1

jobs, 1-10

JOBSxxx file, 3-5, 3-9
JOCCxxx file, 3-5
JOCTxxx file, 3-5
Options and Interfaces, 3-5
overhead account, 9-1
overhead information, 9-1
percentage complete, 9-1
phase IDs, 9-1

phases, 3-10

posting pieces, 9-1

roles, 3-5

start dates, 9-1

Tables, 3-5

templates, 1-11, 3-10, 9-1
use types, 9-26
user-defined fields, 9-1
work-in-process account, 9-1

setting up Accounts Payable

assigning codes and IDs, 3-1

setting up Job Cost, 3-1

information to gather, 3-1
options and interfaces, 3-5
roles, 3-13

shortcut menu, 1-21
sorting

codes and IDs, 3-1

start dates

adjusting, 5-6
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inquiry, 4-1
setting up, 9-1
starting
OSAS
in other operating systems, 1-13
in Windows, 1-13

T

Tables

company-specific, 9-30

deleting, 9-30

DFxxxx, 9-29, 9-30

function, 3-8, 9-29

JOBGLXxxX, 9-29, 9-32

JOPDxxx, 9-29, 9-33

OPTxxX, 9-29

setting up, 3-5
TablesList

function, 10-17

sample, 10-17
templates, 8-16

copying, 9-23

setting up, 1-11, 3-10, 9-1, 9-6
text mode

command line, 1-30

commands, 1-29

flags, 1-29

function screens, 1-27

main menu, 1-26

messages, 1-30
toolbars, 1-23

function screens, 1-23

main menu, 1-23
transactions

detail, 6-7

U

Unit Cost Analysis Report
function, 1-5, 6-9
sample, 6-10

units
estimated, 6-9
usage, 6-9
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usage
actual units, 6-9
use types
general, 9-26
labor, 9-26
overhead, 9-26
user-defined fields, 9-16
setting up, 9-1

\Y,

variances, 7-5
viewing
cost codes, 9-12

W

work-in-process account, 8-6, 9-3
setting up, 9-1

Work-in-Process Report
function, 1-6, 8-9

workstation date, 1-15
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