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Conventions Used in this Manual

Every effort has been used to try to make this manual as useful and informative as possible. To accomplish that
goal, several conventions have been used to assist the reader.

. These boxes contain warnings about things the user MUST check or of
& Caution | jtems the user should be aware before proceeding. In many cases, the
advice is to check with the C.P.A. or other tax advisor.

Y Tlp Tips offer special information, considerations, or other insights when
undertaking the task described.

Hyperlink

A hyperlink is shown with an underline as it is shown by default in the program. Hyperlinks may be found in
screen forms or in screen previews of reports.

Access
Menu access to selected items is shown in the two or three ways available (depending on the item). Here is an
example for access to a functional menu element:

Modular Menu Access
GL | Cash Disbursements | Vendor Checks

Modular Menu Access

AP | Manual Checks | Vendor Checks

These both represent access to Vendor Checks from the Modular menu, irrespective of Reports Group or List.

Standard Menu Access
Transactions | Cash Disbursements | Vendor Checks
This represents access to Vendor Checks records from the Standard menu.

Here is an example of access to a report item:

Module Menu with Reports Group
GL | Reports | Activity by Job
This represents access to the Activity by Job report from the Report Group menu.

Module Menu with Reports List
GL | Activity by Job
This represents access to the Activity by Job report from the Module Menu with Reports List.

Standard Menu
Reports | General Ledger | Activity by Job

This represents access to the Activity by Job report from the Standard (legacy) menu.

In some instances, individual screen buttons are shown in the text, such as the Magnifying Glass [ icon.
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Section 1 — Overview

Primary Purpose

The primary purpose of any accounting system is to provide the owner(s) with information about the financial
status of the business. Beyond that simple statement, the purpose of the accounting system is to provide data to
allow business managers to make decisions that affect the progress of the business. This information may also
be needed for tax preparation, investor and bank reports, and more.

Just as the construction of a building require a stable site and a carefully prepared foundation, so too an
accounting system requires solid information from any pre-existing systems, and careful entry of that information
into the new accounting system.

The initial financial data that is entered into a new accounting system is called beginning balances. This data
differs from other data. Other data that should have been entered into a new accounting system should have
included settings and master records, fundamental information needed by later transactions that include such
mundane items like names, addresses, and phone numbers, but may include more esoteric data like tax
information.

This manual is not intended to provide users with lessons in basic bookkeeping. Indeed, it presumes that
knowledge of its readers. For the remainder of this manual, the following abbreviations may be used:

Abbreviation Description
BB Beginning Balance(s)
COA Chart of Accounts
JE(s) Journal Entry(ies)
FY Fiscal Year
CcYy Calendar Year
GL General Ledger
AP Accounts Payable
PO Purchase Order
AR Accounts Receivable
PR Payroll
JC Job Cost
JB Job Billing
[\ Inventory

In the example comparing the setup of an accounting system to a construction project, the two elements have their
analogs: the Site Work is roughly equivalent to obtaining stable and correct information from the prior accounting
system that is in balance and reasonably well organized. If the old information is not balanced, within the General
Ledger, and to each associated journal, the new system cannot be in balance.

The construction foundation is roughly analogous to the Beginning Balances of a new accounting system. Just
as the old system’s information must be in balance, both in the General Ledger, and with the associated journal,
so too must the Beginning Balances entered in the new system be balanced in the General Ledger and the
associated journals.

This purpose of this manual is to assist new users of Builder Information System software (BIS®) with entering
their beginning balances properly. Due, in part, to the great variety of other systems, it is not intended to provide
assistance to users with balancing their old systems.

One last comment is appropriate: Informal systems allow users to enter BB in each journal separately, but require
users to carefully analyze data to ensure that journals match the General Ledger. Maintaining the integrity of the
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audit trail, BIS® employs a more formal method of beginning balance entry that ensures that errors are noted
immediately.
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Section 2 — Beginning Balances Quick Start Guide
This section is a quick start guide to some essential Beginning Balance processes. The more thorough and
detailed process begins in Section 3.

The Quick Start Beginning Balances will be entered into BIS® in the following sequence:

1. General Ledger

2. Accounts Payable

3. Payroll

4. Job Billing/Accounts Receivable

In this description, several terms are used rather interchangeably. Accounts Receivable can mean that, or it can
mean Contracts Receivable. Revenue or Contracts Revenue can also be listed as Sales. Retainage and Retention
are used interchangeably.

General Ledger
General Ledger Beginning Balances will be entered as Journal Entries based on the balances obtained from the
previous accounting system.

There will be several exceptions of posting accounts, however. If the user employed one of the standard Charts
of Accounts, several suspense accounts were already created. If not, the user will now need to set up the
Accounts Payable Suspense, Accounts Receivable (or Contract Receivable) Suspense, and a Payroll Suspense
account. These suspense accounts can be numbered adjacently to their regular counterparts in the Chart of
Accounts, or grouped together, preferably in the Assets or Liabilities section of the Chart of Accounts. It is
important that the new Accounts Receivable Suspense (or Contracts Receivable Suspense) account is set as
“None” under the Job Cost type in List/Chart of Accounts.

Once these accounts are added to the Chart of Accounts, the Beginning Balances from the old system can be
entered into the BIS® General Ledger as Transaction/Journal Entries. There will be two (or three) exceptions to
the posting accounts from the old system: Rather than post Accounts Payable to the Accounts Payable account,
it will be posted to the Accounts Payable Suspense Account. Rather than post Accounts (or Contracts) Receivable
to the Accounts (or Contracts) Receivable account, it will be posted to the Accounts (or Contracts) Receivable
Suspense Account. Finally, rather than post Retainage Receivable to the Retainage Receivable account, it will
also be posted to the Accounts Receivable Suspense Account.

If the new system is started at the beginning of the new fiscal year, and the user has only the GL account balances
from the end of the prior year, the entries from the income statement portion of the chart of accounts will all be
posted to the retained earnings account in the new GL. If the transition date is other than the beginning of the
fiscal year, the income and expenses will be posted to their corresponding accounts in the BIS® General Ledger.

At the end of the process, the General Ledger must be balanced. The General Ledger can be verified by printing
the Trial Balance from Reports/Financial Statements/Trial Balance. If not, the error must be located and
corrected.

Accounts Payable

Each unpaid, or the unpaid portion of each invoice must be entered into the Accounts Payable
Transactions/Vendor Invoices. It is crucial to note that if an invoice has been partially paid, only the amount not
yet paid will be entered.

Unlike the normal entry of invoices, the expenses of all of these invoices will be posted to the Accounts Payable
Suspense Account (shown as the GL Account on the screen form). The Accounts Payable Account will remain
unchanged, however.
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The process will be correct and complete when the GL Accounts Payable Suspense account is zero, meaning that
the total of all unpaid invoices matches the amount transferred from the prior accounting system. If the suspense
account does not reach zero, the error must be located and corrected.

Thus, in General Ledger (as it applies to Accounts Payable), entries from the old system:

Debit (+) L Credit(-)
In GL: Total of AP Invoices | Cash (Already reflected in the net cash entry)
In GL: | Accounts Payable Suspense
| (Instead of AP Account)

When entering the open portion of each invoice in the Accounts Payable module, the entries will be ultimately
posted to General Ledger as follows:

- Debit (+) e ] Credit(-)
In AP: Accounts Payable Suspense | AP Account

Thus, if the entries in the new Accounts Payable module match the value already entered in the AP Suspense
account of General Ledger, entering all of the unpaid invoices in this manner will zero the AP Suspense Account.

After successfully completing this step, all subsequent AP Invoices should use the normal accounts and NOT the
Accounts Payable Suspense Account.

Please note that subcontractor invoices may have an applicable Retainage even though it is not posted to a
Retainage payable account in General Ledger. Vendor invoices allow BIS® to compute and apply Retainage to
invoices either by percentage or by a fixed amount. Thus, when partially paid subcontractor invoices with
applicable Retainage are entered, the previously computed amount of Retainage should be entered as a fixed
amount rather than as a percentage.

Payroll

The simplest way to enter previous payroll data, and still get important payroll reports, is to enter one Payroll
Check for each employee for each quarter, or portion of a quarter, in the current Calendar Year. (As it is noted
below, these payroll “checks” will affect only the Payroll Suspense account in General Ledger.) These entries
can be done from Transactions/Cash Disbursements/Payroll Checks. Each “check” should be dated with the last
day of the applicable quarter (or month). Each account in the Payroll Accounts (second) tab must be set to the
Payroll Suspense account.

To ensure that all postings are to the Suspense account, it is useful to temporarily change all of the applicable
payroll accounts in Administrator, System Wide Parameters, Payroll, as well as those in Payroll Adjustments,
Union (if applicable), Workers’ Comp. Classifications, and the Employee master records. After the beginning
balance process is complete, they can be changed back to their original settings. It may be useful to have screen
shots of the original default settings for later reference. By pressing and holding the Shift key while pressing the
<PrntScrn> key, a copy of the screen is placed in the computer’s memory. Open any word processor, and simply
paste that image into a document. Once all of the screen shots are in the document, save it with a name and print
it for later reference.

When entering hours, the user can either enter the total hours worked and the actual hourly rate, or will enter one
(1) hour in the Hours column, and set the payroll rate for that line to the total for that quarter. Again, it is very
important that the GL account on the "hours" line is charged to the Payroll Suspense account.
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In addition, the quarter-to-date additions, deductions, and tax deferred items are recorded, also using the Payroll
Suspense account for posting. Using the Totals tab, the user should record the quarter-to-date taxes, based on
information from the prior accounting system records.

This process will be duplicated for each quarter of the employee’s tenure in the current incomplete calendar year
of the current fiscal year. The process must be completed accurately for each employee.

An alternative method is to enter each check of the calendar year, using the same method as described above, if
check-by-check detail is needed, or if the fiscal year changed only shortly before initializing BIS® Accounting
Software.

Each “check” should be saved, but does not need to be printed. After each “check” is saved, it is important to go
to Reports, General Ledger, General Ledger, Report Type: Detail GL & Journals. Then select the specific GL
account for the Payroll Suspense. Set the Options to Show the Running Balance. (It will not hurt to also show
the Reversing Entries, Bold Account Number & Name, and GL Extended Description.) After each check is
entered and saved in the system, the account balance for the Payroll Suspense account should be zero. (If the
account balance is not zero, one or more postings were entered incorrectly.)

Once all of the prior payroll data has been entered, all subsequent Payroll processing should use the normal
accounts and NOT the Payroll Suspense Account. You can use the document with the screen shots to reset the
default accounts to their correct number.

Jobs in Progress

For each job being tracked from the old system, a Budget and Schedule of Values must be entered. However, a
Schedule of Values is only necessary if the particular job had lump sum or cost plus styles of billing in the prior
accounting system.

Both the Budget and Schedule of Values should be created manually for each job’s initial setup via the Job Menu.
It is important to note that the entries will be for the entire job and not just the portion of the job still incomplete.

Next, Job Cost Adjustments (done via Transactions/Job Adjustments) will be entered for each job. Lump entries
can be made for each cost code cost type (or, for greater detail, an entry can be created for each item in the old
system).

Accounts Receivable/Billing

Simple Contract Invoice

If the prior billing was a simple Contract Invoice for the job, a similar transaction can be done in BIS® via
Transactions/Customer Invoices/Contract Invoices. The total should be the same as what had been billed for the
job so far, and should be coded to the Accounts Receivable Suspense, Contracts Receivable Suspense, and/or
Retainage Receivable Suspense account(s) already created.

Thus, in General Ledger (as it applies to Accounts Receivable), entries from the old system:

In GL: Cash Total of AR Invoices
In GL: AR Suspense
(Instead of AR Account)
In GL: Retainage Receivable
Suspense |
(Instead of Retainage Account) |

Debit (+) | Credit(-)
|
|
|
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When entering the open portion of each invoice in the Accounts Receivable module, the entries will be ultimately
posted as follows:

Debit (+) | Credit(-)
In AR: AR Account | Accounts Receivable Suspense
In AR: Retainage Account | Retainage Receivable Suspense

Ifthe entries in the new Accounts Receivable module match the value already entered in the AR Suspense and/or
Retainage Suspense accounts of General Ledger, entering all of the unpaid invoices in this manner will zero them
both.

Progress or AIA® Billing
If prior billing was based on progress (or AIA® billing), the Schedule of Values will need to be adjusted.

A progress or AIA® billing from a lump sum or cost plus method requires that each line in the Schedule of Values
be updated to the state prior to the last billing in the prior accounting system. This process is done via
Job/Schedule of Values/Schedule of Values. An Application for Payment is the created from the
Transactions/Customer Invoices/Application for Payment. Under the AR Account tab, the Contract Revenue (or
Sales) account must be reset for the Accounts Receivable/Contracts Receivable Suspense account.

Finally, Job Receipts prior to current billing must be entered via Transactions/Cash Receipts/Customer Payments.
It is vital that all accounts under the CR (Contracts Receivable) tab are set to the suspense account for this billing.
However, the Accounts Receivable account setting is left untouched.

After posting the initial billing history, the last billing from the former accounting system will need to be entered
for each job. The Schedule of Values will need to be updated a second time (to reflect these latest numbers), and
another Application for Payment will need to be completed. For this Application for Payment, only the income
account on the CR Account tab should be set to the suspense account.

At this point, all current jobs should now accurately reflect the current billing. The process will be correct and
complete when the Accounts Receivable Suspense account is zero, meaning that the total of all unpaid invoices
matches the amount transferred from the prior accounting system. If the suspense account does not reach zero,
the error must be located and corrected.

From this point forward, all subsequent Billings and Cash Receipts should use the normal Accounts Receivable,
Contracts Receivable, or Retainage accounts, and NOT the Suspense accounts.

What's Next?

The section that follows provides far more detailed information about almost every aspect of the process prior
to Beginning Balances, entering Beginning Balances, and the transitional phase that follows the Beginning
Balances.
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Section 3 — Prior System, Dates & Accounts

Before beginning, users need to make some initial decisions. Although almost everyone wants to get started
immediately, and the following comment is counterintuitive, proper planning and preparation will make the
process go smoother and faster than proceeding rapidly.

The Old System

There are two possibly surprising facts about the old accounting system:

1. It’s data must be correct, both in its General Ledger and in its associate journals. Please note however, that
the data may be corrected external to the old system, such as via spreadsheets that correct pre-existing errors.

2. There is a high likelihood that the old system will continue to be employed even after the new system is first
installed. Until the new system has been installed, setup, and beginning balances entered and checked, it will
NOT be ready for contemporary transactions.

Y Tlp Everyone wishes for a “time machine” that could allow time to stop while the
new accounting system is installed, setup, and has it beginning balances entered
and checked, but reality imposes the undeniable fact that life and business must

Installation Date versus Full Deployment Date versus Transition Date
Of the three calendar dates in this topic, the most important is the Transition Date.

Installation Date

It should not surprise anyone that the installation date is the date that the BIS® program is installed on one or
more machines. The details about installation are discussed fully in the Administrator Installation & Setup
Reference Manual.

However, it is worth noting that even if the computer installation is not completely ready, even the networked
version of BIS® can be installed on a single computer, allowing the bookkeeper to initiate the Beginning Balance
process. Later, once the computer network is ready, the data can be migrated to the network server.

Full Deployment Date
The Full Deployment Date is more of a goal than a date absolute. It is the date by which uses should have full
use of BIS® and will no longer have any dependence on the old system, save for archival purposes.

Transition Date

Unlike the other dates, the Transition Date is an accounting date. It is the date of the beginning balance entries
that are transferred from the old system into BIS®. At any given moment in time, an accountant may provide a
“snapshot” data set of the company. The date of that snapshot is the transition date.

The Transition Date doesn’t mean that the old system will be discontinued, or that full reliance will be imposed
on the new system.

“Good” Transition Dates

Technically, any date may be used as the Transition Date. However, some are better than others due to the
complexity of the entries required. For example, one of the best dates is always the beginning of the calendar
year. The beginning of the calendar year ensures that there are few if any Payroll Beginning Balance entries.
Also, the Income Statement entries are, by definition, zero.
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The beginning of each calendar quarter is also a good choice. Although payroll may need to be entered, often an
entire quarter’s set of entries can be combined into a single set of entries for the quarter.

After the beginning of the calendar year or quarter, the beginning of a calendar month is the next best choice.

Calendar Year versus Fiscal Year
Another factor that guides the choice of transition dates is whether the company’s books are based on the Fiscal
Year being the same as the Calendar Year, or whether the Fiscal Year is different than the Calendar Year.

When the Fiscal Year and Calendar Year are the same, the books are closed on December 31. When the Fiscal
Year is different than the Calendar Year, the books are closed on the last day of the defined year. One example
may be a Fiscal Year that begins April 1 and ends March 31.

If there is flexibility, the user must decide whether it is more useful to not have to enter Payroll Beginning
Balances or not have to enter Income Statement Beginning Balances.

Time of the Year

Another factor for some users is how late in the year, Calendar or Fiscal, the new system will be installed.
Clearly, if the installation date is early in the year (or very end of the prior year), it may be best to wait for the
end of year transition date.

Chart of Accounts

Suspense Accounts

To effectively process Beginning Balances, it is important to employ Suspense accounts in the Chart of Accounts.
Suspense Accounts are accounts used by accountants and bookkeepers to maintain balance in the Chart of
Accounts while making certain journal entries. In the context of Beginning Balances, Suspense accounts enable
entries that are needed to some accounts to be balanced to zero while awaiting the full range of entries needed
for the system setup.

The default sample Charts of Accounts that are available in BIS® already contain most, if not all of the Suspense
accounts that users may need. However, it is important to verify that those needed accounts are present prior to
beginning the work.

Those Suspense accounts include (for a 4-digit account numbering system):
1999 Accounts Receivable Suspense
2999 Accounts Payable Suspense
2998 Payroll Suspense

The Payroll Suspense is probably be listed in the Liability area, perhaps 2998. Remember, however, that the
Payroll Suspense account probably will NOT be needed if the transition date is January 1. In addition, most if
not all other Payroll Accounts will be temporarily set to the PR Suspense account while Beginning Balances are
entered through the Payroll module.

Result Account
Every BIS® company setup requires a Result Account. This account type shows the result of all transaction
accounts. Accounts of this type do not show individual transactions, but show the results of all transactions.

A Caution There should be only one Result account in the entire Chart of
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Retained Earnings Account

Every BIS® company setup requires a Retained Earnings account. This account type shows the result from prior
periods (years) that have been closed. This account shows individual journal entry transactions, and is vital to
the Beginning Balance entry process.

A Caution There should be only one Retained Earnings account in the entire

Y Tlp Details about how to add new accounts are listed in the Appendix to this
manual, in the Administrator Installation & Setup Reference Manual, and in
the Financial Statements Reference Manual.

Other Accounts

The transition to a new accounting system provides an opportunity to modify the Chart of Accounts. Competent
bookkeepers and accountants realize that some accounts are mandatory for any accounting system. However,
other accounts may be modified to render financial reports that may offer clearer information.

Therefore it is vital that revised Charts of Accounts “have a home” for each non-zero account from the old
system. It is not necessary that there be a one-to-one relationship between the accounts, especially if some sort
of informational consolidation is needed.

Often it is helpful for those responsible for setting up the new accounting system to create two lists:

e Old Accounts to New Accounts
e New Accounts to Old Accounts

The purpose of these lists is to guide and facilitate the entry of the account balances in the new system.
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Section 4 — Transition Date Beginning Balance Decision Process
This Decision Tree is intended to enable the user to select the scenario that fits the Implementation Plan. Once
the scenario is selected, the appropriate describe actions can be implemented from directions in this manual.

A Caution

Read ALL of the scenarios listed below. Make a selection of the
scenario that describes the installation that will be implemented.

Is the Fiscal Year and the Calendar Year the same? (FY=CY)

If yes>

Is the Transition Date the same as the beginning of the Calendar Year?
If yes>
No Income Statement GL Beginning Balances are needed. Balance Sheet BB’s are needed.
PO Beginning Balances needed unless PO Module is not used or zero at end of prior year.
SC Beginning Balances needed unless PO Module is not used or zero at end of prior year.
AP Beginning Balances needed unless zero at end of prior year.

No Payroll Beginning Balances will be needed.

SO Beginning Balances needed unless Sales Orders are not used or zero at end of prior

1.

AN

~

8.
9.

If no>

year.

AR Beginning Balances needed unless zero at beginning of prior year.
JC, JB, CR Beginning Balances needed.
Inventory Beginning Balances needed, if used.

Is the Transition Date the same as the beginning of a Calendar Quarter
other than the beginning of the Calendar Year?
If yes>

If no>

1.
2.

3.

o

Income Statement and Balance Sheet Beginning Balances entries will be needed.
PO Beginning Balances needed unless PO Module is not used or zero at end of prior
year.

SC Beginning Balances needed unless PO Module is not used or zero at end of prior
year.

AP Beginning Balances needed.

. Payroll entries will be needed for the completed Calendar Quarters, but possibly

may be limited to one entry group per employee per Calendar Quarter.

SO Beginning Balances needed unless Sales Orders are not used or zero at end of
prior year.

AR Beginning Balances needed.

JC, JB, CR Beginning Balances needed.

Inventory Beginning Balances needed, if used.

Is the Transition Date the same as the beginning of a month other than the

beginning of a Calendar Quarter?

1. Income Statement and Balance Sheet Beginning Balances entries will be needed.

2. PO Beginning Balances needed unless PO Module is not used or zero at end of prior
year.

3. SC Beginning Balances needed unless PO Module is not used or zero at end of prior
year.

4. AP Beginning Balances needed.
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5. Payroll entries will be needed for the completed Calendar Quarters, but possibly may be
limited to one entry group per employee per Calendar Quarter.

6. Additional payroll entries will be needed for each completed Calendar Month and pay
period of any partial month (new or terminated employees).

7. SO Beginning Balances needed unless Sales Orders are not used or zero at end of prior

year.

AR Beginning Balances needed.

9. JC, JB, CR Beginning Balances needed.

10.  Inventory Beginning Balances needed, if used.

i

Is the Fiscal Year and the Calendar Year the same? (FY=CY)
If no> (FY= CY)
Is the Transition Date the same as the beginning of the Fiscal Year?
Yes>

L.

nhewDd

a

No Income Statement GL Beginning Balances are needed. Balance Sheet BB’s are needed.

PO Beginning Balances needed unless PO Module is not used or zero at end of prior year.

SC Beginning Balances needed unless PO Module is not used or zero at end of prior year.

AP Beginning Balances needed unless zero at end of prior year.

Payroll entries will be needed for the completed Calendar Quarters, but possibly may be limited to
one entry group per employee per Calendar Quarter.

Additional payroll entries will be needed for each completed Calendar Month and pay period of any
partial month (new or terminated employees).

7. SO Beginning Balances needed unless Sales Orders are not used or zero at end of prior year.
8.
9
1

AR Beginning Balances needed unless zero at beginning of prior year.

. JC, JB, CR Beginning Balances needed.

Inventory Beginning Balances needed, if used.

If no>

Is the Transition Date the same as the beginning the Calendar Year but not the
Fiscal Year?

If yes>
1. Income Statement and Balance Sheet Beginning Balances entries will be needed.
PO Beginning Balances needed unless PO Module is not used or zero at end of prior year.
SC Beginning Balances needed unless PO Module is not used or zero at end of prior year.
AP Beginning Balances needed.
No Payroll Beginning Balances will be needed.
SO Beginning Balances needed unless Sales Orders are not used or zero at end of prior
year.
AR Beginning Balances needed unless zero at beginning of prior year.
8. JC, JB, CR Beginning Balances needed.
9. Inventory Beginning Balances needed, if used.

ATl

~

If no>

Is the Transition Date the same as the beginning of a Calendar Quarter other than
the beginning of the Fiscal Year (and Calendar Year)?

If yes>
1. Income Statement and Balance Sheet Beginning Balances entries will be needed.
2. PO Beginning Balances needed unless PO Module is not used or zero at end of
prior year.
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7.
8.
9.

If no>

SC Beginning Balances needed unless PO Module is not used or zero at end of
prior year.

AP Beginning Balances needed.

Payroll entries will be needed for the completed Calendar Quarters, but possibly
may be limited to one entry group per employee per quarter.

SO Beginning Balances needed unless Sales Orders are not used or zero at end of
prior year.

AR Beginning Balances needed unless zero at beginning of prior year.

JC, JB, CR Beginning Balances needed.

Inventory Beginning Balances needed, if used.

Is the Transition Date the same as the beginning of a month other than the
beginning of a Calendar Quarter?

1.
2.

3.

Income Statement and Balance Sheet Beginning Balances entries will be needed.
PO Beginning Balances needed unless PO Module is not used or zero at end of
prior year.

SC Beginning Balances needed unless PO Module is not used or zero at end of
prior year.

AP Beginning Balances needed.

. Payroll entries will be needed for the completed Calendar Quarters, but possibly

may be limited to one entry group per employee per quarter.

Additional payroll entries will be needed for each completed Calendar Month and
pay period of any partial month (new or terminated employees).

SO Beginning Balances needed unless Sales Orders are not used or zero at end of
prior year.

AR Beginning Balances needed unless zero at beginning of prior year.

9. JC, JB, CR Beginning Balances needed.

10.

Inventory Beginning Balances needed, if used.
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Section 5 — Sequence & Methodology of Beginning Balances

Overview of Modules & Start Dates

This method employs AR Suspense account that will received the Contract and Retention Accounts Receivable
totals from the old system, and the AP Suspense account that will receive the Accounts Payable total from the
old system.

In this method, the actual Accounts Receivable and Accounts Payable will be posted in their modules to their
respective suspense accounts with the other side of the transaction posted to the normal accounts.

This method ensures that only if the Suspense Accounts balances are zero are the subsidiary ledgers in balance
with their respective General Ledger accounts.

The following is a series of two accounting T-Charts to show a summary of the entries that will be made into the
AP and AR modules.

Entries if the TD = FY Start (Transition Date is the same as the beginning of the Fiscal Year)

GL Beginning Balances Debit (+) | Credit (-)

Cash Cash Acct

Contract AR AR Suspense

Retention AR AR Suspense

Accounts Payable AP Suspense
Retained Earnings | Retained Earnings Account
AR Module Beginning Balances Debit (+) I Credit (-)
Contract AR Invoice Entry AR Account

Retention AR Invoice Entry AR Account

Sales Account AR Account AR Suspense
AP Module Beginning Balances Debit (+) | Credit (-)
AP Invoice Entry AP Suspense |

Expense Account i AP Account
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Entries if the TD » FY Start (Transition Date is NOT the same as the beginning of the Fiscal Year)

GL Beginning Balances Debit (+) Credit (-)

Cash Cash Acct

Contract AR AR Suspense i

Retention AR AR Suspense

Accounts Payable AP Suspense
Retained Earnings Retained Earnings Account
Sales i Revenue Account
COGS or WIP COGS or WIP Accounts
Expenses Expense Accounts
AR Module Beginning Balances Debit (+) Credit (-)
Contract AR Invoice Entry AR Account

Retention AR Invoice Entry AR Account i

Sales Account i AR Suspense

AP Module Beginning Balances Debit (+) Credit (-)

AP Invoice Entry AP Suspense

Expense Account AP Account

Other modules will also have beginning balances, but theirs’ will not affect the General Ledger in the same way.
They include Purchase Order, Subcontract Control, Inventory, Job Cost, Job Billing.
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General Ledger

The first module and ledger that will receive its Beginning Balances is the General Ledger. Although
theoretically, any module could be processed first, the General Ledger is the central repository of financial data
of the company and the source of the two primary records, the Balance Sheet and the Income (Profit & Loss)
Statement.

Beginning Balance Preparation

The Summary Trial Balance report must be obtained from the old accounting system. Depending on the system,
this report may have a variety of names, but essential what is needed is a listing of the non-zero accounts from
the old system showing each account’s balance as of the close of business the day before the transition date.

It is vital that several accounts in the General Ledger will have been balanced against the totals of their respective
ledgers. Thus, the AP account in the General Ledger must be the same as the total accounts payable as shown
on the ageing report from the AP module of the old system. Similarly, the old system’s AR account balance (or
the total of the AR and Retention AR) must equal the total of the receivables shown on the AR Ageing report.
The same rule applies to the balance for the GL Inventory account and the Inventory valuation list.

4 Caution If the balances in the subsidiary journals and ledgers doe not match

their corresponding GL accounts, the beginning balance must stop
until the errors are identified and corrected. In many cases, the advice

Year-End Transition Date, But Prior Year Not Closed

Irrespective of whether the Calendar Year is the same as the Fiscal Year, if the transition date is the beginning
of the Fiscal Year, the Income Statement entries will be zero. However, if the old system has not been closed for
end of the year, the Income Statement portion of the old system’s accounts may be entered in the new system’s
Retained Earnings account.

The reason is simple: When a business fiscal year is closed, the net result of the income and expenses is applied
to Retained Earnings. Entering the Income Statement account balances to the new system’s Retained Earnings
account simply replicate’s this process.

However, if the old system has been closed for the year, there will be no entries for the Income Statement since
the close process would have already moved the net value of all of those balances to the Retained Earnings
account.

Transition Date Other Than Fiscal Year Beginning
If the transition date is other than the beginning of the Fiscal Year, all of the account balances from the old
system will be entered into their corresponding accounts in the new accounting system.

Beginning Balance Journal Account Exceptions
Several journal entries from the old system will NOT be entered into their corresponding account in the new
system, at least initially. The original and beginning balance accounts are show in the table:

Old System Account Descriptions BIS® Account Name Descriptions
Job or Trade Accounts Receivable Retention Receivable
Accounts Receivable Suspense Accounts Receivable Suspense

Accounts Payable Accounts Payable Suspense
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Chart of Accounts

Several temporary changes need to be made to the Chart of Accounts before entering the General Ledger
Beginning Balances. For purposes of Beginning Balances ONLY, GL accounts that have been assigned to Job
Cost Accounts need to be temporarily changed to None.

L Tip

It may be very useful to make “screen shots” of the various screens described
below prior to making changes, so that the settings can be returned to their
proper defaults after the Beginning Balances are complete.

When a particular screen form is shown, press the Print Screen <PrintScrn> key
that is probably located to the right of the <F12> key. When this key is pressed,
the screen image is copied to the computer’s “clipboard.” All that is necessary
is to open a word processor to a new document, and Paste the image by pressing

Modular Menu Access
Financials | Chart of Accounts

Standard Menu Access
List | Chart of Accounts

The Chart of Accounts is a listing of all the categories to which a business will record its assets, liabilities,
revenues and expenses. BIS® makes these accounts easy to maintain and offers a visual representation of the
accounts, as seen in the tree structure on the left portion of the screen.

Figure: BB-1 =] Chart of Accounts = e |
Chart of Accounts screen : o =
Account 1010
form sample. -0 1015 -Petty Cath E
[ 1020 - Cash In Bk AccountMame | Cash
[0 1030 - Cash In Bank-Savings Total Title Total Cash
~[J 1040 - Cash In Bank-Maoney Market Account Type Description E
= [ 1100 - Accounts Receivable Job Cost Type None E
[ 1110 - Accounts Receivable-Trade Cash Flow Option E
O 1120 - Accounts Receivable-Retention Account Alignment Left E
~[J 1130 - Accounts Receivable-Other ok E e eras 0=
- [0 1140 - Accounts Receivable Suspense i
Description Summary Account | 1001
[0 1200 - OverjUnder Billings .
[ 1300 - Inventory Parent Consolidation Account
O 1350 - Allowance For Bad Debt Bank Account [| starts on a New Page
= O 1400 - Other Current Assets 7] scheduled Account [Tl nactive Account
[ 1410 - Prepaid Insurance
[ 1420 - Prepaid Taxes v | | Depariment
4 I 8
u Ig_l Ii‘ Budget Balance Classification | Assets
| Account | | Subaccount | ‘ Insert ‘ ‘ Delete ‘ Save Close
Edit

Several accounts may have been set as Job Cost Type accounts. These may include:

Account Name Job Cost Type
Trade Accounts Receivable Contract
Retention Receivable Contract
Contract Revenue Contract
Service Revenue Contract

Cost of Contracts - Labor Labor

Cost of Contracts - Material Material

Cost of Contracts - Subcontractor Subcontractor
Cost of Contracts - Other Other
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Job Cost Type

It is necessary to change the selected account's Job Cost categories from Contract, Labor, Material, Subcontract,
or Other to None. Click on the drop down control to select None from the list. When all of GL Beginning Balance
entries have been made and have been verified, the Job Cost Types must be reset to their normal defaults.

& Caution These accounts must be reset to Job Cost Type: None for the duration

Beginning Balance Journal Entries

This option is used to make bookkeeping Beginning Balance entries into the general journal. These entries are
automatically posted to the selected general ledger accounts. Although they may be posted to a job, beginning
balances are NOT posted to jobs. Entries can be distributed to the general ledger accounts by dollar amounts or
percentages.

For purposes of Beginning Balances ONLY, GL accounts that have been assigned to Job Cost Accounts need
to be temporarily changed to None.

To record a new journal entry:

1. In the Module menu, go to Financials, and select Journal Entries. In the Standard menu, go to the
Transactions menu and select Journal Entries. Transaction information is entered on the Main tab, while
other comments or information can be kept on the Notes tab.

2. Assign a journal entry number. Next, enter the date of the entry. The session date will be entered
automatically, but can be changed if needed. Type a brief description of why the entry is being made.

3. Inthe spreadsheet grid below, enter one line of detail for each debit or credit entry. In addition to line item
descriptions, extended notes can be recorded in a separate text box by clicking the button in the Description
column. A column is provided for assigning a report code to the line item.

4. Since none of the Beginning Balances Journal Entries will be posted to a Job Cost type, click on the button
in the Job column should not open the Job Cost screen.

5. Continue to enter as many line items as needed.

6. The net amount posted to the general ledger will appear at the bottom of the screen. The amount must be
balanced to zero sum in order to save the record.

A journal entry can easily be modified or deleted as long as the fiscal month and year have not been closed, and
any Cash portion of the transaction has not been cleared in Bank Reconciliation. (If necessary, the fiscal month
can be reopened in order to modify a record, or the reconciliation can be deleted.) Journal entries created from
a build assembly, however, cannot be modified or deleted.

To modify a journal entry:

1. Select Journal Entries from the Financials items in the Module menu or in the Transactions items in the
Standard menu.

2. Locate the journal entry to be modified by using the Find, Lookup or VCR buttons.

3. When the correct record is located, click Open.

4. To modify the record, make the necessary changes and save the record.

At the conclusion of the GL Beginning Balance entries, a Trial Balance report should be printed, and compared
against the old system’s entries . Any errors or omissions must be corrected, and the verification process
repeated.
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Modular Menu Access
Financials | Journal Entries

Standard Menu Access
Transactions | Journal Entries

New Record

Initial access to journal entries from the menu opens the Journal Entries — New form. The form is used to enter
new journal entry information. However, access to a new form when another journal entry record is on the
screen only requires by pressing Ctrl+N or use the New | icon on the toolbar. The system will ask, however,
if any changes to the open record should be saved.

Figure: BB-2 =1 Joumal Enties - New =
Journal Entries — New e [
screen form.

JE Number

JEDate i E|

Session Date 01/27/YY E|

Description

GL Account Account Name Debit Credit Description Report Code Job -
W & ) = (]

|4 3

Job Cost Code Change Order Cost Type

Total Debits 0.00  Total Credits 0.00 Net Posted 0.00

Scrolling Through Journal Entry Records

Journal Entry records can be scrolled by using the VCR buttons on the toolbar at the top of the screen.
Clicking on the First [&] icon (at the top of the screen) will open the first record of the list according to JE
Number. Clicking on the Previous [i]icon (at the top of the screen) will open the next record of the list according
to JE Number. Clicking on the Next 2] icon (at the top of the screen) will open the next record of the list ac-
cording to the JE Number. Clicking on the Last [licon (at the top of the screen) will open the last record of the
list according to the JE Number.

Editing an Existing Record

The list of existing journal entries can be checked by clicking on the Magnifying Glass []icon (at the top of the
screen) or by pressing Ctrl+F, and double clicking on the item of interest. Records can be edited by either using
the Search button feature or by using the mouse or cursor keys to select the record to be edited.

Figure: BB-59
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Figure: BB-3
Journal Entries

Find/Search screen form.

=9 Journal Entries | = @
Search for ||
Searchin JE Number lz‘
Condition Begin with lz‘
e e

Fiscal Year | Y¥yv(o1-vvvy/12 =]

JE Number JE Date |8 Description Session Date  User Id i

JE02280G |01/14/  |Payroll Check #1215 |01/14/ ADMIN

JEO2280H 0116/  Payroll Check 2E0091 01/16/ ADMIN

JE022801 |01/16/  Payrol Check 2E0092T 01/16/ ADMIN

Note that when the invoice screen form appears, all of the fields at the top are shaded; new information cannot
be entered and existing information cannot be changed. To access the information when the record appears on
the screen, it is necessary to press the Open [=] icon on the toolbar at the top of the screen on the toolbar or by

pressing Ctrl+O.

Figure: BB-4
Sample Journal Entry
screen form that is
completed and closed.

=4 Joumal Entries - 14012701 - 01/27/YY =] e ==
HMain | Motes
JE Number 14012701
JE Date 01/27fry
Session Date 01/27/%Y
Description
GL Account AccountName  Debit Credit Description Report Code Job -
MW 1020 Cash InBank | 2,500.00
| 1030 .| Cash In Bank-! 1,000.00 15
1020 .| Cash In Bankd 1,000.00 []
1410 Prepaid Insure 500.00 ®
K v
Job Cost Code Change Order Cost Type
None
Total Debits 2,500.00 Total Credits 2,500.00 Met Posted 0.00

Closed

If the journal entry can be edited or changed, all of its fields will be accessible. Any changes will result in
reversing journal entries being created in the General Ledger Journal. The revised record will be saved with new
entries to the affected journals. If the journal entry cannot be edited or changed, a message will appear on the

screen.
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Deleting an Existing Record

Existing records can be deleted, but only if there are no existing transactions dependent on the one selected. Once
the source record is brought to the screen, use the Delete 1] icon (at the top of the screen). The system will ask,
“Do you want to delete this transaction?”” Click on the Yes button to delete it, or click on the No button to leave
the process. If the journal entry cannot be deleted, a message will appear on the screen.

Figure: BB-5 =7 Journal Entries - 14012701 - 01/21/YY [r [ (]

Sample editable Journal =
Entries screen form that | ™ =1

has been re-opened.

JE Mumber 14012701

JE Date 01/27/vY

Session Date 01/23/vY E
Description Cash Adjustments 14_01
GL Account Account Name Debit Credit Description Report Code
W 100 (3] Cash In Bank 2,500.00

1030 [&]|Cash In Bank-Savings 1,000.00
1040 @ Cash In Bank-Money Market 1,000.00
1410 @ Prepaid Insurance 500.00

&

]
=)
=
»

DHODOm

AIEL

m

EEEEE

4

=

b Cost Code Change Order Cost Type
None

Total Debits 2,500.00 | Total Credits 2,500.00 Met Posted 0.00

Open

Deleting a journal entry will result in reversing journal entries being created in the General Ledger Journal.

Main Tab

This option is used to make bookkeeping entries into the general journal. These entries are automatically posted
to the general ledger accounts that are selected, or they may be posted to a job. Entries can be distributed to the
general ledger accounts by dollar amounts or percentages.

Figure: BB-6 =7 Journal Entries - 14012701 - 01/27/YY [ ] ]
Sample editable Journal hom [poms]
h I MNotes
Entries screen form that
h b nr n d JE Mumber 14012701
as been re-opened. JE Date oy27fry ]
Session Date 01/27/¥Y E
Description Cash Adjustments 14_01
GL Account Account Name Debit Credit Description Report Code Job »
¥ 1080 [ ] Cash In Bank 2,500.00 [ QY]
1030 (€] cash In Bank-5avings 1,000,00 = (2] ]|
1040 [@] Cash In Bark-Money Market 1,000.00 = &) ]|
1410 @ Prepaid Insurance 500,00 [;] E E]'::
il ) & (B[
K r
Job Cost Code Change Order Cost Type
Mone
Total Debits 2,500.00 | Total Credits 2,500.00 Net Posted 0.00
Open

As each entry is made, BIS® automatically updates the general ledger and the financial statements. Immediately
after entering one or more journal entries, the results of the transaction can be seen by viewing or printing the
general ledger or any financial statements. All journal entries entered are included in each report.

JE Number
This field records an identification number for the journal entry. The entry is an alphanumeric field limited to
ten digits. A common practice for journal entry number coding is to begin with the month, followed by a
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sequential number. For example, 06-005 would be the fifth journal entry in June, or 06-124 would represent the
124th journal entry since the beginning of the year, occurring in June. For Beginning Balances, it may be useful
to add the letters BB to the numbering.

JE Date
This field is used to record the date of the journal entry transaction. The date may be entered by using the
Calendar tool. If entered manually, the input will be masked in mm/dd/yy format.

Session Date

This field records the session date, which will default to the session date entered at the time of login to BIS®. The
date may be entered by using the Calendar tool. If entered manually, the input will be masked in mm/dd/yy
format.

Description
The Description field records a general description for the transaction and is limited to 30 alphanumeric
characters. Again, it may be useful to note the Beginning Balance nature of the entries.

Detail Distribution Columns

Two buttons on the toolbar are useful when modifying or editing the grid area on a screen form. The Insert Line
icon [ (or Ctrl+I) adds a blank line to the current grid of the form that is open. The Delete Line = icon (or
Ctrl+]J) removes the currently highlighted line from the grid of the open record.

GL Account
The GL Account column records the general ledger account number that the line of the journal entry will be
posted

The GL account number may be entered manually, or the list of accounts can be examined by clicking on the
Find tool (Magnifying Glass [ icon in the column on the right), and double clicking on the selected account
number. The Find tool may be used to select an account number from those recorded in Chart of Accounts .

Account Name
The Account Name column displays the name of the account selected.

Debit
The Debit column records the debit amount to be applied to the account selected for the line item. The amount
is entered as a positive number. A corresponding credit entry must be entered to balance the posting.

Credit
The Credit column records the credit amount to be applied to the account selected for the line item. The amount
is entered as a positive number. A corresponding debit entry must be entered to balance the posting.

Description

The Description column is used to record a brief description for the transaction line item. Entering a concise
description can save time otherwise spent looking for the original document to determine why an entry was made.
The entry is an alphanumeric field limited to 30 characters. To record an extended description for the item, click
the button [l=]| to open a Notes box, where unlimited information related to the line item may be stored.

Report Code
The Report Code column is used to record a report code related to the line item, which can be used for creating
customized reports.
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Job
Since none of the GL Beginning Balances should have a Job Cost Type, and the accounts’ Job Cost Types were
reset to None, the Job Cost sub-screen should not open.

Save the Record
When the record is complete or satisfactorily completed, either click on the OK button in the sub-form, or click
the Cancel button to do further editing of the entries.

Line/Job Detail Area
This area displays additional detail information pertaining to the journal entry line item selected, including the
job, cost code, change order, and/or cost type from the Job Cost files.

Job
If the focus is on a journal entry line, no job information will appear since these entries are Beginning Balances.

Summary Area
This area displays summary information pertaining to the journal entry, including total debits and credits, and

net posted.

Notes Tab
The Notes section is a work area for miscellaneous notes and may be used as needed.

Figure: BB-7 =1 Joumnal Entries - 14012701 - 01/21/YY =R [EoR ==

Sample Journal Entries’ _ -
screen form Notes tab. ] e |

Jan Cash AdjPE -

Open

Save the Changed Record
When the record is complete or satisfactorily edited, either click on the Save [d] button on the toolbar, or press
Ctrl-S to save the changes.
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Reviewing GL Beginning Balances

It is critically important to review and verify the beginning balance entries made to the General Ledger. Not only
must the system be in balance (BIS® will not permit the program to be closed with unbalanced entries.), it is vital
that the entries to the AP Suspense and AR Suspense accounts are accurate. Two report types may be used to
verify the data entered, the Trial Balance Report and the General Ledger Report.

Trial Balance Report

The trial balance is a snapshot of all account balances for any given month, including the beginning, debit, credit,
and ending balances. The trial balance report is used to make sure that entries have been made to the correct
accounts and that the entire Chart of Accounts is in balance. When the accounts are in balance, the total ending
balance should be zero. The report can be used to check the account balances after updating the general ledger
beginning balances or after making adjustments to correct an error.

Access to Trial Balance Report
Module Menu with Reports Group
Financials | Reports | Trial Balance

Module Menu with Reports List
Financials | Trial Balance

Standard Menu
Reports | Financial Statements | Trial Balance

Report Types

Summary

The Summary Report includes the account number and name, beginning balance, debit total, credit total, and
ending balance.

Detail
The Detail Report also provides columns for manual adjustments that should be entered into the General Journal.
Often the report is used by accountants to show end-of-year adjustments needed.

Order By Options Fields
*  GL Account » Show Report Criteria * Months (mm/yy)
» Suppress Accounts with Zero Balance
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Trial Balance — Summary Report

Best Construction Company
Trial Balance
Summary Report for January vy Fage 1
Account? Account Name Beginning Balance Drebit Credit Ending Balance
1015 PettyCash 0.00 0.00 0.00 0.00
1020 Cashin Bank 183.276.64 2782.84 0.00 187,059.48
1030 Cashln Bank-Savings 0.00 0.00 1,000.00 -1,000.00
1040 Cashin Bank-Money Market 0.00 0.00 1,000.00 -1,000.00
1110 Accounts Receivable-Trade T3.502.20 0.00 0,00 73.502.20
1120 Accounts R eceivable-R etention 12,520.84 0.00 0.00 12,520.84
1130 Accounts R eceivable-Cther 0.00 0.00 0.00 0.00
1140 Accounts Receivable Suspense 0.00 0.00 Q.00 0.00
1200 Over/Under Billings 0.00 0.00 0.00 0.00
1300 Inventory 10.00 0.00 0.00 10.00
1350 Allowance For Bad Debt 0.00 0.00 0.00 0.00
1410 Prepaid Insurance 0.00 0.00 50000 -500.00
1420 Frepaid Taxes 0.00 0.00 0.00 0.00
1430 Employee Advances 0.00 0.00 0.00 0.00
1440 Current Notes Receivable 0.00 0.00 Q.00 0.00
1510 ReslEstate 0.00 0.00 0.00 0.00
1515 Leasehold Improvements 0.00 0.00 0.00 0.00
1520 {Less Accum D epr-Leasehold) 0.00 0.00 0.00 0.00
1525 Computer & Office Equipment 0.00 0.00 0.00 0.00
1530 {Less AccumDepr-Computer & Office ) 0.00 0.00 Q.00 0.00
1535 Office Furniture & Fixtures 0.00 0.00 0,00 0.00
1540 {Less AccumDepr-OfcFurn. & Fidures) 0.00 0.00 0.00 0.00
1545 Autos & Trucks 0.00 0.00 0.00 0.00
1580 {Less Accum D epr-Autos & Trudks) .00 0.00 0.00 0.00
1555 Construction Equipment 0.00 0.00 0.0 0.00
1580 {Less AccumDepr-Cons ruction Equip) 0.00 0.00 Q.00 0.00
1585 Shop Toels & Equipment 0.00 0.00 0.00 0.00
1670 {Less AccumDepr-Shop Took & Equip) 0.00 0.00 0.00 0.00
1575 Other Fixed Assets 0.00 0.00 0.00 0.00
1580 {Less Accum Depr-Other Fixed Assetk ) 0.00 0.00 0.00 0.00
1810 COther Assets 0.00 0.00 0.00 0.00
1620 Other Assets-Long TermMNotes 0.00 0.00 0.00 0.00
1630 Cther Assets-Inves tments 0.00 0.00 0.00 0.00
1840 Other Assets-Deposit Held 0.00 0.00 0.00 0.00
1650 Payroll Suspense .00 0.00 0.00 0.00
1999 Accounts R eceivable Suspense 0.00 0.00 0.00 0.00
2050 Accrued Salaries, Wages & Bonus Payable 0.00 0.00 0.00 0.00
2080 Customer Deposits -1,342.48 0.00 1,000.00 -2,343. 48
2110 Accounts Payable-Trade -7.594.50 0.00 0.00 -7.559450
20 Accounts Payable-Retention 0.00 0.00 0.00 0.00
2130 Accounts Payable-Other 0.00 0.00 0.00 0.00
2210 Payroll Taxes Payable-FIT -0,29489 0.00 87.00 5.381.89
2230 Fayroll Taxes Fayable-FICA -5,186.23 0.00 16588 -5,340.81
2230 Fayroll Taxes Fayable-FUTA -4.540.47 0.00 814 -4 548 61
2240 FPayroll Taxes Fayable-SIT -8,300.158 0.00 68.00 £2368.15
2250 Fayroll Taxes Payable-State Disability -T37.44 0.00 0.00 -TE7 .44
2280 Payroll T=ces Paysble-State Unemployment -145.80 0.00 0.00 -149.80

Figure: BB-8 Trial Balance — Summary Report.
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General Ledger Report

The General Ledger provides a detailed listing of transactions by account number from the chart of accounts.
The amounts shown on the General Ledger are also used on financial statements. With the General Ledger,
business activities can be analyzed one account at a time. This report can help with locating possible problem
areas before they become critical.

BIS® automatically updates the financial statements to reflect General Ledger transactions. BIS® does not allow
the General Ledger and financial statements to get out of balance. For instance, if an amount that does not seem
right is found while reviewing financial statements, check the General Ledger. Every transaction that has been
distributed to an account can be examined. The General Ledger demonstrates the accuracy (or error) of an amount
shown in any financial statement.

Access to General Ledger Report
Module Menu with Reports Group
GL | Reports | General Ledger

Module Menu with Reports List
GL | General Ledger

Standard Menu
Reports | General Ledger | General Ledger

Report Types

Summary

The Summary Report displays the report period, general ledger account number and name, beginning balance,
transaction date, source journal of the transaction, debit or credit amount, monthly ending balances, activity totals
and year-to-date balances.

Detail
The Detail Report also displays general ledger detail information and journal summaries.

Detail and Journals
The Detail and Journals Report also displays general ledger and journal details.

Extended
The Extended Report Type also displays the job, cost code, change order number, and cost type for all line items
posted to job cost files, and is not needed for Beginning Balances.

Order By Options Fields
* GL Account » Show Report Criteria * GL Account
+ Reversing Entries *  Month (mm/yy)

* Bold Account Number and Name
» Show GL Extended Description

* Show Running Balance

» Show User Id
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General Ledger — Summary Report

Best Construction Company
General Ledger
Summary Report, Beginning Month 01/YY  Ending Month 01/ Page 1
GL Account Account Name
Date Journal Reference Description Debit Credit Balance
1015 Petty Cash 0.00
Mo Activity
1020 Cashln Bank 183,276.64
oy D Summary See CD Journal 71716 18255948
a1 CR Summary See CR Journal 2,000.00 184558848
o1 JE Summary See JEJournal 2.500.00 18705948
January Activity 4,500.00 TI7.16
January Balance 187,059.48
Total Activity Listed 378284 ‘eartoDate Balance 187,058.48
1030 Cashin Bank-S5avings 0.00
o1 JE Summary See JEJournal 1,000.00 -1,0000,00
January Activity 0.00 1,000.00
January Balance -1,000.00
Total Activity Listed -1,000.00 YeartoDate Balance -1,000.00
1040 Cashin Bank-Money Market .00
o JE Summary See JEJournal 1,000.00 -1,000.00
January Activity 0.00 1,000.00
January Balance -1,000.00
Total Activity Listed -1,000.00 YeartoDate Balance -1.000.00
1110 Accounts Receivable-Trade ¥3,502.20
o1 AD Summary See AD Journal 1,000.00 7285022
oy AR Summary See AR Journal 1,000.00 ¥3,502.20
January Activity 1,000.00 1,000.00
January Balance 73,502.20
Total Activity Listed 0.00 YeartoDate Balance 7380220
1120 Accounts R eceivable-Retention 12,820.84
Mo Activity
1130 Accounts Receivable-Other 0.00
Mo Activity
1140 Accounts Receivable Suspense .00
Mo Activity
1200 Ower/Under Billings 0.00
Mo Activity
1200 Inventory 10.00
Mo Activity

Figure: BB-10 General Ledger Summary Report showing Reversing Entries, Bold Account Number and

Name, GL Extended Description, and Running Balance.
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General Ledger — Detail GL Report

Best Construction Company
General Ledger
Detail GLReport, Beginning Month01/%YY  Ending M onth 0%y Fage 1
GL Account AccountHame
Date Journal Reference Description Debit Credit Balance
10156 Petty Cash 0.00
Mo Activity
1020 Cash In Bank 183276.64
01/27) JE 14012701 2,500.00 185, 776.64
o/ c Summary See CD Journal 71718 18505548
o1/ CR Summary See CR Journal 2000.00 18705948
January Activity 4,500.00 T7.16
January Balance 187,059.48
Total Activity Listed 3.782.84 ‘YeartoDate Balance 187 059,48
1030 Cash In Bank-5awings 0.0a
o1i2v JE 14012701 1,000.00 -1/000.00
January Activity Q.00 1,000.00
January Balance -1,000.00
Total Activity Listed -1,000.00 YeartoDate Balance -1/000.00
1040 Cash In Bank-Money Mar ket 0o
0/27 JE 14012701 1,000.00 -1/000.00
January Activity 0.00 1,000.00
January Balance -1,000.00
Total Activity Listed -1,000.00 “YeartoDate Balance -1/000.00
110 Accounts Receivable-Trade 73.802.20
01714/ AD 9859 Payment 1,000.00 72,802.20
o1y AR Summary See AR Journal 1,000.00 73,80220
January Activity 1,000.00 1,000.00
January Balance 73,502.20
Total Activity Listed .o YYeartoDsate Balance 73,502.20
1120 Accounts Receivable-Retention 12,520.84
Mo Activity
4130 Accounts Receivable-Other 0.00
Mo Activity
1140 Accounts Receivable Suspense 0.00
No Activity
1200 Crwerf/Under Billings .00
Mo Activity
1300 Inventory 10.00
Mo Activity

Figure: BB-11 General Ledger Detail GL Report showing Reversing Entries, Bold Account Number and

Name, GL Extended Description, and Running Balance.
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General Ledger — Detail GL and Journals Report

Best Construction Company
General Ledger
Detail GLand Journals Report, Beginning Month01YY  Ending M onth 01 Fage 1
GL Account AccountMame
Date Journal Reference Description Debit Credit Balance
10156 Petty Cash 0.00
No Activity
1020 Cash In Bank 183276684
014 cD 1215 TimHardaway T7.16 182,559,458
o4 CR TESE Customer C003, San Luis Obispo County 2000.00 184 555,48
o118/ CD HEoH Mick Jones 1,561.28 182888.22
o118 Cl EDOSET Mick Jones 581.28 18455948
[y ey JE 14012701 187 059,48
January Activity 8,0681.28 2278.42
January Balance 187,059.48
Total Activity Listed 3,782.834 ‘YeartoDate Balance 18705548
1030 CashIn Bank-5Sawings Q.00
[y ey JE 14012701 1,000.00 -1/000.00
January Activity 0,00 1,000.00
January Balance -1,000.00
Total Activity Listed -1,000.00 ‘YeartoDate Balance -1/000.00
1040 Cash In Bank-Money Market .00
027 JE 1401271 1,000.00 -1/000.00
January Activity Q.00 1,000.00
January Balance -1,000.00
Total Activity Listed -1,000.00 ‘YeartoDate Balance -1/000.00
1110 Accounts Receivable-Trade 73,502.20
o140 AD 9859 Payment 1,000.00 72.502.20
o1/14¢ AR 1011 Customer C003, San Luis Obispo County 1,000.00 73,502.20
oz AR 1012 Customer C002, Harmon Brothers 14, 78377 58.265.97
o122 AR 1012 *** Revers ing Entry === 14, 753.77 T3,502.20
Jenuary Activity 15, 7853.77 15, 783.77F
January Balance 73,502.20
Total Activity Listed 0.00 YeartoDate Balance 73.502.20
1120 Accounts Receivable-Retention 12,920 .84
o122 AR 1013 Customer C002, Harmon Brothers 1,639.31 14,580.15
o1/22f AR 1013 =** Revers ing Entry == 1,639.31 12.920.84
January Activity 1,639.31 1,639.31
January Balance 12,520.84
Total Activity Listed 0.00 YeartoDate Balance 12,520.84
1130 Accounts Receivable-Other 0.00
No Activity
1140 Accounts Receivable Suspense .00

Figure: BB-12 General Ledger Detail GL and Journals Report showing Reversing Entries, Bold Account

Number and Name, GL Extended Description, and Running Balance.
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Purchase Orders

Purchase Order Beginning Balances do not affect the General Ledger, but do affect the listing of Committed
Costs on Job Cost reports and assist with processing subsequent Accounts Payable Invoices that began as
purchase orders. The goal of entering Purchase Order Beginning Balances is to record those Purchase Orders that
were partially or completely unfilled as of the Transfer Date.

This section covers several options including adding, editing, or deleting purchase orders, identifying a ship-to
address, modifying the GL AP accounts to which the invoice created from a purchase order will post, and adding
notes. The Purchase Order function is used to enter and change purchase orders.

When an item or service is to be ordered from a vendor, the information should be recorded using this screen to
update the purchase order records. Job-related and saved purchase orders update Job Cost as a committed cost.

v Tlp If a user enters a purchase order and needs to change it before it has been
converted to an invoice, it may done by using the Open icon. Instructions for

converting a Purchase Order using this option appear in the Appendix of this

Modular Menu Access
PO | Purchase Orders

Standard Menu Access
Transactions | Purchase Orders

Beginning Balance Preparation

It is essential to obtain the list of open Purchase Orders from the old accounting system. Depending on the
system, this report may have a variety of names, but essential what is needed is a listing of the non-zero purchase
orders from the old system showing each line item’s balance as of the close of business the day before the
transition date.

New Record

Initial access to purchase orders from the menu opens the Purchase Orders - New form. This form is used to enter
new purchase order information. However, access to a new form when another purchase order record is on the
screen only requires users to press Ctrl+N or use the New L icon on the toolbar. However, the system will ask
the user to save any changes to the open record.

Figure: BB-13
Purchase Orders — New
screen form.

=] Purchase Orders - New

Main I Ship To || Print Options ” MNotes |

[= o))

P.0. Number 1013
Date H
Description

Delivery Date 11

]
]

Authorization
Payment Method

GL Account Item Number

E]

vendor Id
Vendor Mame
Address Line 1
Address Line 2
City

State

Units Unit Cost Amount Description Job

» @]

K
Account Name

Item Description
On Hand
0.00

Close PO

Last Unit Cost
0.00000

Job Cost Code Change Order

Preferred Unit Cost
0.00000

Average Unit Cost
0.00000

Total Amount

[

Cost Type

0.00

New
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Scrolling Through Purchase Order Records

Purchase order records can be scrolled by using the VCR buttons on the toolbar at the top of the screen.
Clicking on the First [i] icon (at the top of the screen) will open the first record of the list, according to P.O.
Number. Clicking on the Previous Li]icon (at the top of the screen) will open the immediately prior record of the
list, according to P.O. Number. Clicking on the Next [2]icon (at the top of the screen) will open the next record
of the list, according to the P.O. Number. Clicking on the Last [4licon (at the top of the screen) will open the last
record of the list, according to the P.O. Number.

Editing an Existing Record

To examine the list of existing purchase orders, click on the Magnifying Glass |4/ icon (at the top of the screen)
or pressing Ctrl+F, and double clicking on the item of interest. Records can be edited by either using the Search
button feature or by using the mouse or cursor keys to select the record to be edited. Note that when the purchase
order screen form appears, all of the fields at the top are shaded; new information cannot entered or existing
information changed.

Figure: BB-14 =1 Purchase Orders - 1013 - 01/27/VY o= Es)
Existing Purchase Order ] —
. . {Main | Ship To || Print Options ” Notes |
accessed for viewing from
th F d/S h P.O. MNumber 1013 vendor Id
e Find/Search screen. o T i Nome:
The data CannOt be Description Address Line 1
changed without opening Delivery Date 02/10/¥Y Address Line 2
H Authorizati Ci
this record. i o
Payment Method State
GL Account Item Number Units Unit Cost Amount Description Job P
1300 EA1000-1 12.00 35.00000 420.00
|| 1300 EA1000-2 =3 9.00 | 120.00000  1,080.00
K b
Account Name Inventory Job Cost Code Change Order  Cost Type
Item Description  Steel Box Mone
©On Hand Last Unit Cost Preferred Unit Cost Average Unit Cost
-12.00 60.00000 0.00000 0.00000
Close PO Total Amount 1,500.00
Closed

To access the information when the record appears on the screen, it is necessary to press the Open =] icon on
the toolbar at the top of the screen on the toolbar or by pressing Ctrl+O. If the purchase order can be edited or
changed, all of its fields will be accessible. Changes made to a pre-existing purchase order can result in changes
in the Job Cost and/or Inventory records. The revised record will be saved with new entries to the affected
records.

Figure: BB-15 =1 Purchase Orders - 1013 - 0L/27/¥Y o= Es
Sample Purchase Order i — —
i N HMain | Ship To || Print Options ” Motes |
that is editable. =
P.O. MNumber vendor Id @
Date 01/27/¥Y E| endar Name
Description Address Line 1
Delivery Date 010/ [+] Address Line 2
Authorization City
Payment Method State
GL Account Item Number Units Unit Cost Amount Description Job P
» 1300 (%) Eat000-1 ] 1200 3500000 420,00 ==
_[1300 [G] ea1000-2 [2] .00 12000000 1,080.00 [=][=]
L @ &l (=[]
K b
Account Name Inventory Job Cost Code Change Order  Cost Type
Item Description  Steel Box Mone
©On Hand Last Unit Cost Preferred Unit Cost Average Unit Cost
-12.00 60.00000 0.00000 0.00000
Close PO Total Amount 1,500.00
Open
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Deleting an Existing Record

Existing records can be deleted, but only if there are no existing transactions dependent on the one selected. Once
the source record is brought to the screen, use the Delete [/ icon (at the top of the screen). The system will ask,
“Do you want to delete this record? Click on the Yes button to delete it, or click on the No button to leave this
process.

Beginning Balance Purchase Order Entries

The goal is to enter ONLY the incomplete portion of any purchase order that existed as of the start of business
on the transition date. This process will enable the user to enter the normal posting accounts and entering the Job
Cost data that may apply.

Main Tab

The Purchase Orders’ file records all pertinent information related to purchase orders. The information recorded
on these tabs is used throughout BIS® whenever a purchase order is referenced in other transactions or in reports.
The Main tab records detailed information about this purchase order.

New Purchase Order
record Main tab screen
form.

Figure: BB'16 =i Purchase Orders - New EI@

Ship To  PrintOptions ~ Motes

P.0O. Mumber 1014 Vendor Td Q
Date g e Vendor Name

Description Address Line 1

Delivery Date f! w Address Line 2

Autharization City
Payment Method State
GL Account Ttem Mumber Units Unit Cost Amount Description A
Q
v
I« >

Account Name Job CostCode  Change Order  CostType
Item Description

On Hand Last Unit Cost Preferred Unit Cost Average Unit Cost

0.00 0.00000 0.00000 0.00000

Close PO Reopen PO Total Amount 0.00

P. O. Number

The P.O. Number field records a purchase order number that is used to identify this record. The program assigns
a consecutive number automatically. The number assigned can be changed in the AP tab of the System Wide
Parameters by changing the number listed in the Last Purchase Order Number field. The AP tab also offers an
option to allow the user to assign an invoice number manually for every record.

Date

This field usually records the date that appears on the purchase order. However, for prior year purchase orders,
it will be necessary to either use the transition date as the purchase order date, or if the transition date is later in
the Fiscal Year, possibly the first day of the system’s Fiscal Year. The date may be typed or selected from the
drop-down arrow using the Calendar tool.

Description
This field records a general description for this purchase order. This is an alphanumeric field limited 30
characters.

Delivery Date
The Due Date field records the date the shipment is scheduled to arrive. The date may be typed or selected from
the drop-down arrow using the Calendar tool, but it must be in the current year.
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Authorization

This field records the name or code that authorizes this purchase. If there is no authorization code, enter the name
of the person authorizing this purchase, or leave the field blank. This is an alphanumeric field limited to 15
characters.

Payment Method
This field records the method of payment intended for his purchase. If there is no pre-planned payment method,
leave the field blank. This entry is an alphanumeric field limited to 15 characters.

Vendor Id

The Vendor Id field records the identification for the vendor whose purchase order is to be entered in BIS®. The
vendor ID may be entered manually, or it can be selected from the list of vendors by clicking on the Magnifying
Glass [ icon (at the top of the screen) or pressing Ctrl+F, and double clicking on the selected vendor, but it must
exist in the Vendor master file. When an existing vendor is selected, its name appears to the right of the Vendor
Id code.

Vendor Name
This field displays the name of the selected vendor Id.

Street Address 1
This field displays the first line of the vendor address that will appear on the purchase order.

Street Address 2
This field displays the second line of the vendor address that will appear on the purchase order.

City

This field displays the city name of the vendor address that will appear on the purchase order.

State
This field displays the full state name of the vendor that will appear on the purchase order.

Column Fields

Two buttons on the toolbar are useful when modifying or editing the grid area on a screen form. The Insert Line
icon |X| (or Ctrl+]) adds a blank line to the current grid of the form that is open. The Delete Line =] icon (or
Ctrl+J) removes the currently highlighted line from the grid of the open record.

GL Account

This field records the general ledger account number that will be affected by the transaction line item when the
purchase order is converted to an invoice. The Find tool may be used to select an account number from those
recorded in the Chart of Accounts.

Item Number

The item Column field records the code of the inventory item ordered, but only if the Inventory module license
is active. The code may be entered manually or by using the Find tool, but it must be recorded in the Inventory
Items file. If the Inventory module is not installed, no ltem Number may be used. Whether or not the Inventory
module is installed, the field is not required and may be left blank.

Units
This field usually records the quantity (based upon the unit of measure) to be ordered. For Beginning Balance
purchase order, the field should only record the quantity that has not yet been invoiced.

Unit Cost
This field records the unit cost for the item.
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Amount
This important field calculates the extended amount (cost per unit times the number of units) for the line item.

Description

This field is used to record a brief description for the transaction line item. Entering a concise description can
save time otherwise spent looking for the original document to determine why an entry was made. The entry is
an alphanumeric field limited to 30 characters. To record an extended description for the item, click the button
to open a Notes box, where unlimited information related to the line item may be stored. If the line item refers
to an inventory item, the description is retrieved from the Inventory module.

Job
If the account number selected for the line item has been assigned a Job Cost Type, the button in this column will
open the Job Cost screen, where the item can be assigned to a specific job, change order, and cost code.

g Tip The Purchase Order module is not considered to be a substitute for the
Subcontract Control module, and will not permit posting to a Subcontract GL

The Job Cost screen allows transaction line items to be applied to the Job Cost files. The job cost fields are only
available if the account number selected for the line item is assigned a Job Cost type (other than Labor or
Subcontract) in the Chart of Accounts. To reach this box, click the Job button that appears in the final column
of the invoice entry table.

The specific Job Cost sub-screen that. appears depends on the Job Cost Type associated with the GL Account
number entered.

Figure: BB-17 =7 Job Cost - Cost Type (M) Material % |
Purchase Orders, Job Cost
— Cost Type (M) Material (®) Budget () change Order [Inon-billable Cost
sub-screen form.

Job Mumber 3 | Truesdale Elementary School

Change Crder o]

Cost Code Q

oK Cancel

Budget/Change Order Radio Buttons
If the purchase order applies to a budget item, select the Budget radio button. If the purchase order applies to a
Budget Change Order item, select the Change Order radio button.

Job Number
Enter or select a Job number to be associated with this purchase order line. The job number may be entered man-
ually or by using the Find tool, the Magnifying Glass -] icon or pressing Ctrl+F.

Change Order

If the Change Order radio button was selected, the Change Order field becomes available for entry. Enter or
select a change order number to be associated with this invoice line. The change order number may be entered
manually or by using the Find tool, the Magnifying Glass -] icon or pressing Ctrl+F.

Cost Code
Enter or select a Cost Code to be associated with this purchase order line. The cost code number may be entered
manually or by using the Find tool, the Magnifying Glass [ icon.
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Figure: BB-18 =3 Job Cost - Cost Type (O} Other [7 |me3m
Purchase Orders, Job Cost
— Cost Type (O) Other (®) Budget () Change Order [IMon-billable Cost

sub-screen form used for
Other Job Cost type
transactions.

Job Mumber
Change Order
Cost Code

1010

23 | Truesdale Elementary School

Q

Cancel

The program will offer to allow users to choose either a cost code already in the budget (Job Budget), or a cost
code not in the budget (Cost Code). If the selected cost code is not in the budget already, it will be added to the
budget for this job.

Line Detail Area
This area displays additional information pertaining to the line item selected, including the account name and
item description. Also displayed are the job, cost code, change order and/or cost type from the Job Cost files.

Account Name
This field displays the account name to which this purchase order will be assigned when converted to an invoice.
The default account is recorded in the grid above.

Item Description

If the Inventory module is installed, and the focus is on an inventoried item, this field displays the Inventory Item
Description. Please note that the Item Description is a hyperlink field as well as the description of the information
to be entered. Left-clicking on this hyperlink opens the Inventory - New form to add a new Inventory items.
Right-clicking on the Account Name hyperlink opens a selection of reports that can be directly accessed.

Job
Ifthe focus is on a purchase order line that is job related, this field displays the Job number applicable to that line
item.

Cost Code

If the focus is on a purchase order line that is job related, this field displays the Cost Code applicable to that line
item. Please note that the Cost Code title is a hyperlink field as well as the description of the information to be
entered. Left-clicking on this hyperlink opens the Cost Code Library — New form. Right-clicking this hyperlink
accesses the Cost Code Library report that can be directly opened.

Change Order
Ifthe focus is on a purchase order line that is related to a subcontract change order, this field displays the Change
Order applicable to that line item.

Cost Type
If the focus is on a purchase order line that is related to a job, this field displays the Material or Other cost type
applicable to that line item.

Summary Area
This area displays enables the user to close the purchase order and displays the total of the P.O.

Close Purchase Order
The Close Purchase Order selection is not used with Beginning Balance entries.
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Total
This field displays the total of all the vendor invoice line item amounts. This amount must balance with the
Amount field shown above.

Ship To Tab
The Ship To section of this form records the shipping address that will appear on the purchase order.
Figure: BB-19 ﬂ Purchase Orders - New E@
Purchase Orders Ship To ——

Main | (Ship.Te || print Options || Notes |
tab screen form. o

Ship Name Best Construction Warehouse

Ship Via UPS =y

Ship to Street Address 1

Ship to Street Address 2 | 1400 Main Street

Ship to City Arroyo Grande

Ship to State ca 2] calfornia

Ship to Zip Code 93420

Ship Name
This field records the addressee that will appear on the purchase order. This is an alphanumeric field limited to
30 characters.

Ship Via
This field records the shipping method for this purchase order. This may be typed or entered using the Find tool,
but must exist in the Ship Via file.

Ship to Street Address 1
This field records the first line of the shipping address. This is an alphanumeric field limited to 30 characters.

Ship to Street Address 2
This field records the second line of the shipping address. This is an alphanumeric field limited to 30 characters.

Ship to City
This field records the ship-to city for this purchase order, up to 30 characters.

Ship to State

The state abbreviation may be typed manually or selected from the list of defined state codes. Click on the Find
tool, or the drop down button (whichever is available on this form) to see an extended list of states. This is a
two-character field.

Ship to Zip Code
This field records the postal zip code. This number limited to nine characters and will be formatted automatically
as 99999-9999 as the number is entered. This field is masked to accept only numeric values.
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Print Options Tab
Beginning Balance Purchase Orders do not need to be printed unless desired. This section allows for the Purchase
Order to have its output changed from the default setting found in User Preferences section.

Figure: BB-ZO ﬂ Purchase Orders - New =
Purchase Order Print — — ‘ =R =R
Options tab screen form. | —

Output | System Laser

[¥] show Line Extended Description

[ ] Show Comparry Name and Address:

Output
This field offers a selection of formats to print this form. It also may be viewed on the screen using the Preview
button.

Y TiP If other Purchase Order formats have been created and saved , they will be
listed here along with the system formats.

4 Caution Prior to printing or previewing a Purchase Order, the system will ask to

save it. Even if the Purchase Order is saved, it can be edited if necessary

Show Line Extended Descriptions
This box should be checked if the Extended Line Descriptions should be printed on the purchase order.

Show Company Name and Address

This box should be checked if the Company Name and Address should be printed on the purchase order. This
box should not be checked if the purchase order is to be printed on a pre-printed form that already includes that
information.
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Purchase Order Form

PurchaseCrder Number: 1014

Purchase Order Date: 0127y Page 1
Central CoastBuilding Supply BestConstuction Warehowse
3BBTHwy1
1400 Main Street

Pismo Beach, CAD3448 Arroye Grande, CAS3420
Deliver Date: Q1/27/vy  Ship Via: UFS Payment Method: By:
ltem Description Cu antity UnitCost Amount Job
EA1000-1 Steel Box 15.00 45.00000 a75.00
EA1000-2 Circut Breaker 8.00 85.00000 585.00

Total 1,260.00

Figure: BB-21 Sample Purchase Order of inventory items not applied to a job for a pre-printed form.
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Notes Tab
The Notes section is a work area for miscellaneous notes and may be used as needed.

Figure: BB-22 21 Purchase Orders - 1014 - B1/27/YY =le s
Sample PurChase Order Main || Ship Te || Print Options |ﬂutes

Notes tab screen form.

Rush Shipment needed|

Open

Save the Changed Record
When the record is complete or satisfactorily edited, either click on the Save [d] button on the toolbar or press

Ctrl-S to save the changes.
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Reviewing Purchase Order Beginning Balances

This section covers the Purchase Order List report needed to check Beginning Balance entries for purchase
orders. Access to specific reports begins with the Query screen that enable users to select the particular variation
needed. As with other reports in BIS®, reports can generally be one of 3 types: Summary, Detail, and Extended.
Most reports offer the ability to select an “Order By” setting, and often have several choices of fields for that
choice. Additionally, most reports have a variety of Options allow certain elements to show or not on the report.
Finally, most reports offer a listing of fields that can allow a refined selection of data. The Report Query will be
remembered by User Id until changed.

All report options are listed under the Reports menu, and many reports can be selected by right-clicking on a data
hyperlink to open pop-up reports menu related to that field. Either method opens a report setup form depending
upon the type of report selected.

Menu Access
Access to reports can be achieved via 3 different menus: Modules with Reports Group, Modules with Reports
Listed, and Standard.

Reports Access via Modules with Reports Group
PO | Reports

Reports Access via Modules with Reports Listed
PO

Standard Menu
Reports | Accounts Payable

Purchase Order List
This report provides a listing of current purchase orders on file. A variety of report types are available to produce
as detailed a listing as needed.

Access to Purchase Order List
Module Menu with Reports Group
PO | Reports | Purchase Order List

Module Menu with Reports List
PO | Purchase Order List

Standard Menu
Reports | Accounts Payable | Purchase Order List

Report Types

Summary

The Summary Report Type displays the purchase order number, date, description, vendor ID and name, purchase
order status, order amount and list total.

Detail
The Detail Report Type also shows the line item detail including inventory item number, item description,
posting account, quantity ordered, unit cost and extended amount.
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Extended

The Extended Report Type also provides the job, cost code, change order and cost type for items applied to a job

cost file.

Order By

¢ P.O. Number
e Date

¢ Vendor Id

«  Amount

Options

» List Open Purchase Orders
» List Closed Purchase Orders
» Show Report Criteria

¢ Show PO Notes

* Show Line Extended Description

Purchase Order List — Summary Report

Fields

Fields
Date

Vendor Id

Amount

Purchase Order List

Best Construction Company

Summary Report Page 1
POZ Date Description Vendor Id Vendor Name Status Amount
1000 0tz Sitz Work Consumables 0101 Central Coast Bulding Supply Open 39,000.00
1001 12 Lumber for job 1000 0101 Central Cozzt Bulding Supply Cpzn 120,000.00
1002 oy Demofifion Matenals 0201 BK Conéracéing Cozn 10,000.00
1012 0830y 0201 BK Coniracing Open 10.00
1013 nen Open 1,500.00
1014 oy 0101 Centrdl Coast Bulding Supply Cpzn 1,260.00

Total Listed 71,770.00

Figure: BB-23 Purchase Order List — Summary Report, sorted by P.O. Number.
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Purchase Order List — Detail Report

Purchase Order List

Best Construction Company

Detail Report Page 1
PO& Date Deecription Vendor kd Vendor Name Statue

Item Item Deecnpdon GL Account Deecription Quantity Unit Coat Amount

A0 oz Site Work Consumables L [ Central Coast Buldng Swpoly Open
iz Central Cosst Bulding Suwoply 100 300600, 0606000 30, 00000
Total 30.000.00

1001 2l Lum ber for job #0300 i Ceniral Coast Bulding Suwpply Cpen
013 Central Cosst Bulding Swoply 100 420 10080 DeD060E0 120, 00000
Total 120,000.00

1002 Ly e D=m ofifion M at=siss 0H BE Contracting Op=n
1 5] BK Confracting 100 10,000.00000 40, 0600 00
Total 40,0600 00

1012 0630 et BK Coniracting Open
5 1) 5] .00 L0000 10.00
Total 10.00

1013 i e Open
EA 1000-1 Stesl Box 1200 1200 3500000 420,00
EA 1000-2 Circui Bresier 1300 o] 120.00000 1,080 00
Total 1,500 00

1044 i B i Central Coast Bulding Supply Open
EA 1000-1 Stzsl Box 1300 15.00 4500000 G300
EA 1000-2 Circuf Breaker 1200 900 6500000 =300
Total 126000
Totsl List=d 171,770.00

Figure: BB-24 Purchase Order List — Detail Report, sorted by P.O. Number.
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Purchase Order List — Extended Report
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Accounts Payable

The third module and ledger that will receive its Beginning Balances is Accounts Payable. It is vital that the total
payables in this ledger matches the beginning balance entry entered into the AP Suspense account of the General
Ledger.

This method requires that each open AP invoice will be posted to the Suspense account (rather than it its original
Expense, Cost of Goods Sold (COGS), or Work In Progress (WIP).

Preparation

An Aged Payable report must be obtained from the old accounting system as of the last business day prior to the
transition date. Depending on the system, other reports may have a the needed information, but what is needed
is a listing of all of the vendor invoices that are fully or partially unpaid of the close of business the day before
the transition date.

Itis vital that several accounts in the General Ledger will have been balanced against the totals of their respective
ledgers. Thus, the AP account in the General Ledger must be the same as the total accounts payable as shown
on the ageing report from the AP module of the old system.

4 Caution If the balances in the subsidiary journals and ledgers doe not match their

corresponding GL accounts, the beginning balance must stop until the
errors are identified and corrected. In many cases, the advice is to check

Unless the business is brand new, or all of the vendor invoices that pre-existed the transition date were fully paid,
there will be entries to put into the BIS® Accounts Payable module as beginning balances.

Accounts Payable Beginning Balance Posting Account Exception

To ensure that the module’s entry will match the summary amount entered into the General Ledger, the invoice
will be posted to the temporary AP Suspense account rather than to the original Expense, COGS, or WIP account.
By posting these debits to the AP Suspense account, the credit amount previously entered via General Ledger
will be reduced. Proof that the AP ledger and the General Ledger AP account are in balance is be provided by
a zero balance in the AP Suspense account.

The following is a series of two accounting T-Charts to show a summary of the AP entries that will be made into
each module.

GL Beginning Balances Debit (+) Credit (-)

Cash Cash Acct

Accounts Payable i AP Suspense
Retained Earnings I Retained Earnings Account
AP Module Beginning Balances Debit (+) I Credit (-)

AP Invoice Entry AP Suspense | AP Account

When the AP Invoice debit entries completely offset the GL AP Suspense entries, yielding a zero balance, the
AP module and the AP account in the General Ledger are in balance.
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Vendor Invoices Beginning Balances

This section covers the methods to be used to enter the Accounts Payable invoices that were open as of the close
of business the day prior to the Transition Date. Users can user several options, add, edit, or delete accounts
payable invoices, set up joint check payees, identify invoices requiring a 1099 records, and add notes. The
Vendor Invoices function is used to enter and change accounts payable invoices.

The primary difference between normal AP Invoice entry and the Beginning AP Invoice entry is the account to
which the invoice will be posted. Rather than selecting an Expense, COGS, or WIP account, the user MUST use
the AP Suspense account.

If an accounts payable invoice is entered and it needs to be changed before it has been paid, it may done by using
the Open icon. Instructions for changing an unpaid accounts payable invoice using the option appear
elsewhere in the section.

Modular Menu Access
AP | Vendor Invoices

Standard Menu Access
Transactions | Vendor Invoices

New Record

Initial access to vendor invoices from the menu opens the Vendor Invoices - New form. The form is used to enter
new vendor invoice information. However, access to a new form when another vendor invoice record is on the
screen only requires pressing Ctrl+N or using the New L icon on the toolbar. The system will ask if any changes
to the record should be saved.

Figure: BB-26 =1 Vendor Invoices - 141027001 - 0101 - 01/27/'YY = =~
Sample Vendor Invoice
screen form.

7 T ]
Main | Joint Check || 1099 || AP Account || Notes |

vendor Id 0101 Central Coast Building Supply Reference Number

Invoice Number 141027001 [ on Hold for Payment Retention % 0.00| & 0.00
Invoice Date 01f27/vY Due Date 0226/
Payment Terms NET 30 Discount Date i

Purchase Order Discount % 0.00| s 0.00
Amount 25,500.00 Close

rchase Order

GL Account Item Number Units Unit Cost Discount % Amount Description Report Code Job .
¥ 5015 =] 500,00 Central Coast Bt - GI-]1]
I« v
Account Name Cost of Contracts-Material Job. Cost Code Change Order  Cost Type
Item Description 1020 04400 Material
On Hand Last Unit Cost Preferred Unit Cost Average Unit Cost
0.00 0.00000 0.00000 0.00000
AP Account | 2110 Accounts Payable-Trade Total 25,500.00 | Payment

Closed

Scrolling Through Vendor Invoice Records

Vendor Invoice records can be scrolled by using the VCR buttons on the toolbar at the top of the screen.
Clicking on the First|&]icon (at the top of the screen) will open the first record of the list according to the Vendor
Invoice. Clicking on the Previous [4]icon (at the top of the screen) will open the immediately prior record of the
list according to the Vendor Invoice. Clicking on the Next |- ]icon (at the top of the screen) will open the next
record of the list according to the Vendor Invoice. Clicking on the Last [4]icon (at the top of the screen) will open
the last record of the list according to the Vendor Invoice.
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Editing an Existing Record

The list of existing vendor invoices may be examined by clicking on the Magnifying Glass [ icon (at the top
of the screen) or pressing Ctrl+F, and double clicking on the item of interest. Records can be edited by either
using the Search button feature or by using the mouse or cursor keys to select the record to be edited.

ﬂ Vendor Invoices !?E@
Search for
Search in Invoice # lz‘
Condition Begin with |Z|

|:| Case Sensitive

Fiscal Year | Al lz‘

Invoice # AP Acct Vendor Id Invoice Date Due Date Disc Date Purchase Order Invoice Amt  Amt Paid DEcomt Amt Due 1099 Type 1093 P/D | f‘.
101536 [2110 |o101 01/08/ ozjos! |/ 1000 38,000.00|37,050.00 1950.00 ‘ ‘
101694 2110|0101 01/23) 023 |f/ 1001 29,000.00 29,000.00 0.00 0.00 | o
171333 2110 0201 08/30/ o7E0) |/ 10,00 10.00 0.00 0.00/1-1099-MISC 7 -Nanemployee compensation | = |
123 2110|0201 02/28/ 03300 |/ 10,000.00 | 10,000.00 0.00 0,00 1-1099-MISC 7 -Nonemployes compensaﬁon‘ ‘
1238 2110|0201 01720/ ozfief \f 5,005.00| 5,005.00 0.00 0.00 1-1099-MISC 7 -MNonemployee compensation i
12994031 2110 2000 0310} 04/0%f 03/10/ 150.00 0.00 0.00 150.00
17994032 2110 | 2000 08/30/ o730) |/ 10,00 0.00 0.00 10,00
17994033 2110 |2000 08/30/ o7E0) |/ 10,00 0.00 0.00 10,00
141027001 2110|0101 0127/ o) |/ 25,500.00 0.00 0.00)  25500.00 1- 1099-MISC 7 - Nonemployee compensation
1672 2110|0301 0127 oyzE |/ 4,210,00 0.00 0.00 4210.00 1 - 1099-MISC 7 -Nonemployee compensation
I'u:qr:_mgln nant n?i21i ne 2 ANN AN 3 &N N0 nnn NN - 1088-M18C |7 - Nansmnlaves rnmnnnc:ﬁnl;\ 2

Figure: BB-27 Vendor Invoice Find/Search screen form.

Note that when the invoice screen form appears, all of the fields at the top are shaded; new information cannot
be entered or existing information changed. To access the information when the record appears on the screen,
it is necessary to press the Open |=] icon on the toolbar at the top of the screen on the toolbar or by pressing

Ctrl+O.

If the invoice can be edited or changed, all of its fields will be accessible. Any changes made to a pre-existing
invoice will result in reversing journal entries being created in both the Accounts Payable and General Ledger
Journals, and potentially in the Job Cost and/or Inventory Journals. The revised record will be saved with new

entries to the affected journals.

Figure: BB-28 =1 Vendor Invoices - 141027001 - 0101 - 01/27/YY = =~
sample Vendor InVOICe HMain | Joint Check ” 1099 ” AP Account ” Motes |
that is editable. :
vendor Id 0101 Central Coast Building Supply Reference Mumber
Invoice Number 141027001 [ on Hold for Payment Retention % 0.00| & 0.00
Invoice Date 01277 Due Date 02/26/1Y
Payment Terms NET 30 Discount Date i
Purchase Order Discount % 0.00| s 0.00
Amounit 25,500.00 Close Purchase Order
GL Account Item Number Units Unit Cost Discount % Amount Description Report Code Job .
¥ 5015 =] 500.00 Central CoastBi BI]]
I« v
Account Name Cost of Contracts-Material Job. Cost Code Change Order  Cost Type
Item Description 1020 04400 Material
On Hand Last Unit Cost Preferred Unit Cost Average Unit Cost
0.00 0.00000 0.00000 0.00000
AP Account | 2110 Accounts Payable-Trade Total 25,500.00 | Payment
Closed

Deleting an Existing Record

Existing records can be deleted, but only if there are no existing transactions or other master records dependent
on the one selected. Once the source record is brought to the screen, use the Delete £ icon (at the top of the
screen). The system will ask, “Do you want to delete this record? Click on the Yes button to delete it, or click
on the No button to leave the process. Deleting a pre-existing invoice will result in reversing journal entries being
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created in both the Accounts Payable and General Ledger Journals, and potentially in the Job Cost and/or
Inventory Journals.
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Main Tab

The Vendors Invoices file records all pertinent information related to beginning balance vendor invoices. The
information recorded on these tabs is used throughout BIS® whenever a vendor invoice is referenced in other
transactions or in reports. The Main tab records detailed information about the vendor invoice.

Figure: BB-29 £ Vendar Invoices - New oo =
New Vendor Invoice : — |
i Main l Joint Check || “ 2P Account || Notes |
screen form Main tab. s
Vendor Id E] Central Coast Building Supply Reference Mumber
Invoice Number [ On Hold for Payment Retention % 0.00| § 0.00
Invoice Date il |z| Due Date i |z|
Payment Terms @ Discount Date I |z|
Purchase Order Q Discount % 0.00 s 0.00
Amount 0.00 | [] Close Purchase Order
GL Account Item Number Units Unit Cost Discount % Amount Description Report Code -
v [&] =
Ll @ &l = [a]
I < I ¥
Account Name Cost of Contracts-Material Job CostCode  Change Order  Cost Type
Item Description Material
On Hand Last Unit Cost Preferred Unit Cost Average Unit Cost
0.00 0.00000 0.00000 0.00000
AP Account | 2110 Accounts Payable-Trade Total 0.00 | Payment
New

Vendor Id

The Vendor Id field records the identification for the vendor whose invoice is to be entered in BIS®. The vendor
ID may be entered manually, or the list of vendors may be examined by clicking on the Magnifying Glass [-]icon
(at the top of the screen) or pressing Ctrl+F, and double clicking on the selected vendor, but it must exist in the
Vendor master file. When an existing vendor is selected, its name appears to the right of the Vendor Id code.

Invoice Number
This field records the invoice number that appears on the invoice from the vendor. This is an alphanumeric field
limited to ten characters.

On Hold for Payment

When this box is checked, no payment can be issued for the invoice. This might be done if there is a problem or
dispute about the order, and payment is withheld until the problem is resolved. The option blocks all types of
payments that reference the invoice number.

Invoice Date

This field usually records the date that appears on the vendor invoice. However, for prior year invoices, it will
be necessary to either use the transition date as the invoice date, or if the transition date is later in the Fiscal Year,
possibly the first day of the system’s Fiscal Year. The date may be typed or selected from the drop-down arrow
using the Calendar tool.

Payment Terms
Any Payment Terms associated with the Vendor are automatically entered. The terms can be entered manually
or by using the Find tool.

Due Date

The Due Date field records the due date for the vendor invoice. BIS® will calculate the date based on the Number
of Days to Due Date entered in the Vendor file. However, if the date of the Beginning Balance Invoice is not the
original Invoice Date, it may be manually entered.
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Purchase Order

The Purchase Order field records the purchase order number (if any) related to the invoice. BIS® will verify that
the purchase order is assigned to the vendor entered above and ask whether the line item information from the
purchase order should be loaded into the invoice. Doing so will save time spent reentering duplicate information.
Once loaded, the purchase order data can be changed, if necessary. The description of the purchase order selected
is also displayed.

Amount
The Amount field records the total amount of the invoice.

Close Purchase Order
If this box is marked, the corresponding purchase order will be closed upon posting. If no purchase order is
selected, the box will be disabled. Once closed, a purchase order cannot be changed.

Retention Percent
This field records the percentage to be retained. If the retention is entered as a dollar amount, the percentage will
be calculated.

Retention Amount
The Retention Amount field records the dollar amount to be retained. If the retention is entered as a percentage,
the amount will be calculated.

Discount Date
The Discount Date field records the date by which the invoice must be paid to receive a discount, if applicable.
The date may be typed or entered using the Calendar tool.

Discount Percent
This field records the discount percentage, if applicable. If the discount is entered as a dollar amount, the
percentage will be calculated.

Discount Amount
The Discount Amount field records the dollar amount of the discount offered, if applicable. If the discount is
entered as a percentage, the amount will be calculated.

Column Fields

Two buttons on the toolbar are useful when modifying or editing the grid area on a screen form. The Insert Line
icon |E| (or Ctrl+]) adds a blank line to the current grid of the form that is open. The Delete Line = icon (or
Ctrl+J) removes the currently highlighted line from the grid of the open record.

GL Account
This field records the general ledger account number that will be affected by the transaction line item. The Find
tool may be used to select an account number from those recorded in the Chart of Accounts.

Item

The item Column field records the code of the inventory item ordered, but only if the Inventory module license
is active. The code may be entered manually or by using the Find tool, but must be recorded in the Inventory
Items file. The field is not required and may be left blank.

Units
This field records the quantity (based upon the unit of measure) to be ordered.

Unit Cost
This field records the unit cost for the item.
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Discount Percentage
The Discount Percentage Column records the percentage of the discount offered by the vendor for early payment
for the line item (if applicable).

Amount
This important field calculates the extended amount (cost per unit times the number of units) for the line item.

Description

This field is used to record a brief description for the transaction line item. Entering a concise description can
save time otherwise spent looking for the original document to determine why an entry was made. This is an
alphanumeric field limited to 30 characters. To record an extended description for the item, click the button to
open a Notes box, where unlimited information related to the line item may be stored. If the line item refers to
an inventory item, the description is retrieved from the Inventory module.

Report Code
The Report Code column is used to record a report code related to the line item, which can be used for creating
customized reports.

Job

If the account number selected for the line item has been assigned a Job Cost Type, the button in the column will
open the Job Cost screen, where the item can be posted to a specific job, change order, and cost code. If the
invoice is for a subcontract not yet entered into the Subcontract module, the new subcontract can be added from
the screen.

The Job Cost screen allows transaction line items to be applied to the Job Cost files. The job cost fields are only
available if the account number selected for the line item is assigned a Job Cost type (other than Labor) in the
Chart of Accounts. To reach the box, click the Job button that appears in the final column of the invoice entry
table. The specific Job Cost sub-screen that appears depends on the Job Cost Type associated with the GL
Account number entered.

Line Detail Area

This area displays additional information pertaining to the line item selected, including the account name and
item description. Also displayed are the job, cost code, change order and/or cost type from the Job Cost files.

Account Name
This field displays the account name to which the invoice will be debited. The default account is recorded in the
grid above.

Please note that the underlined Account Name title is a hyperlink field as well as the description of the
information to be entered. Left-clicking on the hyperlink opens the Chart of Accounts form to add a new GL
account. Right-clicking on the Account Name hyperlink opens a selection of reports that can be directly accessed.

Item Description

If the Inventory module is installed, and the focus is on an inventoried item, the field displays the Inventory Item
Description. Please note that the underlined Item Description is a hyperlink field as well as the description of the
information to be entered. Left-clicking on the hyperlink opens the Inventory - New form to add a new Inventory
items. Right-clicking on the Account Name hyperlink opens a selection of reports that can be directly accessed.

Job

Ifthe focus is on an invoice line that is job related, the field displays the Job number applicable to that line item.
Please note that the underlined Job title is a hyperlink field as well as the description of the information to be
entered. Left-clicking on the hyperlink opens the Jobs — New form to add a new Jobs. Right-clicking on the Jobs
hyperlink opens a selection of reports that can be directly accessed.
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Summary Area
This area displays summary information pertaining to the invoice, including AP account number and name and
invoice.

AP Account

This field displays the accounts payable account to which the invoice will be credited. The default AP account
is recorded in System Wide Parameters, but may be changed on the AP Account tab. The AP account may be
entered manually, or the chart of accounts may be examined by clicking on the Magnifying Glass [<]icon (at the
top of the screen) or pressing Ctrl+F, and double clicking on the selected account. When an existing account is
selected, its name appears to the right of the AP Account number.

Total
This field displays the total of all the vendor invoice line item amounts. The amount must balance with the
Amount field shown above.

Save the Changed Record
When the record is complete or satisfactorily edited, either click on the Save [l button on the toolbar or press
Ctrl-S to save the changes.
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Joint Check Tab
If the payee requires a check with multiple names on it, the Joint Check tab allows up to two additional names
to appear on the check. The first payee will be the vendor selected on the Main tab.

Figure: BB-30 ﬂ Vendor Invoices - 141027001 - 0101 - 01/27/YY E@
Vendor Invoices form Joint
Check tab.

Joint Check 1st Mame Ajax Supply
Joint Check 2nd Name

Edit Joint Check

Open

Joint Check First Name
This field records a second payee to appear on the check. This is an alphanumeric field limited to 30 characters.

Joint Check Second Name
This field records a third payee to appear on the check. This is an alphanumeric field limited to 30 characters.

Save the Changed Record
When the record is complete or satisfactorily edited, either click on the Save [ button on the toolbar or press
Ctrl-S to save the changes.
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1099 Tab

This tab allows information to be recorded for the vendor payment which will be applied to the vendor’s 1099
tax form.

Figure: BB-31 = Vendor Invoices - 141027001 - 0101 - 01/27/¥Y =N ==
Vendor Invoices form 1099 —— 099 ‘
tab Main || Joint Check !;1099 ;i AP Account |‘ Notes |

[ Exclude 1039

1099 Type 1 [+] 1088-MI5C Miscellaneous Income
1099 Payment/Deduction 7 lz‘ MNonemployee compensation

Open

Exclude Form 1099
Checking this option will exclude the check from the 1099 form prepared for the vendor at the end of the calendar
year.

1099 Type

This field displays the current vendor's 1099 type and provides a selection of 1099 types from which to choose.
If the current check is of a different type than the default displayed, click on the drop down control to select an
option from the list. The available form types are:

Type 1: 1099-MISC, Miscellaneous Income
Type 2: 1099-DIV, Dividends and Distributions
Type 3: 1099-INT, Interest

BIS® will accumulate the vendor's payments by these types. 1099 forms are also printed according to type.

1099 Payment/Deduction
This field displays the type of payment or deduction that the expense should appear as on the company's 1099
and provides a selection of types to choose from. Click on the drop down control to select an option from the list.

Save the Changed Record
When the record is complete or satisfactorily edited, either click on the Save [l button on the toolbar or press
Ctrl-S to save the changes.
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AP Account Tab
This screen is used to change the account and session date defaults. However, for Beginning Balances, the default
account should have already been set.

Figure: BB-32 =1 Vendor Invoices - 141027001 - 0101 - 01/27/Y¥ [ -E- |

Vendor Invoices form AP b [ gz 7% oot ]
Account tab.

Your fiscal year date limits are from 01/01/YY to 12/31/¥Y,

I will update the following general ledger account:

AP Account 2110 @ Accounts Payable-Trade
Session Date oy ]

Open

AP Account
The AP Account field displays the accounts payable account to be used for posting the transaction. The default
AP account is set up in the System Wide Parameters, but can be changed here.

Session Date

The Session Date field records the session date for the transaction (i.e. the date the transaction is recorded). The
default date is the session date entered at the Login screen. If the default is not correct for the transaction, another
date may be entered here. The date may be entered manually, in the mm/dd/yy format, or by using the Calendar
tool.

Notes Tab

The Notes section is a work area for miscellaneous notes and may be used as needed.

Figure: BB-33 =7 Vendor Invoices - 141027001 - 0101 - 01/27/Y¥ [E=H ECH 5
Sample Vendor Invoices
form Notes tab.

Main || Joint Check ” 1099 H AP Account | Notes |

Quick Delivery| -

Open

Save the Changed Record
When the record is complete or satisfactorily edited, either click on the Save [d] button on the toolbar or press
Ctrl-S to save the changes.
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Reviewing Accounts Payable Beginning Balances

This section covers the Accounts Payable reports needed to check Beginning Balance entries for vendor invoices.
Access to specific reports begins with the Query screen that enables selecting the particular variation needed.
As with other reports in BIS®, reports can generally be one of 3 types: Summary, Detail, and Extended. Most
reports offer the ability to select an “Order By” setting, and often have several choices of fields for that choice.
Additionally, most reports have a variety of Options allow certain elements to show or not on the report. Finally,
most reports offer a listing of fields that can allow a refined selection of data. The Report Query will be
remembered by User Id until changed.

All report options are listed under the Reports menu, and many reports can be selected by right-clicking on a data
hyperlink to open pop-up reports menu related to that field. Either method opens a report setup form depending
upon the type of report selected.

Invoices List

This report creates a listing of all accounts payable invoices. This option provides the flexibility to generate
specific invoice reports based on a variety of criteria including vendor, invoice date, corresponding purchase
order and due date.

Access to Invoices List
Module Menu with Reports Group
AP | Reports | Invoices List

Module Menu with Reports List
AP | Invoices List

Standard Menu
Reports | Accounts Payable | Invoices List

Report Types

Detail

The Invoice List Detail Report displays the invoice date, invoice number, vendor ID and name, purchase order
number, 1099 type, accounts payable account, Account Status, invoice amount and total.

Extended
The Invoice List Detail Report also shows any reversing information.

Order By Options Fields

* Invoice Number » Show Report Criteria * Invoice Number
» Invoice Date » Reversing Entries * Invoice Date

* Vender Id * Open Invoices * Vender Id

* AP Account » Paid Invoices * AP Account

* Invoice Amount * On Hold for Payment Invoices * Invoice Amount
* Due Date * Finance Charge Invoices * Due Date

* Purchase Order * Subtotals * Purchase Order

» Session Date » (Case Sensitive » Session Date
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AP Invoice List — Detail Report

Best Construction Company
AP Invoice List

Detail Report Fage 1
Date Inwoice # Vendor Id Vendor Name PO 1099 Ty pe AP Account Status Amount
01,08/ 101538 0101 Central Coast Building 10090 2110 Open 39,000.00
Supply
o107 820 0z01 BK Contfracting 1093 MISC 2110 Open 5,000.00
o140 895 0201 BK Contracting 1098-MISC 2110 Open 79500
o123/ 101684 o101 Central Coast Building 1001 2110 Paid 29,000.00
Supply
[y Moy 1872 0201 Dry Gulch Concrete 1098-MISC 2110 Open 421000
01427 s 0201 BK Contracting 1002 1093-MISC 2110 Paid 10,000.00
o3 ki) 0201 BK Contracting 1098-MISC 2110 Paid 3.000.00
02/03/ AZ10-A 0z02 Nagel Foundations 1098 MISC 2110 Open TE5.00
02/28/ 123 0201 BK Contracting 1088-MISC 2110 Faid 10,000.00
o3Mo/ 12554031 Z000 Credit Card Bank Institution 2110 Open 150.00
08/20/ 121333 0201 BK Contracting 1098-MISC 2110 Paid 10.00
08/30/ 12584033 2000 Credit Card Bank Institution 2110 Open 10.00
08/30/ 12584033 2000 Credit Card Bank Instituticn 2110 Open 10.00
o120/ 1238 0z01 BK Contracting 1098 MISC 2110 Paid 5,005.00
oz 2438 0201 BK Contracting 1098-MISC 2110 Paid 3.600.00
o321/ 24378 0201 BK Contracting 1098-MISC 2110 Paid 2780.00
0514/ 5008 0201 BK Contracting 1088-MISC 2110 Paid 5,087.00
0821/ 8435 0z01 BK Contracting 1093 MISC 2110 Paid 3,850.00
08/21/ 874X 0201 BK Contracting 1098 MISC 2110 Faid 7,004.00
02 141027001 0101 Central Coast Building 1098-MISC 2110 Open 25,500.00
Supply
T otal of Invoices Listed 158 506.00

Figure: BB-34 AP Invoice List — Detail Report showing Open Invoices and Subtotals, sorted by Vendor.
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AP Invoice List — Extended Report

AP Invoice List

Best Construction Company

BExtended Report Page 1
Date Invoice# Vendord VendorName PO# 1098 Typs AP Account Statws  User Rev Date Amount
010G Central Coast Bulding Suwoply 1000 Hi0 Op=n ADMIN 30,0000
oo BK Confracting 1I98-MIEC 210 Open ADMIN 3,000 00
oMy BK Coniracting HIEe-MIsC Hi0 Open ADMIN TSE00
ofizy Central Cosst Building Suppl 8001 A0 Paid  ADMIN 2500000
olzn Dry Gulch Corcets 1M 10 Open ADMIN 429000
olizn B Contracting 0 Ee-MIEC A0 Pad  ADMIN 40, 0600.00
otizd BK Confracting 1I95-MIEC 210 Pad  ADMIN 300000
ek Nagel Foundstions eI C H10 Opsn ADMIN TBL00
0228 BK Confracting 1M C H10 Pad  ADMIN 40,000.00
030 Credit CardEark Insitufion 10 Open ADMIN 130.00
0B/ EK Contracting WSS H10 Pad  ADMIN .00
06/ Credit CardEark Insttufion H10 Open ADMIN 10.00
0530 Credit CardBark Insiituion 210 Open ADMIN .00
Ll BK Confracting 1I99-MIEC 210 Pad  ADMIN 30000
1l | BK Coniracfing HIEe-MIsC H0 Paid  ADMIN 360000
osze BK Confracting 1M C H10 Paxd  ADMIN 278000
sy BK Confracting 1M 10 Pad  ADMIN 9087.00
0624 EK Contracting HEe-MIEC 10 Pad  ADMIN 365000
0824 BK Coniracting IEe-MIEC H10 Paid  ADMIN 7,004 00
otizn Ceniral Cosst Bulding Swoply HoEMISC 210 Open ADMIN 25.500.00
Tota of Invoices Listed 138 506.00

Figure: BB-35 AP Invoice List — Extended Report, showing Open Invoices and subtotals, sorted by

Vendor..
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Vendor Aging

The Vendor Aging report is a valuable tool for managing vendor beginning balances.

Access to Vendor Aging Report
Module Menu with Reports Group
AP | Reports | Vendor Aging

Module Menu with Reports List
AR | Vendor Aging

Standard Menu
Reports | Accounts Payable | Vendor Aging

Report Types

Summary

The Vendor Aging Summary Report displays account number, aging date, vendor ID and name, vendor
telephone, total amount owed, total current amount, amount 1-30 days past due, 31-60 days past due, 61-90 days
past due, over 90 days past due and list totals.

Detail
The Vendor Aging Detail Report also lists open invoices including the invoice number and date, due date, days
past due, amount due, and retention.

Alternate
The Vendor Aging Alternate Report moves the retention to its own column.

Extended

The Vendor Aging Extended Report also lists the reference and discount date.

Order By - Options Fields

* Vendor Id & Invoice Number * Show Invoice Notes * AP Account
* Vendor Id & Invoice Date » Show Report Criteria * Vendor Id

e Due Date & Vendor Id * Show Retention * Aging Date

¢ Invoice Number
¢ Invoice Date
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Vendor Aging — Summary Report

Accounts Payable Aging

Best Construction Company

Vendor Id (All)
Vendor Name{All)
Aging Date=01/27/
Inwvoice Mumber [All
Inveice DatelAll

Summary Report - All AP Accounts, Aging Date: 0U27Y Page 1
Vendor Id Vendor Name Telephone
Total Current 1-30 Past 21-60 Past 61-80 Past COrver 80
0101 Central CoastBuilding Supply (505)542-7000
Total Gwed 27,450.00 25,500.00 0.00 0.00 0.00 1,950.00
0201 BK Contracting (805)542- 7000
Total Gwed 57950 0.00 0.00 0.00 0.00 57950
0202 Nagel Foundations [805)543-7000
Total Owed TB5.00 0.00 0.00 0.00 0.00 78500
0301 Dry Gulch Concrete {805)543-7000
Total Gwed 4,210.00 0.00 0.00 0.00 0.00 4210.00
2000 CreditCard Bank Institution
Total Gwed 170.00 0.00 0.00 0.00 0.00 170.00
TotslListed 32,194.50 25,500.00 0.00 0.00 0.00 7.694.50
Report Criteria
Company: BestCons ruction Company
FiscalYear: SelectedPericd01/01/  to1231/
Report: Account Payable Aging
Type: Summary
Created by: Administrator
Date: Tuesday, 0127/ 10:45AM
Order by: Vendorld + Invoice Number {Ascending)
Options: Show ReportCriteria [Yes)
Show Imvoice Notes (Mo
Show Retention {No)
Separation Line (Ma)
CaseSensitive {Mo)
Conditions: AP Account{All

Figure: BB-36 Accounts Payable Aging — Summary Report showing the Report Criteria.
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Vendor Aging — Detail Report

Accounts Payable Aging

Best Construction Company

Detail Report- Al AP Accounts, Aging Date: 0127y Page 1
Vendor Id Vendor Name Telephone
Invoice # InwvDate Crue Date Days Current 1-30 Past 31-60 Past 61-90 Past Cryer 50
0101 Central CoastBuilding Supply (505)542-7000
101536 01/08¢ 02/08/ 720 1,950.00
141027001  01/27/ el 25,500.00
Total Gwed 27.450.00 25,500.00 0.00 0.00 0.00 1,950.00
0201 BK Contracting (805)542-7000
250 017! 02108/ 720 50000
285 o114/ 0213/ 713 78 50
Total Gwed 57950 0.00 0.00 0.00 0.00 57950
0202 Magel Foundations {805)543- 7000
32104 0203/ 0303 885 500
Total Cwed FEEO0 000 0.00 .00 0o FREOD
0201 Dry Gulch Concrete (805)543-7000
1672 017271 01/27¢ 730 4,210.00
Total Gwed 4210.00 0.00 0.00 0.00 0.00 4,210.00
2000 CreditCard Bank Instituticn
1288403 0310/ 04/08/ 858 15000
12804030 06/20/ o7 /20/ 546 10.00
12884033 06/20/ o720/ B4R 10.00
Total Owed 170.00 0.00 0.00 0.00 0.00 170,00
TotalListed 33,184 50 25,500.00 0.00 .00 oo 7,684 50

Figure: BB-37 Accounts Payable Aging — Detail Report.
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Vendor Aging — Alternate Report

Best Construction Company

Accounts Payable Aging

Alternate Report - Al AP Accounts, Aging Date: 07/27/%Y Page 1

Vendorid Vendor Name Tdaphone

Invoice# nvDse  DusDate Days Curment 1-30Past  3-B0Past  ©1-80Past Creer 90

O Central Cosst Buldng Suoply BORS43-TO00

1536 o108 0206 720 1950.00

4402700 oizm 02126 2550000

Ters Owed 2550000 000 000 000 195000

i) BK Candracting BOSSE-TH00

80 o 0206 720 00.00

5] oy 01y T3 7850
Totsl Owed 000 000 000 000 To5

o0z Nagsl Foundations B0 43- 700D

204 00 0303 85 7B5.00
Total Owed 000 000 000 000 TBE00

[t} Dry Guich Coromis BOF543-T000

%72 oizm olizm T30 421000
Tersl Owed 000 000 000 000 471000

2000 Credit Card Bank Insiituion

12004061 M 0404 58 15000

12504087 06130 fingel] 5 0.00

12004083 0830 i3y 5 0.00
Tets Owed T 000 000 000 7O
Tl Listed 25,500.00 0o0 0oo 000 7604 50

Figure: BB-38 Accounts Payable Aging — Alternate Report that shows retention in its own column.
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Vendor Aging — Extended Report

Accounts Payable Aging

Best Construction Company

Extended Report- Al AP Accounts, Aging Date: 01/27/YY Page 1

Venderlkd VendorName Tdephons

Invoices Reference InvDate DiecDate DueDate Daye Current 1-30Past H-060 Past 180 Past Orver 80

o Central Coast Bulding Swol E05343- 7000

101336 e H 2 20 193000

M H0ET01 ozn L e 25,3000
Totsl Owed T 43000 25,5000 00D 000 000 195000

[ran) BK Caoniracfing BO5543-T000

80 Mo fietisd 720 0000

205 M4 L2k TiZ 7950
Total Owed >33 000 o0l Lhi ] o0 >9300

0202 Nagel Foundstions 052437000

32104 00y i [:15] 78300
Total Owed TBI00 000 000 o0 000 FE300

0 Dry Guich Concele 055437000

#72 ozn Ly b T30 421000
Total Owed 4290.00 0.00 0.00 000 000 421000

2000 Cvedit Card Bark Insiiuion

12004081 0310 034l P 658 15000

12004062 0630 H Lirfieid ] 000

12004083 0530 Ty 348 00D
Total Owed 7000 00D o0l o0 o0 7000
Tkl Listed 3349430 25,3000 0.00 00 00 TEe430

Figure: BB-39 Accounts Payable Aging — Extended Report.
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Payroll
The Payroll Manual Checks screen form is used to enter the payroll beginning balances when setting up existing
employees for the first time in BIS®. The Main tab records basic information related to the check written.

Preparation

A Year-to-Date Payroll report must be obtained from the old accounting system as of the last business day prior
to the transition date. Depending on the system, other reports may have a the needed information, but what is
needed is a listing of all of the employee payrolls that were paid as of the close of business the day before the
transition date. Further, it is only necessary to obtain the summary records for each full Calendar Quarter,
subsequent Calendar Month, and subsequent individual Pay Periods processed in the prior system.

The Payroll Module’s entries will not be balances against the General Ledger except by comparing payroll
reports against specific accounts listed in the General Ledger. Thus, the PR accounts in the General Ledger must
be the same as the various payroll accounts as shown on the reports from the PR module of the old system.

A Caution

If the balances in the subsidiary journals and ledgers doe not match
their corresponding GL accounts, the beginning balance must stop
until the errors are identified and corrected. In many cases, the advice
is to check with the C.P.A.

There are two conditions under which no Payroll Beginning Balances will be entered:
1. The business is brand new, and there is no prior payroll.
2. The Transition Date for the new system is the beginning of the Calendar Year irrespective of the Fiscal
Year.

Payroll Beginning Balance Posting Account Exceptions

Overview

Unlike Accounts Payable, all Payroll entries will be posted to the Payroll Suspense account. Thus, the net balance
of any full payroll transaction entered will be zero, and have no effect on the General Ledger. To ensure that the
module’s entries will match the payroll accounts’ beginning balances entered into the General Ledger, Payroll
report balances will be compared against prior Payroll Beginning Balance entries to the General Ledger. The
following is a series of two accounting T-Charts to show a summary of the PR entries that will be made into each
module, unless the Transition Date is January 1 of the Calendar Year.

GL PR Beginning Balances Debit (+) Credit (-)
Cash Cash Account
PR Liabilities PR Liabilities
Job Wages COGS or WIP
Non-Job Wages Salaries
Employer PR Expenses Expenses

PR Module Beginning Balances Debit (+) Credit (-)
Cash PR Suspense
PR Liabilities PR Suspense
Job Wages PR Suspense
Non-Job Wages PR Suspense
Employer PR Expenses & Taxes PR Suspense
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PR Accounts to Change for Beginning Balances
This section will indicate a number of account numbers that will be changed in BIS® temporarily during the time

when Payroll Beginning Balances will be entered in the Payroll module via the Cash Disbursements — Payroll
Checks functionality.

Since individual companies may employ unique Additions, Deductions, Tax Exempt, or Local Tax entries, the
information here should be used as a guide. Users will have to adapt the directions and procedures included to
the specific circumstances needed.

The table on the previous page illustrated the need to temporarily change the default PR accounts to the PR
Suspense account. These accounts are set in a wide variety of areas of the program.

v Tlp It may be very useful to make “screen shots™ of the various screens described
below prior to making changes, so that the settings can be returned to their

proper defaults after the Payroll Beginning Balances are complete.

When a particular screen form is shown, press the Print Screen <PrintScrn> key
that is probably located to the right of the <F12> key. When this key is pressed,
the screen image is copied to the computer’s “clipboard.” All that is necessary
is to open a word processor to a new document, and Paste the image by pressing

System Wide Parameters — PR Tab

The PR tab of the System Wide Parameters contains sub-tabs with a wide variety of settings that affect payroll
processing.

Y Tip The PR tab will only be available if the Payroll module is installed.

Menu Access

Accounts Sub-Tab
Administrator | System Wide Parameters | PR Tab | Accounts Sub-Tab

Figure: BB'40-1 i;l System Wide Parameters E@
Administrator, System
Wide Parameters PR tab,
Accounts sub-tab screen

1030 Cash In Bank-Savings
fo rm. Cash Account o3 lo
PR Advance Account 1430 Q| Employee Advances

GL AP AR CD CR Iv AD PR UN I 1B DM BK Miscelaneous Consolidation

gccounts Default Taxes CustomApp Certified Payroll Direct Deposit

Accrue Workers' Comp. to the General Ledger

Waorkers' Comp. Payable Account 2300 | Worker's Compensation Payable
‘Workers' Comp. Expense Account | 7008 2 | Insurance-Workman's Comp-Gau

Click on the <Save > button to save changes
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Settings
Set all check mark settings to the desired defaults

Change the following accounts to the Payroll Suspense Account:

» Cash Account * Union Expense Account
* PR Advance Account * Workers” Comp. Payable Account
* Union Payable Account * Workers” Comp. Expense Account

Default Sub-Tab
Administrator | System Wide Parameters | PR Tab | Default Sub-Tab

Figure: BB-40.2 T =
Administrator, System

Wide Parameters PR tab,

GL AP AR CD CR Iv aD PR uUN X JB DM BK Miscelaneous Consolidation

Accounts Taxes Custom App Certified Payroll  Direct Deposit
Default sub-tab screen
form Apply Company FICA to Job Cost [C] offer Check Run Report
. Trade Classification to overwrite employee wage rates Departmentalize Payroll Assets accounts (Non-Casl
de Classifi I l ] h
[[Juse Cost Code Payroll defaults [[] Departmentalize Payrall Payable & Liability accounts
werwrite default tax withholding and unemployment states epartmentalize Payroll Expense accoun
[l Overwrite default tax withholding and ! tstates [ Departmentalize Payral E ts
Allow duplicate check numbers Allow a check date prior to the pay period date
llow dupl check numb: Il chedk d th d d
[[] Allow negative Tax Deferred in Payroll Checks [[]show Company Address on checkstub

Distribute Reg Hrs using TAB key when over 8 hours

Load Default Workers' Comp. Classification from:  (®) Employees (using Tax Withholding State)
() Cost Code Library
(") Employees {using Job State)
(O Employees (using Workers' Comp State)

Vacation & Sick Leave Accruals

[[] Allow to use more vacation hours than available

[ &llow to use more sick pay hours than availsble
[[]reduce hours taken before check is posted

[l Use plan "Beginning Accruing Date" to calculate plan limits

Click on the <Save > button to save changes

Taxes Sub-Tab
Administrator | System Wide Parameters | PR Tab | Taxes Sub-Tab

Figure: BB-40.3 = Systern Wide Parameters ===
Administrator, System
Wide Parameters PR tab,
Taxes sub-tab screen

form Calendar Year for Federal & State Tax Information

GL AP AR CD CR Iv aD PR uUN X JB DM BK Miscelaneous Consolidation

Accounts  Default T Custom App ~ Certified Payroll  Direct Deposit

pren

Year ~
Eederal Tax Information

State Tax Information

Click on the <Save > button to save changes
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Calendar Year Dropdown
Calendar Year dropdown to select year for viewing Federal & State Information settings

Federal Tax Information Button
The button opens the Federal Tax Information form that is used to set basic federal tax information, including tax rates
and default posting accounts, for the company.

State Tax Information Button
The button opens the State Tax Information form that is used to activate states for use by the company and to set up
basic tax information for each state selected, including tax rates and default posting accounts.

Custom App Sub-Tab
Administrator | System Wide Parameters | PR Tab | Custom App Sub-Tab

Custom App Sub-tab allows the additional of specialized custom PR apps available for a fee.

Figure: BB-40.3 = System Wide Parameters E@
Administrator, System

Wide Parameters PR tab,
Custom App sub-tab

screen form Custom Application to reprint/email Payroll Chedc Stub | ADDOS00 % | Email Payroll Check Stub

GL AP AR CD CR IV AD PR UN JC JB DM BK Micellaneous Consolidation

Accounts  Default Taxes :,.C..I!EES!!.'."..&EH_ Certified Payroll  Direct Deposit

Output Form to reprint/femail Payroll Check Stub System Laser w
Employee email address to use when emailing Payroll Check Stub ~ (C) Business Email  (®) Personal Email

Click on the <Save> button to save changes

Certified Payroll Sub-Tab
Administrator | System Wide Parameters | PR Tab | Certified Payroll Sub-Tab

Certified Payroll Sub-tab allows for optional settings and accounts specific to Certified Payroll.

Include employees with no trade classification
When checked will make available in Certified Payroll runs those employees that do not have a designated Trade
Classification set in their Employee master record.

Combine Regular & Certified Tabs
When checked it eliminates Certified tab on Payroll Hours & Adjustments form. Certified Payroll hours are then
entered on the Hours tab and recognized as certified hours when a Certified Job is selected on the Job form.

Accrue Fringe Benefits to the General Ledger
When checked allows for selecting separate Payable and Expense accounts for accruing Fringe Benefits pertaining
to Certified Payroll.
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Figure: BB-40.3
Administrator, System
Wide Parameters PR tab,
Certified Payroll sub-tab
screen form.

= System Wide Parameters
GL AP AR CD CR v AD PR UN JC JB DM BK Miscellaneous
Accounts  Default Taxes Customapp | Certified Payroll! DirectDeposit

[indude employees with no trade dassification
Combine Regular & Certified Tabs

[ Accrue Fringe Benefits to the General Ledger

Payable Account Q
Expense Account Q

Click on the <Save> button to save changes

Cansolidation

(=[O

Direct Deposit

The button opens the Direct Deposit Information form that is used to enter the bank, routing, and other information
needed for direct deposit of payroll for enrolled employees.

L Tip

The Direct Deposit function is available with the Professional or Enterprise

Information about these three buttons in included in the Direct Deposit section that follows.

Save the Changed Record
When the record is complete or satisfactorily edited, either click on the Save [dl button on the toolbar, or press Ctrl-S

to save the changes.
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Federal Tax Information Button

The form, opened from the Payroll (PR) tab of the System Wide Parameters, is used to set and maintain all federal
tax information that is required to complete payroll. It is necessary to change the Federal Withholding, Expense, and
Payable accounts to the Payroll Suspense Account number while the Payroll Beginning Balances are begin entered.

Menu Access
Administrator | System Wide Parameters | PR Tab | Taxes Sub-Tab | Federal Tax Information Button

Federal Tax Information — Federal Tab

Federal Withholding Account

After obtaining a screen shot of this screen form, change the default Federal Withholding Account number to the
Payroll Suspense account. The information may be selected from the Chart Accounts by using the Find tool. After the
Payroll Beginning Balance entries are complete, the account number may be reset to its original default.

Flgure: BB-41 =] Federal Tax Information - Calendar Year:YYYY = @
System Wide Parameters e | ,
F ! - - =

PR tab, Federal TaX iredera ;l FICA Social Security Tax | FICA Medicare Tax || FUTATax |
Information, Federal tab Employer Federal Tax ID 77-0000000
screen form. Federal Withholding Account 2210 @ Payroll Taxes PayableFIT

[¥]Federal Tax Withholding calculation by Employee and State

[¥]Round federal withholding to the nearest dollar

Save Close

Save the Changed Record
When the record is complete or satisfactorily edited, either click on the Save [l button on the toolbar, or press Ctrl-S

to save the changes.
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Federal Tax Information — FICA Social Security Tax Tab

The FICA Social Security Tax tab is used for recording detailed information related to Federal Insurance Contributions
Act (FICA) Social Security withholdings. It is necessary to change the Social Security Withholding, Payable, and
Expense accounts to the Payroll Suspense Account number while the Payroll Beginning Balances are begin entered.

A Caution

For BIS® to correctly compute the withholding amount for each

Social Security Withholding Account
After obtaining a screen shot of this screen form, change the default Social Security Withholding Account number
to the Payroll Suspense account. The information may be selected from the Chart Accounts by using the Find tool.

Flgure: BB-42 ﬂ Federal Tax Information - Calendar Year: YYYY = @
System Wide Parameters -
PR tab, Federal Tax Eederal | FI ¢ ; | FICA Medicare Tax ” FUTA Tax |
’
Information, FICA Social Tax Rate (Employes) 0.08200
Security Tax tab screen Tax Rate (Company) 005200
form Wage Limit 118,500.00 | [] No Limit
' Sodial Security Withholding Account | 2220 @ Payroll Taxes Payable-FICA
[¥] Accrue Social Security Tax to the General Ledger
Sodial Security Payable Account 2220 @ Payroll Taxes PayableFICA

Social Security Expense Account 7005 @ Payroll Tax Expense-G&A

Save Close

After the Payroll Beginning Balance entries are complete, the account number may be reset to its original default.

Social Security Payable Account

After obtaining a screen shot of this screen form, change the default Social Security Payable Account number to the
Payroll Suspense account. The information may be selected from the Chart Accounts by using the Find tool. After the
Payroll Beginning Balance entries are complete, the account number may be reset to its original default.

Social Security Expense Account

After obtaining a screen shot of this screen form, change the default social Security Expense Account number to the
Payroll Suspense account. The information may be selected from the Chart Accounts by using the Find tool. After the
Payroll Beginning Balance entries are complete, the account number may be reset to its original default.

Save the Changed Record
When the record is complete or satisfactorily edited, either click on the Save [l button on the toolbar or press Ctrl-S

to save the changes.
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Federal Tax Information — FICA Medicare Tax Tab

The FICA Medicare Tax tab is used for recording detailed information related to Federal Insurance Contributions Act
(FICA) Medicare withholdings. It is necessary to change the Medicare Withholding, Payable, and Expense accounts
to the Payroll Suspense Account number while the Payroll Beginning Balances are begin entered.

4 Caution For BIS® to correctly compute the withholding amount for each

Figure: BB-43 ﬂ Federal Tax Information - Calendar Year:YYYY = @
System Wide Parameters . S —
PR tab, Federal TaX Federal || FICA Sodial Security Tax | iF FUTA Tax
Information, FICA Tax Rate 0.01450 Additional Medicare Tax
Medica re TaX tab screen Wage Limit 0.00 | [¥] Mo Limit [¥] Caleulate Additional Medicare Tax
form. Threshold for Single 200,000.00
Threshold for Married 250,000.00
Threshold for Married-Single Rates 125,000.00
Additional Medicare Rate 0.00500
Medicare Withholding Account 2220 @ Payroll Taxes PayableFI1CA
J Accrue Medicare Tax to the General Ledger
Medicare Payable Account 2220 @ Payroll Taxes PayableFICA
Medicare Expense Account 7005 G, | Payroll Tax Expense-G&A

Save Close

Medicare Withholding Account

After obtaining a screen shot of this screen form, change the default Medicare Withholding Account number to the
Payroll Suspense account. The information may be selected from the Chart Accounts by using the Find tool. After the
Payroll Beginning Balance entries are complete, the account number may be reset to its original default.

Medicare Payable Account

After obtaining a screen shot of this screen form, change the default Medicare Payable Account number to the Payroll
Suspense account. The information may be selected from the Chart Accounts by using the Find tool. After the Payroll
Beginning Balance entries are complete, the account number may be reset to its original default.

Medicare Expense Account

After obtaining a screen shot of this screen form, change the default Medicare Expense Account number to the Payroll
Suspense account. The information may be selected from the Chart Accounts by using the Find tool. After the Payroll
Beginning Balance entries are complete, the account number may be reset to its original default.

Save the Changed Record
When the record is complete or satisfactorily edited, either click on the Save [l button on the toolbar, or press Ctrl-S
to save the changes.
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Federal Tax Information — FUTA Tax Tab

The FUTA Tax tab is used for recording detailed information related to employer Federal Unemployment Tax Act
(FUTA) taxes. It is necessary to change the FUTA Payable and Expense accounts to the Payroll Suspense Account
number while the Payroll Beginning Balances are begin entered.

4 Caution For BIS® to correctly compute the company’s tax obligation for each

Flgure: BB-44 = Federal Tax Information - Calendar Year: YYYY = @
System Wide Parameters | e
PR ta b, Federal TaX Federal || FICA Sodial Security Tax ‘I FICA Medicare Tax I 1 3X(|
Information, FUTA Tax tab Tax Rate 0.06200 e
screen form . Maximum Credit 0.05400 ) Apply Tax Rate

Net Tax Rate 0.00800

Wage Limit 7,000.00 | [T Mo Limit

[¥] Accrue FUTA Tax to the General Ledger

FUTA Payable Account 2230 @ Fayroll Taxes Payable-FUTA

FUTA Expense Account 7005 @ Payroll Tax Expense-GRA
FUTA Payable Account

After obtaining a screen shot of this screen form, change the default FUTA Payable Account number to the Payroll
Suspense account. The information may be selected from the Chart Accounts by using the Find tool. After the Payroll
Beginning Balance entries are complete, the account number may be reset to its original default.

FUTA Expense Account

After obtaining a screen shot of this screen form, change the default FUTA Expense Account number to the Payroll
Suspense account. The information may be selected from the Chart Accounts by using the Find tool. After the Payroll
Beginning Balance entries are complete, the account number may be reset to its original default.

Save the Changed Record
When the record is complete or satisfactorily edited, either click on the Save [l button on the toolbar, or press Ctrl-S

to save the changes.
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State Tax Information Button

The form, opened from the Payroll (PR) tab of the System Wide Parameters, is used to activate states for payroll use
by the company. It is necessary to change the State Withholding, Expense, and Payable accounts to the Payroll
Suspense Account number while the Payroll Beginning Balances are begin entered.

Menu Access
Administrator | System Wide Parameters | PR Tab | State Tax Information Button

Figure: BB'45 i?l State Tax Information - Calendar Year:YYYY @
System Wide Parameters o e
PR tab, State Tax 7] |AK |Alaska
Information screen form. B A | et

[¥] AR Arkansas

¥ |AZ |Arizona

¥] ca california

|[¥] |cO Colorado

|¥] |CT Connecticut

W] |DC  |District of Columbia

o
o

-~

-

m

¥| |DE Delaware
[#] |FL |Florida
|—-Z| GA | Georgia
¥ HI  |Hawaii
Z TA Towa

[¥] I Idaho
¥] 1 dlincis
¥ N |Indiana
Z KS |Kansas
4

DO DO oD D O e

2

Close

To select a state, simply place a checkmark in the box shown in the Mark column on the line for that state.

State Tax Information — State Tab

Figure: BB-46 ﬂ California Tax Information - Calendar Year: Y'Yy = @
System Wide Parameters ;

PR tab, State Tax
Information, State tab Employer State Tax ID 1111111111

screen form_ State Withholding Account 2240 @ Payrol Taxes Payable-SIT
[ Round state withholding to the nearest dollar

| SUTA ” SDI ” Tax Deferred ‘

Form DE-5/DE 9C

Exemption Status (DE-6/DE 9C) | None ||
Top Mark Adjustments
Top 0 El inches
Right a El inches
Bottom Mark Adjustments
Left 1} El inches
Bottom |0 El inches

Save Close

State Withholding Account

After obtaining a screen shot of this screen form, change the default State Withholding Account number to the Payroll
Suspense account. The information may be selected from the Chart Accounts by using the Find tool. After the Payroll
Beginning Balance entries are complete, the account number may be reset to its original default.

Save the Changed Record
When the record is complete or satisfactorily edited, either click on the Save [l button on the toolbar or press Ctrl-S
to save the changes.
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State Tax Information — SUTA Tax Tab

The SUTA Tax tab is used for recording detailed information related to employer State Unemployment Tax Act
(SUTA) tax. It is necessary to change the SUTA Expense and Payable accounts to the Payroll Suspense Account
number while the Payroll Beginning Balances are begin entered.

Flgure: BB-47 =] Califomia Tax Information - Calendar Year: YYYY = @
System Wide Parameters |G
State | 2UTA G| SDI || Tax D

PR tab, State Tax = =
Information, SUTA Tax tab TaxRate 0.06200
screen form. Wage Limit 7,000.00 | [ No Limit

[7] Accrue SUTA Tax to the General Ledger

SUTA Payable Account 2260 @ Payrol Taxes Payable-State Unem

SUTA Expense Account 7005 @ Payrol Tax Expense-G&A

Save Close

SUTA Payable Account

After obtaining a screen shot of this screen form, change the default SUTA Payable Account number to the Payroll
Suspense account. The information may be selected from the Chart Accounts by using the Find tool. After the Payroll
Beginning Balance entries are complete, the account number may be reset to its original default.

SUTA Expense Account

After obtaining a screen shot of this screen form, change the default SUTA Withholding Account number to the
Payroll Suspense account. The information may be selected from the Chart Accounts by using the Find tool. After the
Payroll Beginning Balance entries are complete, the account number may be reset to its original default.

Save the Changed Record
When the record is complete or satisfactorily edited, either click on the Save [l button on the toolbar, or press Ctrl-S
to save the changes.
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State Tax Information — SDI Tax Tab

The SDI Tax tab is used for recording detailed information related to employee State Disability Insurance Act (SDI)
withholdings. It is necessary to change the SDI Expense and Payable accounts to the Payroll Suspense Account
number while the Payroll Beginning Balances are begin entered.

Y Tip State Disability Tax exists in California, but may not be applicable in other
states. SDI should not be confused with Workers’ Compensation Insurance.

Figure: BB-48 ﬂ California Tax Information - Calendar YearYYYY = @
System Wide Parameters

PR tab, State Tax

Info rmation, SDI Tax tab [¥] wiithhold for State Disability Insurance (SDI)
screen form' Tax Rate 0.00900
Wage Limit 79,418.00 | [] No Limit
SDI Withhelding Account 2250 @ Payrol Taxes Payable-State Disabi

Save Close

SUTA Withholding Account

After obtaining a screen shot of this screen form, change the default SDI Withholding Account number to the Payroll
Suspense account. The information may be selected from the Chart Accounts by using the Find tool. After the Payroll
Beginning Balance entries are complete, the account number may be reset to its original default.

Save the Changed Record
When the record is complete or satisfactorily edited, either click on the Save [l button on the toolbar, or press Ctrl-S

to save the changes.
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Direct Deposit Button

The National Automated Clearing House Association (NACHA), from whose initials the more commonly used “ACH”
was derived, governs the direct deposit standards used by banks nationally. The direct deposit features within BIS®
will allow users to create an ACH standard file to send to the bank for electronic payroll distribution.

It is necessary to disable the Direct Deposit functionality while the Payroll Beginning Balances are begin entered.

Y Tip The Direct Deposit function is available with the Professional or Enterprise

To disenable Direct Deposit within the system, the Enable Direct Deposit check box found in three sections must be
deactivated:

m System Wide Parameters | Payroll Tab | Payroll Direct Deposit
m Employee Master Record | Direct Deposit Tab
= Print Payroll Checks

The section covers the setup required in the System Wide Parameters.

Menu Access
Administrator | System Wide Parameters | PR Tab | Direct Deposit Button

Figure: BB-49 = Payroll Direct Deposit = @
System Wide Parameters

PR tab, Direct Deposit
screen form.

Priority Code 01

Reference Code 12345678

Immediate Destination Code | 102000022 Name | 15T BANK

Immediate Origin Code 102000021 Name BEST COMSTRUCTION
Company MName BEST CONST.

Company Identification 1234567890

Company Entry Description | CHECKING

Originating DFI Identification | 12345678

Bank Account 12345578901234567

Routing Mumber 102000021

Account Type Checking E‘

Save Close

Enable Direct Deposit

After obtaining a screen shot of this screen form, and during the period that the Payroll Beginning Balances are
entered, uncheck the box to enable direct deposits to employee's accounts. Direct Deposit must be disenabled in three
places to work properly; in the System Wide Parameters PR Tab, in the Employee Master File Direct Deposit Tab and
in Print Payroll Checks.

Save the Changed Record
When the record is complete or satisfactorily edited, either click on the Save [d button on the toolbar or press Ctrl-S
to save the changes.
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Union Accounts to Change for Beginning Balances

This section will indicate a number of account numbers that will be changed in BIS® temporarily during the time when
Payroll Beginning Balances will be entered in the Payroll module via the Cash Disbursements — Payroll Checks
functionality.

Union Accounts Tab

The Account section is used for listing the general ledger accounts used for posting union contributions and
deductions. It is necessary to change the Union Expense and Payable accounts to the Payroll Suspense Account
number while the Payroll Beginning Balances are begin entered.

Figure: BB-SO i?l Union - 1000 Laborer's Union EI@
Union Accounts tab screen | —
form sample.

Classifications udf [Motes

[¥]Employee Deduction

Union Pavable Account 2410 |§| Union Payable 1
Union Taxable Accounts

Union Taxable Addition Account 2410 |§| Union Payable 1
Union Taxable Deduction Account 2410 l&l Union Payable 1

Edit

Union Payable Account

After obtaining a screen shot of this screen form, change the default Union Payable Account number to the Payroll
Suspense account. The information may be selected from the Chart Accounts by using the Find tool. After the Payroll
Beginning Balance entries are complete, the account number may be reset to its original default.

Union Taxable Addition Account

After obtaining a screen shot of this screen form, change the default Union Taxable Addition Account number to the
Payroll Suspense account. The information may be selected from the Chart Accounts by using the Find tool. After the
Payroll Beginning Balance entries are complete, the account number may be reset to its original default..

Union Taxable Deduction Account

After obtaining a screen shot of this screen form, change the default Union Taxable Deduction Account number to
the Payroll Suspense account. The information may be selected from the Chart Accounts by using the Find tool. After
the Payroll Beginning Balance entries are complete, the account number may be reset to its original default.

Save the Changed Record
When the record is complete or satisfactorily edited, either click on the Save [d button on the toolbar or press Ctrl-S
to save the changes.
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Payroll Adjustments

This section covers 4 types of Payroll Adjustments master files: Additions, Deductions, Tax Deferred, and Local
Taxes that will be changed in BIS® temporarily during the time when Payroll Beginning Balances will be entered in
the Payroll module via the Cash Disbursements — Payroll Checks functionality.

Modular Menu Access
Payroll | Payroll Adjustments

Standard Menu Access
List | Payroll Adjustments

Additions

This section covers one type of payroll adjustment: Additions. This section will indicate a number of account numbers
that will be changed in BIS® temporarily during the time when Payroll Beginning Balances will be entered in the
Payroll module via the Cash Disbursements — Payroll Checks functionality.

Modular Menu Access
Payroll | Payroll Adjustments | Additions

Standard Menu Access
List | Payroll Adjustments | Additions

BIS® maintains the following payroll adjustments master files: Additions, Deductions, Tax Deferred and Local Taxes.
If any of these adjustments are used when setting up adjustment defaults in an employee master record or being used
in the Payroll Hours and Adjustments entry, they must be changed temporarily.

There are a number of system addition codes that are already set up in BIS®:

10 Vacation Pay

11 Holiday Pay

12 Sick Pay

13 Special Pay

14 Other Earnings

15  Other Earnings

16  Other Earnings

17  Non-Payroll Addition: Addition code 17 is used for non-payroll additions, such as reimbursements. This is
permanently marked as a non-payroll adjustment and cannot be marked for tax withholding.

20  Adjust Box 12 on W-2 and Pay C: Addition code 20 is used for fringe benefits that will increase the
employee’s total gross wages subject to taxes. Any additions that reference the code will increase the amount
in box 12 of the employee’s W-2 form.

21 Adjust Box 12 on W-2 but NOT P: Addition code 21 is used for fringe benefits that will not increase the
employee’s gross wages, but will appear in box 12 of the employee’s W-2 form.

22 Earned Income Credit: Addition code 22 is used for Advance EIC payments for those employees who
qualify. The amount of the adjustment will not increase the employee’s gross wages and will not be taxed.
Any additions that reference the code will increase the amount in box 9 of the employee’s W-2 form.

26 Union Tax Automatic Addition: Addition code 26 is used by the system to reflect adjustments made for
taxable union company contributions. The addition amount should be left blank. Union contributions should
be set up using the Union form.

These codes cannot be changed or deleted. However, new codes can be added at any time to cover an addition not
included above. Thus, these codes, or new ones created, will need to be temporarily changed during the Payroll
Beginning Balances process.
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Scrolling Through Payroll Adjustment Addition Records

Payroll adjustment additions’ records can be scrolled by using the VCR buttons on the toolbar at the top of
the screen. Clicking on the First l4] icon(at the top of the screen) will open the first record of the list, according to
Addition Code. Clicking on the Previous L] icon (at the top of the screen) will open the next record of the list,
according to Addition Code. Clicking on the Next [2] icon (at the top of the screen) will open the next record of the
list, according to the Addition Code. Clicking on the Last [#] icon (at the top of the screen) will open the last record
of the list, according to the Addition Code.

Editing an Existing Record

The list of existing addition codes may be examined by clicking on the Magnifying Glass []icon (at the top of the
screen) or pressing Ctrl+F, and double clicking on the item of interest. Records can be edited by either using the
Search button feature or by using the mouse or cursor keys to select the record to be edited.

Figure: BB-51

Payroll Adjustments, e
Additions Find/Search
form. Search for
screen Search in Code E‘
Condition Begin with E‘
|:| Case Sensitive
Code Description Limit  Addition Amt =
10 |Vacation Pay 0.00 0.000
11 Holiday Pay 0.00 0.000
12 Sick Pay 0.00 0,000
13 Special Pay 0.00 0,000
14 | Other Earnings 0.00 0.000
15 | Other Earnings 0.00 0.000
16 | Other Earnings 0.00 0.000
17 |Mon-Payroll Addition 0.00 0,000
20 Box 14on W-2 and PR Check 0.00 0,000
21 |Box 14 on W-2 but NOT FR Chedk 0.00 0.000
22 |Earned Income Credit 0.00 0.000
26 |Union Tax Automatic Addition 0.00 0.000

Note that when the addition code form appears, some of the fields at the top are shaded; information cannot be entered
or changed. However, information in non-shaded areas can be edited.

Figure: BB-52
Sample Payroll
Adjustments master

=3 Additions - 10 Vacation Pay

o) o =]

record, Additions screen Addition Code 10 Non Payroll Adjustment
Description Vacation Pay
form. : -
Addition Limit 0.00 | [¥] Mo Limit
GL Account 7003 @ Salaries & Wages-Administration
Report Code @
Addition
Amount 0.00

(71 Percent of Gross Wages () Rate per Hour Worked

Include in

Federal Tax Withholding

Federal Unemployment Tax Amount
FICA Sodal Security Tax Withholding
FICA Medicare Tax Withholding

@) Fixed Amount () Rate per Hour Earned

State Tax Withholding

State Unemployment Tax Amount
SDI Tax Withholding

Local Tax Withholding

Edit
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Main Tab

This section will indicate a number of account numbers that will be changed in BIS® temporarily during the time when
Payroll Beginning Balances will be entered in the Payroll module via the Cash Disbursements — Payroll Checks
functionality.

Form Fields
There are a number of system addition codes that are already set up in BIS®:

10
11
12
13
14
15
16
17

20

21

22

26

Vacation Pay

Holiday Pay

Sick Pay

Special Pay

Other Earnings

Other Earnings

Other Earnings

Non-Payroll Addition: Addition Code 17 is used for non-payroll additions, such as reimbursements. This
is permanently marked as a non-payroll adjustment and cannot be marked for tax withholding. The details
from the code can be duplicated as other specifically named codes for other reimbursements.

Adjust Box 12 on W 2 and Pay C: Addition code 20 is used for fringe benefits that will increase the
employee’s total gross wages subject to taxes. Any additions that reference the code will increase the amount
in box 12 of the employee’s W-2 form.

Adjust Box 12 on W 2 but NOT P: Addition Code 21 is used for fringe benefits that will not increase the
employee’s gross wages, but will appear in box 12 of the employee’s W-2 form.

Earned Income Credit: Addition Code 22 is used for Advance EIC payments for those employees who
qualify. The amount of the adjustment will not increase the employee’s gross wages and will not be taxed.
Any additions that reference the code will increase the amount in box 9 of the employee’s W 2 form.
Union Tax Automatic Addition: Addition Code 26 is used by the system to reflect adjustments made for
taxable union company contributions. The addition amount should be left blank. Union contributions should
be set up using the Union form.

These codes cannot be changed or deleted. However other codes that may be been added may also need the temporary
changes indicated below.

GL Account

After obtaining a screen shot of this screen form, change the default GL Account number to the Payroll Suspense
account. The information may be selected from the Chart Accounts by using the Find tool. After the Payroll Beginning
Balance entries are complete, the account number may be reset to its original default.

Save the Changed Record
When the record is complete or satisfactorily edited, either click on the Save [l button on the toolbar or press Ctrl-S

to save the changes.
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Payroll Adjustments - Deductions

This section covers one type of payroll adjustment: Deductions. This section will indicate a number of account
numbers that will be changed in BIS® temporarily during the time when Payroll Beginning Balances will be entered
in the Payroll module via the Cash Disbursements — Payroll Checks functionality.

Modular Menu Access
Payroll | Payroll Adjustments | Deductions

Standard Menu Access
List | Payroll Adjustments | Deductions

BIS® maintains the following payroll adjustments master files: Additions, Deductions, Tax Deferred and Local Taxes.
These adjustments must exist in the master file prior to setting up adjustment defaults in an employee master record
or being used in the Payroll Hours and Adjustments entry.

There are a number of system deduction codes that are already set up in BIS®:

30  Insurance Deduction

31  Advance Payback Deduction

32 Savings Deduction

35  Other Deduction

36  Other Deduction

37  Extra Federal Withholding

38  Extra State Withholding

55  Union Automatic Deduction: Deduction Code 55 is used by the system to reflect adjustments made for union
employee deductions. The deduction amount should be left blank. Union deductions should be set up using
the Union form.

56  Union Tax Automatic Deduction: Deduction Code 56 is used by the system to reflect adjustments made for
taxable union company contributions. The deduction amount should be left blank. Union contributions
should be set up using the Union form.

57  W/C Automatic Deduction: Deduction Code 57 is used by the system to reflect employee deductions for
Worker's Compensation. The deduction amount should be left blank.

These codes cannot be changed or deleted. However other codes that may be been added may also need the temporary
changes indicated below.

Scrolling Through Payroll Adjustment Deduction Records

Payroll adjustment deductions’ records can be scrolled by using the VCR buttons on the toolbar at the top
of the screen. Clicking on the First [i] icon (at the top of the screen) will open the first record of the list according to
Deduction Code. Clicking on the Previous L4] icon (at the top of the screen) will open the next record of the list
according to Deduction Code. Clicking on the Next L] icon (at the top of the screen) will open the next record of the
list according to the Deduction Code. Clicking on the Last 4] icon (at the top of the screen) will open the last record
of the list according to the Deduction Code.

Editing an Existing Record

The list of existing deduction codes may be examined by clicking on the Magnifying Glass []icon (at the top of the
screen) or pressing Ctrl+F, and double clicking on the item of interest. Records can be edited by either using the
Search button feature or by using the mouse or cursor keys to select the record to be edited.
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Figure: BB-53 = . —
Payroll Adjustments, = Deductions = |[-E ]

Deductions Find/Search
Search
screen form. Tl
Search in Code Iz‘
Condition Begin with E
|:| Case Sensitive

Code Description Limit Min YTD Gross Max YT
30  |Insurance Deduction 0.00 0.00| 0.00
31 | Advance Payback Deduction 1,000.00 0.00 0.00
32 | Sawings Deduction 0.00 0.00 0.00
35 | Other Deduction 0.00 0.00 0.00
36 |Other Deduction 0.00 0.00 0.00
37 |Extra Federal Withholding 0.00 0.00 0.00
38 |Extra State Withholding 0.00 0.00 0.00
55  |Union Automatic Deduction 0.00 0,00, 0.00
56 |Union Tax Automatic Deduction 0.00 0.00) 0.00
57 |\W/C Automatic Deduction 0.00 0.00 0.00
I I T — }

Note that when the deduction code form appears, some of the fields at the top are shaded; information cannot be
entered or changed. However, information in non-shaded areas can be edited.

Cloning an Existing Record

Once a record is selected, it can be cloned to create a new record, making modifications to the cloned record. Once
the source record is brought to the screen, use the Clone Record [&] icon on the toolbar. The system will ask, “Do you
want to clone this record?” Click on the Yes button to clone it, or click on the No button to leave the process. Records
can be edited as described above. However one difference is that the cloned record will require a new Deduction Code,
Description, etc. to be saved as a new record.

Deleting an Existing Record

Existing records that were added by the user can be deleted, but only if there are no existing transactions dependent
on the one selected. Once the source record is brought to the screen, use the Delete [£]icon (at the top of the screen).
The system will ask, “Do you want to delete this record?” Click on the Yes button to delete it, or click on the No
button to leave the process.
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Main Tab

This section will indicate a number of account numbers that will be changed in BIS® temporarily during the time when
Payroll Beginning Balances will be entered in the Payroll module via the Cash Disbursements — Payroll Checks
functionality.

Figure: BB-54 =4 Deductions - 30 Insurance Deduction = EEH %
Sample Payroll .,

Adjustments master
record, Deductions screen | | DeductonCode |30

form.

Description Insurance Deduction

Deduction Limit 0.00 .ju Mo Limit

Min ¥TD Gross 0.00

Max ¥TD Gross 0.00

GL Account 2530 @ Medical Plans Payable
Report Code @

Deduction
Amount 55.00

() Percent of Gross Wages _) Rate per Hour Worked '@ Fixed Amount _) Rate per Hour Earned

Edit

There are a number of system deduction codes that are already set up in BIS®:

30
31
32
35
36
37
38
55

56

57

Insurance Deduction

Advance Payback Deduction

Savings Deduction

Other Deduction

Other Deduction

Extra Federal Withholding

Extra State Withholding

Union Automatic Deduction: Deduction Code 55 is used by the system to reflect adjustments made for union
employee deductions. The deduction amount should be left blank. Union deductions should be set up using
the Union form.

Union Tax Automatic Deduction: Deduction Code 56 is used by the system to reflect adjustments made for
taxable union company contributions. The deduction amount should be left blank. Union contributions
should be set up using the Union form.

W/C Automatic Deduction: Deduction Code 57 is used by the system to reflect employee deductions for
Worker's Compensation. The deduction amount should be left blank.

These codes cannot be changed or deleted. However other codes that may be been added may also need the temporary
changes indicated below.

GL Account

After obtaining a screen shot of this screen form, change the default GL Account number to the Payroll Suspense
account. The information may be selected from the Chart Accounts by using the Find tool. After the Payroll Beginning
Balance entries are complete, the account number may be reset to its original default.

Save the Changed Record
When the record is complete or satisfactorily edited, either click on the Save [l button on the toolbar or press Ctrl-S
to save the changes.
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Payroll Adjustments - Tax Deferred

This section covers one type of payroll adjustment: Tax Deferred. This section will indicate an account that will be
changed in BIS® temporarily during the time when Payroll Beginning Balances will be entered in the Payroll module
via the Cash Disbursements — Payroll Checks functionality.

Modular Menu Access
Payroll | Payroll Adjustments | Tax Deferred

Standard Menu Access
List | Payroll Adjustments | Tax Deferred

Two tax deferred compensation codes are already set up in BIS®:
50  401(k)
52 Cafeteria Plan

These codes cannot be changed or deleted. However other codes that may be been added may also need the temporary
changes indicated below.

Scrolling Through Payroll Adjustment Tax Deferred Records

Payroll adjustment tax deferred records can be scrolled by using the VCR buttons on the toolbar at the top
of the screen. Clicking on the First [i] icon (at the top of the screen) will open the first record of the list according to
Tax Deferred Code. Clicking on the Previous L] icon (at the top of the screen) will open the immediately previous
record of the list according to Tax Deferred Code. Clicking on the Next [2] icon (at the top of the screen) will open
the next record of the list according to the Tax Deferred Code. Clicking on the [H| Last icon (at the top of the screen)
will open the last record of the list according to the Tax Deferred Code.

Editing an Existing Record

The list of existing tax deferred codes may be examined by clicking on the Magnifying Glass [ icon (at the top of
the screen) or by pressing Ctrl+F, and double clicking on the item of interest. Records can be edited by either using
the Search button feature or by using the mouse or cursor keys to select the record to be edited.

Figure: BB-55
Payroll Adjustments, Tax

i?l Tax Deferred = @

Deferred Find/Search e
screen form. Searchin Code E‘
Condition Begin with E‘
Status all |z| [ Case Sensitive IE
Code Description Status .
50 Tax Deferred Plan Active
52 Cafeteria Plan Active

66 Health Insurance Active
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Note that when the tax deferred code form appears, some of the fields at the top are shaded; information cannot be
entered or changed. However, information in non-shaded areas can be edited.

Figure: BB-56
Sample Payroll

Employee ” Company ” Notes |

. 50
Adjustments master e
Description Tax Deferred Plan
record, Tax Deferred SRS > ]

screen form- Elective deferrals to a section 401{k) cash or deferred arrangement plan (induding a
SIMPLE 401(k) arrangement)

Indude in W-2 box number | 12 lz‘ Employee Contributions ] company Contributions
W-2 Label D
Status Active =]

Edit

Employee Tab
This section will indicate an account that will be changed in BIS® temporarily during the time when Payroll Beginning
Balances will be entered in the Payroll module via the Cash Disbursements — Payroll Checks functionality.

Flgure: BB-57 a Tax Deferred - 50 Tax Deferred Plan EI@
Sample Payroll . :
Adjustments master record =
Emp|oyee tab screen form. Contribution Limit 0.00 Mo Limit
Amount 3.000
@ Percent of Gross Wages () Rate per Hour Worked (7) Fixed Amount () Rate per Hour Earned

Reduce Federal Taxable Wages

[7] Reduce FICA Sodial Security Taxable Wages
[7] Reduce FICA Medicare Taxable Wages
Reduce FUTA Taxable Wages

GL Account 2540 @ 401k Plan Payable
Report Code @

Edit

GL Account

After obtaining a screen shot of this screen form, change the default GL Account number to the Payroll Suspense
account. The information may be selected from the Chart Accounts by using the Find tool. After the Payroll Beginning
Balance entries are complete, the account number may be reset to its original default.

Save the Changed Record

When the record is complete or satisfactorily edited, either click on the Save [l button on the toolbar or press Ctrl-S
to save the changes.
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Company Tab
This section will indicate two accounts that will be changed in BIS® temporarily during the time when Payroll
Beginning Balances will be entered in the Payroll module via the Cash Disbursements — Payroll Checks functionality.

Payable Account

After obtaining a screen shot of this screen form, change the default GL Payable Account number to the Payroll
Suspense account. The information may be selected from the Chart Accounts by using the Find tool. After the Payroll
Beginning Balance entries are complete, the account number may be reset to its original default.

Expense Account

After obtaining a screen shot of this screen form, change the default GL Expense Account number to the Payroll
Suspense account. The information may be selected from the Chart Accounts by using the Find tool. After the Payroll
Beginning Balance entries are complete, the account number may be reset to its original default.

Save the Changed Record
When the record is complete or satisfactorily edited, either click on the Save [dl button on the toolbar or press Ctrl-S
to save the changes.
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Payroll Adjustments - Local Taxes

This section covers one type of payroll adjustments: Local Taxes. This section will indicate several accounts that will
be changed in BIS® temporarily during the time when Payroll Beginning Balances will be entered in the Payroll
module via the Cash Disbursements — Payroll Checks functionality.

Modular Menu Access
Payroll | Payroll Adjustments | Local Taxes

Standard Menu Access
List | Payroll Adjustments | Local Taxes

This option allows setting up local tax codes that can be used for collecting local (not federal or state) taxes. BIS®
maintains the following payroll adjustments master files: Additions, Deductions, Tax Deferred and Local Taxes. There
are a number of system addition codes that are already set up in BIS®:

33  Local Tax

34 Other Local Tax

40  City of New York
41  City of Yonkers

42  Maryland Residents

These codes cannot be changed or deleted. However other codes that may be been added may also need the temporary
changes indicated below.

Scrolling Through Payroll Adjustment Deduction Records

Payroll adjustment local taxes’ records can be scrolled by using the VCR buttons on the toolbar at the top
of the screen. Clicking on the First [i] icon (at the top of the screen) will open the first record of the list according to
Local Tax Code. Clicking on the Previous LL]icon (at the top of the screen) will open the immediately previous record
of the list according to Local Tax Code. Clicking on the Next L] icon (at the top of the screen) will open the next
record of the list according to the Local Tax Code. Clicking on the Last [4] icon (at the top of the screen) will open
the last record of the list according to the Local Tax Code.

Editing an Existing Record

The list of existing local tax codes may be examined by clicking on the Magnifying Glass [] icon (at the top of the
screen) or pressing Ctrl+F, and double clicking on the item of interest. Records can be edited by either using the
Search button feature or by using the mouse or cursor keys to select the record to be edited.

Note that when the Local Taxes form appears, some of the fields at the top are shaded; information cannot entered
or changed. However, information in non-shaded areas can be edited.
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Figure: BB-58

Payroll Adjustments, Local
Taxes Find/Search screen
form.

Main Tab

Code

Local Taxes
Search for |
Searchin Code
Condition Begin with

[ case sensitive

Description

33 Local Tax

Limit

34 Other Local Tax

40 City of New York
41 City of Yonkers

42 Maryland Residents
I 4| i |

Search

Clear

i

Cancel

0.00) 22
0.00) 22
0.00 22
0.00) 22

This section will indicate an account that will be changed in BIS® temporarily during the time when Payroll Beginning

Balances will be entered in the Payroll module via the Cash Disbursements — Payroll Checks functionality.

Figure: BB-59
Sample Local Taxes Main
tab screen form.

Local Taxes - 42 Maryland Residents

Tax Deferred ” Motes |

[E=N B =

Local Tax Code 42

Description Maryland Residents

State MD || Maryland
Withhaolding Limit 0.00 Mo Limit
Withholding Amount 0.00

Percent of Gross Wages Rate per Hour Worked (@) Fixed Amount

Exemption Amount 0.00
GL Account 2270 @ Payroll Taxes Payable-Local Tax 1
Report Code @

Include in W-2 Form
W-2 Label MD

Rate per Hour Earned

Edit

There are a number of system addition codes that are already set up in BIS®:

33 Local Tax:

Local tax code 33 relates to the Deduction code 33 ("Local Deductions") in the DOS versions of BIS®. When
importing data from BIS® for DOS, deductions associated with deduction code 33 will be linked to the BIS®

for Windows® local tax code 33.

34  Other Local Tax

40  City of New York
41  City of Yonkers

42  Maryland Residents
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These codes cannot be changed or deleted. However, new codes can be added at any time to cover additional local
taxes. However other codes that may be been added may also need the temporary changes indicated below.

GL Account

After obtaining a screen shot of this screen form, change the default GL Account number to the Payroll Suspense
account. The information may be selected from the Chart Accounts by using the Find tool. After the Payroll Beginning
Balance entries are complete, the account number may be reset to its original default.

Save the Changed Record
When the record is complete or satisfactorily edited, either click on the Save [ button on the toolbar or press Ctrl-S
to save the changes.
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Workers’ Comp. Classifications

The Workers” Comp. Classification option is used to record company and employee rates for state specific Workers’
Comp. classifications that are applied to an employee’s payroll hours. This section will indicate an account that will
be changed in BIS® temporarily during the time when Payroll Beginning Balances will be entered in the Payroll
module via the Cash Disbursements — Payroll Checks functionality.

Modular Menu Access
Payroll | Workers” Comp. Classifications

Standard Menu Access
List | Workers’ Comp. Classifications

Editing an Existing Record

The list of workers’ compensation classifications may be examined by clicking on the Magnifying Glass <l icon (at
the top of the screen) or pressing Ctrl+F, and double clicking on the item of interest. Records can be edited by either
using the Search button feature or by using the mouse or cursor keys to select the record to be edited.

Figure: BB-60
Workers’ Comp.
Classification Find/Search
screen form.

ﬂ Workers' Comp. Classifications

Search for
Search in
Condition

W/C State
Begin with
[ Case Sensitive

= |||

o | G
i

Cancel

= P
wic E+Mal  Account  Contact

State Insurance Carrier

CA  |Worker's Comp. for California | 16000 Ventura Blvd,
OR  |Oregon State Farm OR

Address 1 Address 2 City State Zip Code Phone Mumber Fax
\ventura|ca (93001 |(805)543-7000|(805)534-1595

e (Gl

123436789

Scrolling Through Workers’ Comp. Classification Records

Users can scroll through the workers’ compensation classification records by using the VCR buttons on the toolbar
at the top of the screen. Clicking on the First [i] icon (at the top of the screen) will open the first record of the list
according to State. Clicking on the Previous [4] icon (at the top of the screen) will open the immediately previous
record of the list according to State. Clicking on the Next [%]icon (at the top of the screen) will open the next record
of the list according to the State. Clicking on the Last [#]icon (at the top of the screen) will open the last record of the
list according to the State.

Settings Tab
This section is used to set the methods for calculating Workers’ Comp. Classifications and the Workers” Compensation
Payable Account.
Figure: BB-61

Workers’ Comp.
Classifications master
record Settings tab screen
form.

=] Workers' Comp. Classifications - CA Worker's Comp. for California

[ |=- s

Main | {5etfings | | Classifications | g || notes |

Calculation Mode

@ Percent of Reduced Gross Wages
() Rate per Hour

() Percent of Gross Wages

Experience Modifier 1.2500

[ Employee Deduction

Workers' Comp. Payable Account 2300 Worker's Compensation Payable

Edit
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Workers’ Comp. Payable Account

After obtaining a screen shot of this screen form, change the default Workers’ Comp. Payable Account number to the
Payroll Suspense account. The information may be selected from the Chart Accounts by using the Find tool. After the
Payroll Beginning Balance entries are complete, the account number may be reset to its original default.

Save the Changed Record
When the record is complete or satisfactorily edited, either click on the Save [l button on the toolbar or press

Ctrl-S to save the changes.
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Employee Master Records

The Employees master file records all pertinent payroll information related to each person employed by the
company. This section will indicate several accounts that will be changed in BIS® temporarily during the time
when Payroll Beginning Balances will be entered in the Payroll module via the Cash Disbursements — Payroll
Checks functionality.

Once an employee record has been saved, it cannot be deleted (or the employee ID changed) if payroll
information for the employee has been recorded or if a paycheck for him/her has been saved. The Employee Id
can only be deleted or changed after the W-2 forms have been printed and the books have been closed for the
current fiscal year. However, an employee can be classified as inactive at any time.

Menu Access
Modular Menu Access
Payroll | Employees

Standard Menu Access
Transactions | Employees

Editing an Existing Record

The list of employees may be examined by clicking on the Magnifying Glass [ icon (at the top of the screen)
or pressing Ctrl+F, and double clicking on the item of interest. Records can be edited by either using the Search
button feature or by using the mouse or cursor keys to select the record to be edited.

Figure: BB_-62 1 Employees =8 =
Employee Find/Search
screen. Search for @
Search in Employee Id lz‘
Condition Begin with |Z|
Status All lz‘ [7] case sensitive
Empllgyee MName Status Con_?:;géhon GL Account Union Code Union =
E001 Bill Johnson Active | 1001 7003
E002 Mike Jarvis Active 5010
EQ03 Alissa Monte Active 7003
E0O4 Tim Hardaway | Active 5010 1000 11
EQ0S Joe Martinez  |Active | 1000 5010 1000 Ii
E00& Steve Schwartz |Active | 1001 5010 1001 EA4
E007 Mike Smith Active | 1002 5010 1000 A2

E009 Mick Jones Active 7003

If' i . k
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Figure: BB-63 =1 Employees - EO01  Bill [E=H E=h =
Sample employee record ,
s HMain | Other ” Default ”Eederal ” State ||A_djush'ne||.hocrua\s||[ax Def ”Dire::tDe”ﬂisbor\,I ” udf ” MNotes
for editing.
Employee Id E001
First Name Bill ML (] Last Name Johnson

Display MName Bill Johnson
Street Address 1 | 641 Hatrick Way
Street Address 2

City Pismo Beach

State CA @ California
Zip Code 93448-

Telephone (805)543-7000
Title Owner

5.5.M. 555-55-1000

Birth Date 01/19/56 [~| DateHired 06/10/¥Y

Date Last Raised |01/01/YY |z| Date Terminated | / /
Status Active [=] [ picture

L. REMOVE

Edit

Scrolling Through Employee Records

User may scroll through the employee records by using the VCR buttons on the toolbar at the top of the
screen. Clicking on the First [l icon (at the top of the screen) will open the first record of the list according to
Employee Id. Clicking on the Previous [ icon (at the top of the screen) will open the immediately previous
record of the list according to Employee Id. Clicking on the Next [dicon (at the top of the screen) will open the
next record of the list according to Employee Id. Clicking on the Last [l icon (at the top of the screen) will open
the last record of the list according to Employee Id.

Save the Changed Record
When the record is complete or satisfactorily edited, either click on the Save [dl button on the toolbar or press
Ctrl-S to save the changes.

Default Tab

The Default tab section of the Employee maintenance form is used for setting up the default values for
information related to the employee selected. This section will indicate an account that will be changed in BIS®
temporarily during the time when Payroll Beginning Balances will be entered in the Payroll module via the Cash
Disbursements — Payroll Checks functionality.

Figure: BB-64 =1 Employees - E001 Bill ==
Employee master record

Main ” Other |Eedera| ” State ||A_djush'ne||.hocrua\s||[ax Def ”Dire::tDe”ﬂisbor‘,I ” udf ” Motes
sample Default tab screen
form for a sa'aried, non- Pay Period Weekly lz‘ Minority Code MNfA lz‘

H Pay T Sal Gend Mal

union employee. ke == [=] i = [=]

Classification Journey Worker lz‘ Other Burden % 7.00

Rate Classification @

Regular Overtime Double-time

Pay Rate 2,400.00 0.00 0.00

Biling Rate/Hr 0.00 0.00 0.00

Construction Trade 1001 @ Electrical

GL Account 7003 @ Salaries & Wages-Administration

[ Union Employee Union Code

Union Classification
[ Departmentalized Department

Edit
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GL Account Number

After obtaining a screen shot of this screen form, change the default GL Account number to the Payroll Suspense
account. The information may be selected from the Chart Accounts by using the Find tool. After the Payroll
Beginning Balance entries are complete, the account number may be reset to its original default.

Departmentalized
After obtaining a screen shot of this screen form, uncheck this box if the employee is in a department used for
accounting purposes. After the Payroll Beginning Balance entries are complete, the account number may be reset
to its original default.

Save the Changed Record
When the record is complete or satisfactorily edited, either click on the Save [ button on the toolbar or press
Ctrl-S to save the changes.
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Adjustments Tab

This tab is used to set up automatic additions and deductions for an employee. This section will indicate some
accounts that will be changed in BIS® temporarily during the time when Payroll Beginning Balances will be
entered in the Payroll module via the Cash Disbursements — Payroll Checks functionality.

Figure: BB-65 = Employees- EO0L Bill Johnson = EeR
Em,ployees master FECOI'd, Main ii Other || Default || Federal H State | Adjustments | Acquals || Tax Def ii Direct Deposit || History || udf || motes |
Adjustments tab screen
fo rm. Automatic Additions
Auto Code Description Type Hours Amount W/H Type GL Accou »
W [ [10 Vacation Pay 3 |= 0.00 0.00 v[703 |2
|| B |11 Holiday Pay 3 || 0.00 0.00 [=|7003 L=
=R Sick Pay 3 [+ 0.00 0.00 || 7003
HI=REE Spedal Pay 3 [+] 0.00 0.00 [+ 7003
B |14 Other Ezrnings 3 =] 0.00 0.00 [=]7003 ~
I m - o »
Automatic Deductions
Auto Code Description Type Amount GL Account -
¥ |30 Insurance Deduction 1 |- 2,000 | 7007 &)
A |31 Advance Payback Deduction 1 || 0.000 1430 =y -
|| B |32 Savings Deduction 1 [ 0,000 | 2560 &
HI=RES Other Deduction 1 [ 0.000 @)
I ‘:"i a6 Nthar Nad irtinn = n nnn [l ; ik
Edit

For each addition marked, the hours and/or amount must be entered. The default withholding information for the
addition can be changed by opening the drop down menu and clicking on a withholding type displayed to toggle
the checkmark on or off. Also, the default account can be changed in the GL Account column. Withholding and
account information entered here will override the addition’s normal defaults for the employee only.

Automatic Additions
Code

The addition codes listed here include system addition codes as well as those created by the user. There are a
number of system addition codes that are already set up in BIS®:

10 Vacation Pay

11 Holiday Pay

12 Sick Pay

13 Special Pay

14 Other Earnings

15 Other Earnings

16 Other Earnings

17 Non-Payroll Addition

20 Adjust Box 12 on W-2 and Pay C

21 Adjust Box 12 on W-2 but NOT P

22 Earned Income Credit

26 Union Tax Automatic Addition

GL Account Number

After obtaining a screen shot of this screen form, change the default GL Account number to the Payroll Suspense
account. The information may be selected from the Chart Accounts by using the Find tool. After the Payroll
Beginning Balance entries are complete, the account number may be reset to its original default.

Save the Changed Record
When the record is complete or satisfactorily edited, either click on the Save [dl button on the toolbar or press

Ctrl-S to save the changes.
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Automatic Deductions Form
Code
There are a number of system deduction codes that are already set up in BIS®:

30 Insurance Deduction

31 Advance Payback Deduction

32 Savings Deduction

35 Other Deduction

36 Other Deduction

37 Extra Federal Withholding

38 Extra State Withholding

55 Union Automatic Deduction

56 Union Tax Automatic Deduction
57 W/C Automatic Deduction

These codes cannot be changed or deleted. However other codes that may be been added may also need the
temporary changes indicated below.

GL Account Number

After obtaining a screen shot of this screen form, change the default GL Account number to the Payroll Suspense
account. The information may be selected from the Chart Accounts by using the Find tool. After the Payroll
Beginning Balance entries are complete, the account number may be reset to its original default.

Save the Changed Record
When the record is complete or satisfactorily edited, either click on the Save [ button on the toolbar or press
Ctrl-S to save the changes.

Tax Def (Deferred) Tab

The Tax Deferred tab is used to set up semiautomatic or automatic deferred employee and/or employer
contributions for the employee. This section will indicate some accounts that will be changed in BIS®
temporarily during the time when Payroll Beginning Balances will be entered in the Payroll module via the Cash
Disbursements — Payroll Checks functionality.

Figure: BB-66 =3 Employees- E001 Bill Johnson == OB
Sample employee master

Main ii Other H Default || Eederal H State || Adjustments || Accruals I Tax Def | Direct Deposit H History |I udf i‘ Notes |

record, Tax Deferred
Automatic Employee Contributions
screen form. : :
Active Auto Code Description Type Amount Limit GL Account -
W ¥ | ¥ |50 Tax Deferred Plan 1= 3.000 0.00/2590 |
Ll B | |52 Cafeteria Plan 1 =] 1.000 0.00 2550
L] @ | |s8 Health Insurance 3 =] 0.000 0.00 2530
I ] " (T 3
Automatic Company Contributions
Active Auto Code Description Type Amount Limit Liability Acc
¥ | ¥ |50 Tax Deferred Plan 1| 3.000 0.00 | 2540
Ll B | [ |s2 Cafeteria Plan 1 =] 0.000 0.00 2550
|| B | [ |es Health Insurance 3 =l 0.000 0.00 | 2530
I_4 L1} »

“E-dlt
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Automatic Tax Deferred Employee Contributions Form

Code

The addition codes listed here include system addition codes as well as those created by the user. However other
codes that may be been added may also need the temporary changes indicated below. There is a number of system
tax deferred compensation codes that are already set up in BIS®:

50  401(k)
52 Cafeteria Plan

GL Account Number

After obtaining a screen shot of this screen form, change the default GL Account number to the Payroll Suspense
account. The information may be selected from the Chart Accounts by using the Find tool. After the Payroll
Beginning Balance entries are complete, the account number may be reset to its original default.

Save the Changed Record
When the record is complete or satisfactorily edited, either click on the Save [l button on the toolbar or press
Ctrl-S to save the changes.

Automatic Tax Deferred Company Contributions Form

Code

The addition codes listed here include system addition codes as well as those created by the user. Two system
tax deferred compensation codes are already set up in BIS®:

50 401(k)
52 Cafeteria Plan

These codes cannot be changed or deleted.

Liability Account

After obtaining a screen shot of this screen form, change the default GL Liability Account number to the Payroll
Suspense account. The information may be selected from the Chart Accounts by using the Find tool. After the
Payroll Beginning Balance entries are complete, the account number may be reset to its original default.

Expense Account

After obtaining a screen shot of this screen form, change the default GL Expense Account number to the Payroll
Suspense account. The information may be selected from the Chart Accounts by using the Find tool. After the
Payroll Beginning Balance entries are complete, the account number may be reset to its original default.

Save the Changed Record
When the record is complete or satisfactorily edited, either click on the Save [ button on the toolbar or press
Ctrl-S to save the changes.
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Departments

This master form allows codes to be recorded for different departments within the company. These departments
can be used in the Chart of Accounts department field to designate certain accounts for each department’s
records. This section will indicate accounts that will be changed in BIS® temporarily during the time when
Payroll Beginning Balances will be entered in the Payroll module via the Cash Disbursements — Payroll Checks
functionality.

v Tlp Often, users will postpone any department creation until later in the setup
process. However, it is important to consider the need for departments early in

the process so as to not foreclose any options later.

Y Tip Unless there are departmentalized payroll reports (System or Custom) that are
needed, the modifications in this section will not be needed if employees have

been temporarily assigned to NO department.

Modular Menu Access
Financials | Departments

Standard Menu Access
List | Departments

Scrolling Through Department Records

Department records can be scrolled by using the VCR buttons on the toolbar at the top of the screen.
Clicking on the First [#] icon (at the top of the screen) will open the first record of the list, according to
Department. Clicking on the Previous [i]icon (at the top of the screen) will open the immediately prior record
of the list, according to Department. Clicking on the Next [2]icon (at the top of the screen) will open the next
record of the list, according to the Department. Clicking on the Last [ icon (at the top of the screen) will open
the last record of the list, according to the Department.

Editing an Existing Record

The list of existing departments can be examined by clicking on the Magnifying Glass [ icon (at the top of the
screen) or pressing Ctrl+F, and double clicking on the item of interest. Records can be edited by either using the
Search button feature or by using the mouse or cursor keys to select the record to be edited.

Figure: BB'67 = Departments =] @
Departments Find/Search Py
screen form . :::: .f:r Department lz‘ \_C—‘E
Condiion | Begin with [=]
"] Case Sensitive Cancel

Department
1

Description

Department 1
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To access the information when the record appears on the screen, it is necessary to press the Open =] icon on
the toolbar at the top of the screen on the toolbar or by pressing Ctrl+O.

PR General Tab
This tab shows the general accounts assigned to the selected department. This section will indicate accounts that

will be changed in BIS® temporarily during the time when Payroll Beginning Balances will be entered in the
Payroll module via the Cash Disbursements — Payroll Checks functionality.

v Tlp 4 Not all categories of Payroll must be departmentalized.
4 If only Expense accounts are to be departmentalized, check that box only.
Postings to the other categories will be made to the accounts established in
v Tlp Unless there are departmentalized payroll reports (System or Custom) that are
needed, the modifications in this section will not be needed if employees have
been temporarily assigned to NO department.
Figure: BB-68 = Departments -1 Department1 = B
Departments, PR General — " —
Account tab screen form. | /" fzders R state |fores

Cash Account 1020 Cash In Bank
PR Advance Account 1430 Employee Advances

Union Pavable Account 2420 Union Payable 2

Union Expense Account 5
Workers' Comp. Payable Account 2300 Worker's Compensation Payable
Workers' Comp. Expense Account lg]

Edit

Cash Account

After obtaining a screen shot of this screen form, change the default Cash Account number to the Payroll
Suspense account. The information may be selected from the Chart Accounts by using the Find tool. After the
Payroll Beginning Balance entries are complete, the account number may be reset to its original default.

PR Advance Account

After obtaining a screen shot of this screen form, change the default PR Advance Account number to the Payroll
Suspense account. The information may be selected from the Chart Accounts by using the Find tool. After the
Payroll Beginning Balance entries are complete, the account number may be reset to its original default.

Union Payable Account

After obtaining a screen shot of this screen form, change the default Union Payable Account number to the
Payroll Suspense account. The information may be selected from the Chart Accounts by using the Find tool. After
the Payroll Beginning Balance entries are complete, the account number may be reset to its original default.
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Union Expense Account

After obtaining a screen shot of this screen form, change the default Union Expense Account number to the
Payroll Suspense account. The information may be selected from the Chart Accounts by using the Find tool. After
the Payroll Beginning Balance entries are complete, the account number may be reset to its original default.

Workers’ Comp. Payable Account

After obtaining a screen shot of this screen form, change the default Workers” Comp. Payable Account number
to the Payroll Suspense account. The information may be selected from the Chart Accounts by using the Find
tool. After the Payroll Beginning Balance entries are complete, the account number may be reset to its original
default.

Workers’ Comp. Expense Account

After obtaining a screen shot of this screen form, change the default Workers’ Comp. Expense Account number
to the Payroll Suspense account. The information may be selected from the Chart Accounts by using the Find
tool. After the Payroll Beginning Balance entries are complete, the account number may be reset to its original
default.

Save the Changed Record
When the record is complete or satisfactorily edited, either click on the Save [d] button on the toolbar or press
Ctrl-S to save the changes.

PR Federal Tab

This tab shows the Federal accounts assigned to the selected department. This section will indicate accounts that
will be changed in BIS® temporarily during the time when Payroll Beginning Balances will be entered in the
Payroll module via the Cash Disbursements — Payroll Checks functionality.

Y Tip 4 Not all categories of Payroll must be departmentalized.
4 If only Expense accounts are to be departmentalized, check that box only.
Postings to the other categories will be made to the accounts established in

Y Tip Unless there are departmentalized payroll reports (System or Custom) that are
needed, the modifications in this section will not be needed if employees have
been temporarily assigned to NO department.
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Federal Withholding Account

Figure: BB-69 = Departments -1 Department 1 EI@
Departments, PR Federal = -
Account tab screen form.

| Main || PR General | | PR state || Notes |

Federal Withholding Account 2210 Payroll Taxes Payable-FIT
Sodial Security Withhelding Account 2220 Payrol Taxes PayableFICA
Medicare Withholding Account 2220 Payrol Taxes PayableFICA
Sodial Security Payable Account 2220 Payrol Taxes Payable-FICA
Sodial Security Expense Account 123

Medicare Payable Account 2220 Payrol Taxes Payable FICA
Medicare Expense Account 13

FUTA Pavable Account 2230 Payroll Taxes Payable-FUTA
FUTA Expense Account Iﬂ

Edit

After obtaining a screen shot of this screen form, change the default Federal Withholding Account number to the
Payroll Suspense account. The information may be selected from the Chart Accounts by using the Find tool. After
the Payroll Beginning Balance entries are complete, the account number may be reset to its original default.

Social Security Withholding Account

After obtaining a screen shot of this screen form, change the default Social Security Withholding Account
number to the Payroll Suspense account. The information may be selected from the Chart Accounts by using the
Find tool. After the Payroll Beginning Balance entries are complete, the account number may be reset to its
original default.

Medicare Withholding Account

After obtaining a screen shot of this screen form, change the default Medicare Withholding Account number to
the Payroll Suspense account. The information may be selected from the Chart Accounts by using the Find tool.
After the Payroll Beginning Balance entries are complete, the account number may be reset to its original default.

Social Security Payable Account
After obtaining a screen shot of this screen form, change the default Social Security Payable Account number
to the Payroll Suspense account. The information may be selected from the Chart Accounts by using the Find

tool. After the Payroll Beginning Balance entries are complete, the account number may be reset to its original
default.

Social Security Expense Account
After obtaining a screen shot of this screen form, change the default Social Security Expense Account number
to the Payroll Suspense account. The information may be selected from the Chart Accounts by using the Find

tool. After the Payroll Beginning Balance entries are complete, the account number may be reset to its original
default.

Medicare Payable Account

After obtaining a screen shot of this screen form, change the default Medicare Payable Account number to the
Payroll Suspense account. The information may be selected from the Chart Accounts by using the Find tool. After
the Payroll Beginning Balance entries are complete, the account number may be reset to its original default.
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Medicare Expense Account

After obtaining a screen shot of this screen form, change the default Medicare Expense Account number to the
Payroll Suspense account. The information may be selected from the Chart Accounts by using the Find tool. After
the Payroll Beginning Balance entries are complete, the account number may be reset to its original default.

FUTA Payable Account

After obtaining a screen shot of this screen form, change the default FUTA Payable Account number to the
Payroll Suspense account. The information may be selected from the Chart Accounts by using the Find tool. After
the Payroll Beginning Balance entries are complete, the account number may be reset to its original default.

FUTA Expense Account

After obtaining a screen shot of this screen form, change the default FUTA Expense Account number to the
Payroll Suspense account. The information may be selected from the Chart Accounts by using the Find tool. After
the Payroll Beginning Balance entries are complete, the account number may be reset to its original default.

Save the Changed Record
When the record is complete or satisfactorily edited, click on the Save [d button on the toolbar or press Ctrl-S
to save the changes.
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PR State Tab

Click the Acct [=] button to open the PR State Accounts form and display the default accounts for the selected
state and department. This section will indicate accounts that will be changed in BIS® temporarily during the time
when Payroll Beginning Balances will be entered in the Payroll module via the Cash Disbursements — Payroll
Checks functionality.

Y Tip 4 Not all categories of Payroll must be departmentalized.
¢ If only Expense accounts are to be departmentalized, check that box only.
Postings to the other categories will be made to the accounts established in

Y Tip Unless there are departmentalized payroll reports (System or Custom) that are
needed, the modifications in this section will not be needed if employees have
been temporarily assigned to NO department.

Figure: BB-70 =3 Departments -1 Department1 EI@
Departments, PR State

Account tab screen form Main ii PR General || PR Federal PR.... I Motes |
used for selecting the it;te o Plerne et =
state(s) required by the pe—— 0 _
Company. :AR Arkansas g
AZ | Arizona I;J
lea  caiiforria =
: CO  Colorado EJ
CT  Connecticut =
"|pc  pistrict of Columbia =
b Delanare EJ
TlF Florida EJ
: CA  Georgia EJ
HL  |Hawai =
:IA Iowa - =
] o r

Edit

State Withholding Account

After obtaining a screen shot of this screen form, change the default State Withholding Account number to the
Payroll Suspense account. The information may be selected from the Chart Accounts by using the Find tool. After
the Payroll Beginning Balance entries are complete, the account number may be reset to its original default.

Figure: BB-71 =] PR State Accounts =<
Departments, PR State
A tt b f State Withholding Account Payroll Taxes Payable-5IT
ccount tab screen form. SDI Withholding Account 2250 Payroll Taxes Payable-State Disabi
SUTA Payable Account 2750 Payroll Taxes Payable-State Unem
SUTA Expense Account =

SDI Withholding Account

After obtaining a screen shot of this screen form, change the default SDI Withholding Account number to the
Payroll Suspense account. The information may be selected from the Chart Accounts by using the Find tool. After
the Payroll Beginning Balance entries are complete, the account number may be reset to its original default.
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SUTA Payable Account

After obtaining a screen shot of this screen form, change the default SUTA Payable Account number to the
Payroll Suspense account. The information may be selected from the Chart Accounts by using the Find tool. After
the Payroll Beginning Balance entries are complete, the account number may be reset to its original default.

SUTA Expense Account

After obtaining a screen shot of this screen form, change the default SUTA Expense Account number to the
Payroll Suspense account. The information may be selected from the Chart Accounts by using the Find tool. After
the Payroll Beginning Balance entries are complete, the account number may be reset to its original default.

Save the Changed Record
When the record is complete or satisfactorily edited, either click on the Save [l button on the toolbar, or press

Ctrl-S to save the changes.
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Payroll Beginning Balances
This section covers the methods to be used to enter the Payroll ledger Beginning Balances. It uses the Manual
Payroll Check function to enter these numbers.

Unlike the Payroll Hours and Adjustments form, the Payroll Manual Checks form optionally calculate Federal
and State taxes. These amounts should be calculated and entered manually on the Totals tab. However, the fields
and tabs on this form function in a similar manner to those on Payroll Hours and Adjustments. Unlike the Payroll
Hours and Adjustments form, Payroll Manual Checks does not process Certified Payroll.

BIS® ensures that there is a clear audit trail for all Beginning Balance “checks” entered. Normally as each entry
is made, BIS® automatically updates the payroll journal, the general ledger, the job cost files, and financial
statements. However, since all of the default accounts have been set to the same Payroll Suspense account, none
of these entries should have any effect on the General Ledger.

Immediately after entering one or more checks, the results of the transaction can be seen by viewing or printing
the payroll journal, the general ledger, or any financial statements. All checks entered are included in each report.

& Caution If after any entry, the Payroll Suspense account balance is NOT zero, an

error was made, and must be corrected before continuing.

Y Tip Once a record is saved, only information on the Main and Payroll Accounts tabs
may be viewed. To view detailed information for payroll checks on file, use the
related reports (such as the Employee Ledger).

The idea is to enter one “check” per employee for each completed quarter of the Calendar Year. By entering one
check for each quarter, quarterly reports can be verified against prior records more easily. After the process of
entering one check per completed quarter of the Calendar Year, the user should enter one check per completed
Calendar Month. Finally, the user should enter one check for each previously completed payroll that remains.

If the user does not care about begin able to easily print quarter reports, a single Beginning Balance “check” per
employee could be processed for the entire year-to-date.

Modular Menu Access
Payroll | Manual Payroll Checks

Standard Menu Access
Transactions | Cash Disbursements | Payroll Checks

New Record

Initial access to manual (or cash disbursements) payroll checks from the menu opens the Payroll Checks - New
form. This form is used to enter new payroll check information. However, access to a new form when another
payroll check record is on the screen only requires pressing Ctrl+N or use the New [ icon on the toolbar. The
system will be ask if any changes to the record should be saved.

Editing an Existing Record
The list of existing payroll checks may be examined by clicking on the Magnifying Glass [ icon (at the top of
the screen) or pressing Ctrl+F, and double clicking on the item of interest. Records cannot be edited, however.



Beginning Balances

BB-105

Figure: BB-72
Payroll Check Find/Search
screen form.

=3 Payroll Check

Search for
Search in Checdk # E
Condition Begin with E
|:| Case Sensitive

Fiscal Year YY/o1- YY/[12 lz‘
Check # Date Empllgyea Display MName Amount Cash Acct 2

14121701 (12/17/ E002 VoI 0.00|1020

14121702 |12/17/ E002 Mike Jarvis 1,544.53 1020

2029 12415/ E004 Tim Hardaway 901.64 1020

2030 12{17} E002 VOoID 0.00/1020

2031 1217/ E002 VoI 0.00 1020

214 12431/ E001 Bill Johnson 2,280.00 1020

653 12431/ E003 Alissa Monte 900.00/ 1020

EDOSTEST1 |12/30/ E009 Mick Jones 1,608.26 1020

LABORT1 12/15/ E005 Joe Martinez 960.42 1020

LABORTZ |12/15/ E005 Joe Martinez 960.42 1020

TH1230 12430/ E004 VOID 0.00/1020

Tainzne linend  enna Tim Hardmma n.nnl4non

= ==

0

Note that when the payroll check screen form appears, most of the fields at the top are shaded; the information
cannot be entered or changed.

Figure: BB-73
Sample manual Payroll
Check screen form.

=4 Payroll Check - 54326 02/09/YY =0 =
i At e o o o e ot s s
Check Number 54326
Check Date 02/09/y
Employee Id EDO7 Mike Smith
5.5.M. 555-55-1006
Tax Withholding State | CA California
Unemployment State cA California
Pay Period Date 02/03/vy
Pay Year 2015
Amount 1,245.17
Final Check
Employee's Date Terminated | / /
Edit

L Tip

Payroll checks cannot be edited or changed. However, they can be voided,

Voiding an Existing Record
Existing records can be voided but not deleted. Once the source record is brought to the screen, use the Void
button in the screen form. The system will ask, “Do you want to void this transaction?”” Click on the Yes button
to void it, or click on the No button to leave this process. Voiding a pre-existing payroll check will result in
reversing journal entries being created in both the Payroll and General Ledger Journals, and potentially in the

Job Cost Journal.
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Main Tab

The Payroll Manual Checks is used to enter the payroll beginning balances when setting up existing employees
for the first time in BIS®.

L Tip

There are some differences between the screen forms for hourly and salaried
employees. The first section deals with hourly employees. Differences for

The Main tab records information related to the Beginning Balance check written. BIS® ensures that there is a
clear audit trail for all checks entered. Normally as each entry is made, BIS® automatically updates the payroll
journal, the general ledger, the job cost files, and financial statements. However, since all of the default accounts
have been set to the same Payroll Suspense account, none of these entries should have any effect on the General
Ledger.

Figure: BB-74 =1 Payroll Check - 54326 02/09/ Y [E=H EEE =X
Manual or Cash

Disbursements PayroII Main || Accounts | state acct || I | | I 1 [[print || notes |
Check - New screen form, | | checktumber A [ woe |
Check Date 02/09/y
Employee Id E007 Mike Smith

5.5.M. 555-55-1006
Tax Withholding State | CA California
Unemployment State cA California

Pay Period Date 02/09/YY
Pay Year Y.
Amount 1,245.17

Final Check

Employee's Date Terminated | /[ /

Edit

Check Number
This field records the check number. This is an alphanumeric field limited to ten characters. It is suggested to
use a special numbering system for these Beginning Balance checks that will not be used by normal checks.

Check Date

This field records the date of the check. The date may be entered manually, in mm/dd/yy format, or by using the
Calendar tool. It is suggested to use either a check date of the last day of the period covered, such as the end of
the quarter, end of the month, or end of the pay period.

Employee ID

The Employee Id field records the employee identification number related to this record. The employee Id may
be entered manually or by using the Find tool.

The employee ID may be entered manually, or the list of employees may be examined by clicking on the
Magnifying Glass [ icon or pressing Ctrl+F, and double clicking on the selected employee, but it must exist in
the Employee master file. When an existing employee is selected, his or her name appears to the right of the
Employee Id code.
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Figure: BB-75

=] trmployes = o
Payroll Manual Check,
Employee Find/Search Search for [ searcn |
screen form. Search in Employee Id lz‘ Clear
Condition Begin with lz‘
Status all lz‘ ':E Case Sensitive
Employee Id MName Emplluyee ?f;_;? GL Account %';'32 C\asLsI?\‘;ligﬁDn i
E001 Bill Johnson Active  |1001 7003
EQ02 Mike Jarvis Active 5010
EDO3 Alissa Monte | Active 7003
ED04 Tim Hardaway |Active 5010 1000 |31
EDDS Joe Martinez  Active 1000 5010 1000 |J1
E005 Steve Schwartz |Active 1001 5010 1001 |EA4
E007 Mike Smith Active 1002 5010 1000 |AZ
E009 Mick Jones Active 7003
I P = m = k

S.S.N.

This field displays the social security number of the employee selected.

Tax Withholding State
This field records the appropriate tax withholding state for this payroll record. Use the drop down menu to select
a state from those allowed for this employee.

Unemployment State
This field records the appropriate unemployment state for this payroll record. Use the drop down menu to select
a state from those allowed for this employee.

Amount
This field displays the total amount of the payroll check, based on the Net Pay shown on the Totals tab. This
entry will be the total of the pay for the completed quarter, month or pay period, as appropriate.

Calculate Withholding
This box must be checked to have BIS® calculate the withholding for the check.

Y Tlp Manually entered taxes are useful for Beginning Balances. Some users may find
it helpful to allow BIS® to initially calculate taxes, especially Social Security and

Medicare. They continue to use the calculated amounts, even if they change the

Void Button
This button voids the check selected. Once a check is voided, it can no longer be edited and the associated check
number cannot be used again.

Save the Changed Record
When the record is complete or satisfactorily edited, either click on the Save [ button on the toolbar or press
Ctrl-S to save the changes.
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Accounts Tab

Most of the accounts in this section will likely have been changed already. However, if any accounts were
omitted, this section indicates accounts that may need to be changed in BIS® temporarily during the time when
Payroll Beginning Balances will be entered in the Payroll module via the Cash Disbursements — Payroll Checks
functionality.

- . _
Figure: BB-76 =1 Payroll Check - New oo e
Manual or Cash " == T
. Main | | Acco | State Acct || Hours || Certified || Add || Ded || Tax Def || Local Tax || Totals || Print || Notes |

Disbursements Payroll

Cash Account 1020 @ | Cash In Bark
Check, Accounts screen @)
f PR, Advance Accourt 1430 (] Employee Advances

orm. Federal Withhelding Account 2210 @ Payroll Taxes Payable-FIT

Social Security Withholding Account 2220 lg| Payroll Taxes Payable-FICA

Medicare Withholding Account 2220 |3| Payrol Taxes PayableFICA

Social Security Payable Account 2220 @ Payroll Taxes Payable-FICA

Social Security Expense Account 7005 |g| Payroll Tax Expense-G&A

Medicare Payable Account 2220 @ Payroll Taxes Payable-FICA

Medicare Expense Account 7005 |3| Payroll Tax Expense-G&A

FUTA Payable Account 2230 [&] Payroll Taxes Payable-FUTA

FUTA Expense Account 7005 @ Payroll Tax Expense-G&A

Union Payable Account 2420 @ Union Payable 2

Union Expense Account 7010 lgj Union Expense

‘Workers' Comp. Payable Account 2300 @ Worker's Compensation Fayable

Workers' Comp, Expense Account 7009 @ Insurance-yorkman's Comp-G&a

MNew

Cash Account

After obtaining a screen shot of this screen form, change the default Cash Account number to the Payroll
Suspense account. The information may be selected from the Chart Accounts by using the Find tool. After the
Payroll Beginning Balance entries are complete, the account number may be reset to its original default.

PR Advance Account

After obtaining a screen shot of this screen form, change the default PR Advance count number to the Payroll
Suspense account. The information may be selected from the Chart Accounts by using the Find tool. After the
Payroll Beginning Balance entries are complete, the account number may be reset to its original default.

Federal Withholding Account

After obtaining a screen shot of this screen form, change the default Federal Withholding Account number to the
Payroll Suspense account. The information may be selected from the Chart Accounts by using the Find tool. After
the Payroll Beginning Balance entries are complete, the account number may be reset to its original default.

Social Security Withholding Account

After obtaining a screen shot of this screen form, change the default Social Security Withholding Account
number to the Payroll Suspense account. The information may be selected from the Chart Accounts by using the
Find tool. After the Payroll Beginning Balance entries are complete, the account number may be reset to its
original default.

Medicare Withholding Account

After obtaining a screen shot of this screen form, change the default Medicare Withholding Amount number to
the Payroll Suspense account. The information may be selected from the Chart Accounts by using the Find tool.
After the Payroll Beginning Balance entries are complete, the account number may be reset to its original default.

Social Security Payable Account
After obtaining a screen shot of this screen form, change the default Social Security Payable Account number
to the Payroll Suspense account. The information may be selected from the Chart Accounts by using the Find
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tool. After the Payroll Beginning Balance entries are complete, the account number may be reset to its original
default.

Social Security Expense Account

After obtaining a screen shot of this screen form, change the default Social Security Expense Account number
to the Payroll Suspense account. The information may be selected from the Chart Accounts by using the Find
tool. After the Payroll Beginning Balance entries are complete, the account number may be reset to its original
default.

Medicare Payable Account

After obtaining a screen shot of this screen form, change the default Medicare Payable Account number to the
Payroll Suspense account. The information may be selected from the Chart Accounts by using the Find tool. After
the Payroll Beginning Balance entries are complete, the account number may be reset to its original default.

Medicare Expense Account

After obtaining a screen shot of this screen form, change the default Medicare Expense Account number to the
Payroll Suspense account. The information may be selected from the Chart Accounts by using the Find tool. After
the Payroll Beginning Balance entries are complete, the account number may be reset to its original default.

FUTA Payable Account

After obtaining a screen shot of this screen form, change the default FUTA Payable Account number to the
Payroll Suspense account. The information may be selected from the Chart Accounts by using the Find tool. After
the Payroll Beginning Balance entries are complete, the account number may be reset to its original default.

FUTA Expense Account

After obtaining a screen shot of this screen form, change the default FUTA Expense Account number to the
Payroll Suspense account. The information may be selected from the Chart Accounts by using the Find tool. After
the Payroll Beginning Balance entries are complete, the account number may be reset to its original default.

Union Payable Account

Ifit is used, after obtaining a screen shot of this screen form, change the default Union Payable Account number
to the Payroll Suspense account. The information may be selected from the Chart Accounts by using the Find
tool. After the Payroll Beginning Balance entries are complete, the account number may be reset to its original
default.

Union Expense Account

Ifitis used, after obtaining a screen shot of this screen form, change the default Union Expense Account number
to the Payroll Suspense account. The information may be selected from the Chart Accounts by using the Find
tool. After the Payroll Beginning Balance entries are complete, the account number may be reset to its original
default.

Workers’ Comp. Payable Account

After obtaining a screen shot of this screen form, change the default Workers” Comp. Payable Account number
to the Payroll Suspense account. The information may be selected from the Chart Accounts by using the Find
tool. After the Payroll Beginning Balance entries are complete, the account number may be reset to its original
default.

Worker's Comp. Expense Account

After obtaining a screen shot of this screen form, change the default Workers” Comp. Expense Account number
to the Payroll Suspense account. The information may be selected from the Chart Accounts by using the Find
tool. After the Payroll Beginning Balance entries are complete, the account number may be reset to its original
default.
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Save the Changed Record
When the record is complete or satisfactorily edited, either click on the Save [l button on the toolbar, or press

Ctrl-S to save the changes.
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State Acct. Tab

Most of the accounts in this section will likely have been changed already. However, if any accounts were
omitted, this section indicates accounts that may need to be changed in BIS® temporarily during the time when
Payroll Beginning Balances will be entered in the Payroll module via the Cash Disbursements — Payroll Checks
functionality.

Figure: BB-77 = Payroll Check - New =N e |
Manual or Cash |
A Main | Accounts | State Acct ii Hours || Certified \| Add || Ded |\ Tax Def || Local Tax ii Totals ” Print || Notes |

Disbursements Payroll I
Cash Account 1020 Cash In Bank

Check, Accounts screen Y

f PR Advance Account 1430 @ Employee Advances

orm. Federal Withholding Account 2210 @ Payroll Taxes Payable-FIT
Social Security Withholding Account 2220 @ Payroll Taxes Payable-FICA
Medicare Withholding Account 2220 [&2] Payroll Taxes Payable-FICA
Sodal Security Payable Account 2220 @ Payroll Taxes Payable-FICA
Social Security Expense Account 7005 @ Payroll Tax Expense-G&A
Medicare Payable Account 2220 @ Payroll Taxes PayableFICA
Medicare Expense Account 7005 @ Payroll Tax Expense-G&A
FUTA Pavable Account 2230 @ Payroll Taxes Payable-FUTA
FUTA Expense Account 7005 lgl Payroll Tax Expense-G&A
Union Payable Account 2420 @ Union Payable 2
Union Expense Account 7010 @ Union Expense
Workers' Comp. Pavable Account 2300 @ Warker's Compensation Payable
Workers' Comp. Expense Account 7009 @ Insurance-Workman's Comp-G&A
NEW

State Withholding Account

After obtaining a screen shot of this screen form, change the default State Withholding Account number to the
Payroll Suspense account. The information may be selected from the Chart Accounts by using the Find tool. After
the Payroll Beginning Balance entries are complete, the account number may be reset to its original default.

SDI Withholding Account

If it is needed, after obtaining a screen shot of this screen form, change the default SDI Withholding Account
number to the Payroll Suspense account. The information may be selected from the Chart Accounts by using the
Find tool. After the Payroll Beginning Balance entries are complete, the account number may be reset to its
original default.

SUTA Payable Account

After obtaining a screen shot of this screen form, change the default SUTA Payable Account number to the
Payroll Suspense account. The information may be selected from the Chart Accounts by using the Find tool. After
the Payroll Beginning Balance entries are complete, the account number may be reset to its original default.

SUTA Expense Account

After obtaining a screen shot of this screen form, change the default SUTA Expense Account number to the
Payroll Suspense account. The information may be selected from the Chart Accounts by using the Find tool. After
the Payroll Beginning Balance entries are complete, the account number may be reset to its original default.

Save the Changed Record
When the record is complete or satisfactorily edited, either click on the Save [l button on the toolbar or press
Ctrl-S to save the changes.
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Hours Tab (Hourly Employee)
The table on this tab is used to enter the payroll distribution for hours worked during the current pay period.
There is no limit to the number of distributions that can applied to one check. A distribution is the assignment

of a specified portion of the employee’s wages to a specific accounting subdivision. The sum of the distributions
equals the total wages.

Please note that salaried employees’ information is covered in the section that follows.

L Tip

4 It is probably unimportant to enter hours based on jobs, since the Job
Adjustment function enables users to enter specific labor information for jobs.

¢ The general rule of thumb will be to organize the hours by divisions of
Workers’ Comp, states and rates, as well as by regular, overtime, and pay rate.

Detail Distribution Grid Fields (Hourly Employee)

Two buttons on the toolbar are useful when modifying or editing the grid area on a screen form. The Insert Line
icon (or Ctrl+I) adds a blank line to the current grid of the form that is open. The Delete Line = icon (or
Ctrl+]) removes the currently highlighted line from the grid of the open record.

Figure: BB-78 = Payroll Check - New R
Payroll Check record — | T | —
y ! Main ‘| Accounts |‘ State Acct i Hours ! Certified |i Add il Ded |I Tax Def ” Local Tax |i Totals H Print i| Notes |
Hours tab screen form for
Date Reg Ot Dt WHType GLAccount Trade W/C State W/C ClassReport Code + -
an hourIy employee. _[02i17pv [+ 8.0 0.00] 0.00 [«]s00  [@) [&Jor [&]1001[G] = [
LT ~ =] @ [a] [a] [a] (=3 [
I« b
Reg ot Dt Total Job Cost Code Change Order  Cost Type
8.00 0.00 0.00 8.00
Account Mame W/C Description W/C Rate Other Burden
0.00000 0.00 %
Local Tax Biling Reg Rate Rate Trade
0.00 Regular 0.00 0.00
? . e e
Union Name Worker Classification it 0.00 0.00
Union Classification Total Amount | Deuble Time Lib St
200.00
New

Date Column
The Date column records the date the hours were worked. If possible, it is suggested to use either a check date
of the last day of the period covered, such as the end of the quarter, end of the month, or end of the pay period.

Reg (Regular Hours) Column
Regular hours must be entered as a decimal (5.25 for 5% hours).

Ot (Overtime Hours) Column

Overtime hours must be entered as a decimal (5.25 for 5% hours). BIS® calculates overtime at the wage rate set
in the Employee master record Default tab.
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Dt (Double Time Hours) Column
Double-time hours must be entered as a decimal (5.25 for 5% hours). BIS® calculates double-time at wage rate
set in the Employee master record Default tab.

v Tlp These three columns are one area of BIS® in which the Tab and Enter keys have
different function in a screen form. When the Tab key is used, the cursor will
move to the next column as normal. However, when the Enter key is pressed, the

system will presume that a normal day is 8 hours, and will apply any time over

W/H (Withholding) Column

The W/H type column allows the default withholding information to be changed for each payroll item entered.
Change the withholding by using the drop down menu and clicking on a withholding type displayed to toggle the
checkmark on or off. Default information is entered in the Employees master file.

The withholding options include: Blank (as set by employee default), Federal Withholding, FUTA Amount,
Social Security Withholding, Medicare Withholding, State Withholding, SUTA Amount, SDI Withholding, and
Local Withholding.

GL Account Column
This field records the general ledger account number that will be affected by this transaction line item.

Trade Column

If a trade classification is used, enter the classification code in the Trade column. The pay rates for the trade
classification entered will override the employee’s default pay rates. The Find tool may be used to select an
account number from those recorded in the Trade Classification master record.

W/C (Workers' Compensation) State
The employee’s default state for worker’s compensation can be changed in the W/C State column for this item.

W/C (Workers' Compensation) Class
The W/C Class column records the applicable worker’s compensation classification for this payroll item. The
default classification can be entered from the State Tax tab of the employee’s master record.

Report Code Column
The Report Code column is used to record a report code related to the line item that can be used for creating
customized reports.

+ Column

The button in the final column opens the Job Cost sub-screen, where job cost, billing rate, classification, union,
and local tax information is recorded. Since the Payroll Suspense Account is not a Job Cost Type of account this
Job Cost screen will not be needed except for potential Union data.

Job Cost - Cost Type (L) Labor

The Job Cost screen allows transaction line items to be applied to the Job Cost files. When opened from payroll
entry, this screen allows entering or verifying the employee’s union information. If local tax is applied to this line
item, the local tax code can be entered here. To reach this box, click the + (Plus) button that appears in the final
column of the payroll entry table.
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Figure: BB-79 =7 Job Cost - Cost Type (L) Labor 2w
Payroll Check, + (Plus)
column, Job Cost - Cost ®Budget (O Change Order [INon-billable Cost
Type (L) Labor sub-screen
form. Job MNumber 1020 G4 | Giovanni's Pasta House
Change Order Q
Cost Code a
Other Burden 3.00 | o
Rate Class. Q
Regular Overtime Double-time
Pay Rate 25.00 37.50 50.00
Biling Rate /Hr 30.00 45.00 &0.00
Classification Journey Warker |«
W/C State OR |G| Worker's Comp. for Oregon
W/C Classification Q
Union Code 1000 4 | Laborer's Union
Union Class. 14 | Journeyman 4
Local Tax Q
Cancel

Classification (Construction Trade)
This field specifies the classification for this job cost labor entry. Use the drop down menu to select the correct
classification. These classifications may be any of the following: Journey Worker, Apprentice, or Trainee.

Union Code
If applicable, enter or select a Union Code to be associated with this payroll line. The union code may be entered
manually or by using the Find tool, the Magnifying Glass [/ icon or pressing Ctrl+F.

Union Class
If applicable, enter or select a Union Class to be associated with this payroll line. The union class may be entered
manually or by using the Find tool, the Magnifying Glass [ icon or pressing Ctrl+F.

Local Tax
If applicable, enter or select a Local Tax to be associated with this payroll line. The local tax may be entered
manually or by using the Find tool, the Magnifying Glass [/ icon or pressing Ctrl+F.

Save the Record
When the record is complete or satisfactorily completed, either click on the OK button in the sub-form or the
Cancel button to do further editing of the entries.
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Summary of Hours Detail Area (Hourly Employee)
In the section just below the table, BIS® additional detail information pertaining to the line item selected,
including the job, cost code, change order, and/or cost type from the Job Cost files.

Reg, Ot, Dt, Total Hours
Ifthe focus is on a payroll check line that is related to hours entries, this field displays the regular, overtime, and
double-time hours applicable to this line item.

1
v Tip These three columns are one area of BIS® in which the Tab and Enter keys have
different function in a screen form. When the Tab key is used, the cursor will
move to the next column as normal. However, when the Enter key is pressed, the
system will presume that a normal day is 8 hours, and it will apply any time over
8 hours to the Overtime and Double Time columns as may be appropriate.
Job

If the focus is on a payroll check line that is job related, this field displays the job number applicable to that line
item. Please note that the underlined Job title is a hyperlink field as well as the description of the information to
be entered.

Cost Code

If the focus is on a payroll check line that is job related, this field displays the Cost Code applicable to that line
item. Please note that the Cost Code title is a hyperlink field as well as the description of the information to be
entered. Left-clicking on this hyperlink opens the Cost Code Library - New form. Right-clicking this hyperlink
accesses the Cost Code Library report that can be directly opened.

Change Order
If the focus is on a payroll check line that is related to a subcontract change order, this field displays the Change
Order applicable to that line item.

Cost Type
If the focus is on a payroll check line that is related to a job, this field displays the Cost Type applicable to that
line item.

Summary Area (Hourly Employee)
This area displays summary information pertaining to the employee check, including cash account name and
check total.

Account Name

This field displays the account name to be used for posting these hours. The default cash account is set up in the
System Wide Parameters, but can be changed in the GL Account column for this line. Since it is possible to have
more than one labor account in the general ledger, make sure the correct account number is displayed.

W/C Description

This field displays the workers' compensation description to be used for posting these hours. The default
description is set up in the Workers' Comp. master record, but can be changed in the W/C State and/or W/C Class
columns for this line. Since it is possible to have more than one workers' compensation state and class in the
master record, make sure the correct account number is displayed. Please note that the W/C Description title is
a hyperlink field as well as the description of the information.
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W/C Rate

This field displays the workers' compensation rate to be used for posting these hours. The default rate is set up
in the Workers' Comp. master record, but can be changed in the W/C State and/or W/C Class columns for this
line. Since it is possible to have more than one workers' compensation state and class in the master record, make
sure the correct rate is displayed.

Please note that the W/C Rate title is a hyperlink field as well as the description of the information. Left-clicking
on this hyperlink opens the Workers' Comp. Classifications - New form. Right-clicking on the W/C Rate hyper-
link directly accesses the Workers' Compensation Report.

Other Burden

BIS® tracks labor burden in 5 ways: FICA/Medicare, Workers’ Comp., Union, Other Burden, and Production
Expense — Labor. This field displays the other burden percentage to be used for posting these hours. The default
rate is set up in the employee's master record, but can be changed in the Job Cost - Cost Type (L) Labor sub-
screen accessible from the + (Plus) column for this line. Make sure the correct rate is displayed.

Summary Area (Hourly Employee)
This area displays summary information pertaining to the employee check, including any local tax, union name
and classification, billing rate, worker classification, total amount and hours information.

Local Tax

Ifused, this field displays the local tax used for posting this check. The default local tax is set up in the Employee
or Job master record, but can be changed in the Job Cost - Cost Type (L) Labor sub-screen accessible from the
+ (Plus) column for this line. Make sure the correct local tax, if applicable, is displayed. Please note that the
Local Tax title is a hyperlink field as well as the description of the information to be entered. Left-clicking on
this hyperlink opens the Local Tax - New form. Right-clicking on the Local Tax hyperlink directly accesses the
Local Tax report.

Union Name

This field displays the union name, if applicable, used for posting this check. This set up in the Employee master
record, but can be changed in the Job Cost - Cost Type (L) Labor sub-screen accessible from the + (Plus) column
for this line. Make sure the correct union, if applicable, is displayed. Please note that the Union Name title is a
hyperlink field as well as the description of the information to be entered. Left-clicking on this hyperlink opens
the Union - New form. Right-clicking on the Union Name hyperlink directly accesses the Union File report.

Union Classification

If used, this field displays the union classification, if applicable, used for posting this check. The default union
classification is set up in the Employee master record, but can be changed in the Job Cost - Cost Type (L) Labor
sub-screen accessible from the + (Plus) column for this line. Make sure the correct union classification, if
applicable, is displayed. Please note that the Union Classification title is a hyperlink field as well as the
description of the information to be entered. Left-clicking on this hyperlink opens the Union - New form. Right-
clicking on the Union Classification hyperlink directly accesses the Union File report.

Worker Classification (Construction Trade)
This field displays the classification for this job cost labor entry. These classifications may be any of the
following: Journey Worker, Apprentice, or Trainee.

Total Amount
This field will display the gross wage amount for the employee for the selected line.
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Rate

This field displays Regular, Overtime, and Double Time pay rate for the selected line item. The default pay rate
is set up in the Employee master record, but it can be changed in the Payroll Check — New screen Reg, Ot, or Dt
columns for this line. Make sure the correct pay rate is displayed.

Trade

This field displays Regular, Overtime, and Double Time Construction Trade pay rate for the selected line item.
The default construction trade is set up in the Employee master record, but can be changed in the Job Cost — Cost
Type (L) Labor sub-screen accessible from the + (Plus) column for this line. Make sure the correct trade
classification, if applicable, is displayed.

Please note that the Trade title is a hyperlink field as well as the description of the information to be entered.
Left-clicking on this hyperlink opens the Construction Trades - New form. Right-clicking on the Trade hyperlink
directly accesses the Trade Classifications report.
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Hours Tab (Salary Employee)
The table on this tab is used to enter the payroll distribution for hours worked during the current pay period.
There is no limit to the number of distributions which can applied to one check. A distribution is the assignment
of a specified portion of the employee’s wages to a specific other accounting subdivision. The sum of the
distributions equals the total wages.

Detail Distribution Fields (Salary Employee)

Two buttons on the toolbar are useful when modifying or editing the grid area on a screen form. The Insert Line
icon (or Ctrl+I) adds a blank line to the current grid of the form that is open. The Delete Line [= icon (or
Ctrl+]) removes the currently highlighted line from the grid of the open record.

Figure: BB-80 =7 Payroll Check - New [E=H EEH =<
Payroll Check record Hours
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Although most of the columns and fields for salaried employees are the same as for hourly employees, there are
differences. This section will focus only on those differences.

Reg (Regular Hours) Column
Regular hours must be entered as a decimal (5.25 for 54 hours). If the employee is on a salary, it is not necessary
to record the number of hours worked.

Ot (Overtime Hours) Column
Overtime hours must be entered as a decimal (5.25 for 5% hours). If the employee is on a salary, it is not
necessary to record the number of hours worked.

Dt (Double Time Hours) Column
Double-time hours must be entered as a decimal (5.25 for 5% hours). If the employee is on a salary, it is not
necessary to record the number of hours worked.

L Tip

These three columns are one area of BIS® in which the Tab and Enter keys have
different function in a screen form. When the Tab key is used, the cursor will
move to the next column as normal. However, when the Enter key is pressed, the
system will presume that a normal day is 8 hours, and will apply any time over
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GL Account Column
This field records the general ledger account number that will be affected by this transaction line item. The Find
tool may be used to select an account number from those recorded in the Chart of Accounts.

W/C Description

This field displays the workers' compensation description to be used for posting these hours. The default
description is set up in the Workers' Comp. master record, but can be changed in the W/C State and/or W/C Class
columns for this line. Since it is possible to have more than one workers' compensation state and class in the
master record, make sure the correct account number is displayed. Please note that the underlined W/C
Description title is a hyperlink field as well as the description of the information. Left-clicking on this hyperlink
opens the Workers' Comp. Classifications - New form. Right-clicking on the W/C Description hyperlink directly
accesses the Workers' Compensation Report.

& Ti
p Remember, salaried employees often have Workers Compensation rates for
office work than they do for field (job) work. It is important to make the correct
W/C Rate

This field displays the workers' compensation rate to be used for posting these hours. The default rate is set up
in the Workers' Comp. master record, but can be changed in the W/C State and/or W/C Class columns for this
line. Since it is possible to have more than one workers' compensation state and class in the master record, make
sure the correct rate is displayed. Please note that the underlined W/C Rate title is a hyperlink field as well as
the description of the information. Left-clicking on this hyperlink opens the Workers' Comp. Classifications -
New form. Right-clicking on the W/C Rate hyperlink directly accesses the Workers' Compensation Report.

+ Column
The button in the final column opens the Job Cost sub-screen, where classification, union, and local tax
information is recorded.

“Job Cost” (Salary, Non-Job Cost GL Account)

When the GL account chosen is not a Job Cost Type, the Job Cost sub-screen does not allow transaction line
items to be applied to the job cost files. If local tax is applied to this line item, the local tax code can be entered
here. The job cost fields are only available if the account number selected for the line item is assigned a Job Cost
type in the Chart of Accounts. To reach this box, click the + (Plus) button that appears in the final column of the
payroll entry table.

Figure: BB-81 =3 Job Cost =
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Billing Rate/Hr
If the payroll entry is not applicable to a job, the Regular, Overtime, and Double-time billing rates do not apply.

Classification (Construction Trade)
If the payroll entry is not applicable to a job, the construction trade classification does not apply.

Local Tax
If applicable, enter or select a Local Tax to be associated with the payroll line. The local tax may be entered man-
ually or by using the Find tool, the Magnifying Glass -] icon or pressing Ctrl+F.

Save the Record
When the record is complete or satisfactorily completed, either click on the OK button in the sub-form, or click
on the Cancel button to do further editing of the entries.

Summary of Hours Detail Area

In the section just below the table, BIS® additional detail information pertaining to the line item selected. If the
line is posted to a job cost labor GL account, the detail will include the job, cost code, change order, and/or cost
type from the Job Cost files.

Reg, Ot, Dt, Total Hours
If the employee is salaried, the presumed 40 hours will appear in the Reg and Total fields.

Summary Area
This area displays summary information pertaining to the vendor check, including cash account number and name
and check total.

Account Name

This field displays the account name to be used for posting these hours. The default account is set up in the
Employee master record, but can be changed in the GL Account column for this line. Since it is possible to have
more than one labor account in the general ledger, make sure the correct account number is displayed.

W/C Description

This field displays the workers' compensation description to be used for posting these hours. The default
description corresponds to the Workers' Comp. setting in the employee’s master record, but can be changed in
the W/C State and/or W/C Class columns for this line. Since it is possible to have more than one workers'
compensation state and class in the master record, make sure the correct account number is displayed. Please note
that the underlined W/C Description title is a hyperlink field as well as the description of the information. Left-
clicking on this hyperlink opens the Workers' Comp. Classifications — New form. Right-clicking on the W/C
Description hyperlink directly accesses the Workers' Compensation Report.

L Tip

Remember, salaried employees often have Workers’ Compensation rates for

W/C Rate

This field displays the workers' compensation rate to be used for posting these hours. The default rate is set up
in the Workers' Comp. master record, but can be changed in the W/C State and/or W/C Class columns for this
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line. Since it is possible to have more than one workers' compensation state and class in the master record, make
sure the correct rate is displayed. Please note that the underlined W/C Rate title is a hyperlink field as well as
the description of the information. Left-clicking on this hyperlink opens the Workers' Comp. Classifications —
New form. Right-clicking on the W/C Rate hyperlink directly accesses the Workers' Compensation Report.

Other Burden

BIS® tracks labor burden in 5 ways: FICA/Medicare, Workers’ Comp., Union, Other Burden, and Production
Expense — Labor. This field displays the other burden percentage to be used for posting these hours. The default
rate is set up in the employee's master record, but can be changed in the Job Cost - Cost Type (L) Labor sub-
screen accessible from the + (Plus) column for this line. Make sure the correct rate is displayed. If the focus is
on a line that is not related to any job, this field will be blank.

Summary Area
This area displays summary information pertaining to the employee check, including any local tax, union name
and classification, billing rate, worker classification, total amount and hours information.

Local Tax

If'used, this field displays the local tax used for posting this check. The default local tax is set up in the Employee
or Job master record, but can be changed in the Job Cost sub-screen accessible from the + (Plus) column for this
line. Make sure the correct local tax, if applicable, is displayed. Please note that the underlined Local Tax title
is a hyperlink field as well as the description of the information to be entered. Left-clicking on this hyperlink
opens the Local Tax — New form. Right-clicking on the Local Tax hyperlink directly accesses the Local Tax
report.

Union Name

This field will be blank for salaried employees. Please note that the Union Name title is a hyperlink field as well
as the description of the information to be entered. Left-clicking on this hyperlink opens the Union - New form.
Right-clicking on the Union Name hyperlink directly accesses the Union File report.

Union Classification

This field will be blank for salaried employees. Please note that the underlined Union Classification title is a
hyperlink field as well as the description of the information to be entered. Left-clicking on this hyperlink opens
the Union - New form. Right-clicking on the Union Classification hyperlink directly accesses the Union File
report.

Worker Classification (Construction Trade)
This field displays the classification for this job cost labor entry. These classifications may be any of the
following: Journey Worker, Apprentice, or Trainee.

Total Amount
This field will display the gross wage amount for this employee for the selected line.
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Additions Tab

The table on this tab is used to enter the payroll additions for the Beginning Balances. Addition codes must exist
in the Additions master file prior to being used here. Payroll additions increase an employee’s gross pay for a
reason other than hours worked. Some additions are added on a hourly basis, such as vacation or sick pay. Other
additions are a fixed amount, such as a bonus or an employee reimbursement.

Defaults for payroll additions are set in the Addition record. Those defaults can be changed at the time the
adjustment is entered here, however. If it is an automatic addition established on the Adjustment tab of the
employee’s record, the default information set there will override the basic addition defaults.

The default withholding information can be changed by using the drop down menu in the W/H Type column and
clicking on a withholding type displayed to toggle the checkmark on or off. The GL Acct column is used to
record the general ledger account to which the addition will be posted. A description can be recorded as a
reminder of the reason for the addition. If extended notes are needed, click the button in the Description column
for unlimited notepad space.

The employee’s default state for worker’s compensation can be changed in the W/C State column for the item.
The W/C Class column records the applicable worker’s compensation classification for the payroll item. The
default classification can be entered from the State Tax tab of the employee’s master record. A report code can
also be entered for each addition. The button in the final column opens the Job Cost screen, where job cost and
local tax information is recorded.

Detail Distribution Columns

Two buttons on the toolbar are useful when modifying or editing the grid area on a screen form. The Insert Line
icon (or Ctrl+]) adds a blank line to the current grid of the form that is open. The Delete Line =l icon (or
Ctrl+J) removes the currently highlighted line from the grid of the open record.

Figure: BB-82 =1 Payroll Check - New = <
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Code Column

The Code column records the code number assigned to the payroll addition entered on the line. Defaults for
payroll additions are set in the Addition record. Those defaults can be changed at the time the adjustment is
entered here, however. If it is an automatic addition established on the Adjustment tab of the employee’s record,
the default information set there will override the basic addition defaults.

Date Column
The date that the adjustment occurred, entered in the Date column, must fall within the pay period.
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Type

The type selected determines whether the amount is entered as a dollar amount (rate per hour worked or fixed
amount) or as a rate (percent of gross wages or rate per hour earned). The type options are: Percent of Gross
Wages, Rate per Hour, Fixed Amount, or Rate per Hour Earned. Defaults for payroll additions’ types are set in
the Addition record.

Hrs Column
If the entry is an hourly adjustment, enter the number of hours (as a decimal) in the Hour column.

Rate/Amt Column
This field determines the total amount of the addition, which is recorded in the Rate/Amount column.

Percent Column
If the Type is a percent, the percentage number is entered in the field.

WH (Withholding) Type Column

The default withholding information can be changed by using the drop down menu in the W/H Type column and
clicking on a withholding type displayed to toggle the checkmark on or off. The withholding options include:
Blank (as set by employee default), Federal Withholding, FUT A amount, Social Security Withholding, Medicare
Withholding, State Withholding, SUTA Amount, SDI Withholding, and Local Withholding.

GL Account Column
This field records the general ledger account number that will be affected by the transaction line item. The Find
tool may be used to select an account number from those recorded in the Chart of Accounts.

L Ti
P To apply addition items to a job, a general ledger account with an Other job cost
type must be selected. Accounts with cost type Labor, Material, Subcontract, or

Description Column
A description can be recorded as a reminder of the reason for the addition. If extended notes are needed, click
the button in the Description column for unlimited notepad space.

W/C (Workers' Compensation) State
The employee’s default state for worker’s compensation can be changed in the W/C State column for the item.

W/C (Workers' Compensation) Class
The W/C Class column records the applicable worker’s compensation classification for the payroll item. The
default classification can be entered from the State Tax tab of the employee’s master record.

Report Code Column
The Report Code column is used to record a report code related to the line item that can be used for creating
customized reports.

+ (Plus) Column
The button in the final column opens the Job Cost screen, where local tax information is recorded.

L Ti
P To apply addition items to a job, a general ledger account with an Other job cost
type must be selected. Accounts with cost type Labor, Material, Subcontract, or
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Job Cost Sub-screen

The Job Cost screen allows transaction line items to have a local tax applied. If local tax is applied to the line
item, the local tax code can be entered here. To reach the box, click the + (Plus) button that appears in the final
column of the payroll entry table.

Figure: BB-83 =4 Job Cost [ 8 |[mesm|
Payroll Addition, + (Plus) : TR
column, Job Cost (non-job Budget Change Order SRR

GL account), Local Tax Cope

sub-screen form. Change Order

Cost Code
W/C State 2
W/C Classification || Q

Local Tax Q

CK Cancel

Local Tax
If applicable, enter or select a Local Tax to be associated with the payroll line. The local tax may be entered
manually or by using the Find tool, the Magnifying Glass -] icon or pressing Ctrl+F.

Save the Record
When the record is complete or satisfactorily completed, either click on the OK button in the sub-form or the
Cancel button to do further editing of the entries.

Summary of Additions Detail

In the section just below the table, BIS® additional detail information pertaining to the line item selected,
including the addition description, hours, amount, type, local tax, job, cost code, change order, and/or cost type
from the Job Cost files.

Addition Description

This field displays the description associated with the addition code entered on the line item selected above.
Please note that underlined Addition Description title is a hyperlink field as well as the description of the
information of that line above. Left-clicking on the hyperlink opens the Additions — New form to add new
additions (or edit existing ones). Right-clicking on the Addition Description hyperlink opens access to the Payroll
Additions report.

Hours
This field displays the total number of hours entered for all line items.

Amount
This field displays the total dollar amount for the additions entered in the table.

Type
This field displays the type selected for the addition entered in the table.

Summary Job Detail Area
This area displays summary information pertaining to the job information related to the payroll addition.

Local Tax

If'used, this field displays the local tax used for posting the check. The default local tax is set up in the Employee
or Job master record, but can be changed in the Job Cost - Cost Type (L) Labor sub-screen accessible from the
+ (Plus) column for the line. Make sure the correct local tax, if applicable, is displayed. Please note that the
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underlined Local Tax title is a hyperlink field as well as the description of the information to be entered. Left-
clicking on the hyperlink opens the Local Tax - New form. Right-clicking on the Local Tax hyperlink directly
accesses the Local Tax report.

Summary Area
This area displays summary information pertaining to the employee check, including any local tax, union name
and classification, billing rate, worker classification, total amount and hours information.

Account Name

Displays the account name to be used for posting the addition. The default cash account is set up in the Payroll
Adjustments, Additions, but can be changed in the GL Account column for the line. Since it is possible to have
more than one account in the general ledger, make sure the correct account number is displayed. Please note that
the underlined Account Name title is a hyperlink field as well as the description of the information.

W/C Description

Displays the workers' compensation description to be used for posting the addition. The default description is
set up in the Workers' Comp. master record, but can be changed in the W/C State and/or W/C Class columns for
the line. Since it is possible to have more than one workers' compensation state and class in the master record,
make sure the correct account number is displayed. Please note that the underlined W/C Description title is a
hyperlink field as well as the description of the information. Left-clicking on the hyperlink opens the Workers'
Comp. Classifications — New form. Right-clicking on the W/C Description hyperlink directly accesses the
Workers' Compensation Report.

W/C Rate

Displays the workers' compensation rate to be used for posting the addition. The default rate is set up in the
Workers' Comp. master record, but can be changed in the W/C State and/or W/C Class columns for the line.
Since it is possible to have more than one workers' compensation state and class in the master record, make sure
the correct rate is displayed. Please note that the underlined W/C Rate title is a hyperlink field as well as the
description of the information. Left-clicking on the hyperlink opens the Workers' Comp. Classifications - New
form. Right-clicking on the W/C Rate hyperlink directly accesses the Workers' Compensation Report.
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Deductions Tab

The table on this tab is used to enter the payroll deductions for the Beginning Balances. Deduction codes must
exist in the Deductions master file prior to being used here. Payroll deductions decrease an employee’s gross pay.
Deductions could occur for a variety of reasons, including insurance, to pay back advance payments, for extra
tax withholding or union dues. Deductions can be taken as a percentage of the employee’s gross wages, as a rate
per hour paid or as a simple fixed amount. Deductions are made from an employee’s net pay.

Defaults for payroll deductions are set in the Deduction record. Those defaults can be changed at the time the
adjustment is entered here, however. If it is an automatic deduction established on the Adjustment tab of the
employee’s record, the default information set there will override the basic deduction defaults.

The date that the adjustment occurred, entered in the Date column, must fall within the Beginning Balance
period. The number in the Type column determines how the deduction is made: as a percentage, as an hourly rate,
or a fixed amount. The drop down menu can be used to view or change the option. The type selected determines
whether an Amount or Percent is entered to calculate the total amount for the deduction. The GL Acct column
is used to record the general ledger account to which the deduction will be posted. A description can be recorded
as a reminder of the reason for the deduction. If extended notes are needed, click the button in the Description
column for unlimited notepad space. A report code can also be entered for each deduction.

Detail Distribution Fields

Two buttons on the toolbar are useful when modifying or editing the grid area on a screen form. The Insert Line
icon (or Ctrl+I) adds a blank line to the current grid of the form that is open. The Delete Line [=ticon (or
Ctrl+J) removes the currently highlighted line from the grid of the open record.

Figure: BB-84 =1 Payroll Check - New e
Payroll Check - New,

Deductions tab screen
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Gross Wages 0.00 Deduction Limit 0.00
Subject Wages 0.00 ¥TD Deduction 0.00
Worked Hours 0.00 Deduction Amount 49.60 Max Allowed Deduction 45.60

Code Column

The Code column records the code number assigned to the payroll deduction entered on the line. Defaults for
payroll deductions are set in the Deduction record. Those defaults can be changed at the time the adjustment is
entered here, however. Ifitis an automatic deduction established on the Adjustment tab of the employee’s record,
the default information set there will override the basic deduction defaults.

Date Column
The date that the adjustment occurred, entered in the Date column, must fall within the current pay period.

Type
The type selected determines whether the amount is entered as a dollar amount (rate per hour worked or fixed
amount) or as a rate (percent of gross wages or rate per hour earned). The type options are: Percent of Gross
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Wages, Rate per Hour, Fixed Amount, or Rate per Hour Earned. Defaults for payroll deductions’ types are set
in the Deduction record.

Rate/Amt Column
This field determines the total amount of the deduction, which is recorded in the Rate/Amount column.

Percent Column
If the Type is a percent, the percentage number is entered in this field.

GL Account Column
This field records the general ledger account number that will be affected by the transaction line item. The Find
tool may be used to select an account number from those recorded in the Chart of Accounts.

Description Column
A description can be recorded as a reminder of the reason for the deduction. If extended notes are needed, click
the button in the Description column for unlimited notepad space.

Report Code Column
The Report Code column is used to record a report code related to the line item that can be used for creating
customized reports.

Save the Record
When the record is complete or satisfactorily completed, either click on the OK button in the sub-form or the
Cancel button to do further editing of the entries.

Summary of Deductions Detail Area
In the section just below the table, BIS® additional detail information pertaining to the line item selected,
including the deduction description, account name, and type.

Deduction Description
This field displays the description associated with the deduction code entered on the line item selected above.
Please note that underlined Deduction Description title is a hyperlink field as well as the description of the
information of that line above. Left-clicking on the hyperlink opens the Deductions - New form to add new
additions (or edit existing ones). Right-clicking on the Deduction Description hyperlink opens access to the
Payroll Deductions report.

Account Name

This field displays the account name to be used for posting the deduction. The default account is set up in the
Payroll Adjustments, Deductions, but can be changed in the GL Account column for the line. Since it is possible
to have more than one account in the general ledger, make sure the correct account number is displayed. Please
note that the underlined Account Name title is a hyperlink field as well as the description of the information.

Type
This field displays the type selected for the addition entered in the table above.

Summary Area

This area displays summary information pertaining to the deduction, including gross wages, subject wages,
worked hours, deduction amount, deduction limit, YTD (Year-to-Date) deduction, and maximum allowed
deduction.
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Gross Wages
This field displays the gross wages for the employee for the pay period.

Subject Wages
This field displays the wages subject to deduction for the employee for the pay period.

Worked Hours
This field displays the total hours worked by the employee for the pay period.

Deduction Amount
This field displays the dollar amount for the deduction selected above.

Deduction Limit
This field displays the annual limit for the deduction selected above.

YTD Deduction
This field displays the employee's year-to-date total for the deduction selected above.

Max Allowed Deduction
This field displays the maximum amount allowed for the deduction selected above.
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Tax Deferred Tab

This form allows management of tax deferred compensation and cafeteria plans for employees. Tax deferred
codes must exist in the Tax Deferred master file prior to being used here. Each tax deferred record consists of
two parts: the company contribution and the employee deduction. Unlike regular payroll deductions, the tax
deferred option allows specifying whether the deduction (and contribution) is subject to tax withholding. Tax
deferred deductions and contributions can be made as a percentage of the employee’s gross wages or as a fixed
amount.

Defaults for company contributions can be established on the Company tab of the Tax Deferred record, while
default for the employee deductions are set on the Employee tab. Those defaults can be changed at the time the
adjustment is entered here, however. If it is an automatic contribution established on the Adjustment tab of the
employee’s record, the default information set there will override the basic defaults.

Figure: BB-85 =1 Payroll Check - New e
Payroll Check - New, Tax
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Employee Deductions Detail Distribution Grid Fields

The table is used to enter the tax deferred employee deductions. The date of each tax deferred deduction must
fall within the current pay period. The number in the Type column determines whether the deduction is made
as a percentage or a fixed amount. Use the drop down menu to view or change the option. Depending upon which
is selected either the Amount or Percent column will be completed. The expense account to which it will be
debited must be entered. A description can be recorded as a reminder of the reason for this deduction. If extended
notes are needed, click the button in the Description column for unlimited notepad space. A report code can also
be entered for each deduction.

Two buttons on the toolbar are useful when modifying or editing the grid area on a screen form. The Insert Line
icon |X] (or Ctrl+]) adds a blank line to the current grid of the form that is open. The Delete Line = icon (or
Ctrl+D) removes the currently highlighted line from the grid of the open record.

Figure: BB-86 Employee Deductions
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Code Column

The Code column records the code number assigned to the tax deferred employee deduction entered on the line.
Defaults for tax deferred employee deductions are set in the Payroll Adjustments, Tax Deferred, Employee tab
record. Those defaults can be changed at the time the adjustment is entered here, however. If it is an automatic
deduction established on the Tax Def (Tax Deferred) tab of the employee’s record, the default information set
there will override the basic deduction defaults.

Date Column
The date that the adjustment occurred should be entered in the Date column and must fall within the current pay
period.

Type

The type selected determines whether the amount is entered as a dollar amount (rate per hour worked or fixed
amount) or as a rate (percent of gross wages or rate per hour earned). The type options are: Percent of Gross
Wages, Rate per Hour, Fixed Amount, or Rate per Hour Earned. Defaults for tax deferred employee payroll
deductions’ types are set in the Payroll Adjustments, Tax Deferred, Employee tab record.

Rate/Amt Column
This field determines the total amount of the deduction that is recorded in the Rate/Amount column.

Percent Column
If the Type is a percent, the percentage number is entered in the field.

GL Account Column
This field records the general ledger account number that will be affected by the transaction line item. The Find
tool may be used to select an account number from those recorded in the Chart of Accounts.

Description Column
A description can be recorded as a reminder of the reason for the deduction. If extended notes are needed, click
the button in the Description column for unlimited notepad space.

Report Code Column
The Report Code column is used to record a report code related to the line item that can be used for creating
customized reports.

Save the Record
When the record is complete or satisfactorily completed, either click on the OK button in the sub-form or the
Cancel button to do further editing of the entries.
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Company Contributions Detail Distribution

This table is used to enter the tax deferred company contributions. The date of each tax deferred contribution
must fall within the current pay period. The number in the Type column determines whether the contribution is
made as a percentage or a fixed amount. Use the drop down menu to view or change the option. Depending upon
which is selected either the Amount or Percent column will be completed. The liability account to which it will
be credited, and the expense account to which it will be debited must be entered. A description can be recorded
as areminder of the reason for the contribution. If extended notes are needed, click the button in the Description
column for unlimited notepad space. A report code can also be entered for each contribution.

Two buttons on the toolbar are useful when modifying or editing the grid area on a screen form. The Insert Line
icon [£] (or Ctrl+I) adds a blank line to the current grid of the form that is open. The Delete Line = icon (or
Ctrl+D) removes the currently highlighted line from the grid of the open record.

Figure: BB-87 Company Contributions
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Code Column

The Code column records the code number assigned to the tax deferred company contribution entered on the line.
Defaults for tax deferred company contribution are set in the Payroll Adjustments, Tax Deferred, Company tab
record. Those defaults can be changed at the time the adjustment is entered here, however. If it is an automatic
deduction established on the Tax Def (Tax Deferred) tab of the employee’s record, the default information set
there will override the basic deduction defaults.

Date Column
The date that the adjustment occurred, entered in the Date column, must fall within the current pay period.

Type

The type selected determines whether the amount is entered as a dollar amount (rate per hour worked or fixed
amount) or as a rate (percent of gross wages or rate per hour earned). The type options are: Percent of Gross
Wages, Rate per Hour, Fixed Amount, or Rate per Hour Earned. Defaults for tax deferred employee payroll
deductions’ types are set in the Payroll Adjustments, Tax Deferred, Company tab record.

Rate/Amt Column
This field determines the total amount of the deduction, which is recorded in the Rate/Amount column.

Percent Column
If the Type is a percent, the percentage number is entered in the field.

Liability Account Column
This field records the general ledger liability account number that will be affected by the transaction line item.
The Find tool may be used to select an account number from those recorded in the Chart of Accounts.

Expense Account Column
This field records the general ledger expense account number that will be affected by the transaction line item.
The Find tool may be used to select an account number from those recorded in the Chart of Accounts.

Description Column
A description can be recorded as a reminder of the reason for the contribution. If extended notes are needed, click
the Ll button in the Description column for unlimited notepad space.
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Report Code Column
The Report Code column is used to record a report code related to the line item that can be used for creating
customized reports.

Save the Record
When the record is complete or satisfactorily completed, either click on the OK button in the sub-form or the
Cancel button to do further editing of the entries.

Summary of Tax Deferred Detail Area

In the section just below the table, BIS® additional detail information pertaining to the line item selected,
including the tax deferred deduction or contribution description, amount, limit, YTD (Y ear-to-Date) contribution,
and maximum allowed number.

Tax Deferred Description
This field displays the description associated with the tax deferred code entered on the line item selected above.
Please note that underlined Tax Deferred Description title is a hyperlink field as well as the description of the
information of that line above.

Contribution Amount
This field displays the dollar amount for the contribution selected above.

Contribution Limit
This field displays the annual limit for the contribution selected above.

YTD Contribution
This field displays the employee's year-to-date total for the contribution selected above.

Max Allowed Contribution
This field displays the maximum amount allowed for the contribution selected above.

Summary Area
This area displays summary information pertaining to the contribution, including the GL account name (for
employee deductions), and the liability expense account names for the company contributions.

GL Account Name

This field displays the account name to be used for posting the tax deferred employee deduction. The default
account is set up in the Payroll Adjustments, Tax Deferred, Employee tab, but can be changed in the GL Account
column for the line. Since it is possible to have more than one account in the general ledger, make sure the correct
account number is displayed. Please note that the underlined GL Account Name title is a hyperlink field as well
as the description of the information.

Liability Account Name

Displays the liability account name to be used for posting the tax deferred company contribution. The default
account is set up in the Payroll Adjustments, Tax Deferred, Company tab, but can be changed in the Liability Ac-
count column for the line. Since it is possible to have more than one account in the general ledger, make sure the
correct account number is displayed. Please note that the underlined Liability Account Name title is a hyperlink
field as well as the description of the information.

Expense Account Name

Displays the expense account name to be used for posting the tax deferred company contribution. The default
account is set up in the Payroll Adjustments, Tax Deferred, Company tab, but can be changed in the Expense Ac-
count column for the line. Since it is possible to have more than one account in the general ledger, make sure the
correct account number is displayed. Please note that the underlined Expense Account Name title is a hyperlink
field as well as the description of the information.
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Local Taxes Tab

This table is used for collecting any local taxes (not federal or state tax) that is required from an employee. Local
tax codes and withholding information must be set up in the Local Taxes file prior to being used here. It is very
important that the local taxing parameters be correctly established prior to entering them into a payroll record
in order for BIS® to accurately calculate the employee’s withholding.

If a default local tax code has been recorded on the Local Tax tab of the Employee record, that code will appear
here and may not be changed or removed. However, additional local tax codes may be added if needed. The
default account and report codes may be changed on additional codes. A description can be recorded as a
reminder of the reason for the withholding. If extended notes are needed, click the button in the Description
column for unlimited notepad space.

Detail Fields

Two buttons on the toolbar are useful when modifying or editing the grid area on a screen form. The Insert Line
icon || (or Ctrl+I) adds a blank line to the current grid of the form that is open. The Delete Line =t icon (or
Ctrl+J) removes the currently highlighted line from the grid of the open record.

Figure: BB-88 =7 Payroll Check - New [E=H EEE =
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Code Column

The Code column records the code number assigned to the local tax entered on the line. Defaults for local taxes
are set in the Payroll Adjustments, Local Taxes record. Those defaults can be changed at the time the adjustment
is entered here, however. If it is an automatic deduction established on the Local Taxes tab of the employee’s
record, the default information set there will override the basic deduction defaults.

Type

The type selected determines whether the amount is entered as a dollar amount (rate per hour worked or fixed
amount) or as a rate (percent of gross wages or rate per hour earned). The type options are: Percent of Gross
Wages, Rate per Hour, Fixed Amount, or Rate per Hour Earned. Defaults for payroll deductions’ types are set
in the Local Taxes record.

L Tip

Some states’ local taxes are computed with tax tables built in to BIS®. Thus, The

Rate/Amt Column
This field determines the total amount of the deduction that is recorded in the Rate/Amount column.
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Percent Column
If the Type is a percent, the percentage number is entered in the field.

GL Account Column
This field records the general ledger account number that will be affected by the transaction line item. The Find
tool may be used to select an account number from those recorded in the Chart of Accounts.

Description Column
A description can be recorded as a reminder of the reason for the deduction. If extended notes are needed, click
the button in the Description column for unlimited notepad space.

Report Code Column
The Report Code column is used to record a report code related to the line item that can be used for creating
customized reports.

Save the Record
When the record is complete or satisfactorily completed, either click on the OK button in the sub-form or the
Cancel button to do further editing of the entries.

Summary of Local Taxes Detail
In the section just below the table, BIS® additional detail information pertaining to the line item selected,
including the local name, state, and account name.

Local Name

This field displays the local tax name associated with the local tax code entered on the line item selected above.
Please note that underlined Local Name title is a hyperlink field as well as the description of the information of
that line above. Left-clicking on this hyperlink opens the Deductions — New form to add new additions (or edit
existing ones). Right-clicking on the Local Name hyperlink opens access to the Local Taxes report.

State
This field displays the state name associated with the local tax code entered on the line item selected above.

Account Name

Displays the account name to be used for posting the deduction. The default account is set up in the Payroll
Adjustments, Deductions, but can be changed in the GL Account column for the line. Since it is possible to have
more than one account in the general ledger, make sure the correct account number is displayed. Please note that
the underlined Account Name title is a hyperlink field as well as the description of the information.
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Totals Tab

The Totals tab allows viewing entries and calculations from the information recorded for the employee’s current
payroll. Checking the amounts displayed can help identify errors in data entry prior to completing payroll entry
and printing the actual checks. The tab is also used for entering Federal and State tax calculations.

Figure: BB-89 =1 Payroll Check - New =]
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Tax Deferred Company Contribution 0.00 Tax Deferred Employee Deduction 74.40
Net Pay 2,356.00
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Earnings Table
This table displays the description, hours, and amount for earnings entered on previous tabs.

Tax Deferred Table
This table displays the description and amount for company contributions entered on the Tax Deferred tab.

Withholding & Deductions Table

This table displays the description and amount for tax withholding and other deductions entered on the previous
tabs. If the Calculate Withholdings box was not checked on the Main tab, manually entered amounts for Federal,
Social Security, Medicare, and State tax withholding can be entered (or changed) here in the Amount column.

L Tip

Some states’ local taxes are computed with tax tables built in to BIS®. Thus, the

& Ti
P Manual entry of taxes is sometimes used for bonus checks. Some users may find
it helpful to allow BIS® to initially calculate taxes, especially Social Security and

Total Hours & Earnings
These fields display the total number of hours entered on the Hours and Additions tabs, and the total earnings.

Non-Payroll Adjustment
This field displays the total amount of non-payroll adjustments entered.
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Tax Deferred Company Contribution
This field displays the total amount of company contributions entered on the Tax Deferred tab.

Earned Income Credit

This field displays the total amount of the employee's earned income credit for the check (addition code
22).Total Withholdings

This field displays the total amount of tax withholdings calculated based on the withholding type for each entry
on the Hours and Additions tabs.

Total Deductions
This field displays the total amount of employee deductions entered on the Deductions tab.

Tax Deferred Employee Deduction
This field displays the total amount of employee deductions entered on the Tax Deferred tab.

Net Pay
This field displays the total net pay for the employee for the pay period.

Save the Changed Record
When the record is complete or satisfactorily edited, either click on the Save [ button on the toolbar or press
Ctrl-S to save the changes.
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Reviewing Payroll Beginning Balances

This section covers the Payroll reports needed to check Beginning Balance entries for payroll entries. Access
to specific reports begins with the Query screen that enable users to select the particular variation needed. As
with other reports in BIS®, reports can generally be one of 3 types: Summary, Detail, and Extended. Most reports
offer the ability to select an “Order By” setting, and often have several choices of fields for that choice.
Additionally, most reports have a variety of Options allow certain elements to show or not on the report. Finally,
most reports offer a listing of fields that can allow a refined selection of data. The Report Query will be
remembered by User Id until changed.

All report options are listed under the Reports menu, and many reports can be selected by right-clicking on a data
hyperlink to open pop-up reports menu related to that field. Either method opens a report setup form depending
upon the type of report selected.

Note that there are a great variety of Payroll reports. It is important to verify the Beginning Balances as
characterized in these different reports to ensure that there will be no errors when contemporaneous processing
begins.

The following is a list of payroll reports and documents in BIS® that may be useful in checking Payroll Beginning
Balances:

® Employee Ledger ®m Payroll Summary
®m Payroll Journal ®m Tax Deferred
m Reports and Worksheets B Workers’ Compensation
B 941 Worksheet B Transactions
®m Federal Unemployment B Report
m State Unemployment
®m Quarterly State Wage m Certified Payroll Report
m CA-SDI Report ® Union Report
® Gross Wages m California DE-6 Quarterly Wage
m Taxable Wages



BB-138 Beginning Balances

Employee Ledger
The Employee Ledger summarizes the employee’s history by payroll transaction and serves as the supporting
sub-ledger for the General Ledger report.

Access
Module Menu with Reports Group
Payroll | Reports | Employee Ledger

Module Menu with Reports List
Payroll | Employee Ledger

Standard Menu
Reports | Payroll | Employee Ledger

Report Types

Detail

In addition to providing summary information, this report type displays a breakdown of payroll hours worked
including trade classification, regular hours, overtime hours, double-time hours, regular rate, extended amount,
Workers’ Compensation classification, union code, union classification, posting account number and name,
report code, job number, cost code, change order, cost type, total regular hours, total overtime, total double-time,
total earnings. It also displays adjustments’ information including adjustment number and description, hours,
amount, description, posting account number and name, report code, job number, cost code, change order and
cost type.

Order By Options Fields
* Employee ID + Check Date » Show Report Criteria * Employee ID
» Employee ID + Check Number * Show Employees with no Activity * Check Date
* Active * Check Number
e Inactive

* Reversing Entries
* Case Sensitive
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Payroll Employee Ledger Report—Detail
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Payroll Journal

The Payroll Journal is a listing of payroll checks by date for a particular account. This report should be printed after
each payroll to verify that the journal is correct. The report also assures that the general ledger and financial statement
records are correct for those accounts that relate to payroll activity.

Access
Module Menu with Reports Group
Payroll | Reports | Payroll Journal

Module Menu with Reports List
Payroll | Payroll Journal

Standard Menu
Reports | Payroll | Payroll Journal

Report Types

Detail

This report type displays the summary information and lists payroll hours and adjustments including posting account
number and name, description and amount.

General Ledger Account
Enter the general ledger account to use. Click Find [) icon to select from a list of accounts.

Order By Options Fields
e Check Date * Show Report Criteria * Check Date
* Reversing Entries * Session Date

¢ Show Check Notes
* Show GL Extended Description
¢ Show User ID
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Payroll Journal — Detail Report

Best Construction Company
Payroll Journal
Detail Report - Account 1020, Cash In Bank Page 1
Date  Check# Payee Check Type Reconciliation Status Session

GL Account Account Hame Description Amount

M4 1215 Tim Hardaway PR Outstanding 01114/
oo Salaries & Wages-Officer Hours on 0114/ 1,000.00
2410 Union Payable 1 Union TaxAutomatic Addition 17.50
2410 Union Payable 1 Union AutomaticDeduction -50.00
2410 Union Payable 1 Union TaxAutom atic Dedudion -17.50
2210 P ayroll Taxes PayableF T Federal Withholding -27.00
2240 Payroll Taxes Payable-SIT State Withhelding £58.00
2220 Payrell Taxes PayableFICA FIC A5 ocial SecurityWithholding £3.09
2220 Payroll Taxes Payable-FICA FICAM edicare Withhelding -14.75
CheckTotal T7.16

mi16f E0091 Mick Jones PR Outstanding 016!
7003 Salanes & VWages-Administration Hours on 0118/ 2,500.00
2210 P ayroll Taxes PayableF T Federal Withholding -554.00
2240 P ayroll Taxes Payable-SIT State Withholding -193.49
2220 P ayroll Taxes PayableFICA FIC A5 ocial Security Withholding -155.00
2220 Payrell TaxesPayable-FICA FICAMedicare Withholding -36.25
Check Total 1,561.26

i1ed E0092T Mick Jones PR Outstanding 016!
003 Salanes & Wages-Administration Hours on 0118/ -2,500.00
210 P ayroll Taxes PayableF T Federal Withholding 55400
2240 Payroll Taxez Payable-SIT State Withholding 193.49
2220 P ayroll Taxes PayableFICA FIC A5 ocial SecurityWithholding 155.00
2220 Payrell Taxes PayableFICA FICAMedicare Withholding 36.25
CheckTotal 1,561.26

27! 14012701 VoI PR Outstanding 0127/
CheckTotal 0.00

27! 140127002 Mick Jones PR Outstanding 011277
5010 CostefContracts-Labor Hours on 01/22¢ 300.00
5010 CostofContracts-Labor Hours an 01/23/ 300.00
5010 CostofContracts-Labor Hours an 01/24/ 300.00
5010 CostefContracts-Labor Hours on 01/27/ 250.00
2210 Payroll Taxes PayableF T Federal Withholding -196.00
2240 P ayroll Taxes Payable-SIT State Withholding 58.61
2220 P ayroll Taxes PayableFICA FIC A5 ocial SecurityWithholding -71.30
2220 Payrell Taxes Payable-FICA FICAMedicare Withholding -16.68
CheckTotal 807.41
CashDisbursements Listed for January 1,624.57

02409/ 54326 Mike Smith PR Outstanding 0209/
5010 CostofContracts-Labor Hours on 02/09/ 2,000.00
2410 Unien Payable 1 Union TaxAutomatic Addition 30.00
2410 Union Payable 1 Union AutomaticDeduction -40.00
2410 Union Payable 1 Union TaxAutematic Dedudion -30.00
210 Payroll Taxes PayableF T FederalWithholding -400.00
2240 P ayroll Taxes Payable-SIT State Withholding 14712
2220 Payroll Taxes Payable-FICA FIC ASocial Security Withholding -120.00

Figure: BB-91 Payroll Journal, Detail Report, sorted by Check Date. A Beginning Balance version of this
report would show all accounts as the Payroll Suspense account.
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Payroll Reports & Worksheets: 941 Worksheet

For each full calendar quarter of payroll beginning balances entered, it is useful to print the Form 941 to show
wages, Federal Withholding, and any matching FICA and Medicare taxes. This screen form will contain data
from the selected quarter in the program, populating appropriate fields.

Access
Module Menu with Reports Group
Payroll | Reports | Reports and Worksheets | 941 Worksheet

Module Menu with Reports List
Payroll | Reports and Worksheets | 941 Worksheet

Standard Menu
Reports | Payroll | Reports and Worksheets | 941 Worksheet

Report Types
Quarterly 941 Federal Tax
This Report Type displays the quarterly 941 form.
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Employer’s Quarterly 941 Federal Tax, Page 1 — Screen Worksheet

e 341 fOrYYYY: Employer’s QUARTERLY Federal Tax Return

Hwr iy 2N Deparmant of tha Traasury — Niemal Rsvenue Sendce

et 7| (7| [ 0] [2] [0 ][] [e][2] EI

“-‘lm“ﬂ"ﬂﬁ"fl'mmﬂq!‘| Best Construction Company

Trade mame {fary) | |

1200 Main Street- Unit100 |

Addreas

Hiraker Flnal Caals o ssmimianiag
|P¢rrn1,rn Grande | |CA |B'.'142l] |
ity Halw LI Cimli
FOrmn SOy e FOrgign iy maorty Foradp puesil ooy

150120

OME Mo 1345-0030

Report for this Quartar of 2020
Chedck amws )

] 4 darmary, kebruary, harch
[ 2: fpi, May, Juna
[] 2 July. August, Septambear

1 4: Ootober, November, Decamber

Fa o W s o Formmad T for
el v liowes e L lalesl infonrslion

Read e soparate instruations befors you comglste For 841, Type ar print within e baxes,

Anzwer theea quastions for this quarter.

1  Number of employess who recaived wapges, tips, or cther esmpensation for the pay

peringd  including: Sant. 12 (Quaner 3) or Dee. 12 [Quarter &)
2  Wages, tips, and other compensation

3 Federal income tax withhe!d from wages, tips. and other compensation .

4 W nowages, hips, and ether compensotion are subjeet to soctal secunty or Medicars tax

Column 1

Columm 2

1] 2

Zl 126000 00 |

3 44933+ 00

D Check end go to hine B

ba Taxable secial secunty wages .

: | 126000« 00 | = 0124 = 15624 00

fa () Qualified sick leAve wapes .

Sa (i} Qualifiad family leave wages . 0= 00

)| 0 00 « B06E? = 0= 0O
= DUEY = 0= 00

5b  Taxable secial securty tips 5 g I O 00 n0124_|

Q= 00 |

b Tazalde Medicane wages 8 Lips.

l 126000« 00 « 028 = 3654 00

&d  Taxable wages & tips subjest to
I = 0003 - |

(= 00 |

Additional Medicare Tax withholding 0= 00

be  lolol sesal sceunty ond Medieare takes, Add Column 2 trem bnes So, Sall), 5o, 55, 50, onc 5d bul 19278 « 00 |

&f  Section 3121|q) Notice and Demand—Tax due on unreparted tips (sea instnictions] £f | a0+ 00 |

&  Tatal tazas before adjustmends. Adn lines 3, 58, And 5f 6 54231 « 00

T Current quarier's adjustment for fractions of cents T | 000 |

2 Current quarier's adjustment for sich poy . 3 | 10+ 00 |

9  Current quarier's adjustments for tips and group-term e insurance . ] | 15+ 00 |
10 Taotal taxas after adjpstments. Combine Enes 6 throwgh 9 10 BAZ56 1 00

1la Qualifed small business payroll tax credit for increasing research actities. Adtach [orm 0974 11u|

11k Nenrzfundable portion of eredit for qualfied sisk and family leave woges from Warksheet { ‘Iibl 22.00 |
11e Nonmfundable partion of employes retention credil from Workshest 4 11c | 7450 |
» You MUST complete all three papes of Form 941 and SIGN it

Fow Privacy &nl and Papemwork Redoction Azl Nofics, san ihe "‘T_}\_’,.’fq""‘ Payment Woucher.

Figure: BB-92
can have some data entered.

et Mo, " N0

Frem 34 R 7

Federal Form 941 Worksheet, Page 1, screen form. Note that some non-shaded field
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Employer’s Quarterly 941 Federal Tax Form, Page 1 — Print Form

w941 fORYYYY: :Employer's QUARTERLY Federal Tax Return q50LLY4
{Rens. Janusany 200 4) narimarr ofthe Trrasiry — Intamal Feeen = Sarens NI M. T -0
L CEECEEE
Empleyer identification nurrbar [Z14] e ey
Name (nct your rrade name) | Best Construction Company D 1: Jarvary, February, March
[ = aprs, may, .0na
Trede name (i anyl | |
D 3t July, Auguet, Sxotomber
Anldraws | 12” 0Main Street- Unit 100 m d; Crulaber, Movan e, Deceso L
acr Erect Sl or rocm nurbet
nshruclions s price yedn [ooms dae
| Arroyo Grande | CA | 93420 | availablz at www.irs.gov/form&= 1.
Thy T T e
Toroin caunEy mamc | | Fore gn srvincaeaty | Tarsgr posdocs
Neac the acperate inatructions bafors you complete =0 C41. Type or prirt within the boxca.
EZEB Arswer these questons for this quarter.
1  Mumber of amployese who receved wagee, tipe, or other compeneation for the pay penod
including: Mar. 12 [Quarte- 41, Junc 12 [Quarter 2), Seot. 12 (Quarter 3), or Dec. 12 (Quarter 4 1 | & |
2 Wages, tipe, srd other compeneation 2 | 35039 - 38 |
32  Federal income tax withheld from wages, fips, and other compensation 3 | 1872« 00 |
4 Hnn wapes, tips, and ather compenzation are subjaer to social secority or Medicare tax | | cherk and pota line &
Golumn 1 Column 2
5a Taxable social s2curity wages . . 23899 83 <. 124 - 2963. 59
8 Tamable socil securily lios . . . 0,00 x . 124 = 0,00
Sc  Taxable Mcdicarc wages & tipa. . 23899. 88 | = 020 = | 693. 10 |
Gd Taxable wages & tipe subjact to
Additional Medicarc Tax withheldng 0-00 | « 009 - | 0-00 |
5e Add Column 2 from lines 5a, 5b, E¢, and 5d Se 56,69 |
5f  Secction M 24ig) Motice and Demand—Tax due on unreported fips (o= instructions) Gf 0.00 |
6 Teotal taxca before adjustments. Add lines 3, 5¢, erd 51 (5] 5528 .69 |
T Current guarer's adjustment for fractions of cents . T 0.00 |
& Current quarer’'s adjustment for aick pay ] 0400 |
9 Cumrznl guarker's adiusiments lor Lgs and group-lemm il nsurnce g 0. 00 |
10 Total taxes after adjustments. Combine lines G through 9 10 5528 . 69 |
11 Tolal deposils for this guarler, including overpaymenl applied (rom a prior guarler and
overpaymenls appled rom Form 941-X, 941-X (PRI, 944-X, 044-X (PR), ur 944-X {3P) liled
in the current quarter . g 11 0. 00 |
i2  Balance due. |l line 10 &= more Ben fine 11, enler the diference o see insbroclicns 12 55284 |
13 Ovcrpayment. I inc 11 iz more than linz 10, enfer the difforones 0.00  Check one: ZﬁM pitmalrami ¥ | it aycsunt
» You MUST comalets both pages of Form 944 and SIGH it.
For Prvacy Act and Paparwamk Raduehion Ast Nahee, 268 the Back of ha Paymant Yoanzhar. Cat. M. 17001Z o B4 (R 1.5m4)

Figure: BB-93 Federal Form 941 — Page 1, showing the I.R.S. approval code V V A, allowing

submission of the printed form.
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Employers’ Quarterly 941 Federal Tax, Page 2 — Screen Worksheet

950220
Mamiz for pour Fade sl CErmployper identification mumber [CIM)
BestConstruction Company TA000000000
=3B FnswerThese questions for this quarter. contnued
i1d Total nonrefundable credits. AddInes 11a, Hb,and 112 . . . . . . . e L ‘Ildl A7 50
12 Tolal lazes after adiustments and nurefundalbe credits, Subiract boe 1194 Tom iz 100 . 12' 54208 + 50 |
18a Total deposits for this quarker, woluding overpeyment apgled from @ price quarter and
cyverpaymenis applied fram Form U41-X, 844X [PR), M44-X, or JH-X (3F) fled in the surrenl quarier 13ﬂ| 4200 |
13k Deferred amount of social sccuritytex . . . . P S e Z-EEJ
i3¢ Refundable portion of crodit for qualificd sick and family leove wages from Werkshect 4 ﬁcl 100
123d Refundsble portion of amployea retention credit from Workshest 1. . . . e Dt ﬂdl 400
13e Total deposits, deferrals. and refundable credits. Add lines 122, 130 1530, and 13d . . 13e| A0 [uJ
1%  Total advences received from filing Form(s) 7200 forthe quarter. . . . . . . . . 13f| 5100
123 Tolal deposits, deferrals, and refundable credits less advances, Subtreot ine 13f From nc 182 . ﬂ;ll 500 |
14 Balance due. If lire 12 e mare than line 13g, enter the diflersres snd see reractions ., . 14| 54203 * 50

156  Overpayment. If ine 13g = mars than ling 12, entar the difference Eﬂta‘k i |_| Rphly neod rrlum J Sarel 3 agluise

Tell us about your deposit schedube and Lax labiity for this quarter.
i you're unsure about whether you're & monthly schedule depositer or a semiweekly schedule depositor, see section 11 of Pub. 15,

16 Checkone: [ Line 12 an this raturn is less than 52 500 or line 12 on the renurn for the prior quarter was less than $2 500,
: and you didn't incur a8 00,000 next-day deposit obligstion during the current quarter. I line 12 for the prios
quarer was less than £2,500 but line 12 on this raum is S100,000 or more, vou must provide a record of your
‘ederal tax liability. If you're a menchly echedule depoeitcr, compete the ceposit schedule below: if yeu'rs a
somivenky sahedule depesicor, aftash Sehedule B [Form 941), Go to Pat 3,

E You wera 3 monthly schedula depositor for the entire quarter. Fater your tax Fshility for each month 8nd fofa
liasility fer the guarts-, then ao ta Par 3,

Tax iability: Month 1 | 0= 00 |
Manth 2 | 0= 00 |
Month3 | B4201. 00|

Total liability for quarter | 54201 00| Total must cqual ling 12

'ou wara a semiwsakly schadul or for any pa i guarter. Com, ¥ o B (Form 941],
¥ LY hadule d t rt of th rier. ale Schadds H Q41
Seport ol Tax Lehiity for Semiseekly Schedule Depositors, andd atizeh it to Forn 8410, Gao o Par 3,

P Wou MUST comnulele all Uwes ooges of Form 841 and SIGN it
Pace 2 Form S Rev. 72000
Figure: BB-94 Federal Form 941 Worksheet, Page 2, screen form. Note that some non-

shaded fields can have data entered.
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Employers’ s Quarterly 941 Federal Tax, Page 2 — Print Form

952520

Hame faor year fade nsmsl Emglayer identification mumber {CIH)
BastCenstruction Company FAO00D000000
=Y el us eboul your business. It a guestion does NOT apply u your business, leave 1L Diank.

1T I your business has clesed or you stopped payingwsges . . . . . . . et e e |:| Check hara, and

erter the final date you pad wagss rr i aleo aitsch & slaternent to vour reburn, See netracicns.
1 M you're a seasnnal employer and yau don’t have to fle a retur for svery quartarof theyear © ] Uheck hare.
19 Qualitied health plan expenses allocoble to qualdficd sick lcave woges . . e |H| 55+ 00 |

20 Qualifisd heahh plan axpenses allocable to qualified family leave wages | | P 1 A5 = ()

M Ousdified wages for the employes retion credit ot e e 15200
Qualified heallh plan expenses allocable to wages repoded online i . . . v 22 g+00 |
Gredit from Form S884-C, inz 11, tor this quarter e = e 50 = 00

24 Deferved emount of the emploves shars of social security tax incleded on line 136 . . . 24 9+09

25Ror-wndfor'lmmuu....,,..,.....,,.....,lﬁl s |

XX May we spask with your third-party designes?
Do you wanl Lo allow an empioyee, a paid lax prepganer, or anolher person Lo discuss this rebum with the IRS? 5o he irshoclions
for detalla.

¥ Yes. Cesignee's name and phons nurnber | | | |

Salect @ a-dgit personal idemification namoer (FIN) 1o use when taking 1o the IFS, D D |: D D

1 he.

XA sign here, You MUST complete all three pages of Form 841 and SIGH it.
Lindler panalties of Pen)L g | anekans as | havs mcaminac i enimm, e e Secnmnanging Sehaslliss S0 STaTsments, A I mha kaEst ol iy knaweroe
and belieh, 1t 15 true, coraet, and complata, Leclaraticn of preparar [other than taxpayar) i basad en all inlormsticn 2 which praparer has any knowlados,

Prine your | |
Sign your rame s
name here Prine: wear
title here | |
Date Bestckyimeptene ]
Faid Praparer Use Only Cheotif you're zol omployee . . L[]
Freparar's name | PTH | |

Frogparor's signaburs | Lata L

HITT'S name jor yours

EN | |

it 5ol ooy od) |

(- | Pue | |
Gity State | | zPose | |
P Ferm 887 e 7o)

Figure: BB-95 Federal Form 941, Page 3, approved for submission to the I.R.S.
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Payroll Reports & Worksheets: Federal Unemployment Report
The Federal Unemployment report provides information on period and year-to-date wage totals and
unemployment tax liability. This report can be useful when checking the FUTA Beginning Balances.

Access
Module Menu with Reports Group
Payroll | Reports | Reports and Worksheets | Federal Unemployment

Module Menu with Reports List
Payroll | Reports and Worksheets | Federal Unemployment

Standard Menu
Reports | Payroll | Reports and Worksheets | Federal Unemployment

Report Types

Detail

This report type displays the federal tax Id number, taxable wage limit, tax rate, and company totals for YTD
gross wages, amount of gross wages over taxable wage limit, period gross wages, amount of period gross wages
over taxable limit, taxable wages, and amount of tax liability plus an employee breakdown including social
security number, employee Id and name, YTD gross wages, amount of gross wages over taxable wage limit,
period gross wages, amount of period gross wages over taxable limit and taxable wages.

Year Options Fields
* Previous or current year * Show Report Criteria * Month

Federal Unemployment Report — Summary Report

Best Construction Company
Federal Unemployment

Detail Report - Year YYYY Period 01/01/YY to 12/31/YY Page 1
Social Security? Employee id  Employee Name YTDFUTA Wages Orver Limit  Period FUTA Wages Orver Limit Taxable
Federal Tax Id: 770000000 Wage Limit: 700000  Tax Rae: 0.00800
555551003 E0M Tim Hardaway 10750 0.00 101750 0.00 101750
555-55-1006 EQO7 Mike Smith 203000 0.00 203000 0.00 2,030.00
455628777 E009 Mick Jones 1,150.00 0.00 1,130.00 0.00 1,130.00
Totale 419750 0.00 419750 0.00 419750
Tax Lizbiity 1358

Figure: BB-96 Federal Unemployment Detail Report.
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State Unemployment Report

The forms and requirements for state unemployment compensation reports vary from state to state. However,
there are certain common figures and basic information that are required by all states. The state unemployment
tax worksheet produced by BIS® provides those figures and that basic information. This report can be useful
when checking the SUTA Beginning Balances.

Access
Module Menu with Reports Group
Payroll | Reports | Reports and Worksheets | State Unemployment

Module Menu with Reports List
Payroll | Reports and Worksheets | State Unemployment

Standard Menu
Reports | Payroll | Reports and Worksheets | State Unemployment

Detail

This Report Type displays the state code and name, state tax ID number, taxable wage limit, tax rate and com-
pany totals for YTD gross wages, amount of gross wages over taxable wage limit, quarter gross wages, period
gross wages, amount of period gross wages over taxable limit, taxable wages and amount of tax liability, plus
an employee breakdown including social security number, employee ID and name, YTD gross wages, amount
of gross wages over taxable wage limit, quarter gross wages, period gross wages, amount of period gross wages
over taxable limit and taxable wages.

Quarter Options Fields
* Quarters from the previous * Show Report Criteria + State
or current year. * Page Totals * Month

State Unemployment — Detail Report

Best Construction Company

State Unemployment
Detail Report - Quarter JAN-MAR/YYYY, Period 01/01/YY to 12/31/YY Page 1
Soc. Sect Employee d  Employee Name YTD SutaWages  OwerLimit QTR SutaWages Period Suta Wages  Ower Limit Taxable
State CA, Cafomia Tax | 1111111111 Wage Limst: 7,000.00 Tax Ras: 0.06200
555-55-1006 EOOT Mike Smih 203000 000 203000 203000 0.00 203000
Totzke 2,030.00 0.00 203000 2,030.00 0.00 2,030.00
Tax Lizhiity 1258

Figure: BB-97 Payroll State Unemployment, Detail Report.
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Payroll Quarterly State Wage and Withholding Report

This Report Type displays the summary information and lists an employee breakdown including social security
number, employee ID and name, and additional information depending on the type of report. This report can be
useful when checking the State Wages Beginning Balances.

Access
Module Menu with Reports Group
Payroll | Reports | Reports and Worksheets | Quarterly State Wage

Module Menu with Reports List
Payroll | Reports and Worksheets | Quarterly State Wage

Standard Menu
Reports | Payroll | Reports and Worksheets | Quarterly State Wage

Report Types

Detail

This Report Type displays the state code and name, state tax ID number and company totals for quarterly gross
wages, quarterly state wages, quarterly personal income tax withheld, period gross wages, period state wages,
and period personal income tax withheld, and lists an employee breakdown including social security number,
employee ID and name, quarterly gross wages, quarterly state wages, quarterly personal income tax withheld,
period gross wages, period state wages, and period personal income tax withheld.

Quarter Options Fields
e Quarters fromthe previous * Show Report Criteria » State
or current year. * Month

Payroll Quarterly State Wage and Withholding — Detail Report

Best Construction Company
Quarterly State Wage and Withholding
Detail Report - Quarter JAN-MAR/YYYY, Period 01/01/YY to 12/31/YY Page 1
QUARTER PERIOD
Soc. Sec. # Employee i Employee Name Gross Wages State Wages PITWithheld| Gross Wages State Wages PITWithheld
State CA, Califomia Tax d: 1111111111
555051006 EQO7 Mike Smith 203000 203000 14712 203000 203000 14712
Toigs: 203000 203000 147 12 203000 203000 147 12
State MDD, Maryland Tax d: 1111111111
45624777 E009 Mick Jones 0.00 0.00 0.00 000 0.00 0.00
Toie: 0.00 0.00 0.00 0.00 0.00 0.00
State WY, New York Tax d: 1111111111
45624777 EQ009 Mick Jones 1,150.00 1,150.00 5661 1,150.00 1,13000 5661
Toie: 1,150.00 1,150.00 5861 1,150.00 1,150.00 5861
State OR, Cregon Tax Id: 1111111111
55051003 EOM Tim Hardaway 101750 101750 66.00 101750 101750 66.00
Toie: 101750 101750 65.00 101750 101750 65.00

Figure: BB-98 Payroll Quarterly Wage and Withholding, Detail Report.



BB-150 Beginning Balances

Payroll SDI (State Disability Insurance) Report
This report shows the State Disability Insurance withholding amount, and is used only in those states that apply
this tax. This report can be useful when checking the California State Wages and Disability Beginning Balances.

Access
Module Menu with Reports Group
Payroll | Reports | Reports and Worksheets | SDI Report

Module Menu with Reports List
Payroll | Reports and Worksheets | SDI Report

Standard Menu
Reports | Payroll | Reports and Worksheets | SDI Report

Report Types

Summary

This report type displays the employee ID and name, social security number, title, status, and SDI withholding
amount.

Options Order By Fields
* Show Report Criteria *  Employee ID *  Employee ID
e Active Employees *  Employee Name
* Inactive Employees * Social Security Number
* Case Sensitive * Date
*  State

Payroll State Disability Insurance — Summary Report

Best Construction Company
State Disability Insurance
Summary Report Fage 1
Employee ld Employee Mame Social Security®  Title Status SDHVWwH
EDQD Bill Jehnson O mer Active 15788
E Mike Jarvis Project Manger Active T18T
Alissa Maoni Office Manager Adctive 40.50
Tim Hard away BER-EE-1003 Active 3528
Jos Martinez EEE-BE-1004 Active 2573
Stewve Schwarz BE-EE-1005 Actie 2542
EOOT Mike Smith gt (i Active 3295
Total 500 VWH 403 59

Figure: BB-99 Payroll State Disability Insurance, Summary Report.
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Payroll Gross Wages Report

This report displays the employee ID and name, social security number, title, status, and gross wages earned, and
more. This report can be useful when checking the Gross Wages Beginning Balances in connection with tax exempt
factors.

Access
Module Menu with Reports Group
Payroll | Reports | Reports and Worksheets | Gross Wages

Module Menu with Reports List
Payroll | Reports and Worksheets | Gross Wages

Standard Menu
Reports | Payroll | Reports and Worksheets | Gross Wages

Report Types

Summary

The report type displays the employee ID and name, social security number, title, status, and gross wages earned.
Detail

This report type displays the summary information and shows a breakdown of wages for each employee including
check date, check number, state, and gross wages.

Options Order By Fields
* Show Report Criteria *  Employee ID *  Employee ID
* Active Employees *  Employee Name
* Inactive Employees * Social Security Number
* Case Sensitive * Check Date
* Check Number
+ State

Gross Wages — Summary Report

Best Construction Company
Gross Wages
Summary Report Page 1
Employee Employee Mame Social Security®  Title Status
Deduction to Addition to Deduction to Addition to
Federal GW by Federal GW by Federal State GW by State GW by State
Gross Wages  Emp Tax Def. Co. Tax Def. W2 Wages Emp. Tax Def. Co. Tax Def. W2 Wages
EOD1 Bil Johnson 555-55-1000 Cwmer Aot
Employes Tosl 25,200 00 676.00 0.00 5400 676.00 0.00 5100
ED02 Mike Jansis 555-55-1001 Project Manger Acie
Employes Towl 8.400.00 430 .00 0.00 7.950.00 42000 0.00 7.550.00
EDD3 Alzsa Moniz 555-55-1002 Ofice Manager Acive
Employes Tol 4,500.00 0.00 0.00 4.500.00 0.00 0.00 4.500.00
EOM Tim Hardaway BES-55-1003 Aot
Employes Totl 43625 0.00 0.00 436253 0.00 0.00 436253
E0D05 Joz Marinez 555-55-1004 Acte
Employes Todl 330182 0.00 0.00 330382 0.00 0.00 330382
EDD6 Seve Schwarz 555-55-1005 Actve
Employes Towl 3.269.00 0.00 0.00 3.269.00 0.00 0.00 356900
EDOr WMike Smith 555-55-1006 Acie
Emgloyes Towl 3,661.61 0.00 0.00 366161 0.00 0.00 3.661.61
Tosal 52,69 96 1,086.00 0.00 51,600 96 1,006.00 0.00 51,600 96

Figure: BB-100

Payroll Gross Wages Summary Report.
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Payroll Taxable Wages Report

The Taxable Wages Report displays total taxable wages including gross wages earned and taxable wages for federal
income tax, social security, Medicare, state income tax, SDI, local tax, federal unemployment, and state
unemployment, and optionally displays, employee and check information, and more. This report can be useful when
checking the Taxable Wages Beginning Balances.

Access
Module Menu with Reports Group
Payroll | Reports | Reports and Worksheets | Taxable Wages

Module Menu with Reports List
Payroll | Reports and Worksheets | Taxable Wages

Standard Menu
Reports | Payroll | Reports and Worksheets | Taxable Wages

Report Types
Summary
This displays total taxable wages including gross wages earned and taxable wages for federal income tax, social

security, Medicare, state income tax, SDI, local tax, federal unemployment, and state unemployment.

Detail
This report type adds the summary information for each employee plus the employee ID and name, social security
number, and status.

Options Order By Fields

* Show Report Criteria * Employee ID * Employee ID

* Active * Employee Name

* Inactive * Social Security Number
» Case Sensitive * Check Date

e Check Number
e State
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BB-154 Beginning Balances

Payroll Summary

The Payroll Summary provides a full page report for each employee listing all applicable payroll information
recorded. This report can be generated to include all payroll information for the current fiscal year or for a certain
period. This report can be useful when checking the individual Employee Beginning Balances.

Access
Module Menu with Reports Group
Payroll | Reports | Reports and Worksheets | Payroll Summary

Module Menu with Reports List
Payroll | Reports and Worksheets | Payroll Summary

Standard Menu
Reports | Payroll | Reports and Worksheets | Payroll Summary

Report Type

Summary

Thisreport displays the period date; employee ID and name; employee status; earnings (hours and amount) including
regular, overtime, double-time, vacation, holiday, sick time, special, other additions and total earnings; withholdings
& deductions including federal income tax, extra federal, social security, Medicare, state income tax, extra state,
SDI, other deductions, local taxes, tax deferred deductions and total deductions; additions including non-payroll
adjustments, fringe benefits, Earned Income Credit and totals; net earnings; detail of other additions including
adjustment code, hours, amount and totals; detail of other deductions including adjustment code, amount and totals;
detail of local taxes including adjustment code, amount and totals; state withholdings including state code and name,
amount and totals; and grand totals for all categories.

Options Order By Fields

* Show Report Criteria * Employee ID *Employee ID * Check Date
* Active * Check Number

* Inactive * State

* Company Contributions * Cash Account

* Show Totals Only
e Case Sensitive
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Payroll Summary — Summary Report

Payroll Summary
Summary Report Date: All

Best Construction Company

Page 1

Employee: E001, Bill Johnson

Status: Active

Earnings

Regular

Crvertime

Doubletime

“acation

Holiday

Sick

Special

Other Additions

Total Eamings
Adjustments

Non Payroll Adjustments
FringeBenefts (#21)

E arned Income C redit (#22)
Total of Adjustments
Total Eamings + Adjustments

Hours
260.00
1.00
0.00
0.00
0.00
0.00
0.00
0.00
251.00

Amount
25,200.00
0.00

0.00

0.00

0.00

0.00

0.00

0.00
25,200.00

0.00
0.00
0.00
0.00
25,200.00

Gross Wages
Federal\W2 Wages
Withholdings & Deductions
Federal

E xtra F ederal

Social Security

WMedicare

State

E xtra State

]

Other Dedudions @
Local Taxes &
TaxDekrred ™

Total WiH & Deductions
Net Amount

25,200.00
24 524.00
Amounts
4718.50
0.00
1231.82
288.11
1,570.92
0.00
183.00
504.00
0.00
676.00
5172.75
16,027 .25

Other Deductions (=
Insurance Deduction

Tax Deferred 4!
TaxDeferred Plan

State Withholding
California

Dedt?
30
Totals

Code
50
Totals

State
CA
Totals

Amount
504.00
504.00

Amount
G76.00
676.00

Amount
1570.92
1,570.92

Figure: BB-103 Payroll Summary Report.
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Payroll Tax Deferred Report
The Tax Deferred report provides information to verify entries in employees’ files for deferred compensation
contributions. This report can be useful when checking the Payroll Tax Deferred Beginning Balances.

Access
Module Menu with Reports Group
Payroll | Reports | Reports and Worksheets | Tax Deferred

Module Menu with Reports List
Payroll | Reports and Worksheets | Tax Deferred

Standard Menu
Reports | Payroll | Reports and Worksheets | Tax Deferred

Report Type
Summary
This lists the tax deferred code, employee ID and name, social security number, employee share, company share,

and total contributions.

Options Order By Fields

* Show Report Criteria * Tax Deferred Code » Tax Deferred Code
* Active Employees * Employee ID

* Inactive Employees * Check Date

e (Cash Account

Tax Deferred Compensation Plan — Summary Report

Best Construction Company
Tax Deferred Compensation Plan

Summary Report Page 1

Employee Id Employee Name Social Security# Employee Share Company Share Total
50 Tax Deferred Plan

EQ01 Bill Johnson 555-65-1000 G76.00 669.00 1,345.00

EQO2 Mike Janis 555-65-1001 420.00 219.00 639.00

Tax Deferred Plan Totals 1,096.00 835.00 1,884.00

Grand Total 1,096.00 888.00 1,984.00

Figure: BB-104 Payroll Tax Deferred Compensation Plan — Summary Report.



Beginning Balances BB-157

Payroll Workers’ Compensation Transactions Report

The Workers” Compensation Transactions report provides a listing of the company’s Workers’ Compensation
transactions by classification and employee. This report can be useful when checking the Workers’ Compensation
Beginning Balances.

Access
Module Menu with Reports Group
Payroll | Reports | Workers” Compensation | Transactions

Module Menu with Reports List
Payroll | Workers’ Compensation | Transactions

Standard Menu
Reports | Payroll | Workers” Compensation | Transactions

Report Types

Summary by Classification

For each classification, this report lists the description, regular hours, overtime hours, double-time hours, total hours,
gross wages, company amount, employee amount, and total amount.

Summary by Class/Employee
For each classification, this report shows the summary information is broken down by employee.

Summary by Employee/Class
For each employee, this report shows the summary information is broken down by classification.

Detail

For each classification, this report shows the summary information is broken down by check. This Report Type
contains the summary information plus the date, check number, employee ID and name, mode, experience modifier,
company rate, employee rate, and total compensation amount.

Options Order By Fields

* Show Report Criteria + State + State
» Job Number
» Check Date
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Workers’' Compensation Transactions — Summary by Classification Report

Best Construction Company
Workers' Comp. Transactions

Summary by Classification Report - State CA, All Jobs Page 1
Class Description Reg Hr Ot Hr Dt Hr TotHr Gross Wages Co.Amt Emp.Amt Total Amt
5183 Plumbing 15.00 150 0.00 1950 3.565.00 IR 0.00 PIER
3190 Electrical Winng 700 273 0.00 9.7 BB 13107 000 13037
5 Concrete Construction 240.00 0.00 0.00 24000 1020000 19184 00 1WMs
5645 Capenter 950 14.50 0.00 2400 731000 1052 00 1M
Stzte Totale  1,154.50 18.75 000 197325 506825 454079 000 45079

Figure: BB-105 Payroll Workers’ Comp. Transactions, Summary by Classification Report.

Workers’ Compensation Transactions — Summary by Class/Employee Report

Best Construction Company
Workers' Comp. Transactions
Summary by Class/Employee Report - State CA, All Jobs Page 1
Class Description
Employee Employee Mame Reg Hr Ot Hr [t Hr TotHr Gross Wages Co.Amt Emp. Amt Total Amt
5183 Plumbing
EQO7 Mike Smith 118.00 150 0.00 11950 3.585.00 73.3% 0.00 73.3%
Clazsificaton Toisls 118.00 150 0.00 119.50 3.585.00 3% 0.00 73.%
5190 Electical Winng
EQ01 Bl Johnzon 120.00 0.00 0.00 120.00 12,000 00 657.00 0.00 657.00
EQ02 WMike Jarviz 160.00 0.00 0.00 160.00 6,000.00 328.50 0.00 32850
EQO3 AFzza Mo 120.00 0.00 0.00 120.00 2,700.00 s 0.00 7.4
EQ0OS Sieve Schwarz 117.00 27 0.00 18.75 323325 177.03 0.00 177.03
Clazsficaton Tossls 5700 27 0.00 5975 BB 13037 000 131037
5 Concrete Constructon
EQ01 Bill Johnson 80.00 0.00 0.00 80,00 6,00000 1,1422% 000 1,142
EQ02 Mike Jaris 80.00 0.00 0.00 80,00 240000 4% .90 0.00 45% %0
EQ03 Akeza Mons 80.00 0.00 0.00 &0.00 1,800.00 M2 68 0.00 268
Classifcation Toals 240 .00 0.00 0.00 240.00 1020000 194184 000 19184
5645 Capenizr
EOM Tim Hardaway 159 .50 800 0.00 167 50 4,187 50 57840 0.00 578 .40
ED0S Joz Marinez 120.00 6.50 0.00 126 50 316250 43% 82 0.00 436 .82
Classdficaton Toigls 27950 1450 0.00 2400 735000 10152 000 10152
Sizte Totabs  1,154.50 18.75 000 11735 506825 45079 000 454079

Figure: BB-106 Payroll Workers’ Comp. Transactions, Summary by Class/Employee Report.
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Workers’ Compensation Transactions — Summary by Employee/Class Report

Workers' Comp. Transactions

Best Construction Company

Summary by Employee/Class Report - State CA, All Jobs Page 1

Employesld EmployesName

Glasa Dieecrip fion Reg Hr Ot Hr DitHr TotHr Gross Wapgss Go.Amt Emp Amt Tota Amt

EOM Bill Johnaon

3140 Electrical Wiring 180.00 100 Q00 181.00 19, 200.00 1,051:20 Q00 105120

e Concrete Construction 80,00 Q.00 Q.00 80,00 6 000.00 1, #4226 Q00 114225
Em ploy e= Tatsls 26000 100 Q.00 261,00 25.200.00 I 10345 Q00 218345

ED02 Mike Jarvia

oD Electrical Wiring 160,00 Q.00 Q.00 160.00 6 800.00 e} Q00 T30

3zzE Conrete Construction 80,00 Q00 Q00 8000 2 400,00 43690 Qoo 43590
Em ploy e= Tasls 2000 Q.00 Q.00 20.00 4 200,00 eraslein) Q00 Bzl

E0D3 Alizza Monte

2190 Electrical Wiring 60,00 000 000 6000 3,600.00 ®riz 0o wriz

e Concrete Construction 80,00 Q00 000 80,00 1,800.00 268 Q00 MEEE
Em ploy e= Tatsls 24000 Q00 000 24000 5400.00 53680 Q00 53980

ED04 Tim Hardaway

3200 Concrefe or Cement Work 4000 000 000 24000 1, 00000 T3T73 000 373

o643 Capenier 15950 500 000 6730 4 487 30 V4D 000 VEAD
Em ploy e= Tatsls 19850 800 Q00 2750 5 8750 685215 Q00 65215

E00D Joe Martinez

3645 Capenisr 22000 63 000 22650 55250 T6R 32 Qo ToR 32
Em ploy e= Tatsls 220,00 630 000 226 .50 335230 ToB32 000 B8 32

E008 Steve Schwarkz

3190 Electrical Viring H7 00 273 0.00 He7s 323325 77o3 Q00
Em ploy = Tdss H7 00 73 000 He75 328325 rro3 Q00

E0OT Mike 3mith

3183 P lum bing 13800 13 Q.00 138.50 538300 42588 Q00 42586
Em ploy e= Tatsis 128 .00 130 000 150950 3,.3635.00 475 86 000 42585

Stzte Totsls 1,434.50 073 Q.00 143425 B 538382 Q00 358382

Figure: BB-107 Payroll Workers’ Comp. Transactions, Summary by Employee/Class Report.
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Payroll Workers’ Comp. Transactions — Detail Report
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Beginning Balances BB-161

Payroll Workers’ Compensation Report

The Workers’ Compensation Transactions report provides listing of the state, Workers’ Compensation classification
code and description, company rate, employee rate, hours, wages, company contribution, employee contribution,
premiums, calculation mode, experience modifier, and more. This report can be useful when checking the Workers’
Compensation Beginning Balances.

Access
Module Menu with Reports Group
Payroll | Reports | Workers” Compensation | Report

Module Menu with Reports List
Payroll | Workers” Compensation | Report

Standard Menu
Reports | Payroll | Workers” Compensation | Report

Report Types

Summary by Classification

The Report Type lists the state, Workers’ Compensation classification code and description, company rate, employee rate,
regular, overtime, double-time and total hours for that classification; gross wages earned, reduced wages, company
contribution, employee contribution, total premium, calculation mode, experience modifier, and adjusted premium.

Summary by Class/Employee
For each classification, this report type shows the summary information broken down by employee ID and name.

Summary by Employee/Class
For each employee ID and name, this report type shows the summary information broken down by classification.

Detail
For each classification, this report type shows the summary information broken down by check. It contains the
summary information plus the check date and number.

Options Order By Fields

* Show Report Criteria » State + State
* Job Number
e Check Date
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Payroll Workers’ Compensation — Summary by Classification Report
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Payroll Workers’ Compensation — Summary by Class/Employee Report
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Payroll Workers’ Compensation — Summary by Employee/Class Report
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Union Report

The Union Report provides information regarding contributions required by various unions. These reports are
available in the Standard menu under Payroll. In either Modular menu, Union List reports are available under the
Union listing. See the Union Module Manual for more information about Union List reports. This report can be
useful when checking the Union Beginning Balances.

Access
Module Menu with Reports Group
Payroll | Reports | Union Payroll | Union Report

Module Menu with Reports List
Payroll | Union Payroll | Union Report

Standard Menu
Reports | Payroll | Union Payroll | Union Report

Report Types

Summary

The Report Type displays the union code and name, classification code and description, employee social security
number, employee Id and name, employee’s total regular hours, overtime hours, double-time hours, employee
earnings, totals, total company contribution and employee deductions.

Options Order By Fields

* Show Report Criteria * Union * Union
* Check Date

Union Report — Detail Report
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Best Construction Company
Union Report
Detail Report - Union 1000, Laborer's Union Page 1
Class Description

55N Employee Id = Name Reg Hr Ot Hr Dt Hr TotHr Wages

Az Apprentice 2
5551000 007 Mike Smih 158.00 150 0.00 1950 5,607 50
Totdle 155.00 150 0.00 1830 560750
Description Hrs Worked Gross Wages  Hrs Paid Reduced Gross Rate Description Amount
Wacason 159.50 560750 16025 5258500 1500 %bof Gross M
Training 159.50 5,607 50 160 .25 558500 0750 $ per Hour Worked 119.63
Emgloyes Contibution  Union Duss 159.50 5607.50 160.25 558500 1.000 § per HourWorked 159.50
Company Contibution Totaks 274
Emgployes Contibution Totals 159 .50

i Journeyman
55551003 E0M Tim Hardaway M350 500 000 =T 653750
555551004 EO0G Joe Martinez 120.00 650 0.00 1%.50 1700
Totale 358 50 1450 000 3400 978450
Description Hrs Worked Gross Wages  Hrs Paid Reduced Gross Rate Description Amount
Wacason B0 978450 M 960000 1750 Ybof Gross ma
Training 300 9,784.50 ¥ 560000 0750 $ per HourWorked 285 .00
Emgloyes Consbution  Union Duss B 978450 ms 9600.00 1.250 § per HourWorked 480 .00
Company Contibution Totaks LRl
Employes Contrbution Totals 45 00

Figure: BB-114 Union Report — Detail Report.

Employee Union Deduction

The Employee Union Deduction reports provide information regarding union deductions by employee for various
unions. These reports are available in the Standard menu under Payroll. In either Modular menu, Union List reports
are available under the Union listing. See the chapter on Union for more information about Employee Union
Deduction reports. This report can be useful when checking the Union Beginning Balances.

Access
Module Menu with Reports Group
Payroll | Reports | Union Payroll | Employee Union Deduction

Module Menu with Reports List
Payroll | Union Payroll | Employee Union Deduction

Standard Menu
Reports | Payroll | Union Payroll | Employee Union Deduction

Report Types

Summary

The Report Type displays the union code and name, employee Id and name, employee social security number, and amount,
and employee deductions.

Detail
This report type adds a breakdown of employee deductions by check date, check number, and amount.
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Options Order By Fields

* Show Report Criteria *  Employee Id *  Union Code

* Case Sensitive * Display Name * Employee Id
+ S.S.N. * Check Date
* First Name * Display Name
+ Last Name + First Name

¢ Last Name

Employee Union Deduction — Summary Report

Best Construction Company

Employee Union Deduction

Summary Report - Union 1000, Laborer's Union Page 1
Employee Id Employee Name 5.5.M. Amount

E004 Tim Hardaway 555-55-1003 321.88

E005 Joe Martinez 555-55-1004 158.13

E0O7 Mike Smith 555-55-1006 159.50

Figure: BB-115 Employee Union Deduction — Summary Report, sorted by Employee Id.
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State Specific Reports - California DE-6
There is one state specific report group available to users in California, the DE-6 Quarterly Wage and Withholding
reports. This report can be useful when checking the California Wage Beginning Balances.

Access
Modules with Reports Group Menu
Payroll | Reports | State Specific Reports | California DE-6 Quarterly Wage

Modules with Reports List Menu
Payroll | State Specific Reports | California DE-6 Quarterly Wage

Standard Menu
Reports | Payroll | State Specific Reports | California DE-6 Quarterly Wage

Report Types
Form DE-6
The California Form DE-6 is a draft facsimile of the actual form that includes all applicable data fields.

DE 6 Worksheet

The California Quarterly Wage and Withholding DE 6 Worksheet Report includes the S.S.N., first name, middle
initial, last name, subject wages, PIT (Personal Income Tax) wages, and PIT withheld, along with the Quarter ending
date, year, quarter number, employer account number, and page and grand totals.

Alternate Submittable Form

The California Quarterly Wage and Withholding DE 6 Alternate Submittable form includes all of the applicable
fields for the form that can be submitted to the appropriate state agency. Please note that this form while this form
does not include all of the field names seen on the draft form, it does contain a signature, title, date, and phone
number area that must be completed manually before sending to the State.

Order By Quarter

* S.S.N. (Social Security Number) + Jan-Mar/(of the current year)
* Employee Id * Apr-Jun/(of the current year)
* Last Name » Jul-Sep/(of the current year)
* First Name *  Oct-Dec/(of the current year)

* Display Name
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DE-6 Quarterly Wage and Withholding Report — Draft

QUARTERLY CONTRIBUTION
RETURN AND REPORT OF WAGES
- JCONTINUATION

2-Filr your TF s oned TIF .ﬁ!]'. trprdhoe

oo = Rz B por Gven Iyl had o pavic L I yD tad n papt,
comokele femrs Land U " i L

- Fripluymeet
EDLiz- e
. Bops g |

alifarai

Fage numiber 1 of 1

DELINCURNT F NOT
SOETMAROE0 oA
SECEVED Y

ouAATER

=D 1z 21 YY &

EEST COWMSTEUCTICN COMERNY
1200 MATN STREET
Unit 100

LEROWD GF =, C& 53420

Check Sisbox Fyou are reporthg ONLY Voluntary Plan Dl wages on this page.

= ¥ Report PIT Wages and AT Wiheil, I spprogrisne. (Ses squcions for BemB) — i
O SCCRL SECURTY NUMESER 5 EMTLSVER MAME FRST NaME (AN LASTHNAME]
555 |55 (11000 BILL J | JOHENSON
F. TOTAL SUS GCTWAGES . OIT WAGES
21400 |20 2122800
O SOCIAL SSCURITY NUMEER 5 EMPLCYER MAME FRET NAME] (A LASTNAME]
S5{5| 55| (11001 MIEE o | JRRWVIS
F. TOTAL SUS GO TWAGES G OIT WAGES
2000 (00 21000/ 00
& EMTLOYEE MAME (FRST MAME] ] (LASTHNAME]
LLTSSA A MOMNTIE
G AT WAGES
9010 (010 2010 (00
O SCCRL SECURTY NUMEER R MTLSYER MAME (FRST N AME) PAD  (LASTMAME]
55/5 |55 1004 JOE O MAETITINEZ
F. TOTAL 5L JECT WA GE5 S AT WAGES
21 4010f (010 2{4010] |0]0
O SOCIAL SSCURITY NUMEER 5. EMPLCYER MAME FRET NAME] (AN  LASTHNAME]
F. TOTAL SUS GCTWAGES . OIT WAGES
0 SOCKL SSCURITY NUMEER S EMTLDVEE MAME (FRST NAME) (AN LASTNAME]
= TOTAL SR RCT WAGRS SET WAGRS
O SCoCRL SaCURTY MRS e RMPLC YRR MAME FRET MaMR) g (AS T MNAME]

F. TOTAL 5US R T WA GRS

S AT WAGES

L TOTAL 5L ST WAGE S THIS FAGE L TOTAL FITWAGES THIS F AGE

i I o) [ 10] L] Tg2|8 (00
L GRAND TOTAL SUEECT WAGES MLGAAND TOTAL FITWAGES
TIFIO0f (00 TlgZi8l (00

Q. | dedzre that the inform stion hersin is comect fo the bes of my knowledge and belisf.

Signature Tite Fhona{ }

00sCo111
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kil kil 4
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iRl el el e
DO NOT ALTER THISAREA
= E T = w[ A
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A EASTLOYEES fulbbme ane park ime whe wokee during
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1
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H. AT WITHHELO

8& 87
H. PIT WITHHGLD
H. AT WITHHSLO

g3 |64

F. PIT WITHHE LD

ML EYE WITHHELD
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Figure: BB-116 Draft California Form DE-6, Quarterly Wage And Withholding Report.
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California Quarterly Wage and Withholding — DE 6 Worksheet Report

Best Construction Company

California Quarterly Wage and Withholding
DE 9C Worksheet Report

Page 1
55N, First Hame MLL LastHMame SubpctWages PIT Wages PIT Withheld
Guarter Ended December21,YYYY Year YVYY Cuarter 4 EmployerAccount Mo. 11111111

15t Mo. 2nd Me. 3rd Mo

Employees whoreceived pay. 4
555551000 Bill J  Johnson 2400.00 2328.00 0.00
555551001 Mike P Jarvis 2000.00 2,000.00 88.87
555651002 Alisss A Monte 200.00 500.00 0.00
556551004 Joe P Martinez 2400.00 2,400.00 8364
Page 1Totfals 7.700.00 7.628.00 150.51
Grand Totals 7.700.00 7.628.00 150.51

Figure: BB-117 California Quarterly Wage and Withholding, sorted by the Employee Id.



Beginning Balances BB-173

Accounts Receivable
The fifth module and ledger that will receive its Beginning Balances is Accounts Receivable. There are three areas
of beginning balances that will be addressed.

1. Sales Orders
2. Sales Invoices
3. Customer Deposits

It is vital that the total receivables in this ledger matches the beginning balance entry entered into the AR Suspense
account of the General Ledger. This method requires that each open AR invoice will be posted to the Suspense
account (rather than it its original Trade Receivable and/or Retention Receivable account).

Customer Sales Order Preparation

If Sales Orders are used, those that were still open as of the date of transfer must be entered into BIS® as of the date
of transfer of the accounting system. A Sales Order report must be obtained from the old accounting system as of
the last business day prior to the transition date. Depending on the system, other reports may have a the needed
information, but what is needed is a listing of all of the customer sales orders that are fully or partially open of the
close of business the day before the transition date.

Y Tip The Sales Order Beginning Balances do not affect the General Ledger.

Sales Orders Beginning Balance Posting Account Exceptions

Although the Sales Order Beginning Balances do not affect the General Ledger, it is important that when the
Beginning Balance Sales Orders are converted to Sales Invoices, they post properly. Thus, no posting account
differences should be set for Sales Order Beginning Balance entries.

Sales Orders Beginning Balances

If Sales Orders are used, those that were still open as of the date of transfer must be entered into BIS® as of the date
of transfer of the accounting system. Once the actual sale is completed, the sales order can be converted into an
invoice using the Invoices from Sales Orders option, avoiding the need to reenter the required information.
Depending upon whether a job number is included in the sales order, BIS® will create either a sales invoice (without
a job number) or a contract invoice (that includes a job number).

v Tlp When a sales order is converted into an invoice, the data is no longer stored in
the sales order file and cannot be viewed or edited there. The new invoice
must be located in the appropriate file (Sales Invoices or Contract Invoices) to
be viewed, edited or printed.

A Sales Order can be used for sales of inventory or services. However, only inventory sales will be posted to the
job record to account for Cost of Goods Sold (COGS).

Modular Menu Access
Accounts Receivable | Sales Orders

Standard Menu Access
Transactions | Sales Orders
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Figure: BB-118 =3 Sales Orders ?@
Sales Order Find/Search
screen form. Search for
Search in Order # E
Condition Less than E
[ case Sensitive

Fiscal Year

Order # Customer Id  Date Ai?t Amount  Job 5P Ship Via Ship Date ™
1001|coo3 0z/05/ 1110 350.00(1010|aM 02/05)
1002 |Co01 0208/ 1110 1,445.50 1000 |M] 0208/
1003 €002 02/09) 1110 | 2,250.00 1020 02/09)

YYYY/O1 -¥YYY 12

[=]

New Record

Initial access to sales orders from the menu opens the Sales Orders - New form. This form is used to enter new sales
order information. However, access to a new form when another sales order record is on the screen only requires
pressing Ctrl+N or use the New | icon on the toolbar. The system will ask, if any changes to the record should be

saved.

Figure: BB-119
Sales Order — New screen
form.

=7 sles Orders - New ==
Hain | Bil To H Ship To H AR Account ” Print Options ” coes ” Notes ‘
Sales Order # 1004 .. | Seles Persan Q]
Order Date It I~ Discount Level B
Job Number = Pavment Terms &l
Customer Id @ Ship Via E]
Purchase Order Ship Date P [~]
Item GL Account Price Order Ship Disc. % Amount Tax Disc Description Report Code CC »
:I &l 6] B[E ] Bl
K L +
Acct Name Avg Cost 0.00000 Subtotal 0.00
Item Pref Cost 0.00000 Discount 0.00 | % 0.00
On Hand 0.00 Last Cost 0.00000 Freight 0.00
Assigned 0.00 Special Disc. On 0.00 Sales Tax &J 0.00
Qty. Avail. 0.00 Sales Tax On 0.00
Back Order 0.00 Tax Rate Total Amount 0.00
New

Scrolling Through Sales Order Records
Sales Order records can be scrolled by using the VCR buttons on the toolbar at the top of the screen.
Clicking on the First [i]icon (at the top of the screen) will open the first record of the list, according to Sales Order
# . Clicking on the Previous [dicon (at the top of the screen) will open the immediately previous record of the list,
according to Sales Order #. Clicking on the Next [icon (at the top of the screen) will open the next record of the
list, according to the Sales Order #. Clicking on the Last [t icon (at the top of the screen) will open the last record
of the list, according to the Sales Order #.

Editing an Existing Record
The list of existing sales orders can be examined by clicking on the Magnifying Glass [ icon (at the top of the
screen) or pressing Ctrl+F, and double clicking on the item of interest. Records cannot be edited, however. Note
that when the sales order screen form appears, most of the fields at the top are shaded; information can not be

entered or changed.
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Main Tab

The Sales Order function is used to record an order for an inventory item that will be supplied to a customer.
Alternatively, it can be used to record sales of services that will be provided to a customer. This form is also used
to enter the sales order beginning balances when setting up records for the first time in BIS®. Single sales orders can
also be printed or reprinted from here using the Print button on the main tool bar. All sales orders run by using the
Print option will be posted in this file. The Main tab records basic information related to the sales order written.

Figure: BB-120 = Sales Orders - 1001 - €003 ==
Sample Sales Order screen HMain |Q\HTO ” Ship Te ” AR Account H Print Options H COGS H Motes |
form for an inventory item. | | sses order = 1001 . SesPegn  [AM | Almationts
Order Date 02/05/YY Discount Level
Job Mumber 1010 Truesdale Elementary School Payment Terms | NET 30
Customer Id €003 San Luis Obispo County Ship Via
Purchase Order Ship Date 02/05/¥Y
| Item GLAccount  Price Order Ship Disc. % Amount __ Tax Disc Description ReportCode CC »
EA1000-2 [1]4010 50.00 7.00 7.00 0.00 350.00 San Luis (..
1<[ i, v
AcctName | Contract Revenue Avg Cost 65.00000 Subtotal 350.00
Item Circut Breaker Pref Cost 70.00000 Discount 0.00 % 0.00
On Hand 39,00 Last Cost 65.00000 Freight 0.00
Assigned 5.00 Special Disc. On 0.00 Sales Tax 0.00
Qty. Avail, 34.00 Sales Tax On 0.00
Back Order 0.00 Tax Rate Total Amount 350.00
Closed

The Main tab records information related to the sales order written. Immediately after entering one or more sales
orders, the results of the transactions can be seen by viewing or printing the Sales Orders, the Open Order List, Back
Order List, Inventory on Order, and/or Inventory on Back Order reports.

Figure: BB-121 =1 Sales Orders - New =

Sales Order - NeW screen Hain |§il| Ta H Ship Ta H AR Account ” Print Options ” COGS ” Notes ‘

fO rm. Sales Order # . Sales Person @
Order Date 1 =] Discount Level =
Job Number =y Payment Terms @]
Customer Id = Ship Via =)
Purchase Order Ship Date 1l E

Item GL Account __Price Order shp _ Dsc.% Amount __ Tax Disc Descripion ReportCode CC «
) B @ B[E
1 i ] ,
Acct Name Avg Cost 0.00000 subtotal 0.00
Item Pref Cost 0.00000 Discount 0.00 |% 0.00
On Hand 0.00 Last Cost 0.00000 Freight 0.00
Assigned 0.00 Special Disc. On 0.00 Sales Tax = 0.00
Qty. Avail. 0.00 Sales Tax On 0.00
Back Order 0.00 Tax Rate Total Amount 0.00
New
Sales Order Number

This field records the sales order number that is used to identify a record. BIS® assigns a consecutive number
automatically. The number assigned can be changed in the AR tab of the System Wide Parameters by changing the
number listed in the Last Sales Order Number field. The AR tab also offers an option to allow the user to assign a
sales order number manually for every record.

Order Date
This field records an order date for the sale. This date can be entered manually or by using the Calendar tool.

Job Number
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Enter the associated job number or use the Find tool to browse or select from the Jobs table. The job number must
be on file. Use the Jobs Master Record from the Jobs menu to enter new jobs or change existing jobs. This field
is an alphanumeric field and is limited to ten characters.

Customer Id
This field displays the customer identification number associated with this record.

Purchase Order
This field records the customer purchase order number associated with the sales order.

Sales Person

This field records the initials of the salesperson making this sale. If a particular salesperson has been entered in the
Defaults section of the Customers master record, these initials will be filled in automatically, but can be changed
if necessary. This may be entered manually or by using the Find tool, but the initials recorded must exist in the
Salespersons file.

Discount Level

This field is used to record the discount level that applies to the sale. If a discount level has been entered in the
Defaults section of the Customers master record, the level will be filled in automatically, but can be changed if
necessary. This may be entered manually or by using the Find tool, but the discount level recorded must exist in the
Discount Schedule.

Payment Terms

This field records the payment terms that apply to the sale. If payment terms have been entered in the Defaults
section of the Customers master record, these terms will be filled in automatically, but can be changed if necessary.
This may be entered manually or by using the Find tool, but the payment terms recorded must exist in the Payment
Terms file.

Ship Via
This field records the shipping method that applies to the sale. The information may be entered manually or by using
the Find tool.

Please note that the Ship Via title is a hyperlink field as well as the description of the information. Left-clicking on
this hyperlink opens the Ship Via - New form. Right-clicking on the Ship Via hyperlink directly accesses the Ship
Via File report.

Ship Date
This field records the date the order should be shipped. The date may be entered manually or by using the Calendar
tool.

Form Columns

Item

This column records the code of the inventory item ordered. The code may be entered manually or by using the Find
tool. This field is not required and may be left blank for non-inventory sales orders. Item codes are maintained in
the Inventory Items master file.

GL Account
This column records the general ledger account number that will be affected by the transaction line item. The Find
tool may be used to select an account number from those recorded in the Chart of Accounts.
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. The ability to post sales to GL accounts not associated with jobs is
A Caution | determined by a setting in Administrator | System Wide Parameters | AR
tab. If billing non-job GL accounts, uncheck the feature, “Restrict GL

Price
This field records the selling price per unit. If a selling price has been recorded in the Inventory Items record of the
item selected, this price will be pulled up automatically, but may be changed if necessary.

Order

This column records the total quantity of items or units ordered. If the entry is for a non-inventory item, this field
is not required unless BIS® will calculate the extended price. This entry in this field will update the number of units
assigned in the item’s inventory record.

Ship

This column records the quantity of items or units that will be shipped at this time. BIS® will automatically fill in
the number of units ordered. This number may be changed, for example, if the items are out of stock, but should not
be greater than the number ordered. If the quantity to be shipped is greater than the quantity on hand, a warning will
be displayed. This quantity is multiplied by the unit price to calculate the extended price (Amount).

Discount Percentage

This column records the discount percentage for the line item. If a price discount code has been recorded in the
Inventory Items record of the item selected, BIS® will automatically cross-reference the item price discount code
with the customer’s discount level in the Discount Schedule to fill in the correct percentage automatically. This
percentage may also be entered or changed manually.

Amount
This column records the extended price for the line item. BIS® will calculate this amount by multiplying the unit
price by the units to ship, minus the discount. The amount can also be entered or changed manually.

Tax

This column allows line items to be marked as taxable items. When a checkmark appears in the Tax box, sales tax
will be calculated for that line item and added to the Sales Tax field in the Totals section of the record. The
checkmark can be toggled on and off by clicking on the box in this column.

If the inventory item is a taxable item by default, the item will be marked as taxable in the Sales Order if the
customer and job are similarly marked.

Discount Column

This column allows a special discount to be applied to line items marked. When a checkmark appears in the
Discount box, the Discount fields in the Totals section of the record are enabled. The special discount percentage
entered will be applied only to those line items marked. The special discount is calculated separately from any
discounts offered using the Discount Schedule.

Description Column

This column records a brief description for the transaction line item. Entering a concise description can save time
otherwise spent looking for the original document to determine why an entry was made. This is an alphanumeric
field limited to 30 characters.

To record an extended description for this item, click the button to open a Notes box. An unlimited amount of
information related to this line item may be stored in this field.



BB-178 Beginning Balances

Report Code Column

This column is used to record a report code related to the line item, which can be used for creating customized
reports. Report codes are maintained in the Report Codes file. This code may be typed or entered using the Find
tool.

CC Column
If the account number selected for the line item has been assigned a Job Cost type, the button in this column will
open the Job Cost screen, where the item can be posted to a specific cost code.

Summary
This section displays summary information about the Sales Order.

Acct Name
This displays the name of the general ledger account for the line item selected.

Item
This field displays the item description for the line item selected.

On Hand
This field displays the quantity on hand of the inventory item listed in the selected line item.

Assigned
This field displays the quantity assigned to customers through sales orders and invoices of the inventory item listed
in the selected line item.

Quantity Available
This field displays the quantity available (not assigned to customers) of the inventory item listed in the selected line
item.

Back Order
This field displays the quantity of the inventory item listed in the selected line item that is back ordered.

Average Cost
This field displays the average cost per unit for the highlighted inventory item.

Preferred Cost
This field displays the preferred cost per unit for the highlighted inventory item.

Last Cost
This field displays the last cost per unit for the highlighted inventory item.

Special Discount On
This field displays the total amount from all line items that are marked for a special discount. Marked items show
a checkmark in the Discount column box.

Sales Tax On
This field displays the total amount from all line items that are marked as taxable items. Marked items show a
checkmark in the Tax column box.
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Tax Rate
This field displays the tax rate associated with the Sales Tax code selected. This rate is set up in the Sales Tax Codes
file.

Totals Section

Subtotal

This field displays the subtotal for the line items entered. The amount is the sum of the Amount column for all line
items.

Discount

This field records a special discount percentage that will be applied to all line items showing a checkmark in the
Discount column. If the special discount is entered as a dollar amount, the discount percentage will be calculated.
If no line items are marked for a special discount, these fields will appear disabled (grayed). Special discounts are
not related to discounts offered by using the Discount Schedule.

Freight
This field records the total amount that the customer will be charged for freight.

Sales Tax

This field records the sales tax code for the sales tax district that applied to this sale, if any. This code may be
entered manually or by using the Find tool, but must appear in the Sales Tax Codes file. The tax rate for the code
selected will be used to calculate the sales tax for the items so marked.

Please note that the Sales Tax title is a hyperlink field as well as the description of the information. Left-clicking
on this hyperlink opens the Sales Tax - New form. Right-clicking on the Sales Tax hyperlink directly accesses the
Sales Tax File report.

L Tip

Sales Taxes follow a hierarchy of rules:

For Sales and Contract Invoices, the tax status listed in the Customer Master
Record is utilized first, and the Item (Inventory) Tax Status second.

For Applications for Payment (posted to Accounts Receivable), the Job

Total Amount
This field displays the total dollar amount for the sales order. This calculated by adding the subtotal of all line items,
the freight amount and the sales tax amount, minus any special discount applied.
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Bill To Tab

The Bill To tab is for reference only. The fields in this tab display the billing address that will appear on the invoice,
which is recorded in the Customers master record for the customer selected. Also displayed here is information
regarding the payment history of the customer.

Figure: BB-122 =] Sales Orders - 1003 - C002 =
Sales Order - BI” To tab Main !i.ii“'";“;l Ship To “ AR Account |i Print Options I‘ COGS |i MNotes ‘
screen form sample. i T

Mame Harman Brothers

Address 1 5400 Peach Street

Address 2

City Atianta

State GA Georgia

Zip Code 30301

Total Due 51,800.00

Credit Limit 15,000.00 Qwer Limit!

Date Account Opened 01/01/¥YYY

Last Payment Date
Last Payment Amount
Oldest Invoice

Last Statement.

Type of Customer

H
0.00
1024
i
Open Item

Closed

Customer Id

Enter the Customer Id code desired. Any 10-digit alpha or numeric character or combination of both can be used
in the Customer Id. BIS® checks for duplication. A warning will appear if a code is entered that has already been
assigned.

Each billing code identifies a billing item in the schedule of values. The billing codes are maintained in the Billing
Code Library. The billing code can be any combination of numbers and/or letters up to ten characters in length. It
is suggested that all codes be made the same length. For example, five-digit code number are initially used, five-digit
numbers should be applied to all additional codes. However, codes may also be assigned to make the list easier to
organize or read; in those cases, other digit lengths may be useful.

Customer Name
This field displays the full name of the customer represented by the customer Id selected.

Address 1
This field displays the customer primary street address.

Address 2
The secondary customer street address is recorded here.

City
This field displays the customer’s city.

State
This field displays the customer’s state abbreviation.

Zip Code
This field displays the customer’s postal zip code.

Total Due
This field displays the total currently due from the customer. BIS® calculates this automatically from the accounts
receivable and cash receipts records.
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Credit Limit
This displays the credit limit that is recorded in the Customers master record. If the Total Due is greater than the
customer's limit, BIS® will display an Over Limit warning.

Date Account Opened
This field displays the date the customer's account was opened. This is recorded in the History section of the
Customer Master record.

Last Payment Date
This displays the date of the customer's last payment. This is updated automatically by BIS® from the cash receipts
records.

Last Payment Amount
This field displays the amount of the customer's last payment. This is updated automatically by BIS® from the cash
receipts records.

Oldest Invoice
This field displays the oldest outstanding invoice for the customer. This information is updated automatically by
BIS® from the accounts receivable records.

Last Statement
This field displays the date of the last statement created for the customer.

Customer Type
This field displays the type established in the Customers master record for the customer.

Due Date
This field displays the due date of the customer's order if it were converted to an invoice on the same date. This is
updated to the correct date automatically when the order is converted to an invoice on a different date.

Discount Date

This field displays the date of any discount applicable to the customer's order if it were converted to an invoice on
the same date. This is updated to the correct date automatically when the order is converted to an invoice on a
different date.
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Ship To Tab

The Ship To section of this form records the shipping address that will appear on the invoice. The Customers master
form contains a Ship To tab that allows an unlimited number of shipping address to be recorded. The button that
appears on this tab opens a selection screen to choose a Ship To record.

Figure: BB-123 =4 Soles Orders - New =
Sales Order — New Shlp TO | [y |[ e | FSHiR ot | aR Account || print optiens || coss || motes |
tab screen form. B e e =

Address 1

Address 2

City

State =

Zip Code

Collect or Prepaid | NjA [+]

New
Figure: BB-124 = shipTo e—
Sales Order Ship To tab : .
. Company Address 1 Address 2 City State Zip Code -

Shlp To sub form used to 14225 Sepulveda Blvd VanNuys|CA 90027 |

select full name of the
customer whose shipping
address is selected.

I« b

Customer Name
This field displays the full name of the customer’s shipping address selected.

Address 1
This field displays the customer’s primary shipping street address.

Address 2
The secondary customer’s shipping street address is recorded here.

City
This field displays the customer’s shipping city.

State
This field displays the customer’s shipping state abbreviation.

Zip Code
This field displays the customer’s shipping postal zip code.

Collect or Prepaid
Use this field to select from the drop down choices: N/A (Not Applicable), Collect, or Prepaid. This field’s data is
informational only, and can optionally appear on a modified Sales Order form.
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AR Account Tab

This screen is used to change the related posting account and session date defaults. The default account numbers
are recorded in the System Wide Parameters, but they can be changed here. If the default accounts were changed
in System Wide Parameters, they may be changed under this tab for the current Sales Order. These accounts should
be set for their eventual migration to Sales Invoices in normal processing.

Figure: BB-125 =1 Sales Orders - New E=m[Em =
Sales Orders — New AR 0
Main || Bill T |§h' T |

Account tab screen form |
. Your fiscal year date limits are fram  ¥YY¥YY  to YYYY
showing default accounts.

£ | print Options ii COGS || Notes |

The following General Ledger accounts will be updated when you print Invoices, Debit or Credit
Memos. {(Accounts are not updated when orders are printed).

Accounts Receivable Account 1110 @ Accounts Receivable-Trade

Freight Account 4030 @ Freight Revenue

COGS Account 5010 @ Cost of Contracts-Labor
Sales Tax Account 2610 @ Sales Tax Payable-State
Discount Account 4040 @ (Discounts Allowed-A/R)
Session Date 02/17/vY |Z|

Accounts Receivable Account
This field displays the accounts receivable account to be used for posting this invoice. The Default Sales Account
can be entered manually or by using the Find tool.

Please note that the Accounts Receivable Account is a hyperlink field as well as the description of the information
to be entered. Left-clicking on this hyperlink opens the Chart of Accounts form. Right-clicking on the Accounts
Receivable Account hyperlink accesses a selection of reports that can be directly accessed.

Freight Account
This field displays the freight account to be used for posting the invoice. The Freight Account can be entered
manually or by using the Find tool.

Please note that the Freight Account title is a hyperlink field as well as the description of the information to be
entered. Left-clicking on this hyperlink opens the Chart of Accounts form. Right-clicking on the Freight Account
hyperlink displays a selection of reports that can be directly accessed.

Cost of Goods Sold (COGS) Account
This field displays the cost of goods sold account to be used for posting this invoice. The Default Cost of Goods
Sold Account can be entered manually or by using the Find tool.

Please note that the Cost of Goods Sold Account is a hyperlink field as well as the description of the information
to be entered. Left-clicking on this hyperlink opens the Chart of Accounts form. Right-clicking on the Cost of Goods
Sold Account hyperlink displays a selection of reports that can be directly accessed.

Sales Tax Account
This field displays the sales tax account to be used for posting the invoice. The Sales Tax Account can be entered
manually or by using the Find tool.

Please note that the Sales Tax Account is a hyperlink field as well as the description of the information to be entered.
Left-clicking on this hyperlink opens the Chart of Accounts form. Right-clicking on the Sales Tax Account hyperlink
displays a selection of reports that can be directly accessed.
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Discount Account
This field displays the discount account to be used for posting the invoice. The Discount Account can be entered
manually or by using the Find tool.

Please note that Discount Account is a hyperlink field as well as the description of the information to be entered.
Left-clicking on this hyperlink opens the Chart of Accounts form. Right-clicking on the Discount Account hyperlink
displays a selection of reports that can be directly accessed.

Session Date

This field records the session date for this transaction (i.e., the date the transaction is recorded). The default date
is the session date entered at the Login screen. If the default is not correct for this transaction, another date may be
entered here. The date may be entered manually in the mm/dd/yy format, or by using the Calendar tool.

Print Options Tab
This section allows for the Sales Order to have its output changed from the default setting found in User Preferences
section.

Figure: BB-126 =1 Sales Orders - New E=m[Em
Sales Order — New Print —— _ s
i Main || gill To H ship To H gRAooountI Print Options |g0Gs H Notes ‘
Options tab screen form
showing Output options. Output | |
System Laser
System Laser-Computer Form
System Continuous
Output

This field offers a selection of formats to print this form. It also may be viewed on the screen using the Preview
button.

Y Tip If other formats of the Sales Order have been saved, they will be listed here
along with the system formats.

Y Tip Prior to printing or previewing a Sales Order, the system will ask if it should
be saved. Even if the Sales Order is saved, it can be edited if necessary by
using the Open button.
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Sales Order — Computer Form

Best Construction Company sales order
1200 Main Street
z SALES ORDER NO| 5.0.DATE | PAGE
Uinit 100
Aryo Gmnde, CA 8420 1003 a2/09/YY 1
Telephone 806542 -7000
50LD TO SHIPTO
Harmon Brothers Harm-m Brothers
5400 Peach Street 5400 Peach Street
Rtlanta, GA 30301 Atlanta, GA 30301
ACCOUNTNG. | SP | PURCHASE ORDER SHIP 1A DATE SHIPPED TERMS 108
coaz 02/09/F 2%-10/NET 30 1020
ary QTY SHIPPED MEM UNGERIC piscy || EXTENDED PRICE
DROERED BACK ORDERED DESCRIPTION uHIT sD
7.00) 7.00|EA10DO z50.00[ o.o0d 1,750.00
Ersaker Eox En
Harmon Brothers
z.a0 2.00|ER10DO 2s0.00( ©.0q 500.00
Breaker Box ER
SALE APDOLNT 2,250.00
DISCOUNT a.00
FREIGHT CHARGE a.00
SALE 5 TAX a.00
Thank You ToTAL 2,250.00

Figure: BB-127 Sample Sales Order of an inventory item applied to a job on a computer-generated form.
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Sales Order — For Pre-Printed Form

1003 az/a9/yr 1
Harmon Brothers Harmon Brothers
5400 Pearch Streset 5400 Pearh Street
Atlamta, ER 30301 Atlanta, GA 30301
coo2 az/o9,/Yr 23-10,/NET 3D 1020
7.00 7.00 EA1Q0DO 250.00 0.0d0 1,750.00
Ereaksr EBEox ER
Harmon Brothers
2.00 2.00 ERIQODOD 250.00 0.00 500 .00
Brealker Box E2
2,250.00
a.00
a.00
a.00
2,250.00

Figure: BB-128 Sample Sales Order of Inventory Item applied to job for pre-printed form.
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COGS Tab
The COGS tab gives the line item detail for the credit and debit cost of goods sold entries associated with the total
of all items on the Main tab.

Figure: BB-129 =3 Sales Orders - New oo
Sales Order — New COGS
(Cost of Goods Sold) tab

screen fOI‘m . Default Unit Cost to transfer COGS | Average Cost

Main ii il To H ship To i\ AR Account || Frint Options | E Notes |

Line Number  GL Account Name Credit Debit -
ooo1 1300 Inventory 305.48 0.00
0002 5010 Cost of Contracts-Labor 0.00 305.48

<

When the Sales Order is converted to a Sales Invoice, the automatic Cost of Goods Sold (COGS) feature will
produce an automatic journal entry to credit the inventory account each time inventory items are sold to reflect the
cost of goods sold. These entries can be located in the Journal Entries file, but may not be changed or modified. BIS®
uses the average, preferred or last unit cost, which is displayed in the Inventory Items record, to generate these
entries. The average and last unit costs are calculated by the system based on the cost recorded in vendor invoices
for the item.

To enable the Automatic Cost of Goods Sold feature, the Set Automatic Cost of Goods Sold Option must be selected
in the System Wide Parameters AR tab. This is also where the average, preferred or last unit cost may be set as the
Default Unit Cost to transfer to COGS.

To see the automatic entries to the Inventory and Cost of Goods Sold accounts, select the COGS tab while in Sales
Orders, Contract Invoices, Sales Invoices, Credit Memos or Debit Memos. The unit cost type, as well as the
Inventory and Cost of Goods Sold account, will be displayed with the appropriate entries.

BIS® does not provide for "drop shipping," where inventory is maintained at zero units until an order is received.
This is because the general ledger cost-of-goods-sold account cannot be automatically updated when the number
of inventory units on hand is zero. However, the cost of goods sold can be recorded manually in this circumstance
through an inventory adjustment.

If the nature of the business is such that inventory items are sold before they are received, there may be inaccurate
cost-of-goods-sold entries calculated. If the average unit cost is different (at the time of sale) than the cost when the
item is pre-purchased, the cost-of-goods-sold entry may be incorrect. If this situation is common, it may be advisable
to turn off the Cost of Goods Sold option.
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Default Unit Cost to transfer to COGS
This field displays the default unit cost type selected in the System Wide Parameters.

Line Number
This column displays the journal entry line number that is generated.

GL Account
This column displays the account number to which the line item journal entry is posted. Usually this will be either
an Inventory account or a Cost of Goods Sold account.

Name
This column displays the account name to which the line item journal entry is posted. Usually this will be either an
Inventory account or a Cost of Goods Sold account.

Credit
This column displays the credit amount (if any) to the account number to which the line item journal entry is posted.

Debit
This column displays the debit amount (if any) to the account number to which the line item journal entry is posted.

Notes Tab

The Notes section is a work area for miscellaneous notes and may be used as needed.

Figure: BB'130 = Sales Orders - New EI@
Sample Sales Orders —
New Notes tab screen
form.

P— - : 1 T
Main || il To H Ship To || AR Account || Print Options || COGS | Notes ‘

Additional Items needed on the Job but not in the Budget, -

Save the Changed Record
When the record is complete or satisfactorily edited, either click on the Save [l button on the toolbar or press Ctrl-S
to save the changes.

4 Caution Check with the accountant if considering this action. When the

automatic Cost of Goods Sold feature is off, NO entry will be generated
to reflect the cost of goods sold. An inventory adjustment must be made
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Reviewing Sales Order Beginning Balances

This section covers the Accounts Receivables reports needed to check Beginning Balance entries for sales orders.
Access to specific reports begins with the Query screen that enables selecting the particular variation needed. As
with other reports in BIS®, reports can generally be one of 3 types: Summary, Detail, and Extended. Most reports
offer the ability to select an “Order By” setting, and often have several choices of fields for that choice. Additionally,
most reports have a variety of Options allow certain elements to show or not on the report. Finally, most reports
offer a listing of fields that can allow a refined selection of data. The Report Query will be remembered by User Id
until changed.

All report options are listed under the Reports menu, and many reports can be selected by right-clicking on a data
hyperlink to open pop-up reports menu related to that field. Either method opens a report setup form depending
upon the type of report selected.

Sales Orders — Open Order List
The Open Order List produces reports on current sales orders on file to help manage open orders.

Access to Open Order List
Module Menu with Reports Group
AR | Reports | Open Order List

Module Menu with Reports List
AR | Open Order List

Standard Menu
Reports | Accounts Receivable | Sales Orders | Open Order List

Report Types

Summary

The Open Order List Summary Report displays sale date, order number, customer Id, purchase order number, ship
date, shipping method selected, sales person, payment terms, order amount, and sales order total.

Detail
The Open Order List Detail Report also shows the line item posting account, item, description, quantity ordered, quantity
shipped, unit price, and extended amount.

Extended
The Open Order List Extended Report also shows the job to which the order has been applied, cost code by line item,
subtotal amount and sales tax.

Order By Options Fields

* Sales Order Number » Show Report Criteria » Sales Order Number
* Order Date *  Show Sales Order Subtotal * Order Date

* Ship Date . Show Sales Order Notes » Ship Date

* Customer Id *  Show Line Item Extended Description » Customer Id

* Job Number * Job Number

+ Salesperson + Salesperson
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Open Order List — Summary Report

Best Construction Company

Open Order List
Summary Report Page 1
Date  Orderf Customer ld PO# Ship Date Ship Via SP Temms Amount
02/05/ 1001 Cao3 02/05/ AM MNET 30 350.00
02/06/ 1002 001 02/06/ M) 2%-10/MET 30 1,445.50
02109/ 1003 Ccaoz 02i09/ 2%-10/MET 30 2,250.00
2171 1004 caoz 027l 2%-10/MET 30 1,200.00
Total Sales Orders Listed 5,245.50

Figure: BB-131 Open Order List — Summary Report sample sorted by Sales Order Number.

Open Order List — Detail Report

Best Construction Company
Open Order List
Detail Report Page 1
Date Order# Customer Id PO# Ship Date Ship Via SP Temms
GL Account Item Description Ordered Shipped Unit Price Amount
02/05/ 1001 Co03 02/05¢ AM MET 30

10 EA1000-2 San Luis Obispo County 7.00 7.00 50.00 350.00
Order Total 350.00

02/06/ 1002 Co01 02/061 M 2%-10/MNET 20
4010 EA1000-1 Far West Properties 3.00 3.00 200.00 538.00
4010 EA1000-2 5.00 5.00 50.00 245.00
4010 E1000 Far West Properties 2,500.00 2500.00 0.25 612.50
Order Total 1,445.50

oziog) 1003 Cao2 oziog) 2%-10/MET 30
4010 EA1000 Harmon Brothers 7.00 7.00 250.00 1,750.00
4010 EA1000 2.00 2.00 250.00 500.00
Order Total 2250.00

0217 1004 Cao2 027 2%-10/MET 30
4010 EA1000-1 Harmon Brothers 6.00 6.00 200.00 1,200.00
Order Total 1,200.00
Total Sales Orders Listed 5,245.50

Figure: BB-132 Open Order List — Detail Report sample sorted by Sales Order Number.
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Customer Invoices Preparation

An Aged Receivable report must be obtained from the old accounting system as of the last business day prior to the
transition date. Depending on the system, other reports may have a the needed information, but what is needed is
a listing of all of the customer invoices that are fully or partially unpaid of the close of business the day before the
transition date. It is vital that several accounts in the General Ledger will have been balanced against the totals of
their respective ledgers. Thus, the AR account in the General Ledger must be the same as the total accounts payable
as shown on the ageing report from the AR module of the old system.

A Caution

If the balances in the subsidiary journals and ledgers do not match their
corresponding GL accounts, the beginning balance process must stop until

Unless the business is brand new, or all of the vendor invoices that pre-existed the transition date were fully paid,
there will be entries to put into the BIS® Accounts Receivable module as beginning balances.

Accounts Receivable Beginning Balance Posting Account Exceptions

To ensure that the module’s entry will match the summary amount entered into the General Ledger, the invoice will
be posted to the temporary AR Suspense account rather than to the original Trade Receivable and Retention
Receivable accounts. By posting these debits to the AR Suspense account, the credit amount previously entered via
General Ledger will be reduced. Proof that the AR ledger and the General Ledger AR account are in balance is be
provided by a zero balance in the AR Suspense account.

The following is a series of two accounting T-Charts to show a summary of the AR entries that will be made into
each module. The first T-Chart below illustrates the entries for a case where the Transition Date is NOT at the
beginning of the Fiscal Year.

GL Beginning Balances Debit (+) Credit (-)
Cash Cash Acct
Contract AR AR Suspense |

Retention AR ||
AR Suspense
Revenue or Sales Revenue (or Retained
Earnings)
or Unrealized Revenue

AR Module Beginning Debit (+) || Credit (-)
Balances

Contract AR Invoice Entry AR Account | AR Suspense
Retention AR Invoice Entry AR Retention Account | AR Suspense

The second T-Chart illustrates the entries for a case where the Transition Date IS at the beginning of the Fiscal
Year.

GL Beginning Balances Debit (+) | Credit (-)
Cash Cash Acct

Contract AR AR Suspense

Retention AR AR Suspense

Revenue or Sales Retained Earnings

AR Module Beginning
Balances

Credit (-)

Debit (+) I
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Beginning Balances

Contract AR Invoice Entry

Retention AR Invoice Entry

AR Account
AR Retention Account

AR Suspense
AR Suspense

When the AR Invoice credit entries completely offset the GL. AR Suspense entries, yielding a zero balance, the
AR module and the AR account(s) in the General Ledger are in balance.

System Wide Parameters — AR Tab
This section will discuss the account numbers that will be changed in BIS® temporarily during the time when
Accounts Receivable Beginning Balances will be entered in the AR module via the Customer Invoices function.
The Accounts Receivable tab of the System Wide Parameters contains default settings that affect Accounts
Receivable, including default GL accounts, options to provide quicker searches, Cost of Goods Sold options,
entering and tracking document numbers, print options, and more.

The tables on the previous pages illustrated the need to temporarily change the default AR accounts to the AR
Suspense account. These accounts are set in a wide variety of areas of the program.

Y Tlp It may be very useful to make “screen shots” of the various screens described
below prior to making changes, so that the settings can be returned to their
proper defaults after the Accounts Receivables Beginning Balances are complete.

When a particular screen form is shown, press the Print Screen <PrintScrn> key
that is probably located to the right of the <F12> key. When this key is pressed,
the screen image is copied to the computer’s “clipboard.” All that is necessary
is to open a word processor to a new document, and Paste the image by pressing

Menu Access

Administrator | System Wide Parameters | AR Tab | Accounts Sub-tab

Figure: Install-133
Administrator, System
Wide Parameters, AR tab,
Accounts Sub-tab screen
form showing account and
other options.

= Systern Wide Parameters

GL AP AE €0 CR IV AD PR UN JC JB DM BK Miscellaneous Consolidation

Accounts Default Print Options Custom App

Contract Receivable Account 1110

Freight Account 4030
Automatic Cost of Goods Sold Option Account | 5010
Sales Tax Liability Account 2610
Discounts Allowed Account 4040

Interest Income Account 8010

Q | Accounts Receivable-Trade
34 | Freight Revenue

3 | Cost of Contracts-Laber
7 | Sales Tax Payable-State
3, | (Discounts Alowed-A/R)
Q| Interest Income

Restrict GL Accounts in Contract Inveices, 50, CM, DM to Contract Accounts for Job Transactions
[[] Use Contract Receivable Account in Contract Invoices, 50, CM, DM from the selected Job

Click an the <Save> button to save changes

Contract Receivable Account Number
The field is used to record the default contract receivable account. For the purposes of Beginning Balances, it

should be left alone.
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Freight Account Number
The field is used to record the default freight account.

Cost of Goods Sold Account Number
The field records the default cost of goods sold account. For Beginning Balances, the Cost of Goods Sold
Account default should be set to the Accounts Receivable Suspense Account.

Sales Tax Liability Account Number
This field records the default sales tax liability account. For Beginning Balances, the Sales Tax Account default
should be set to the Accounts Receivable Suspense Account.

Discounts Allowed Account Number
The field is used to records the default discounts allowed account. For Beginning Balances, the Discount Allowed
Account default should be set to the Accounts Receivable Suspense Account.

Interest Income Account Number
The field is used to records the default interest income account. For Beginning Balances, the Interest Income
Account default should be set to the Accounts Receivable Suspense Account.

Restrict GL Accounts in Contract Invoices, SO, CM, DM to Contract Accounts for Job
Transactions

When the option is checked, BIS® will limit the account numbers that can be listed or entered for line items to
those accounts that are marked as a job cost type other than None in the Chart of Accounts. During the Beginning
Balances Entry, leave this option unchecked.

Use Contract Receivable Account in Contract Invoices, SO, CM, DM from the selected Job
When the option is checked, BIS® will use the Contract Receivable account listed on the Job’s Default tab.

Menu Access
Administrator | System Wide Parameters | AR Tab | Default Sub-tab

Figure: Install-133.1 1 System Wide Parameters == |
Administrator, System

Wide Parameters, AR tab,

Default Sub-tab screen
form showi ng setti ngs and Default Unit Cost to transfer COGS | Average Cost |« [] set Automatic Cost of Goods Sold Option

GL AP AR CD CR IV AD PR UM JC JB DM BK Miscellaneous Consolidation

Accounts {De Print Options ~ Custom App

OpthﬂS [ Transfer 50 lines to Inveices with Qty Shipped equal to zero
) [[] remove transferred lines fram S0 with Qty Shipped equal to zero

Last Invoice/CM/DM Number 1077 I:‘ Edit Invaice/CM/DM Mumber
Last Sales Crder Number 263 I:‘ Edit Sales Order Mumber

Fill Line Description with Customer Name on Invoices /Credit Memos,Debit Memos

Fill Line Description with Customer Name on Sales Orders

[] Do not show the Oversold Situation Message on Invoices /Credit Memos,/Debit Memos
[ oo not show the Oversold Situation Message on Sales Orders

Use Default Ship To Address on Invoices/Credit Memos /Debit Memos

Usze Default Ship To Address on Sales Orders

Allow the Customer Id to be changed for the selected Job in Contract Invoices

Click on the <Save> button to save changes

Default Unit Cost to transfer COGS
The option is used to set the default unit cost to be used when the cost is processed in the Cost of Goods Sold
option (next option).



BB-194 Beginning Balances

Automatic Cost of Goods Sold Option
When the option is checked, BIS® will automatically update the inventory and cost of goods sold account when
an invoice is run. During the Beginning Balance process, leave this item unchecked.

Transfer SO Lines to Invoices with Qty Shipped Equal to Zero
When the option is checked, BIS® will automatically remove the transfer line from the Sales Order when Sales
Invoice is created from the Sales Order with Qty Shipped equal to zero.

Remove Transferred Lines From SO with Qty Shipped equal to Zero
When the option is checked, BIS® will automatically transfer the amounts from the Sales Order to the Sales
Invoice with Qty Shipped equal to zero.

Last Invoice/CM/DM Number
Sets the previous number used thereby establishing the next concurrent number generated for AR Invoices,

Credit Memos and Debit Memos.

Edit Invoice/CM/DM Number
When this option is checked the number may be changed on-the-fly when creating an AR Invoices, Credit
Memos and Debit Memos.

Last Sales Order Number
Sets the previous number used thereby establishing the next concurrent number generated for Sales Orders.

Edit Sales Order Number
When this option is checked the number may be changed on-the-fly when creating an Sales Orders.

Fill Line Description with Customer Name on Invoices/Credit Memos/Debit Memos
When the option is marked, BIS® will automatically enter the customer name in the description field for invoices,
credit memos, and debit memos.

Fill Line Description with Customer Name on Sales Orders
When the option is marked, BIS® will automatically enter the customer name in the description field for sales
orders.

Do Not Show Oversold Situation Message on Invoices/Credit Memos/Debit Memos
When the option is marked, BIS® will notify with a prompt when oversold circumstances occur when creating
invoices, credit memos, and debit memos.

Do Not Show Oversold Situation Message on Sales Orders
When the option is marked, BIS® will notify with a prompt when oversold circumstances occur when creating
Sales Orders.

Use Default Ship To Address on Invoices/Credit Memos/Debit Memos
When the option is marked, BIS® will use the Default Ship To Address when creating invoices, credit memos, and
debit memos

Use Default Ship To Address on Sales Orders
When the option is marked, BIS® will use the Default Ship To Address when creating when creating Sales
Orders.

Allow the Customer ID to be Changed for the Selected Job in Contract Invoices
When the option is marked, BIS® will allow the Customer Id to be changed on-the-fly for the selected Job in
Contract Invoices
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Save the Changed Record
When the record is complete or satisfactorily edited, either click on the Save [l button on the toolbar or press
Ctrl-S to save the changes.

Menu Access
Administrator | System Wide Parameters | AR Tab | Print Options Sub-tab

Figure: Install-133.3 = System Wide Parameters EI@
Administrator, System

Wide Parameters, AR tab,
Print Options Sub-tab

screen form shOWIng [(JPrint Standard Message
sett| ngs Retain Standard Message until changed

GL AP AR (D CR ¥ AD PR UMW JC 1B DM BK Miscelaneous Consolidation

Accounts  Default Custom App

Click on the <Save> button to save changes

Print Standard Message
When checked will print the Standard message on AR Invoices.

Retain Standard Message Until Changed
When checked wil retain the Standard for printing on AR Invoices until the message is changed.

Menu Access
Administrator | System Wide Parameters | AR Tab |Custom App Sub-tab

Custom Application to Call from Application for Payment
When the option is marked, BIS® will allow the Customer Id to be changed on-the-fly

Figure: Install-133.4 e — =
Administrator, System

Wide Parameters, AR tab,

6. AP AR D CR IV AD PR UN JC 1B DM BK Miscellaneous Consolidation

Accounts  Default  Print Options PF
Custom App Sub-tab
screen form shOW|ng Custom Application to call from Application for Payment | ADD0S00 % || AR Inveice with Job Billing information
Settlngs Send Email to (®) Default Contact () Selected Contacts to Send Email

Click an the <Save> button to save changes
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Customer Invoices Beginning Balances

This section covers the methods to be used to enter the Accounts Receivable invoices that were open as of the
close of business the day prior to the Transition Date. Users can user several options to add, edit, or delete
Accounts Receivable invoices.

For the purposes of Beginning Balances, all open Customer Invoices will be entered as Sales Invoices rather than
as Contract Invoices. The difference is that Customer Invoices require a posting to Job Cost, and that posting will
be done independently, through another direct process.

The Customer Invoices function is used to enter or modify Beginning Balance accounts receivable invoices.

As it was suggested in the prior pages, one primary difference between normal AR Invoice entry and the
Beginning AR Invoice entry is the account to which the invoice will be posted. Rather than selecting a Sales or
Revenue AR Account, use the temporary AR Suspense account. When the AR Suspense account is zero, the AR
Ledger and the General Ledger will be in Balance.

L Tip

When the AR Suspense account is zero, the AR Ledger and the General Ledger
will be in Balance.

4 Caution If the balances in the subsidiary journals and ledgers do not match their

corresponding GL accounts, the beginning balance process must stop until

Invoices that were created by posting of Progress Billings from the old system will be entered in this process, and
the Job Billing entries and adjustments will be made later.

If an accounts receivable invoice is entered and it needs to be changed before it has been paid, it may done by
using the Open = icon. Instructions for changing an unpaid accounts payable invoice using the option appear
elsewhere in the section.
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AR Invoices Beginning Balances
The Sales Invoices option should be used to create Beginning Balance invoices.

Modular Menu Access

Accounts Receivable | Customer Invoices | Sales Invoices

Standard Menu Access

Transactions | Customer Invoices | Sales Invoices

New Record

Initial access to contract invoices from the menu opens the Sales Invoices - New form. This form is used to enter
new sales invoice information. However, access to a new form when another sales invoice record is on the
screen only requires pressing Ctrl+N or using the New [ icon on the toolbar. The system will ask if any changes

to the record should be saved.

Figure: BB-134 £ Sal o e e ==
Sales Invoice — New —— : 1

Main | BilTo || ship To || AR Account || Brint Options || COGS || Notes |
screen form.

Invoice Mumber 1025

Invoice Date i |z| Sales Person =

Customer Id lcl_| Discount Level Q|

Purchase Order Ship Via @

Payment Terms @ Ship Date Tk |z|

Item GL Account Price Order Ship Disc. % Amount  Tax Disc Description =
v = @) &=

I

Acct Mame

Ttem
On Hand
Assigned
Qty. Avail,
Back Order

0.00
0.00
0.00
0.00

Avg Cost

Pref Cost

Last Cost
Special Disc. On
Sales Tax On
Tax Rate

0.00000
0.00000
0.00000
0.00
0.00

Subtotal
Discount
Freight Amt
Sales Tax
Total Amt

Cash Rec

0.00 | %%

£

(=

0.00
0.00
0.00
0.00
0.00
0.00

Scrolling Through Contract Invoices Records
Contract Invoices records can be scrolled by using the VCR buttons on the toolbar at the top of the
screen. Clicking on the First [ icon (at the top of the screen) will open the first record of the list, according to
Invoice # . Clicking on the Previous L4 icon (at the top of the screen) will open the immediately previous record
of the list, according to Invoice #. Clicking on the Next |*] icon (at the top of the screen) will open the next record
of the list, according to the Invoice #. Clicking on the Last [l icon (at the top of the screen) will open the last
record of the list, according to the Invoice #.

Editing an Existing Record

The list of existing sales invoice orders may be examined by clicking on the Magnifying Glass [ icon (at the top
of the screen) or pressing Ctrl+F and double clicking on the item of interest. Records cannot be edited, however.
Note that when the sales invoice screen form appears, most of the fields at the top are shaded; this information

can not be changed.
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glgljure: BB-135 4 A & e Mo e
ales Invoices Find/Searc
screen form. Search for
Search in Available to Refund El
Condition Less than El
El Case Sensitive

Fiscal Year | YYYY/O1 - Y¥yy/12 [=]

Available to Refund Invoice # Invoice Amt  AmtDue  Inwvoice Type Job  Date  Customer Id Payment Terms
0.00 1018 100.00 100.00 | Sales Invoice 0203/ Cooz 2%-10/NET 30

Ifi 1 3

Deleting an Existing Record

Existing records can be deleted if they have not been used in subsequent transactions. Once the source record is
brought to the screen, use the Delete button on the tool bar. The system will ask, “Do you want to delete this
record?” Click on the Yes button to delete it, or click on the No button to leave this process.

Main Tab
The Sales Invoices option is used to Beginning Balance invoices. A job number is required in creating a contract
invoice.

Figure: BB-136 =7 Sales Invoices - 1025 - C002 =R e
CUStomer InVOICes’ sales HMain |Ei|| To ” Ship To ” AR Account ” Print Options ” COGS H Notes
Invoice sample Main tab .
. Invoice Number 1025
screen form ShOWIng a Invoice Date 02/17/¥Y Sales Person M1 Mike Jargon
com pleted form . Customer Id cooz Harmon Brothers Discount Level |1 Repeat Customer
Purchase Order Ship Via
Payment Terms Ship Date 02/17/ ¥
Item GL Account Price Order Ship Disc.% Amount Tax Disc Description Report Code =
w[Ea1000-1 [2] 4010 20000 8.00] 8.00] 2.00 1,568.00 [ || [ ] Harmon Broth[.. [=]]
1 '
AcctMame |Contract Revenue Avg Cost 50.91292 Subtotal 1,568.00
Item Steel Box Pref Cost 60.00000 Discount 0,00 | % 0.00
On Hand 26.00 |Update COGS Last Cost 50.00000 Freight Amt 0.00
Assigned Loo Spedal Disc. On 0.00 Sales Tax 01 0.00
Qty. Avail, 25.00 Sales Tax On 0.00 Total Amt 1,568.00
Back Order 0.00 Tax Rate 8.0000 Cash Rec 0.00
Closed

Invoice Number

This field records an invoice number that is used to identify a record. The program assigns a consecutive number
automatically. The number assigned can be changed in the AR tab of the System Wide Parameters by changing
the number listed in the Last Invoice Number field. The AR tab also offers an option to assign an invoice number
manually for every record.

Invoice Date
This field records an invoice date for the sale. This date can be entered manually or by using the Calendar tool.
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Customer Id

This field displays the customer identification number associated with the record. Please note that the Customer
Id title is a hyperlink field as well as the description of the information. Left-clicking on this hyperlink opens the
Customer - New form. Right-clicking on the Customer hyperlink opens a selection of reports that can be directly
accessed.

Payment Terms

This field records the payment terms that apply to the sale. If payment terms have been entered in the Defaults
section of the Customer’s master record, these terms will be filled in automatically, but can be changed if
necessary. This may be entered manually or by using the Find tool, but the payment terms recorded must exist in
the Payment Terms file.

Please note that the Payment Terms Level title is a hyperlink field as well as the description of the information.
Left-clicking on this hyperlink opens the Payment Terms - New form. Right-clicking on the Payment Terms
hyperlink accesses the Payment Terms report.

Sales Person

This field records the initials of the salesperson making the sale. If a particular salesperson has been entered in
the Defaults section of the Customers master record, these initials will be filled in automatically, but can be
changed if necessary. This may be entered manually or by using the Find tool, but the initials recorded must exist
in the Salespersons file.

Discount Level
This field normally records the discount level that applies to the sale. For Beginning Balance invoices this field is
not needed.

Ship Via
This field normally records the shipping method that applies to the sale. For Beginning Balance invoices, this
field may not be needed.

Ship Date
This field normally records the date the order should be shipped. For Beginning Balances, this field may not be
needed.

Form Columns

Item

This column records the code of the inventory item ordered. This code may be entered manually or by using the
Find tool. This field is not required and may be left blank for non-inventory Beginning Balances. Item codes are
maintained in the Inventory Items master file.

GL Account
This column records the general ledger account number that will be affected by this transaction line item. The
Find tool may be used to select an account number from those recorded in the Chart of Accounts.

A Caution . .
The ability to post sales to GL accounts that are not associated jobs is
determined by a setting in Administrator | System Wide Parameters | AR
tab. If there is a need to bill to non-job GL accounts, uncheck the feature
named, “Restrict GL Accounts in Contract Invoices, SO, CM, DM to

Price

This field records the selling price per unit. If a selling price has been recorded in the Inventory Items record of
the item selected, this price will be pulled up automatically, but may be changed if necessary.
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Order

This column normally records the total quantity of items or units ordered. For Beginning Balances, this number
would be the amount remaining as of the date of transfer. If this is for a non-inventory item, this field is not
required unless BIS® should calculate the extended price. This field will update the number of units assigned in
the item’s Inventory Items record.

Ship
This column normally records the quantity of items or units that will be shipped. For Beginning Balances, this
field will not be needed.

Discount Percentage
This column normally records the discount percentage for this line item. For Beginning Balances, this field may
not be needed.

Amount
This column records the extended price for this line item. BIS® will calculate this amount by multiplying the unit
price by the units to ship, minus the discount. This amount can also be entered or changed manually.

Tax

This column allows line items to be marked as taxable items. When a checkmark appears in the Tax box, sales
tax will be calculated for that line item and added to the Sales Tax field in the Totals section of the record. The
checkmark can be toggled on and off by clicking on the box in this column.

s Tlp Sales Taxes follow a hierarchy of rules:
For Sales and Contract Invoices, the tax status listed in the Customer Master
Record is utilized first, and the Item (Inventory) Tax Status second.
For Applications for Payment (posted to Accounts Receivable), the Job Master
Disc

This column normally allows a special discount to be applied to line items marked. This field may not be needed
for Beginning Balance entries.

Description

This column records a brief description for the transaction line item. Entering a concise description can save time
otherwise spent looking for the original document to determine why an entry was made. This is an alphanumeric
field limited to 30 characters.

To record an extended description for this item, click the button to open a Notes [ box. An unlimited amount of
information related to this line item may be stored in this field.

Report Code

This column is used to record a report code related to the line item, which can be used for creating customized
reports. Report codes are maintained in the Report Codes file. This code may be typed or entered using the Find
tool.

Summary
This section displays summary information about the Beginning Balance Sales Invoice.
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Acct Name

This displays the name of the general ledger account for the line item selected. Please note that the Account
Name title is a hyperlink field as well as the description of the information. Left-clicking on this hyperlink opens
the Chart of Accounts form. Right-clicking on the Job Number hyperlink opens a selection of reports that can be
directly accessed.

Item

This field displays the item description for the line item selected. Please note that the Item title is a hyperlink
field as well as the description of the information. Left-clicking on this hyperlink opens the Inventory Items -
New form. Right-clicking on the Item hyperlink opens a selection of reports that can be directly accessed.

On Hand
This field displays the quantity on hand of the inventory item listed in the selected line item.

Assigned
This field displays the quantity assigned to customers through sales orders and invoices of the inventory item
listed in the selected line item.

Quantity Available
This field displays the quantity available (not assigned to customers) of the inventory item.

Back Order
This field displays the quantity of the inventory item listed in the selected line item that is back ordered.

Average Cost
This field displays the average cost per unit for the highlighted inventory item.

Preferred Cost
This field displays the preferred cost per unit for the highlighted inventory item.

Last Cost
This field displays the last cost per unit for the highlighted inventory item.

Special Discount On
This field displays the total amount from all line items that are marked for a special discount. Marked items
show a checkmark in the Discount column box.

Sales Tax On
This field displays the total amount from all line items that are marked as taxable items. Marked items show a
checkmark in the Tax column box.

L Ti
p Sales Taxes follow a hierarchy of rules:
4 For Sales and Contract Invoices, the tax status listed in the Customer
Master Record is utilized first, and the Item (Inventory) Tax Status second.
¢ For Applications for Payment (posted to Accounts Receivable), the Job
Tax Rate

This field displays the tax rate associated with the Sales Tax code selected. This rate is set up in the Sales Tax
Codes file.
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Totals Section

Subtotal

This field displays the subtotal for the line items entered. This amount is the sum of the Amount column for all
line items.

Discount

This field records a special discount percentage that will be applied to all line items showing a checkmark in the
Discount column. If the special discount is entered as a dollar amount, the discount percentage will be
calculated. If no line items are marked for a special discount, these fields will appear disabled (grayed). Special
discounts are not related to discounts offered by using the Discount Schedule.

Freight Amt
This field records the total amount that the customer will be charged for freight.

Sales Tax

This field records the sales tax code for the sales tax district that applied to the sale, if any. This code may be
entered manually or by using the Find tool, but must appear in the Sales Tax Codes file. The tax rate for the code
selected will be used to calculate the sales tax for the items marked as taxable.

Total Amount
This field displays the total dollar amount for this sales order. This is calculated by adding the subtotal of all line
items, the freight amount, and the sales tax amount, minus any special discount applied.

Cash Rec
If payment is made at the time of sale, these fields record the type and amount of payment made. The payment
type may be entered manually or by using the Find tool, but it must exist in the Payment Types file.

Please note that the Cash Rec Tax title is a hyperlink field as well as the description of the information. Left-
clicking on this hyperlink opens the Payment Types - New form. Right-clicking on the Payment Types hyperlink
accesses the Payment Types report.
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Sales Invoice

u -
Best Construction Company invoilce
1200 Main Street
: INVOICE HO. | INVDICE DATE| PAGE
Unig 100
Aroyo Gande, G4 03420 1025 025174y 1
Telephone 805-543-7000
S0LD TD SHIPTO
Harmon Brothers Far We=st Properties
E400 Peach Street 1625 Parker Street
Atlanta, GA 3030L Los Engeles, CA 90001
ACCOUNTNO. | SP | PURCHASE ORDER SHIP 1A DATE SHIPPED TERMS 108
coaz T QZFATIYY
ary QTY SHIPPED mEmM LM ERICE piscy [TA%| EXTENDED PRICE
DROERED BACK ORDERED DESCRIPTION uuT o
B.00) &.00|ER10DO-1 2o0.00 2.00 1, 568.00
Steal BoxX EL
Harmon Brothers
SALE AMOUHT 1,568.00
DISCOUNT a.00
FREIGHT CHARGE a.00
8.000% SALES TAX a.00
Thank You TOTAL 1,588 .00

Figure: BB-137 Sales Invoice created from Sales Order.
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Bill To Tab

The Bill To tab is for reference only. The fields in this tab display the billing address that will appear on the
invoice, which is recorded in the Customer’s master record for the customer selected. Also displayed here is
information regarding the payment history of this customer.

Figure: BB-138 =7 Sales Invoices - 1025 - C002 oo
Sales Invoices Bill To tab
screen form sample.

= ! ! | .
Main | {Bill To ! | shipTo || aR Account || print options || co6s || motes |

Customer Id coo2

Mame Harman Brothers

Address 1 5400 Peach Street

Address 2

City Atlanta

State GA Georgia

Zip Code 30301

Total Due 53,368.00

Credit Limit 15,000.00 | Qver Limit!

Date Account Opened 01/01/YY

Last Payment Date I

Last Payment Amount 0.00
Oldest Invaice 1025
Last Statement 1

Type of Customer Open [tem
Due Date 02/17/xY
Discount Date i

Closed

Customer Id

This field displays the Customer Id associated with the record. Please note that the Customer Id title is a
hyperlink field as well as the description of the information to be entered. Right-clicking on the Billing Code
hyperlink displays the reports that can be directly accessed.

Customer Name
This field displays the full name of the customer represented by the customer Id selected.

Address 1
This field displays the customer primary street address.

Address 2
The customer’s secondary street address is recorded here.

City

This field displays the customer’s city.

State
This field displays the customer’s state abbreviation.

Zip Code
This field displays the customer’s postal zip code.

Total Due
This field displays the total currently due from the customer. BIS® calculates this automatically from the account
receivable and cash receipts records.

Credit Limit
This displays the credit limit that is recorded in the Customers master record. If the Total Due is greater than the
customer's limit, BIS® will display an Over Limit warning.
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Date Account Opened
This field displays the date the customer's account was opened. This is recorded in the History section of the
Customer Master record.

Last Payment Date
This displays the date of the customer's last payment. This information is updated automatically by BIS® from the
cash receipts records.

Last Payment Amount
This field displays the amount of the customer's last payment. This is updated automatically by BIS® from the
cash receipts records.

Oldest Invoice
This field displays the oldest outstanding invoice for this customer. This is updated automatically by BIS® from
the accounts receivable records.

Last Statement
This field displays the date of the last statement created for the customer.

Customer Type
This field displays the type established in the customer’s master record for the customer.

Due Date

This field displays the due date of the customer's order if it were converted to an invoice on the same date. This
information is updated to the correct date automatically when the order is converted to an invoice on a different
date.

Discount Date

This field displays the date of any discount applicable to the customer's order if it were converted to an invoice
on the same date. This information is updated to the correct date automatically when the order is converted to an
invoice on a different date.
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Ship To Tab

The Ship To section of this form records the shipping address that will appear on the invoice, if applicable. The
Customer’s master form contains a Ship To tab that allows an unlimited number of shipping address to be
recorded. The button that appears on this tab opens a selection screen to choose a Ship To record.

Figure: BB-139 =1 Sales Invoices - 1025 - C002 = e
Sales Invoices — Ship to
tab screen form sample.

Main ” Bill To | | AR Account ” Print Options || COGS ” Notes |

Company Mame Far West Properties E
Address 1 1625 Parker Street

Address 2

City Los Angeles

State CA California

Zip Code 90001

Collect or Prepaid | NfA

Closed

Figure: B-B-140. = shipTo =E=R
Sales Invoices Ship To tab : .

. Company Address 1 Address 2 City  State Zip Code -
Shlp To sub form used to 14225 Sepulveda Blvd VanNuys CA 90027 |
select the customer’s
shipping address.

K b

Customer Name
This field displays the full name of the customer’s shipping address selected.

Address 1
This field displays the customer’s primary shipping street address.

Address 2
The customer’s secondary shipping street address is recorded here.

City
This field displays the customer’s shipping city.

State
This field displays the customer’s shipping state abbreviation.

Zip Code
This field displays the customer’s shipping postal zip code.

Collect or Prepaid
Use this field to select from the drop down choices: N/A (Not Applicable), Collect, or Prepaid. This field’s data
is informational only, and can optionally appear on a modified Sales Order form.
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AR Account Tab
This screen is used to change the related posting account and session date defaults. The default account numbers
should have already been set for Beginning Balances in System Wide Parameters.

COGS Tab

The COGS tab gives the line item detail for the credit and debit cost of goods sold entries associated with the
total of all items on the Main tab. This feature would have been temporarily discontinued by a setting in the
System Wide Parameters.

Default Unit Cost to transfer to COGS
This feature should have be temporarily turned off via a setting in the System Wide Parameters.

Notes Tab
The Notes section is a work area for miscellaneous notes and may be used as needed.

Figure: BB-142 =7 Sales Invoices - 1025 - C002 =
Sample Contract Invoice
Notes tab screen form.

tain |[8i1To || shie To || 2R Account || print Gptions | coas | wotes |

Additional Items needed on the job but are not in the Budget. -

Credit Limit has been exceeded for this customer

Save the Changed Record
When the record is complete or satisfactorily edited, either click on the Save [ button on the toolbar, or press
Ctrl-S to save the changes.
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Customer Deposits Preparation

A Customer Deposit report must be obtained from the old accounting system as of the last business day prior to
the transition date. Depending on the system, other reports may have a the needed information, but what is
needed is a listing of all of the customer deposits that are fully or partially non-applied of the close of business
the day before the transition date.

It is vital that several accounts in the General Ledger will have been balanced against the totals of their respective
ledgers. Thus, the Customer Deposits account in the General Ledger must be the same as the total customer
deposits as shown on the Customer Deposits report from the AR module of the old system.

4 Caution If the balances in the subsidiary journals and ledgers do not match their

corresponding GL accounts, the beginning balance process must stop until

Unless the business is brand new, or all of the customer deposits that pre-existed the transition date were fully
applied, there will be entries to put into BIS® Customer Deposits as beginning balances.

Customer Deposits Beginning Balance Posting Account Exceptions

To ensure that the module’s entry will match the summary amount entered into the General Ledger, both sides of
the Customer Deposit will be posted to the Customer Deposit Account rather than to the original Cash and
Customer Deposit accounts. By posting these debits and credits to the Customer Deposit account, General Ledger
will be left unaffected. Proof that the Customer ledger and the General Ledger Customer Deposit account are in
balance is be provided by the balance in the Customer Deposit account equaling that entered via the GL
Beginning Balances.

The following is an accounting T-Charts to show a summary of the Customer Deposit entries that will be made
into each module.

GL Beginning Balances Debit (+) || Credit (-)
Cash Cash Acct
Customer Cash Deposit I Cash Deposit Account
AR Module Beginning Debit (+) || Credit (-)
Balances
Customer Cash Deposit Customer Deposit Account
Beginning Balance Entry Customer Deposit

Account

System Wide Parameters — CR Tab

This section will indicate a two account numbers that will be changed in BIS® temporarily during the time when
Accounts Receivable Cash Deposit Beginning Balances will be entered in the AR module via the Cash Receipts
Beginning Balance function. The table shown above illustrates the need to temporarily change the default Cash
accounts to the Customer Deposit account.
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ad Tlp It may be very useful to make “screen shots” of the various screens described
below prior to making changes, so that the settings can be returned to their
proper defaults after the Accounts Receivables Beginning Balances are complete.

When a particular screen form is shown, press the Print Screen <PrintScrn> key
that is probably located to the right of the <F12> key. When this key is pressed,
the screen image is copied to the computer’s “clipboard.” All that is necessary
is to open a word processor to a new document, and Paste the image by pressing

Menu Access
Administrator | System Wide Parameters | CR Tab

Figure: Install-143 T — e
Administrator, System
Wide Parameters, CR tab

screen form show|ng Cash Account 1020 | Cash In Bank
accou nt OpthﬂS Digcount Allowed Account 4700 | Returns and Allowances

GL AP AR (D i:‘R Iv AD PR UN JC 1B DM BK Miscelaneous Consolidation

|:| Digcount Overwrite Restricted

Allow Discount on Customer Partial Payments
Allow Overpayment on Customer Invoices

[ Filter Jobs by Customer in Other Cash Receipts
Allow Retention Invoice payment

Credit Card
Enable OpenEdge Integration

Account Token

List of card types enabled for the integration Last Order Id

American Express

Click on the <Save> button to save changes

Cash Account

Normally, this field is used to record the default cash account to which customer and other payments will be posted.
For the purpose of the Customer Deposits, the Cash Account will be temporarily changed to the Customer Deposit
Account.

Discount Allowed Account

Normally, this field is used to record the default account used for posting discounts allowed to customers. For the
purpose of the Customer Deposits, the Discount Allowed Account will be temporarily changed to the Customer
Deposit Account.

Discount Overwrite Restricted
When the box is checked, a user cannot overwrite the payment terms discount allowed in the Customer Payments and
other cash receipt screen forms. For the purpose of the Customer Deposits, this box should be left unchecked.

Allow Discount on Customer Partial Payments
Normally when the box is checked, discounts are allowed on date qualified partial payments from customers. For the
purpose of the Customer Deposits, this box should be left checked.

Allow Overpayment on Customer Invoices
When the box is checked, it allows an overpayments to be applied to Customer Invoices.
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Filter Jobs by Customer in Other Cash Receipts
When the box is checked, jobs are filtered by Customer in other Cash Receipts.

Save the Changed Record
When the record is complete or satisfactorily edited, either click on the Save [ button on the toolbar, or press Ctrl-S

to save the changes.
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Customer Deposit Beginning Balances

Normally, the Customer Deposits option allows deposits to be received and applied to invoices at a later date. For
the Beginning Balance process, the Customer Deposits that remained unapplied to Customer Billing as of the Date
of Transition will be entered as Customer Deposit Beginning Balances.

Modular Menu Access
GL | Cash Receipts | Customer Deposits

Standard Menu Access
Transactions | Cash Receipts | Customer Deposits

New Record
Initial access to customer deposits from the menu opens the Customer Deposits — New form. This form is used to
enter new Beginning Balance customer deposit information.

Figure: BB-144 e Depon e | o 5|
Customfer Deposits — New | e g st | s
screen rorm. Check (Receipt) Number

Date Received I |Z|

Payment Type @

Customer Id @ Customer Terms

Description Customer Type

Amount 0.00

GL Account Account Name Deposit # Amount Description Report Code -

&Y

—— e e e
=

Cash Account 1020 Cash In Bank Total 0.00

New

Scrolling Through Refund Deposits’ Records

Customer Deposit records can be scrolled by using the VCR buttons on the toolbar at the top of the screen.
Clicking on the First icon [ (at the top of the screen) will open the first record of the list, according to Receipt # .
Clicking on the Previous icon [ 4] (at the top of the screen) will open the next record of the list, according to Receipt

Figure: BB-145

Sample Customer Deposits
screen form that is
editable.

[=4] Customer Deposits - 15021701 - 02/17/YY

Hain IC&Amunt H ” Notes !

[E=5 Bl =)

15021701
02/17[¥¥
CHECK.
Coo3
Test
25,000.00

Account Name

Check {Receipt) Mumber
Date Received

Bayment Tvpe
Customer Id

Check

San Luis Obispo County
Description
Amount
GL Account

Deposit # Amount

Customer Terms | NET 30
Customer Type  |Balance Forward

Description Report Code -

M 2060 Customer Deposits | 1 25,000.00

— |
=

Cash Account 1020 Cash In Bank

Total 25,000.00

Closed




BB-212 Beginning Balances

#. Clicking on the Next icon L2 (at the top of the screen) will open the next record of the list, according to the Receipt
#. Clicking on the Last icon [4] (at the top of the screen) will open the last record of the list, according to the Receipt
#.

If the customer Beginning Balance deposit can be edited or changed, all of its fields will be accessible. Any changes
will result in reversing journal entries being created in the Customer and General Ledger Journals. The revised record
will be saved with new entries to the affected journals.

Deleting an Existing Record

Existing Beginning Balance records can be deleted, but only if there are no existing transactions dependent on the
one selected. Once the source record is brought to the screen, use the Delete icon k£l (at the top of the screen). The
system will ask, “Do you want to delete this transaction?” Click on the Yes button to delete it, or click on the No
button to leave the process.

Figure: BB-146 =1 Customer Deposits - 15021701 - 02/17/¥Y [E=8 E=R
Sample editable Customer
Deposits screen form that

{Main | Cp Account Notes

Check (Receipt) Mumber | 15021701

Is Open. Date Received 02/17YY ~
Payment Type CHECK | Check
Customer Id Coo3 Q| 5an Luis Obispo County Customer Terms ~ |NET 30
Description Test Customer Type Balance Forward
Amount 25000.00
GL Account Account Name Deposit # Amount Description Report Code A
2080 4| Customer Deposits | 1 25,000,00 = |
il 2 - |
7 v
I« >

Cash Account 1035 MNew account Total 25,000.00

Open

Deleting a pre-existing customer deposit will result in reversing journal entries being created in both the Accounts
Receivable and General Ledger Journals.
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Main Tab
The Customer Deposits option is used for entering the unapplied customer deposit Beginning Balances that was
previously posted in the old system.

Figure: BB-147 = Customer Depasits - 15021701 - 02/17/YY o= =]
Sample Customer Deposits
Main tab screen form.

I R
Main | cg Account | || Notes |

Check (Receipt) Number | 15021701

Date Received 02/17/¥Y

Payment Type CHECK. Check

Customer Id Ccoo3 San Luis Obispo County Customer Terms | MNET 30

Description Test Customer Type | Balance Forward
Amount 25,000.00

GL Account Account Name Deposit # Amount Description Report Code -
¥ 2060 Customer Deposits | 1 25,000.00 |

e [ [ |
=

Cash Account 1020 Cash In Bank Total 25,000.00

Closed

Normally as each entry is made, BIS® automatically updates the cash deposit journal, the general ledger, and the
financial statements. In this case, the Beginning Balance entries will have no effect on the General Ledger

Check (Receipt) Number
This field records the customer check or receipt number, an alphanumeric field limited to ten characters.

Date Received
This field is used to record the date the payment was received. The date entered should be the date that is hand-
written or printed on the check itself. If the prior year date cannot be entered, use the beginning of the Fiscal Year.

Payment Type
Records the payment type code that corresponds to the payment. These codes are maintained in the Payment Type
file. The code may be entered manually or by using the Find tool.

Please note that the customer Id title is a hyperlink field as well as the description of the information to be entered.
Left-clicking on the hyperlink opens the Payment Types — New form to add a new payment type master record.

The payment type code may be entered manually, or list of payment types may be examined by clicking on the
Magnifying Glass [ icon or pressing Ctrl+F, and double clicking on the selected payment type, but it must exist in
the Payment Type master file. When an existing payment type is selected, its name appears to the right of the
Payment Type code.

Y Tip Only if the Payment Type is a Credit Card will the Credit Card tab be

Customer ID

The Customer Id field records the customer identification number related to the record. The Customer Id may be
entered manually or by using the Find tool. Please note that the customer Id title is a hyperlink field as well as the
description of the information to be entered. Left-clicking on the hyperlink opens the Customers — New form to add
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anew customer’s master record information. Right-clicking on the Customer Id hyperlink opens a selection of reports
that can be directly accessed.

The customer ID may be entered manually, or the list of customers can be examined by clicking on the Magnifying
Glass [ icon (at the top of the screen) or pressing Ctrl+F, and double clicking on the selected customer, but it must
exist in the Customer master file. When an existing customer is selected, its name appears to the right of the Customer
Id code.

Description
The Description field records a general description for the transaction and is limited to 30 alphanumeric characters.

Amount
The Amount field records the total amount of the customer deposit. the amount must balance with the total of all the
line items entered for the distribution on the table below.

Customer Terms
This field displays the payment terms established in the Customers’ master record for the customer.

Customer Type
This field displays the type established in the Customers’ master record for the customer.

Detail Distribution Columns

Two buttons on the toolbar are useful when modifying or editing the grid area on a screen form. The Insert Line icon
(or Ctrl+I) adds a blank line to the current grid of the form that is open. The Delete Line =t icon (or Ctrl+) removes
the currently highlighted line from the grid of the open record.

GL Account
The GL Account column records the general ledger account number that the deposit will be credited. For purposes
of these Beginning Balances, the Customer Deposit Account should be used.

Account Name
The Account Name column displays the name of the account selected.

Deposit #
The Deposit Number column records a number that will be used to identify the deposit when refunding or applying
deposits. A single receipt can be divided into several deposits by entering multiple line items.

Amount
The Amount column records the amount of the deposit for the deposit number entered. the may be all or a portion
of the amount received, as long as all deposit line items balance with the total amount received.

Description
The Description column is used to record a brief description for the transaction line item. Clicking the button in this
column allows an extended description to be recorded for the item.

Total
This field displays the total of all the customer deposit line item amounts. the amount must balance with the Amount
field shown above.
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CR Account Tab
This screen is used to change the cash account and session date defaults. However, these accounts should have been
set in the System Wide Parameters previously.

Credit Card Tab
The Credit Card tab is only available if the payment type entered on the Main tab is a credit card. The tab is used in
conjunction with the PPI Credit Card processing service. (See the BIS Credit Card Payment Processing Module .PDF
manual for details.)

Figure: BB-148_ = Customer Deposits - New =0 R
Customer Deposits Credit e e [T

Card tab screen form.
@) Not stored credit card Mame on Card
") Stored credit card Card Type |z|
) Swipe credit card Credit Card Number cow
Expiration Month 3 Expiration Year | 2015 |
Swipe Credit Card Biling Address
Zip Code
[ credit Card is present
[ store CC details in the Managed Payer Data Vault
Default Credit Card Iz‘ Stored in the Managed Payer Data Vault
Credit Card Type
Mame on Card
Bank Approval Code
Expiration Month Expiration Year
Order Id
Receipt

Notes Tab
The Notes section is a work area for miscellaneous notes and may be used as needed.

Save the Changed Record
When the record is complete or satisfactorily edited, either click on the Save [l button on the toolbar, or press Ctrl-S
to save the changes.
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Reviewing Accounts Receivables Beginning Balances

This section covers the Accounts Receivables reports needed to check Beginning Balance entries for customer
invoices. Access to specific reports begins with the Query screen that enables selecting the particular variation
needed. As with other reports in BIS®, reports can generally be one of 3 types: Summary, Detail, and Extended. Most
reports offer the ability to select an “Order By” setting, and often have several choices of fields for that choice.
Additionally, most reports have a variety of Options allow certain elements to show or not on the report. Finally, most
reports offer a listing of fields that can allow a refined selection of data. The Report Query will be remembered by
User Id until changed.

All report options are listed under the Reports menu, and many reports can be selected by right-clicking on a data
hyperlink to open pop-up reports menu related to that field. Either method opens a report setup form depending upon
the type of report selected.

Invoices List
This report creates a listing of all accounts receivable invoices. The list should be checked against the Beginning
Balance Invoice List generated from the prior system.

Access to Invoices List
Module Menu with Reports Group
AR | Reports | Invoices List

Module Menu with Reports List
AR | Invoices List

Standard Menu
Reports | Accounts Receivable | Invoices List

Report Types

Detail

The Invoice List Detail Report displays the invoice date, invoice number, invoice type, customer Id, purchase order
number, payment terms, due date, job number, accounts receivable account, salesperson, invoice amount and total.

Extended
The Invoice List Detail Report also shows the reversing date.

Order By Options Fields

* Invoice Number » Show Report Criteria * Invoice Number
¢ Invoice Date » Contract Invoices e Invoice Date

¢ Customer Id » Sales Invoices e Customer Id

* AR Account e Debit Memos * AR Account

¢ Amount e Credit Memos ¢ Amount

* Purchase Order + Finance Charge Invoices * Purchase Order
 Job Number * Reversing Entries e Job Number
 Sales Person e Subtotals » Sales Person

¢ Session Date e (Case Sensitive * Session Date
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AR Invoice List — Detail Report

Best Construction Company
AR Invoice List
Detail Re port Page 1
Date Invoice# Type Customerld PO Terms DueDate Job AR Account SP Amount
M4l 1011 Cl Co03 NET 30 02M3f 1010 1110 Al 1,000.00
*** invoice number 1012 (below)has been reversed *=
Mi22f 1012 Cl cooz 2%-10/MNET30 0221/ 1020 1110 0.00
*** invoice number 1013 (below)has been reversed *=
Mi22r 1013 Cl cooz 2%-10/MNET30 02214 1020 1120 0.00
*** invoice number 1014 (below)has been reversed **
01430/ 1014 Cl Ccooz2 2%-10/NET30  03/04/ 1020 1110 0.00
o202/ 1018 Cl Ccooz 2%-10/NET30 0304/ 1020 1110 28,050.00
024034 1018 Cl Ccoo1 2%-10/NET30  03/05/ 1000 1110 MJ 47,138.46
0203/ 1017 DM  COO1 2%-10/NET30  03/05/ 1000 1120 Ml 5,227.62
**% invoice number 1018 (below)has been reversed *=*
02403/ 1018 | Ccooz2 2%-10/NET30  03/05/ 1110 0.00
02403/ 1018 sl cooz2 5475980 2%-10/NET30 03/05/ 1110 100.00
02405/ 1019 Cl coo2 2%-10/NET30 0307/ 1020 1110 500.00
**2 invoice number 1020 (below)has been reversed *=*
020! 1020 DM CO003 NET 30 03mM2f 1010 1110 Al 0.00
2ol 1020 DM CO003 NET 30 o3mzs 1010 1110 AN 2125.00
o2of 1021 CM  C003 NET 30 03mM2f 1010 1110 AN -1,500.00
*** invoice number 1022 (below)has been reversed *=*
oz2of 1022 Cl Ccooz2 2%-10/NET30 03M2/ 1020 1110 0.00
*** invoice number 1022 (below)has been reversed *==
oz2of 1022 Cl cooz 2%-10/NET30 03M2/ 1020 1110 0.00
*** invoice number 1022 (below)has been reversed *==
ozl 1022 Cl cooz 2%-10/NET30 0312/ 1020 1110 0.00
**% invoice number 1022 (below)has been reversed *=*
o210l 1022 Cl Ccooz 2%-10/NET30 03M2/ 1020 1110 0.00
*** invoice number 1022 (below)has been reversed *=*
o2of 1022 Cl cooz2 2%-10/NET30 03M2/ 1020 1110 0.00
2ol 1022 Cl coo2 2%-10/NET30 03M2/ 1020 1110 14,400.00
n2iof 1023 Cl cooz 2%-10/NET30 0312/ 1020 1110 1,000.00
0213/ 1024 Cl Ccooz 2%-10/NET30 03M5/ 1020 1110 150.00
***invoice number 1025 (below)has been reverzad **
w217 1025 Sl cooz w2n7 1110 Ml 0.00
0217 1025 | coo1 2%-10/NET30 0319/ 1110 MJ 1,568.00
Total of Invoices Listed 100,159.08
Figure: BB-149 AR Invoice List — Detail Report, showing Contract Invoices, Sales Invoices, Debit

Memos, Credit Memos, Finance Charge Invoices, Reversing Entries, and Subtotals,
sorted by Invoice Number.
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Customer Ledger

The Customer Ledger summarizes the customer’s history by transaction and serves as the supporting sub-ledger for
the General Ledger report. The total dollar amount in the general ledger should equal the total dollar amount for all
customers for the same date range.

Access to Customer Ledger
Module Menu with Reports Group
AR | Reports | Customer Ledger

Module Menu with Reports List
AR | Customer Ledger

Standard Menu
Reports | Accounts Receivable | Customer Ledger

Report Types

Summary

The Customer Ledger Summary Report displays: customer Id and name, as well as invoice information including
invoice date, due date, invoice number, purchase order number, job number, invoice amount, amount from
debit/credit memos, amount paid, refund amount, discount taken amount, current net amount due, and totals.

Order By Options Fields

» Customer Id » Show Invoice Notes e Customer Id

* Job Number * Show Report Criteria * Job Number
 Invoice Date e Active e Invoice Date
 Invoice Number e Inactive e Invoice Number

* Include Customers with no Activity
* Reversing Entries
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Customer Ledger — Summary Report
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Customer Aging
The Customer Aging report is another tool that can be used to verify the AR Beginning Balances for each customer.
Although the dates may not exactly match the original entries, the dollar totals as of the date of transfer should match.

Access to Customer Aging Report
Module Menu with Reports Group
AR | Reports | Customer Aging

Module Menu with Reports List
AR | Customer Aging

Standard Menu
Reports | Accounts Receivable | Customer Aging

Report Types

Summary

The Customer Aging Summary Report displays account number, aging date, customer Id and name, customer
telephone, total amount owed, total current amount, amount 1-30 days past due, 31-60 days past due, 61-90 days past
due, more than 90 days past due, and list totals.

Detail
The Customer Aging Detail Report also shows a list of open invoices including the invoice number and date, due date,
days past due, and amount due.

Order By Options Fields

* Customer Id & Invoice Number * Show Invoice Notes * AR Account
* Customer Id & Invoice Number » Show Report Criteria + Customer Id
* Due Date & Customer Id » Job Number

» Aging Date
 Invoice Number
* Invoice Date

Customer Aging — Summary Report

Best Construction Company
Accounts Receivable Aging
Summary Report - All AR Accounts, Aging Date: 02/17/YY Page 1
Customer Id Customer Name Telephone
Total Current 1-30 Past 31-60 Past 61-90 Past Over 90
001 Far West Properties (805)543-7000
Tatal Owed 104,757.12 48,706.46 0.00 0.00 0.00 56,050.66
C002 Harmon Brothers (805)543-7000
Tatal Owed 50,600.00 44,600.00 0.00 0.00 0.00 £,000.00
C003 San Luis Obispo County (805)543-7000
Tatal Owed 31,225.00 0.00 500.00 0.00 0.00 31,725.00
Tatals Listed 186,582.12 93,306.46 500.00 0.00 0.00 93 77566

Figure: BB-151 Accounts Receivable Aging — Summary Report.
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Customer Aging — Detail Report

Best Construction Company

Accounts Receivable Aging
Detail Report - All AR Accounts, Aging Date: 02/117/YY Page 1
Customer Id Customer Name Telephone
Invoice # Inv. Date  Due Date Days Current 1-30 Past 31-60 Past 61-90 Past Over 90
Coo1 Far West Properties (805)543-7000
1000 01071 0z/06/ 741 7 68282
1001 o2 0z/20 727 30,869.28
1002 o121 02120/ 727 15,198.46
1006 06/30/ 06/30/ 597 100.00
1008 06130/ 07130/ 567 2,200.00
1016 021031 03/08/ 47,138.46
1025 0217 0319/ 1,568.00

Total Owed 104,757.12 48 706.456 0.00 0.00 0.00 56,050.66
Coo2 Harmon Brothers (805)543-7000
1003 021031 03/05/ 714 6,000.00
1015 02102/ 03/04/ 28,050.00
1018 021031 03/08/ 100.00
1018 0z/05/ 03071 900.00
1022 oz2nol 03121 14,400.00
1023 ozl 0312/ 1,000.00
1024 02m3l 0315/ 150.00

Total Owed 50,600.00 44 600.00 0.00 0.00 0.00 6,000.00
Coo3 San Luis Obispo County (805)543-7000
1004 013 03/02/ Fird 28,765.00
1005 o131 03/02/ 77 2,950.00
1041 o4 02n3i 4 -500.00

Total Owed 31,225.00 0.00 -500.00 0.00 0.00 31,725.00

Totals Listed 186,582.12 93,306.46 -500.00 0.00 0.00 93,775.66

Figure: BB-152 Accounts Receivable Aging — Detail Report.
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Customer Deposits
For Beginning Balances, the Customer Deposits report should show the balance that remains not applied toward
invoices as of the date of transfer.

Access to Applied Customer Deposits Report
Module Menu with Reports Group
AR | Reports | Customer Deposits

Module Menu with Reports List
AR | Customer Deposits

Standard Menu
Reports | Accounts Receivable | Customer Deposits

Report Types

Summary

The Customer Deposits Summary Report shows the customer Id and name, total deposits received, balance remaining,
and list totals.

Detail

The Customer Deposits Detail Report also displays a break down of deposits received including date received,
deposit number, check number, posting account number, payment type code and description, deposit amount, and
balance remaining.

Order By Options Fields
e Customer Id * Show Report Criteria e Customer Id
* Show Deposits with Zero Balance *  Amount
* (ase Sensitive e Deposit #
* Date

Customer Deposits — Summary Report

Best Construction Company
Customer Deposits

Summary Report Page 1
Customer ld Customer Name Amount Balance
coo3 San Luis Obispo County 25,000.00 25,000.00

Total Deposits Listed 25,000.00 25,000.00

Figure: BB-153 Customer Deposits — Summary Report.
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Customer Deposits List — Detail Report

Best Construction Company
Customer Deposits

Detail Report Page 1
Customer Id Customer Name
Ck Date Deposit# Check# GL Account Pay Type Description Amount Balance
Coo3 San Luis Obispo County
027 1 15021701 2060 CHECK Check 25,000.00 25,000.00
Total Customer Deposits 25,000.00 25,000.00
Total Deposits Listed 25,000.00 25,000.00

Figure: BB-154 Customer Deposits — Detail Report
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Inventory

If it is used, the sixth module that will receive its Beginning Balances is Inventory. For purposes of this manual, it
is assumed that the user will simply enter the inventory balances to the Inventory module as of the date of transfer,
but will forego entering historic transaction data that may extend across fiscal years.

Inventory Beginning Balances
If the Inventory module is used, the quantity of items that were present or available must be entered into BIS® as of
the date of transfer of the accounting system.

The user is directed to the Inventory Module Reference Manual for information on how to add inventory items,
assemblies, and their respective quantities.

Reviewing Inventory Beginning Balances

This section covers the Inventory reports needed to check Beginning Balance entries for customer invoices. Access
to specific reports begins with the Query screen that enables selecting the particular variation needed. As with other
reports in BIS®, reports can generally be one of 3 types: Summary, Detail, and Extended. Most reports offer the
ability to select an “Order By” setting, and often have several choices of fields for that choice. Additionally, most
reports have a variety of Options allow certain elements to show or not on the report. Finally, most reports offer a
listing of fields that can allow a refined selection of data. The Report Query will be remembered by User Id until
changed.

All report options are listed under the Reports menu, and many reports can be selected by right-clicking on a data
hyperlink to open pop-up reports menu related to that field. Either method opens a report setup form depending upon
the type of report selected.

Inventory List Report
This report provides a listing of records in the Inventory Items file and information based on inventory transactions.

Access to Inventory List Report
Module Menu with Reports Group
IV | Reports | Inventory List

Module Menu with Reports List
IV | Inventory List

Standard Menu
Reports | Inventory | Inventory List

Report Types

Summary

The Inventory List Summary Report shows the inventory item number, item descriptions, unit of measure, item type
(purchased or assembled), price, assigned inventory account, quantity on hand, quantity assigned, and quantity on
order.

Detail
The Inventory List Detail Report also displays the default sales account and tax type.

Extended
The Inventory List Extended Report displays all information recorded and displayed in the Inventory Items form as
well as the quantity on hand and the last sale date.
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Udf
The Inventory List Report displays the Inventory codes and names, Udf field name and data recorded in the Inventory
file.
Order By Options Fields
* Item Number * Show Report Criteria * Item Number
* Description *  Show Cost Code * Description
* Unit of Measure * Purchased Items * Unit of Measure
* Selling Price * Assembled Items * Selling Price
* Cost Code * Taxable * Cost Code
* Sales Account * Non Taxable * Sales Account

* Exclude items with no Quantity on Hand
» Show Notes
» Case Sensitive

Inventory File — Summary Report

Best Construction Company
Inventory File
Summary Report Page 1
Item Number Description Unit Type Price IV Account ‘On Hand Aszigned On Order
E1000 Sranded Wire FT P 025 1300 S0.00 0.00 0.00
CosiCode 16000  Elecinca
Notes: 1. Buyin lots of 50,000 et recls.
E1001 Plasic Anchor 1° EA P 3500 1300 -10.00 5000 0.00
Cost Code 15000 Electical
EAIDD Breaker Box EA A 250.00 1300 24500 900 0.00
Cost Code 16000 Electrical
EATNN0-1 Seeel Box EA P 20000 1300 -750.00 0.00 500.00
Cost Code 16000 Elecrical
EA1000-2 Circut Breaker EA P 5000 1300 -750.00 0.00 500.00
Cost Code 16000 Elecincal

Figure: BB-155 Inventory File — Summary Report.
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Assemblies List
The Assemblies List provides information about the cost of assembled items for which bill of materials is recorded
in the Inventory Assemblies file.

Access to Assemblies List
Module Menu with Reports Group
IV | Reports | Bill of Materials | Assemblies List

Module Menu with Reports List
IV | Bill of Materials | Assemblies List

Standard Menu
Reports | Inventory | Bill of Materials | Assemblies List

Report Types

Summary

The Assemblies List Summary Report displays the assembly item number and description, quantity available, average
cost, and subassembly cost.

Detail

The Assemblies List Detail Report displays the assembly item number, description and assigned inventory account
number; parts required to assemble including item number, description, quantity of units required, cost per unit,
extended cost, account number and total parts cost; markups added including markup code and description, cost
percentage or amount, extended cost, account number, and total markup cost; and total unit cost.

Order By Options Fields
* Assembly » Show Report Criteria * Assembly

Assembilies List — Summary Report

Best Construction Company
Assemblies List

Summary Report Fage 1
Iltem Description Qty Available Average Cost Subassembly Cost
EA1000 Breaker Box 297.00 0.00 0.00

Figure: BB-156 Assemblies List — Summary Report.
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Assembilies List — Detail Report

Best Construction Company

Total Unit Cost for

Assemblies Detail

Detail Report Page 1
Assembly ltem: EA1000, Breaker Box Acct: 1300

Part Description Units Unit Cost  Extension GL Account
EA1000-1 Seeel Box 1.00 0.00000 0.00 1300

EA1000-2 Circut Breaker 1.00 0.00000 0.00 1300

Total Parts Cost 0.00000

Markup Description Cost  Extension GL Account
1000 Electica Markup 10.00 0.00000 1300

Total Markup Cost 0.00000

EA1000 0.00000

Figure: BB-157 Assemblies Detail — Detail Report.
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Job Budget Beginning Balances
The next-to-last ledger that will receive its Beginning Balances is Job Cost.

The Job Cost ledger maintains its data across fiscal periods until the job is complete and purged. Due to the nature
of construction work, the length of jobs can easily cross one or more fiscal years.

Job Budget Preparation

One or more Job Cost reports must be obtained from the old accounting system as of the last business day prior to
the transition date. Depending on the system, other reports may have a the needed information, but what is needed
is a listing of all of the jobs that are fully or partially open of the close of business the day before the transition date.

Y Tip The Job Cost Beginning Balances do not affect the General Ledger.

Budget

Jobs that were in progress as of the Transition Date need to have their Budgets entered into BIS®. These entries do
not directly affect General Ledger, but are needed to continue to process the accumulation of costs and billing for
these jobs in the new accounting installation.

The BIS® job cost feature allows users to track actual expenditures for each job and compare these costs with the job
budget. This is an essential tool for profit planning. The job cost files are unrelated to the general ledger. Therefore,
job cost information remains in the system even after a fiscal year is closed and detailed financial data is purged.
BIS® retains detailed job cost information until the job is closed.

Expenditures are recorded to the job cost file in two ways:

1. Directly, through job-related transactions that are posted to budget cost codes and change orders.
2. Indirectly, through the use of production expenses.

Each time a direct job cost is posted through a transaction, BIS® will require the user to associate that entry to a job
cost code, or change order and cost code. There is no risk of forgetting to post the job cost, since BIS® will not save
the transaction without this information. These direct job costs can also be used to update the job billing by using
the Cost Plus billing feature.

Modular Menu Access
JC | Budget

Standard Menu Access
Job | Budget

Budget and Change Orders
The Beginning budget and change order information for a job is entered, revised, reported on, deleted, and added to
another job through the Budget and Change Order option.

Modular Menu Access
JC | Budget | Budget and Change Orders

Standard Menu Access
Job | Budget | Budget and Change Orders
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Figure: BB-158

Budget and Change Orders

screen form Job tab
showing sample job
display data. (This data
can only be altered in the
Job Master Record.)

= Budget and Change Orders - 1000 Pacific View Apartrents

30b )| pudget || Change Orders | mventory || Totels |

Job Number

Job Name

Street Address 1
Street Address 2
City

State

Zip Code

Telephone

Fax

Contract For
Contract Date
Project Manager
SQ.FT. of Building

1000
Pacific View Apartments
1800 Padific Avenue

Pismo Beach

Ca | California

93448

(805)543-7000

(805)534-1595

New Construction

0101y

Mike Jarvis
16,000

Begin of File

It may be possible to import a pre-existing estimate into BIS®. Similarly, it may be beneficial to copy a budget from
another job as a starting point.

A Caution

It is important to enter the same data as the original job budget entered in
the prior system. The information can be checked in reports.

L Tip

Full details about the Job and Budget process is available in the Job Cost




Beginning Balances BB-231

Reviewing Job Budget Beginning Balances

This section covers the reports available for job cost. Access to specific reports begins with the Query screen that
enable selecting the particular variation needed. As with other reports in BIS®, reports can generally be one of 3
types: Summary, Detail, and Extended. Most reports offer the ability to select an “Order By” setting, and often have
several choices of fields for that choice. Additionally, most reports have a variety of Options allow certain elements
to show or not on the report. Finally, most reports offer a listing of fields that can allow a refined selection of data.

Job List Report
This report lists job information recorded in the Jobs master file for a company.

Access to Job List Report
Module Menu with Reports Group
JC | Reports | Job List

Module Menu with Reports List
JC | Job List

Standard Menu
Reports | Job | Job List

Figure: BB-159 [ Job List B8 EER =
Job List report ngry o oot -
screen form, ShOWIng 7 E‘ @'] B | Show Report Criteria |
Report Types: Summary, |70 Active 10bs
Detail, Extended, Markup, | [*™ B =ne o
EE I~ | | | conpicted sobs :
Defaults, Payroll Local Tax, | Ligmay ' [|7 Certified J0bs
and Udf 8 D tail :\?J Non-Certified Jobs
;ﬁ:ﬂed e _{. T&M Jobs
Defauﬁs H \g' Non-T&M Jobs
Payroll Local Tax LIC1 Show Notes =
Job Billing Rates -: —— Beginning Ending -
Job Number Al
Customer Id Al
| 30b Name Al
| customer name Al
ity Al
state Al
" |zip code Al
Il Telephone All
" |contract For Al
W Project Manager All
" |sq.FT. of Building Al
: Date Completed All

Report Type

Summary

The Summary Report Type displays job number and name, corresponding telephone and fax numbers, and current
status.

Detail
The Detail Report Type also shows full address including city, state, and zip code.

Extended
The Extended Report Type includes all job information recorded on the Main, Owner, Architect, History, and Notes
tabs of the Jobs form.

Markup
The Markup Report Type displays all summary information, as well as all information recorded on the Markup tab
of the Jobs form.
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Defaults
The Defaults Report Type displays all summary information, as well as job default settings recorded on the Default
tab of the Jobs form.

Payroll Local Tax
The Payroll Local Tax Report Type displays all summary information, as well as settings from the Payroll tab of the
Jobs form.

Order By Options Fields

* Job Number » Show Report Criteria * Job Number

* Job Number Numeric * Active Jobs * Job Name

* Job Name * Inactive Jobs + City

» City *  Completed Jobs + State

o State * Certified Jobs » Zip Code

» Zip Code * Non-Certified Jobs * Telephone

* Telephone + Show Notes * Contract For

* Contract For * Case Sensitive * Project Manager

* Project Manager * SQ.FT. of Building

* SQ.FT. of Building
» Job Status

Job File — Summary Report

Best Construction Company

Job File

Summary Report Page 1
Job Job Name Telephone Fax Status Certified

09585 MB Sewer Treatment Plant Upgrd (B55)123-4567  (305)555-1234  Active Yes

1000 Pacific View Apartments (805)543-7000 (805)534-1505  Active No

1010 Truesdale Elementary School (805)543-7000 (305)534-1505  Active Yes

1020 Giovanni's Pasta House (805)543-7000 (305)534-1595  Active No

Figure: BB-160 Job File Summary Report, sorted by Job Number.

Job File — Detail Report

Best Construction Company

Job File
Detail Report Page 1
Job JobHame Telephone Fax Status Cerfified T&M PerDiem

AddressiCity State ZipCode Project Manager
1000 PacificView Apartments (805)543-7000 (B05)534-1585 Adive No No No

1800 Pacific Avenue

Pizsmo Beach CA 93443 Wike Jarvis
1010 Truesdale Elementary School (805)543-7000 (B05)534-1595 Adive Yes No No

4750 N. Broadway

Arroyo Grande CA 93420 BillJehnzon
1020 Giovanni's Pasta House (B05)543-7000 (B05)534-1595 Adive No Yes No

520 Beach 5t.

Pismo Beach CA 93443 Wike Jarvis

Figure: BB-161 Job File Detail Report, sorted by Job Number.
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Job File — Extended Report

Best Construction Company

Job File
Extended Report Page 1
‘ Job 1000, Pacific View Apartments
Con
Job 1000 Customer Id ©001 Far West Properties
Job Hame Pacific View Apartments Contract Rew. Acct# 4010 Contract Revenue
Street Address 1 1800 Pacific Avenue Contract Rec. Acct# 1110 Accounts Receivable-Tr:
Street Address 2 Retention Rec. Acct# 1120 Accounts Receivable-Ret
City Pis mo Beach SalesTaxAcct 2510 Sales Tax Payable-State
State Zip Code CA 893448 SalesTaxCode 1 San Luis Obis po County
Telephone (805 543-7000 Apply SalesTax No
Fax {805) 524-1595 Retention % WIP 10,00
Contract For Mew Cons truction Retention % 5M 10000
Contract Date o1 Prev. Cert. for Paymt. $136,788.03
Project Manager Mike Jarvis LocalTax Code
5q.Ft. of Building 18,000 State
Status. Active Certified Job No
Date Completed
‘Cramer Name Far West Froperties Architect Name James & Johnson Achitects
Street Address 1 1825 Parker Street Street Address 1 2842 Beach
Street Address 2 Street Address 2
City Los Angeles City Huntington Beach
State Zip Code CA 90001 State Zip Code CA 92805
Telephone (80 E) 542-7000 Telephone (B0DE) 542-T000
Fax {(805) 524-1595 Fax (BDE) 524-1586
Email jime{@ farwest com Email infoi@jjer chitects. com
Contact Jim Corrant Contact Yorgi Jehns on
Time & Materials No PerDiem No
Cap Amount / Hours 0.00 0.00 Payroll Addition
Billing Rate Markups GL Aceount
Materials % 0.00 PerDiem Daily Rate 0.00
Subcontract % 0.00
cpment% | 000
Other DirectCost®% |  0.00
Labor % 0.00
Overheads & Profit 1
Title
Amount 0.00
Overheads & Profit2
Title
Amount 0.00
Overheads & Profit 3
Title
Amount 0.00

Figure: BB-162

Job File — Extended Report (single page).
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Job File — Job Markup Report

Best Construction Company

Biling Method
Labor Billing Rate

CostPlus Markup
ManualyEntered Billing Rate

Billing Method
Labor Billing Rate

Job Markup
Markup Report Page 1
Jab JobHame Telephone Fax Status Certified
1000 Pacific ViewApartments (805)543-7000 (B05)534-1595 Adtive No
Scheduleof\Values Change Orders
Labor % 10.00 Labor % 15.00
M aterial % 10.00 M aterial % 15.00
Subcontract % 15.00 Subcontract % 20.00
Other % 10.00 Other % 15.00
E quipment % 10.00 E quipment % 15.00
Biling Method CostPlus Markup Billing Method CostPlus Markup
Labor BillingRate  CalculatedBiling Rate Labor Billing Rate  ManuallyEntered Billing Rate
1010 TruesdaleElementary School (805)543-7000 (B05)534-1595 Active Yes
ScheduleofValues Change Orders
Labor % 10.00 Labor % 0.00
W aterial % 10.00 M aterial % 0.00
Subcontract % 10.00 Subcontract % 0.00
Other % 10.00 Other % 0.00
E quipment % 10.00 E quipment % 0.00
Biling Method CostPlus Markup Billing Method CostPlus Markup
Labor Billing Rate  CalculatedBiling Rate Labor Billing Rate  ManuallyEntered Billing Rate
1020 Giovanni's P astaHouse (805)543-7000 (B05)534-1595 Active No
ScheduleofValues Change Orders
Labor % 10.00 Labor % 15.00
W aterial % 10.00 W aterial % 15.00
Subcontract % 10.00 Subcontract % 15.00
Other % 10.00 Other % 15.00
E quipment % 10.00 E quipment % 15.00

CostPlus Markup
ManuallyEntered Billing Rate

Figure: BB-163

Job Cost — Job Markup Report, sorted by Job Number.
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Job Cost — Job Defaults Report

Job Defaults

Best Construction Company

Defaults Report Page 1
Job JobName Telephone Fax Status Certified
1000 Pacific ViewApartments (B05)543-7000 (B05)534-1595 Adive No
Customerid coo1 FarWestProperties
Contract Revenue Account 4010 ContractRevenue
Contract Receivable Account 1110 Accounts Receivable-Trade
Retention Receivable Account 1120 Accounts R eceivable-Retention
Sales Tax Liability Account 2610 SalesTaxPayable-State
SalesTaxCode o San Luis Obispo County
ApplySalesTax No
Default Retainage % Workin Place 10.00
Default Retainage % Stored M aterals 10,00
1010 TruesdaleElementary School (805)543-7000 (805)534-1595 Adive Yes
Customerld coo3 San Luis Obispo County
Contract Revenue Account 4010 ContractRevenue
Contract Receivable Account 1110 Accounts Receivable-Trade
Retention Receivable Account 120 Accounts R eceivable-Retention
Sales Tax Liability Account 2510 SalesTaxPayable-State
SalesTaxCode
ApplySalesTax No
Default Retainage % Workin Place 10.00
Default Retainage % StoredMatenals 10,00
1020 Giovanni'sPastaHouse (805)543-7000 (805)534-1595 Adive No
Customerid cooz Harmon Brothers
Contract Revenue Account 4010 ContractRevenue
Contract Recsivable Account 1110 Accounts Receivable-Trade
Retention Receivable Account 1120 Accounts R eceivable-Retention
Sales Tax Liability Account
SalesTaxCode
ApplySalesTax No
Default Retainage % Workin Place 10.00
Default Retainage % StoredM aterials  10.00

Figure: BB-164 Job Cost — Job Defaults Report, sorted by Job Number.
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Job File — Payroll Local Tax Report

Best Construction Company

Local Tax Code

Payroll Local Tax
Payroll Local Tax Report Page 1
Job Job Name Telephone Fax Status Certified
0999 MB Sewer Treatment Plant Upgrd (655)123-4567 (305)555-1234  Active Yes
Local Tax Code Local Tax
1000 Pacific View Apartments (805)543-7000 (305)534-1585  Active No
Local Tax Code
1010 Truesdale Elementary School (805)543-7000 (305)534-1595  Active Yes
Local Tax Code Local Tax
1020 Giovanni's Pasta House (805)543-7000 (305)534-1595  Active No

Figure: BB-165 Job File — Payroll Local Tax Report, sorted by Job number.

Job File — Job User Definable Field — Udf Report
Best Construction Company

Job User Definable Fields
Udf Report Page 1
Job Job Name

UDF Field Description
0999 MB Sewer Treatment Plant Upgrd

Job Type Municipal
1000 Pacific View Apartments

Job Type
1010 Truesdale Elementary School

Job Type
1020 Giovanni's Pasta House

Job Type

Figure: BB-166

Job File — Job User Definable Fields — Udf Report.
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Job Budget Report
The Budget report displays job budget information recorded in the Budget and Change Orders form.

Access to Job Budget Report
Module Menu with Reports Group
JC | Reports | Job Budget

Module Menu with Reports List
JC | Job Budget

Standard Menu
Reports | Job | Job Budget

Report Types

Summary

The Summary Report Type lists the total budget amount, broken down by job cost category, for each budget cost
code, including change orders.

Detail
The Detail Report Type also includes the original budget amount and adjustments

Hours
The Hours Report Type includes a listing of the original, adjustments, and total revised budget hours for each cost code.

Quantity
The Quantity Report Type displays the original, adjustment and total revised budget quantity for each cost code, including

quantity installed and variances.

Billing Codes
The Billing Codes Type shows each budget cost code’s link to a billing code.

Order By Options Fields

*  Job Number *  Show Report Criteria e Job Number
o Active * Project Manager
* Inactive

e Completed
* Show Extended Descriptions
» Case Sensitive
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Job Budget — Summary Report

Best Construction Company
Job Budget
Summary Re port Job 1000 Page 1
CostCode Description Labor Material Subcontract Other Equipment Total
Budget
01000 Genersal Requirements 85,000.00 0.00 0.00 25,000.00 ] 50,000.00
02000 Site Work 4,000.00 15,000.00 42 000.00 0.00 15,000.00 83,000.00
03000 Concrete 000 0.00 33,750.00 0.00 0.00 33,750.00
04000 Mortar 000 0.00 11,310.00 0.00 ] 11,310.00
08100 Rough Carpentry 51,000.00 120,000.00 41,000.00 0.00 22,000.00 224000.00
08150 Trestles 0.00 0.00 22.500.00 0.00 0.00 22,500.00
08200 Finis h Carpentry 19,000.00 29,000.00 42,000.00 0.00 0.00 96,000.00
07200 Ins ulation 0.00 0.00 47,250.00 0.00 0.00 47.,250.00
08000 Doors & Windows 12,000.00 18,000.00 28,500.00 0.00 0.00 58,500.00
08100 Lath & Plaster 18,500.00 0.00 130,000.00 0.00 0.00 148,500.00
08880 Carpeting 000 0.00 52,600.00 0.00 ] £2.500.00
08200 Painting 18.00 0.00 84 500.00 0.00 0.00 84,518.00
10800 Toilet & Bath Accessories 21,000.00 21,520.00 0.00 0.00 ] 42 520 .00
12300 Cabinets & Storage 0.00 0.00 28,500.00 0.00 0.00 28,800.00
15400 Plumbing 0.00 0.00 97,500.00 0.00 0.00 97,500.00
16000 Electrical 10,000.00 5,000.00 128.500.00 5.000.00 15,500.00 174,000.00
16850 Heating & Cooling 0.00 0.00 70,200.00 0.00 0.00 70,200.00
Budget T otals 200,518.00 208,520.00 863,010.00 30,000.00 52,500.00  1,354,548.00
Original Budget 200,548.00 208,520.00 863,010.00 20,000.00 52,500.00 1,354 545.00
Budget Adjustments n.00 0.00 0.00 0.00 0.00 0.00
Change Crder 101 Change Order 101
02000 Site Work 0.00 0.00 17,500.00 0.00 ] 17,500.00
08100 Rough Carpentry 000 500000 0.00 0.00 0.00 5.000.00
Change Order T otals 0.00 5,000.00 17,500.00 0.00 0.00 22,500.00
Criginal Budget 0.00 5,000.00 17,500.00 0.00 0.00 22,500.00
Budget Adjustments 0.00 0.00 0.00 0.00 0.00 0.00
Change Crder 102 Change Order 102
03000 Concrete 000 0.00 15,350.00 0.00 0.00 15,350.00
Change Crder T otals 0.00 0.00 15,350.00 0.00 0.00 15,350.00
Original Budget 0.00 0.00 15,350.00 0.00 0.00 15,350.00
Budget Adjustments 0.00 0.00 0.00 0.00 0.00 0.00
Job Budget Totals 200,518.00 213,520.00 295,860.00 30,000.00 52,500.00  1,382,388.00
Jeob Original Budget Totals 200,518.00 213,520.00 295,860.00 20,000.00 52,500.00  1,382,398.00
Job Budget AdjustmentsTotals 0.00 0.00 0.00 0.00 0.00 0.00

Figure: BB-167

Job Budget — Summary Report, sorted by Job Number, single page.



Beginning Balances BB-239

Job Budget — Detail Report

Best Construction Company
Job Budget
Detail Report Job 1000 Page 1
CostCode Description Labor Material Subcontract Other Equipment Total
Budget
01000 General Requirements 8500000 Q.00 0.00 2500000 0.00 S0,000.00
Original Budget 8500000 0.00 0.00 2500000 0.00 S0,000.00
Budget Adjustments 0.00 Q.00 0.00 0.00 0.00 0.00
02000 Site Work 4,000.00 15,000.00 4200000 0.00 15,000.00 83,000.00
Original Budget 400000 15,000.00 45,000 00 .00 15,000 00 8300000
Budget Adjustments 0.00 0.00 0.00 0.00 0.00 0.00
03000 Concrete 0.00 0.00 3375000 0.00 0.00 33.750.00
Original Budget 0.00 0,00 33, 75000 0.00 0.00 33,750.00
Budget Adjustments 0.00 0.00 0.00 0.00 0.00 0.00
04000 Mortar 0.00 0.00 11,210 00 0.00 0.00 11,210.00
COriginal Budget 0.00 0,00 11,310.00 0.00 0.00 11,210.00
Budget Adjustments 0.00 Q.00 0.00 0.00 0.00 0.00
08100 Rough Carpentry 51,000.00 120,000.00 41,000.00 0.00 2200000 224,000.00
Original Budget 51,000.00 120,000.00 41,000.00 0.00 2200000 224,000.00
Budget Adjustments 0.00 0,00 0.00 0.00 0.00 0.00
08150 Trestles 0.00 0,00 22 50000 0.00 0.00 2250000
Original Budget 0.00 0.00 2250000 0.00 0.00 2250000
Budget Adjustments 0.00 0.00 0.00 0.00 0.00 0.00
08200 Finis h Carpentry 18,000.00 29,000.00 48 00000 0.00 0.00 95,000.00
Original Budget 19,000 .00 2200000 48,00000 0.00 0.00 S6,000.00
Budget Adjustments 0.00 0,00 0.00 0.00 0.00 0.00
07200 Ins ulaticn 0.00 0.00 47,250 .00 0.00 0.00 4725000
Original Budget 0.00 0.00 47,250 .00 0.00 0.00 4725000
Budget Adjustments 0.00 0.00 0.00 0.00 0.00 0.00
Q8000 Doors & Windows 12,000.00 18,000.00 2850000 0.00 0.00 £8,500.00
Original Budget 12,000.00 18,000.00 2850000 0.00 0.00 £8,500.00
Budget Adjustments 0.00 0.00 0.00 0.00 0.00 0.00
02100 Lath & Plas ter 18,500.00 0.00 130,000.00 0.00 0.00 148,500.00
Original Budget 18,500 00 Q.00 130,000.00 .00 0.00 148, 500.00
Budget Adjustments 0.00 0.00 0.00 0.00 0.00 0.00
02880 Carpeting 0.00 0.00 5250000 0.00 0.00 £2,500.00
Original Budget 0.00 0,00 52 50000 0.00 0.00 2 500.00
Budget Adjustments 0.00 Q.00 0.00 0.00 0.00 0.00
08800 Painting 18.00 0,00 84,500 .00 0.00 0.00 B4,518.00
Original Budget 18.00 0,00 84,500 .00 0.00 0.00 B4,518.00
Budget Adjustments 0.00 0.00 0.00 .00 0.00 0.00
10800 Toilet & Bath Accessories 21,00000 21,520.00 0.00 0.00 0.00 42 520,00
Original Budget 21,000.00 21,520.00 0.00 0.00 0.00 42 52000
Budget Adjustments 0.00 0,00 0.00 0.00 0.00 0.00
12300 Cabinets & Storage 0.00 0,00 28 50000 0.00 0.00 28,500.00
Original Budget 0.00 0.00 2850000 0.00 0.00 28,500.00
Budget Adjustments 0.00 0.00 0.00 0.00 0.00 0.00
15400 Flumbing 0.00 0.00 9750000 0.00 0.00 9750000
Original Budget 0.00 Q.00 97.500.00 0.00 0.00 97.500.00
Budget Adjustments 0.00 0,00 0.00 0.00 0.00 0.00
18000 Electrical 10,000.00 5,000.00 128,500.00 5,000.00 15,500 .00 174,000.00
Figure: BB-168 Job Budget — Detail Report, sorted by Job Number, showing one page of two for this

job.
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Job Budget — Hours Report
Best Construction Company
Job Budget
Hours Report Job 1000 Pacific View Apartments Page 1
Budget Adjustment Revisad
Cost Code Description Unit Hours Hours Hours
Budget
01000 Genersl Requirements 80,00 1000 T0.00
02000 Site Work 40,00 0.00 40.00
03000 Concrete 2000 0.00 20.00
04000 Mortar 80,00 0.00 50.00
068100 Rough Carpentry 85100 0.00 G5.00
08150 Trestles 20,00 0.00 30.00
08200 Finis h Carpentry 2500 0.00 25.00
07200 Inz ulation 2000 0.00 30.00
08000 Doors & Windows 4200 3.00 45.00
08100 Lath & Plas ter 2800 0.00 28.00
09880 Carpeting 2700 0.00 27.00
05200 Painting 0.00 0.00 000
10800 Toilet & Bath Accessories 18.00 0.00 18.00
12300 Cabinets & Storage 7o 0.00 27.00
15400 Plumbing 2200 0.00 32.00
16000 Electrical 12,00 0.00 12.00
18850 Heating & Cooling 1200 0.00 2.00
Budget Totals 558.00 13.00 571.00
ChangeCrder 101 Change Order 101
02000 Site Work 0.00 0.00 000
06100 Rough Carpentry 0.00 0.00 0.00
Change Crder Totals 0.00 0.00 0.00
ChangeOrder 102 Change Order 102
03000 Concrete 0.00 0.00 000
ChangeCrder Totals 0.00 0.00 0.00
JobBudget Totals 558.00 13.00 571.00

Figure: BB-169

Job Budget — Hours Report, sorted by Job Number, for a single job.



Beginning Balances

BB-241

Job Budget — Billing Codes Report

Job Budget

Billing Codes Report

Job 1000

Pacific View Apartments

Best Construction Company

Page 1

JobBudget
Cost Code ChangeOrder Description

ScheduleofValues

Billing Code Change Order Description

Budget

01000

02000

03000

04000

06100

06150

06200

07200

geooon

08100

09680

09500

10800

12300

15400

16000

16850

Change Order 101

101
Change Order 102
102

General Reguirements
Site Work

Concrete

Mortar

Rough Carpentry
Trestles

Finish Carpentry
Insulation

Doors & Windows
Lath & Plaster
Carpeting

Painting

Toilet & Bath Accessories
Cabinets & Storage
Plumbing

Electrical

Heating & Cooling

1000
1100
1200
1200
1300
1300
2100
1400
1500
1700
2200
2000
18900
2100
1900
1800
1800

100

100

General Reguirements
Sitework
Foundation
Foundation
Framing

Framing

Finigh Carpentry
Insulation

Doors & Windows
Drywall

Carpeting
Painting
Plumkbing

Finigh Carpentry
Plumkbing
Electrical
Electrical

ChangeQrder100

ChangeOrder100

Figure: BB-170 Job Budget — Billing Codes Report.
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Job Budget — Inventory List Report

Best Construction Company

Job Budget

Inventory List Report Job 1000 Pacific View Apartments Page 1
Item Desc Unit Cost Qty. Extended

E1000 Stranded Wire 0.15 70,000.00 10,500.00

E1001 Plastic Anchor 17 15.00 18.00 Z70.00

EA1000 Breaker Box 90.00 9.00 810.00

EA1000-2 Circuit Breaker 15.00 6.00 90.00

Totals 11,670.00

Figure: BB-170 Job Budget — Inventory List Report.
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Job Budget — Adjustments History Report
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Subcontracts
Use this option to enter Job Subcontracts that were open as of the Date of Transition. The subcontract information
for a job is entered, revised, deleted, and added to a job through this option.

Subcontract Beginning Balance Preparation

One or more subcontract reports must be obtained from the old accounting system as of the last business day prior
to the transition date. Depending on the system, other reports may have a the needed information, but what is needed
is a listing of all of the subcontracts for jobs that are fully or partially open of the close of business the day before
the transition date.

Y Tip The Subcontract Beginning Balances do not affect the General Ledger.

Modular Menu Access
SC | Subcontracts

Standard Menu Access
Job | Subcontracts

Job Tab
The job tab is for display only and can be used to select the job for which subcontract information will be entered
on those tabs of this record. The information viewed here is maintained in the Jobs maintenance screen.

Subcontract Tab

The Subcontract tab displays information for subcontracts associated with the original budget items for the selected
job. As in the job budget, line items are listed by cost code. Transitional items are added using the Insert button and
can be removed by selecting the line item to be removed and clicking the Delete button. To edit any of the line items
viewed, double-click on the line item to open the Subcontract Data Entry form.

This tab displays all subcontract line items by cost code. Each line item contains cost codes and descriptions, vendor
Ids and names, subcontract amount, completed percentage and retention percentage.

Flgure: BB-171 =] Subcontracts - 1000 Pacific View Apartments EI@
Subcontract, Subcontracts | - S
Job | Subcontracts -im| Backcharges i
tab screen form. | [T .
Cost Code Description Wendor Id Mame Subcontract Amt Completed % Retention % -
» 02000 Site Work 0201 BK Contracting 43,000.00 10.00 0.00
03000 Concrete 0301 Dry Gulch Concrets 33,750.00 0.00 0.00
Tlo4000  |Mortar 0202 |Nagel Foundations 11,310.00 0.00 0.00
Il 06100 Rough Carpentry 0201 BK Contracting 9,087.00
Il 06100 Rough Carpentry 0601 Gold Coast Framing 41,000,00 0.00 0.00
Il 06150 Trestles 0601 Gold Coast Framing 22,500,00 0.00 0.00
Il 06200 Finish Carpentry 0602 Classic Interiors 43,000,00 0.00 0.00 3
|o7200 Insulation 0701 Al Insulation 47,250,00 0.00 0.00
Il 03000 Doors & Windows 0801 Higuerra Glass 28,550.00 0.00 0.00
" |os100 Lath & Plaster 0901 Quintus Drywall 130,000.00 0.00 0.00
[l 09680 Carpeting 0303 Mesa Carpeting 52,500.00 0.00 0.00
" | 0ga00 Painting 0902 Ladd Painting 54,500,00 0.00 0.00
12300 Cabinets & Storage | 0602 Classic Interiors 28,500.00 0.00 0.00
15400 Plumbing 1501 Complete Plumbing 97,500.00 0.00 0.00
18000 Electrical 1601 Highvolt Electric 138,500.00 0.00 0.00 -
I b
Delete
Begin of File
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Adding a New Record - Insert Button
To add a new record to the Budget, click on the Insert button.

Subcontract Form
This screen is accessed by clicking on the Insert button on the Subcontracts tab form. The information recorded on
this form will appear on the Subcontract report.

Figure: BB-172 =3 Subcontract - 1000 R
Subcontl‘act new screen Job Mumber 1000 Pacific View Apartments
fO rm. Cost Code Igl
Vendor Id l&l
Budget Change Order El
Subcontract Amount 0.00
Completed Percent 0.00 Retention Percent 0,00
Completed Amount 0.00 Retention Amount 0.00
Work Completed Date o E|
Contact Name \3| Auto Insurance Expiration I E
W /C Expiration Date I E| Liability Insurance Expiration | / [/ E
Preliminary Motice e
Notes -
REEE QX [
Vendor ID

The Vendor Id field records the subcontractor/vendor identification number related to this record. Please note that
the Vendor Id title is a hyperlink field as well as the description of the information to be entered. Left-clicking on
this hyperlink opens the Vendors — New form to add a new vendor’s master record information. Right-clicking on
the Vendor Id hyperlink opens a selection of reports that can be directly accessed. The vendor ID may be entered
manually, or the list of vendors may be examined by clicking on the Magnifying Glass icon ] (at the top of the
screen) or pressing Ctrl+F, and double clicking on the selected vendor, but it must exist in the Vendor master file.
When an existing vendor is selected, its name appears to the right of the Vendor Id code.

Budget Change Order

If the subcontract applies to a budget change order, enter or select a change order number to be associated. The -
change order number may be entered manually or by using the Find tool, the Magnifying Glass icon [2] or pressing
Ctrl+F.

Subcontract Amount
This field is used to enter the amount of a subcontract.

Completed Percent

The Completed Percent field is used to records the percent of completion for the subcontract. Ifthe percent completed
is entered here, the dollar amount will be the calculated in the field Completed Amount. If the amount completed is
entered, the percent completed will be calculated and displayed here.

Completed Amount

The Completed Amount field is used to records the dollar amount of completion for the subcontract. If the amount
completed is entered here, the percent amount will be the calculated in the field Completed Percent. If the percent
completed is entered in its field, the amount completed will be calculated and displayed here.
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Retention Percent

This field is used to records the retention percentage for the subcontract. If the retention percent is entered in this
field, the dollar amount will be the calculated in the field Retention Amount. If the amount to be retained is entered
in its field, the percent to be retained will be calculated and displayed in this field.

Retention Amount

This field is used to records the amount to be retained for the subcontract. If the Retention Percent field is filled, the
dollar amount will be the calculated and displayed in this field. If the retention amount is entered in this field, the
percent percentage will be calculated and displayed in its field.

Work Completed Date
This field is used to records the date when work was last performed on the subcontract.

Contact Name
This field is used to record the name of contact for the subcontract. The Find tool may be used to lookup a contact
name for the selected vendor.

Worker's Compensation Expiration Date

This field is used to record the expiration date of the Worker's Compensation Insurance for this subcontract. The date
may be the same as that recorded in the subcontractor’s vendor master record, but may be different based on the
certification provided for the specific job. The Calendar tool may be used to select the date.

Liability Insurance Expiration

This field is used to record the expiration date of the Liability Insurance for this subcontract. The date may be the
same as that recorded in the subcontractor’s vendor master record, but may be different based on the certification
provided for the specific job. The Calendar tool may be used to select the date.

Preliminary Notice
This text box can be used to record whether a preliminary notice has been filed or not, and the date of its filing.

Notes
This text box can be used to record any other notes applicable to the subcontract.

Screen Buttons
Save
This button saves the currently displayed data entered.

Close
The Close button closes the currently open form and eliminates any data entered since the last Save.

Undo
This button removes any changes on the entry form.
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Change Orders Tab

This tab is used for maintaining all cost information for change orders recorded for the job selected. The screen form
is divided into two sections, one dealing with the subcontracts for the selected job. The lower section deals with the
detail of the cost codes associated the selected change order of the upper portion of the screen.

v Tip BIS® tracks 3 different types of Change Orders: Budget, Schedule of Values, and
Subcontracts. Those change orders may or may not be present in a job. A
customer requested change (to the Schedule of Values) will probably require a
Budget Change Order. A Budget Change Order may require a new Subcontract

Fig ure: BB' 173 =] Subcontracts - 1000 Pacific View Apartments EI@

Subcontracts, Change —
Job || Subcontracts

Orders tab screen form. T

ckcharges |

Subcontracts

Cost Code Description Vendor Id Name Subcontract Amt Comple «
»{02000 Site Work 0201 BK Contracting 45,000.00 10,00
03000 Concrete 0301 Dry Gulch Concrete 33,750.00 0.00
04000 Martar 0202 Nagel Foundations 11,310.00 0.00

05100 Rough Carpentry 0201 BK Contracting 9,087.00 5
I 4 n 2

Change Orders | 02000 0201
IChange Order Description Cost Code Description Vendor Id Mame

s 101 Drainage Changes 02000 Site Work 0201 BK C|
I 5
Insert ‘ Delete

Begin of File

Subcontracts Header List
The upper table displays all the subcontracts that exist for this job. The information can be modified on the

Subcontracts tab of this option. To display change orders for any of the subcontracts listed on this table, select the
correct subcontract on this table by clicking on it. The change orders for the subcontract selected are displayed below.

Change Order Header List
The lower table displays all the change order that have been entered for the subcontract selected above. The cost code

and vendor number for the subcontract selected are shown in the fields above this table. Items are added using the
Insert button and can be removed by selecting the line item to be removed and clicking the Delete button. To edit any
of the line items viewed, double-click on the line item to open the Change Order data entry form.

Change Order Detail Form
Use the Change Order detail form to enter Change Order line item detail information. The subcontract change order

information for a job is entered, revised, reported on, deleted, and added to another job through this option.
Subcontract change order information is maintained by cost code for each job. Subcontract change orders within each
cost code can be maintained.
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Figure: BB-174
Subcontracts, new Change
Order Detail screen form.

Figure: BB-175
Subcontracts, Change
Order Detail screen form
sample.

Job Number

This field displays the job number and name of the selected subcontract.

Cost Code

This field displays the change order number and description of the selected subcontract.

Vendor Id

This field displays the vendor Id and subcontractor name of the selected subcontract.

Change Order

= Change Order - 1000

Job Mumber 1000 Padific View Apartments

Cost Code 02000 Site Work

Vendor Id 0201 BK Contracting

Change Order |

Budget Change Order @

Amount 0.00

Completed Percent 0.00 Retention Percent
Completed Amount 0.00 Retention Amount
Description

Date Work Completed el |L|

Notes

)« > ) D)%)

=4 Change Order - 1000,02000,0201

Job Number
Cost Code
Vendor Id

Change Order
Budget Change Order

Amount

1000 Pacific View Apartments
02000 Site Work:

0201 BK Contracting

|01

101 [ change Order 101
17,500.00

Completed Percent 0.00 Retention Percent
Completed Amount 0.00 Retention Amount
Description Drainage Changes

Date Work Completed 11 u

Motes

() ]n] Q]

This field is used to record the number used to identify the subcontract change order. This is an alphanumeric field
limited to five characters.

Budget Change Order
This field is used to record the number of the budget change order (if any) that is associated with the change

order. The budget change order number may be entered manually or by using the Find tool.

Amount

The Amount field is used to enter the amount of the subcontract change order.
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Completed Percent

The Completed Percent field is used to records the percent of completion for the subcontract change order. If the
percent completed is entered here, the dollar amount will be the calculated in the field Completed Amount. If the
amount completed is entered, the percent completed will be calculated and displayed here.

Completed Amount

The Completed Amount field is used to records the dollar amount of completion for the subcontract change order. If
the amount completed is entered here, the percent amount will be the calculated in the field Completed Percent. If the
percent completed is entered in its field, the amount completed will be calculated and displayed here.

Retention Percent

This field is used to records the retention percentage for the subcontract change order. If the retention percent is
entered in this field, the dollar amount will be the calculated in the field Retention Amount. If the amount to be
retained is entered in its field, the percent to be retained will be calculated and displayed in this field.

Retention Amount

This field is used to records the amount to be retained for the subcontract change order. If the Retention Percent field
is filled, the dollar amount will be the calculated and displayed in this field. If the retention amount is entered in this
field, the percent percentage will be calculated and displayed in its field.

Description
This field is used to record a description of the subcontract change order, up to 30 characters.

Work Completed Date
This field is used to records the date when work was last performed on the subcontract change order. The Calendar
tool may be used to select the date.

Notes
This text box can be used to record any notes applicable to the subcontract change order.

Screen Buttons
Save
This button saves the currently displayed data entered.

Close
The Close button closes the currently open form and eliminates any data entered since the last Save.

Undo
This button removes any changes on the entry form.
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Backcharges Tab

This tab is used for maintaining all backcharge information for subcontracts recorded for the job selected. The screen
form is divided into two sections, one dealing with the subcontracts. The lower section deals with the detail of the
backcharges associated with the selected change order of the upper portion of the screen.

Flgure: BB-176 =] Subcontracts - 1000 Pacific View Apartments EI@
Subcontracts, Backcharges
Job “ subcontracts ” Change Orders |iBa |
tab screen form.
Subcontracts
Cost Code Description Vendor Id Mame Subcontract Amt Comple «
»02000 Site Wark 0201 BK Contracting 49,000.00 ID.UU|_
|_|03000 Concrete 0301 Dry Gulch Concrete 33,750.00 0.00
__|04000 Mortar 0202 MNagel Foundations 11,310.00  0.00
|_|05100 Rough Carpentry 0201 BK Contracting 9,087.00 =
D " A T TN
Backcharges 02000 0201
Backcharge Description Amount Date -
Mool Clean-up 250.00|03/15/2013
K b
Insert Delete
Begin of File

Subcontracts Header List

The upper table displays all the subcontracts that exist for the job. The information can be modified on the
Subcontracts tab of this option. To display backcharges for any of the subcontracts listed on this table, select the
correct subcontract on this table by clicking on it. The backcharges for the subcontract selected are displayed below.

Backcharges Header List

The lower table displays all the backcharges that have been entered for the subcontract selected above. The cost code
and vendor number for the subcontract selected are shown in the fields above this table. Items are added using the
Insert button and can be removed by selecting the line item to be removed and clicking the Delete button. To edit any
of the line items viewed, double-click on the line item to open the Backcharge entry form.

Backcharges Detail Form

Use the Backcharges detail form to enter backcharge line item detail information. The subcontract backcharge
information for a job is entered, revised, reported on, deleted, and added to another job through this option.
Subcontract backcharge information is maintained by cost code for each job. Subcontract backcharge within each cost
code can be maintained.

Figure: BB-177 =3 Backcharge - 1000 R
sulDCONtraCtSI new Job Number 1000 Pacific View Apartments

Backcharge detail screen | costcode 02000 Site Work

form. Vendor Id 0201 BK Contracting

Backcharge Number

Amount 0.00

Date 0217y [+]

Description

MNotes -

@E@@ E@ Save | | Close | | Undo
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Job Number

This field displays the job number and name of the selected subcontract.

Cost Code

This field displays the change order number and description of the selected subcontract.
Vendor Id

This field displays the vendor Id and subcontractor name of the selected subcontract.
Figure: BB-178 =] Backcharge - 1000,02000,0201 R
Subcontl’acts, BaCkChaI‘ge Job Number 1000 Pacific View Apartments

detail screen form sample. | cost code 02000 Site Wark

‘endor Id 0201 BK Contracting

Badkcharge Number

Amount 250.00
Date 03/15/vv [v]
Description Clean-up

MNotes Clean-up of residual material. -

@Iﬂm\ﬂl Ii"il Save | ‘ Close | | Undo

Backcharge Number
This field is used to record an identification number for this backcharge record. The Id must be unique to this record
and may consist of letters and/or numbers, up to ten characters.

Amount
The Amount field is used to enter the amount of the subcontract backcharge.

Date

This field is used to records the date for the backcharge line item. The Calendar tool may be used to select the date.
Description

This field is used to record a description of the subcontract backcharge, up to 30 characters. (Such items could include
cleanup, permit fees, materials, etc.)

Notes
This text box can be used to record any notes applicable to the subcontract backcharge.

Screen Buttons
Save
This button saves the currently displayed data entered.

Close
The Close button closes the currently open form and eliminates any data entered since the last Save.

Undo
This button removes any changes on the entry form.
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Reviewing Subcontracts Beginning Balances

This section covers the reports available for Subcontract Control. Access to specific reports begins with the Query
screen that enable users to select the particular variation needed. As with other reports in BIS®, reports can generally
be one of 3 types: Summary, Detail, and Extended. Most reports offer the ability to select an “Order By” setting, and
often have several choices of fields for that choice. Additionally, most reports have a variety of Options allow certain
elements to show or not on the report. Finally, most reports offer a listing of fields that can allow a refined selection
of data. The Report Query will be remembered by User Id until changed.

Subcontract List
This report lists the records in the subcontract file.

Access to Subcontract File Report
Module Menu with Reports Group
SC | Reports | Subcontract List

Module Menu with Reports List
SC | Subcontract List

Standard Menu
Reports | Job | Subcontract | Subcontract List

Report Types

Summary

The Subcontract List Summary Report includes each job number and description, cost code number and description,
and vendor Id and name.

Order By Options Fields
e Job Number * Show Report Criteria e Job Number
* Vendor Id * Active Jobs * Cost Code
* Inactive Jobs * Vendor Id
e Completed Jobs * Subcontract Amount

* Page Break
*  Show Notes
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Subcontract List — Summary Report

Best Construction Company
Subcontract List
Summary Report Fage 1
Job Job Name
CostCode Description Vendor Id Vendor Hame Amount
1000 Pacific WiewA partments
02000 Site Work 0201 BK Confracting 68,500.00
02000 Conorete 0201 Dry Gulch Concrete 4510000
04000 Mortar 0202 Magel Foundations 11,310.00
DE100 Rough Carpentry 0301 Gold Coast Framing 41,000.00
08100 Rough Carpentry 0201 BK Confracting 8.087.00
06150 Trestles 0801 Gold Coast Framing 2250000
05200 Finis h Carpentry o802 Clessic Interiors 458,000.00
07200 Ins ulation 01 A1 Ins ulstion 47,250.00
0000 Doors & Windows 0801 Higuerra Glass 28,550.00
09100 Lath & Plaster 0901 Quintus Drywall 130,000.00
09680 Carpeting 0903 Mes a Carpeting 52 500.00
02200 Painting 0502 Ladd Painting 84.500.00
12300 Cabinets & Storage 08032 Classic Interiors 2850000
15400 Plumbing 1501 Complete Plumbing 5750000
15000 Electrical 1801 Highvolt Electric 138,500.00
18850 Heating & Cooling 1801 Highvolt Electric 70,200.00
010 Truesdalke Elementary School
02110 Demalition 0201 BK Contracting 6,000.00
02500 Paving & Surfacing 0201 BK Confracting 43,000.00
02700 Site Improvements 1801 Complete Plumbing 17,500.00
02700 Site Improvements 1801 Highvolt Electric 20,000.00
02800 Lands caping 0203 “ards ee-Jones Landscaping 2325000
08100 Rough Carpentry 0201 BK Contracting 3.600.00
05200 Finis h Carpentry 0s02 Classic Interiors 5,000.00
02200 Painting 0502 Ladd Painting 7.900.00
16000 Electrical 1801 Highvelt Electric 18,000.00
A020 Giowvanni's PastaHouse
03000 Concrete 0202 Magel Foundations 19,000.00
02000 Conorete 0201 BK Contracting 2,000.00
04400 Stone 0201 BK Confracting 2,000.00
08100 Rough Carpentry 0201 BK Contracting 22,000.00
08200 Finis h Carpentry 0502 Classic Interiors 7,500.00
07200 Shingles & Roofing Tile 0702 Hightep Roofing 2.000.00
02100 Lath & Plas ter 0201 Quintus Drywall 3,000.00
08550 ‘Wood Flooring 0802 Classic Interiors 13.800.00
15000 Electrical 1801 Highvolt Electric 8,900.00

Figure: BB-179 Subcontract List — Summary Report.
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Subcontract Report
The Subcontract Report provides a summary and detail subcontract status report.

Access to Subcontract Report
Module Menu with Reports Group
SC | Reports | Subcontract Report

Module Menu with Reports List
SC | Subcontract Report

Standard Menu
Reports | Job | Subcontract | Subcontract Report

Report Types

Summary

The Subcontract Summary Report displays the job, cost code, vendor, subcontract amount, change order amount,
percentage completed, amount completed, balance to complete, retention, backcharges, billed amount, payments and
amount due for each subcontract.

Detail

The Subcontract Detail Report also shows whether the vendor is a union shop, minority or women owned business; a
contact name; Federal Id; telephone, fax, and night phone numbers; preliminary notice information; unearned and total
balance; date completed; invoice, payment, or backcharge date and amounts; incurred cost; work completed less retention,
incurred cost plus backcharges, and amount due; and notes.

Order By Options Fields
» Job Number * Show Report Criteria * Job Number
* Vendor Id * Active Jobs * Cost Code

* Inactive Jobs * Vendor Id

*  Completed Jobs

* Show Invoice Payments
* Page Break

* Show Notes
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Subcontract Report — Detail Report

Best Construction Company
Subcontract Report
Detail Report Fage 1
Job 1000 Pacific View Apartment Contact Jon Kessel
CostCode 02000 Site Work Federalid 170000000000 Telephone {805)543-7000
Vendor 0201 BK. Contracting License 1000000000022 Fax {805)524- 1585
Union M 18701 Douglas Way WIC Exp. 12013 Night Phone
MEE No LI Exp. 12002 1099Vendor ‘es
WBE Mo Oceanc Auto Exp.
Status Active CA 53455 Preliminary Notice
Subcontract Work Comp leted Retention Balance Date
Change Crder Amount %% Amount % Amount Unearned Total Completed
Subocontract 43,000.00 10 4,800.00 a 0.00 44,100.00 44,100.00 i
Cirainage Chenges 17,500.00 0 0.00 a 0.00 17,500.00 17,500.00 (R
*** Totak *** 66,500.00 ¥ 4,900.00 a 0.00 61,800.00 61,800.00
Diate Reference Description Incurred Cost Backcharge Inwv Payment
0315 BC#001 Clean-up 250.00
01407 I 850 BK. Contracting 5,000.00
CD Chk#10501 Paylnvoice 890 on 01/08/ 4.500.00
0114 I 895 BK. Contracting T95.00
CD Chk#10503 Paylnvoice 885 on 01/24/ 71550
0228/ Inw 122 BK. Contracting 10,000.00
CD Chi#10032 Pay Invoice 123 on 0630/ 10.00
CD Chk#10504 Paylnvoice 123 on 0915/ 5,280.00
==* Totak *** 15,785.00 25000 15,215.50
Work Completed lessRetention 4500 00 Incurred Cost plus Backecharge 18,045.00 Amount Due -11,145.00
Job 1000 Pacific View Apartment Contact Mark Monahan
CostCode 020 Concrete Federalid 110000000000 Telephone {805)543-7000
Vendor 0201 Dry Gulch Concrete License 1000000000001 Fax {B05)534-1595
Union Mo 193 Snak e CanyonRoad WiC Exp. 12430/ Night Phone
MBE No LI Exp. 0118 1099Vendor ‘es
WBE No Santa Maria Auto Exp.
Status Active CA 934438 Preliminary Notice
Subcontract Work Comp leted Retention Balance Date
Change Order Amount % Amount % Amount Unearned Total Completed
Subcontract 33,750.00 0 0.00 a 0.00 33.750.00 33,750.00
Extended Walkways 15,350.00 0 0.00 a 0.00 15,350.00 15,350.00 !
***Totak *** 48,100.00 0 0.00 a 0.00 48,100.00 43,100.00
Date Reference Description Incurred C ost Backcharge Inw Payment
01427 InvE 1672 Dry Gulch Concret 4,210.00
=** Totak === 4,.210.00 0.00 0.00
Work Completed lessRetention 0.00 Incurred Cost plus Backcharge 4,.210.00 Amount Due -4.210.00

Figure: BB-181 Subcontract Report — Detail Report showing one subcontract per page.
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Subcontract Change Orders

The Subcontract Change Orders report provides a status report of subcontracts, including the amount, the percentage
and amount of work completed, the percentage and amount of retention, the unearned amount, and the balance to be
completed.

Access to Subcontract Change Orders Report
Module Menu with Reports Group
SC | Reports | Change Orders

Module Menu with Reports List
SC | Change Orders

Standard Menu
Reports | Job | Subcontract | Change Orders

Report Types
Summary
The Subcontract Change Orders Summary Report displays the subcontract and change orders totals combined.

Detail
The Subcontract Change Orders Detail Report shows the subcontract, each change order and combined totals.
Order By Options Fields
» Job Number * Show Report Criteria * Job Number
* Vendor Id » Active Jobs * Cost Code
 Inactive Jobs * Vendor Id

*  Completed Jobs
» Page Break
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Subcontract Change Orders — Detail Report

Best Construction Company
Subcontract Change Orders
Detail Report Fage 1
Job Job Name
CostCode Description Vendor Id Vendor Name
000 Pacific ViewApartments
02000 Site Work 0201 BK. Contracting
CO# Subcontract/'Change Order Amount % W/CAmount % Ret Amount Unearned Balance
Subcontract 48,000.00 10 4,200.00 a 0.00 44,100.00 44,100.00
101 Drainage Changss 17.500.00 L] 0,00 il 0.00 17.500.00 17.500.00
Totals 66,500.00 T 4,200.00 il 0.00 61,600.00 61,800.00
02000 Concrete 0201 Dry Gulch Concrete
CO#  Subcontract'Change Order Amount % W/CAmount % Ret Amount Unearned Balance
Subcontract 33.750.00 o 0.00 il 0.00 33.750.00 33,750.00
102 Extended Walkways 15,350.00 a 0.00 a 0.00 15,350.00 15,350.00
Totalks 42,100.00 0 0,00 il 0.00 49,100.00 49,100.00
04000 Maortar 0202 Nagel Foundations
CO# Subcontract/'ChangeOrder Amount % W/C Amount % Ret Amount Unearned Bslance
Subcontract 11,210.00 0.00 ] 0.00 11,210.00 11,210.00
Totals 11,310.00 ] 0.00 a 0.00 11,310.00 11,310.00
05100 Rough Carpentry 0201 BK. Contracting
CO#  Subcontract/'Change Order Amount % W/CAmount %  Ret Amount Unearned Balance
Subcontract 8,087.00 0.00 ] 0.00 9,087.00 8,087.00
Totaks 8,087.00 a 0.00 a 0.00 8,087.00 8,087.00
05100 Rough Carpentry 0501 Gold Coast Framing
CO# Subcontract/'Change Order Amount % W/CAmount % Ret Amount Unearned Balance
Subcontract 41,000.00 0.00 a 0.00 41,000.00 41,000.00
Totals 41,000.00 0 0.00 ] 0.00 41,000.00 41,000.00
05150 Trestles 0801 Gold Coast Framing
CO# Subcontract'ChangeOrder Amount % W/C Amount % Ret Amount Unearned Balance
Subcontract 22,500.00 o 0.00 il 0.00 22,500.00 22,500.00
Taotals 22,500.00 o 0.00 il 0.00 22,500.00 22,500.00
05200 Finish Carpentry 0802 ClassicInteriors
€O Subcontract/'Change Order Amount % W/CAmount % Ret Amount Unearned Balance
Subcontract 45,000.00 a 0.00 a 0.00 45,000.00 45,000.00
Totals 45,000.00 a 0.00 a 0.00 45,000.00 45,000.00
07200 Insulaticn 0701 Al Insulation
CO# Subcontract/'ChangeOrder Amount % W/CAmount % Ret Amount Unearned Balance
Subcontract 47,.250.00 a 0.00 a 0.00 47.250.00 47,250.00
Totaks 47.250.00 L] 0.00 ] 0.00 47.250.00 47.250.00
OE000 Doors &Windows o201 Higuerra Glass
CO#  Subcontract/Change Order Amount % W/C Amount %  Ret Amount Unearned Balance
Subcontract 28,550.00 a 0.00 a 0.00 28,550.00 28,550.00

Figure: BB-182

Subcontract Change Orders — Detail Report.
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Production Expense

This option allows a company to allocate for those overhead expenses that are difficult to directly assign to a Job.
Since the production expenses are based on a beginning date, it is important to set these entries to those in effect as
of the Transition Date.

Thus, there can be several records to apply different percentages for different periods. Expenses are entered as a
percentage for Labor, Material, Subcontract, Other Direct Expense, and Equipment. Each time an expenditure is
applied to the job cost file for any job, the appropriate percentage for that type will also be applied.

Production Expense Preparation

One or more Production Expense reports must be obtained from the old accounting system as of the last business day
prior to the transition date. Depending on the system, other reports may have a the needed information, but what is
needed is a listing of all of the subcontracts for jobs that are fully or partially open of the close of business the day
before the transition date.

Y Tip The Subcontract Beginning Balances do not affect the General Ledger.

Modular Menu Access
JC | Production Expense

Standard Menu Access
Jobs | Production Expense

New Record

Initial access to Production Expense from the menu opens the Import from Production Expense - New form. This form
is used to enter new import information. However, access to a new form when another cost code record is on the
screen only requires pressing Ctrl+N or using the New icon [J on the toolbar. The system will ask if changes to the
open record should be saved.

Figure: BB-183 =3 Production Expense - New EI@
Production Expense — New |
screen form.

Beaginning Date N} |Z|
Production Expense Labor 0.00
Production Expense Material 0.00
Production Expense Subcontract 0.00
Production Expense Other 0.00

EF

Production Expense Equipment 0.00

[¥] apply Production Expense
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Cloning an Existing Record
Once a record is selected, it can be cloned to create a new record, and modifications can be made on the cloned record.
Once the source record is brought to the screen, use the Clone Record 2 icon on the toolbar. The system will ask, “Do

Figure: BB-184 =4 Production Expense - New EI@
Cloned Production Expense oo [
record. Note that all of the | | ™" =
initial field except for the R 1 D%
P Production Expense Labor .00 | %
Beglnnlng Date matCh the Production Eernse Material 3.00 | %
source record' Production Expense Subcontract 4.00 | %
Production Expense Other 0.00 | %
Production Expense Equipment 3.00 | %%

[7] apply Production Expense

you want to clone this record?” Click on the Yes button to clone it, or click on the No button to leave this process.
Records can be edited as described above. However, one difference is that the cloned record will require a new
Beginning Date to be saved as a new record.

Save the Changed Record
When the record is complete or satisfactorily edited, it can be saved by clicking on the Save [d] button on the toolbar,
or by pressing Ctrl-S.

Main Tab
The Main tab is used to enter the Beginning Date for this Production Expense record, along with the applicable
percentages for each Job Cost category, and to apply them to subsequent jobs.

Figure: BB-185 =1 Production Expense - 02/24/¥Y ==
Sample Job Cost, e
Production Expense screen | | & Eet=]
form sample. Beginning Date o224y [+]
Production Expense Labor 0.00 | %
Production Expense Material 3.00 | %
Production Expense Subcontract 4.00 | %
Production Expense Other 0.00 | %
Production Expense Equipment 3.00 | 9%

[¥] apply Production Expense

Edit

Beginning Date
This field records the date to begin applying production expenses. The date may be entered manually or by using the

Calendar tool. Please note that the Beginning Date title is a hyperlink field as well as the description of the
information. Right-clicking on the Beginning Date hyperlink directly accesses the Production Expense Report.
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Production Expense Labor
This field records the percentage by which labor costs will be increased.

Production Expense Material
This field records the percentage by which material costs will be increased.

Production Expense Subcontract
This field records the percentage by which subcontracting costs will be increased.

Production Expense Other
This field records the percentage by which other expenses will be increased.

Production Expense Equipment
This field records the percentage by which equipment costs will be increased.

Apply Production Expense
To apply the production expense values to jobs, check this box by clicking on it. Clicking on the box will toggle this
option on and off.
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Reviewing Production Expense Beginning Balances

This section covers the Job Cost reports needed to check Production Expense Beginning Balance entries. Access to
specific reports begins with the Query screen that enables selecting the particular variation needed. As with other
reports in BIS®, reports can generally be one of 3 types: Summary, Detail, and Extended. Most reports offer the ability
to select an “Order By” setting, and often have several choices of fields for that choice. Additionally, most reports
have a variety of Options allow certain elements to show or not on the report. Finally, most reports offer a listing of
fields that can allow a refined selection of data. The Report Query will be remembered by User Id until changed.

All report options are listed under the Reports menu, and many reports can be selected by right-clicking on a data
hyperlink to open pop-up reports menu related to that field. Either method opens a report setup form depending upon
the type of report selected.

Production Expense Report
The Job Cost Production Report shows production expenses recorded.

Access to Job Cost Production Expense
Module Menu with Reports Group
JC | Reports | Production Expense

Module Menu with Reports List
JC | Production Expense

Standard Menu
Reports | Job | Production Expense

Report Types

Detail

The Job Cost Production Expense Detail Report displays the beginning and ending date of each production expense,
percentage for each cost category and whether the production expense is to be applied.

Order By Options Fields
*  Beginning Date » Show Report Criteria * Beginning Date

Job Cost Production Expense — Detail Report

Best Construction Company
Production Expense

Detail Report Page 1
Beginning Date Ending Date Labor Material Subcontract Other Cost Equipment Apply PE

01101y 02231y 0.00 3.00 4.00 0.00 300 No

02/24/vy Present 0.00 3.00 4.00 0.00 300 Ye

Figure: BB-186 Job Cost Production Expense — Detail Report.
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Job Schedule of Values Beginning Balances

The Schedule of Values contains information pertaining to a specific job that will be used for billing, including; the
description of work, the total amount to bill, any previously billed amount, work in place, stored materials, total
completed and stored, percentage complete, balance to complete, and the retention.

Job Schedule of Values Preparation

One or more Job Cost reports must be obtained from the old accounting system as of the last business day prior to the
transition date. Depending on the system, other reports may have a the needed information, but what is needed is a
listing of all of the jobs that are fully or partially open of the close of business the day before the transition date.

Y Tip The Job Schedule of Values Beginning Balances do not affect the General

Modular Menu Access
JB | Schedule of Values

Standard Menu Access
Job | Schedule of Values | Schedule of Values

Schedule of Values

Jobs that were in progress as of the Transition Date need to have their Schedules of Values entered into BIS®. These
entries do not directly affect General Ledger, but are needed to continue to process the accumulation of billing for
these jobs in the new accounting installation.

The BIS® job billing feature allows users to track actual billing for each job and compare that billing with the job
schedule of values. This is an essential tool for profit planning. The job schedule of values’ files are unrelated to the
general ledger. Therefore, job schedule of values information remains in the system even after a fiscal year is closed
and detailed financial data is purged. BIS® retains detailed job schedule of values information until the job is closed.

Billings are recorded to the job cost file in several ways:

1. Directly, through job-related transactions that are posted to job billing codes and change orders.
2. Indirectly, through the use of Contract Invoices.

Direct job costs can be used to update the job billing by using the Cost Plus billing feature.

Job Tab

The items on this screen are for display only and can be used to select the job for which Schedule of Values
information will be viewed or updated. The job information viewed here is maintained in the Job Maintenance form
from the Job Menu. It is recommended that the Schedule of Values be created using the Create Schedule of Values
option that uses existing budget information for the job to make the Schedule of Values.
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Figure: BB-187

Schedule of Values screen
form Job tab showing
sample job display data.
(The data can only be
altered in the Job Master

Record.)

=] Schedule of Values - 1000 Pacific View Apartments

| Qriginal Contract ” Change Orders ” Totals |

Job Mumber

Job Name

Street Address 1
Street Address 2
City

State

Zip Code
Telephone

Fax

Contract For
Contract Date
Project Manager
5Q.FT. of Building

1000
Padfic View Apartments
1800 Pacific Avenue

Pismo Beach

CA || California

93448

(805)543-7000

(805)534-1595

MNew Construction

01/01f¥Y

Mike Jarvis
16,000

Begin of File

It may be possible to automatically create a schedule of values in BIS®. Similarly, it may be beneficial to copy a
schedule of values from another job as a starting point.

A Caution

It 1s important to enter the same data as the original job schedule of
values entered in the prior system. The information can be checked in

L Tip

Full details about the Schedule of Values process is available in the Job
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Original Contract Tab

The original Schedule of Values information for each job is maintained through the Original Contract tab. The tab
displays all Schedule of Values line items by billing code. Each line item contains information on the total scheduled
amount, the total amount billed on previous applications for payment, the present billing amount for work in place and
stored materials, and total completed, both as a percentage and a dollar amount. Line items are added using the Insert
button and can be removed by selecting the line item to be removed and clicking the Delete button. To edit any of the
line items viewed, double-click on the line item to open the Schedule of Values data entry form. To view or edit
Schedule of Values information pertaining to change orders, click on the Change Order tab of the screen form.

- . _
Figure: BB-188 =] Schedule of Values - 1000 Pacific View Apartments E=n il <
Schedule of Values screen =
.. Job :QriginalContract | Change Orders  Totals
form Original Contract tab.
Biling Code Description Scheduled  Prev, App. Work in Place Stored Materials % Completed Total Completed A
» 1000 General Requirements|  99,000.00 7,398.29 2,501.71 0.00 10.00 9,900.00 |
| [1100 Sitework 160,850.00| 101,327.05  25,973.06 0.00 79.76 123,300.11
| [1200 Foundation 51,819.00 5.325.65 2,447.20 0.00 15.00 7,772.85
| |1300 Framing 285,325.00) 37,933.50 19,131.50 0.00 20.00 57,085.00
| | 1400 Insulation 54,337.50 0.00 13,584.38 0.00 25.00 13,584.38
| |1500 Doors & Windows 65,775.00 0.00 13,155.00 0.00 20.00 13,155.00
| |1700 Drywall 169,850.00 0.00 0.00 0.00 0.00 0.00
| | 1800 Electrical 279,055.00 0.00 0.00 0.00 0.00 0.00
| 1900 Plumbing 158,897.00 0.00 0.00 0.00 0.00 0.00
| | 2000 Painting 74,175.00 0.00 0.00 0.00 0.00 0.00
| |2100 Finish Carpentry 140,775.00 0.00 0.00 0.00 0.00 0.00
| |2200 Carpeting 60,375.00 0.00 0.00 0.00 0.00 0.00
[l v
1< >
Scheduled Value 1,600,233.50 Previous Stored Materials 0.00 Total Completed 229,777.34
Previous Applications 151,984,495 New Stored Materials 0,00  Percent Completed 14.36
Work in Place 77,792.85 Incorporated Stored Materials 0,00 Balance to Finish 1,370,456.16
Stored Materials 0.00 Total Retention 22,977.74
Edit % Completed Column Insert Delete
Ranin ~f Fila

Insert Button
To add a new record to the Schedule of Values, click on the Insert button.

Delete Button
A line item may be removed from the list, provided it has not yet been subsequently used, by clicking on the Delete
button.
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Schedule of Values — Original Contract

When the Insert Button is pressed, the Schedule of Values — Original Contract screen appears.

Figure: BB-189

Schedule of Values -
Original Contract new
Billing Code screen form.

Job Number

This field displays the Job Number (and Job Name), but it is not an editable field.

Billing Code

=3 Schedule of Values - Original Contract - 1000

Job Number

Biling Code
Scheduled Value
Previous Application
Work in Place

Stored Materials

Total Completed

Balance to Finish

Retention % Work Completed
Retention % Stored Materials

Date Entered

K| 4] p]|w][O]*

1000

10,0000
10,0000

02/05/vY

0.00
0.00
0.00
0.00

0.00
0.00

w

Padific View Apartments

a

CostPlus

Cost Plus

-7 sl

[[] Extended Description

Percent Completed

[ caleulate by Percent Completed

Retention Amt Work in Place
Retention Amt Stored Materials

Total Retention

Save Close

0.00
0.00

0.00

Undo

This field allows selection of, and displays, the Billing Code for the line item in the Schedule of Values. The Billing
Code can be selected by using the Find tool magnifying glass [2] icon. The selected Billing Code and its description

will appear in their fields on the form. Records the billing code for the record.

Extended Description
An Extended Description to record a more detailed description of the services provided can be entered into this text
box field. The text can be entered directly or copied from an external word processor and pasted into the field. The
contents of the field optionally will print on the Schedule of Values form and report.

Scheduled Value

The Scheduled Value displays the scheduled amount or total billing amount for the item. To bill greater than the
scheduled amount, users may either:
1. Change the scheduled amount.
2. Bill for over 100%.
3. Create a new change order billing line item.

Enter the dollar amount scheduled for the line item of the Schedule of Values. The dollar limit is $99,999,999.99.

Retention % Work Completed
The initial value entered in this field will be the default retention percentage established for work completed in the
job’s master record. It can be changed now or as the work progresses and is billed.

Retention % Stored Materials
The initial value entered in this field will be the default retention percentage for stored materials established in the
job’s master record. It can be changed now or as the work progresses and is billed.
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Change Order Tab

The Schedule of Values information for job change orders is maintained through the Change Orders tab. The tab
displays all Schedule of Values line items by change order number. Each line item contains information on the total
scheduled amount, the total amount billed on previous applications for payment, the present billing amount for work
in place and stored materials, and total completed, both as a percentage and a dollar amount.

¥ TlP BIS® tracks 3 different types of Change Orders: Budget, Schedule of Values, and
Subcontracts. Those change orders may or may not be present in a job. A
customer requested change (to the Schedule of Values) will probably require a
Budget Change Order. A Budget Change Order may require a new Subcontract

To edit any of the line items viewed, double-click on the line item to open the Schedule of Values — Change Orders
data entry form. To view or edit Schedule of Values information pertaining to the original contract, click on the
Original Contract tab of the form.

Screen Buttons

Insert Button

Line items are added using the Insert button. More information about the sub form that appears is in the following
section.

- . _
Figure: BB-190 =1 Schedule of Values - 1000 Pacific View Apartments == E=E =
Job Billing Schedule of

Job  Criginal Contract i Cl H
Values screen form
Change Order tab Change Order Description Scheduled Amt Amt Prev. Application Amt Work in Place Stored Materials % Completed Total Col
M 100 Change Order 100 45,420.00 400.00 0.00 0.00 0.83 4UU.UD|
|| 101 Cjo 101 5,500.00 0.00 0.00 0.00 0.00 0.00
| W
< »
Scheduled Value 50,5920.00 Previous Stored Materials 150.00 Total Completed 400.00
Previous Applications 400.00 Mew Stored Materials 0.00 Percent Completed 0.79
Work in Place 0.00 Incorporated Stored Materials 0.00 Balance to Finish 50,520.00
Stored Materials 0.00 Total Retention 0.00
Edit % Completed Column Insert Delete
Rarin nf Fia

A line item may be removed from the Change Order list, provided it has not yet been subsequently used, by clicking
on the Delete button.
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Change Order Screen Form — Initial Entries
When th Insert Button is selected, the Schedule of Values — Change Order form appears.

F|gure: BB'191 ﬂs:hadule of Values - Change Order - 1000 @
Schedule of Values - new | = Radfic View Apartments
Change Order screen form. | ungecrder [ [JExtended Description
Scheduled Value 0.00 ~
Previous Application 0.00
Work in Place 0.00 CostPlus
Stored Materials 0.00 v
Total Completed 0.00 CostPlus Percent Completed 0.00
Balance to Finish 0.00 [ calculate by Percent Completed
Retention %% Work Completed 10.0000 Retention Amt Work in Place 0.00
Retention % Stored Materials 10,0000 Retention Amt Stored Materials 0.00
Date Entered or Approved 02/05/¥Y  |v~ Total Retention 0.00
Change Order Summary
~
v
(| A Save Close Undo

This field displays the Job Number (and Job Name), but it is not an editable field.

Change Order

This field records the change order number for which the Schedule of Values information is to be entered or edited.
The change order description is displayed for the change order number selected. A brief description can be entered
in the field to the right of the Change Order number; the description appears on the Application for Payment Cover
Sheet.

Extended Description

An Extended Description to record a more detailed description of the services provided can be entered into the text
box field. The text can be entered directly or copied from an external word processor and pasted into the field. The
contents of the field optionally will print on the Schedule of Values form and report.

Billing Code

This field allows selection of, and displays, the Billing Code for the line item in the Schedule of Values. The Billing
Code can be selected by using the Find tool magnifying glass [2] icon. The selected Billing Code and its description
will appear in their fields on the form. Records the billing code for the record.

Scheduled Value
The Scheduled Value displays the scheduled amount or total billing amount for the item. To bill greater than the
scheduled amount, users may either:
1. Change the scheduled amount.
2. Bill for over 100%.
3. Create a new change order billing line item.
Enter the dollar amount scheduled for the line item of the Schedule of Values. The dollar limit is $99,999,999.99.

Retention % Work Completed
The initial value entered in this field will be the default retention percentage established for work completed in the
job’s master record. It can be changed now or as the work progresses and is billed.

Retention % Stored Materials
The initial value entered in this field will be the default retention percentage for stored materials established in the
job’s master record. It can be changed now or as the work progresses and is billed.
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Reviewing Job Schedule of Values’ Beginning Balances

This section covers a report available for job schedule of values. Access to specific reports begins with the Query
screen that enable selecting the particular variation needed. This report is available in Detail type only. Most reports
offer the ability to select an “Order By” setting, and often have several choices of fields for that choice. Additionally,
most reports have a variety of Options allow certain elements to show or not on the report. Finally, most reports offer
a listing of fields that can allow a refined selection of data.

Schedule of Values
The Schedule of Values report displays the current schedule of values information for jobs. At this stage, this report
is not used to review prior billing.

Access to Schedule of Values
Module Menu with Reports Group
Job Billing | Reports | Schedule of Values

Module Menu with Reports List
Job Billing | Schedule of Values

Standard Menu
Reports | Job | Schedule of Values

Report Types

Detail

The Schedule of Values report displays the current schedule of values information for billing. The report should not
be confused with the computer or AIA® style of Schedule of Values available from the Application for Payment menu.

Order By Options Fields
*  Job Number » Show Report Criteria * Job Number
» Active Jobs
* Inactive Jobs
* Completed Jobs
» Show Extended Descriptions
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Schedule of Values — Detail Report
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Job Cost Beginning Balances (Adjustments)
Job Cost information for jobs that were still open as of the date of transfer must be entered into BIS® as of the date
of transfer of the accounting system using the Job Cost Adjustments function.

Job Cost Adjustments
This option is used to make adjustments to the BIS® Job Cost records maintained for all open jobs. The Job Cost files
accurately track all job-related expenses entered using other forms, such as Cash Disbursements and Vendor Invoices.

For Beginning Balances, this function is used to update system records to reflect prior information at the time that a
company begins to use the BIS® program. Because the Job Cost records are divided into four categories, the Job Cost
Adjustments form displays separate tabs: Labor, Materials, Subcontracts, and Other. Adjustments should be added
to the correct category in order to maintain accurate records. A summary of all adjustments appears on the All tab.

Modular Menu Access
JC | Job Cost Adjustments

Standard Menu Access
Transactions | Job Adjustments | Job Cost Adjustments

The items on the initial screen are for display only and can be used to select the job for which Budget and Change
Orders information will be viewed or updated. The job information viewed here is maintained in the Job Maintenance
form from the Job Menu.

Editing an Existing Record

The list of job status records may be examined by clicking on the Magnifying Glass []icon (at the top of the screen)
or pressing Ctrl+F, and double clicking on the item of interest. Records can be accessed by either using the Search
button feature or by using the mouse or cursor keys to select the record to be edited.

Figure: BB-193 =7 Job Cost Adjustments - 1000 Pacific View Apartments =] -2 =3
Job Cost, Job Cost ] mam— o
Adjustments, Job tab [

terial " Subcontract ||

screen form example. Sl el
Job Mame Pacific View Apartments
Street Address 1 1800 Pacific Avenue
Street Address 2
City Pismo Beach
State CA | California

Zip Code 93448

Telephone (805)543-7000
Fax (805)534-1595
Contract For New Construction
Contract Date 01/01/%Y
Project Manager Mike Jarvis
SQ.FT. of Building 15,000

Begin of File
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Job Tab
This tab is for display only and can be used to select the job for which budget and change order information will be
entered on those tabs of the record. The information viewed here is maintained in the Jobs maintenance screen.

Figure: BB-194 = Job Cost Adjustments - 1000 Pacific View Apartments =N
Job Cost, Job Cost — e
Adjustments, Job tab Labor || Material || Subcontract | Other L |
screen form example. Joh ey it

Job Name Pacific View Apartments

Street Address 1 1800 Pacific Avenue

Street Address 2

City Pismo Beach

State CA || California

Zip Code Q3448

Telephone (505)543-7000

Fax (805)534-1585

Contract For MNew Construction

Contract Date oifoifyy

Project Manager Mike Jarvis

SQ.FT. of Building 16,000

éegin of File
Job Number

This field displays the number of the job selected. Please note that the Job Number title is a hyperlink field as well
as the description of the information to be entered. Right-clicking on the Job Number hyperlink opens a selection of
reports that can be directly accessed.

Job Name

This field displays records the title of the job that relates to the job number assigned.

Address 1
This field displays the primary street address.

Address 2
The secondary street address is displayed here.

City
This field displays the city.

State
This field displays the state abbreviation.

Zip Code
This field displays the postal zip code.

Telephone Number
This field displays the telephone number.

Fax Number
This field displays the facsimile (FAX) number.

Contract for
This field displays a brief description for the job.

Contract Date
This field displays the date of the contract or the start date for the job.
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Project Manager
This field displays the name of the manager or person responsible for the job.

Square Foot of Building
This field displays the total square footage of the project.

Labor Tab

Beginning Balances for the labor category of the Job Cost files are viewed and added on the Labor tab. Line items
are added using the Insert button and can be removed by selecting the line item to be removed and clicking the Delete
button. To edit any of the line items viewed, double-click on the line item to open the Job Cost Adjustments data entry
form.

Figure: BB-195 = Job Cost Adjustments - 1000 Pacific View Apartments ol e ==
Job Cost Adjustments,
Labor tab screen form.

-l_cb_ Lﬂbﬂl‘ | Material “ Subcontract ” Other “ Al |

Date Ref. Code Cost Code Change Order Vendor Amount Degcription »
02/24/¥ 15022401 065100 E00% 2,286.00

[

=

Begin of File

Job Cost Adjustments — Labor
This form is used to enter Beginning Balances for Labor costs. The Job Cost classification of any particular record
appears at the top of the form for reference.
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Figure: BB-196 = Job Cost Adjustments Labor - 1000 Cost type (Labor) - Edit = [
Job Cost, Job Cost .

i Adjustment Number | 210205004 [[IMon-bilable Cost
AdJustments - La bOf Date 02/05/2021 |~ Description
screen form sample. Employee E0n4 Q[ Tim Hardamay

Job Number 1000 Padfic View Apartments
Change Order 17 (®Budget () Change Order
Cost Code Q Hourly
Construction Trade aQ 0.00 0.00 0.00
Rate Classification =3

Biling Rate Hr Pay Rate Hours
Regular 30.00 25.00 0.00 Regular Amount 0.00
Overtime 45.00 37.50 0.00 Overtime Amount 0.00
Double-time 60.00 50.00 0.00 Double-time Amount 0.00
Other Burden % 3.00 Other Burden Amount 0.00
WC State OR | Q4 | Worker's Comp. for Oregon Warkers' Comp. Amount 0.00
W/C Classification Q
W/C Company Rate 0.00000 Experience modifier 1,0000
Union Code 1000 || Laborer's Union Union Amount 0.00
Union Classification | 14 3, | Journeyman 4 Total Amount 0.00
Company FICA 0.00
[ise] PR Addition

GL Account

Per Diem Rate 0| #ofDays 0 Amount 0,00

M (DX = Save Close Undo

Adjustment Number
This field records a number that is used to identify the adjustment record. This is an alphanumeric field limited to ten
characters.

Job Number
This field displays the number of the job selected.

Budget/Change Order Option
This option specifies whether the adjustment applies to the original budget or a change order. If change order is
selected, the Change Order field below is enabled.

Change Order

This field records the change order number (if any) associated with the job cost adjustment. The entry may be typed
or entered using the Find tool. Change orders are recorded in the Budget and Change Orders file by job. When the
change order number is entered, the change order description is displayed. If the Budget option is selected above, the
field will appear disabled.

Cost Code

This field records the applicable cost code for the adjustment record. Cost codes are maintained in the Cost Code
Library in the Job Menu, but can also be selected directly from the job budget. The cost code may be typed or entered
using the Find tool.

Date
This field records the date of the job cost adjustment. The date may be typed or entered using the Calendar tool.

Description
This field records a description up to 30 alphanumeric characters for the job cost labor adjustment.

Employee ID

The Employee Id field records the employee identification number related to the record. The employee Id may be
entered manually or by using the Find tool. The Employee ID may be entered manually, or the user can examine the
list of employees by clicking on the Magnifying Glass [l icon or pressing Ctrl+F, and double clicking on the selected
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employee, but it must exist in the Employee master file. When an existing employee is selected, his or her name and
pay type appears to the right of the Employee Id code.

Figure: BB-197 £ Employee s
Job Cost, Job Cost :
AdeStments La bor, Search for Search
Employee F|nd/Search Search in Employee Id lz‘
screen form Condition Begin with lz‘

' Status All [+] [ Case Sensitive

Construction  GL Union Union -

Employesd =B SIS " qrode  Account Code Classification
E0O01 Bill Johnson Active | 1001 7003

E002 Mike Jarvis Active 5010

E003 Alissa Monte Active 7003

EDD4 Tim Hardaway | Active 5010 w00 11

E005 Joe Martinez | Active | 1000 5010|1000 J1

E005 Steve Schwartz | Active | 1001 5010 1001 |EA4

E0O7 Mike Smith Active 1002 5010 1000 A2

E009 Mick Jones Active 7003
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Construction Trade

If a trade classification is applicable, accept, enter, or find the classification code. The pay rates shown to the right
associated with the trade selected classification will override the employee’s default pay rates. The Find tool may be
used to select a Construction Trade. Make sure the correct trade classification, if applicable, is displayed.

Billing Rate/Hr
The Regular, Overtime, and Double-time billing rates entered here for the employee will override the employee’s
master record default.

Pay Rate

The Regular, Overtime, and Double-time pay rates for the employee entered here will override the employee’s master
record default. This entry should be the hourly wage received if the employee is paid on an hourly basis. If the
employee is salaried, the salary per pay period should be entered in the Regular field and the other two fields should
be left blank.

Hours Column
Regular, Overtime, and Double-time hours must be entered as a decimal (5.25 for 5% hours). BIS® calculates overtime
or double-time at wage rate set in the Employee master record Default tab or as modified in the form.

Other Burden
Any Other Burden entered here for the employee will override the employee’s master record default.

W/C State
The workers’ compensation state entered here for the employee will override the employee’s master record default.

W/C Classification
The workers’ compensation classification entered here for the employee will override the employee’s master record

default.

W/C Company Rate
The workers’ compensation company rate entered here for the employee will override the workers’ compensation
master record default.

Experience Modifier
The workers’ compensation experience rate entered here for the employee will override the workers’ compensation
master record default.

Union Code

If applicable, enter or accept the Union Code associated with the adjustment. The union code may be entered manually
or by using the Find tool, the Magnifying Glass [ icon or pressing Ctrl+F. The union name, if applicable, used for
the adjustment appears to the right of the Union Code. Make sure the correct union, if applicable, is displayed.

Union Classification
If applicable, accept, enter, or select a Union Classification to be associated with the adjustment. The union

classification may be entered manually or by using the Find tool, the Magnifying Glass |-l icon or pressing Ctrl+F.

The union classification name, if applicable, used for the adjustment appears to the right of the Union Classification.
Make sure the correct union classification is displayed.

Company FICA
Any modification to the company FICA for the adjustment can be entered in the field.

Regular Amount



Beginning Balances BB-277

The regular pay amount based on the hours and other entries is shown in the field.

Overtime Amount
The overtime pay amount based on the hours and other entries is shown in the field.

Double-time Amount
The double-time pay amount based on the hours and other entries is shown in the field.

Other Burden Amount
The other burden amount based on the hours and other entries is shown in the field.

Workers’ Comp. Amount
This field displays the workers’ compensation amount based on the hours and other entries.

Total Amount
This field displays the total amount based on the hours and other entries.

Screen Buttons
Save
This button saves the currently displayed data entered.

Close
The Close button closes the currently open form and eliminates any data entered since the last Save.

Undo
This button removes any changes on the entry form.
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Beginning Balances

Material Tab

Beginning Balances for the material category of the Job Cost files are viewed and added on the material tab. Line
items are added using the Insert button and can be removed by selecting the line item to be removed and clicking the
Delete button. To edit any of the line items viewed, double-click on the line item to open the Job Cost Adjustments

data entry form.

Figure: BB-198
Job Cost Adjustments,
Material tab screen form.

= Job Cost Adjustments - 1000 Pacific View Apartments

20b || Labor | iMaterial’ | subcontract | other |l |

[E= HoE =)

Date Ref. Code Cost Code Change Order

Vendor

Amount Description -

ADJ1 02000

02/27/vv

100,00 Adjustment 1

N

m

3

Begin of File

Job Cost Adjustments — Material
This form is used to enter Beginning Balances for Material. The Job Cost classification of any particular record
appears at the top of the form for reference.

Figure: BB-199

Job Cost Adjustments —
Material screen form
sample.

Adjustment Number

=] Job Cost Adjustments - 1000 Cost type (Material)

(@ Budget

Adjustment Number |ADJ1

Job Mumber 1000 Pacific View Apartments

[&] site work

&

Change Order
Cost Code 02000

Date 02/27/¥Y |Z|
100.00

Adjustment 1

Amount
Description

Vendor

CIEBICT

2 =

Save

] ‘ Close I | Undo

This field records a number that is used to identify the adjustment record. This is an alphanumeric field limited to ten

characters.

Job Number

This field displays the number of the job selected.
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Budget/Change Order Option
This option specifies whether the adjustment applies to the original budget or a change order. If change order is
selected, the Change Order field below is enabled.

Change Order

This field records the change order number (if any) associated with the job cost adjustment. This may be typed or
entered using the Find tool. Change orders are recorded in the Budget and Change Orders file by job. When the change
order number is entered, the change order description is displayed. If the Budget option is selected above, the field
will appear disabled.

Cost Code

This field records the applicable cost code for the adjustment record. Cost codes are maintained in the Cost Code
Library in the Job Menu, but can also be selected directly from the job budget. The cost code may be typed or entered
using the Find tool.

Date
This field records the date of the job cost adjustment. The date may be typed or entered using the Calendar tool.

Amount
This field records the amount of the adjustment for the cost code.

Description
This field records a description up to 30 alphanumeric characters for the job cost labor adjustment.

Vendor ID
This field records the vendor identification number related to the record. The vendor ID may be entered manually or
by using the Find tool.
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Subcontract Tab

Beginning Balances for the subcontract category of the Job Cost files are viewed and added on the subcontract tab.
Line items are added using the Insert button and can be removed by selecting the line item to be removed and clicking
the Delete button. To edit any of the line items viewed, double-click on the line item to open the Job Cost Adjustments
data entry form.

Figure: BB-200 = Job Cost Adjustments - 1000 Pacific View Apartments =] -2 s
Job Cost Adjustments,
b || Lab ial | {Subcontract } | other || all
Subcontract tab screen e e 1 L1
form Date Ref. Code Cost Code  Change Order Vendor Amount Description »

=

n 3

Insert Delete

Begin of File

Job Cost Adjustments — Subcontract
This form is used to enter Beginning Balances for Subcontract costs. The Job Cost classification of any particular
record appears at the top of the form for reference.

Figure: BB'201 = Job Cost Adjustments - 1000 Cost type (Subcontract) @
Job Cost Adjustments — e B
Subcontract screen form.

Adjustment Mumber

Job Number 1000 Pacific View Apartments

Change Order @

Cost Code @

Date 02/2apvy [+]

Amount 0.00

Description

Vendor @

) ]n] Q] sve [ gose ][ oo

Adjustment Number
This field records a number that is used to identify the adjustment record. This entry is an alphanumeric field limited
to ten characters.

Job Number
This field displays the number of the job selected.
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Budget/Change Order Option
This option specifies whether the adjustment applies to the original budget or a change order. If change order is
selected, the Change Order field below is enabled.

Change Order

This field records the change order number (if any) associated with the job cost adjustment. The entry may be typed
or entered using the Find tool. Change orders are recorded in the Budget and Change Orders file by job. When the
change order number is entered, the change order description is displayed. If the Budget option is selected above, the
field will appear disabled.

Cost Code

This field records the applicable cost code for the adjustment record. Cost codes are maintained in the Cost Code
Library in the Job Menu, but can also be selected directly from the job budget. The cost code may be typed or entered
using the Find tool.

Date
This field records the date of the job cost adjustment. The date may be typed or entered using the Calendar tool.

Amount
This field records the amount of the adjustment for the cost code.

Description
This field records a description up to 30 alphanumeric characters for the job cost labor adjustment.

Vendor ID
This field records the vendor identification number related to the record. The vendor ID may be entered manually or
by using the Find tool.
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Other Tab

Beginning Balances for the Other cost category of the Job Cost files are viewed and added on the Other tab. Line
items are added using the Insert button and can be removed by selecting the line item to be removed and clicking the
Delete button. To edit any of the line items viewed, double-click on the line item to open the Job Cost Adjustments
data entry form.

Figure: BB-202 = Job Cost Adjustments - 1000 Pacific View Apartments =] -2 s
Job Cost Adjustments, :
Subcontract tab screen Job ” Labor ” Material H Subcontract | cherim
fo rm Date Ref. Code Cost Code  Change Order Vendor Amount Description »
T - "n
_Begin of File I

Job Cost Adjustments — Other
This form is used to enter Beginning Balances for Other costs. The Job Cost classification of any particular record
appears at the top of the form for reference.

Figure: BB-203 =9 Job Cost Adjustments - 1000 Cost type (Other) =
Job Cost Adjustments — Tieml (h
Other screen form.

Adjustment Mumber |

Job Number 1000 Pacific View Apartments

Change Order @

Cost Code @

Date 02/24/vv [~]

Amount 0.00

Description

Vendor @

CIENEITY e |[ g |[ e

Adjustment Number
This field records a number that is used to identify the adjustment record. The entry is an alphanumeric field limited
to ten characters.

Job Number
This field displays the number of the job selected.
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Budget/Change Order Option
This option specifies whether the adjustment applies to the original budget or a change order. If change order is
selected, the Change Order field below is enabled.

Change Order

This field records the change order number (if any) associated with the job cost adjustment. This entry may be typed
or entered using the Find tool. Change orders are recorded in the Budget and Change Orders file by job. When the
change order number is entered, the change order description is displayed. If the Budget option is selected above, the
field will appear disabled.

Cost Code

This field records the applicable cost code for the adjustment record. Cost codes are maintained in the Cost Code
Library in the Job Menu, but can also be selected directly from the job budget. The cost code may be typed or entered
using the Find tool.

Date
This field records the date of the job cost adjustment. The date may be typed or entered using the Calendar tool.

Amount
This field records the amount of the adjustment for the cost code.

Description
This field records a description up to 30 alphanumeric characters for the job cost labor adjustment.

Vendor ID
This field records the vendor identification number related to the record. The vendor ID may be entered manually or
by using the Find tool.



BB-284 Beginning Balances

All Tab
All Beginning Balances entered on the other tabs are viewed together on the All tab.

Figure: BB-204 =] Job Cost Adjustments - 1000 Pacific View Apartments =8 [EcR =
Job Cost Adjustments — All
Job ” Labor ” Material H Subcontract H Other | UM
tab screen form.
Date Ref. Code Cost Code Change Order Vendor Amount Description =
D2/24/vY 15022401 06100 E009 2,286.00 3
_DZ;"Z?IYY ADJ1 02000 100,00 Adjustment 1
I n 3
Begin of File

Delete Button
Line items cannot be added here, but can be removed by selecting the line item to be removed and clicking the Delete
button. The system will ask for a confirmation of the deletion.

Figure: BB-205 (s : d
Builder Inf t Syst EZ
Job Cost Adjustments — All R R o —

line deletion confirmation
dialog box.

:I Do you want to delete Adjustrment # ADILT

Yes | | No

To edit any of the line items viewed, double-click on the line item to open the Job Cost Adjustments data entry form.
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Reviewing Job Cost (Adjustment) Beginning Balances

This section covers the Job Cost reports needed to check Production Expense Beginning Balance entries. Access to
specific reports begins with the Query screen that enables selecting the particular variation needed. As with other
reports in BIS®, reports can generally be one of 3 types: Summary, Detail, and Extended. Most reports offer the ability
to select an “Order By” setting, and often have several choices of fields for that choice. Additionally, most reports
have a variety of Options allow certain elements to show or not on the report. Finally, most reports offer a listing of
fields that can allow a refined selection of data. The Report Query will be remembered by User Id until changed.

All report options are listed under the Reports menu, and many reports can be selected by right-clicking on a data
hyperlink to open pop-up reports menu related to that field. Either method opens a report setup form depending upon
the type of report selected.

Job Cost Ledger Report
This report lists job information recorded in the Jobs master file for a company.

Access to Job Cost Ledger Report
Module Menu with Reports Group
JC | Reports | Job Cost Ledger

Module Menu with Reports List
JC | Job Cost Ledger

Standard Menu
Reports | Job | Job Cost Ledger

Report Type

Summary

The Summary Report Type displays the job number and name, cost code number and description, amount of posting,
production expense amount, and total amount.

Detail
The Detail Report Type also shows full address including city, state, and zip code.

Extended
The Extended Report Type includes all job information recorded on the Main, Owner, Architect, History, and Notes

tabs of the Jobs form.

Order By Options Fields
* Job Number » Show Report Criteria » Job Number
» Active Jobs * Cost Code
* Inactive Jobs * Change Order
» Completed Jobs » Date
* Show Invoice Payments *  Project Manager

» Bold Cost Code and Description
» (Case Sensitive
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Beginning Balances

Job Cost Ledger — Summary Report

Best Construction Company

Job CostLedger
Summary Re port Job 1020 Giovanni's Pasta House Page 3
CostCode  Description Amount PE Amount Total
Budget
g1000 General Reguirements 3,596.87 0.00 3,586 .87
02000 Site Work 6,104.38 138.00 6242 38
03000 Concrete 411695 151.40 426835
04400 Stone 25,500.00 755.00 26.265.00
06100 Rough Carpentry 28 472.60 540.68 30,313.48
06150 Trestles 331.85 0.00 331.95
Budget Totals 69,122.75 1,695.28 71,018.03
Job Totals 69,122,756 1,695.28 71,018.03
GrandTotals 256,305.57 8,612,558 264,918.15

Figure: BB-206 Job Cost Ledger — Summary Report.
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Job Cost Ledger — Detail Report

Job Cost Ledger

Best Construction Company

Detail Report Job 1020 Giovanni's Pasta House Fage 4
GostGode  Deecription Date Type M Journa Refsrence Amount PE Amount Total
Budget
01000 Gensrs| Heqursmants
Hours on 01/31! 3y L EDMH PR Chs 2034 350087 Q0D 3506 87
33068 Q0D 33068
02000 Site Work
Howrs on 12113 ZM7 L EDM PR Chig# 2020 122775 Q0D
Hours on 01127/ oizn L EXS PR Crick 140127002 a6 Q0D
Harm on Erothars Li e M AR lwEH0M1D 000 Q0D
Q2 I [ CD Crs=45s4 1,000 00 00D
it E 1002 EQ 435 350000 108 00
610438 128.00
03000 Concests
Magel Foundsfions 02 5 e AP Irw#3P10A TeR00 340 81640
Howrs on 01/23 iz L EMS PR Chic# 1401 27002 B Q0D 3195
Henry = stupd oize 5 @& AP |rwEEBGS 300000 120.00 3120.00
411695 15140 476835
04400 Stons
Central Cosst Bulding Suppl L [l I [ AP Iw#H4108T001 25,500.00 ToR.00 26 265.00
Pay Imvoice 181027001 on 0Z 13 0 Trans435457 230000 *
25,500.00 ToR00 26 26600
06100 Rough C srpentry
BK Confracfing Ly Brar ) 5 @& AP Iw#1238 300500 20020 5,205 20
Pay Imvoice 1238 on 0913 CD Chic® 10504 300300 *
EK Contracfing 0324 5 @& AR IwEMITE 279000 11160 2901.60
Fay Imoice 34278 0n 00115 CD 279000 *
BK Confracting 0624 5 @& AR 365000 46.00 370600
Pay lmvoice 5423 on 0013 L+ 360000 *
Howrs on 1213 Z13 L EDM PR Che 2020 0473 Q0D 30475
Hours om 12115 215 L EDS PR Ch&LABIRTT 14935 Q0D 14835
Howrs on 1215 213 L EXS PR Crc#LABQORTZ 14935 Q0D 148355
Hours on 01/22/ L) Fror L EDS PR Chict 140127002 BL% Q0D oy R il
Central Coast Bulding Suvppl 02 M AP Inw#40205001 250.00 730 Tt ]
Central Cosst Building Suopl e | I [ | AP |lrw#440205007 0000 0D LTI
Pay Imvoice 18020600 on 02 06 CC Tran#140205003 25000 *
i) | I [ CD Crcs4584 300,00 15.00 500
A0 I [ | CO Crs 45541 40060 00 000 103000
e 5 @2 CD  Cric® 140208002 200000 80.0D 2080.00
Hours on 0208 e L EXF PR 230150 Q0D 230150
oz E 1 B 210000 63.00 216300
Central Cosst Building Suopl ey 1] I [ | AR 250000 T3.00 257500
Harm on Erothars e i M AR =45 T84 il
Pay Imvoice 1023 CcD Ba5-
Harm on Erofhers ey [ M AR 458 22 1273 T
Pay Imvoice 1022 CcD 4582
Harm on Erothars ey [ L] AR #6500 385 20085

Figure: BB-207

Job Cost Ledger — Detail Report.
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Job Cost Ledger — Extended Report
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Job Cost Status Report

The Job Cost Status Report offers a snapshot of the job status, comparing budgeted amounts against actual costs and
commitments. This report may add a message at the end of applicable jobs, “The above figures may not reflect totals
for all cost codes and change orders.” This message points out that it is possible to produce a report that omits those
elements as a part of the filter and option criteria.

Y Tip Optionally, this report can overwrite the Percent Complete and Projected Cost
to Complete with figures manually entered in Job Cost Status.

Access to Job Cost Status Report
Module Menu with Reports Group
JC | Reports | Job Cost Status

Module Menu with Reports List
JC | Job Cost Status

Standard Menu
Reports | Job | Job Cost Status

Report Types

Summary

The Job Cost Status Summary Report displays the job number and name, cost code and description, original budget
amount, budget adjustments, revised budget amount, net amount committed, actual costs, percentage of work-in-place,
projected cost to complete, projected total cost and variance between projected total cost and the revised budget.

Detail Report
The Job Cost Status Detail Report also displays analysis by job cost category.

Order By Options Fields
 Job Number * Show Report Criteria * Job Number
* Active * Cost Code
* Inactive * Project Manager

*  Completed

* Percent Complete Overwrite
* Projected Cost to Overwrite
* Show Change Orders

+ Show Notes

* Case Sensitive
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Job Cost Status — Summary Report
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Beginning Balances

Job Cost Status — Detail Report
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Job Billing Beginning Balances
The last ledger that will receive its Beginning Balances is Job Billing.

The Job billing ledger maintains its data across fiscal periods until the job is complete and purged. Due to the nature
of construction work, the length of jobs can easily cross one or more fiscal years.

Job Billing Preparation

One or more Job Billing reports must be obtained from the old accounting system as of the last business day prior to
the transition date. Depending on the system, other reports may have a the needed information, but what is needed is
a listing of all of the jobs that are fully or partially open of the close of business the day before the transition date.

Y Tip The Job Cost Beginning Balances do not affect the General Ledger.

Job Billing Beginning Balances
Job Billing information for jobs that were still open as of the date of transfer must be entered into BIS® as of the date
of transfer of the accounting system using the Job Cost Adjustments function.

Job Billing Adjustments

This option is used to make to reflect prior information at the time that a company begins to use the BIS® program.

Modular Menu Access
JB | Job Billing Adjustments

Standard Menu Access
Transactions | Job Adjustments | Job Billing Adjustments

Job Tab
When initially opened, the form accesses the first job listed. The Main section is for viewing and selecting the
appropriate job. The information displayed here is recorded in the Jobs master file.

Figure: BB-211 =] Job Billing Adjustments - 1020 Giovanni's Pasta House =N EoR(
Job Billing Adjustments,
Job Tab screen form.

T — =
|:30b | filing |

There are no editable fields| = bumber e
the fOI’m Job Mame Giovanni's Pasta House
on ) Street Address 1 520 Beach St.
Street Address 2
City Pismo Beach
State CA | California

Zip Code 93448
Telephone (505)543-7000
Fax (805)534-1535
Contract For Addition
Contract Date 02/03/¥Y
Project Manager Mike Jarvis
SQ.FT. of Building 1,500
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Job Number
This field displays the job number selected using the Find tool on the toolbar.

Job Name
This field displays the job name that corresponds to the job number selected.

Street Address 1
This displays the first street address line.

Street Address 2
This field displays the second street address line.

City
This field displays the city name.

State
This displays the state abbreviation.

Zip Code
This displays the postal zip code.

Telephone Number
This field displays the telephone number.

Fax
This field displays the facsimile (Fax) number.

Contract For
This field displays the purpose of the contract.

Contract Date
This field displays the date of the contract.

Project Manager
This field displays the name of the manager or person responsible for the job.

SQ.FT. of Building
This field displays the square footage of the building.
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Billing Tab

Beginning Balances to the job billing files are viewed and added on the Billing tab. Line items are added using the
Insert button and can be removed by selecting the line item to be removed and clicking the Delete button. To edit any
of the line items viewed, double-click on the line item to open the Job Billing Adjustments data entry form.

Figure: BB-212 = Job Billing Adjustments - 1020 Giovanni's Pasta House = ==
Job Billing Adjustments, —
Billing tab screen form
Adj. # Date Amount Description -
example » 14061401 0621/ -1,650.00 BK Contracting
Kl r

Adj. #
This field displays the Adjustment Number assigned.

Date
This field displays the Date assigned for the adjustment.

Amount
This field displays the Amount of the adjustment.

Description
This field displays the Description entered for the adjustment.

Form Buttons
Insert
This button inserts a new record into the file selected.

Delete
Clicking on the button will delete all selected items from the list.
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Job Billing Adjustments Data Entry Form
This form is used to enter job billing beginning balances.

Figure: BB-213

Job Billing Adjustment data
entry screen form
example.

Job Number

1= Job Billing Adjustment - 1020

Job Number 1020 Giovanni's Pasta House

Adjustment Number 14061401

Date 08/21/YY E
Amount -1,650.00
Description BK Contracting

Save Cose _

This field displays the number of the job selected.

Adjustment Number

This field is used to record a number that is used to identify the adjustment record. This is an alphanumeric field

limited to ten characters.

Date

This field records the date of the job billing adjustment. The date may be typed or entered using the Calendar tool.

Amount

This field records the amount of the billing adjustment.

Description

This field is used to record a brief description for the adjustment. This entry is an alphanumeric field limited to 30

characters.
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Job Receipts Adjustments

This option is used to reflect prior information at the time that a company begins to use the BIS® program.

Modular Menu Access
JB | Job Receipts Adjustments

Standard Menu Access

Transactions | Job Adjustments | Job Receipts Adjustments

Job Tab

When initially opened, the form accesses the first job listed. The Main section is for viewing and selecting the appropriate
job. The information displayed here is recorded in the Jobs master file.

Figure: BB-214
Job Billing, Job Receipts

=] Job Receipts Adjustments - 1000 Pacific View Apartments

===

) {0k meceipts |
Adjustments, Job screen =
form. No fields on the 2ob bumber
df ble Job Mame
screen are modifia TR
here; they are shown for Street Address 2
reference only. city

State

Zip Code
Telephane

Fax

Contract For
Contract Date
Project Manager

5Q.FT. of Building

1000
Pacific View Apartments
1800 Pacific Avenue

Pismo Beach

CA | California

93448

(805)543-7000

(805)534-1595

Mew Construction

0101y

Mike Jarvis
16,000

Job Number

This field displays the job number selected using the Find tool on the toolbar.

Job Name

This field displays the job name that corresponds to the job number selected.

Street Address 1
This displays the first street address line.

Street Address 2

This field displays the second street address line.

City
This field displays the city name.

State
This displays the state abbreviation.

Zip Code
This displays the postal zip code.

Telephone Number

This field displays the telephone number.
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Fax
This field displays the facsimile (Fax) number.

Contract For
This field displays the purpose of the contract.

Contract Date
This field displays the date of the contract.

Project Manager

This field displays the name of the manager or person responsible for the job.

SQ. FT. of Building
This field displays the square footage of the building.
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Receipts Tab

Beginning Balances to the job billing files are viewed and added on the Receipts tab. Line items are added using the Insert
button and can be removed by selecting the line item to be removed and clicking the Delete button. To edit any of the line
items viewed, double-click on the line item to open the Job Billing Adjustments data entry form.

Figure: BB'215 ﬂ Job Receipts Adjustments - 1000 Pacific View Apartments EI@
Job R_'ecelpts Adjustments — =
Receipts tab screen form | =
Adj. # Date Amount Description -

example' 150201 02/24/ Y 1,500.00 Intial Payment

K * -

e

Adj. #

This field displays the Adjustment Number assigned.

Date
This field displays the Date assigned for the adjustment.

Amount
This field displays the Amount of the adjustment.

Description
This field displays the Description entered for the adjustment.

Form Buttons
Insert
This button inserts a new record into the file selected.

Delete
Clicking on the button will delete all selected items from the list.
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Job Receipt Adjustments Data Entry Form

This form is used to add or change a job receipt beginning balance.

Figure: BB-216

Job Receipt Adjustment,
Receipts tab, data entry
form example.

Job Number

= Job Receipt Adjustment - 1000

Job Number 1000 Pacific View Apartments
Adjustment Number 150201

Date 0224 [ =]

Amount 1,500.00

Description Intial Payment

LN | N

This field displays the number of the job selected.

Adjustment Number

This field is used to record a number that is used to identify the adjustment record. This entry is an alphanumeric field

limited to ten characters.

Date

This field records the date of the job billing adjustment. The date may be typed or entered using the Calendar tool.

Amount

This field records the amount of the billing adjustment.

Description

This field is used to record a brief description for the adjustment. The entry is an alphanumeric field limited to 30

characters.
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Reviewing Job Billing Beginning Balances

This section covers the Job billing reports needed to check Beginning Balance entries. Access to specific reports
begins with the Query screen that enables selecting the particular variation needed. As with other reports in BIS®,
reports can generally be one of 3 types: Summary, Detail, and Extended. Most reports offer the ability to select an
“Order By” setting, and often have several choices of fields for that choice. Additionally, most reports have a variety
of Options allow certain elements to show or not on the report. Finally, most reports offer a listing of fields that can
allow a refined selection of data. The Report Query will be remembered by User Id until changed.

All report options are listed under the Reports menu, and many reports can be selected by right-clicking on a data
hyperlink to open pop-up reports menu related to that field. Either method opens a report setup form depending upon
the type of report selected.

Job Cash Receipts
The Job Cash Receipts lists information on job receipts recorded.

Access to Job Cash Receipts
Module Menu with Reports Group
Job Billing | Reports | Job Cash Receipts

Module Menu with Reports List
Job Billing | Job Cash Receipts

Standard Menu
Reports | Job | Job Cash Receipts

Report Types
Summary
The Job Cash Receipts Summary Report displays job number and name, amount received, and tax.

Detail
The Job Cash Receipts Detail Report displays billing history broken down by invoice, including invoice number, date,
customer 1D, description, application number, amount billed, and tax.

Order By Options Fields
 Job Number » Show Report Criteria » Job Number
» Active Jobs * Date
 Inactive Jobs * Invoice Number
» Completed Jobs * Deposit Number
» Case Sensitive » Application Number

Amount
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Job Cash Receipts — Summary Report

Best Construction Company

Job Cash Receipts

Summary Report Page 1
Job Job Name Amount Tax

1000 Pacific Visw Aparimenss 5217537 0.00

Figure: BB-217 Job Billing, Job Cash Receipts - Summary Report.

Job Cash Receipts — Detail Report

Best Construction Company

Job Cash Receipts
Detail Report Page 1

Job Job Mame

Description Journal Reference Date Customer Id  Invoicest App Amount Tax

1000 Pacific View Aparmenss
Payment W/Discount AD 100 T con 1000 IR IEET) 000
Refnd Check for Invoice 1000 co 1004 0l coii 1000 -100.00 0.00
Payment CR 009 03 co 00 2 10.00 000
Payment AD 1 08l con 1000 10.00 0.00
Ingal Payment JA 150201 22y 1,500.00 000
Job Totaks LT 0.00

Figure: BB-218 Job Billing, Job Cash Receipts - Detail Report.
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Section 6 — Closing the Beginning Balance Process

When all of the Beginning Balances have been entered and verified, it will be necessary to return to the System Wide
Parameters and reset defaults to those that will be used in normal processing.

Y Tlp This is the time to use the screen shots of the various screens that were done
prior to entering the beginning balances

Chart of Accounts

Several temporary changes need to be removed from to the Chart of Accounts before entering the regular General
Ledger transactions. Since, for purposes of Beginning Balances ONLY, GL accounts that were assigned to Job Cost
Accounts None need to be restored to their normal settings. Refer to the Chart of Accounts section on page BB-14 and
in the Appendix.

System Wide Parameters — PR Tab
Refer to the Payroll section on page BB-62.

Reset the following accounts to their normal account settings:
» Cash Account
* PR Advance Account
* Union Payable Account
* Union Expense Account
* Workers’ Comp. Payable Account
* Workers’ Comp. Expense Account

Federal Tax Information Button
Federal Tab — Federal Withholding Account
* Reset the default Federal Withholding Account number to the normal account.

FICA Social Security Tax Tab

Change the following accounts back to their normal settings:
* Social Security Withholding Account
* Social Security Payable Account
* Social Security Expense Account

FICA Medicare Tax Tab

Change the following accounts back to their normal settings:
* Medicare Withholding Account
* Medicare Payable Account
* Medicare Expense Account

FUTA Tax Tab

Change the following accounts back to their normal settings:
* FUTA Payable Account
* FUTA Expense Account
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State Tax Information Button
State Tab — State Withholding Account
* Reset the default State Withholding Account number to the normal account.

SUTA Tax Tab

Change the following accounts back to their normal settings:
* SUTA Payable Account
* SUTA Expense Account

SDI Tax Tab
» Reset the default SDI Withholding Account number to the normal account.

Direct Deposit Button

It is necessary to reset the Direct Deposit functionality after the Payroll Beginning Balances are begin entered.

Y Tip The Direct Deposit function is available with the Professional or Enterprise

To reactivate Direct Deposit within the system, the Enable Direct Deposit check box found in three sections must be
enabled:

» System Wide Parameters | Payroll Tab | Payroll Direct Deposit
« Employee Master Record | Direct Deposit Tab
 Print Payroll Checks

Re-enable Direct Deposit
* Recheck the Direct Deposit checkbox to activate the capability.

Union Master Record

If the Union module is used, the section will indicate a number of account numbers that were changed in BIS®
temporarily during the time when Payroll Beginning Balances were entered in the Payroll module via the Cash
Disbursements — Payroll Checks functionality.

Union Accounts Tab

Change the following accounts back to their normal settings:
* Union Payable Account
* Union Taxable Addition Account
* Union Taxable Deduction Account
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Payroll Adjustments

This section covers 4 types of Payroll Adjustments master files: Additions, Deductions, Tax Deferred, and Local
Taxes that were changed in BIS® temporarily during the time when Payroll Beginning Balances were entered in the
Payroll module via the Cash Disbursements — Payroll Checks functionality.

Additions
Main Tab
* Reset the default GL Account number to the normal account.

Deductions
Main Tab
* Reset the default GL Account number to the normal account.

Tax Deferred
Employee Tab
* Reset the default GL Account number to the normal account.

Company Tab

Change the following accounts back to their normal settings:
» Payable Account
* Expense Account

Local Taxes
Main Tab
* Reset the default GL Account number to the normal account.

Workers’ Comp. Classifications
Settings Tab

* Reset the default Workers” Comp. Payable Account number to the normal account.

Employee Master Records
Default Tab

* Reset the default Account number to the normal account.

Departmentalized
* Recheck the Department checkbox to activate the capability.

Adjustments Tab

* Reset the default Account number to the normal account.

Tax Def (Deferred) Tab
Automatic Tax Deferred Employee Contributions Form — Code
The information in the section will apply to all codes listed here as well as those created by the user.
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GL Account Number
* Reset the default GL Account number to the normal account.

Automatic Tax Deferred Company Contributions Form - Code
The information in the section will apply to all codes listed here as well as those created by the user. Change the
following accounts back to their normal settings:

» Liability Account

* Expense Account

Departments
If Departments are used, and have been temporarily modified, they need to be reset. Change the following accounts
back to their normal settings:

» Payable Account

* Expense Account

PR General Tab
Change the following accounts back to their normal settings:
* Cash Account
* PR Advance Account
* Union Payable Account
* Union Expense Account
*  Workers’ Comp. Payable Account
*  Workers’ Comp. Expense Account

PR Federal Tab
Change the following accounts back to their normal settings:
» Federal Withholding Account
* Social Security Withholding Account
* Medicare Withholding Account
* Social Security Payable Account
* Social Security Expense Account
* Medicare Payable Account
* FUTA Payable Account
+ FUTA Expense Account

PR State Tab
Change the following accounts back to their normal settings:
» State Withholding Account
* SDI Withholding Account
* SUTA Payable Account
* SUTA Expense Account
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Section 7 — Transitional Transactions

In a mythical, perfect world, time could be commanded to stop while users of new accounting systems setup those
systems. However, in the real world, life and business continue. That is one of the reasons that it is vital to continue
to use the old accounting system while BIS® is being started.

When all of the Beginning Balances have been entered and verified, and the System Wide Parameters and other
defaults are reset to those that will be used in normal processing, it is time to enter transactions that have taken place
between the transition date and the current calendar date.

Y Tip This is the final step in getting the new BIS® accounting system fully functioning.

This section is focused on the transactions that have been entered into the old system while the new system was being
set up. Although most of the techniques involve methods that can be used in regular processing, they are in most cases,
specialized variations that involve single transaction entries designed to match exactly the transactions that were
entered into the old system. This point is even more important when applied to interim Payroll entries in which taxes
calculated by another system must be matched to the penny in BIS® irrespective of rounding differences.

The following pages do not detail every element of the screens or transactions, but refer the reader to the applicable
reference manual with that information.
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Purchase Orders
It is necessary to enter any new Purchase Orders that were entered into the prior system prior to the Transfer Date.

Modular Menu Access
PO | Purchase Orders

Standard Menu Access
Transactions | Purchase Orders

Transitional Records

Initial access to purchase orders from the menu opens the Purchase Orders - New form. This form is used to enter
transitional purchase order information. However, access to a new form when another purchase order record is on the
screen only requires users to press Ctrl+N or use the New [ icon on the toolbar. However, the system will ask the user
to save any changes to the open record.

Figure: BB-219 =1 Purchase Orders - New (=5 E=H
Purchase Orders — New
screen form.

Main I Ship To H Print Options ” Notes |

P.0. Mumber 1017 Vendor Id @
Date i |Z| Vendor Name
Description Address Line 1
Delivery Date i |Z| Address Line 2
Authorization City
Payment Method State
GL Account  Item Mumber Units Unit Cost Amount Description Job Job Id Job Name Cost Code CC Desaription €O »

Y [ &l ]
I »
Account Name Job CostCode  Change Order  Cost Type
Item Description
©On Hand Last Unit Cost Preferred Unit Cost Average Unit Cost
0.00 0.00000 0.00000 0.00000

Close PO Total Amount 0.00

New

The details for the entries for these Purchase Orders will be found in the Purchase Order Module Reference Manual.
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Accounts Payable

The second module to receive transitional input will be Accounts Payable. The entries will include invoices received
for which NO payments have been entered between the Transfer Date and the current date, or for which Beginning
Balance Purchase Orders had been already entered. Full details about using Accounts Payable will be found in the
Accounts Payable Module Reference Manual.

g Tip Note that except for invoices that are the result of Beginning Balance Purchase
orders, invoices that were received after the Transition date and prior to the
Current Date will be entered in the system as Cash Disbursements — Vendor
checks. The transactions entered in this fashion will automatically account for

Modular Menu Access
AP | Vendor Invoices

Standard Menu Access
Transactions | Vendor Invoices

Transitional Records

Initial access to vendor invoices from the menu opens the Vendor Invoices - New form. The form is used to enter
transitional vendor invoice information. However, access to a new form when another vendor invoice record is on the
screen only requires pressing Ctrl+N or using the New [ icon on the toolbar. The system will ask if any changes to
the record should be saved.

Flgure: BB-220 =] Vendor Invoices - 5456 - 0101 - 02/13/¥Y =
Sample Vendor Invoice | tain | i check | 1059 | P account | otes |
screen fo rm. | vendor 1d 0101 Central Coast Building Supply Reference Number
Invoice Number 5456 [F]&n Hold for Payment Retention % 0.00 5 0.00
Invoice Date 02/13/YY Due Date 03/15/YY
| Payment Terms NET 30 Discount Date i
Purchase Order Discount % 0.00 | s 0.00
Amount 1,500.00 | [] Close Purchase Order
GL Account Ttem Number Units Unit CostDiscount % Amount Description  Report Code Job JobId JobName CostCode CCDesciption CO
Dfsoss [0 1 1,500.00 Central Coas ... | .. [1020 [Giovannis 06100 |Rough Carpent|
T« '
Account Name Cost of Contracts-Material Job Cost Code Change Order  Cost Type
Item Description 1020 06100 Material
| | OnHand Last Unit Cost Preferred Unit Cost Average Unit Cost
0.00 0.00000 0.00000 0.00000
AP Account | 2110 Accounts Payable-Trade Total 1,500.00 | Payment
Closed

Full details about entering new invoices may be found in the Accounts Payable Module Reference Manual.

Purchase Order

The Purchase Order field records the purchase order number (if any) related to the invoice. BIS® will verify that the
purchase order is assigned to the vendor entered above and ask whether the line item information from the purchase
order should be loaded into the invoice. Doing so will save time spent reentering duplicate information. Once loaded,
the purchase order data can be changed, if necessary. The description of the purchase order selected is also displayed.
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Manual Checks

This section covers one of the two types of manual checks that are used in the Transition period between the Transition
Date and the Current Date: Vendor Checks and AP Checks. Although vendor checks can be used for existing vendors
for whom new invoice(s) have arrived, but have not yet been entered into BIS® and for which the payments have been
made, in this instance they will be used to enter vendor payments that were processed between the Transition Date
and the Current Date. Manual AP checks can be used in situations in which both the vendor and their Beginning
Balance invoice(s) have been entered into the system, and the payments were made between the Transition Date and
the Current Date.

These checks and another two related manual checks are also available from the GL menu under Cash Disbursements.
Information about Vendor Checks and AP Checks show in this section also applies to the same menu items in the Cash
Disbursements section of GL.

Modular Menu Access
AP | Manual Checks

Modular Menu Access
GL | Cash Disbursements

Standard Menu Access
Transactions | Cash Disbursements

Vendor Checks

This section covers one type of manual check: Vendor Checks. Although vendor checks are for existing vendors for
whom invoices have not yet been, nor will be, entered into BIS®, in this instance they are used to enter invoices and
payments that were processed between the Transition Date and the Current Date.

Modular Menu Access
AP | Manual Checks | Vendor Checks

Modular Menu Access
GL | Cash Disbursements | Vendor Checks

Standard Menu Access
Transactions | Cash Disbursements | Vendor Checks

Figure: BB-221 = Vendor Checks - 45641 - 02/06/YY = =
Sample Vendor Check
screen form.

[TReie —r 1B 1
Main | €D Account || 1099 || Print Options || Notes |

Check Number 45641

Check Date 0206/

Vendor Id 0101 Central Coast Building Supply

Payee Central Coast Building Supply

Amount 2,500.00 [ vod |
GL Account Account Name Amount Description Report Code Job Job I1d -

5015 | Cost of Contracts-M 500.00 020

5015 Cost of Contracts-M 1,000.00

5015 Cost of Contracts-M 1,000.00

-

~

Job Cost Code Change Order Cost Type
1020 06100 Material

Cash Account 1020 Cash In Bank Total 2,500.00

Closed
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New Record

Initial access to vendor checks from the menu opens the Vendor Checks - New form. The form is used to enter new
vendor check information. However, access to a new form when another vendor check record is on the screen only
requires pressing Ctrl+N or using the New L icon on the toolbar. The system will ask if any changes to the record
should be saved.

To access the information when the record appears on the screen, it is necessary to press the Open =] icon on the
toolbar at the top of the screen on the toolbar or by pressing Ctrl+O.

A Caution

It is important to enter the same date and check number as the original
check processed in the prior system. The check can either printed onto

Y Tip Full details about the Vendor Check process is available in the Accounts

Payable Checks

This section covers one type of manual checks: Payable Checks. Normally, payable checks are for existing vendors
for whom the invoice have been received and entered into BIS®, but in this instance, they are used to enter checks paid
on Beginning Balance invoices that were previously entered into the system.

Modular Menu Access
AP | Manual Checks | Payable Checks

Modular Menu Access
GL | Cash Disbursements | Payable Checks

Standard Menu Access
Transactions | Cash Disbursements | Payable Checks

Transitional Records

Initial access to payable checks from the menu opens the Payable Checks - New form. The form is used to enter
transitional vendor check information. However, access to a new form when another vendor check record is on the
screen only requires pressing Ctrl+N or using the New L icon on the toolbar. The system will ask if any changes to
the record should be saved.

' .
& Caution It is important to enter the same date and check number as the original

check processed in the prior system. The check can either printed onto

Y Tip Full details about the Payable Check process is available in the Accounts
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Payments by Credit Card

This section covers one of the two types of payments by credit card that may used in the Transition period between
the Transition Date and the Current Date: Vendor Payment by Credit Card and Payable Payments by Credit Card.
Vendor credit card payments are for existing vendors for whom the invoice(s) have not yet been entered into BIS®.
Payable credit card payments are for situations in which both the vendor and their invoice(s) have been entered into
the system.

These credit card payments are also available from the Standard menu under Transactions. Information about Vendor
Payments by Credit Card and Payable Payments by Credit Card shown in this section also applies to the same menu
items in the Payment by Credit Card section of the standard menu.

Modular Menu Access
AP | Payment by Credit Card

Standard Menu Access
Transactions | Payment by Credit Card
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Vendor Payments by Credit Card

This section covers one type of credit card payment: Vendor Payments by Credit Card. Although credit card payments
are for existing vendors for whom invoices have not yet been, nor will be, entered into BIS®; in this instance they are
used to enter invoices and payments by credit card that were processed between the Transition Date and the Current
Date.

Modular Menu Access
AP | Payment by Credit Card | Vendor Payments by Credit Card

Standard Menu Access
Transactions | Payment by Credit Card | Vendor Payments by Credit Card

Transitional Records

Initial access to vendor payment by credit card from the menu opens the Vendor Payments by Credit Card — New
form. This form is used to enter transitional vendor payment information. However, access to a new form when
another vendor payment record is on the screen only requires pressing Ctrl+N or using the New [l icon on the toolbar.
The system will ask if any changes to the record should be saved.

Figure: BB'222 =3 Vendor Payments by Credit Card - New EI@
Vendor Payments by Credit

Main Igc Account H || motes |
Card - New screen form.

Transaction Number || Internal Invoice Number 12994038

Transaction Date {4 |z| [T]on Hold for Payment

Credit Card Code @ Reference Number
Payment Terms @

Vendor Id @ Due Date 1N |z|
Disc Date I |z|

Amount 0.00 Discount % 0.00 | g 0.00

GL Account Account Name Amount Description Report Code Job JobId -
& = 1 ) |

— |
=

m 2

Job Cost Code Change Order Cost Type

Credit Card Account | 2950 Credit Card Suspense Total 0.00

Mew

' .
4 Caution It is important to enter the same date, transaction number, and Credit

Card as the original credit card transaction processed in the prior system.

Y Tip Full details about the Vendor Payments by Credit Card process is available in




BB-314

Payable Payments by Credit Card

This section covers one type of credit card payment: Payable Payments by Credit Card. Although credit card payments
are for existing vendors for whom invoices has been received and entered into BIS®; in this instance they are used to
enter payments by credit card in which the invoices were entered as Beginning Balances between the Transition Date

and the Current Date.

Modular Menu Access

AP | Payment by Credit Card | Payable Payments by Credit Card

Standard Menu Access

Transactions | Payment by Credit Card | Payable Payments by Credit Card

Transitional Records

Initial access to payable payment by credit card from the menu opens the Payable Payments by Credit Card — New
form. This form is used to enter new vendor payment information. However, access to a new form when another
vendor payment record is on the screen only requires pressing Ctrl+N or using the New [ icon on the toolbar. The

system will ask if any changes to the record should be saved.

Figure: BB-223

= Payable Payments by Credit Card - New EI@
Paya_ble Payments by | e [ o |
Credit Card — New screen : :
Transaction Number Internal Invoice Number 12994038
form. Transaction Date i E| [CJon Hold for Payment
Credit Card Code @ Reference Number
Payment Terms @
Vendor Id @
Due Date I |z|
Amount 0.00 Disc Date i B3]
Discount % 0.00 | § 0.00
Invoice Mumber Invoice Date Invoice Amt  Retention Discount AmtPaid AmtDue NetDue AmttoPay =
=

A Caution

I <
AP Account  Account Name

Credit Card Account | 2950

Invoice Date Due Date

Discount Date

i i i

Credit Card Suspenze

Total

*

Discount Amt
0.00

0.00

Mew

It is important to enter the same date, transaction number, and Credit
Card as the original credit card transaction processed in the prior system.

L Tip

Full details about the Payable Payments by Credit Card process is available in

Beginning Balances
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Manual Payroll Checks

The Payroll Manual Checks option is used to enter the transitional payroll in BIS®. All checks run using the Print
Payroll Checks option will appear in this file once posted. The Main tab records basic information related to the check
written.

. The Payroll Manual Checks form optionally calculates Federal and State
A Caution | taxes. However, for the transitional entries ,these amounts should match
those produced by the prior system and entered manually on the Totals

Modular Menu Access
Payroll | Manual Payroll Checks

Standard Menu Access
Transactions | Cash Disbursements | Payroll Checks

Transitional Records

Initial access to manual (or cash disbursements) payroll checks from the menu opens the Payroll Checks - New form.
This form is used to enter new payroll check information. However, access to a new form when another payroll check
record is on the screen only requires pressing Ctrl+N or use the New icon J on the toolbar. The system will be ask
if any changes to the record should be saved.

The Payroll Manual Checks option allows recording transitional payroll checks process in the prior system between
the Transition Date and the Current Date. Single paychecks can also be printed on plain paper or saved

L Tip

There are some differences between the screen forms for hourly and salaried
employees. The first section deals with hourly employees. Differences for

The Main tab records information related to the check written. BIS® ensures that there is a clear audit trail for all
checks entered. As each entry is made, BIS® automatically updates the cash disbursements journal, the general ledger
and the financial statements. Immediately after entering one or more checks, the results of the transaction can be seen
by viewing or printing the cash disbursements journal, the general ledger, or any financial statements. All checks
entered are included in each report.

' .
4 Caution It is vital to enter the same dates, hours, and other data as was processed

on the original payroll check transaction processed in the prior system.

Y Tip Full details about the manual Payroll Check process is available in the Payroll
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Equipment Transactions

The next module to receive transitional input will be Equipment. The entries will include transactions involving
equipment usage between the Transition Date and the Current Date. Full details about using Equipment module will
be found in the Accounts Payable Module Reference Manual. The Equipment Transactions option is used to enter
transaction information for company-owned equipment that is used on jobs.

Modular Menu Access
Equipment | Equipment Transactions

Standard Menu Access
Transactions | Equipment Transactions

Transitional Record

Initial access to Equipment Transactions from the menu opens the Equipment Transactions - New form. This form
is used to enter new Equipment Transaction information. However, access to a new form when another Equipment
Transaction record is on the screen only requires pressing Ctrl+N or using the New icon [d on the toolbar. The system
will ask if any changes to the record should be saved.

The Equipment Transaction function is used here to record transitional equipment transaction that was entered in the
prior system between the Transition Date and the Current Date and that must be applied to a job for customer.

' .
4 Caution It is important to enter the equipment number, same date, job number,

Y Tip Full details about the Equipment Transaction process is available in the
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Inventory Adjustments

The next module to receive transitional input will be Inventory. The entries will include transactions involving
Inventory usage between the Transition Date and the Current Date. Full details about using Inventory module will be
found in the Inventory Module Reference Manual. The Inventory Adjustments option is used to enter transaction
information for company inventory that is used on jobs.

The Inventory Adjustments option is used to make adjustments to the inventory information that is maintained with
the Inventory module. BIS® tracks the items that are entered using the Inventory Items form through transactions that
deal with these items, such as Sales Orders, Customer Invoices, Purchase Orders and Vendor Invoices.

Modular Menu Access
IV | Inventory Adjustments

Standard Menu Access
Transactions | Inventory Adjustments

Transitional Record

Initial access to inventory adjustments from the menu opens the Inventory Adjustments - New form. This form is used
to enter new inventory adjustment information. However, access to a new form when another inventory adjustment
record is on the screen only requires pressing Ctrl+N or using the New L1 icon on the toolbar. The system will ask if
any changes to the record should be saved.

The Inventory Adjustments file records all pertinent information related to Inventory Adjustments. The information
recorded on these tabs is used throughout BIS® whenever a vendor invoice is referenced in other transactions or in
reports. The Main tab records detailed information about this inventory adjustment.

Figure: BB-224 =1 Tnventory Adjustments - 1502001 - 02/13¥¥ =
Sar_nple Inven_tory Hain [ 1a Account | otes |

Adjustment ain tab screen | | . comentimeer 1502001

form. Adjustment Date 02/13/ v

Description

GL Account  Item # Qty Unit Cost Amount Description Report Code Job JobId Job N
5015 EA1 6.00|50.91292  305.48 Steel |... 020

I I I B £

| K G

GL Account Item Description Item Type Job Cost Type

Cost of Contracts-Materi  Steel Box 1020 Material

©On Hand Last Unit Cost Preferred Unit Cost Average Unit Cost Cost Code Change Order
20.00 50.00000 60.00000 50.91292 06100

Inventory Account 1300 Inventory Total 305.48

Closed

The Inventory Adjustment transaction function is used here to record transitional inventory transactions that were
entered in the prior system between the Transition Date and the Current Date and that must be applied to a job for
customer.

A Caution

It is important to enter the equipment number, same date, job number,

Y Tip Full details about the Equipment Transaction process is available in the
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Invoices from Beginning Balance Sales Orders

If Beginning Balance sales order were created, and those Sales Orders were invoiced during the Transition Period,
BIS® should create a sales or contract invoice from that sales order. Depending upon whether a job number is included
in the sales order, BIS® will create either a sales invoice (without a job number) or a contract invoice (including a job
number). Once the Beginning Balance sales order is converted, the data is no longer stored in the Sales Orders file
and cannot be viewed and edited there. The new invoice must be located in the appropriate invoice file to be viewed,
edited or printed.

Modular Menu Access
Accounts Receivable | Customer Invoices | Invoices from Sales Orders

Standard Menu Access
Transactions | Customer Invoices | Invoices from Sales Orders

Figure: BB-225 |=3] Invaice from Sales Orders =) ==l
Invoice from Sales Orders :
: iPrint by Order Number!
Screer.] form, ShOWIng the - P::tb:c;szm:rmN;nrﬁber Default Unit Cost to transfer COGS | Average Cost [ = |
selection of Default Unit Print by Ship Date
Cost to transfer to COGS. [ Al Orders
Beginning Order Number 1001 @ Coo3
Ending Crder Mumber 1004 @ cooz
First Invoice Mumber 1026
Invoice Date 02/24/¥Y |z|
Session Date 02/24) %7 ||
|| Print Standard Message
Output | User Laser ARMOD [=]
COGS ‘ | Convert | | Close

' Ll
4 Caution It is vital to enter the same dates, hours, and other data as was processed

on the original invoice transaction processed in the prior system. The

Y Tip Full details about the Invoice from Sales Order process is available in the




Beginning Balances BB-319

Sales Orders

Any sales order created between the Transition Date and the Current Date should be used recorded. Once the actual
sale is completed, the sales order can be converted into an invoice using the Invoices from Sales Orders option,
avoiding the need to reenter the required information. Depending upon whether a job number is included in the sales
order, BIS® will create either a sales invoice (without a job number) or a contract invoice (that includes a job number).

v Tlp When a sales order is converted into an invoice, the data is no longer stored in
the sales order file and cannot be viewed or edited there. The new invoice
must be located in the appropriate file (Sales Invoices or Contract Invoices) to
be viewed, edited or printed.

A Sales Order can be used for sales of inventory or services. However, only inventory sales will be posted to the job
record to account for Cost of Goods Sold (COGS).

Modular Menu Access
Accounts Receivable | Sales Orders

Standard Menu Access
Transactions | Sales Orders

Transitional Record

Initial access to sales orders from the menu opens the Sales Orders - New form. This form is used to enter transitional
sales order information. However, access to a new form when another sales order record is on the screen only requires
pressing Ctrl+N or use the New | icon on the toolbar. The system will ask, if any changes to the record should be
saved.

The Sales Order function is used here to record transitional orders for an inventory item that will be supplied to a
customer that was entered in the prior system between the Transition Date and the Current Date. Alternatively, it can
be used to record sales of services during the Transition period that will be provided to a customer. The Main tab
records basic information related to the sales order written.

' .
4 Caution It is important to enter the Sales Order number, same date, job number,

and other details as the original Sales Order the prior system. The Sales

Y Tip Full details about the Sales Order process is available in the Accounts Receivable
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Customer Invoices

Any customer invoice created between the Transition Date and the Current Date should be used recorded. BIS® allows
two types of customer invoices to be recorded: sales invoices and contract invoices. If a sales order was used to record
the order initially, the sales order should be converted to an invoice to avoiding reentering invoice information. Once
an invoice has been created, it can be modified or deleted as long as no payment has been received against the invoice.
Contract invoices created automatically by an application for payment cannot be modified or deleted. Invoices can
be previewed and printed using these tools on the main tool bar.

Modular Menu Access
Accounts Receivable | Customer Invoices

Standard Menu Access
Transactions | Customer Invoices

Contract Invoices
The Contract Invoices option is used to record transitional job-related invoices. A job number is required in creating
a contract invoice. For non-contract transitional invoices, use the Sales Invoices option.

If a sales order was completed, it can be converted into an invoice using the Invoices from Sales Orders option,
avoiding the need to reenter the required information. Depending upon whether a job number is included in the sales
order, BIS® will create either a sales invoice (without a job number) or a contract invoice (that includes a job number).

Modular Menu Access
Accounts Receivable | Customer Invoices | Contract Invoices

Standard Menu Access
Transactions | Customer Invoices | Contract Invoices

Transitional Record

Initial access to contract invoices from the menu opens the Contract Invoices - New form. This form is used to enter
new contract invoice information. However, access to a new form when another contract invoice record is on the
screen only requires pressing Ctrl+N or using the New [ icon on the toolbar. The System will ask if any changes
to the record should be saved.

The Contract Invoice function is used here to record transitional contract invoices that will be applied to a job for
customer whose contract invoices was entered in the prior system between the Transition Date and the Current Date.

' .
4 Caution It is important to enter the contract invoice number, same date, job

number, and other details as the original Contract Invoice from the prior

Y Tip Full details about the Contract Invoice process is available in the Accounts
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Sales Invoices

The Sales Invoices option is used to record transitional invoices for the sales of inventory items that are not related
to a job. For job-related transitional billing, use the Contract Invoices form. If a sales order was completed, it can be
converted into an invoice using the Invoices from Sales Orders option.

Modular Menu Access
Accounts Receivable | Customer Invoices | Sales Invoices

Standard Menu Access
Transactions | Customer Invoices | Sales Invoices

Transitional Record

Initial access to contract invoices from the menu opens the Sales Invoices - New form. This form is used to enter new
sales invoice information. However, access to a new form when another sales invoice record is on the screen only
requires pressing Ctrl+N or using the New L1 icon on the toolbar. The system will ask if any changes to the record
should be saved.

The Sales Invoice function is used here to record transitional invoices for the sales of inventory items that are not
related to a job, for customer whose sales invoice was entered in the prior system between the Transition Date and
the Current Date.

' .
4 Caution It is important to enter the sales invoice number, same date, job number,

and other details as the original Sales Invoice from the prior system. The

Y Tip Full details about the Contract Invoice process is available in the Accounts
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Schedule of Values

Any application for payment created between the Transition Date and the Current Date should be used recorded. Once
the actual application for payment is posted, the application can be posted to an invoice, avoiding the need to reenter
the required information.

The Schedule of Values contains information pertaining to a specific job that will be used for billing, including; the
description of work, the total amount to bill, any previously billed amount, work in place, stored materials, total
completed and stored, percentage complete, balance to complete, and the retention.

Modular Menu Access
JB | Schedule of Values

Standard Menu Access
Job | Schedule of Values | Schedule of Values

Original Contract Tab

The original Schedule of Values information for each job is maintained through the Original Contract tab. Line items
are added using the Insert button and can be removed by selecting the line item to be removed and clicking the Delete
button. To edit any of the line items viewed, double-click on the line item to open the Schedule of Values data entry
form. To view or edit Schedule of Values information pertaining to change orders, click on the Change Order tab of
the screen form.

Figure: BB-226 =7 Schedule of Values - 1000 Pacific View Apartments = [
Schedule of Values screen o]
L. JUT! O lghange Orders || Totals |
form Original Contract tab. | | §
Biling Code Description Scheduled  Prev, App. Workin Place Stored Materials % Completed Total Completed  »
» 1000 General Requirements 99,000.00 7,398.29 0.00 0.00 7.47 7,398.29|
| |1100 Sitework 160,850.00) 101,327.05 0.00 0.00 62.99 101,327.05
| | 1200 Foundation 51,819.00 5,325.65 0.00 0.00 10.28 5,325.65
| |1300 Framing 285,325.00| 37,933.50 0.00 0.00 13.29 37,933.50
| | 1400 Insulation 54,337.50 0.00 0.00 0.00 0.00 0.00
| |1500 Doors & Windows 65,775.00 0.00 0.00 0.00 0.00 0.00
| | 1700 Drywall 169,850.00 0.00 0.00 0.00 0.00 0.00
| | 1800 Electrical 279,055.00 0.00 0.00 0.00 0.00 0.00
| | 1500 Plumbing 158,897.00 0.00 0.00 0.00 0.00 0.00
| |2000 Painting 74,175.00 0.00 0.00 0.00 0.00 0.00
| |2100 Finish Carpentry 140,775.00 0.00 0.00 0.00 0.00 0.00
| |2200 Carpeting 60,375.00 0.00 0.00 0.00 0.00 0.00
1 b
Edit % Completed Column ‘ I Insert ‘ I Delete

Insert Button
To add a new record to the Schedule of Values, click on the Insert button.
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Schedule of Values — Original Contract
When the Insert Button is pressed, the Schedule of Values — Original Contract screen appears.

Screen Form — Transitional Billing Entries

Initial access to schedule of values billing entries from Original Contract screen opens the Billing Code form. This
form is used to enter transitional contract invoice information. The Billing function is used here to record transitional
job billing that will be applied to a job for customer whose billing was entered in the prior system between the
Transition Date and the Current Date.

' .
& Caution It is important to enter the contract job billing, same date, job number,

and other details as the original Job Billing from the prior system. The
Job Billing Application for Payment and Schedule of Values can be

Y Tip Full details about the Job Billing process is available in the Job Billing Module

Cost Plus

The Cost Plus form is used to apply job expenditures to the Schedule of Values with an appropriate markup. The form
displays all incurred costs pertaining to the job selected. If users access the form from a contract line item, only the
costs for that cost code will be displayed. Items are marked for inclusion in the Schedule of Values by checking the
box for that item in the Tag column so that a checkmark appears.

Modular Menu Access
JB | Schedule of Values | Schedule of Values Line Item | Cost Plus Button

Standard Menu Access
Job | Schedule of Values | Schedule of Values Line Item | Cost Plus Button
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L Tip

The job cost
files are related
to other job
records in the
following
manner:

Project expenditures are posted to the job cost file from a transaction record
using the Job Cost screen.

Job Cost Record
Maintained by Cost Code. Costs are categorized by type (Labor, materials,

Job Master Record
Indicates whether markups are added prior to billing. Markup percentages are
determined by job cost type.

Job Budget
Maintained by Cost Code. Each budget item is assigned a billing code relating
it to the corresponding item in the Schedule of Values. Several cost codes may

Schedule of Values
Maintained by billing codes. BIS® adds the costs selected plus the
corresponding markup to the correct billing code items to update the Schedule
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Change Order Tab

The Schedule of Values information for job change orders is maintained through the Change Orders tab. The tab
displays all Schedule of Values line items by change order number. Each line item contains information on the total
scheduled amount, the total amount billed on previous applications for payment, the present billing amount for work
in place and stored materials, and total completed, both as a percentage and a dollar amount.

g Tlp BIS® tracks 3 different types of Change Orders: Budget, Schedule of Values, and
Subcontracts. Those change orders may or may not be present in a job. A
customer requested change (to the Schedule of Values) will probably require a
Budget Change Order. A Budget Change Order may require a new Subcontract

To edit any of the line items viewed, double-click on the line item to open the Schedule of Values — Change Orders
data entry form. To view or edit Schedule of Values information pertaining to the original contract, click on the
Original Contract tab of the form.

Screen Buttons
Insert Button

Line items are added using the Insert button. More information about the sub form that appears is in the following
section.

Figure: BB-227 =7 Schedule of Values - 1000 Pacific View Apartments =N
Job Billing Schedule of i Toes]
Values screen form - i
Change Order tab Change Order Description Scheduled Amt  Amt Prev. Application  AmtWorkin Place  Stored Mab »
M 100 Change Order 100 45,420.00 0.00 0.00 U.DUl
|_< 1 3
Edit % Completed Column | I Insert | I Delete

Change Order Screen Form — Transitional Entries

When the Insert Button is selected, the Schedule of Values — Change Order form appears. This form is used to enter
transitional contract invoice information. The Billing function is used here to record transitional job billing that will
be applied to a job for customer whose billing was entered in the prior system between the Transition Date and the
Current Date.
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L Tip

Full details about the Job Billing Change Order process is available in the Job

Figure: BB-228

Schedule of Values -
Change Order screen form
for an ongoing job and

change order.

=7 Schedule of Values - Change Order - 1000

Job Mumber 1000 Padfic View Apartments

Change Order 100 | Change Order 100

Scheduled Value 45,420.00 Qlympic Pool

Previous Application 0.00

Work in Place 0,00 Cost Plus

Stored Materials 0.00

Total Completed 0.00 Cost Plus Percent Completed

Balance to Finish 45,420.00

Retention % Work Completed 0.0000 Retention Amt Wark in Place
Retention % Stored Materials 0.0000 Retention Amt Stored Materials
Date Entered or Approved 03/01/vY |z| Total Retention

Change Order Summary
Olympic Pool 100m x 50 m, with high diving board.

2 =

[ Extended Description

~

0.00

0.00
0.00

Save |l

()] Q)]

Close

|

Undo

A Caution

It is important to enter the contract job billing change orders, same date,
job number, and other details as the original Job Billing from the prior
system. The Job Billing Application for Payment and Schedule of Values

L Tip

Full details about the Job Billing Change Order process is available in the Job

A Caution

It is important to enter the contract job billing change orders, same date,
job number, and other details as the original Job Billing from the prior
system. The Job Billing Application for Payment and Schedule of Values
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Reviewing Job Schedule of Values’ Transitional Entries

This section covers a report available for job schedule of values. Access to specific reports begins with the Query
screen that enable selecting the particular variation needed. This report is available in Detail type only. Most reports
offer the ability to select an “Order By” setting, and often have several choices of fields for that choice. Additionally,
most reports have a variety of Options allow certain elements to show or not on the report. Finally, most reports offer
a listing of fields that can allow a refined selection of data.

Schedule of Values
The Schedule of Values report displays the current schedule of values information for jobs. At this stage, this report
is not used to review prior billing.

Access to Schedule of Values
Module Menu with Reports Group
Job Billing | Reports | Schedule of Values

Module Menu with Reports List
Job Billing | Schedule of Values

Standard Menu
Reports | Job | Schedule of Values

Report Types

Detail

The Schedule of Values report displays the current schedule of values information for billing. The report should not
be confused with the computer or AIA® styles of Schedule of Values available from the Application for Payment
menu.

Order By Options Fields
*  Job Number + Show Report Criteria * Job Number
» Active Jobs
 Inactive Jobs
* Completed Jobs
* Show Extended Descriptions
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Schedule of Values — Detail Report
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Apply Customer Deposits Transitional Entries

Any Customer Deposit that was applied to Customer Billing between the Transition Date and the Current Date should
be used recorded. The Apply Customer Deposits form permits one or more transitional customer deposits to be
selected and applied to invoices that show a balance due.

Modular Menu Access
Accounts Receivable | Apply Customer Deposits

Standard Menu Access
Transactions | Apply Customer Deposits

Transitional Record

Initial access to contract invoices from the menu opens the Apply Customer Deposits - New form. Access to a new
form when another Apply Customer Deposit record is on the screen only requires pressing Ctrl+N or using the New
icon on the toolbar. The system will ask if any changes to the record should be saved.

Main Tab
The Apply Customer Deposits form permits one or more customer deposits to be selected and applied to invoices that
show a balance due.

Figure: BB-230 [ Apply Customer Deposits - 15022401 - 02/24/YY (=N R
Apply customer INVOICeS | | wan | a0 accoum | otes
. . | o
Sample Main tab showmg Q| | appicd Deposit = 15022401
completed form. Date 0224fvY
Customer Id ooz Harman Brothers Customer Type | Open Item
Description
Amount 10,000.00
Deposit #  Invoice # Invoice Amt Amt to Pay Disc Amt Description Report Code Job Deposit
01 [  1022[:] 14,400.00 10,000.00]  0.00 [&I=] i 25,000.00
@ Remaining 15,000.00

Invoice
Disc Date 02/20/YY
Due Date 03/12fvY
Disc Allowed 288.00
Amount Due 14,400.00
Remaining 4,400.00

=T T T T T T T T T Ts

. »

CR Account Account Mame Terms Job Application
1110 Accounts Receivable-Trad: 1020

Deposit Account | 2060 Customer Deposits Total 10,000.00

Closed

' .
& Caution It is important to enter the Apply Customer Deposits information with the

same date, job number, and other details as the original Job Billing from
the prior system. The Job Billing Application for Payment and Schedule

Y Tip Full details about the Apply Customer Deposits process is available in the
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Reviewing Apply Deposits’ Transitional Entries

This section covers a report available for applied deposits. Access to specific reports begins with the Query screen
that enable selecting the particular variation needed. This report is available in Detail type only. Most reports offer
the ability to select an “Order By” setting, and often have several choices of fields for that choice. Additionally, most
reports have a variety of Options allow certain elements to show or not on the report. Finally, most reports offer a
listing of fields that can allow a refined selection of data.

Applied Deposits Journal
The Applied Deposits Journal report creates a listing of customer deposits on file that have been applied fully or
partially to customer invoices.

Access to Applied Deposit Journal
Module Menu with Reports Group
AR | Reports | Applied Deposits Journal

Module Menu with Reports List
AR | Applied Deposits Journal

Standard Menu
Reports | Accounts Receivable | Applied Deposits Journal

Report Types

Summary

The Applied Deposits Journal Summary Report displays: the account number and name, deposit date, deposit number,
customer Id and name, deposit description, amount applied, monthly totals, and list total.

Detail
The Applied Deposits Journal Detail Report also lists the invoices to which the deposit was applied, including account
number and name, line item description, invoice number, and amount applied to invoice.

Order By Options Fields

* Date » Show Report Criteria * Date

* Session Date * Reversing Entries * Applied Deposit #
* Show check Notes » Customer Id
» Show GL Extended Description » Session Date

e Show User Id
e Case Sensitive

General Ledger Account
Enter the General Ledger account to be displayed in this report.
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Applied Deposits Journal — Summary Report

Applied Deposits Journal

Best Construction Company

Summary Report - Account 2060, Customer Deposits Page 1
Date Deposit#  Customer Ild Customer Name Session Amount
02/24ivy 15022401 002 Harmon Brothers 02i24vy 10,000.00
Apply Deposits Listed for February 10,000.00

Total Apply Deposits Listed 10,000.00

Figure: BB-231

Applied Deposits Journal — Summary Report showing Customer Deposits GL account.

Accounts Receivable Journal — Detail Report

Applied Deposits Journal
Detail Report - Account 2060, Customer Deposits

Best Construction Company

Page 1

Date Deposit#  Customer Id Customer Name Session
GL Account Account Name Description Invoice# Amount

02/2415 15022401 CO02 Harmaon Brothers 02/24M5
1110 Accounts Receivable-Trade 1022 10,000.00
Apply Deposits Total 10,000.00
Apply Deposits Listed for February 10,000.00
Total Apply Deposits Listed 10,000.00

Figure: BB-232 Apply Deposits Journal — Detail Report showing Customer Deposits GL account.
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Applied Deposits List
The Apply Deposits List report creates a listing of customer deposits on file that have been applied fully or partially
to customer invoices.

Access to Applied Deposit List
Module Menu with Reports Group
AR | Reports | Applied Deposits List

Module Menu with Reports List
AR | Applied Deposits List

Standard Menu
Reports | Accounts Receivable | Applied Deposits List

Report Types

Detail

The Applied Deposits List Detail Report displays the date applied, deposit number, customer Id and name, posting account
number, deposit description, amount applied and total deposits applied.

Order By Options Fields

» Applied Deposit # » Show Report Criteria » Applied Deposit #
* Date *  Subtotals * Date

» Customer Id »  Case Sensitive  Customer Id

* Amount * Amount

* Description * Description

» Session Date » Session Date
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Applied Deposits List — Detail Report

Best Construction Company
Applied Deposits List

Detail Report Page 1
Date  AD# Customer |d Customer Name GL Account Description Amount
02/24ivy 15022401 C002 Harmon Brothers 2060 10,000.00
Total of Apply Deposit Listed 10,000.00

Figure: BB-233 Apply Deposits List — Detail Report, showing Subtotals.
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Appendix

Chart of Accounts
Please read this section before beginning Installation.

The Chart of Accounts is a listing of all the categories to which a business will record its assets, liabilities, revenues
and expenses. BIS® makes these accounts easy to maintain and offers a visual representation of the accounts, as seen
in the tree structure on the left portion of the screen. BIS® follows generally accepted accounting principles (GAAP)
in financial reporting. When the company disburses or receives money, the transaction amount(s) must be assigned
to one or more of the accounts in the Chart of Accounts. Since BIS® maintains double-entry books, total debit amounts
always equal the total of the credit amounts for each entry. The financial statements and general ledger show the
results of these transactions. The Chart of Accounts can contain as many accounts as necessary. It is usually better
to start building the Chart of Accounts with frequently used accounts and add new accounts as needed, rather than
starting with many accounts that may not be used.

At the time a company is created, BIS® provides an option of loading a sample Chart of Accounts, although the Chart
of Accounts can also be created from scratch. Many companies find that the simplest procedure is to use the BIS®
sample Chart of Accounts initially, then modify it as the need arises.

Choosing or Creating a Chart of Accounts

BIS® provides two optional sample charts of accounts that are available when BIS® is installed. Users may choose to
use the one of the optional sample charts of accounts provided with BIS®, create one from scratch, or modify the
selected BIS® sample chart of accounts.

Each new user should decide what is best to meet the specific needs of the business. Many individuals find that the
simplest procedure is to use the BIS® sample chart of accounts initially, then modify it as the need arises.

If departmentalizing or consolidating financial statements to reflect the operations of the company structure, the chart
of accounts should use at least five digits, preferably six or more digits as needed. The Chart of Accounts can have
up to 10 digits.

The chart of accounts can contain as many accounts as necessary. It is usually better to start building a chart of
accounts with frequently-used accounts and add new accounts as needed, rather than starting with numerous accounts

that may not be used.

New users should read the entire section before choosing or creating a chart of accounts. BIS® handles the chart of
accounts in a powerful and flexible way.

Account types (including Description, Transaction, and Result), the use of account numbers, and other items involved
may not be immediately obvious if BIS® is the first computer accounting package.

The order in which each account is listed is determined by its account number.

Y Tip Review the Appendix to this manual and read the Installation Manual when
establishing a new company’s records.
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Modular Menu Access
Financials | Chart of Accounts

Standard Menu Access
List | Chart of Accounts

The Chart of Accounts is a listing of all the categories to which a business will record its assets, liabilities, revenues
and expenses. BIS® makes these accounts easy to maintain and offers a visual representation of the accounts, as seen
in the tree structure on the left portion of the screen.

Figure: BB-234 = Chart of Accounts ==
Chart of Accounts screen
f I =0 1000 - Assets S oy
orm sample. =3 1001 - Current Assets = N
@ 1010 - Cash AccountMame  Cash
H [J 1015 - Petty Cash Total Tite Total Cash
i [0 1020 - Cash In Bank Account Type Description [+]
:-[J 1030 - Cash In Bank-Savings Job Cost Type Mone
.[J 1040 - Cash In Bank-Money Market Cash Flow Option
=] D 1100 - Accounts Receivable Account Alignment Left lz‘
: [0 1110 - Accounts Receivable-Trade Blank Lines Before 0

[0 1120 - Accounts Receivable-Retention
[0 1130 - Accounts Receivable-Other
L.[0 1140 - Accounts Receivable Suspense

Description Summary Account | 1001

Parent Consolidation Account

.. 1200 - OverfUnder Bilings Bank Account [] starts on a New Page
- [0 1300 - Inventary [ scheduled Account |] tnactive Account
.- [0 1350 - Allowance For Bad Debt
=2 1400 - Other Current Assets Department
1 e e e ¥
4 1 3
= o[

| Account || Subaccount ” Insert H Delete I

Edit

Account

This field is used to record the number of the selected account. The length of the account numbers was determined
at the time the company was created and can only be changed by using the Change Length of Chart of Accounts option
on the Administrator menu. (See the Appendix for further information.) Please note that the Account title is a
hyperlink field as well as the description of the information to be entered.

If the company will departmentalize or consolidate financial statements, an account number consisting of at least five
digits is recommended. The Chart of Accounts can have up to 10 digits.
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A common practice is to assign account numbers as follows:

Account Type Beginning Ending
Assets 1000 1999
Liabilities 2000 2999
Equity 3000 3999
Income 4000 4999

Cost of Sales 5000 5999
Operating Expenses 6000 9999

The system can expand the account number system by entering a segment for jobs, branches, or departments. These
codes can take up one or more digits at the right of the account number.

Account Name

This field is used to record the name or description of the account. The entry can be any combination of letters and
numbers up to 40 characters in length. The account description should provide a general description of the transactions
that will be applied to the account.

Total Title
This field is used to records the title to be used on the totaling line in financial statements, journals, and other reports
that reference the Chart of Accounts. The field is an alphanumeric field and is limited to 30 characters.

Account Type
This field displays the current account's type and provides a list of account types to select from. Click on the drop
down control to select an option from the list. There are three account types from which to choose.

Description
This account type is used to describe the group of subaccounts it contains. A Description account is assigned a number
merely to control where it will appear in the financial statements. Transactions cannot be posted to the type of account.

A Caution | ¢ Do not use letters, decimal points, hyphens, commas or other symbols
within the account number.

4 Do not begin any account number with a zero.

¢ Carefully plan the numbers assigned for the Chart of Accounts,
especially if using departments, branches or jobs.

4 Be careful not to use any account until reasonably sure the account
number for that account is set and not likely to change.

4 Once any activity has been posted to an account, that account number
cannot be changed or deleted until the books for the year are closed.
Therefore, to obtain a copy of any reports without the new account, print
those reports before entering any transactions affecting the new account.

Transaction
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This account type shows the debits and credits resulting from activity. These are the only accounts to which
transactions can be posted and are the most common account type.

Result
This account type shows the result of all transaction accounts. Accounts of this type do not show individual
transactions, but show the results of all transactions.

A Caution There should be only one Result account in the entire Chart of

Job Cost Type

This field displays the current account's Job Cost type and provides a selection of Job Cost types from which to
choose. Click on the drop down control to select an option from the list. The available Job Cost categories are
Contract, Labor, Material, Subcontract, and Other. When transactions are posted to an account with one of these types,
an option will be provided to apply the transaction amount to a specific job's Job Cost records.
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Cash Flow Option

This field displays the current account's cash flow type and provides a selection of cash flow types to be used for
report purposes. Click on the drop down control to select an option from the list. To print the Statement of Cash Flow
when printing Financial Statements, the formatting options for cash flow must first be entered for each account that
will affect the statement.

Y Tip Cash flow format options apply to transaction accounts only.

Account Alignment
This field provides a selection of alignment options for the financial statements and reports. Click on the drop down
control to select an option from the list. Alignment options are Left, Right, and Center.

Blank Lines Before

This option provides a selection for the number of blank lines to be printed before the account title in financial
statements. Enter the number of blank lines desired, or use the spin button to cycle up or down through the selection
range.

Description Summary Account
This field displays the Description summary account number of the current account

Parent Consolidation Account

If the selected company is designated as a subsidiary, the financial data can be consolidated into a parent company.
This process can be done whether the company is a true subsidiary, or whether different work sites are treated as
subsidiaries. The consolidation account field tells BIS® to what account in the parent company the totals of the selected
account should be copied. The field is initially blank and grayed out unless the company is listed as a Subsidiary in
System Wide Parameters. If the company is a Subsidiary, the presumed default Parent Consolidation Account is the
same account number as the Subsidiary. The number needs to be changed only if the Chart of Accounts of the Parent
is different, and if so must specifically list the Parent's account number(s). See the section on Consolidated
Maintenance and the Appendix for more information.

Y Tlp The mapping of the Transaction accounts in the subsidiary to the transaction

Bank Account
When the option is selected, the account is designated as a bank account. The option is grayed out if the account is
a Description or Result account.

Schedule Account
When the option is selected, the account will not appear on financial statements, although the amount will be added
to the total and subtotal amounts. The option is activated when a checkmark appears in the box.

Starts on a New Page
This option starts a new page for the account in all financial statements and reports. The option is activated when a
checkmark appears in the box.

Inactive Account
This feature provides an option to render the account inactive. Toggle the control on and off by clicking on it. The
option is activated when a checkmark appears in the box.
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Department

This field records the department code assigned to the account. The department codes are maintained in the
Departments form, which can be reached by clicking the data hyperlink. The department code may be typed or entered
using the Find tool. See How to Set Up Payroll Departments to departmentalize payroll files.

Classification

This field displays the current account's classification (assets, liabilities, equity, etc.) and provides a list of account
types from which to select. Click on the drop down control to select an option from the list. The classification can only
be changed for root accounts. All child accounts will be assigned the same classification as the parent.

Chart of Account Buttons
The Chart of Accounts form has some additional buttons that control the appearance editing of the accounts.

Exr and All
This button expands all branches of the account number tree structure.

Collapse All
This button collapses all branches of the account number tree structure.

Display Account Number
This button toggles the display of account numbers on and off in the Chart of Accounts tree structure display.

Find/Search
This button opens a Find dialog box based upon contents of the currently active file.

Budget
This option displays and records the monthly budget for the account selected on the tree structure.

Balance
This button calculates and displays the monthly balance for the account selected on the tree structure.

Account
This button adds an account below the one currently selected on the tree structure.

Subaccount
This button adds a Subaccount to the account currently-selected Description account on the tree structure. If other sub-
accounts exist, the new one will be added as the last account.

Insert Account
This button inserts an account above the one currently selected on the tree structure.

Delete Account
This button deletes the currently-selected account on the tree structure.

Save
This button saves the currently-selected database or file.

Close
This button closes the currently opened form and eliminates any data that has been changed since the last save.
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