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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.

Throughout the manual, the terms process and activity are generally used interchangeably.

A Caution These boxes contain warnings about things that MUST checked, or of items
to be aware, before proceeding. In many cases, the advice is to check with the
company C.P.A. or other tax advisor.

Y Tlp Tips offer you 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
SC | Subcontracts
This represents access to Subcontracts from the Module menu.

Standard Menu Access
Job | Subcontracts
This represents access to Subcontracts from the Standard menu.

Here are examples accesses to a report from different menus:

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

In some instances, individual screen buttons are shown in the text, such as the Magnifying Glass [<[icon. The
Subcontract Control module is often referred to as SC.
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Section 1 — Overview

The Subcontract Control module enables users to enter subcontract information into a master file. The
Subcontract Control module allows specific job tasks assigned to subcontractors to be tracked. Information
about the cost code, vendor, subcontract amount, the contract retention percentage, the person in charge,
preliminary notice information, change orders, change order retention percentage, and back charges are
tracked in this module.

A Caution The Subcontract module requires the use of the Job Cost and the Accounts
Payable modules.

NV Tlp The Subcontract functionality is only available if the Subcontract module is installed.

The information maintained through this option includes:

® Cost Code B Percent Completed ® W/C Expiration Date
® Vendor Id Amount ® Liability Insurance Expiration
® Budget Change Order ®m Retention Percent B Preliminary Notice Information
B Subcontract Amount B Retention Amount ® Notes
® Completed ® Work Completed Date ® Change Order Detail

m Contact Name m Backcharge Detail

In addition, this module allows the user to enter other subcontract information, including the name of the
person in charge, preliminary notice information, and more. Subcontracts are entered for cost codes within
ajob. Subcontractors must first be assigned a vendor number through option "Add Vendor Information" on
the Accounts Payable menu.
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Section 2 — Subcontract

Use this option to maintain and track subcontracts for current jobs. The subcontract information for a job is
entered, revised, deleted, and added to a job through this option.

Modular Menu Access
SC | Subcontracts

Standard Menu Access
Job | Subcontracts

The items on this screen are for display only and can be used to select the job for which Subcontract
information will be viewed or updated. The job information viewed on the Job tab is maintained in the Job
Maintenance form from the Job Menu.

Figure: SC'1 | = Subcontracts - 1000 Pacific View Apartments EI@ -
Subcontracts screen form

Job tab showmg sample | Subcontracts ” Change Orders ” Backcharges
job display data. (This data | Zbtumber b
. Job Mame Pacific View Apartments

can Only be altered in the Street Address 1 1800 Pacific Avenue
Job Master Record.) Street Address 2

City Pismo Beach

State CA || California

Zip Code 93448

Telephone (B05)543-7000

Fax (805)534-1595

Contract For New Construction

Contract Date 0101/ yyyy

Project Manager Mike Jarvis

SQ.FT. of Buiding 16,000

Editing an Existing Record

The list of jobs that have subcontracts can be viewed by clicking on the Magnifying Glass icon [2] (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: SC-2 =] Subcontracts IZ!@

Subcontracts Find/Search

screen form. Search for
Search in Job lz‘
Condition Begin with lz‘
Status All lz‘ [7] case Sensitive
Job Job Name Sg::.ls Telephone Fax I'"T;ﬁj:gcetr City State Zip Code *

1000 |Padific View Apartments Active |(805)543-7000 |(805)534-1595 |Mike Jarvis  |Pismo Beach cA 93448
1010 | Truesdale Elementary School Active | (805)543-7000 (805)534-1595  |Bill Johnson  |Arroyo Grande  |CA 93420
1020 | Giovanni's Pasta House Active |(805)543-7000 (B05)534-1595  Mike Jarvis Pisma Beach CcA 93448
n Test Job #1 Active () - () - CA

I « [ r
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Scrolling Through Different Jobs’ Subcontract Records

Users can scroll through different jobs’ subcontract records by using the Navigation buttons on the toolbar
at the top of the screen. Clicking on the First icon [4] (at the top of the screen) will open the first record of
the list, according to Job Id. Clicking on the Previous icon [4] (at the top of the screen) will open the
immediately previous record of the list, according to Job Id. Clicking on the Next icon [] (at the top of the
screen) will open the next record of the list, according to the Job Id. Clicking on the Last icon [zl (at the top
of the screen) will open the next record of the list, according to the Job Id.

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.

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.

Street Address 1
This field displays the primary street address.

Street 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.

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.
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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. 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.

Figure: SC-3 = Subcontracts - 1000 Pacific View Apartments ol @ ==
Subcontract, Subcontracts [t Suboontracts | Grange rders | Bacchores
tab screen form.
Cost Code Description Vendor Id Name Subcontract Amt Completed % Retention % -
Site Work 0201 BK Contracting 49,000.00 10.00 0.00 |
Concrete 0301 Dry Gulch Concrete 33,750.00 0.00 0.00
N 04000 Mortar 0202 MNagel Foundations 11,310.00 0.00 0.00
Il 06100 Rough Carpentry 0601 Gold Coast Framing 41,000.00 0.00 0.00
os1s0 Trestles 0601 Gold Coast Framing 22,500.00 0.00 0.00 -
W 06200 Finish Carpentry 0602 Classic Interiors 483,000.00 0.00 0.00 T
" |o7200 Insulation 0701 Al Insulation 47,250.00 0.00 0.00
N 03000 Doors & Windows 0801 Higuerra Glass 28,550,00 0.00 0.00
| 0s100 Lath & Plaster 0901 Quintus Drywall 130,000,00 0.00 0.00
] 09680 Carpeting 0903 Mesa Carpeting 52,500.00 0.00 0.00
| nsg00 Painting 0902 Ladd Painting 54,500.00 0.00 0.00
12300 Cabinets & Storage 0602 Classic Interiors 28,500.00 0.00 0.00
I_ 15400 Plumbing 1501 Complete Plumbing 97,500.00 0.00 0.00 >
] r
Subcontract Amt Completed % Completed Amt Retention % Retention Amt
8653,060.00 0.56 4,900.00 0.00 0.00
Insert Delete

Adding a New Record - Insert Button
To add a new record to the Budget, 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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Subcontract Control

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: SC-4
Subcontract new screen
form.

Figure: SC-5
Subcontract, sample
screen form.

1= Subcontract - 1000

Job Numnber

Cost Code

Vendor ID

Budget Change Order
Subcontract Amount
Completed Percent

[ caleulate by Completed Percent

Completed Amount
Work Completed Date
Contact Mame

W /C Expiration Date
Preliminary Motice

Notes

1000 Pacific View Apartments

&y
3J

0.00 Retention Percent 0.00
[7] caleulate by Retention Percent
0.00 Retention Amount 0.00

@ Auto Insurance Expiration i

Liability Insurance Expiration | / / E|

AN DX e T .

=3 Subcontract - 1000

Job Number

Cost Code

Vendor ID

Budget Change Order
Subcontract Amount

Completed Percent

| Calculate by Completed Percent

Completed Amount
Work Completed Date

1000 Padfic View Apartments

02000 (2] sit= work

0201 [ K contracting

=
44,000.00

10.00 Retention Percent 0.00

[ Calculate by Retention Percent
4,900.00 Retention Amount 0.00

i [~]

Jon Kessel

Contact Name @ Auto Insurance Expiration | | | |Z|

W /C Expiration Date 12/13/¥¥YY |Z| Liability Insurance Expiration | 12/02/¥¥yy |Z|
Preliminary Notice s
Motes -
E‘\I‘@ jlzj Documents Save ” Close “ Unda

Job Number
The Job Number field displays assigned job number and job name related to this record.

Cost Code
The Cost Code field can be manually entered or use the magnifying glass [2] to select from the job budget or
the cost code library.

Vendor ID

The Vendor Id field records the subcontractor/vendor identification number related to this record. The vendor
ID may be entered manually, or the list of vendors may be examined by clicking on the Magnifying Glass
icon [, 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.
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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]

Subcontract Amount
This field is used to enter the amount of a subcontract.

Completed Percent

The Completed Percent field is used to record the percent of completion for the subcontract. 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.

Calculate by Completed Percent
Select this checkbox if the Completed Amount is to be automatically calculated based on the Completed
Percent field.

Completed Amount

The Completed Amount field is used to record 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.

Retention Percent

This field is used to record 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.

Calculate by Retention Percent
Select this checkbox if the Retention Amount is to be automatically calculated based on the Retention
Percent 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 record the date when work was completed 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.

Auto Insurance Expiration Date

This field is used to record the expiration date of an Auto 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.

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.
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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

Navigation, New, and Delete Tools
These buttons function similarly as the ones on the main toolbar except they navigate, create, or delete cost
code records only from within the selected job.

Documents
This button opens the Document Link form.

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
upper section deals with the subcontracts for the selected job, the lower section deals with the detail of the
cost codes associated with the selected change order of the upper portion of the screen.

¥ 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 or a change order to an
existing subcontract.

Figure: SC'G =] Subcontracts - 1000 Pacific View Apartments EI@
Subcontracts, Change 30b || subcontracts ! {Change Orders ! | ackcharges |
Orders tab screen form.
Subcontracts
Cost Code Description Vendor Id Name Subcontract Amt  Complets «
p{02000 Site Work 0201 BK Contracting 45,000,00 10.00
03000 Concrete 0301 Dry Gulch Cancrete 33,750.00 0.00
04000 Mortar 0202 MNagel Foundations 11,310.00) 0.00 «
I« T 3
Change Orders || 02000 0201
IChange Order Description Cost Code Description Vendor Id MName »
M 101 Drainage Changes 02000 Site Work 0201 BK Co
I—.‘ T 3
Subcontract Amt Completed % Completed Amt Retention % Retention Amt
17,500.00 0.00 0.00 0.00 0.00
Insert Delete

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.
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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.

Figure: SC-7 =] Change Order - 1000 -7 [zl
Subcontl‘acts new Chan € | 1ob Number 1000 Pacific View Apartments
’
Order Detail screen form. | costcoce 02000 site work
Vendor Id 0201 BK Contracting
Change Order
Budget Change Order @
Change Order Amount 0.00
Completed Percent 0.00 Retention Percent 0.00
|| caleulate by Completed Percent | caleulate by Retention Percent
Completed Amount 0.00 Retention Amount 0.00
Description
Date Work Completed fi |L|
Notes -
()] [@)X] [ zoamens ] sove ][ gose ][ o |
Figure: SC-8 = Change Order - 1000,02000,0201 7|zl
Job Number 1000 Pacific View Apartments
Subcontracts, Change i
Order Detail screen form | cestcode 02000 Site Work
Sam ple Vendor 1d 0201 BK Contracting
Change Order 101
Budget Change Order 101 l&l
Change Order Amount 17,500.00
Completed Percent 0.00 Retention Percent 0.00
[ calculate by Completed Percent [7] calculate by Retention Percent
Completed Amount 0.00 Retention Amount 0.00
Description Drainage Changes
Date Work Completed 1! |j
Notes .
MR Documents Save “ Close H Undo
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

This field is used to record the number used to identify the subcontract change order. This is an alphanumeric

field limited to five characters.
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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.

Change Order Amount
The Amount field is used to enter the amount of the subcontract change order.

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.

Calculate by Completed Percent
Select this checkbox if the Completed Amount is to be automatically calculated based on the Completed
Percent field.

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
1s 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.

Calculate by Retention Percent
Select this checkbox if the Retention Amount is to be automatically calculated based on the Retention
Percent 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

Navigation, New, and Delete Tools
These buttons function similarly as the ones on the main toolbar except they navigate, create, or delete cost
code records only from within the selected job.
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Documents
This button opens the Document Link form.

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 upper section deals with the subcontracts, the lower section deals with the detail of the backcharges
associated with the selected cost code of the upper portion of the screen.

Figure: SC'9 =3 Subcontracts - 1000 Pacific View Apartments E@
Subcontracts, Backcharges

Job ” Subcontracts H Change Orders i |
tab screen form.
Subcontracts
Cost Code Description Vendor Id Name Subcontract Amt  Completed % »
02000 Site Work 0201 BK Contracting 49,000.00 ID.DD‘
__|o3000 Concrete 0301 Dry Gulch Concrete 33,750.00 0,00
__|04000 Mortar 0202 Magel Foundations 11,310.00 0.00
05100 Rough Carpentry 0601 Gold Coast Framing 41,000.00 0.00
lazaen TemeHan nena Cald Cnmnb Cemmmime 7 cnn nn non T
I 4 " 3
Backcharges 02000 0201
Backcharge Description Amount Date -
Mooi Clean-up 250,00 |03/15/¥¥yY
K v
Insert Delete

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.
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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: SC-10 =1 Backcharge - 1000 B
Subcontractsl new Job Number 1000 Pacific View Apartments

Backcharge detail screen  costcode 02000 Site Work

form. Vendar Id 0201 BK Contracting

Badkcharge Mumber

Backcharge Amount 0.00

Date 09/25/¥¥yY

Description

Motes -
MEE0 DX o e ) )

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: SC-11 = Backcharge - 1000 R
Subcontl‘acts, BaCkCharge Job Mumber 1000 Pacific View Apartments
detail screen form sample.  costcode 02000 Site Wark

Vendor 1d 0201 BK Contracting

Backcharge Number 02

Backcharge Amount 75.00

Date 09/25/¥¥¥¥ [=]

Description Clean-up

Notes Additional deanup 2
WO O s . T

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.

Backcharge Amount
The Amount field is used to enter the amount of the subcontract backcharge.
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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

Navigation, New, and Delete Tools
These buttons function similarly as the ones on the main toolbar except they navigate, create, or delete cost
code records only from within the selected job.

Documents
This button opens the Document Link form.

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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Section 3 — Subcontract Control Reports

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 setting. Additionally, most reports have
a variety of Options to 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 a pop-up report menu related to that field. Either method opens a report setup form
depending upon the type of report selected. Reports offer the opportunity to view all records and activity for
a company. Reports are an easy way to view the effects of specific transactions. They are also a good way
to get a summary view of either all transactions of a specific type, or all entries for a single account or file.

BIS® reports allow the user to enter the exact specifications of what the report will contain. Make it as
detailed or simple as needed. Narrow or broaden the search criteria to allow as few as one record, or as many
as all records pertaining to the topic.

Once the criteria have been entered into the report form, the report can be viewed on the screen by clicking
the Preview button. A window will open to display the report. This is useful for detecting any errors in
setting up the report before actually printing it on paper. Use the scroll bars on the right side and bottom of
the screen to move around the page.

When previewing a report, the usual toolbar will disappear and the preview toolbar appears. A report can
be printed from within the Preview screen or after closing the preview of the report and returning to the
Report form. Select Print, either from the File menu or by clicking the Print button on the main tool bar. The
Print dialogue box will open. Specify whether to print the entire document or select certain pages to print.
Also, select the number of copies desired and which printer to use.

Reports can be viewed on the screen, printed, and exported. In other editions of BIS®, reports can be exported
and emailed in up to six different formats. Most reports have hyperlinks that enable users to either drill down
to the source record, or by right-clicking, open a list of other reports and functions related to the hyperlink
field selected.

Report Toolbar Controls
There are a number of controls that affect reports and how they are rendered. Initial access comes from the
Reports Toolbar

MW= N e |
Figure: SC-12
Report Toolbar

Preview
The Preview icon works with the Report and printing functions, allowing previews in WYSIWYG (What

You See Is What You Get) mode. As with other screen elements, these report previews can be tiled or
layered with the BIS® MSD (Multiple Screen Display).

Print (Ctrl+P)

The BIS® Print icon causes the current report to be sent to the print spooler so that it can be printed by
the default or selected printer accessible to the sending computer.
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Export Report

The Export Report icon exports the current report in up to six different formats, depending on the edition
of BIS® used. Standard edition users can export in DOS TXT, Microsoft® Excel® WKS, and Adobe® PDF
formats. Professional edition users add Microsoft® Word® and the graphical TIFF formats. Finally,
Enterprise edition users can also export in HTML format.

Email Report

The Email Report icon enables Professional and Enterprise edition users to email reports from directly
within BIS®. The available formats for these editions are the same as listed for Export above.

Preview Toolbar Controls
Once a report is opened, and appears on the screen, an additional Preview Toolbar opens.

Table of Contents

The BIS® Table of Contents icon adds a table of contents to the left side of the screen report. Using a
familiar Explorer-style format, each primary record of the report can be directly accessed, eliminating the
need for laborious searching.

Show/Hide Ruler
The Show/Hide Rule icon reveals or hides a ruler guide to the top and side of the report. Users of word
processing and some graphics programs should be familiar with this feature.

Copy Page
The Copy Page icon copies the current page of the report to the Windows® Clipboard.

Find
33 The BIS® Find icon enables users to find or search for a particular piece of data in the current report.

Display Pages
The Display Pages icon controls how many pages of the report can appear on a single screen and how
they are arranged. The choices are: 1x1, 1x2, 1x3, 2x1, 2x2, and 2x3.

Zoom in
The Zoom in icon enlarges the screen image by preset percentages.

Zoom Out
The Zoom in icon reduces the screen image by preset percentages.

Zoom Control

The Zoom Control drop-down allows enlarging or reducing the screen image by preset percentages: 25,
50, 75, 100, 125, 150, 175, 200, 400, and 800, as well as Page Width and Full Page.

“Navigation” Buttons

[T ERE M| The Navigation button icons provides a way of moving through pages of the report.
In sequence, they are: the First Page, the Previous Page, the Next Page, and the Last Page. The numeric
information in the center indicates which page is showing or selected out of the total number of pages in the
report.

Backward
The Backward icon reverses the order of the pages of the report that appear on the screen.



SC-18 Subcontract Control

Forward
The Forward icon resets the order of the pages of the report that appear on the screen.

Hyperlink Appearance
ab -| The Hyperlink Appearance icon controls how the hyperlinks will appear on the displayed report (and
any report printed from the preview).

Figure: SC-14
Hyperlink format options
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Refresh
The Refresh icon updates the report with the latest data from the program.

List Reports

The majority of BIS® reports are list reports. This section explains how to set up a list report and define the
search criteria on which to base it. If the criteria specified do not yield any records, BIS® will not allow the
report to be previewed or printed.

My Query
The My Query option enables the user to save multiple sets of query conditions (and is described in greater
detail below).

Report Type
Select the type of report, which generally determines the level of detail contained in the report itself. The
amount and type of detail available vary from report to report.

Order By

Use the drop down tool in the Order By option to select which field should be used to list entries. Some
reports can only be ordered by a certain field. If applicable, choose whether the entries will be shown in
ascending or descending order. For example, ascending alphabetical listings display A-Z entries, while a
descending list orders Z-A entries.

Options
The choices given in the Options box allow the report to be further defined. To select any of these options,
check the corresponding box.

Filter

The listing at the bottom of the form defines which records will be included in the report. Data can be
selected for inclusion by the fields displayed in this area. A variety of criteria can be used to make the report
as narrow or broad as necessary.

First select an operator from the drop down list in the Operator field. Depending on which operator is chosen,
the Beginning and/or Ending fields may need to be filled with data based on the field type. Sometimes a
drop-down menu is made available in these columns so that records on file can be selected.
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Operators

All Shows all records

= Displays only records with data matching the data in the Beginning column.

On Date Run For Date fields only; this dynamic operator uses the system date for the program

Day # of Month For Date fields only; this dynamic operator uses the pres-selected specific day of the

month
First Day of the Month For Date fields only; this dynamic operator uses the first day of the current month
Last Day of the Month For Date fields only; this dynamic operator uses the last day of the current month

In Includes all records that contain the data entered in the Beginning column
Between Shows records that fall between the records listed in the Beginning and Ending columns
Tag Includes specific records tagged from a drop-down list of records

Includes records that have a value greater than that entered in the Beginning column
Only shows records with a value less than that defined

>= Displays records with a value greater than or equal to the defined data
<= Includes records whose value is less than or equal to the data entered
My Query

The My Query option enables the user to save multiple sets of query conditions including Order By, Field
Operators and their settings, and Options. The initial use of My Query shows no saved Queries. If there are
existing named queries available they can be seen using the drop-down tool. The saved Query, however, can
be applied to any of the available Report Types.

Figure: SC-15 ob 1000 + /) [EA|(E0]
My Query drop-down list |55 1000
sample.

As with other system reports, each named query selection can be further refined with the other settings.

Figure: SC-16 /= My Query List - Subcontract Report = @
My Query List initial use
sample screen form. Mame Public  Created By -

Rename

Delete
Private

Public

I | e

Refresh Button
If a query has been saved, and new changes are made to the query settings, clicking on the Refresh button
will remove those unsaved changes.

Details Button
LJA query can be saved by clicking on the Details button. If there are no pre-existing queries, two buttons
are available, Save As and Close.
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Save

The Save button will save the current settings, but will provide a dialog box asking, “Do you want to
overwrite this query?” Click on “Yes” to save the current settings under the selected name, or “No” to not
save them under the current name.

Save As
The Save As button opens the Save As Query sub-form.

Name
Use this field to assign a name to the saved query.

Scope
The Scope option allows the user to specify whether the saved query will be kept for private use or be made
available to all users with access rights to this information.

Figure: SC-17 =] Save As Query - Subcontract Report @
Save As Query List sample

screen form showing the ncl 1ob 1000+

two optional Scope Scope . VTSN~ ]

selections: Private and o) [cme ]
Public.

OK

Click on the OK button to accept the name and scope selections.

Cancel
Click on the Cancel button to close the form without saving.

Copy

The copy button will copy the current saved query to a new name, and allow changing its scope setting. The
newly named query can then be edited and saved again.

Figure: SC-18 =] Copy Query - Subcontract Report @
Copy query screen form. i
Name | Job 1000

Copy To

MName
Scope | Private lz‘

| Ck I I Cancel

Rename
The Rename button opens the Rename Query form that allows the query to be saved with a new name.

Figure: SC-19 =4 Rename Query - Subcontract Report @
Rename Query screen
form Current Name | Job 1000

New Name

Ok | | Cancel
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Delete

The Delete button will delete the selected named query. If the query is a public query, the following dialog
box question will appear, “This is a public query. Are you sure that you want to delete this query?” If the
selected query is not a public query, the system simply asks for a confirmation of the action.

Private
If the query is marked as Private, this button will be grayed out. The user has the option of changing the
scope of the query to Public by using the next button.

Public
If the query is marked as Public, this button will be grayed out. The user has the option of changing the scope
of the query to Private by using the preceding button.

Close
This button closes the My Query List.

Clear Button

The clear button is located on the tool bar normally at the top of the screen. This button applies only to
the report queries. BIS® reports query settings are remembered by user from one session to the next. Thus,
if a saved query was last used, the query screen for the same report would open with it preselected. The clear
button resets the query screen to the system default.

Figure: SC'ZO | ] Subcontract Report EI@
Sample report query form i Sotons =
after apply clear button. =) (&) [e] [ how Report crrena |
|¥] Active Jobs
Report Type " |#] nactive Jobs
EETTR -] | ¥ Corvicid kbs
| \show Header only
Order By : " | | show Inveice Payments
Job Mumber lz‘ - [ Page Bresk
|| |Show Motes
@ Ascending _) Descending I | case sensitive o
Field Operator Beginning Ending -
»Job Mumber Al
Cost Code All
vendor Id Al

Project Manager All
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Subcontract Report List

The following is a list of subcontract reports available in BIS®.

B Subcontract List m Cost

®m  Subcontract Report m Back Charges

® Change Orders ® W/C Insurance

B Invoices ® Liability Insurance
|

Auto Insurance

¥ Tlp More information about subcontracts may be found in Job Cost and Job Cost reports.
Some functions and report are listed in the Appendix, but more information can be found
in the Job Cost Module manual. The information here is limited to Subcontract Control.

Menu Access
Unlike other areas in Subcontract, access to reports can be achieved via three different menus: Modules with
Reports Group, Modules with Reports Listed, and Standard.

Reports Access via Modules with Reports Group
SC | Reports

Reports Access via Modules with Reports Listed
SC

Standard Menu
Reports | Job | Subcontract
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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 job name, cost code and description,
vendor Id and name, and amount.

Order By Options Fields

e Job Number * Show Report Criteria e Job Number

* Vendor Id * Active Jobs * Job Name

e Job+Project Manager * Inactive Jobs e Cost Code

* Project Manager+Job ¢ Completed Jobs * Vendor Id
* Page Break *  Vendor Name
* Show Notes * Subcontract Amount
* (Case Sensitive * Project Manager

Drill-Down+® Destinations

Figure: SC-21 Job Detail Report Figure: SC-22 Vendor Detail Report
nght'cllck the Job Job Extended Report nght'cllck the Vendor Id Vendor Extended Report
hyperlink to show other Job Markup Report hyperlink to display a Vendor Contact Report
available reports and Job Defaults Report selection of reports and Vendor UDF Report
functions. other available functions.

Job Local Taxes Report Edit Vendor File

Job UDF Report Document Link

Edit Job File Properties

Document Link

Properties
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Subcontract List — Summary Report

Best Construction Company
Subcontract List
Summary Report Page 1
Jobr Jobr Nams
CoetCode Deecription endor id Vandor Nams amount
000 Pac i Visw 4 partments
mum SRe Work oz BK Contradhg £6,500.00
030m Concrate 0301 Dry Sulch Concrete 43,10000
40m Mo rtar il Ma ge | Foundations 11,31000
0510 Fough Capenty 0811 Gol Coast Frming 4100000
o150 Trestks oed1 Gold Coast Frming 2,50000
052 Fin ksh Campeniy 0802 Classk nemnE 43,00000
arzm nsu Eton farusk ] Al Insulation 4725000
0:0m Do ars & Windows 051 Higuarra SEsE 78,55000
m=1m L3tn & Pizster =g Quintus Crywall 130,000.00
53 Camethg 0803 M2s3 Capeing 5250000
e Pahing iz Ladd Painfing £4,50000
123m Caonets & S0rEE os02 Classk nemE 25,90000
1540 Plumbing 1501 Comp kte Pumahg 47,50000
16003 Electrizal 1831 Highv oR Eledric 133,500.00
16550 Healng& Coolng 1831 Highv o Elediric 7020000
e Trueedsls Elemeantary 3chool
2110 DemalRbn 1 BK Contradhg 600000
mEm Favings Suiacing faruf] EK Coniadhg 43,000.00
o7 SRe mprovements 1501 Comp kete Plumahg 1750000
o2vm SRe mprovements 1831 Highv oR Eledric 20,00003
as00 Lan decaping a3 ¥ ardsee-Jones Landscaping 23,25000
052 Fin ksh Campentry 0802 Classk nemnE 50000
mEm Paning 0z Ladd Painfing 7900
16000 Elecirial 1801 Highv oR Elediric 19,000.00
lirdi] Glovannrs Pasl Houes
03m Concrefe il Ma ge | Fondations 19,000.00
ou4m Stons oz BK Contradihg 900000
052 Fin ksh Campenty 0802 Classhk nemns 75000
ar3m Shingies & Roofing The farunid Hightop Roofing 90000
oeim Lath & Plzster oea1 CQulntus Crywall 300000
55 Wo ad Fharng 0802 Classk nemnE 1360000
16003 Electrizal 1831 Highv oR Eledric 590000

Figure: SC-23 Subcontract List — Summary Report.
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Subcontract Report
The Subcontract Report provides a summary, detail, and extended 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 and job name, cost code, vendor Id, subcontract amount,
change order amount, percentage completed, amount completed, balance to complete, retention, backcharges,
incurred cost, cost to complete for each subcontract, and bottom of page totals.

Detail

The Subcontract Detail Report also shows whether the vendor is a union shop, minority or women owned
business, vendor status, a contact name, Federal Id, license, work comp expiration, liability insurance expiration,
automobile insurance expiration, telephone, fax, night phone numbers, 1099 status, preliminary notice information,
unearned and total balances, date completed, invoice, payment, or backcharge date and amounts, incurred cost,
work completed less retention, incurred cost plus backcharges, and amount due, and notes.

Extended
The Subcontract Extended Report adds to the detail report with earned and remaining balances, transaction
types, and billing balance due

Order By Options Fields
e Job Number * Show Report Criteria * Job Number
* Vendor Id * Active Jobs * Job Name
* Job+Project Manager * Inactive Jobs * Cost Code
* Project Manager+Job *  Completed Jobs * Vendor Id
* Show Header Only *  Vendor Name
* Show Invoice Payments * Project Manager

* Page Break

e Show Notes

e Show Names and/or Cost
Code Descriptions

» Case Sensitive
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Subcontract Control

Drill-Down+® Destinations

Figure: SC-24 Job Detail Report

Right-click the Job
hyperlink to show other
available reports and
functions.

Figure: SC-25

Right-click the Invoice
Number hyperlink to show
other available reports and
functions.

Job Extended Report
Job Markup Report

Job Defaults Report
Job Local Taxes Report

Job UDF Report

Edit Job File

Document Link

Properties

AP Journal Detail Report
AP Journal Extended Report

Edit Vendor Invoice

Document Link.

Properties

Figure: SC-26
Right-click the Vendor Id
hyperlink to display a
selection of reports and
other available functions.

Figure: SC-27
Right-click the payment
hyperlink to show other
available reports and
functions.

Figure: SC-28
Right-click the Incurred
Cost hyperlink to show

Vendor Detail Report

Vendor Extended Report

Vendor Contact Report
Vendor UDF Report

Edit Vendor File

Document Link

Properties

CD Journal Detail Report

CD Journal Extended Report

Edit Cash Disbursement

Document Link

Properties

Job Cost Ledger Detail
Job Cost Ledger Extended

Properties
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Subcontract Control

Subcontract Transactions — Summary Report

“Hoday Alewwns — poday penuodgns

6C-DS :24nbly

O0oe’s oo oo oo [eye ) oo oo oo oOnoe’L ) [l
o0a0s wo oo oo ooa’s ] ] oo ooods [T 0oFF0
oUELTEL [ oo oo OONO00 5L oo oo oo CONOOnEL i) [reisdl
SEOY ERE EUUELHD oL
OO o0000's oo oo [eaye=-yt .t oo oo o eaye=-gt .t SEXL
ool [T ] oo Jeage e oo oo oo ooroonEl [N ool
OO00s"L wo ] oo OO0O0E"L oo oo oo OO0TO0E"L 050 O08ED
oUoos () oo oo [ayeviid oo oo oo oonoon's T [l
oeTET () oo oo ooeTE o oo oo ez i) =il
e epeecjid wo oo oo ooooooe ] oo oo oooonoe [N 0020
ooocsLL oo oo oo OOocE 2L oo oo oo orecs2L [N 0020
ooy () oo oo OONO00ER oo oo oo eagdeig= ] T3] o0een
ooooo’s [T oo oo freyevip] ] oo oo ey ] [Tei) oLz
joouos AIEjuswerT S eanL [T
oogessie [ 0o0eT oo ook hee OOEE 21] ooeeETe ooroepee eEoL
oo oo oo oo OO0 0L oo oo oo OO0z 0L TE =11
OU0e et o oo oo ey =t oo oo oo eaydvg=ot &L o0k
0000 26 wo oo oo 0005 26 ] oo oo 000E 26 TR [0
OO0 oo oo oo oooessE oo oo oo ooocssz 050 0oEzL
O0O0s T () oo oo o000 T oo oo oo Jesydy ] Z0ED 00850
OUO0S TS (7] [ oo 00005 TS oo oo oo OO0s TS ED f=-24l
e epee e wo ] oo g oo oo oro ooroooek [ ookED
ooosssE () oo oo [eage=--4 o oo oo Jeeye==4 e o00eD
OUsT R oo oo oo O00ST LR oo oo o ez LR T3] [l
oonod'eR w0 oo oo [age e ] oo oo ooooer 0 oozed
[eper g [T oo oo [y e s oo oo oo [y e s [ oglha
et () [ oo o000 LY oo oo oo oo’ LE &= ool
oUOLELL () oo oo OOOLE L oo oo oo oOOLE L i) OO0P
ooeE'rr [rad ] oo ooeolL R ] ] [ oL se & QO0ED
ouesrie [ FET [ oo oo Le e w5 0008 2L ey [Tei) 00020
eyueayed v meA g0 Ed [T
aedwoy Eoapaunoy]  edfuPuOEs  LODUSREY BOUEET pejedwod % eaiumyy s LIET P JODU 0D E0D
0 10D BUEY Q0 @
| sfe g poday AABwwns
.._.._n_.n_mE 2enuoldns

Auedwon uonanisuoo 1sag




SC-28

Subcontract Control

Subcontract Report — Detail Report

Best Construction Com pany
Subcontfract REpﬂl"t
Detall Report Page
Job Pacific\View Apartments Contact Jon Hessel
Cost Code Site Work Federzl Id Telephone B0 5542-TO00
Vendor BK Contracting License Fax BOEEI4-1585
Union No 16701 Douglas Way WIC Exp.  1203/YY Night Phone
MBE No LIExp. 1202'Yy 1098 Vendor “fes
WBE Mo Dces Auto Exp
Status Active CA  B3455 Preliminary Motice
Subc ontract Work Com pleted Retention Balance Date
Change Crder Amount % Amount % Amount Unea med Total Completed
Suboontract 1] o 44 10
Cirsinzgs Changes 1] o 17!
==*Totals == T 1] 0.00 i}
Cate Reference Description Incurred Cost  Backcharge  Inv. Payment
3ASYY BGCEOD Clean-up 25000
01O7T/YY  Ime2 800 B Contracting 5,000.00
CDr Chic# 10501 PayInwoice 880 on D1/08/YY 4 500.00
D1A4YY I 8BS BK Ceontracting TBE.0D
CDr Chic# 10503 PayInwice B85 on 01724/ ¥Y T15.50
DZZEYY  InE 123 BK Centracting
CDr Chic# 1003 PayInwice 123 on D6/ YY 0.00
==*Totals == 15,795.00 25000 5225 50
Work Com pleted less Retention 4 500,00 Incurred Cost plus Backcharge 15,045.00 A mount Due -11,145.00
acific\View Aparments Contact MarkMonahan
Concrate Federal Id ) Telephone BO5543-TDDD
Dry Gulch Conorete License Fax BOEE34-1585
183 Enaks Canyon Road WIC Exp. Night Phone
LIExp. 10498 Vendor “fes
Sants Maria Auto Exp.
Status Active CA  Bld44E Preliminary Motice
Subc ontract Work Completed Retention Balance Cate
Change Crder Amount % Amount % Amount Unea med Total Completed
Suboontract 33, 750.00 ]
Extended Walkwanys 535 1]
==*Totals == 48,1 0
Date Reference Description Backcharge  Inv. Payment
02T YY Im# 1672 Dry Gulch Conorete 4 210.00
==*Totals == 0.00 0.00
Work Com pleted less Retention 0.0 Incurred Cost plus Backcharge 4.210.00 Amount Due 4,210.00

Figure: SC-30 Subcontract Report — Detail Report showing one subcontract per page.
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Subcontract Report — Extended Report

Best Construction Company
Subcontract Report
Extended Report Page 1
Job 1000 Pacific: View Apartments Contact Jon Kessel
CostCode 02000 Site Work Federal Id 170000000000 Telephone (B05)543-7000
Vendor 0201 BK Contracting License 1000000000022 Fax (B05)534-1585
Union No 16701 Douglas Way WIC Exp. 121 3YYYY Night Phone
MBE No LIExp. 12102/¥Y¥Y 1098 Vendor  “es
WBE No Oceano Auto Exp. I
Status Artive CA 893455
Preliminary Notice
Work Complete Sumimal
Subcontract Contract  Work Completed Retention Subcontractor Balance Date
Change Order Armou nt % Amount % Amount Earned Uneamed Remaining Completed
Subcontract 49,000.00 10 4,500.00 0 0.00 4,500.00 44,100.00 44,100.00 ']
Drainage Changes 17,500.00 0 0.00 0.00 0.00 17,500.00 17,500.00 ']
= Totals ** 66,500.00 7 4,900.00 0 000 4,900.00 1,600.00 61,600.00 ']
Invoicing, Backcharge & Payment Ledaer
Billing
Date Type Reference Descripfion IncurredCost  Backcharges Payments  Balance Due
03115/ ¥YYY BC BC# 001 Clean-up 250.00 250.00
01O0TIVYYY AP Inwvs# 580 BK Contracting 5,000.00 5,250.00
010TIYYYY CD Chig# 10501 Pay Inveice 880 on 01/08/¥YYY 4,500.00 750.00
M4 yyyy AP Inve# 895 BK Contracting 795.00 1,545.00
M4 YYYYy CD Chig# 10503 Pay Inveice 885 on 01/24/¥YYY 715.50 825.50
02/28/¥YYYY AP Inv# 123 BK Contracting 10,000.00 10,825.50
02128/ ¥YYYY CD Chig# 1003 Pay Invoice 123 on 08/30/¥YYYY 10.00 10,819.50
== Totals*** 15,795.00 250,00 5,225.50 10,819.50
Work Completed 8 Incurred Cost Summal
Work Completed minu s Retention (Eamed) 4500.00
Incurred Cost plus Backcharge 16,04 IJEI__
Balance Due (+) or Overpayment (-) Based onWork Completed -11,145.00
Notes

Figure: SC-30a Subcontract Report — Extended Report showing one subcontract per page.
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Change Orders

The Subcontract Change Orders report provides a status report of subcontracts, including the job number and
name, cost code and description, vendor Id and name, amount, the percentage and amount of work completed,
the percentage and amount of retention, the unearned amount, the balance to be completed, and job totals.

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
e Job Number * Show Report Criteria e Job Number
* Vendor Id * Active Jobs Job Name
* Job+Project Manager * Inactive Jobs Cost Code
* Project Manager+Job *  Completed Jobs Vendor Id
* Page Break Vendor Name

* (Case Sensitive

Project Manager

Drill-Down+® Destinations

Figure: SC-31
Right-click the Job
hyperlink to show other
available reports and
functions.

Job Detail Report

Job Extended Report
Job Markup Report

Job Defaults Report
Job Local Taxes Report

Job UDF Report

Edit Job File

Document Link

Properties

Figure: SC-32
Right-click the Vendor Id
hyperlink to display a
selection of reports and
other available functions.

Vendor Detail Report

Vendor Extended Report
Vendor Contact Report
Vendor UDF Report

Edit Vendor File

Document Link

Properties
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Subcontract Change Orders — Summary Report

Best Construction Company
Subcontract Change Orders
Summary Report Fage 1
Job Job Name
Cost Code Description Vendor Id Vendor Mame
1000 Pacific View A partments
02000 Site Work D201 BK Contracting
Bubcontract/Change Order Amnoint % WG Amount % Ret. Amount Unesrned Balznoe
Totals 66 .500.00 T 4.500.00 1] 000 61 600.00 &1 ,600.00
D000 Concrete 0301 DryGulch Conoete
Suboontract/Changs Onder Aurnount T VWG Amount % Ret. Amownt Unearned Balance
Totals 49,100.00 o 0.00 ] 000 49,100.00 48,100.00
D400 Mortar D202 Magel Foundations
Suboontract'Changs Ordar Arnount % WC Amouwnt % Ret. Amownt Un=arnad Balance
Totals 11.210.00 o 0.00 1] 000 11.210.00 11.310.00
05100 Rough Carpentry DE01 Gald Ceast Framing
Subocontract’Change Order Amnoient % WG Amount % Ret. Amount Unesrned Balsnoe
Totals 41 000.00 o 0.00 L] 000 41 000.00 41,000.00
05150 Trestles DE01 Gold Coast Framing
Bubocontract’Change Order Amnoint % WG Amount % Ret. Amount Unesrned Balsnoe
Totals 22 500.00 o 000 1] 000 22 500,00 22 500.00
05200 Finish Carpentry DE02 Classic Interiors
Suboontract'Changs Order Arnount T WG Amount % Ret. Amownt Un=arned Balance
Totals 48 000.00 ] 000 ] 000 48 000.00 48,000.00
07200 Insulation 0701 Al Insulation
‘Subocontract/Change Order Amnoiwnt % WG Amount % Ret. Amount Unesrned Balanoe
Totals AT 250.00 o 0.00 1] oo 4T 250.00 47 250.00
[E ] Doors & Windows DE01 Higuerra Glass
‘Subcontract’Change Order Amnoint % WG Amount % Ret. Amount Unesrned Balznoe
Totals 28 550.00 o 0.00 L] 000 28 550.00 28.550.00
0e100 Lath & Plaser DB01 Quintus Drywall
Suboontract'Changs Order Arnount T WG Amount % Ret. Amownt Unearned Balance
Totals 130 000.00 o 000 ] 000 13000000  130,000.00
eS80 Carpeting De03 Mesa Carpeting
Suboontract/Changs Ondar Arnount T WWC Amount % Ret. Amownt Un=arned Balance
Totals 52 500.00 o 000 1] oo 52 500.00 52.500.00
fss] Painting ez Ladd Painting
Suboontract/Change Order Amnoisnt % WG Amount % Ret. Amount Unesmned Balsnoe
Totals 64 500.00 o 0.00 1] L1100 84 500.00 64.500.00
12300 Cabinets & Storage DE02 Classic Interiors
Suboontract'Changs Ordar Arnownt T WG Amount % Ret Amownt Unearned Balance

Figure: SC-33

Subcontract Change Orders — Summary Report.



SC-32

Subcontract Control

Subcontract Change Orders — Detail Report

Best Construction Com pany
SubcontractC hang e Orders
Detal Report Fage 1
Job JobName
Cost Code Description Vendor Id Vendor Name
1000 P acific View A partments
D200 Site Work 0201 B Contracting
C0#  Suboontract/Change Order Amount % WG Amount % Ret. Amount Unesrned Balznoe
Subcontract 4000000 10 4 B00.00 1] 000 44 100.00 44 100.00
101 Drainage Changes 17.500.00 0 000 1] 000 17 500.00 17 500.00
Totals 645 500.00 T 4.800.00 1] 000 61 500.00 61600.00
Q300D Concrate 0301 DryGulch Concrete
C0#  Suboontract'Change Order Amount % WG Amount % Ret. Amount Unesrned Bslsnoe
Subcontract 33.750.00 o 000 1] 000 33.750.00 3375000
102 Extended Wallways 15,250.00 LI} 000 1] 000 15350.00 15.250.00
Totals 49,100.00 o 000 1] 000 40,100.00 40,100.00
04000 Mortar D202 Nagel Foundations
C0#  Suboontract’Change Order Amount % WG Amount % Ret. Amount Unesrned Bslsnoe
Subcontract 11.210.00 o 000 1] 000 11,210.00 11210.00
Totals 11.310.00 1] 000 1] 0.00 11.310.00 11.310.00
05100 Rough Carpentry DE01 Gold Coast Framing
C0#  Suboontract/Change Order Amount % WG Amount % Ret. Amount Unezrned Balsnoe
Subcontract 41 000.00 o 000 1] 000 41,000.00 41000.00
Totals 41,000.00 1] 0.0 1] 0.00 41,000.00 41,000.00
08150 Trestles DE01 Gold Coast Framing
C0# Suboontract’Change Order Amnownt % WG Amount ¥ Ret. Amount Unezrned Balznoe
Subcontract 2 500.00 o 000 1] 000 22 500.00 22 500.00
Totals 2 500.00 o 000 1] 000 22 FDD.0D 22 500,00
05200 Finish Carpeniry DE02 Classic Interiors
C0#  SuboontractChange Order Arnoiuent T WG Amount % Ret. Amount Unsarmsd Balance
Subcontract 48 D00.0D o 000 1] 000 45 D00.00 45 D00.00
Totals 45 000.00 o 000 1] 0.00 45 D00.00 45 000.00
07200 Insulation 0701 Al Insulation
CO#  SuboontractChange Order Arnouent % WC Amouwnt % Ret. Amount Unsarmed Balance
Subcontract AT 250.00 o 000 1] 0.00 AT 250.00 AT 250.00
Totals AT 250.00 o 000 1] 000 47 250.00 47 250.00
L] Doors & Windows D501 Higuerra Glass
C0O#  SuboontractChange Order Arnoient T VWG Amount % Ret Amount Unearned Balance
Subcontract 28 550.00 ] 000 1] 000 2855000 28.550.00
Totals 28 550.00 o 000 1] 000 2B EE0.00 2855000
De100 Lath & Plaser oB01 Quintus Drywall
C0#  Suboontract/Change Order Amount % WG Amount % Ret. Amount Unesrned Balsnoe
Subcontract 130,000.00 ] 000 1] 000 13000000  130000.00

Figure: SC-34

Subcontract Change Orders — Detail Report.



Subcontract Control SC-33

Subcontract Invoices
The Subcontract Invoices report provides a listing of the vendor invoices related to each subcontract, the
amount paid on the invoices, and the balance due.

Access to Subcontract Invoices Report
Module Menu with Reports Group
SC | Reports | Invoices

Module Menu with Reports List
SC | Invoices

Standard Menu
Reports | Job | Subcontract | Invoices

Report Types

Summary

The Subcontract Invoices Summary Report displays the job number and name, cost code number and
description, vendor ID and name, the invoice totals, and the job totals.

Detail
The Subcontract Invoices Detail Report also details the date, description, number and amounts for each related
invoice.

Order By Options Fields
e Job Number * Show Report Criteria e Job Number
* Vendor Id * Active Jobs * Job Name
* Job+Project Manager * Inactive Jobs e Cost Code
* Project Manager+Job e Completed Jobs * Vendor Id
* Page Break *  Vendor Name
* (Case Sensitive * Project Manager
* Date

Drill-Down+® Destinations

Figure: SC-35 Job Detail Report Figure: SC-36 Vendor Detail Report
nght'C“Ck the Job Job Extended Report R|ght'Cl|Ck the Vendor Id Vendor Extended Report
hyper”nk to show other Job Markup Report hyperllnk to dISplay a Vendor Contact Report
available reports and Job Defaults Report selection of reports and Vendor UDF Report
functions. Job Local Taxes Report other available functions. Edit Vendor File

Job UDF Report Document Link

Edit Job File Properties

Document Link

Properties




SC-34

Subcontract Control

Subcontract Invoices — Summary Report

Best Construction CDTTIDE]I"I}I'
Subcontract Invoices
Summary Report Page 1
Job J ok Mame
Cost Code Description Vendor Id Vendor Mame
A000 Facific View A partments
02000 Site Work o201 BK Contracting
D=te Cescription Inwmices Annount Paid Balance
Totals 15,0500 523550 10,568, 50
03000 Concrete o301 DryGulch Conoete
Cate Description Inwmices Annount Paid Balance
Totals L2000 (k1] L0000
04000 Mortar D20z MNagel Foundations
Dste Desoription Inwmices Amoint Paid Balsnoe
Totals 000 000 000
05100 Rough Carpentry D801 Gold Coast Framing
Dt Desoription Inwmices Amnoint Paid Balsnoe
Totals [i111] [iL11] [111.1]
03150 Trestles D501 Gold Coast Framing
Cate Cesoription Inwmices Annount Paid Balance
Totals [i111] [iL11] [iL1]
06200 Finish Carpentry D0z Classic Interiors
Cste Cescription Inwmices Annount Paid Balance
Totals [i111] [iL11] [iL11]
07200 Insulation oToi A1 Insulation
C=te Description Inwmices Annoiunt Fai Balance
Totals 000 000 000
D000 Doors & Windows ne01 Higuerra Glass
Dt Description Inwmices Amoint Paid Balsnoe
Totals [il] (k1] (k1]
08100 Lath & Plaser oedi Quintus Dryw all
Dste Desoription Inwmices Amaoint Paid Balanoe
Totals [iL11] k1] [iLi1]
DEsE0 Carpeting oen3 Mzz3 Carpeting
Dt Desoription InwmiceF Amoint Paid Balsnoe
Totals [i111] [1L11] [1111]
f ] Painting B0z Ladd Painting
Cate Cesoription Inwmices Annount Paid Balance
Totals 000 000 000
12300 Cabinets & Storage De0z Classic Interiors
Date Description Inwoices Annount Paid Balance
Totals [i111] [iL11] [1L1.1]
15400 Plumbing 1801 Complete Plumbing
Cate Description Innmices Annount Paid Balance
Totals L] [k [iX11]
16000 Ele ctrical 1801 Highwelt Electric
Dt Desoription Inwmices Amoint Faid Balznoe
Totals [il11] [iL1i] [iL11]
18850 Heating & Cooling 1801 Highwelt Electric
Dt Desoription Inwmices Amnoint Paid Balanoe

Figure: SC-37

Subcontract Invoices — Summary Report.




Subcontract Control

SC-35

Subcontract Invoices — Detail Report

Best Construction Com pany
Subcontract Invoices
Detaill Report Page 1
Job Job Mame
Cost Code Descripticn Vendor Id Vendor Mame
A000 Pacific View A partments
D000 Site Work o201 BK Contracting
C=te Description Invices Aot Pai Balsnce
MO ¥YYY HBE Contractng 1] 5, 000,00 4 K. 00 L]
A4 ¥¥¥Y BE Contracting BBE TB5.00 T15.50 ToED
0228/ Y¥Y¥Y BE Contracing 123 10,000.00 1000 B.9090.00
Taotals 15,795.00 5,225.50 10.580.50
D000 Concrete 0301 DryGulch Conoete
Cate Description Inwoices Amoint Faid Balance
U1ETYYYY  Diry Gulch Conoete [T L0000 [i114] L2000
Taotals 4.210.00 000 4210.00
04000 Mortar 20z Nagel Foundations
Cate Description Inwoices Amoint Paid Balance
Totals 000 000 0.00
05100 Rough Carpentry D801 Gold Coast Framing
Dt Description Inwoices Amoint Paid Balance
Totals k1] [i111] [i111]
08150 Trestles DE01 Gold Ceoast Framing
Cate Description Inwoices Amoisnt Paid Balance
Totals [iL11] [i111] [i111]
5200 Finish Carpentry DE02 Classic Interiors
Cate Description Inveoices Arnount Paid Balance
Totals [iL11] [i111] [iL11]
07200 Insulation oo Al Insulation
C=te Description Inmice= Anownt Paid Balsnce
Totals 000 000 0.00
[ Doors & Windows 0801 Higuerra Glass
Cate Description Invmices Aurnoant Paid Balsnoe
Totals [iLii] [i114] [i111]
De100 Lath & Flaser De01 Quintus Drywall
Cate Description Inwoices Amoint Faid Balance
Totals [iLii] [if] [if11]
fLe ] Carpeting oe03 Mzz3 Carpeting
Lt Description Inwmices Amaoint Faid Balance
Totals [iL11] i111] [i111]
020D Painting B0z Ladd Painting
Dt Description Invmices Amoint Paid Balance
Totals 000 000 0.00
12300 Cabinets & Storage S0z Classic Interiors
C=te Cescription Invmices Arnount Paid Balance
Totals [iL11] [i111] [i111]
15400 Plu mbing 1801 Complete Plumbing
Cate Description Inwmices Anount Paid Balsnce
Totals [iL11] [i111] [i111]
15000 Ele ctrical 1801 Highwolt Electric

Figure: SC-38 Subcontract Invoices — Detail Report.




SC-36 Subcontract Control

Subcontract Cost Report
The Subcontract Cost report provides a listing of job costs related to each subcontract.

Access to Subcontract Cost Report
Module Menu with Reports Group
SC | Reports | Cost

Module Menu with Reports List
SC | Cost

Standard Menu
Reports | Job | Subcontract | Cost

Report Types

Summary

The Subcontract Cost Summary Report displays the job number and name, cost code number and description,
vendor ID and name, and total associated job costs.

Detail
The Subcontract Cost Detail Report also includes the date, description, reference number, source journal of the
transaction, and amount of each expenditure.

Order By Options Fields

e Job Number * Show Report Criteria * Job Number

* Vendor Id * Active Jobs * Job Name

* Job+Project Manager * Inactive Jobs * Cost Code

* Project Manager+Job *  Completed Jobs * Vendor Id
* Page Break *  Vendor Name
* Show Zero Cost * Transaction Date
» Case Sensitive * Project Manager

Drill-Down+® Destinations

Figure: SC-39
Right-click the Job
hyperlink to show other
available reports and
functions.

Figure: SC-40
Right-click the Invoice
Number hyperlink to show
other available reports and
functions.

Figure: SC-41
Right-click the Journal
Entry Number hyperlink to
show other available

Job Detail Report

Job Extended Report
Job Markup Report

Job Defaults Report
Job Local Taxes Report

Job UDF Report

Edit Job File

Document Link

Properties

AP Journal Detail Repart

AP Journal Extended Report

Edit Vendor Invoice

Document Link

Properties

General Journal Detail Report

General Journal Extended Report

Edit Journal Entry

Document Link.

Properties

Figure: SC-42
Right-click the Vendor Id
hyperlink to display a
selection of reports and

other available functions.

Figure: SC-43
Right-click the payment
hyperlink to show other
available reports and
functions.

Figure: SC-44
Right-click the Incurred
Cost hyperlink to show

Vendor Detail Report

Vendor Extended Report
Vendor Contact Report
Vendor UDF Report

Edit Vendor File

Document Link

Properties

CD Journal Detail Report

CD Journal Extended Report

Edit Cash Disbursement

Document Link

Properties

Job Cost Ledger Detail

Job Cost Ledger Extended

Properties




Subcontract Control SC-37

Subcontract Cost — Summary Report

Best Construction Company
Subcontract Cost

Summary Report Fage 1
Job Job Mame
Cost Code Description Vendor Id Vendor Mame

Facific View A partments

Site Work 0201 B Contracting
Cats Desoiption Refzrence Joumal Amouent
Totals 15,795.00
D3000 Concrate 0301 DryGulch Concrete
Date Description R=ference Jowrnal Arnount
Totals 4210.00
Job Totals 20 ,005.00
Truesdale Elementary School
Demolition D201 BK Contracting
Cate Description Rzfzrence Jowrnal
Tatals
Job Totals
Giovannis Pasta House
Concrete 0202 Magel Foundations
Cate Desoniption Refzrence Joumal Amount
Totals TEG.00
Job Totals TEE .00

Figure: SC-45 Subcontract Cost — Summary Report.



SC-38

Subcontract Control

Subcontract Cost — Detail Report

Best Construction Company

Subcontract Cost
Detall Report age
Job Job Mame
Cost Code Description Vendor Id Vendor Name
1000 Facific View A partments
D000 Site Work o201 BK Contracting
Date Desoription Refzrence Journal
01OT/YYYYBK Contracting Iz BBD AF
014 YYYYBK Contracting I BBE AF
D2ZEYYYYBE Contracting I 123 AP
Tatals 15,785.00
3000 Concrete 0301 DryGulch Conoete
Dste Desoription Rafzrenoe Journal Amoiant
MZTYYYYDryGulch Conorete I 16872 AF 4210.00
Totals 4.210.00
Job Totals 20,005.00
1040 Truesdale Elementary School
02110 Demaolition o201 BK Contracting
Date Desoniption Refzrence Journal
021/ YYYYBE Contracting I 818 AP
Totals
Job Totals 3.000.00
100 Giovannis Pasta House
D000 Concrete 0202 Nagel Foundations
Date Desoription Refzrence Journal Amount
0203 YYYYMagel Foundstions Iz 3210-4 AF TEE.00
Tatals TEE.DD
Job Taotals TEE.DD

Figure: SC-46 Subcontract Cost — Detail Report.




Subcontract Control SC-39

Subcontract Backcharges Report
The Backcharges report provides a listing of subcontract backcharges recorded.

Access to Subcontract Backcharges Report
Module Menu with Reports Group
SC | Reports | Backcharges

Module Menu with Reports List
SC | Backcharges

Standard Menu
Reports | Job | Subcontract | Backcharges

Report Types

Summary

The Subcontract Cost Summary Report displays the job number and name, cost code number and description,
vendor ID and name, and total amount of backcharges for each subcontract.

Detail
The Subcontract Cost Detail Report also displays each subcontract backcharge including number, description,
date, and amount.

Order By Options Fields

e Job Number * Show Report Criteria * Job Number

* Vendor Id * Active Jobs * Job Name

* Job+Project Manager * Inactive Jobs * Cost Code

* Project Manager+Job *  Completed Jobs * Vendor Id
* Show Extended Description *  Vendor Name
* Page Break * Subcontract Amount
» Case Sensitive * Project Manager

Drill-Down+® Destinations

Figure: SC-47 Job Detail Report Figure: SC-48 Vendor Detail Report
RIght-CIICk the Job Job Extended Report nght-cllck the Vendor Id Wendor Extended Report
hyperlink to show other Sl Mgt e hyperlink to display a Vendor Contact Report
available reports and selection of reports and Vendor UDF Report

Job Defaults Report

functions. other available functions. STy

Job Local Taxes Report

Document Link
Job UDF Report

Properties

Edit Job File

Document Link

Properties




SC-40 Subcontract Control

Subcontract Backcharges — Summary Report

Best Construction Company

Subcontract Backcharges
Summary Report Fage 1
Job Job Mame

Cost Code Description Vendorld  Vendor Name Amount
1000 Pacific View A partments

02000 Site Wark o BK Contracting 25000

Totals 250,00

Totals Listed 250,00

Figure: SC-49 Subcontract Backcharges — Summary Report.



Subcontract Control SC-41

Subcontract Backchares — Detail Report

Best Construction Company

Subcontract BEBHBI"IEFQES
Detail Report Page 1
Job JobName
Cost Code Descripticn Vendorld Vendor Name
Descripticn Backcharge Cate Amount
1000 Facific View A partments
(00D Site Work o201 BK Contracting 250,00
Clean-up 001 O3ASYYY 25000
Totals 25000
Totals Listed 25000

Figure: SC-50 Subcontract Backcharges — Detail Report.



SC-42 Subcontract Control

Subcontract Workers’ Compensation Insurance Expiration Report

The Subcontract Workers’ Compensation Insurance Expiration report provides a listing of the expiration date
and current number of days to expire for each subcontractor’s Workers’ Compensation insurance based on
the date recorded in the Vendors master file.

Access to Subcontract Workers’ Comp. Insurance Expiration Report
Module Menu with Reports Group
SC | Reports | W/C Insurance

Module Menu with Reports List
SC | W/C Insurance

Standard Menu
Reports | Job | Subcontract | W/C Insurance

Report Types

Summary

The Subcontract Workers’ Comp. Insurance Expiration Summary Report displays the job number and name,
cost code number and description, vendor ID and name, date of expiration and the number of days remaining
until the expiration or numbers of days expired.

Order By Options Fields
» Job Number » Show Report Criteria » Job Number
* Vendor Id » Active Jobs » Job Name
» Job+Project Manager * Inactive Jobs * Cost Code
* Project Manager+Job * Completed Jobs * Vendor Id
» Page Break * Vendor Name
» Case Sensitive » W/C Expiration Date

* Project Manager
* Report Date

Drill-Down+® Destinations

Figure: SC-51 Job Detail Report Figure: SC-52 Vendor Detail Report
RIght-ClICk the Job Job Extended Report R|ght'C||Ck the Vendor Id Vendor Extended Report
hyperlink to show other J0b Markup Report hyperlink to display a Vendor Contact Report
available reports and Iob Defaudts Report selection of reports and Vendor UDF Report
functions. other available functions. S

Job Local Taxes Report

Job UDF Report

Edit Job File

Document Link

Properties

Document Link:

Properties




Subcontract Control

SC-43

Subcontract Workers’ Comp. Insurance Expiration — Summary Report

Best Construction Company
Subcontract Workers' Comp. Insurance Expiration
Summary Report - E xpiration Date 0331/ yyyy Page 1
Job JobName
CostCode  Description Vendor |d Vendor Hame VWC Exp. Date Days toExpire Days Expired
1000 Facific View A partments
02000 Site Work BK Contracting
03000 Concrete DryGulch Conoete
04000 Mortar Magel Foundations
06100 Rough Carpentry Gold Coast Framing
08150 Trestles Gold Coast Framing
06200 Finish Carpentry Classic Interiors
07200 Insulation Al Inzulation
08000 Doors & Windows Higuerra Glass
09100 Lath & Plaser Quintus Drywall
09680 Carpeting esa Carpeting
0500 Painting L Painting
12300 Cabinets & Storage Classic Intzriors
15400 Plumbing Complete Plumbing
16000 Electrical HighweltElectric
16850 Heating & Cooling Highwolt Electric
1040 Truesdale Elementary School
02110 Demolition BK Contracting 4340
02600 Paving & Surfadng BK Contracting 4540
02700 Sits Improwemsnts Complete Plumbing 4450
02700 Site Improwmsnts HighwoltElectric
02800 Landscaping *ardses-Jones Landscaping 4452
05200 Finish Carpentry Classic Interiors 4471
05300 Painting Ladd Painting 4560
16000 Electrical HighwaltElectric
1020 Giovannis Fasta House
03000 Concrets Nagel Foundations 4620
04400 Stone BK Contracting 4340
06200 Finish Carpentry Clas Interiors 4471
07300 Shingles & Roofing Tile Hightop Reoofing 4803
05100 Lath & Flaser Quintus Drywall 4383
05550 Wood Flooring Classic Int=riors 4471

Figure: SC-53 Subcontract Workers’ Compensation Insurance Expiration — Summary Report.



SC-44 Subcontract Control

Subcontract Liability Insurance Expiration Report

The Subcontract Liability Insurance Expiration report provides a listing of the expiration date and current
number of days to expire for each subcontractor’s liability insurance based on the date recorded in the
Vendors master file.

Access to Subcontract Liability Insurance Expiration Report
Module Menu with Reports Group
SC | Reports | Liability Insurance

Module Menu with Reports List
SC | Liability Insurance

Standard Menu
Reports | Job | Subcontract | Liability Insurance

Report Types

Summary

The Subcontract Liability Insurance Expiration Summary Report displays the job number and name, cost
code number and description, vendor ID and name, date of expiration, and the number of days remaining
until the expiration or numbers of days expired.

Order By Options Fields
e Job Number * Show Report Criteria e Job Number
* Vendor Id * Active Jobs * Job Name
e Job+Project Manager + Inactive Jobs e Cost Code
* Project Manager+Job ¢ Completed Jobs * Vendor Id
* Page Break *  Vendor Name
* (Case Sensitive * Liability Insurance Exp. Date

* Project Manager
* Report Date

Drill-Down+® Destinations

Figure: SC-54 Job Detail Report Figure: SC-55 Vendor Detail Report
Right-click the Job Job Extended Report Right-click the Vendor Id Vendor Extended Report
hyperlink to show other Job Markup Report hyperlink to display a Vendor Contact Report
available reports and N selection of reports and Vendor UDF Report
functions. it other available functions. S

Job UDF Report Document Link

Edit Job File Properties

Document Link

Properties




Subcontract Control

SC-45

Subcontract Liability Insurance Expiration — Summary Report

Liability Insurance Expiration

Best Construction Company

Summary Report - Expiration Date 0331/¥Y¥YYY Page
Job J ok Name
CostCode  Description Vendor Id Vendor Name L1 Exp. Date Days to Expire Diays Expired
1000 Pacific View A partments
02000 Site Work o201 BK Contracting 4828
Q3000 Concrets 0301 Dry Gulch Conoate 4308
04000 Mortar 0202 MNagel Foundations 4343
QE100 Rough Carpentry Gold Coast Framing 5022
Trestles Gold Coast Framing 50z2
Finizh Carpentry Classic Interiors 4434
07200 Insulation Al Inzulation 4545
QB0 Doors & Windows Higusarra Glass 4508
02100 Lath & Flazr Quintus Drywall 4453
[osi ] Carpeting M Carpeting 4016
[r=cs] Fainting Fainting 4531
12300 Cabinets & Storage ¢ Interiors 4434
15400 Plu mbing Complete Plumbing 4531
16000 Electrica Highwolt Electric
16850 Heating & Cooling Highwelt Electric
i0in Truesdale Elementary School
02110 Demaolition BK Contracting 12027 ¥¥¥Y
02500 Paving & Suriadng BK Contracting
ZT00 Site Improwemsnts Complete Plumbing
ZT00 Site Improwemsants Highwelt Electric
s=e-Jones Landscaping 4174
Classic Interiors 4434
Painting Painting 4531
Electrical Highwelt Electric
1020 Giovannis Pasta House
Q3000 Concrets Magel Foundations 4343
4400 Stone BK Contracting 45758
Q5200 Finish Carpentry Clazsic Interiors 4434
Q7300 Shingles & Roofing Tile Hightop Roofing 4638
Q510D Lath & Plastr Quintus Drywall 4452
L1220 Wood Flooring Clazsic Interiors 4434

Figure: SC-56 Liability Insurance Expiration — Summary Report.



SC-46 Subcontract Control

Subcontract Auto Insurance Expiration Report

The Subcontract Auto Insurance Expiration report provides a listing of the expiration date and current
number of days to expire for each subcontractor’s auto insurance based on the date recorded in the Vendors
master file.

Access to Subcontract Auto Insurance Expiration Report
Module Menu with Reports Group
SC | Reports | Auto Insurance

Module Menu with Reports List
SC | Auto Insurance

Standard Menu
Reports | Job | Subcontract | Auto Insurance

Report Types

Summary

The Subcontract Auto Insurance Expiration Summary Report displays the job number and name, cost code
number and description, vendor ID and name, date of expiration, and the number of days remaining until the
expiration or numbers of days expired.

Order By Options Fields
e Job Number * Show Report Criteria e Job Number
* Vendor Id * Active Jobs * Job Name
e Job+Project Manager + Inactive Jobs e Cost Code
* Project Manager+Job ¢ Completed Jobs * Vendor Id
* Page Break *  Vendor Name
* (Case Sensitive * Auto Insurance Exp. Date

* Project Manager
* Report Date

Drill-Down+® Destinations

Figure: SC-56.1 Job Detail Report Figure: SC-56.2 Vendor Detail Report
RIght-ClICk the Job Job Extended Report nght-cllck the Vendor Id Vendor Extended Report
hyperlink to show other Job Markup Report hyperlink to display a Vendor Contact Report
available reports and et selection of reports and Vendor UDF Report
functions. i other available functions. e

Job UDF Report Document Link

Edit Job File Properties

Document Link

Properties




Subcontract Control

SC-47

Subcontract Auto Insurance Expiration — Summary Report

Best Construction Company
Subcontract Auto Insurance Expiratinn
Summary Report - E xpiration Date 01/01/Y¥Y¥Y Page
Job J ok Name
CostCode  Description Vendor Id Vendor Name Auto Exp.date Days toExpire Days Expired
A000 Pacific View A partments
L] Site Work BK Contracting I
[iEbi ) Concrete DryGulch Conoete
Mortar Magel Foundations i
Rough Carpentry Gold Coast Framing
Trestles Gold Coast Framing
Finizsh Carpentry Classzic Interiors
Insulation o701 A1l Insulation
Doors & Windows 0801 Higuerra Glass
Lath & Plastkr oed1 Quintus Drywall
Carpeting {203 Meza Carpeting i
Painting ainting i
Cabinets & Storage Classzic Interiors
Flu mbing Complete Flumbing I
Electrical 1801 HighweltElectric
16850 Heating & Cooling 1801 High wolt Electric i
M0 Truesdale Elementary School
02110 Demolition BK Contracting
Liraiciil Paving & Suriading BK Contracting
D270 Sits Improwemsnts Complete Plumbing
OZTO0 Site Improwmsnts Highvolt Electric )
02800 Landscaping =-Jones Landscaping
D200 Finish Carpentry Interiors
05300 Painting Painting i
16000 Electrical High wolt Electric i
A020 Giowvannis Pasta House
Q300D Concrete Magel Foundations
Q4400 Stone BK Contracting
D200 Finish Carpentry Classic Interiars
07300 Shingles & Reoing Tike Hightop Rocfing
05100 Lath & Plastkr Quintus Drywall
Q255D Wood Flooring Classzic Interiors

Figure: SC-56.3 Auto Insurance Expiration — Summary Report.



SC-48 Subcontract Control

Appendix

Chart of Accounts

Please read this section before beginning Installation.

g Tlp More information about the Chart of Accounts may be found in the Financial
Statements and the Administrators Setup & Installation manuals. The information here
is limited to Subcontract Control.

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.

Figure: SC-57 =3 Chart of Accounts [
Chart of Accounts sample
. + [0 4000 - Revenue -
form, ShOWIng the JOb — [0 5000 - Cost of Goods Sold Account i
Cost Type Subcontract for 5[0 5001 - Cost of Contracts &Service Work BLaNmiExae g Cost of Contracts-Sibcontractor
COSt of COntraCtS' [0 5010 - Cost of Contracts-Labor Total Titie
- [0 5015 - Cost of Contracts-Material Account Type Transaction [=]

SchontraCtor- . [ 5020 - Cost of Contracts-Subcontractor Job Cost Type mlz‘

5025 - Cost of Contracts-Equipment Cash Flow Option lz‘

5030 - Cost of Contracts-Other E Account Alignment Left [+

5040 - Cost of Service Work-Labor Blank Lines Before =

5045 - Cost of Service Work-Material
- Cost of Service Work-Subcontractor
5055 - Cost of Service Work-Equipment

Desaiption Summary Account | 5001
Parent Consolidation Account | 5020

0OOCCDO0G
=1

5060 - Cost of Service Work-Other [ Bank Account [T starts on a New Page
5090 - Discounts Taken-A/P [ scheduled Account [ tnactive Account
5600 - Freight Cost
+ [0 6000 - Indirect Expenses i Department

1 3

]
HEE® Cossatin e o
| Account “ Subaccount J | Insert || Delete I

Edit

E]

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.

Modular Menu Access
Financials | Chart of Accounts

Standard Menu Access
List | Chart of Accounts

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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Chart of Accounts List Report

The Chart of Account List provides information about accounts in the company chart of accounts. An
up-to-date printout of the chart of accounts can be retained as a reference. This list is useful for assigning
account numbers while entering transactions.

g Tlp More information about the Chart of Accounts’ reports may be found in the Financial
Statements and the Administrators Setup & Installation manuals. The information here
is limited to Subcontract Control.

Access to Chart of Accounts List
Module Menu with Reports Group
Financials | Reports | Chart of Accounts | Chart of Accounts List

Module Menu with Reports List
Financials | Chart of Accounts | Chart of Accounts List

Standard Menu
Reports | Financial Statements | Chart of Accounts | Chart of Accounts List

Report Types

Summary

The Summary Report Type displays each account number and name, account type, job cost type,
classification, and cash flow option.

Detail
The Detail Report Type also includes the total title and all account options.

Order By Options Fields
e Account Number » Show Report Criteria * Account Number
* Description * Transaction Accounts * Description

* Description Accounts

¢ Result Account

e Job Cost Accounts Only
e Active

¢ Inactive

¢ Show Balances

¢ Case Sensitive
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Chart of Accounts — Summary Report

Best Construction Company

Chart of Accounts
Summary Report Fage 1
Account®  Account Mame AccountType  JobCostType Classification Cash Flow
110 Accounts Receisble-Trade Transaction Contract Inooms Aszsets
Account Reensble-Retention Transaction Contract Inoome Aszets
Contract Revenus Transaction Contract Inoome Rewenus
Service Revenus Transaction Contract Inooms Rewenus
(Discounts Allowed-A'R) Transaction Contract Inoome Rewenus
Adj. For Ower/Under Billings Transaction Contract Inoome Rewenus
CostofContractsLabor Transaction Labar Direct Cost
CostofContracts-Matrisl Transaction Materisl Direct Cost
CostofContracts-Subcontracior Transaction Subcontract Direct Cost
CostofContracts-Equipment Transaction Other Direct Cost
CostofContractsOther Transaction Other Direct Cost
CostofSerdce Work-Labor Transaction Labaor Direct Cost
CostofSendce Work-Maerisl Transaction Materizl Direct Cost
CostofSendce Work-Suboontracior Transaction Subcontract Direct Cost
CostofSenice WorlEguipment Transaction Other Direct Cost
CostofSendce Work-Other Transaction Other Direct Cost

Figure: SC-58 Chart of Accounts — Summary Report showing Job Cost Type accounts including

Subcontract.
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Chart of Accounts — Detail Report

Best Construction Company

Chart of Accounts
Detal Report Fage
Account®  Account Mame AccountType  JobCostType Classification
1110 Accounts Reensble-Trade Transaction Contract Income Aszzets
Cash Flow Scheduled Account Mo Deswiption Summany Acoowunt 1110
derine Mone Dwollar Sign Mo Cepartment
Alignment Left MNew Pags Mo
BlnkLines 0 SEtus Actie
1120 Account Recenable-Retenton Transaction Contract Inoome Assets
Cash Flow Scheduled Account Mo Deswiption Summany Acoownt 1120
Underline  MNone Drallar Sign Mo Department
Alignment  Left Mew Page Mo
BlnkLines O StEtus Active
4010 Contract Revenue Transaction Contract Inoome Rewenue
Cash Flow Scheduled Account MNo Desoription Summany Acoount 4010
Underline  Mone Drollar Sign Mo Department
Alignment  Left Mew Page Mo
BEnkLines 0 SEtus Active
4020 Service Revenus Tran=saction Contract Incoms Rewvenus
Cash Flow Scheduled Account MNo Desoription Summany Acoount 4020
Underine  MNone Drollar Sign Mo Cepartment
Alignment  Left Mew Page Mo
BEnkLines 0 Stus Active
4040 {Discounts Allewed-A'F) Transaction Contract Income Rzwvenus
Cash Flow Scheduled Account MNo Desoription Summany Acoount 4040
Underdine  MNone Crollar Sign Mo Cepartment
Alignment Left Mew Page Mo
BEnkLines 0 SEtus Active
4080 Adj. For Ower/Under Billings Transaction Contract Inoome Rzwenus
Cash Flow Scheduled Account MNo Desoription Summany Acoount 4080
Underdine  MNone Drollar Sign Mo Cepartment
Alignment Left Mew Page Mo
BEnkLines 0 SEtus Active
5010 CostofContractsLabor Transaction Labor Direct Cost
Cash Flow Scheduled Account MNo Desoiption Summany Account 5010
Underine  MNone Drollar Sign Mo Cepartment
Alignment Left Mew Page Mo
BenkLines 0 SEtus Actie

Figure: SC-59 Chart of Accounts — Detail Report showing Job Cost Type accounts including Subcontract.
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Cost Code Library

The cost code library is a fundamental element of BIS®. Cost codes allow a job to be segmented into
components and can be established for specific job functions such as general requirements, fees and licenses,
demolition, foundation, framing, rough electrical, HVAC, roofing, plumbing, etc. Together with job numbers
and cost type, cost codes classify the job cost. The Job Budget, Subcontract Control, and Job Billing sections
of the program each use the cost codes established in the Cost Code Library.

b Tlp More information about the Cost Code Library may be found in the Job Cost Module
manual. The information here is limited to Subcontract Control.

Modular Menu Access
JC | Cost Code Library

Standard Menu Access
Job | Cost Code Library

Figure: SC-60 =] Cost Code Library - New =] =] =]
Job Cost, Cost Code
Library — New screen form.

Main I Default || Notes |

Cost Code

Description

Unit of Measure El

Unit Cost Labor 0.00
Unit Cost Material 0.00
Unit Cost Subcontract 0.00
Unit Cost Other 0.00
Unit Cost Equipment 0.00
Unit Man Hours 0.00
Status Active ||

Main Tab

Cost Code

Enter the cost code relevant to the Subcontract module. Any 10-digit alpha or numeric character or
combination of both can be used for the Cost Code. BIS® checks for duplication, and a warning will appear
if the code has already been assigned.

Please note that the Cost Code title is a hyperlink field as well as the description of the information to be
entered. Right-clicking on the Cost Code hyperlink opens access to the Cost Code Library report that can be
directly accessed.

The cost codes each identify a task and they are maintained in the cost code library. The cost code can be
any combination of numbers and/or letters up to ten characters in length. It is suggested that all cost codes
be made the same length. For example, if a five-digit cost code is assigned, continue to assign all additional
codes five-digit numbers. The cost code can be retrieved to assign the corresponding task to a job-related
expense or budget.

Description
Enter a description of the task or job function that is associated with the cost code listed, up to 30 characters.

Unit Cost Subcontract

The unit cost determines the cost of this category (Subcontract) for each unit of measurement. Simply enter
the number expressed as a number with two decimals. For example, a unit cost of 10 may be entered as
10.00.
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Cost Code Library Report
The Cost Code Library report lists all the cost codes on file for a company.

v Tlp More information about the Cost Code Library Report may be found in the Job Cost
Module manual. The information here is limited to Subcontract Control.

Access to Cost Code Library Report
Module Menu with Reports Group
JC | Reports | Cost Code Library

Module Menu with Reports List
JC | Cost Code Library

Standard Menu
Reports | Job | Cost Code Library

Figure: SC-61 | Cost Code Library =l
Cost Code Library, Query | 1w, quey -

. ptions -
screen form, showing two E @) | [Esowretonrs |
Report Types: Summary [ actve

i Eena Bpe | [ Inactive
and Detail. He
ETIET A - | | | [T show Notes
_ Case Sensitive
JDeta\I ' Ll
Cost Code lz‘ ||
@ Ascending (7 Descending m 3

Field Operator Beginning Ending -
MCost Code All
Description Al

Report Type

Summary

The Summary Report Type displays each cost code with the corresponding descriptions ,units of measure,
and status.

Detail

The Detail Report Type also includes the unit costs and labor hours.

Order By Options Fields

* Cost Code » Show Report Criteria *  Cost Code

* Description * Active *  Description
* Inactive

* Show Notes
 Case Sensitive
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Cost Code Library — Detail Report

Cost Code Library

Best Construction Company

UG Labeor

UC Maerisl

UC Subcontract
UC Ofher

UC Equipment
Unit Man Houwrs

Construcion Trade
Urnizn Code:

Union Classification
Workers Comp State
Worker's Comp Class.

Detal Report Page
Cost Code Description Uinit Status
G= nearsl Reguirements Actie
UC Labeor Caonstructon Trade
UC Materisl Union Code
UC Subconfract Union Classification
UC Ofher Worker's Comp State
UC Equipment Worker's Comp Class.
Unit Man Hours
01040 Suwmma ry O f Work Actie
UG Labeor Constructon Trade
UC Materisl Union Code
UC Subcontract Union Classification
UC Ofher Worker's Comp State
UC Equipment Worker's Comp Class.
Unit Man Hours
01100 Alternatives Actihe
UC Labor Constructon Trade
UC Materisl Union Code
UC Subcontract Union Classification
UC Other Worker's Comp State
UC Equipment Worker's Comp Class.
Unit Man Hours
01200 Froject Mestings Acthe
UC Labeor Constructon Trade
UC Materisl Union Code
UC Subcontract Union Classification
UC Other Worker's Comp State
UC Equipment Worker's Comp Class.
Unit Man Howrs
Submittals Acthe
UG Labeor Constructon Trade
UC Materisl Union Code
UC Subcontract Union Classification
UC Ofher Workers Comp State
UG Equipment Workers Comp Class.
Unit Man Houwrs L1
01400 Qu ality Control Actie

Figure: SC-62 Cost Code Library, Detail Report, showing Unit Cost Subcontract.
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Vendor Types

Vendor Types are categories of vendors currently used for selection in Accounts Payable reports.

Y Tlp More information about the Vendor Types may be found in the Accounts Payable
Module and Administrators Installation & Setup manuals. The information here is
limited to Subcontract Control.

Modular Menu Access

AP | Vendor Types

Modular Menu Access
Miscellaneous | Vendor Types

Standard Menu Access
List | Miscellaneous | Vendor Types

Main Tab

Initial access to vendor types from the menu opens the Vendor Types - New form. This form is used to enter
new vendor type information. However, access to a new form when another vendor type record is on the
screen only requires you to press Ctrl+N or use the New icon [ on the toolbar. The system will ask if any
changes to the record should be saved.

New Record

Adding new vendor types requires entering the Vendor Type in the Main tab. When the record is complete
or satisfactorily edited, either click on the Save button [d or press Ctrl-S to save the changes. Please note that
the Vendor type title is a hyperlink field as well as the description of the information to be entered. Right-

clicking this accesses the Vendor Types report that can be directly opened.

Figure: SC-63
Vendor Types - New
screen form, Main tab.

i?l Vendor Types - New
Ll

Main |

Vendor Type |

New

Editing an Existing Record
The list of Vendor Types may be examined by clicking on the Magnifying Glass icon [2] (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: SC-64 . =] Vendor Types = (B
1\:gerl;::ior Types, Find/Search e
' Search in Type lz‘
Condition Indude
!:I Case Sensitive

Type

Supplier

Scrolling Through Vendor Type Records

Users can scroll through the vendor type records by using the Navigation buttons on the toolbar at
the top of the screen. Clicking on the First icon [i] (at the top of the screen) will open the first record of the
list, according to Vendor types. Clicking on the Previous icon [4] (at the top of the screen) will open the
immediately prior record of the list, according to Vendor Type. Clicking on the Next icon [2] (at the top of
the screen) will open the next record of the list, according to Vendor Type. Clicking on the Last icon [4] (at
the top of the screen) will open the last record of the list, according to Vendor Type.

Figure: SC-65 =i Vendor Types - Subcontractor E = @
Sample vendor type screen| [z
form.

‘Vendor Type Subcontractor

Edit

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 [l (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.

Save the Changed Record

When the record is complete or satisfactorily edited, you should either click on the [d Save button on the
toolbar, or press Ctrl-S to save the changes.
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Vendor Types Report
The Vendor Types report lists the vendor types recorded in the Vendors file.

Y Tlp More information about the Vendor Types Report may be found in the Accounts
Payable Module and Administrators Installation & Setup manuals. The information here
is limited to Subcontract Control.

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

Module Menu with Reports List
AP | Vendor Types

Standard Menu
Reports | Accounts Payable | Vendor Types
Report Types

Detail
The Vendor Types Detail Report displays the vendor types recorded in the Vendor Types file.

Order By Options Fields
» Vendor Type » Case Sensitive * Vendor Type

Vendor Types — Detail Report

Best Construction Company
Vendor Types
Detail Report Page 1
Vendor Type
Non-Job
Subcontractor
Supplier

Figure: SC-66 Vendor Types — Detail Report.
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Jobs

The Jobs form is a master record that must be completed before the budget, schedule of values, subcontracts,
or any transactions can be recorded for that job, and before job costs can be posted. Default information
entered in the Jobs form will be used in a variety of transactions, including applications for payment and
payroll. Most defaults entered in the job record can be changed at the time of entering an individual
transaction. The use of defaults is encouraged because it can save time and provide for more accurate entry.

v Tlp More information about the Job Master Record and setup may be found in the Job Cost
Module manual. The information here is limited to Subcontract.

Markup Tab

Job markups are set up on the Markups tab of the Jobs master record. These markups are used in two ways:

L. When creating the schedule of values from the job budget, BIS® will add the markups shown
to the original budget amounts only if the Include Amounts to Schedule of Values option
is marked.

2. When using the Cost Plus billing option, separate markup percentages are recorded for each
job cost type and for change orders. To include the markups when job expenditures are used
to update the schedule of values, the Cost Plus Markup option must be selected in the
Billing Method field on the Markup tab.

The markup tab is used for Cost Plus billing. Two sections are provided for entering markup percentages:
Scheduled Values and Change Orders. This allows users to bill change orders differently from the original
contract, if desired. This option may be disabled by selecting Cost Only under Billing Method. The entries
of this screen can be used when automatically creating a Schedule of Values from a Budget.

Figure: SC-67 =] Jobs -1000 Pacific View Apartments EI@
Job Cost master record,

Main ” Default ” Qwner ” Architect ” T&am i”irhlll? E Payroll ” History || udf || Motes I
Markup tab screen form.
Scheduled Values Change Orders
Markup Markup
Labor % 10.00 Labor % 15.00
Material %o 10.00 Material %o 15.00
Subcontract % 15.00 Subcontract % 20.00
Other % 10.00 Other % 15.00
Equipment % 10,00 Equipment % 15.00
Cost Plus Biling Cost Plus Biling
Billing Method Cost Plus Mark-up |z| Billing Method Cost Plus Mark-up |z|
Lahor BilingRate | Calculated [=] Labor Biling Rate | Manually Entered Rate [ |

Edit

Subcontract %

The percentage markup to use for subcontract when the amount to bill is based upon a cost-incurred
calculation. The amount billed will equal the job-to-date subcontract cost incurred, plus the subcontract cost
multiplied by this percentage, less previous billings and retention.

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

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.

v Tlp More information about the Job Budget may be found in the Job Cost Module manual.
The information here is limited to Subcontract.

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 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
Figure: SC-68 =3 Budget and Change Orders - 1000 Pacific View Apartments [ =

Budget and Change Orders
screen form Job tab

= T T il i
;| Budget || Change Orders || Inventory ': Totals |

Job Number 1000

ShOWIng Sample .]Ob Job Name Pacific View Apartments

dISp|ay data. (Thls data Street Address 1 1800 Padfic Avenue |
can only be altered in the z#;mdd*sﬂ _—

Job Master Record.) i e

Zip Code 93448

Telephone (B0S5)543-7000
Fax (805)534-1595
Contract For Mew Construction
Contract Date 0101wy
Project Manager Mike Jarvis
SQ.FT. of Building 16,000

The items on this 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.
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Budget Tab

The budget information for each job is maintained through the Budget tab. This tab displays all budget line
items by cost code. Each line item contains cost classifications for Labor, Material, Subcontracts, Other,
Equipment, and the billing code. A budget for labor hours is maintained separately, as are adjustments to the

initial budget.

v Tlp More information about the Job Budget setup may be found in the Job Cost Module
manual. The information here is limited to Subcontract.

The budget information is used in various BIS® reports showing comparisons between the budget and actual
costs incurred. 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 Budget data entry form.

Figure: SC-69

Job Cost, Budget and
Change Orders, Budget tab
screen form.

Budget Screen Form

=] Budget and Change Orders - 1000 Pacific View Apartments =8 EoR ===
E ;B"dgeté! Change Orders H Inventory H Totals ‘
Cost Code Description Qty Labor Material Subcontract Other Eguipment __ Biling Code (5V) =~
101000 General Requirements 0.00  65,000.00 0.00 0.00  25,000.00 0,00/ 1000 \
02000 Site Work 0.00 4,000.00 15,000.00  45,000.00 0.00 15,000.00/1100
| |oz000 Concrete 0.00 0.00 0.00  33,750.00 0.00 0.00/1200
:04000 Mortar 0.00 0.00 0.00  11,310.00 0.00 0.00/ 1200
_|06100 Rough Carpentry 0.00 51,000.00| 120,000.00  41,000.00 0.00  22,000.00/1300
06150 Trestles 0.00 0.00 0.00 22,500.00 0.00 0.00/1300
| |os200 Finish Carpentry 0.00 19,000.00 29,000.00  43,000.00 0.00 0.00/2100 -
:07200 Insulation 0.00 0.00 0.00  47,250.00 0.00 0.00| 1400
{08000 Doors & Windows 0.00  12,000.00) 18,000.00  28,500.00 0.00 0.00|1500
| |0s100 Lath &Plaster 0.00 18,500.00 0.00 130,000.00 0.00 0.00/1700
09300 Tile 0.00 0.00 0.00 0.00 0.00 0.00/2400
:09580 Carpeting 9,200.00 0.00 0.00  52,500.00 0.00 0.00/2200
09300 Painting 0.00 18.00 0.00  64,500.00 0.00 0.00|2000
| 10800 Toilet & Bath Accessories 0.00  21,000.00| 21,520.00 0.00 0.00 0.001500
[ [r2300 Cabinets & Storage 0.00 0.00 0.00 28,500.00 0.00 0.00/2100
" |15400 Plumbing 0.00 0.00 0.00  97,500.00 0.00 0.00/1900 -
K n v
Labor Materials Subcontract Other Equipment Total
Budget 200,518.00 208,520.00 863,010.00 30,000.00 52,500.00 1,354,548.00
Adjust. 0.00 0.00 0.00 0.00 0.00 0.00

This screen is accessed by clicking on the Insert button on the Budget tab form.

Figure: SC-70
Budget, new screen form.

=] Budget - 1000

Job Mumber 1000
Cost Code |
Biling Code (V)

[ Extended Description

Budget

Quantity 0.00
Hours 0.00
Labor 0.00
Material 0.00
Subcontract 0.00
Other 0.00
Equipment 0.00
Total

() @)x]

Padfic View Apartments

Y
&)

Adjustments

Quantity
Hours

Labor
Material
subcontract
Other
Equipment

Total

Adjustments

0.00 Revised
0.00 0.00

Committed
0.00

0.00

0.00
0.00 Uncommitted
0.00 0.00
0.00

Cost Code Total

Subcontract Summary

Save | [ Close J I Undo
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Job Number
This field displays the Job Number (and Job Name), but it is not an editable field.

Cost Code

A valid cost code from the cost code library must be entered for each change order budget item. This code
may be typed or selected by using the Find tool magnifying glass [2] icon. Once the cost code is entered, the
cost code description will be displayed.

Billing Code (SV)

The billing code identifies the contract line item in the Schedule of Values. It may be typed or selected using
the Find tool magnifying glass [&]icon. Including the billing code in the budget item interfaces the cost code
selected with the billing code when using the Cost Plus option in the Billing module. If the billing code is
left blank, this cost code will post cost to the first contract line item on the Schedule of Values. If you wish
not to post cost, enter NONE as the billing code. When a billing code is entered, the associated description
is displayed.

Figure: SC-71 =] Budget and Change Orders - 1000 Pacific View Apartments [E==E=E
Budget, sample screen 00 | Budget | change Orders | ventory | Totals
form . Cost Code Description Unit Qty Labor Material Subcontract Other Equipment __ Bilng Code (SV)  »

01000 General Requirements 0.00 £5,000.00 0.00 0.00 25,000.00 0.00

02000 Site Work 0.00 4,000.00 15,000.00 49,000.00 0.00 15,000.00 1100

[l 03000 Concrete 0.00 0.00 0.00 33,750.00 0.00 0.00 1200

[ |o4000 Mortar 0.00 0.00 000 11,310.00 0.00 0.00 1200

|os100 Rough Carpentry 000 5L000.00 120,000.00  41,000.00 0.00 22,0000 1300

Il 06150 Trestles 0.00 0.00 0.00 22,500.00 0.00 0.00 1300

[l 06200 Finish Carpentry 0.00 15,000.00 29,000.00 48,000.00 0.00 0.00 2100

[l 07200 Insulation 0.00 0.00 0.00 47,250.00 0.00 0.00 1400

LR Doors & Windows 000 1200000  15,000.00  28,500.00 0.00 0.00 1500

|ozo0 Lath &Plaster 000 18,500.00 0.00  130,000.00 0.00 0.00 1700

[l 09680 Carpeting 0.00 0.00 0.00 52,500.00 0.00 0.00 2200

[l 09900 Painting 0.00 18.00 0.00 ©54,500.00 0.00 0.00 2000

[| 10800 Toilet &Bath Accessories 0.00] 21,0000  21,520.00 0.00 0.00 0.00 1900

12300 Cabinets & Storage .00 0.00 0.00  28,500.00 0.00 0.00 2100

15400 Flumbing 0.00 0.00 0.00  97,500.00 0.00 0.00 1300 =
1 v
sert | [ pelete

Budget

The fields in this section are used to record original budget information for the various job cost
classifications. They record the dollar amount budgeted for each category for this cost code. The sum of these
entries is shown in the Total Budget field.

Subcontract
If any portion of the cost of the listed cost code applies to one or more subcontracts, the total dollar amount
is entered into this field.

Adjustments
This section records adjustment to the original budget information, broken down by job cost classification.
The total amount for all adjustment costs is displayed in the Adjustments field.

Subcontract Summary
This section displays the total subcontract amount budgeted for the cost code selected (Revised Budget), the
amount from this that has been committed, and the amount that remains uncommitted to vendors.

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 Budget Change Orders and their connection,
if any to Change Orders in the Schedule of Values. The lower section deals with the detail of the cost codes
associated Budget with the selected change order of the upper portion of the screen.
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b Tlp More information about the Job Budget Change Order Tab may be found in the Job
Cost Module manual. The information here is limited to Subcontract.

Figure: SC-72 =] Budget and Change Orders - 1000 Pacific View Apartments =R
Budget and Change 10b || Budget | (Change Orders | 1nventory || Totals |
Orders, Change Orders tab Change Order Description C.0.(5V) -
¥ 101 Change Order 101 100
screen form' 102 Change Crder 102 100
1- ’
101 | Change Order 101 [met ][ pdete ]
Cost Code Description Unit Qty Labor Material Subcontract Other Egquipment  »
»02000 Site Work 0.00 0.00 0.00 17,500.00 0.00 0.00
_UG 100 Rough Carpentry 0.00 0.00 5,000.00 0.00 0.00 0.00
_09300 Tile 400,00 0.00 0.00 150,00 0.00 0.00
I« [
Labor Materials Subcontract Other Equipment Total
Budget 0.00 5,000.00 17,650.00 0.00 0.00 22,550.00
Adjust, 0.00 0.00 0.00 0.00 0.00 0.00
| Insert Delete

Change Order Header List

The top section of this form displays information for each change order entered. To add a change order, use
the Insert button that is located below this section. To remove an item, select the line item and click the
Delete button. To edit one of the change orders displayed, double-click on that line item to open the Change
Order Header form.

Change Order Detail List

The lower section of this form displays the budget line items for the change order selected above. The change
order number and description selected appear in the fields above this section. Line items are displayed by
cost code, including cost classifications for Labor, Material, Subcontracts, Other, and Equipment. The Insert
button below is used to add a line item, whereas the Delete button will remove the line item selected. To edit
a line item displayed, double-click on that line item to open the Change Order Detail form.

Change Order Detail Form

Use this Form to enter Change Order Line Item Detail Information. The change order information for a job
is entered, revised, reported on, deleted, and added to another job through this option. Change Order
information is maintained by cost code for each job. Change Orders within each cost code can be maintained
for cost classifications of Labor, Material, Subcontracts, and Other.
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Figure: SC-73 =4 Change Order Detail - 101 ER =
Budget and Change Job Mumber 1000 Padfic View Apartments
Ol’derS, Change Order Change Order 101 ||Change Order 101

02000 Site Work

Detail screen form sample. | cestcod

Budget Adjustments Subcontract Summary
Quantity 0.00 Quantity 0.00 Revised Budget
Hours 0.00 Hours 0.00 17,500.00
Committed

Labor 0.00 Labor 0.00

17,500.00
Material 0.00 Material 0.00
Subcontract 17,500.00 Subcontract 0.00 e i)
Other 0.00 Other 0.00 £:00
Equipment 0.00 Equipment 0.00
Total 17,500.00 Total Cost Code Total 17,500.00

|ﬁ T| T W j Y Adjustments Save | l Close ‘ I Undo

Job Number
This field displays the job number and name.

Change Order

This field displays the change order number and description.

Cost Code

A valid cost code from the cost code library must be entered for each change order budget item. This code
may be typed or selected by using the Find tool. Once the cost code is entered, the cost code description will
be displayed.

Budget

The fields in this section are used to record original change order budget information for the various job cost
classifications. This field records the dollar amount budgeted for each category for this cost code. The sum
of these entries is shown in the Total Budget field.

Subcontract
If any portion of the cost of this change order code applies to one or more subcontracts, the total amount is
entered into this field.

Adjustments
This section records adjustment to the original change order budget information, broken down by job cost
classification. The total amount for all adjustment costs is displayed in the Adjustments field.

Subcontract Summary

This section displays the total subcontract amount budgeted for the cost code selected of the change order
(Revised Budget), the amount from this that has been committed, and the amount that remains uncommitted
to vendors.
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Totals Tab
This tab provides a summary of the budget and change orders and their totals. The fields on this screen
cannot be modified from this form.

Figure: SC-74 =] Budget and Change Orders - 1000 Pacific View Apartments =
Budget and Change [/ ob |[ Budget || change Orders.gilnvanmry | ‘Totals’

Orders, Totals tab sample Buriget BugetAd]  Chonge Orders Change Orders Ad) Totaks

screen form including Hours 558.00 13.00 571.00
EqUipment information. Labar 200,518.00 200,518.00

Material 208,520.00 5,000.00 213,520.00
Subcontract 863,010.00 32,850.00 895,8560.00
Other 30,000.00 30,000.00
Equipment 52,500.00 52,500.00

Total Budget 1,354,548.00 37,850.00 1,392,398.00

Job Budget Report
The Budget report displays job budget information recorded in the Budget and Change Orders form.

b Tlp More information about Job Budget Reports may be found in the Job Cost Module
manual. The information here is limited to Subcontract.

Access to Job Budget Report
Module Menu with Reports Group
JC | Reports | Budget

Module Menu with Reports List
JC | Budget

Standard Menu
Reports | 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
Order By Options Fields
* Job Number * Show Report Criteria * Job Number
* Active * Job Name
* Inactive * Project Manager

* Completed

* Show Extended Descriptions

* Show Cost Code Line Separation
* Case Sensitive
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Job Budget — Summary Report

Best Construction Com pany
Job Budget
Summary Report Job 1000 age
CostCode  Description Labor Material Subconfract Other Equipment Total
Budget
0l DD General Reguirements 1]
02 D00 Site Work
03 D00 Concrete
04 D00 Moaortar
05 100 Rough Carpeniry
05 150 Trestles
05 200 Finish Carpantry
07 200 Insulstion
08 00D Droors & Windows
02 100 Lath & Plaser
el Carpeting
200 Pain ting
10800 Toilet & Bath Accessones
12300 Cabinsts & Sorage
15400 Plumbing B7 500,00
16000 Electrical 5,000 .00 138,500.00
16850 Heating & Cooling ! 0.00 0, 20000
Budget Totals 200,518.00 20852000 B6:.3,0140.00
Original Budpet 200,518.00 2852000 B6:.3,0140.00
Budget A djustments oo .00 oo
Change Order 101 Change Order 101
02 D00 Site Waork 0.00 0.00 Q.00 0.0D
OGS 100 Rough Carpentry 0.00 5,000.00 0.0D 0.0D
Change OrderTotals 0.00 5,000.00 oo oo
Original Budpet 0.00 5.000.00 0o oo
Budget A djustments 0o .00 0o 0o
Change Order 102 Change Order 12
03 D00 Concrete 0.0D 0.00 15,350.00 0.0D Q.00 15,350,00
Change Crder Totals oo 0.00 13350000 000 000 1535000
Original Budpet oo 000 13, 350,00 oo oo 15, 350.00
Budget A djustments oo 000 oo oo oo .00
Job Budget Totals 20,518.00 H3.520.00 B95,860.00 30, 00, Do) 5250000  1,392.398.00
Job Crriginal Budget Totals 200,518.00 H3.520.00 B95,860.00 30,00, D 3250000  1,392.398.00
Job Budget A djustments Totals oo .00 0o oo oo 000

Figure: SC-75 Job Budget — Summary Report, showing Subcontract information.
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Job Budget — Detail Report

Job Budget
Detall Report Job 1000

Best Construction Company

CostCode  Description

Labor Material Subconfract Other Equipment Total

Budget
01000 General Reguirsments
Criginal Budgst
Budget Adjustments
02 000 Site Work
Criginal Budgst
Budget Adjustments
03 000 Concrete
Criginal Budget
Budget Adjustments
04 000 Mortar
Crignal Budget
Budget Adjustments
05 100 Rough Carpentry
Crignal Budget
Budget Adjustments
03 150 Trestles
Criginal Budget
Budget Adjustments
0200 Finish Carpentry
Criginal Budget
Budget Adjustments
07 200 Insulation
Criginal Budgst
Budget Adjustments
Q8 D00 Dioors & Wndows
Criginal Budgst
Budget Adjustments
08 100 Lath & Plasker
Criginal Budgst
Budget Adjustments
D880 Carpeting
Criginal Budg=t
Budget Adjustmeants
oe200 Paiinting
Criginal Budg=t
Budget Adjustmeants
10800 Toilet & Bath Accessones
Criginal Budgst
Budget Adjustments
12300 Cabinsts & Storage
Criginal Budgst
Budget Adjustments
15400 Plumbing
Criginal Budg=t
Budget Adjustments
16000 Electrical

0o 0.00
0o 0.0
0o 0.00

e

0o
0o
0o
0o
0o
0.00
0.00
T20,000.00

=

234 000,00
234 000.00
0.00

[N

=

S5

o]

0.00
120,000.00
130,000, 00

0.00

ra
L

]
P

0.00
138 500.00

0o
174 000,00

Figure: SC-76

Job Budget — Detail Report, showing Subcontract detail.
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Production Expense

This option allows a company to allocate for those overhead expenses which are difficult to directly assign
to a job. The production expenses are based on a beginning 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.

v Tlp More information about the Production Expense settings may be found in the Job Cost
Module manual. The information here is limited to Subcontract.

Modular Menu Access
JC | Production Expense

Standard Menu Access
Jobs | Production Expense

Figure: SC-77 =] Production Expense - New EI@
Sample .Job Cost, 3
Production Expense screen
form for editing. R Tt
Production Expense Labor 0.00 |2
Production Expense Material 0.00 | %
Production Expense Subcontract 0.00 | %
Production Expense Other 0.00 | %
Production Expense Equipment 0.00 |2

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: SC'78 =3 Production Expense - New EI@
Sample _Job Cost, e [
Production Expense screen
form sample. Beginning Date 08/22/v ]
Production Expense Labor 5.00 | %%
Production Expense Material 5.00 | %%
Production Expense Subcontract 5.00 | %
Production Expense Other 5.00 | %
Production Expense Equipment 5.00 | %

MNew
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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. The Production Expense Report is directly accessed by right-clicking on the
Beginning Date hyperlink.

Production Expense Subcontract
This field records the percentage by which subcontract 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.

Production Expense Report
The Job Cost Production Report shows production expenses recorded.

b Tlp More information about the Production Expense Report may be found in the Job Cost
Module manual. The information here is limited to Subcontract.

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

0I0Yyyy 0821/ vyyy 0.00 3.00 4.00 0.00 300 Neo

0B22ivyyy 121311 ¥yyy 5.00 5.00 5.00 5.00 500 Yes

OUOYYYY Present 6.00 6.00 6.00 6.00 6.00 No

Figure: SC-79 Job Cost Production Expense — Detail Report.
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Job Status

This option is used to override the system-calculated figures for work completed and projected cost to
complete. The information entered in these screens is optionally used in the Job Cost Status Report.

v Tlp More information about the Job Status settings may be found in the Job Cost Module
manual. The information here is limited to Subcontract.

Modular Menu Access
JC | Job Status

Standard Menu Access
Transactions | Job Status

Figure: SC-80 = Job Status - 1000 Pacific View Apartments EI@
Job Cost, Job Status, Job

tab screen form example.

1 [si—tipa|
;| Budget ]I Change Orders |

Job Mumber 1000

Job Mame Padific View Apartments
Street Address 1 1800 Padific Avenue
Street Address 2

City Pismo Beach

State Ca | California

Zip Code 93443

Telephone (805)543-7000

Fax (805)534-1535
Contract For Mew Construction
Contract Date 0101/ yyyy

Project Manager Mike Jarvis
5Q.FT. of Building 15,000

The items on this 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.

Budget Tab

The cost code information displayed here is maintained through the Budget and Change Orders form. This
tab displays all budget line items by cost code. Each line item shows the percent of work completed and the
projected cost to complete work for each cost classification, including Labor, Material, Subcontracts, Other,
and Equipment.

v Tlp More information about the Job Status Budget Tab settings may be found in the Job
Cost Module manual. The information here is limited to Subcontract.

To edit any of the line items viewed, double-click on the line item to open the Status Budget data entry form.
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=] Job Status - 1000 Pacific View Apartments

[E=3 o =3

Job | Budget | change Orders
Cost Code Description Unit Installed Qty PC Labor PC Material PC Subcontract PC Other PC Equipment Proj. CostLlab Proj. Cost Mat Proj. Cost Sub Proj. Cost Other Proj, CostEqu =
01000 General Requirements

|ozo00 [site work

Concrete 500.00 36 50 40 0 20 40,000.00 23,520.00 18,000.00 0.00 16,020.00

04000 Mortar

" |os100 Rough Carpentry

|os150 Trestles

| 0s200 Finish Carpentry

|o7200 |nsulation

| 08000 Doors & Windows

|oswn0  |Lath &Plaster

“losesa | Carpetng

“|osso0 [painting

| 10800 Toilet & Bath Accessories

i 12300 Cabinets & Storage

Il 15400 Plumbing

T|000  |Bectrica

Il 16850 Heating & Cooling

m

Figure: SC-81

Status Budget

Job Cost, Job Status Budget tab screen form sample.

This option is used to override the system-calculated figures for work completed and projected cost to
complete budgeted items for a job. These figures can be added manually for each Job Cost classification
(Labor, Material, Subcontracts, Other and Equipment) related to this cost code.

Figure: SC-82
Job Cost, Job Status

Budget tab, Status Budget

screen sample form.

Job Number

=] Status Budget - 1000

Job Number
Cost Code
Installed Quantity

Percent Complete
Labor

Material
Subcontract
Other

Equipment

CIER ALY

1000

500.00

50

o

o =)
Padific View Apartments
Concrete

Projected Cost to Complete

Labor 40,000.00
Material 23,520.00
Subcontract 18,000.00
Other 0.00
Equipment 15,020.00

Save ] | Close ] [ Undo

This field displays the number of the job selected.

Job Name

This field displays the job name that corresponds to the job number selected.

Cost Code

This field displays the cost code associated with the budget item selected.

Installed Quantity

This field records the quantity of units that have been installed.



Subcontract Control SC-71

Percent Complete
These fields record the percent complete separately for Labor, Material, Subcontract, Other and Equipment
categories related to this cost code.

Projected Cost to Complete
These fields are used to record the projected cost to complete work related to the cost code. They are
recorded separately for Labor, Material, Subcontract, Other, and Equipment categories.

Screen Buttons

Navigation Buttons
These buttons provide a way to scroll through the list of cost codes without having to close the sub form.

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.

Change Orders Tab

The budget information displayed here is maintained through the Budget and Change Orders form. This tab
can be used to override the percent of work completed and the projected cost to complete work for change
orders related to the job selected.

v Tlp More information about the Job Status Change Orders Tab settings may be found in the
Job Cost Module manual. The information here is limited to Subcontract.

Change Order Header List
The top section of this form displays information for each change order entered.
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=] Job Status - 1000 Pacific View Apartments = e ==

Job || Budget Qhangeorders]

Change Qrder Description C.0.(8V) -
101 Change Order 101 100
102 Change Order 102 100

4 3
101 Change Order 101
Cost Code  Description  Unit Installed Quantity PC Labor PC Material PC Subcontract PC Other PC Equipment Proj. Cost Lab Proj. Cost Mat Proj. Cost Sub Proj. Cost Oth Proj. CostEqu =
Site Work 0.00 10 10 a 0 a 200.00 0.00 0.00 0.00 0.00

06100 Rough Carpentry

-~

Figure: SC-83 Job Cost, Job Status, Change Orders tab screen form sample.

Change Order

The change order number identifies the budget and Schedule of Values information for each change order.

Description
This field lists the description of the change order that is associated with the change order number assigned.

Change Order (SV)
The optional change order number is in the third column. When the change order number is entered, the
change order description is displayed.

Change Order Detail List

The lower section of this form displays the budget line items for the change order selected above. The change
order number and description selected appear in the fields above this section. Line items show the percent
of work completed and the projected cost to complete work for each cost classification, including Labor,
Material, Subcontracts, Other and Equipment. To edit any of the items viewed, double-click on the line item
to open the Status Change Order data entry form.

Status Change Order

This option is used to override the system-calculated figures for work completed and projected cost to
complete budgeted items for a job. These figures can be added manually for each Job Cost classification
(Labor, Material, Subcontracts, Other and Equipment) related to this change order cost code.
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Figure: SC-84 =4 Status Change Order - 101 @
JOb COSt’ JOb StatUS, Job Mumber 1000 Padific View Apartments
Change Order, Status o e 101
Change Order screen form | costcode 02000] Site Work
Sample' Installed Quantity 0.00
Percent Complete Projected Cost to Complete
Labor 10 Labor 200,00
Material 10 Material 0,00
Subcontract 0 Subcontract 0.00
Other o Other 0.00
Equipment o Equipment 0.00
|W IZ| T W Save | | Close | | Undo
Job Number

This field displays the job number and name.

Change Order

This field displays the change order number and description.

Cost Code
This field displays the cost code associated with the budget item selected.

Installed Quantity
This field records the quantity of units that have been installed.

Percent Complete

These fields record the percent complete separately for Labor, Material, Subcontract, Other, and Equipment

categories related to this cost code.

Projected Cost to Complete

These fields record the projected cost to complete work related to this cost code. They are recorded

separately for Labor, Material, Subcontract, Other, and Equipment categories.
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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 Tlp More information about Job Cost Status reports be found in the Job Cost Module
manual. The information here is limited to Subcontract.

v Tlp 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

Detail

The Job Cost Status Detail Report displays the job number and name, cost code and description, original
budget amount, budget adjustments, revised budget amounts, net amounts committed, actual costs,
percentage of work-in-place, projected costs to complete, projected total costs, variance between projected
total cost and the revised budget, and analysis by job cost categories (not included in the Summary report).

Order By Options Fields
 Job Number » Show Report Criteria » Job Number
* Active * Job Name
* Inactive * Cost Code
* Completed * Project Manager

* Percent Complete Overwrite
* Projected Cost to Overwrite
» Show Change Orders

» Show Notes

» Case Sensitive



Subcontract Control

SC-75

Job Cost Status — Detail Report

Best Construction Company
Job Cost Status
Detail Report Job 1000 Pacific View Apartments Page 1
CostCode Description Original Budget Revised Net Actual Proj.Cost Projected
Budget Adjustments Budget Commitments Cost %WIP to Complete Total Cost Variance
Budget
01000 General Reguirements. L 65,000.00 0.00 65,000.00 0.00 8.170.74 14 55,829.26 65,000.00 0.00
M 0.00 0.00 0.00 0.00 1852 1] 0.00 18.52 -18.52
5 0.00 0.00 0.00 0.00 0.00 1] 0.00 0.00 0.00
o 25,000.00 0.00 25,000.00 0.00 0.00 0 25,000.00 25,000.00 0.00
E 0.00 0.00 0.00 0.00 2,060.00 1] 0.00 2,060.00 -2,060.00
Cost Code Totals 50,000.00 0.00 50,000.00 0.00 1124826 12 80,829.26 92,078.52 -2,078.52
02000 Site Work L 4,000.00 0.00 4,000.00 0.00 3606363 9 0.00 36,063.63 -32,063.63
M 15,000.00 0.00 15,000.00 10.00 4457220 297 0.00 4457220 2957220
s 49,000.00 0.00 49,000.00 32,22550 1677450 34 31,97550 48,750.00 250.00
o 0.00 0.00 0.00 0.00 672.82 1] 0.00 672.82 £72.82
E 15,000.00 0.00 15,000.00 0.00 13.200.00 88 1,800.00 15,000.00 0.00
Cost Code Totals 83,000.00 0.00 83,000.00 32,235.50 111.283.15 134 33,775.50 145,058.65 -62,058.65
03000 Concrete L 0.00 0.00 0.00 0.00 0.00 1] 0.00 0.00 0.00
M 0.00 0.00 0.00 0.00 0.00 ] 0.00 0.00 0.00
s 33,750.00 0.00 33,750.00 29,119.00 4631.00 13 29,119.00 33,750.00 0.00
o 0.00 0.00 0.00 0.00 0.00 1] 0.00 0.00 0.00
E 0.00 0.00 0.00 0.00 0.00 1] 0.00 0.00 0.00
Gost Gode Totals 33,750.00 0.00 33,750.00 29,119.00 4631.00 13 29,119.00 33,750.00 0.00
04000 Mortar L 0.00 0.00 0.00 0.00 0.00 1] 0.00 0.00 0.00
M 0.00 0.00 0.00 0.00 0.00 1] 0.00 0.00 0.00
s 11,310.00 0.00 11,310.00 11,310.00 0.00 1] 11,310.00 11,310.00 0.00
o 0.00 0.00 0.00 0.00 0.00 1] 0.00 0.00 0.00
E 0.00 0.00 0.00 0.00 0.00 1] 0.00 0.00 0.00
Cost Code Totals 11,310.00 0.00 11,310.00 11,310.00 0.00 1] 11,310.00 11,310.00 0.00
06100 Rough Carpentry L 51,000.00 0.00 51,000.00 0.00 461500 8 46,385.00 51,000.00 0.00
M 120,000.00 0.00 120,000.00 91,000.00 20.870.00 24 ©0,130.00 120,000.00 0.00
5 41,000.00 0.00 41,000.00 41,000.00 0.00 1] 41,000.00 41,000.00 0.00
o 0.00 0.00 0.00 0.00 0.00 1] D.00 0.00 0.00

Figure: SC-85

Projected Cost to Complete Overwrite showing Subcontract.

Job Cost, Job Cost Status — Detail Report without Percent Complete Overwrite or
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Job Cost Status — Detail Report
Including Percent Complete Overwrite and Projected Cost to Complete Overwrite

Best Construction Company
Job Cost Status
Detail Report Job 1000 Pacific View Apariments Page 1
CostCode Description Original Budget Revised Net Actual Proj.Cost Projected
Budget Adjustments Budget Commitments Cost %WIP to Complete Total Cost Variance
Budget
01000 General Reguirements L 65,000.00 0.00 65,000.00 0.00 8.170.74 oM 0.00 5,170.74 55829.26
M 0.00 0.00 0.00 0.00 oM 0.00 -18.52
5 0.00 0.00 0.00 0.00 oM 0.00 0.00
o 25,000.00 0.00 25,000.00 0.00 oM 0.00 25,000.00
E 0.00 0.00 0.00 0.00 oM 0.00 -2,060.00
Cost Code Totals 50,000.00 0.00 90,000.00 0.00 12 0.00 11,249.26 78750.74
02000 Site Work L 4,000.00 D.00 4,000.00 0.00 3606363 oM 0.00 36,063.63 -32,063.63
M 15,000.00 D.00 15,000.00 1000 44 57220 oM 0.00 4457220 -29,572.20
5 49,000.00 0.00 49,000.00 3222550 1677450 oM 0.00 16,774.50 3222550
o 0.00 0.00 0.00 0.00 672.82 oM 0.00 672.82 67282
E 15,000.00 0.00 15,000.00 0.00 13.200.00 oM 0.00 13,200.00 1,300.00
Cost Code Totals 83,000.00 0.00 83,000.00 3223550 111,283.15 134 0.00 111,283.15 -28,283.15
03000 Concrete L 0.00 0.00 0.00 0.00 0.00 /M 40,000.00 40,000.00 -40,000.00
M 0.00 0.00 0.00 0.00 0.00 50 M 23,520.00 23,520.00 -23,520.00
5 33,750.00 0.00 33,750.00 29,119.00 4631.00 oM 18,000.00 22,631.00 11,119.00
o 0.00 D.00 0.00 0.00 0.00 oM 0.00 0.00 0.00
E 0.00 D.00 0.00 0.00 0.00 20M 16,020 00 16,020.00 -16,020.00
Cost Code Totals 33,750.00 D.00 33,750.00 29,119.00 4631.00 13 97,540.00 102,171.00 -68,421.00
04000 Mortar L 0.00 0.00 0.00 0.00 0.00 oM 0.00 0.00 0.00
M 0.00 0.00 0.00 0.00 0.00 oM 0.00 0.00 0.00
5 11,310.00 0.00 11,310.00 11,310.00 0.00 oM 0.00 0.00 11,310.00
o 0.00 0.00 0.00 0.00 0.00 oM 0.00 0.00 0.00
E 0.00 0.00 0.00 0.00 0.00 oM 0.00 0.00 0.00
Cost Code Totals 11,310.00 0.00 11,310.00 11,310.00 0.00 o 0.00 0.00 11,310.00
06100 Rough Garpentry L 51,000.00 D.00 51,000.00 0.00 461500 oM 0.00 4,615.00 46,385.00
M 120,000.00 D.00 120,000.00 91,000.00 29.870.00 oM 0.00 29,870.00 80,130.00
5 41,000.00 0.00 41,000.00 41,000.00 0.00 oM 0.00 0.00 41,000.00
0.00 0.00 0.00 0.00 0.00 oM 0.00 0.00 0.00

Figure: SC-86 Job Cost Status — Detail Report showing Percent Complete Overwrite and Projected Cost
to Complete Overwrite with Subcontract.
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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.

Adjustments to the Job Cost file may be made to correct errors. Adjustments can also 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.

b Tlp More information about the Job Cost Adjustments maybe found in the Job Cost Module
manual. The information here is limited to Subcontract.

L Tip
Job Cost changes that also must be posted to the General Ledger should be entered
in Financials | Journal Entries in the Module Menu, or Transactions | Journal Entries

Modular Menu Access
JC | Job Cost Adjustments

Standard Menu Access
Transactions | Job Adjustments | Job Cost Adjustments

Figure: SC-87
Job Cost, Job Cost
Adjustments, Job tab

=3 Job Cost Adjustments - 1000 Pacific View Apartments

[

o= ==

o [ || i [ an |
:Job ;| Labor \| Material || Subcontract Il Other |! all |

screen form example.

Job Mumber

Job Name

Street Address 1
Street Address 2
city

State

Zip Code
Telephone

Fax

Contract For

1000
Pacific View Apartments
1800 Padific Avenue

Pismo Beach
CA | California
93448
(805)543-7000
(805)534-1595

Mew Construction

Contract Date 0101/ ¥¥yy
Mike Jarvis

16,000

Project Manager
SQ.FT. of Buiding

The items on this 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

You can examine the list of job adjustments records by clicking on the Magnifying Glass icon [2] (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.
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Scrolling Through Different Jobs Cost Adjustments Records

Y ou can scroll through different Job Cost Adjustment records by using the Navigation buttons on the toolbar
at the top of the screen. Clicking on the First icon [4] (at the top of the screen) will open the first record of
the list, according to Job Id. Clicking on the Previous icon [4] (at the top of the screen) will open the
immediately previous record of the list, according to Job Id. Clicking on the Next icon [] (at the top of the
screen) will open the next record of the list, according to the Job Id. Clicking on the Last icon [zl (at the top
of the screen) will open the next record of the list, according to the Job Id.

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 this record. The information viewed here is maintained in the Jobs
maintenance screen.

Subcontract Tab

Adjustments 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: SC-88 =] Job Cost Adjustments - 1000 Pacific View Apartments [fol-e =
Job Cost Adjustments,
Subcontract tab screen
form.

| Job || Labor | Material ,.5.. \cher ;ﬁl\ |

Date Ref, Code Cost Code Change Order Vendor Amount Description -

N

m 3

Insert | | Delete

Job Cost Adjustments — Subcontract
This form is used to add or change a Job Cost adjustment for Subcontract. The Job Cost classification of any
particular record appears at the top of the form for reference.
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Figure: SC-89 =9 Job Cost Adjustments - 1000 Cost type (Subcontract) - Edit -7 |[=Esa)
Job Cost Adjustments — A [l Non-bilable Cost
Subcontract screen form. Date 10/30/ ¥4 [+]

Description -

Vendor \gl

Amount 0.00

Job Number 1000 Pacific View Apartments

Change Order @ @ Budget Change Order

Cost Code @

M QX e ) )

Adjustment Number
This field records a number that is used to identify this adjustment record. This is an alphanumeric field
limited to ten characters.

Non-billable Cost
Select this checkbox if the cost adjustment is not to be billed to the customer.

Date
This field records the date of this 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 this job cost labor adjustment.

Vendor ID
This field records the vendor identification number related to this record. The vendor ID may be entered
manually or by using the Find tool.

Amount
This field records the amount of the adjustment for this cost code.

Job Number
This field displays the number of the job selected.

Change Order

This field records the change order number (if any) associated with this 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, this field will appear disabled.

Budget/Change Order Option
This option specifies whether this adjustment applies to the original budget or a change order. If change
order is selected, the Change Order field below is enabled.
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Cost Code

This field records the applicable cost code for this 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.

Job Cost Adjustments Report
The Job Cost Adjustments Report is a snapshot of all job cost adjusments that have been entered. This report
can be filtered to a specific job, several jobs, or all jobs.

L Tip

More information about Job Cost Adjustments reports be found in the Job Cost Module
manual. The information here is limited to Subcontract.

Access to Job Cost Adjustments Report
Module Menu with Reports Group
JC | Reports | Job Cost Adjustments

Module Menu with Reports List
JC | Job Cost Adjustments

Standard Menu
Reports | Job | Job Cost Adjustments

Report Types
Detail

The Job Cost Adjustments Detail Report displays the job number, cost code, change order number,
type, date, amount Id, adjustment number, and description.

Order By Options Fields

* Job+CostCode+Date * Show Report Criteria » Job Number

* Cost Code * Active * Job Name

* Change Order * Inactive * Cost Code

* Cost Type *  Completed * Change Order

* Transaction Date » Case Sensitive * Cost Type

* Amount Transaction Date

* Adjustment Number Amount

* Id Type Adjustment Number
* Vendor or Employee Id Type

Vendor or Employee
Project Manager
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Job Cost Adjustments — Detail Report

Best Construction Company

Job Cost Adjustments

Detail Report

Job CostCode co# Type Date Amount Id Adjustments Description
1000 02000 M 0227IYYYY 103.00 ADJ1 Adjustment 1

Total Listed 103.00

Figure: SC-90 Job Cost Adjustments — Detail Report showing a specific job.
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Other Reports

This section includes other reports that have Subcontract information.

Job Cost by Cost Code and Type
The Job Cost by Cost Code and Type shows cost classifications for each budget cost code and change order.

v Tlp More information about the Job Cost by Cost Code and Type reports be found in the
Job Cost Module manual. The information here is limited to Subcontract.

Access to Job Cost by Cost Code and Type
Module Menu with Reports Group
JC | Reports | Job Cost by Cost Code and Type

Module Menu with Reports List
JC | Job Cost by Cost Code and Type

Standard Menu
Reports | Job | Job Cost by Cost Code and Type

Report Types

Detail

The Job Cost by Cost Code and Type Detail Report displays the job number and name, cost code number
and description, job costs posted for labor, material, subcontract, other, equipment and totals.

Order By Options Fields
* Job Number * Show Report Criteria * Job Number
e Active Jobs * Job Name
* Inactive Jobs * Transaction Date
e Completed Jobs *  Group Number
* (Case Sensitive * Project Manager

The group number filter option allows you to report group cost codes together. The number selected will
group together cost codes that have the same numbers for the number of digits selected. For example, to
group all codes that begin with the same first three numbers, select a group number of "3." Cost codes that
share the first three numbers are summarized and shown on one line in the report.

Job Cost by Cost Code and Type — Detail Report

Best Construction Company
Job Cost by Cost Code and Type

Detail Report Job 1000 Pacific View Apartments Page 1
Cost Code  Description Labor Material Subcontract Other  Equipment Total
Code Group
010 6,725.72 0.00 0.00 0.00 0.00 6,725.72
020 31,301.25 41,197.20 16,774.50 0.00 1320000  102,472.95
020 0.00 0.00 4,631.00 0.00 0.00 4,631.00
061 4,615.00 29,370.00 0.00 0.00 0.00 34,485.00
Job Cost Totals 42,641.97 71,067.20 21,405.50 0.00 13,20000  148,314.67
Job Cost Totals 42,641.97 71,067.20 21,405.50 0.00 13,20000  148,314.67

Figure: SC-91 Job Cost by Cost Code and Type — Detail Report showing Subcontract for Group=3.
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Job Cost Burden Analysis Report

This report lists job costs broken down by direct and indirect cost.

Y Tlp More information about the Job Cost Burden Analysis reports be found in the Job Cost
Module manual. The information here is limited to Subcontract.

Access to Job Cost Burden Analysis Report
Module Menu with Reports Group
JC | Reports | Burden Analysis Report

Module Menu with Reports List
JC | Burden Analysis Report

Standard Menu
Reports | Job | Burden Analysis Report

Report Type

Summary

The Burden Analysis Summary Report Type shows the job number and name, plus total gross wages,
materials, subcontracts, other direct costs, total direct costs, equipment, Workers’ Compensation, other
burden, production expense, union expense, company FICA contributions, total indirect costs, and total costs.

Detail
The Burden Analysis Detail Report Type also shows summary information broken down for each job by cost
code and change order.

Extended
The Burden Analysis Extended Report Type also displays detailed transaction information for each job cost,
including the date, vendor or employee ID and name, the reference number, and source journal of the
transaction.

Order By Options Fields
* Job Number » Show Report Criteria » Job Number
» Active Jobs » Job Name
 Inactive Jobs » Cost Code
* Completed Jobs » Change Order
« Show Budget with No Activity * Transaction Date

« Case Sensitive * Project Manager
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Job Cost Burden — Summary Report

Best Construction Company
Job Cost Burden

Summary Report Page 1
Gross Total Other  Production Union Total Total

Job Description Wages Materials Subcontract Other Direct Eqg WG Burden Expense Expense GCo.FICA Indirect Coat
Paciiic View Apariments A0 6824000 2000500 000 12235500 1200000 B0 154235 ST 70 598 256514 HEM4ET

Truesdale Elementary School 9654000 10000.00 3000.00 000  W954000 000 6805 HE920 420,00 339340 2120 132801 85

Giowanni's Pasta House: 300000 000 785.00 000 378500 000 B4 5 2000 4 000 me 6287 441327

Grand Totals 133651.00 TB24000 279000 000 23568100 1200000 277650 52155 [79.10 37268 9098 95 ABAETY  BESHTY

Figure: SC-92 Job Cost Burden — Summary Report showing Subcontract.

Job Cost Burden Analysis Report — Detail Report

Best Construction Company

Job Cost Burden
Detail Report Job 1000 Pacific View Apartments Page 1
Gross. Total Other  Production Union Total Total
CostCode  Descripfion Wages Materials Subcontract Other Direct Eg WC Burden Expense Expense  Co.FICA Indirect Cost

Budget

01000 Generadl Requirements 510000 000 000 000 510000 000 Fo.e Z0.00 0.00 000 R 62572 2572
02000 St Work 511100 324000 1579500 000 014500 1200000 85975 052.35 HIBT0 9.8 1087 232635 0247295
03000 Concrele 0.00 000 21000 000 21000 000 000 000 2100 000 000 £21.00 43100
06100 Rough Campentry 3800 00 2500000 000 000 32900 00 000 2358 20,00 0.0 000 x4 158500 343500
Budget Totals 1100 6824000 200500 000 122355 00 12000 00 B2 154235 SM770 5938 2565 14 5958587 14831457
Totaks 00 8324000 2000500 0.00 12235600 1200000 B4 154235 H®TI0 9.8 265.14 2595887 14831487

Figure: SC-93 Job Cost Burden — Detail Report showing Subcontract.
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Job Cost Burden Analysis Report — Extended Report

Best Construction Company

Job Cost Burden
Extended Report Job: 1000 Pacific View Apartments Page 1
GCost Code Description Grass Total Qther  Production Union Total Total
Date  IdName Reference Joumal Wages Materials Sub Other Direct  Equipment WiC Burden Expense Expense CoFICA Indirect Costs
General Requiremenis
Bil Johnzon Cni 2000 R 20000 000 000 [ 10000 000 F1.13 0.0 000 000 287 00987
Y Mike Jarvis Chit 2001 = 120000 000 000 000 120000 000 2B.45 60.00 000 000 .21 T586
Alissa Monie Ok 2002 " 00.00 000 000 000 0000 000 713 000 000 000 .85 0.1
GCost Code Subtotals 510000 000 000 000 510000 000 G0 0.0 000 000 B #2572
02000 Sie Work
QUOTIYY BK Contacting  Ime 880 Ll 000 000 50000 000 0000 000 000 000 30.00 000 000 000 550000
BK Confracting  Im2885 P 000 000 5.0 000 500 000 000 000 50 000 000 w5 F45
Tim Hardaway — Chis 2003 R 118750 000 000 000 118750 000 185.% .61 000 .51 0.8 1R
Joz Marinez R 17100 000 000 000 17100 000 153.66 %13 000 B8 %.58 AN
Sieve Schuatz R 08000 000 000 000 108000 000 B.11 40 000 43,50 262 785
Mike Smith i 114000 Q00 000 000 14000 000 w81 na 000 4580 .21 B
00T ¥ Bll Johnson R 300000 000 000 000 30000 000 5113 20.00 000 000 e 00375
CUOTINY Mike Janis PR 120000 000 000 000 120000 000 2B.45 60.00 000 000 .21 T
Alissz Moz i €00.00 000 000 000 0000 000 ks 000 000 000 63.85 0.1
Cenral Coast » 000 300000 000 000 300000 000 00 000 85000 000 000 5000
Grader 2] 000 000 000 000 000 1200000 000 000 20000 000 000 1320000
Tim Hardawzy = 11250 000 000 000 11250 000 4645 B3 000 5172 &40 EILE ]
¥ Jos Marinez R 07600 000 000 000 07500 000 "s.0B B 000 203 23 1
Szve Schwanz " %800 000 000 000 w00 000 .70 B 000 0 .43 01
Mike Smih 5 26750 000 000 000 26750 000 .51 B0 000 .14 %95 B0.05
Bil Johnson R 300000 000 000 000 100000 000 #5 aliX ] 000 000 e B
Mike Jarvis 5 120000 000 000 000 120000 000 .70 .00 000 000 .2 H2s
Tim Hardawzy R %7.5 000 000 000 %75 000 1%.40 261 000 %91 .58 249
Joz Marinzz R 00000 000 000 000 1000.00 000 153613 .00 000 .50 .50 .13
¥ Steve Schwanz = 19000 000 000 000 150,00 000 8320 BT 000 %554 .04 258
Mike Smith i 120000 Q00 000 000 120000 000 91.50 ®.00 000 2800 91.80 %730
Mike Jarvis Chigt 2072 = 120000 000 000 000 120000 000 .70 60.00 000 000 .21 n2s
Wike Jaruis Chi 2025 R 20000 000 000 000 20000 000 .70 60.00 000 000 .21 229
JCAGEAD A 000 100.00 000 000 100.00 000 000 000 300 000 000 300
BK Confracting  Im# 123 & 000 000 1000000 000 1000000 000 000 000 200.00 000 000 200.00

Figure: SC-94 Job Cost Burden — Extended Report showing Subcontract.
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