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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 be checked, or of
items to be aware of before proceeding. In many cases, the advice is to
check with a CPA or other tax advisor.

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

Hyperlink

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

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

Labor Rates Classifications Master Record

My Desktop Access

Payroll | Labor Rates Classifications

This represents access to the Labor Rates Classifications master record, irrespective of Reports Grouped
or Listed.

Standard Menu Access

List | Labor Rates Classifications

This represents access to the Labor Rates Classifications master record from the Standard menu.
Here is an example of access to a report item:

Access to Reports in the Payroll Menu

Reports | Payroll | Labor Rates Classifications

This represents access to the Labor Rates Classifications report from the Payroll menu.

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

Customers have found BIS® to include several billing features through the Schedule of Values such as
Work in Place, Cost Plus Billing, Percent Completed, Stored Materials, and Retention tracking.

BIS® now includes Time & Materials Billing which is used mainly for projects that utilize an “actual”
job cost such as labor, materials, and equipment usage with an agreed upon percentage markup.

Time & Materials Billing is a pricing method used mainly by service businesses in which the total billing
is composed of actual direct materials and parts cost, actual direct labor cost, possible inventory sale,
plus a percentage markup of each to cover overhead costs, and a profit factor.

Time and material is a project billing type whereby the customer is charged for all of the hours of work
performed, any direct expenses incurred, and material purchased during project delivery.

Time and material billing arrangements are typical in the construction industry, contractors, consulting
firms, and accounting and legal particularly when the full scope of the project is not well understood. For
most consulting arrangements, a customer and a service provider typically start working together on a
time and material basis. Once the project is scoped and well defined, the project may be billed using
milestone billing or some other form of fixed billing.

To use time and material billing it is required to accurately track and manage time, expenses incurred and
material used. The information must be accurate and timely to facilitate client invoicing.

A time and billing system must incorporate a real-time rate engine. The cost and revenue of any time,
expense, or charge entry is immediately calculated at point of entry. The rate engine supports simple or
detailed date-based rules that enable organizations to define hourly rates and split billing rules for users,
clients, projects, tasks and roles. For example, billable resources may be billed at different rates if they
work on two several different customers, or the billing rate may depend on the type of work they
perform. A time and billing system automates and tracks such billing rules.
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Overview

Labor Rates Classifications

A key part of the new T & M functionality is the new Labor Rates Classifications master record. This
table will contain classifications that can be assigned to specific employees, jobs, or designated on the fly
as payroll is entered. The record includes Code, Description, Pay Rate, Billing Rate/Hr, and Per Diem
Rate settings.

Employee Master Record

The Default tab of this record has a new setting to indicate if the employee has a default Labor
Rate Classification.

Job Master Record

The Job master record has a new tab labeled T & M for setting up Caps, Percentage Markups, and job
specific Overheads & Profits. Also added to the Payroll tab is a job specific Per Diem setting and Billing
Rates.

Time & Materials Invoice Form

This is a new form that will automatically load job cost records that are ready for billing and inventory
sales on the Main tab. Other tabs on this form include Records, Invoice, Process, and History. Each will
be described in more detail later in this manual.

New and Revised Reports

In addition to the new Labor Rate Classifications report there are several reports that have been
revised to accommodate T&M jobs and related information.
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Section 2 - Master Records
Labor Rates Classifications Master File (new)

The Labor Rates Classifications Master file is used to store Pay and Billing Rates per Classification as
well as Per Diem Daily Rate.

Figure TM-1 | ELabor Rates Classifications - 1000 Project Manager ===
Sample Labor Rate ———
Classification master Main | botes |
record showing the Main Classification 1000
ta b Description Project Manager
Reqular Overtime Double-time

Pay Rate 26.00 39.00 52.00

Biling Rate Hr 72.63 108.94 145.26

Per Diem Daily Rate 75.00

Edit

Standard Menu Access
List | Labor Rates Classifications

My Desktop
Payroll | Labor Rates Classifications

Classification field is an alphanumeric field accepting up to 10 characters. Only uppercase is allowed.
Description field is an alphanumeric field accepting up to 30 characters. Upper and lowercase is allowed.

Pay Rate for Regular, Overtime and Double-time is the same as entered in the Employees Master File.
Amounts can be zero or greater than zero.

Billing Rate/Hr (rate per hour) for Regular, Overtime and Double-time is the same as entered in the
Employees Master File. Amounts can be zero or greater than zero.

Per Diem Daily Rate field is the daily rate used in Payroll when the Job is setup to use Per Diem payroll
adjustments. This daily rate will be used if no Per Diem Rate is set at the Job level or no exception is set
within the Job Rates. When setting an exception in the Job - Billing and Per Diem Rates, if the Per Diem
rate is zero the zero will be used as a valid amount.

The Notes tab allows typing of notes with no limit in the number of words used.
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Employee Master File changes
The Employee Master file will display a new lookup field to load new Labor Rates Classifications.

r

Figure: TM-2 =IEmployees - E004 Tim Hardaway =R =
A Rate Classification
setting has been added. Main || Other |DEfﬂ“|t |Eedera| || State ”ad]ustme”.ncu'uals ||Iax Def ”Dlrect De” History ” udf || MNotes

Fay Period Weekly Iz‘ Minority Code MfA Iz‘

Fay Type Hourly IZI Gender Male IZI

Classification Journey Worker IZI Other Burden %: 0.00

Rate Classification 1000 @ Project Manager

Regular Qvertime Double-time

Pay Rate 26.00 39.00 52.00

Billing Rate/Hr 72,63 108.94 145.26

Construction Trade @

GL Account 5010 @ Cost of Contracts-Labor

[] Union Employes Union Code

Union Classification
7] Departmentalized Department
Edit

Standard Menu Access
List | Employees

My Desktop
Payroll | Employees

A Rate Classification lookup field was added to be able to load Pay Rates and Billing Rates from the new
Labor Rates Classifications master file.

When Pay Rates and Billing Rates are already set and a new Rate Classification is selected, a message will be
displayed to confirm if the previous rates should be overwritten. Also, when a Labor Rate classification is
selected, Pay and Billing rates fields will become read-only.

When using a rate classification for a salary employee only the billing rate per hour will be modified by the
classification, the pay rate will remain unchanged.
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Job Master File changes

The Job Master file will display a new tab to set new values for a Time & Materials Job.

Figure: TM-3 =1 Job - 1000 - Pacific View Apartments e
Shows the new T&M tab
: : i T&M it il i
on the Jobs Master Main Default OQOwner Architect T Unit Biling Markup Payroll History UDF Notes
Record. Cap (Contract) Amount 0.00 Cap Hours 0.00
Markups
Labor % 0.00 | []Apply Sales Tax Equipment %% 0.00 | []Apply Sales Tax
Materials %% 0.00 | [] Apply Sales Tax Other Direct Cost % 0.00 | [] Apply Sales Tax
Subcontract % 0.00 | [] Apply Sales Tax
Overheads & Profit
Markup Acct 1 3 [ apply Sales Tax
Markup Tite 1 Percent Fixed Amt
Markup Acct 2 4 [ apply sales Tax
Markup Title 2 Percent Fixed Amt
Markup Acct 3 Lo} [ apply Sales Tax
Markup Title 3 Percent Fixed Amt
Edit

Standard Menu Access
Job | Jobs

My Desktop
Job Cost | Jobs

New T&M Tab

A Time & Materials Job checkbox designates a Job as a Time & Materials Job.

Cap amount & hours will warn users when the cost and/or hours applied to a T&M Job have exceeded the
selected cap. These amounts are optional and must be zero or greater than zero.

Cost Markups is the percentage used to increase the cost when costs are billed. Percentages must be zero or
greater than zero. Taxes can be applied individually per cost type.

Markup one, two and three can be defined by setting the title/caption, type (percent/fixed amount) and value.
One of the markups can be defined as a Profit Factor. Values must be equal or greater than zero. Taxes can be
applied individually per markup and also a revenue account can be defined for each markup.

Note: If no account is defined for a markup, the general revenue account set for the Time and Material
invoice will be used instead.
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Figure: TM-4

. = Jobs - 1000 Pacific View Apartments ESH
Shows the new settings E=SBEEE
added to the Jobs Payroll Main || Defauit || owner || architect || Tam | Markup | Pavroll | history || udf || niotes |
tab.
Local Tax Code @
State
[¥] Use Per Diem
Pavrol Addition |31 [ Per Diem Limited
GL Account 5030 @ Cost of Contracts-Other
Biling and Per Diem Rates
Classifications Exceptions Multiplier %% 0.00 g Per Diem Daily Rate Default 150.00
Classification Description Bil Rate Reg  Bill Rate OT  Bil Rate DT Per Diem =~
M 2500 3| Expeditor 39.11 58.66 78.22 ‘35.00'
L] 5400 1| Labarer 19.55 29.33 39.10 35.00
i Q]
I €[ i J b
Original Biling Rates:  Regular 39.11  Overtime 53.66  Double-Time 78.22

Edit

Select the “Use Per Diem” setting if Per Diem will be used in Payroll for the selected Job.

The Per Diem record is established in the Payroll Adjustments - Additions master record, usually as a new
“Non Payroll Adjustment”. This is a required field.

GL Account is the account to be used for the per diem addition. It will load automatically from the Additions
master record, but can be changed on-the-fly. This is a required field.

Figure: TM-5 =1 Edit Multioier % 3

Shows the Edit Multiplier = P 5 ]l
% setting accessed by the -
ellipsis button (3 dots). muttiplier % [N

I OK H Cancel l

Multiplier % is the percent used to increase all the Billing Rates loaded from the Labor Rates Classification
master record and listed in the Classifications Exceptions grid, but does not affect the Per Diem rate. The
Multiplier is a positive number from 0.00 to 100.00.

Per Diem Daily Rate Default is the rate used in payroll for the selected Job and will load automatically from
the Additions master record, but can be changed on-the-fly. This rate will be overwritten by the Classifications
Exceptions or by the rate classification defined per employee when this rate is zero. This rate can be an
amount between 0.00 and 999,999.99.

Classifications Exceptions is a list where selected classifications can be modified. Classifications not included
in this list will be obtained from the Employee master file or the Labor Rates Classifications master file. Use
the Multiplier percent when all unmodified billing rates must be increased by a percent.
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o the Edit iling |3 ok elngRaes E=c
Rates settings accessed by | pate cass. 200 Expeditor
the ellipsis button. Sl Rate Reg

Bill Rate OT 58,66

Bill Rate OT 78.22

Per Diem Rate 95.00

| Ok || Cancel |

Billing Rates is a list where selected classifications can be modified for the selected job by opening the Edit
button and using 0.00 to 999.99.

AN
Modified rates are restored to the default from the Labor Rates Classifications master record and affected by
the multiplier % setting if the multiplier is changed after the rate has been modified.

X

You can have a combination of default rates adjusted by the modifier and manually modified exceptions. List
the default rates first, then add the multiplier. After the rates have been adjusted automatically you can
manually edit the billing rates.

Note: When no billing rates exceptions are set for a Job, the rate classification will be obtained from the
employee master record and the billing rates for that classification in the employee master record will be
obtained from the Billing Rates Classifications master file.
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Section 3 - Forms and Reports

Use of Billing Rates Classifications in Job Cost

Figure: TM-7 =3 Job Cost - Cost Type (L) Labor [7 |[=2sal
Shows the payroll entry _
. . @ Budget ~) Change Order ] Mon-billable Cost
Job Cost Detail screen with
the Rate Class and Per Job Number 1000 @ Pacdific View Apartments
Diem fields. Change Order @
Cost Code 02000 (2] site work
Other Burden 3.00 | o4
Rate Class. 2500 @ Expeditor
Regular Cwertime Double-time
Pay Rate 14.00 21.00 23.00
Billing Rate/Hr 39.11 58.66 78.22
Classification | Journey Worker |« |
Union Code 1000 @ Laborer's Union
Union Class. 1 @ Journeyman
Local Tax @
[¥] Use Per Diem
PR. Addition 31 Per Diem Limited
GL Account 5030
Per Diem Rate 95.00 | # of Days 3| Amount 285.00
8T [ cancel ]

When entering payroll transactions (Payroll Hrs. & Adj. or CD Payroll Checks) and the selected Employee
has a rate classification, the classification will be displayed and the pay rate fields, as well as the billing rate
per hour fields will be read-only. Also, the pay rate fields in the Hours and Certified tabs will be read-only
when a rate classification is used. Pay Rates will only be overwritten by the selected Rate Classification for
employees defined as “Hourly”.

Also when the selected Job has a defined rate classification exception that matches the rate classification from
the employee, the billing rates per hour defined in the Job will overwrite the billing rates from the Labor Rates
Classifications master file selected for the employee. The exceprions defined per Job will not affect the pay
rates.

If the selected Job is defined to use Per Diem, the “PR Addition”, “GL Account”, “Per Diem Rate” (daily), “#
of Days” and “Amount” (per diem) values will be listed; only the days can be modified.

The Per Diem Rate will be obtained from the Labor Rates Classifications master file if the “Rate Class.” field
is blank and filled in and there is no matching Billing Rate Classifications Exceptions listed in the job’s
master record or if the Per Diem Daily Rate Default in the job’s master record is blank.

If no “Rate Class.” is selected or the default one obtained from the Employees master file is blanked, the “Per
Diem Rate” to be used is the one defined in the Job master file as the “Per Diem Daily Rate default™); and
this only if the rate is greater than zero.

Note: The numbers of days to calculate the Per Diem amount will be automatically calculated based on the
regular hours entered. As an example, a detail line entered with 20 regular hours will be divided by 8 and
rounding the result without decimals to obtain the days: 20/ 8 = 2.5, rounded to 3 without decimals.
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Use of Billing Rates Classifications in Job Cost Adjustments

Figure: TM-8 = Job Cost Adjustments Labor - 1000 Cost type (Labor) - Edit =[5 E
Shows the Job Cost
Adjustments La bor screen Adjustment Number | 112 [IMon-billable Cost
with the Rate Classification | ™ Tzieny Iy B RN - Spon 1900
and Per Diem ﬁe'dS. Employes E001 Q .B\II J.ohnson
Job Mumber 1000 Padific View Apartments
Change Order Q (®Budget (O Change Order
Cost Code 02000 Q| Sit= Work Salary
Construction Trade | 1001 Q| Electrical 27.00 40.00 54,00
Rate Classification Q
Billing Rate /Hr Salary Hours
Regular 60,00 2000.00 40.00
Qvertime 50.00 0.00
Double-time 120,00 0.00
Other Burden % 7.00 Other Burden Amount 140,00
W/C State CA |G| Warker's Comp. for California Workers' Comp. Amount 109.50
W/C Classification 5190 Q| Blectrical Wiring
W/C Company Rate 4,38000 Experience modifier 1.2500
Union Code Q Union Amount 0.00
Union Classification a Total Amount 2,245.50
Company FICA 0.00
PR Addition 16 Other Earnings
GLAccount 5030 Cost of Contracts-Other
Per Diem Rate 95.00 | #of Days 5| Amount 475.00
Hid|p|M |0|%X & Save Close Undo

Standard Menu Access
Transactions | Job Adjustments | Job Cost Adjustments

My Desktop
Job Cost | Job Cost Adjustments

When entering Job Cost Adjustments (Cost Type Labor) and the selected Employee has a rate classification,
the classification will be displayed and the pay rate fields, as well as the billing rate per hour fields will be
read-only. Pay Rates will only be overwritten by the selected Rate Classification for employees defined as
“Hourly”.

Also when the selected Job has a defined rate classification exception that matches the rate classification from
the employee, the billing rates per hour defined in the Job will overwrite the billing rates from the Labor Rates
Classifications master file selected for the employee.

If the selected Job is defined to use Per Diem, the “PR Addition”, “GL Account”, “Per Diem Rate” (daily), “#
of Days” and “Amount” (per diem) values will be listed; only the days can be modified.

The Per Diem Rate will be obtained from the Labor Rates Classifications master file if the “Rate Class.” field
is blank and filled in and there is no matching Billing Rate Classifications Exceptions listed in the job’s
master record or if the Per Diem Daily Rate Default in the job’s master record is blank.
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If no “Rate Class.” is selected or the default one obtained from the Employees master file is blanked, the “Per
Diem Rate” to be used is the one defined in the Job master file as the “Per Diem Daily Rate default™); and
this only if the rate is greater than zero.

Note: The numbers of days to calculate the Per Diem amount will be automatically calculated based on the
regular hours entered. As an example, a detail line entered with 20 regular hours will be divided by 8 and
rounding the result without decimals to obtain the days: 20/ 8 = 2.5, rounded to 3 without decimals.
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Use of Billing Rates Classifications in Journal Entries

IS:II'Igol\:vrseic;lt-)MC-c?st Labor =1 Job Cost Adjustments Laber - 1000 Cost type (Labor) - Closed = =]
screen with the Rate Adjustment Number | 114 Mon-billable Cost
Classifications and Per Date 04/02/2021 Description | Site Work Adj.
Diem fields. Employee E006 | steve schwartz
Job Mumber 1000 Pacific View Apartments
Change Order a3 Budget Change Order
Cost Code 02000 Q| site Work Hourly
Construction Trade | 1001 2, | Blectrical 27.00 40,00 54.00
Rate Classification | 2500 G, | Expeditor
Biling Rate/Hr Pay Rate Hours
Regular 0.00 30.00 20.00 Regular Amount 540.00
Overtime 0.00 45.00 0.00 Overtime Amount 0.00
Double-time 0.00 60,00 0.00 Double-time Amount 0.00
Other Burden %% 3.00 Other Burden Amount 16.20
W/C State cA |y Worker's Comp. for California Workers' Comp. Amount 29.57
W/C Classification 5150 a3
W /C Company Rate 4,33000 Experience modifier 1,2500
Union Code 1001 R, | Electrical Worker's Union Union Amount 21.75
Union Classification  |[EA4 Q Total Amount 607.52
Company FICA 0.00
Use Per Diem PR Addition 16 Other Earnings
GL Account 5030 Cost of Contracts-Other
Per Diem Rate 0.00 | #ofDays 3| Amount 0.00
LI PN D)X = Save Close Unds

Standard Menu Access
Transactions | Journal Entries

My Desktop
Financials | Journal Entries

When entering a Job Cost in a Journal Entry transaction for Labor account and the selected Employee has a
rate classification, the classification will be displayed and the pay rate fields, as well as the billing rate per hour
fields will be read-only. Pay Rates will only be overwritten by the selected Rate Classification for employees
defined as “Hourly”.

Also when the selected Job has a defined rate classification exception that matches the rate classification from
the employee, the billing rates per hour defined in the Job will overwrite the billing rates from the employee.

If the selected Job is defined to use Per Diem, the “PR Addition”, “GL Account”, “Per Diem Rate” (daily), “#
of Days” and “Amount” (per diem) values will be listed; only the days can be modified.

The Per Diem Rate will be obtained from the Labor Rates Classifications master file if the “Rate Class.” field
is blank and filled in and there is no matching Billing Rate Classifications Exceptions listed in the job’s master
record or if the Per Diem Daily Rate Default in the job’s master record is blank.
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If no “Rate Class.” is selected or the default one obtained from the Employees master file is blanked, the “Per
Diem Rate” to be used is the one defined in the Job master file as the “Per Diem Daily Rate default”); and this
only if the rate is greater than zero.

Note: The numbers of days to calculate the Per Diem amount will be automatically calculated based on the
regular hours entered. As an example, a detail line entered with 20 regular hours will be divided by 8 and
rounding the result without decimals to obtain the days: 20/ 8 = 2.5, rounded to 3 without decimals.
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Time & Materials Invoices (New form)

The Time & Materials Invoices form can serve as a working place to receive all billable cost from the Job Cost
table and to sell inventory. It also serves to preview the T&M invoice summary and its details, to process a new

contract invoice and to easily locate history invoices for the selected Job.

Figure: TM-10
Shows the Main tab of the

i?l Time & Materials Invoices - 1000 Pacific View Apartments

[E=N EOR =5

Main Records Invoice Process History
new T&M Invoices form. Job Number | 1000 [&] Pacific View Apartments Purchase Order
Customer ID | CO01 Far West Properties Sales Person M3 @ Mike Jargon
Cutoffpats | 04/30/7Y  [x] Discount Level |1 [2) Repeat Customer
Cap Amount Cap Hours  Previous Biled Amount  Previous Billed Hours Payment Terms | 2%-10/NET 30 Iil
50,000.00 1,200.00 15,100.53 35.00 ship via =]
Ship Date 0430/
Show Previously Excduded Records - {0 |Z|
Job Cost
Tag Excuded Date Cost Code Change Order Cost Type Cost Amount Billing Amount Description .-
|| 0307/ | > | 02000 L 92.11 215.11 Hours on 03/07/14
| il 03/07f | > | 02000 (o] 102.27 112,50 Per Diem Automatic Addition
7 [ 04704/ ~ | 02000 i 1,163.81 547.54 Hours on 04/04/14 =
'J_ 04/04/ ~ | 02000 a 161.47 177.62 Per Diem Automatic Addition
o4/11/ ~ |D2000 M 3,375.00 3,712.50 Central Coast Building Supply |
< M 3
Total Entries  Tagged Entries  Excluded Entries Total Amount Tagged Amount  Exduded Amount  Previously Applied Amount
5 3 2. 4,765.27 4,437.66 327.61 0.00
List Al El Filter by | All El Refresh TagAll Untag Al Job Cost Adjustments  Eguipment Transaction

Inventory Sale

Item GL Acct Price Order Ship Disc % Amount Tax Disc Description Re =
[E1000 ] 4010 &l 0.25 1,500.00  1,500.00 2.00 367.50 | [] | [] |Far WestProperties [—]| |
< 1 r
GL Acct IV Contract Revenue ©On Hand Assigned Qty. Avail, Backorder
Item Stranded Wire 10.00 0.00 10.00 0.00
Avg Cost Pref Cost Last Cost Spedal Disc, On Sales Tax On Discount 0.00 0.00
1.00000 0.12000 0.15000 0.00 0.00 Freight 0.00

The Main Tab is where costs for the selected Job can be tagged. The Cutoff Date helps filter items up to a
specific date. Inventory Items can be added to the invoice by listing them in the Inventory Sale section.

The list of selected (Tagged) costs can be previewed in the Records Tab. Once one or more cost entries are
selected, or an inventory entry is entered, all the discounts, sale taxes and markups will be calculated and
applied.

The list of costs can be refreshed and if new costs are detected they will be added to the list of available costs
to be billed. Costs can be tagged and untagged to be included or not in the new invoice. All untagged cost
entries will be listed as available cost to be included in the next invoice. There is also a feature to exclude costs
so they won’t be included in the invoice to be created and also to not be listed again for the next invoices unless
the option to “Show Previously Excluded Records” is used. Filters are available at the bottom of the Cost list,
allowing filtering by tag status or cost type.

New Job Cost Adjustments or Equipment Transactions can be entered by using the hyperlinks at the bottom of
the Cost list.

The Inventory Sale section works the same as it does for Contract Invoices.

Freight amount allows amounts between -9,999,999.99 and 99,999,999.99.



T™-14 Time & Materials Billing

The Record Tab will allow users to preview, print, export and email tagged Job Cost entries.

Figure: TM-11
Shows a report preview of
items selected for billing Uen ~ Records  lwoie  Pocess sty

Ef B-2-20 # O Q @ ragewon - " @ @

ﬂ Time & Matenals Invoices - 1000 Pacific View Apartments

(E=3E0R 55

Best Construction Company

Tagged Job Cost Entries
List Report 1000, Pacific View Apartments mE 1
Dte CostCode 008 Typr  CostAm.  Biing Amt Description bomd Tosst ame Bifiste Reghrs Othn  DHs
T L 116331 754 Fourm cn QU0 R I8t B Bil ibren 22 aw W
T o 1 47 17752 Per D Aubme &ddfon PR 231 B Bil lbron
@it @ ] LN M2 Cevd ComiBisezfiemy £ 411 001 Qe Comnt Baking Supely

Brand Total AT0DZE 445756

m
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The Invoice Tab will allow users to get a Draft preview of the final invoice, the preview does not force the
invoice to be saved. It can be printed, exported or emailed.

Figure: TM-12
Shows Page 1 of the Draft
Invoice.

=4 Time & Materials Invoices - 1000 Pacific View Apartments EI@

Main Records Invoice Process History

EFf: @-85-&0 #4 O- Q& % - 112 (Y ap @

Best Construction Company T & M Invoice

1200 Main Strest Job Mumber 1000
Unit 100 Purchase Order Number
Arroyo Grands, CA 53420 Inveoice Mumber
Telsphone: £05-543-T000 ¥woice Date DRAFT
Invoice Dus Date
Cutoff Date D420/
Pags 1
Cusiomer Status
Far Wies Propertes Facfc\ien Aparmens Ciap Amourt 50,0000
1625 Paer Seet 1800 Paciic Avenue CapHours 120000
Frevious Biled Amo unt 1510063
LosAngeks, CAS0001 Psmo Beach, CA 93445 FrevousBiled Hours 00

(805) 5437000 (805) 5437000

ShipTo: o Wes Propsries, 1525 Paker Srest Los Angeies, CA 30001

Description Hours:
Labor Hours and Amaount 500 =
Materials Amount
Subcontract Amount
Other Amount
Equipment Amount
Inventony Sale SummanyAmount 35T 5
Invoice Totals

Sub Totl Invoice Amount
Discount Amount
Overhead new

Profit

Other OH

Freight Amount

Taxable Amount

Sales Tax Amount

Total Imeice Amount

The Invoice Draft shows summary information on Page 1 and details on Page 2.
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The Process Tab will automatically load several required values to create a T&M invoice.

Figure: TM-13

=1 Time & Materials Invoices - 1100 Hamifton House - New [= 8=
Shows the Process tab
Wlth required Invoice Date . Main Records Invoice Process History
field. Invoice Number 1079 Subtotal Invoice Amount 3,075.00
Invoice Date 11 v Discount Amount %
Session Date 04/02/YY [ Freight Amount
Taxable Amount 0.00 | Tax Code
Sales Tax Amaount %
Total Invoice Amount 3,075.00
PBrocess
Notes
GL Accounts
Contract Revenue Account 4010 (| Contract Revenue
Accounts Receivable Account 1110 | Accounts Receivable-Trade
Discount Account 4040 Q| (Discounts Allowed-A/R)
Ereight Account 4030 Q| Freight Revenue
COGS Account 5010 Q| Cost of Contracts-Labor

Sales Tax Account

Ship To

Company Mame | Harmon Brathers

Address 1 5400 Peach Street
Address 2

City Atlanta

State GA  |Q | Georgia
Zip Code 30301

The Invoice Number will be incremented automatically if specified in System Wide Parameters.

The COGS (Cost of goods sold) and Notes buttons can be selected for additional information.
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The COGS form shows Debits and Credits to GL Accounts for Inventory items sold.
Figure: TM-14 £7 Time & Materials Invoices - 1000 Pacific View Apartments = =R

Shows the details for
COGS.

Main Records Invoice Process History

Default Unit Cost to transfer COGS [ e~ |

Close

Line Number  GL Account Name Credit Diebit
| | 0001 1300 Inventaory 1500.00 0,00
_|oo02 5010 Cost of Contracts-Labor 0.00 1500.00
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Notes can be added to the invoice and will appear at the bottom of Page 1.

Figure: TM-15 ; o )
9 . Time & Materials Invoices - 1100 Hamilton House - New o2 =
Shows the Notes form with
Main Records Invaice Process History
text added.
Invoice Mumber 1079 Subtotal Invoice Amount 3,075.00
Invoice Date i) ~ Discount Amount %
Session Date 0402fY¥YY |» Freight Amount
Taxable Amount 0.00 | Tax Code
Sales Tax Amount | %
Total Invoice Amount 3,075.00
Process

GL Accounts - Motes @

Contract Revenue Account (= %] E|_q.

Accounts Receivable Account

Discount Account Please note: Job is 3 weeks ahead of schedule, '
e Project manager wil revise the delivery of other scheduled materials accordingly.
Freight Account

COGS Account

Sales Tax Account

Ship To

Company Mame | Harmon Brothers

Address 1 5400 Peach Street
Address 2

City Atlanta

State GA || Georgia

Zip Code 30301
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History Tab shows all previous T&M invoices created for the selected Job. Selected invoices can be previewed
or deleted.

Figure: TM-16 =4 Time & Materials Invoices - 1000 Pacific View Apartments =n Eom =<
ShOWS the HIStory tab Wlth Main Records Invoice Process History
invoices posted.
Invoice Number  Invoice Date  Invoice Amount Customer ID Customer Name &

M 1019 |U4f3t|f 5,431.78/C0O01 Far West Properties

i 1018 03/31/ 2,384.95/C001 Far WWest Properties

o 1017 0228/ 222,43 CO01 Far West Properties

i 1016 01/31/ 12,493.20 CO01 Far West Properties

4 3

Refresh ” Preview “ Delete

All standard validations apply when deleting a T&M invoice. For example, invoices that have full or partial
payments cannot be deleted.
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Reports

Labor Rates Classifications report (New)

Figure: TM-17 I o i
Shows the query screen | - Labor Rate Clssfications folle =
for the new report.

My Query

' | Options -
B D Case Sensitive |

Report Type B
Detai =] | L]
Order By i
Cassfcaton |4

@) Ascending () Descending m Al

Field Operator Beginning Ending .

MClassification Al

Description Al
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Report preview ordered by Classification

Figure: TM-18

Shows numerical order of

Classification.

| Labor Rate Classifications Report - PRLRCLASS

Toks|

Best Construction Company

Labor Rate Classifications
Detail Report Page 1

Pay Rate Billing RateiHr PerDiem
Classification Descripion Regular Overime DoubleTime  Regular Overime Double-Time  Daily Raie
1000 Project Manager B0 3.00 200 7263 10894 145.26 75.00
1100 Lead Planner B0 3.00 200 7263 10894 145.26 75.00
1200 Scheduler 500 50 50.00 083 10475 139.66 75.00
1300 Planner 2400 ».00 400 G104 100.56 134.08 75.00
1400 Pipe Drafteman 18.00 2 ®00 5028 7542 100.56 75.00
1500 QC Supervisor 19.00 2850 B.00 5.07 7961 106.14 75.00
1600 QC Ingpector 18.00 o .00 5028 7542 100.56 75.00
1700 Safety Supervisor 18.00 o ®.00 028 7542 100.56 75.00
1200 Safety Technician 17.00 550 U0 4749 2 92 75.00
1900 Office Manager 15.00 250 20.00 4190 6285 23.80 75.00
2000 Timekeeper 13.00 19.50 .00 %31 47 7262 75.00
2100 Document Control 15.00 250 20.00 490 6235 83.80 75.00
2200 Procurement Coordinator 14.00 21.00 2800 »N 50.66 w2 75.00
2300 Waterial Coordinator 15.00 250 30.00 490 62.85 8380 75.00
2400 Subcontractor Coordinator 12.00 250 30.00 4180 62.85 83.80 73.00
2500 Expeditor 14.00 21.00 2800 BN 55.66 B2 60.00
2600 Tool Room Personnel 13.00 19.50 26.00 BH 47 72682 80.00
2700 Clerk 200 12.00 16.00 35 352 47 0.00
2800 Mechanical Superintendent 20.00 3.00 40.00 a7 23.80 1174 75.00

m




TM-22 Time & Materials Billing

Figure: TM-19 L Labor Rate Classfications Repor: - PRLRCLASS o
Shows alphabetical order —
of Description. 5
Best Construction Company
Labor Rate Classifications
Detail Report Page 1
Pay Rate Billing Rate/Hr PerDiem E

Classification Description Regular Overfime Double-Time  Regular Overime DoubleTime  Daily Rate

3200 Boilermaker "A" 14.00 21.00 200 BN 586 2 65.00

3300 Boflermaker "B 13.00 19.50 A0 ®BH BT 7262 65.00

3100 Bollermaker Lead Craft 14.50 2175 200 405 80.76 81.02 65.00

2700 Clerk 200 12.00 16.00 235 352 470 0.00

4500 Crang Operator NCCO 15.00 250 30.00 4180 8285 83.80 65.00

2100 Document Control 15.00 250 30.00 4180 68285 83.80 75.00

4800 Equipment Operator NCCER 14.00 21.00 200 BN 566 .22 65.00

2500 Expeditor 14.00 21.00 200 BN 55,66 .22 60.00

5300 Holewatch/Firewatch 800 12.00 16.00 235 33.52 470 0.00

5400 Laborer 7.00 10.50 14.00 19.55 233 .10 35.00

5200 Laborer Foreman 11.00 16.50 200 X073 £.0% 61.46 65.00

1100 Lead Planner %.00 .00 52.00 7263 108.94 145.26 75.00

2300 Material Coordinator 15.00 250 30.00 £1.90 6285 83.80 75.00

3000 Mechanical Foreman 15.00 250 30.00 £1.90 6285 83.80 65.00

2800 Mechanical General Foreman 17.00 250 3400 4750 .25 95.00 75.00

3400 WechanicalHelper 200 12.00 16.00 235 n52 470 0.00

2800 Mechanical Superintendent 20.00 .00 40.00 5587 23.30 1174 75.00

4600 Wilwright "A" 15.00 250 30.00 41.90 [ 83.80 65.00

4500 Wilwright Foreman 16.00 24.00 2.00 489 &7.04 89.38 65.00 -

q{ 2

Several other payroll and job cost reports have been modified to show the new rates, per diem, and job type
information.



Time & Materials Billing TM-23

Index

A

ACCOUNE .« o ottt ettt e e et e e e e e e TM-5, TM-6, TM-11
AddItION . . o o TM-2, TM-6
AlPRANUIMETIC. . . . . ottt et e e e e e TM-3
B

DIlING FAte . . . o ettt TM-1-4, TM-8, TM-9, TM-11
DlanK . . .. TM-8, TM-9, TM-11
C

(o7 1 TM-5
ChECKbDOX . . o TM-5
ClassifiCation . . ... ..o TM-2-4, TM-6-9, TM-11, TM-21
(70 Yo 1= T™-2
COGS .. TM-16, TM-17
cost 0f 00ds SOId . . . oo TM-16
CTEAIES .« . ottt e T™M-17
CULOT At . . . . TM-13
D

date-based . . . ... e TM-1
AEDatS . . .o T™-17
default . . .o 5, TM-2, TM-6-12
4 1S3 10 () TM-2, TM-3, TM-22
AOUDLE-tIME . . . ..ot T™-3
draft. .. TM-15
E

BAIL. . . TM-6, TM-7
CIMALL . . e TM-14
15001 o) (001 TM-2, TM-4, TM-6-9, TM-11
CQUIPIMECIIL . o & v ottt et et et e e et e e e e e e e e e e e e e e e e TM-1, TM-13
EXCIUAE . .o e TM-13
EXPEIISE « « o v v et e et e e e e e e e e e e e e e e e e e e e e e e e e e e e TM-1
1.4 010 4 A TM-14
F

51173 o T™M-13
fiXed amMOUNL . . . ... TM-5

B gt . . o TM-13




T™-24 Time & Materials Billing

G

greater than Zero . ... ... ... e TM-3, TM-5, TM-8, TM-10, TM-12
H

St OTY . . ottt e TM-2, TM-13, TM-19
MY P erlinK . . o 5
I

INETOAUCHION . . . ot ottt e e e e e e e e e e e e e TM-1
L0 1170 /P TM-1, TM-2, TM-13, TM-17
IVOICE. .« ottt et e e e e e e TM-2, TM-5, TM-13, TM-15, TM-16, TM-18, TM-19
J

JOD L TM-1-3, TM-5-14, TM-19, TM-22
L

JaDOT . .o e 5, TM-1-4, TM-6-9, TM-11, TM-20
Labor Rates Classifications. ... ...ttt et e e e 5, TM-2-4, TM-6-9, TM-11, TM-20
L0 .« . et et e TM-4
1S (o TM-3
M

00 ' U TM-2, TM-3, TM-13
10T 4 Q1 T TM-1, TM-5
MALETIAL . . o o TM-1, TM-5
100101 1310 <) L TM-6, TM-7
MY DSKtOP . . oottt 5, TM-3-5, TM-9, TM-11
N

1 0] 1< PPt TM-4, TM-16, TM-18
o

ON-ENE-TY . . o e TM-6
OVeThead . . .. TM-1
OVETLIINIC. . .\ ottt ettt e et e e e e et e e e e e e e T™M-3
OVEIWIIEIEIL . . . ettt e e et e e e e e e TM-4, TM-6, TM-8, TM-9, TM-11
P

DAY TALE . o ottt e e TM-2-4, TM-8, TM-9, TM-11
PAYIOLl . . o 5, TM-2-4, TM-6, TM-8, TM-22
Per DM . . . TM-2, TM-3, TM-6, TM-8-12, TM-22

POICEMIL. .« o ettt et e e e e e e TM-1, TM-5, TM-6



file:///|//TM-�

Time & Materials Billing TM-25

PEICEITAZE . . . o . ottt ettt e e e e e e e e e e e e e e e TM-1, TM-2, TM-5
PIOVIEW . o ittt et e e e TM-13-15, TM-21
02883 TM-14
PTOCESS. v vt et e e et e e e e e e e e e e e e e 5, TM-2, TM-13, TM-16
PIO It L o e e TM-1, TM-5
QUETY « o e et et et e e e e e e e e e e e e e e e e e e e 2, TM-20
R

read-Only . . . o e TM-4, TM-8, TM-9, TM-11
TCAl-tIMNIC . . . .o e TM-1
TECOTAS. .« ottt TM-2, TM-3, TM-13
TEGUIAL . . o TM-3, TM-8, TM-10, TM-12
117010 AP 2,5, TM-2, TM-14, TM-20, TM-21
S

ST . o ettt e e e e e e e ™-2-7
Standard Menu ACCESS . . . ..t o ettt e 5, TM-3-5, TM-9, TM-11
T

1o TM-13
1725 <=~ TM-5, TM-13
V)



	Section 1 – Introduction
	Overview
	Section 2 - Master Records
	Labor Rates Classifications Master File (new) 
	Employee Master File changes
	Job Master File changes

	Section 3 - Forms and Reports
	Use of Billing Rates Classifications in Job Cost
	Use of Billing Rates Classifications in Job Cost Adjustments
	Use of Billing Rates Classifications in Journal Entries
	Time & Materials Invoices (New form)
	Reports

	Index


