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Introduction

About Opera 3

Opera 3 is the most versatile and user-friendly accounting, supply chain management,
payroll & HR, manufacturing and reporting solution from Pegasus Software. A modular
solution, Opera 3 enables you to select the components that match your current business
model, whilst making it possible to add further functionality as requirements change. This
means that the capability or capacity of a system can be seamlessly expanded whilst
safeguarding the investment.

For more information about Opera 3, select the Solutions link on the Pegasus web site.
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About this Guide

This Accreditation Training Courseware offers an accompanying guide to the accreditation
training course.

If you are new to Opera 3, read the Getting Started section of the Opera 3 Help that covers
the application in more detail. You can access this from the Windows Start menu, or by
using the F1 Key or Help menu when you have logged in to the product.

Opera 3 is available for both Visual FoxPro and SQL Server database platforms. This
Accreditation Training Courseware applies to both database platforms, however, there are
certain elements that are only included in one or the other database, and as such, the
relevant sections or paragraphs are clearly identified with the following labels:

e [SQL] — only relevant if you are running the application on an SQL Server
database.

e [VFP] — only relevant if you are running the application on a Visual FoxPro
database.

Sections that are not identified with these labels are relevant to both database types.

For more information, see the section Functional Differences between Opera 3 Enterprise &
Opera 3 Enterprise SQL section in_the release guide.

Introducing the module

The Costing module operates by recording, collating and analysing all cost data to specific
jobs undertaken by a company.

Feedback
Pegasus is interested to hear your views on the documents we provide. To give your
feedback, send an email to training@pegasus.co.uk. Please type

“O3Training_Accreditation_FIN60CostingR1.1.docx Accreditation Training Courseware” in
the subject box.

Please note that product support is not offered through the above email address.

© Pegasus Training Services 1l
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Question
Answer

Training Literature Releases

Meaning

Useful Hint, Tip or Note. General
Comments / Notes

Useful Report obtained from clicking
on the print icon while sitting on the
form

During the literature, some basic
Question and Answer /
Troubleshooting points are
discussed. May include a few did
you knows...

Website link

Exercises / Example solution

Report to XLS

Potential Report Enhanced from
Opera 3 (more than simple field
adjustments)

FAQs — Only

Action Menu example of the
corresponding form.

Release Added Information |

R1.0 Originating document (Uplift to O3) and Chapter adjustment.
Includes new Action Menu shots
R1.1 Updates to various F1 SCRs
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Module Menu Structure

The following sections will cover the functionality of the options in this module as outlined in the
image below which shows each menu option contained in this module.

=] Costing
--|E5| Job Processing

Estirnate Processing

| Batch Input

[—]|]__j Repaorts

----- '-::I Transaction Repark

| Budget List

: Cost Repart

| Job Surnrnary

| Cantrack Surmmary

| Cost Code Summary

| Profitability

| Job Profitability

| Contract Profitability

: Subcontrackars Report
: Department Surnmarsy

: Sales Account Surmmaty
: Project Leader Summary:
| Estimate List

| Labour Analysis

----- &, Payrall Transfer
----- &, Stack Cost Codes
----- &, Global Cost Codes
-] Maintenance

----- 3] CostRates

----- 3 Cost Codes

----- 4l Frameworks

----- 4l subcontractors
----- 3l Contract

----- 4] Departrment

----- T views
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Q) Q"’D\ Estimate Utilities ~

9 EE Batch Maintenance ™
Jab View

Processing Reports ~

Costing

Cashbook

Paying In Slip

Audit Trail
Income/Expense
Unreconciled
Cashbook Analysis
Cheques
Cheques/Remittances
Cheque List

Credit Card List

Remittances et Options
BACS List Reorganise
Transmit BACS Payroll Transfer

Recurring Entries Stock Cost Codes

Bank Account List

Global Cost Codes

o

‘| | Cost Rates

& | Cost Codes

4 Frameworks

4 Subcontractors
& | Contract

‘4| Department

| Views
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Glossary (of Menu Structure)

Navigator Folder Command

Purpose

Job processing
a number of processes.

The commands from the Action menu within the Job Processing submenu provide

Job Header

Use the Job Processing command to enter all data
relating to all Jobs and phases.

Complete

Use the Complete command to mark a job as
completed. This allows the details to be removed
when you run the Costing Reorganise.

Budgets

If budgets are being used then this function will
allow you to enter you can use the Budgets
command on the Action menu to enter individual
budget lines at cost code and cost rate level.

Costs

Costs are used to record general costs that have
been incurred against a job, excluding revenues
and stock issues.

Timesheets

Timesheets are used to prepare timesheets for
Labour and Contractor type transactions for
employees and subcontractors.

Commitments

Commitments are used to record costs that are
going to be incurred in the future, even though the
exact value of the cost is not yet known.

Revenues

Revenues allow revenue values to be recorded
against the job.

Matching

Use the Matching command as a way of marking
unallocated transaction lines as being allocated.

Estimate Processing

The Estimate Processing function allows you to
produce a costing estimate without actually creating
a job. The estimate has costs/revenues budgeted
against it, can be linked to a contract and sales
account and have agreement terms recorded
against it.

Batch Input

Use the Batch Processing command to post
batches of timesheets and general costs to jobs in
Job Processing.

© Pegasus Training Services
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Reports

The commands on the reports submenu provide
listings of records maintained in the Costing
module. These include lists of records maintained
through the various forms and transactions
generated as a result of Costing postings and other
transaction processes.

© Pegasus Training Services
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The Module

The Costing module operates by recording, collating and analysing all cost data to
specific jobs undertaken by a company.
Some of the features that Costing provides are:

A budgeting facility

The opportunity to group jobs under contract headings

The facility to enquire on the status of the job

Jobs can be broken down into phases

Cost types can be allocated budget values for revenue and expenses.

Costing can operate as a stand-alone module or it can be linked to the following
modules if required:

Sales Ledger / Invoicing / Sales Order Processing
Purchase Ledger

Stock Control / BOM

Payroll

Purchase Order Processing.

Revenue S.0.P J

Sales Ledger I Service Management
Inc HelpDesk

Job Costing
Stock Service Management
Inc HelpDesk
B.O.M POP
Costs Payroll J Purchase Ledger J

© Pegasus Training Services Page 1
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1 Set-Up

1.1 Recommended Order of Set-up

It is suggested that you set up Job Costing in the following way:

e Profiles > Options, set up Employees,

System Subcontractors and Project Leaders

e In System > Utilities > System Preferences,
define the preferred terms for your cost
related descriptions.

Manager

Costing

Utilities
eSet Options

Maintenance

*Cost Rates

eCost & Revenue
Codes

eFrameworks (OPT)

Processing

*Create all contracts,
estimates or job
records using
Contract
Maintenance,
Estimate, and Job

eSubcontractors (OPT)
eDepartments (OPT)
eContract (OPT)
*Views (OPT)

(Opt) = Optional

Processing functions.

© Pegasus Training Services
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1.2 System Manager- Maintenance - Company Profiles

Additional links are available within System Manager/Company Profiles to

accommodate the Costing module.

Rerow

“ Company Profiles : Z - Orion Vehicles Leasing (=] @
[ Upgrade Wizard
General Company Background Options
Fepicatons Lo e [ oo |
Finandials : Financials : Supply Chain Management :
Open Period Accounting Sales Ledger to Mominal []50P to BOM
[ real Time Update of Nominal Purchase Ledger to Nominal Service Management to Stock
Cost Centres in Nominal Payroll to Nominal Service Management to SOP
Project Stock Control to Mominal
Department Fixed Assets to Mominal Payrall & HR :
Cashbook Payroll to Cashbook Costing to Payroll
Purchase Invoice Register Purchase to Fixed Assets
) PIR/POP to Fixed Assets
Supply Chain Management : Purchase Ledger to Costing Gther
ﬁ?oddake Sales Ledger to Costing EC Despatches SD
W al'EhD.U.SES Stock Contral to Costing [] tndude Delivery Terms
Traceability POP to Costing EC Arrivals 5D
Advanced POP [7]BOM to Costing [ ndude Delivery Terms
[ClLanded Casts Service Management to Costing EC Sales List
[C]RC Sales List
Payroll & HR. :
P11D Keep Motes (months) : 12
9
View Y
Set the links required accordingly:
e Purchase Ledger to Costing
e Sales Ledger to Costing
e  Stock Control to Costing
e POP to Costing
e Costing to Payroll
¢ BOM to Costing
e Service Management to Costing
1.3 System Manager- Utilities - System Preferences
The System Preferences menu within the System Manager Utilities gives the
facility to change the default descriptions for Contracts, Jobs, Phases and
Departments menus to a description most suited to an organisation’s costing
requirements.
© Pegasus Training Services Page 3
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&Syt st ==

Costing:

Contract Description : Contract

Job Description : Job

Phase Description : Phase

Department Description : Department
MNominal Dimensions:

Dimension 1: Project

Dimension 2: Department

Default Web Site : Www.pegasus, co.uk

Use Calculated Foreign |

Price Unit Decimals :

Maximum Mumber of .

search Results - 500 PDF Font Embedding :

Password Expiry Days : o

Use Event And User Logs : [}

Update Company Balances : (=]
Motification Service:

Remind users | 10 | minutes before Shutdown and again 5 1| minutes before Shutdown

)

If any changes are implemented the user must logon again to activate the new
menu and field descriptions. The changes made here are system wide and will

affect all companies.

1.4 System Manager - Maintenance - People Profiles

The People Profiles menu within System Manager can be used within the Costing
modules. If a user wishes to use Subcontractors and Project Leaders within
Costing they must be set up here.

When creating the new profile the following information must be specified.

& People Profiles : DEWERQOL - Mr David John Dewer e[ E [

Reference : | DEWEROD1
Title : Mr
Surname : | Dewer
First Name : | David John
Address @ | 24 Bracken Hil

Hutton

Yorkshire
Post Code : | YO&0 6QG
Telephone :
Fax:
Mobile :
E-Mail :
Costing :

[T|Employee Subcontractor || Project Leader

9

© Pegasus Training Services
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1.5 Utilities Records

This section goes through the records that are required to be set-up within the
Utilities group. This includes Set Options which offer various settings that govern
the workings of the module. This is an essential part of the set-up process.

1.5.1 Set Options

Use Set Options command to specify options and controls that affect the
operation of the Costing module's processes and functions. Your setup strategy
will determine the order in which you complete the option settings. Once you
begin using the system, you should be very wary of changing any options. For
example, amending the settings after transactions have been processed might
have an adverse affect on the way existing data is presented or processed. The
Set Options command is an exclusive process. That means you cannot change
option settings while other forms or processes that involve the Costing module are

active.
& Set Options (=34
Mext Batch Mumber : JCO0000003
Hours and Minutes Periods in Year : 12
Use Contracts
Current Period Number : 10
Use Phases
Use General Batches Current Year : 2010
Use Timesheet Batches Maximum Employee Hours : 40
Lse Period Numbers -
i Default Invoice Method : Invoice Costs by Type E|
Allow Cost Code Additions

[7] Budgets on Headers
[T Print on Cost Entry

To set up costing options

1. Open the Costing folder, click Utilities and then click Set Options.
2. Inthe boxes provided, complete the settings required.
3. To store the option settings, click OK.

[210)4 Description
Backdate An option that determines whether overheads can be backdated on existing
Overheads transactions. If you select this option, you can change the overheads for one or

more cost codes and apply the changes to existing transactions as well as new
ones. If the option is cleared, changes to overheads will only apply to transactions
entered subsequently.

Hours and An option that controls how hours and fractions of hours are entered in

Minutes timesheets. With this option selected, numbers after the decimal point are taken
to be minutes; for example, an entry of 1.25 would mean 1 hour and 25 minutes.
If the option is cleared, entries will be treated as decimal; for example, an entry of
1.25 would mean one and a quarter hours (that is, 1 hour and 15 minutes).

© Pegasus Training Services
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Use
Contracts

Use Phases

Use General
Batches

Use
Timesheet
Batches

Use Period
Numbers

Allow Cost
Code
Additions

Budgets on
Headers

If the Costing module is integrated with the Payroll module, the default for this
option is the one defined on the Set Options form in the Payroll module and
cannot be overridden here.

We recommend you avoid changing this option once set as it also governs the
setting of the Unit Type box for labour type cost codes, as defined using the Cost
Codes command on the Maintenance menu. Once these have been set up, the
units type cannot be changed. The option can be changed in the Payroll module
and a warning is given if you do, but it would then be necessary to set up hew
labour type cost codes where the units type would default to the correct value.
Timesheets posted using old cost codes would be rejected and would need
entering directly in the Payroll module.

An option that determines whether you want to use the contract feature. If
selected, two or more job records and phases can be associated with a single
contract code for reporting purposes. You can then use the Contract Summary
command on the Reports menu to produce a summary of costs, revenues or write
offs for a range of contracts, optionally including completed contracts and
assigned job details.

Note: The term used for a contract depends on the entry in the Contract
Description box on the System Preferences form in the System module. You can
choose a different term to 'Contract' if you prefer, which will be applied throughout
the system.

An option that determines whether you want to use phases which provide a
further subdivision for the analysis of jobs. If you select this option, you can break
down jobs into separate phases enabling you to produce reports on that basis.

Note: The term used for a phase depends on the entry in the Phase Description
box on the System Preferences form in the System module. You can choose a
different term to 'Phase’ if you prefer, which will be applied throughout the system.

An option that determines whether the Batch Input command can be used to
enter cost transactions in batches. If cleared, costs can only be entered
individually.

An option that determines whether the Batch Input command can be used to
enter timesheets in batches. If cleared, timesheets can only be entered
individually.

An option that determines whether a period number must be specified when
transactions are entered in the system. If selected, you can identify the current
period in the Current Period Number box on this Set Options form and it will be
incremented automatically each time you use the Reorganise command on the
Utilities menu. If used, you can also produce reports based on period ranges.

Note: If Costing is integrated with Payroll, the periods are independent; that is, a
period to which a timesheet is posted in the Costing module may be unrelated to
the payroll period to which it is subsequently transferred in the Payroll module.

An option that determines whether cost codes can be budgeted on a job-by-job
basis. If selected, the cost code structure of jobs can be flexible, allowing cost
code additions if necessary. If the option is cleared, the cost code structure for
jobs is limited to only those for which a budget has been entered; that is,
timesheets, costs, revenues and other transactions can only be entered against
budgeted codes. If this option is selected, you can add cost codes to the job
structure while posting costs, timesheets, and so on.

An option that determines whether you can enter budgets on job header records
on the Costing - Processing form. If selected, you can enter budgets for the job as
a whole as well as at cost code level. If the option is cleared, you cannot enter job
budgets directly; instead, they are calculated on the basis of the accumulated cost
code budget figures automatically.

Important: If this option is cleared after manually entering budgets on job headers then the
Budget boxes on the Processing form will be disabled (you will not be able to change the
values). The values will then be recalculated on the basis of the accumulated cost code
budget figures when you next run the Costing - Utilities - Reorganise command.

© Pegasus Training Services
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Print on Cost
Entry

Next Batch
Number

Periods in
Year

Current
Period
Number

Current Year

Maximum
Employee
Hours

Default
Invoice
Method

An option that determines whether you want to print details of transactions
entered using the Costs, Timesheets and Revenues commands on the
Processing form. If selected, the output destination selection form appears when
entering such transactions and when you complete the transaction entry, a report
showing the details is produced.

If you have selected either the Use General Batches or Use Timesheet Batches
options, you can enter the next batch nhumber to be assigned to transactions
entered using the Batch Input command. Each batch is allocated a batch number
which is incremented automatically by the application, starting from the number
entered here. You can change the next number at any time, but we recommend it
is best left unaltered once you begin using the Costing module for batch entries.

If you have selected the Use Period Numbers option, enter the maximum number
of periods permitted in any one year. Period numbers are incremented
automatically each time you use the Reorganise command. When the current
period matches the number entered here, the application will restart at period one
after the next reorganisation.

If you have selected the Use Period Numbers option, you need to identify the
current period when you first use the Costing system. It is then maintained
automatically by the application when you use the Reorganise command.

Enter the current costing year. Reports can be produced on the basis of period
and year ranges.

Enter the maximum number of hours that can be entered, per employee, in any
one period when entering timesheets. The application will display a warning if this
is exceeded.

An option that determines the invoice method to be used when you post revenue
transactions. The default method is the one offered automatically in the Invoice
Method box displayed when you use the Revenues command on the Action menu
associated with the Processing form. This saves you having to enter or select a
method individually for every revenue entry. You can select one of the following
from a list: Direct Invoice, Invoice Costs by Total Cost, Invoice Costs by Each
Line, Invoice Costs by Code, Invoice Costs by Type, Invoice Costs by Framework
or Blank.

The 'Blank’ option means no default. The Invoice Method box is left blank when
you use the Revenues command on the Action menu associated with the
Processing form, and you must select a method at that time.

© Pegasus Training Services
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Accreditation Training Courseware
2 Maintenance

Various Maintenance records will need to be created for Processing and Analysis
purposes. These records are often associated to processing records created
such as “an Asset” and various respective analysis details.

2.1 Cost Rates

Use the Cost Rates command to maintain a table of standard codes and
descriptions that identify different cost rates. For example, you may have different
cost rates for standard costing, premium rates, trade, exports, and so on. Up to
999 different cost rate descriptions can be defined. When cost code records are
created, values can be assigned to each cost rate code so that the appropriate
cost rates can be applied to a job.

" Cost Rates : 1 - Standard = =R

Code: 1

<
=3
>
—t
®
>
Y
>
o
®

Description: | Standard

To define cost rate descriptions

Open the Costing folder, click Maintenance and then click Cost Rates.
On the Record menu, click New.

In the boxes provided, enter the details required.

On the Record menu, click Save.

P wbdPR

2.2 Cost Codes

Use the Cost Codes command to maintain cost code records that hold
information about the types of cost and revenue transactions you will process
within the Costing module. For example, you can set up codes for labour,
materials, sales, and so on. The cost type governs the type of transaction you can
record against this code. You cannot record a revenue against an expense type
code, or record timesheet details against a stock type code, and so on. For
additional analysis, where you are using the appropriate modules, you can also
assign cost codes to the following:

e Sales module sales codes.
e Purchase module supply codes.
e  Stock module stock references.
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" Cost Codes : DIRECTCOSTS - Direct Costs for Work [= |- ==
List
Description : Direct Costs for Waork
Costing Type : Direct Expense (Cost)
Sales Code : Q,
Purchase Code : Q,
Stock Reference :
Factor : Dedmals : 0
Unit Description : Quantity : 1
Payroll Transfer :
Employee :

(sem-] @

View Y

Notes: If you have the Costing application integrated with the Stock application,

you can create cost codes for each item in a selected range using the Stock Cost

Codes command on the Utilities menu.

You can create new cost code records on the basis of existing ones. Any existing
cost code record can be selected as a model for a new record; you then amend
the details required for the new record.

Whether you can add new cost code records created using this facility to existing
jobs will depend on the setting of the Allow Cost Code Additions option on the
Set Options form.

2.2.1 Cost Types

Cost types govern the type of transaction you can record against this code and
you can select one of the following from a list:

Stock (for recording the cost of items issued from stock against jobs).
Labour (for recording employee costs against jobs).

Narrative (for comments not affecting the cost or profit of the job but which may
be included on invoice documents).

Direct Expense (for expenses incurred on jobs that are perhaps not usually
recharged to the client).

Note: These expenses will still be displayed when revenues are posted from the Costing - Processing
- Revenues form if the Invoice Method is set to 'Invoice Costs by Total Cost', 'Invoice Costs by Each

Line', 'Invoice Costs by Code, 'Invoice Costs by Type, or 'Invoice Costs by Framework'.

However, if the expenses will not be recharged to the customer, they can be marked as accounted for
by using the Costing - Processing - Matching form before posting a revenue transaction.

Recharge Expense (for expenses incurred on jobs that are recharged to the
client and therefore included on job invoices).

Contractor (for recording subcontractor-related costs against jobs).
Overhead (for recording overhead costs against jobs).

Interim Billing (for recording interim invoices during the life of a job).
Final Billing (for recording the final invoice when the job is done).

Retention (for recording revenue withheld by the client until certain phases, or the
whole job, is completed).

Write Up/Off (for recording costs written off against jobs such as damaged
materials, or additional mark-ups).

Cost Rates  FT
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2.2.2 Sales and Purchase Codes

If the Sales and Purchase applications are integrated with the Costing application,
you can optionally enter default sales and purchase analysis codes so that any
costs posted to this cost code are analysed in the sales or purchase ledgers. You
would typically enter a purchase code for costs and a sales code for revenues.
Sales codes entered on costs can be passed to the sales ledger when that code
is invoiced. Integration between the Costing application and the Sales and
Purchase applications is controlled by the setting of the Purchase Ledger to
Costing and Sales Ledger to Costing options on the Options tab of the
Company Profiles form in the System application.

2.2.3 Stock References

If the Stock Control application is integrated with Costing, you can associate a
stock reference with a stock type cost code using the Stock Reference box.

If you enter a stock code in the Stock Reference box, you can use it only for that
stock item when you analyse an issue or return to a job.

If you leave Stock Reference box blank, you can analyse an issue or return of any
stock item against the cost code.

You can also enter an extension in the rates table linked to a cost code - to use
either the cost or selling price from the stock item. If you do, the stock item’s
profile must have the same factor quantity or decimal places as the cost code. If
you leave the extension blank, and the factor or decimal places are not the same,
only the value of the issue is posted to the Costing application.

Tip: You can generate cost codes for all or ranges of stock items using the
Costing - Utilities - Stock Cost Codes command.

Note: Integration between Costing and the Stock Control application is controlled
by the Stock Control to Costing option on the System Manager - Maintenance -
Company Profiles form.

2.2.4 Global Cost Code Changes

A Global Cost Codes command is provided on the Utilities submenu which you
can use to update the cost per unit or overhead details for a range of cost code
records. For example, if your overhead costs increase, you might want to reflect
that on all existing cost code records and this wizard helps you achieve that in one
simple process.

2.2.5 Payroll Transfer

If the Costing application is integrated with the Payroll application, there are three
pieces of information relevant to labour type cost codes. The first concerns what is
transferred when you use the Payroll Transfer command on the Utilities menu.
You can choose between values (the labour cost) or time units (hours and
minutes or hours and decimal fractions). The second is the pay element to be
used for each cost rate record associated with the cost code. The third, also
associated with the cost rate, is the 'extension' that yields the cost value by
multiplying units by the rate. In this instance, you can choose between the cost
per unit as defined within the Costing application, or the unit rate defined within
the Payroll application. Integration between the Costing application and the
Payroll application is controlled by the setting of the Costing to Payroll option on
the Options tab of the Company Profiles form in the System application.
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2.2.6 Prerequisites

Notes

The following must be defined in the appropriate application before you can

complete the corresponding boxes:

Box Prerequisite .

Cost Rate At least one cost rate description must be defined using the Cost Rates 5

descriptions on the Maintenance menu.

Sales If the Sales application is integrated with the Costing application, at least one

Code sales code record must be created using the Sales Codes command on the

Maintenance submenu of the Sales application before you can associate a
sales code with the cost code.

Supply If the Purchase application is integrated with the Costing application, at least

Code one supply code record must be created using the Supply Codes command

on the Maintenance submenu of the Purchase application before you can
associate a supply code with the cost code.

Stock If the Stock application is integrated with the Costing application, at least one

Reference stock item must be created using the Processing command in the Stock

application before you can associate a stock item with a cost code.

Employee If the Costing application is integrated with the Payroll application, at least

one employee record using the Processing command in the Payroll
application before you can identify an employee code for labour type cost
codes.

PAY If the Costing application is integrated with the Payroll application, at least

one payment type must be created using the Payment Profile command on
the Maintenance submenu of the Payroll application before you can link a
payment element to a cost rate associated with a labour type cost code.

Model If you are creating a new cost code record on the basis of a model, the model

Cost cost code record must be defined beforehand.

Code

2.2.7 Cost Code Entries

Cost Codes - General

Box Description

Description A description of the cost code of up to 40 characters.

Costing An option that determines the costing type. Other entries on the form are

Type dependent on the type you select from the list. You can choose one of the
following: Stock (Cost), Labour (Cost), Narrative, Direct Expense (Cost),
Recharge Expense (Cost), Contractor (Cost), Overhead (Cost), Interim
Billing (Revenue), Final Billing (Revenue), Retention (Revenue) and Write
Up/Off.

Sales Code A reference that identifies the sales code. This does not apply to '‘Narrative'
type cost codes. If your Sales application is integrated with the Costing
application, you can select a sales code from a list. Otherwise, you can type
any code of up to 8 characters.

Purchase A reference that identifies the supply or purchase code. This does not apply

Code to 'Narrative' type cost codes. If your Purchase application is integrated with
the Costing application, you can select a supply code from a list. Otherwise,
you can type any code of up to 8 characters.

Stock A reference that identifies the stock item. This only applies to 'Stock’ type

Reference cost codes. If your Stock application is integrated with the Costing
application, you can select a stock item from a list. Otherwise, you can type
any code of up to 16 characters.
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Factor

Decimals

Unit
Description

Quantity

Payroll
Transfer

Employee

If this cost code is factored, enter the quantity per factored item. Factoring
is used where an item is stored in multiples but may be split when issued
for use on jobs. For example, a pallet of 25 blocks would have a factor of
25, and if only 8 are to be used on a job, the quantity is entered as 0/8, or if
31 blocks are used, the quantity would be entered as 1/6 (meaning one
pallet of 25 blocks plus 6 individual blocks). The application calculates costs
by dividing the factor by the units used. For labour types where the hours
option is set to hours and minutes, the factor defaults to 60.

The number of decimal places in which you want to hold quantities for the
cost code. This defaults to O (which implies integers only).

The description for whole units for this cost code. This might be helpful for
factored items to identify the name of the unit, such as '12 Pack'. For labour
type codes, this displays the unit type according to your setting of the Hours
and Minutes option on the Set Options form and will show whether units will
be hours and minutes or hours and decimal fractions.

The default 'issue' quantity for the cost code. For example, this might be the
minimum quantity you deal in for a particular cost. Some companies charge
labour at an hourly rate but only invoice in multiples of a half-day. In this
case, the quantity might be four (hours). This is the default quantity offered
automatically when you enter this code on transactions, but you can
override it.

An option that determines what details are to be transferred to the payroll
when you use the Payroll Transfer command on the Utilities menu. This
only applies if the Costing application is integrated with the Payroll
application. You can choose 'Value', 'Hrs/Min' or 'Hrs/Dec' from a list,
depending on the setting of the equivalent option within the Payroll
application.

A reference that identifies the employee whose payroll rate details will be
used to create a budget in jobs or estimates. This only applies if the Costing
application is integrated with the Payroll application.

You use the Cost Rates command on the Action menu associated with the Cost
Codes form to assign rates per unit. These can carry either a fixed or percentage
overhead recovery value. If you have entered cost rate descriptions, you can also

enter a value

for each rate code. Some information is specific to the type of cost

code specified; for example, labour codes can have payroll transfer details
associated with them.

2.2.8 Rate Details for Cost Code
‘* Cost Rates @
Rate : 1 Standard Cost/Unit : 0.0000
PAY : Mone EXT: Cost/Unit El
Overhead : 0.00 Fixed Overhead Percent : 15.00
Rate Description CostfUnit PAY EXT Overhead Fixed Ovh3% =
| 1|Standard 0.0000 ostfUnit 0.00] Yes 15.00
2 |Premium 0.0000 ostfUnit 0.00( Yes 20.00
3 |Spedal 0.0000 ostfUnit 0.00] Yes 25.00
4 |Discounted 0.0000 ost/Unit 0.00] Yes 5.00
View y

E Select Cost Rates  F3

Fill Rates F7
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Box Description Notes
Cost/Unit The cost per unit for the costrate.
PAY If the Costing application is integrated with the Payroll application,

select the reference that identifies the payroll payment profile from

a list. This identifies the pay type to which the cost code rate will be

transferred when you use the Payroll Transfer command on the

Utilities menu.

EXT The 'extension' that yields the cost value by multiplying units by the
rate. You can select one of the following from a list: Cost/Unit (for
the cost code cost per unit), Payroll (for labour types only, use the
pay rate associated with the profile identified in the PAY list box),
Selling Price (for stock types, use the selling price from the stock
issue transaction), and Cost Price (for stock types, use the cost
price from the stock issue transaction). Issue transaction prices
depend on stock profile settings. See also Defining Stock Profiles.

Overhead/Markup The value of any overhead/markup. This overhead/markup can be
used to arrive at a 'true’ cost price. For example, you may pay your
employees at an hourly rate of pay but incur further overheads to
cover heat, light, rent of workshop and so on.

Fixed An option that determines whether the value entered in the
Overhead/Markup box is a fixed value regardless of the quantity
(in which case you select the option) or a ‘per unit' overhead to be
multiplied by the quantity (in which case the option is cleared).

Overhead/Markup The percentage overhead/markup to be applied. If you want to

Percent specify the overhead/markup as a percentage of the unit cost
instead of a value, enter the percentage in this box.

Notes: If you have the Costing module integrated with the Stock module, you can
create cost codes for each item in a selected range using the Stock Cost Codes
command on the Utilities menu.
You can create new cost code records on the basis of existing ones. Any existing
cost code record can be selected as a model for a new record; you then amend
the details required for the new record.
Whether you can add new cost code records created using this facility to existing
jobs will depend on the setting of the Allow Cost Code Additions option on the Set
Options form.
& New Cost Code ==
Cost Code : |
Options Create Cost Code without a Model Izl
Model Cost Code :
@ oK ] I Cancel ]
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To define cost codes

Notes

1. Open the Costing folder, click Maintenance and then click Cost Codes.

2. On the Record menu, click New. The Add new Cost Code form appears.

3. In Cost Code, type a code of up to 16 characters.

4. In the Options list, click to select whether you want to create a cost code with or
without a model. If you choose to create a cost code using a model, click to select
the model code in the Model Cost Code list.

5. Click OK and then, in the boxes provided, enter or amend the details required.

6. On the Record menu, click Save.

7. For new cost code records created without a model, the Select Rates for Cost
Code form now appears. Do one of the following:

a. Click to select a rate to be associated with the cost code record, click
Action and then click (De)Select.
b. To select all cost rates, click Action and then click (De)Select All.

8. Click OK. The Rate Details for Cost Code form appears.

9. Inthe boxes provided, enter the rate details for the rate codes listed and then click
OK.

Notes: When the Rate Details for Cost Code form is displayed, you can use the
Select Cost Rates command to return to the list of cost rate descriptions to add to
the cost code record.
When the Rate Details for Cost Code form is displayed, you can copy the cost per
unit and overhead details from the currently selected rate to all subsequent rates
in the list by selecting the Fill Rates command on the Action menu. This provides
a quick way of updating several rates in one go, and you can make individual
amendments afterwards.
If you close the Cost Codes form without assigning any rates, a message appears
offering two options. Click Assign Rate to assign at least one rate to the cost code
record, or click Delete Code to mark the cost code record for deletion.
Click the Memo tab to maintain a notepad of information associated with the cost
code.
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2.3 Frameworks Notes

Use the Frameworks command to group cost codes that are associated. You can
create new framework records on the basis of existing ones. Any existing
framework record can be selected as a model for a new record; you then amend
the details required for the new record. You can add, amend and remove cost
codes associated with framework records as required. You can also select the
cost rate applicable. This will be based on one of the cost rates already assigned
to the cost code record, and therefore only applicable where more than one cost
rate record is defined for the corresponding cost code record. For each cost code
record, you specify the quantity to be used on the framework. The default is the
issue quantity on the cost code record. For revenue type cost codes, the quantity
is displayed as a negative figure, while cost type cost codes show the quantity as
a positive figure.

‘1 Framewarks : BODYWORK - Bodywork Restoration/Repair EI@ @

Cost Codes  FJ

Framework : | BODYWORK S——

Description @ | Bodywork Restoration/Repair

(oo~ @

View y

For Example: You calculate the cost of building a brick wall per square metre,
analysing the cost to separate cost codes for bricks, mortar and labour and assign
these cost codes to a single framework called 'WALL', each with their own value
assigned. When you subsequently budget or invoice the cost of building a wall of
20 square metres, the framework code is specified with a quantity of 20, resulting
in the component cost codes being multiplied accordingly.
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&' Cost Codes : BODYWORK - Bodywork Restoration/Repair (=

Cost Code : | REPAIRPAINT 4 Paint for Repair Shop

CostRate:| 1 |E| Standard Line : 10
Quantity : a Unit :
Line CostCode Description Quantity Rate Unit =
10 |REPAIRPAINT Paint for Repair Shop 0l 1
20 |REPAIRFILL Filler for Repair Shop 0l 1]
30 |LABOUR Labour 0,00 1Hrs/De

)

View y

To define frameworks

Open the Costing folder, click Maintenance and then click Frameworks.
On the Record menu, click New. The Add Framework form appears.
In Framework, type a code of up to 16 characters.

In the Options list, click to select whether you want to create a framework with or
without a model. If you choose to create a framework using a model, click to
select the model code in the Model Framework list.

A wDdPR

Framework : I

Ciptions : ICreate Framewark Without & Model j

Madel Framewark. ! I

5. Click OK and then, in the boxes provided, enter or amend the details required.

6. On the Record menu, click Save.

7. For new framework records created without a model, the Framework Cost Codes
form now appears. In the boxes provided, identify the cost codes, cost rates and

corresponding quantities to be associated with the framework record. When you
have finished entering the codes, press ESC and then click OK.

Notes: When the Frameworks form is displayed, you can use the Cost Codes
command on the Action menu to display the Frameworks Cost Codes form to add
or amend the cost code records associated with the framework record.

When the Frameworks Cost Codes form is displayed, you can use the Create a
new record button on the toolbar to add additional cost codes to the framework, or
the Delete the current record button on the toolbar to mark the currently selected
cost code record for removal from the framework record.

Click the Memo tab on the Frameworks form to maintain a notepad of information
associated with the framework.
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2.4 Sub-Contractors

Use the Subcontractors command to maintain the name and tax details of
subcontractors that are used to work on jobs and contracts. Each subcontractor
record is identified by a reference. This must be an individual already defined
using the People Profiles command in the System module and for which the
Subcontractor option is selected. You can define a search name for the
subcontractor if you want an alternative to the reference. This defaults to the
individual's name as stored on the People form in the System module.

“ Subcontractars : DEWERDO1 - Mr David John Dewer E'@

Reference :

Search :
Mame

Address :

Postcode :

DEWEROO1
David John Dewer Tax Rate 20.00 | %
Mr David John Dewer

24 Bracken Hill Certification Code : El
Hutton Registration Mumber :

Yorkshire Mational Ins. Number :

YOB0 8QG

Tax Reference : 790/235898

Start Date : Month Year

Expiry Date : Month Year

2]

View

Close

To define subcontractors

1. Open the Costing folder, click Maintenance and then click Subcontractors.
On the Record menu, click New.

3. In Reference, click to select the reference that identifies a subcontractor from the
people profiles table.

4. Inthe boxes provided, enter the details required.
5. On the Record menu, click Save.

Certification
Code

National Ins.
Number or
Company
Reg. Number

Start Date

Expiry Date

If the subcontractor has one of the following certificates; click to select
from the list: CIS4(T), CIS4(P), CIS5, CIS5(Partner and CIS6.

The national insurance number for the subcontractor when a certification
code has been specified except in the case of a CI55 or CIS5(Partner)
certificate, in which case you enter the company registration number
instead.

If a CIS5, CIS5(Partner) or CIS6 certificate has been specified, the start
date of the certificate. If either a CIS4(P) or CIS4(T) certificate has been
specified, no start date applies.

The date on which the subcontractor's contract ended or, if a certificate
has been specified, the expiry date of the certificate. If a CIS4(P)
certificate has been specified, no expiry date applies.
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2.5 Contract

Use the Contract command to maintain contract records to which related jobs can
be assigned. Contract reports accumulate the transaction details entered for all
jobs and phases associated with the contract so you can have an overall picture
of the main contract or project. You can also specify budgets on a contract basis
as well as, or instead of job budgets, if you have selected the Budgets on Headers
option on the Set Options form.

& Contract: ADADOOI - Fleet Servicing Contract EI@
i| Memo || Agreement Terms || List |
Account : ADADODL @ | Adams Light Engineering Ltd
Project Leader : | GREGAOD1 Q| Mr Andrew Gregory
Description : Fleet Servidng Contract
Reference : 1029287
Cost Rate : 1 IZ| Standard
Planned Start: | 15/04/2008 E] Flanned Days : 120 | Planned Completion : | 12/08,/2008 E]

Actual Completion: | [

Actual Start : Iy E]

Budget Revised

Costs :
Write Off :

Revenue :

(s~ ] @

View D y

Notes: You can only maintain contract records if the Use Contracts option is
selected on the Set Options form.

The term ‘contract’ can be changed. You can use an alternative name by
changing the entry in the Contract Description box on the System Preferences
form in the System module. References to ‘contracts' in this and other topics
within the documentation assume the use of the default setting.

To create a contract record

1. Open the Costing folder, click Maintenance and then click Contract.
2. On the Record menu, click New. The Add New Contract form appears.
3. In Contract, type a code of up to 8 characters.

Contract :

| SERNOETR

Create new Contract without a model j

COptions

Madel Contrack

Cancel |

4. In the Options list, click to select whether you want to create a contract with or
without a model. If you choose to create a contract using a model, click to select
the model code in the Model Contract list.

5. Click OK and then, in the boxes provided, enter or amend the details required.
6. On the Record menu, click Save.

Complete F7
=2 View Fi1
Wiew Estimate F12
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Memo

A memo can be entered for the contract from the Memo tab. Each time this
contract is selected the system flags the contract as containing a memo and at
any time its contents can be viewed.

Agreement Terms

Any agreement terms can be entered for the contract from the Agreement Terms
tab. Each time the contract is selected the system flags the contract as containing
agreement terms and at any time its contents can be viewed.

List
A list of all contracts can be obtained from the List tab. This list allows selection of
further contracts by clicking the required one with the mouse.

2.5.1 Complete

Use the Complete command on the Action menu to mark all jobs assigned to this
contract as being complete. You will be prompted to enter the date the contract
was completed. This appears in the actual completed date field on the screen and
on all jobs associated with this contract. All timesheets must have been confirmed
and if you have the PIR feature activated, there should be no outstanding
commitments or unposted PIR invoices. Completing the contract will also
complete its associated jobs. If you reselect the Complete command for a contract
already marked as complete, you are given the opportunity to cancel the
completion. This reinstates the contract and clears the content of the Actual
Completion date box so it can be reset to a different date subsequently.

erera 3 l J\

l i Complete all cutstanding Jobs for Contract ADADOOL 7

Yes | [ Mo
% Complete Contract : ADAODOL @
Contract Completion Date : |[05/12/2011 \:|
n_:)) | OK | | Cancel
[ Opera 3 &Jﬁ

I b The following Job(s) have been completed successfully:

SVAD100001,/02
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To mark a contract as complete.

1. Open the Costing folder, click Maintenance and then click Contract.
Retrieve the contract record to be marked as complete.

3. Click Action and then click Complete. If any conditions exist that prevent the
contract from being completed, a message appears to warn you and you will be
unable to complete the contract until outstanding issues have been addressed.

4. Atthe prompt 'Complete all outstanding Jobs for Contract..', to continue, click Yes.

5. In Contract Completion Date, enter the date on which the contract was completed,
or accept the default of the current system date.

6. To mark the contract complete at the date specified, click OK.

You will receive a warning if the Contract is unable to be completed due to
outstanding transactions.

[ Cpera 3 lér

. | Unable to complete Contract ADAQDZ,

Committed costs present in Job ADSV000004

You also have the ability to Cancel the completion of a Job (basically reversing
the completion).

[ Opera 3 I J1

l Contract ADADDDL is currently completed.

Cancel Completion 7

2.5.2 View Options

Use the View command on the Action menu to display information concerning
jobs assigned to the currently selected contract. Multiple levels of drill down are
possible. You can 'zoom' on any jobs listed to see more details. First a cost code
list appears for the selected job. You can then select a cost code to drill down and
see the budgets for the selected record. Additional views are then available for
status and transaction summary lines. For transaction summary lines you can
zoom in to view full transaction details.

View Estimate

Use the View Estimate command on the Action menu to display information
concerning estimates assigned to the currently selected contract. Multiple levels
of drill down are possible. You can 'zoom' on any estimates listed to see more
details. First a cost code list appears for the selected estimate. You can then
select a cost code to drill down and see the budgets for the selected record.

Further View & Zoom information can be found in the Reporting section.
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2.6 Department

Use the Department command to maintain a table of department descriptions that
you can assign to job records. Departments are used to provide the basis of the
Department Summary report available on the Reports menu. Each department
record is identified by a unique reference of up to four characters. You assign a
department to a job record by selecting the reference in the Department list box
on the Job Processing form.

[F=% Eol

“ Department : REP - Repairs and Other Maintenance

Code: REP

Description: | Repairs and Other Maintenance

_‘_:2) Close

View y:

Notes: The term 'department’ can be changed. You can use alternative names by
changing the entry in the Department Description box on the System Preferences
form in the System module. References to 'departments' in this and other topics
within the documentation assume the use of the default setting.

If you have more than one company database and departments are already
defined in another company, you can copy them to the current company using the
Copy data button on the toolbar.

To Define Costing Departments

1. Open the Costing folder, click Maintenance and then click Department.
2. On the Record menu, click New.

3. Inthe boxes provided, enter the details required.

4. Onthe Record menu, click Save.

2.7 Views

Use the Views command on the Maintenance submenu to create your own
enquiry facilities for costing transactions. The application provides two views as
default options, but you can add others according to your choices from the
settings available. Views defined using this command can be displayed on the
screen using the View command on the Costing menu. Each view record
comprises a unique code plus a description and up to six levels of analysis.

“ Views EI@

View Code : | JOB

View MName ¢ | Job

System : Default :
Level 1 View : | Job Level 4 View :
Level 2 View : Level 5 View :

Level 3 View : Level & View :

_ﬁ)) Close

View v
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Example: You might want to view a breakdown of revenue and costs by month
and year. Create a new view using the Views command on the Maintenance
submenu, assigning a code and description, such as 'RC1' and 'Revenue and
Costs'. In the Level 1 View box select Job; in the Level 2 View box you select
Month; and in the Level 3 View box select Year. On the Record menu, click Save.
Using the View command on the Costing menu, you select the 'Revenue and
Costs' view and then click Refresh. Revenue, Costs, and Labour values are
shown per job code. You can then drill down to see the transactions that make up
the values by year and month.

You can also select one of the views to be the default. That is, the one first
displayed when you click View on the Costing menu. Two system views are
already set up for you: JOB provides an analysis by job, and PHS provides an
analysis by job and phase.

To define Costing views

Open the Costing folder, click Maintenance and then click Views.
On the Record menu, click New.

In the View Code box, enter a unique reference to identify the view.
In the View Name box, enter a description for the view.

Use the list boxes to select the dimension you want for each level of the view. You
can specify up to 6 levels.

6. On the Record menu, click Save.

a s wbhe

Tip: Click Default for one of the views to define the one displayed first when you
use the View command on the Costing menu.

You cannot change the setting of the System option. This is automatically
selected to indicate which views are predefined in the software. You can only
amend the View Name of such 'system' views.
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Accreditation Training Courseware
3 Processing

The next section covers the processing aspect of the module, including creating
new records and processing them respectively.

3.1 Estimate Creation

Use the Estimate Processing command to create an estimate for a job or phase.
You can subsequently convert estimates into job and phase records using the Job
Processing command. You can specify budgets on the estimate header record if
you have selected the Budgets on Headers option on the Set Options form.

“ Estimate Processing : EQ0089 - Advanced Fleet Service Agreement E@
§ | Memo || Agreement Terms || List |

Contract : ADADDZ Q4 | Advanced Fleet Service Agreement

Account : ADADDD1 Q| Adams Light Engineering Ltd

Project Leader : | GREGAQO1 Q| Mr Andrew Gregory

Department : SRY |E| Servidng

Description : Advanced Fleet Service Agreement

Reference : 1101982

Cost Rate : 2 |Z| Premium Open Item

Flanned Start: | 02/04/2010 [:] Flanned Days : 274 | Planned Completion : 31/12/2010 E

Budget

Costs : 1328.65 | Potential Profit : 2171.35

Write Off :

Revenue : 3500.00
9
View D

§E§£iew F12

Notes: You can only create estimates for phases if the Use Phases option is
selected on the Set Options form. If you choose to use them, phase records are
identified by a phase reference which is associated with an existing estimate.
When you create a new estimate record, you can specify a phase at the same
time. To add additional phases to the same estimate, you create a record using
the same estimate reference, but with a difference phase reference.

The terms 'job’, 'phase’, 'contract' and 'department’ can be changed. You can use
alternative names by changing the entry in the Contract Description, Job
Description, Phase Description and Department Description boxes on the System
Preferences form in the System module. References to ‘contracts’, 'jobs', 'phases’
and 'departments' in this and other topics within the documentation assume the
use of the default setting.

You can create new estimate records on the basis of existing ones. Any existing
estimate record can be selected as a model for a new record; you then amend the
details required for the new record.

O.L.E
Budgets F5

© Pegasus Training Services

Page 23

o
=
o
O
1)
n
n
>

«Q




Accreditation Training Courseware - O3Training_Accreditation_FIN60CostingR1.1.docx

O.L.E.

You can link objects to be associated with estimate records. A representation or
placeholder for an object is inserted on the O.L.E. form associated with the
record. The object exists in the source file and, when it is changed, the linked
object is updated to reflect these changes. Further details are available in the
Appendix.

3.1.1 View

Use the View command on the Action menu to display budget information
associated with the currently selected estimate. You can also print details of the
budget lines using the Print button on the toolbar.

3.1.2 Budgets Creation

Use the Budgets command on the Action menu to enter individual budget lines at
cost code and cost rate level. For example, you might break down cost budgets
into standard rate labour, premium rate labour, materials, and so on.

[ 3 Budgets : EO0089 - Advanced Fleet Service Agreement EI@
General |Memg
Framework : Line Mumber : 10 CostRate:| 2 E Premium
Cost Code : | SERVOIL Description : Service Oil (Additional Spedal Formula)
Sales Code : | SERVD2 Purchase Code : | M210
Units Cost / Unit Total Overhead Uplifted
Budget : 15.00 5.5000 82.50 8.25 90.75
Cost Code Description Cost Type Line Stock Ref WGP -
[ERVOIL Service Oil (Additional Spedial Formula) [Stock {Cost) 10(0QILSLTR
SUBMAINTEMA [Subcontracted Maintenance Work Contractor (Cost) 20
JOBBILLFIMAL (Final Job Biling Final Biling (Revenue) 30 S
SERVOIL Service Oil Stock (Cost) 40|CILSLTR
SERVSCRMWA![Screen Wash for Service Stock (Cost) 50|5CRMO01
SERVPLUGS  [Service Plugs Stock (Cost) 60|PLG5847
LABOUR. Labour Labour (Cost) 70 POO2
SERVPARTS  [Service Parts Stock (Cost) 80 i
_»._:)) oK Cancel
View Y

To create an estimate

Open the Costing folder and then click Estimate Processing.

On the Record menu, click New. The Add New Estimate form appears.
In Estimate, type a code of up to 10 characters.

If phases are being used, in Phase, type a code of up to 3 characters.

In the Options list, click to select whether you want to create an estimate with or
without a model. If you choose to create an estimate using a model, click to select
the model code in the Model Estimate list.

Click OK and then, in the boxes provided, enter or amend the details required.
7. On the Record menu, click Save.

a s e

o

Notes: Click the Memo tab to maintain a notepad of information associated with
the estimate. Click the Agreement Terms tab to maintain text related to the terms
of the estimate.
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3.2 Job Costing Creation

Use the Job Processing command to maintain job records which you can
optionally subdivide between phases and assign to contracts. Job reports
accumulate the transaction details entered for all jobs and phases associated with
the contract so you can have an overall picture of the main contract or project.
You can specify budgets on a job basis if you have selected the Budgets on
Headers option on the Set Options form.

“ Job Processing : ADSV000004 - Advanced Fleet Service Agreement El@
Memo || Agreement Terms || List |
F12
Confract : ADADDZ2 @, | Advanced Fleet Service Agreement [¥] Allow C.C.Budgets
Account : ADADOOL @, | Adams Light Engineering Ltd [] open Ttem \% Comp. by Act/Uplift  F3
5 C let:
Project Leader : | GREGADD1 @ | Mr Andrew Gregory [CBudgets Agreed =
Budgets F5
Department : Ry IZ| Servicing Costs -
Description : Advanced Fleet Service Agreement First Created : 30/04/2008 Timeshests F
Commitments
Reference : 1101582 Last Modified : I Resenies Fa
CostRate : 2 |Z| Premium Matching
Planned Start : | 02/04/2008 B Planned Days : 274 | Planned Completion ; | 31/12/2008 E] Cancel
Actual Start i B Actual Completion : I
*=* Actual ==
Budget Revised Actual Uplifted % Complete
Costs @ 1328.65 1328.65 4561.77 4710.27 343.34
Write Off : 0.00 0.00
Revenue : 3500.00 3500.00 272.37 272.37 7.78
9
View = y
Notes: You can only maintain phases if the Use Phases option is selected on the
Set Options form.
The terms 'job’, 'phase’ ‘contract’ and 'department’' can be changed. You can use
alternative names by changing the entry in the Contract Description, Job
Description, Phase Description and Department Description boxes on the System
Preferences form in the System module. References to 'contracts', 'jobs', 'phases'
and 'departments' in this and other topics within the documentation assume the
use of the default setting.
You can create new job and phase records on the basis of existing ones or on
estimates. Any existing job, phase or estimate record can be selected as a model
for a new record; you then amend the details required for the new records.
3.2.1 Jobs and Phases
If you choose to use them, phase records are identified by a phase reference
which is associated with an existing job. When you create new a job record, you
can specify a phase at the same time. To add additional phases to the same job,
you create a record using the same job code, but with a difference phase
reference.
© Pegasus Training Services Page 25
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3.2.2 Jobs and Sales Accounts

If you have the Costing module integrated with the Sales module, you can select a
sales account record to identify the customer to whom the job relates. When you
post invoices or credit notes in the sales ledger, you can analyse them to job
numbers, phases and cost codes. Revenue cost records are written to file as
unallocated revenue records immediately the document is accepted.

If you have the Invoicing or SOP modules installed and activated, when entering
sales orders, deliveries, invoices and credit notes, you can analyse each line to a
job number, phase and cost code. Records in the Costing module are updated
with unallocated revenue cost records when an invoice or credit note is posted to
the sales ledger. The link also works from Costing to Invoicing or SOP modules;
within the Costing module you can select cost items that are ready for invoicing
and a document is generated for them in the Invoicing or SOP module. You can
then progress that document within the Invoicing or SOP module. When the
document is produced a revenue record is created in the Costing module and the
cost records are automatically allocated against this revenue record. When a
document is progressed to an invoice in the Invoicing or SOP module, the
revenue record is updated to include the invoice number.

3.2.3 Jobs and Stock

If you have the Stock module, stock movements entered in that module can be
assigned to a job or phase. The movement creates a cost type transaction in the
Costing module, which in turn creates a document that can be processed in the
Invoicing or SOP modules. Documents created from these costs have no stock
references on them as the stock is already issued.

To create a job or phase record

Open the Costing folder and then click Job Processing.

On the Record menu, click New. The Add New Job form appears.

In Job, type a code of up to 8 characters.

If phases are being used, in Phase, type a code of up to 3 characters.

In the Options list, click to select whether you want to create a job or phase with or
without a model. If you choose to create a record using a model, click to select the
job or estimate model code in the Model Job or Model Estimate list and the Model
Options dialog box then appears. When using a model, you can choose whether
to use the whole structure of the model record (including cost code budget
assignments) or the header details only for the new job record. Where the whole
structure is used, you can also choose which budgets are to be used for the new
job record, if any. You can pick from a list of options including original budgets,
revised budgets (model jobs only), actuals (model jobs only) or none (zero).

a s wne

" Mew Job : @

Job ¢
Phase :
Options : Create Mew Job Without A Model El

Model Jaob :

.‘_.-?) | oK | | Cancel
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6. Click OK and then, in the boxes provided, enter or amend the details required.
7. On the Record menu, click Save.

Notes: Click the Memo tab to maintain a notepad of information associated with
the cost code. Click the Agreement Terms tab to maintain text related to the terms
of the contract.

3.2.4 View

Use the View command on the Action menu to display information concerning the
currently selected job or phase record. You can zoom on any transactions listed to
see more details.

Tip: Use the Refresh button on the toolbar to update the data in the view. This is
needed if, for example, you use the %Comp. by Act/Uplift command on the Job
Processing >> Action menu to change the way the % Complete fields are
calculated.

3.2.5 % Complete by Actual/Uplift

The % Complete field on the Job Processing form indicates how complete each
job/phase is for Costs, Write Off, and Revenue values. The percentage is
calculated as either actual values /budgeted values or uplifted values/budgeted
values.

Click the % Comp. by Act/Uplift menu item or the F3 button to change the method
used to calculate the % Complete field. This setting also affects the View forms
and associated reports for all jobs/phases. The method is saved until you re-
select the menu item. For Example if a job has total budgeted costs of £1328.65,
actual costs to date of £895.63, and uplifted costs to date of £941.39, the %
Complete field displays either:

e % Complete using actual costs: £895.63/£1328.65 = 67.00%
e 9% Complete using uplifted costs: £941.39/£1328.65 = 71.00%

3.2.6 Complete

Use the Complete command on the Action menu to enter a date for the
completion of the job. This marks the job as complete and means it can be
removed from the files using the Reorganise command on the Utilities menu. You
can only mark jobs as complete provided:

e There are no invoices in the purchase invoice register relating to jobs, if linked to
the Purchase module.

e There are no outstanding (untransferred) timesheets, if linked to the Payroll
module.

e There are no outstanding commitments awaiting confirmation.

Once a job is completed, the Actual Completion date box on the job record is
updated with the date you specify. If you reselect the Complete command for a
job already marked as complete, you are given the opportunity to cancel the
completion. This reinstates the job and clears the content of the Actual
Completion date box so it can be reset to a different date subsequently.
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To mark a job as complete

1. Open the Costing folder, and then click Job Processing.
Retrieve the job record to be marked as complete.

3. Click Action and then click Complete. If any conditions exist that prevent the job
from being completed, a message appears to warn you and you will be unable to
complete the job until outstanding issues have been addressed.

4. In Job Completion Date, enter the date on which the job was completed, or accept
the default of the current system date.

5. To mark the job complete at the date specified, click OK.

Notes: Once a job is marked as complete, the completion date you have chosen
appears in the Actual Completion box on the job record.

If a job is already completed, selecting the Complete command will result in a
dialog box appearing asking if you want to cancel the completion. If you select
Yes, the Actual Completion box is cleared and the job record is reinstated and
become active again. If you reply No, another dialog box appears in which you
can change the completion date. The new date will then be reflected in the Actual
Completion box on the job record, and the job remains in a completed status.

3.3 Posting (Within Job Costing)

Posting Process Process Steps & Information

& Budgets : ADSV000004 - Advanced Fleet Service Agreement o= == Bud gets
General | Memo Provided you have selected the Allow
Framework : Line Number : 0 CostRate: 2 E Premium CC Budgets Optlon On the General tab
Cost Code : | SERVOIL Description: | Service Oil (Additional Special Formula) of the jOb record you can use the Status  F11
Sales Code : | SERVO2 Purchase Code : | M210 ! . Lines F&8
Units. Cost [ Unit Total Overhead Uplifted BUdgets Command On the ACtlon menu (_:a“{el -
Budget : 15.00 5.5000 82.50 8.25 30.75 to enter individual budget lines at cost —
Revied 15.00 5.5000 8250 825 %0.75 code and cost rate level. For example,
el 00 g0a0n B4 B2 o you might break down cost budgets into
o Conplete: || 000 standard rate labour, premium rate
Cost Code Description Cost Type Line Stock Ref Pay = |ab0ur, mater|a|S, and SO on. You can
SERVOIL Service Ol (Additional Spedal Formula) |Stock (Cost) 10(OLLELTR . .
SUBMAINTENA|Subcontracted Maintenance Work | Contractor (Cost) ) E also assign bUdgetS or revise bUdgetS
JOBBILLFINAL |Final Job Billing Final Biling (Revenue) 30 1 H
o urmiAL e oo Bina N lonam for c_osts, write offs or revenue job totals
SERVSCRNWA:|Screen Wash for Service Stock (Cost) 50{5CRNO0L prOVIded you have selected the Budgets
SERVPLUGS  |Service Plugs Stock (Cost) 60 [PLGS847 H H
B o (o) - oz B on Headers option on the Set Options
) form.
View y i i
To assign budgets to jobs
Notes: Click the Memo tab to maintain a notepad of information 1. Open the Costing folder and then click

associated with the budget. Job Processing.

Retrieve the job record for which
budgets are to be entered.

Use the View command on the Action menu to display additional 2.
information for the record. Select Status to view the job status

including details of budgets, actual values, uplifted values and ) ) )
differences. It also shows potential profit values. Select Lines to 3. Click Action and then click Budgets.
view the detail lines relating to the currently selected cost code. 4. In the boxes provided, enter or amend
This shows the true cost rate and overhead, rather than the the details required.

defaults shown on the current screen. Select All Lines to view all

job transaction detail lines. 5. When you have finished entering
. budget details, press ESC and then
In some cases, you can choose whether to view the current or click OK

previous status. The previous status shows the details prior to the
last change made to the job. You can toggle between the current
and previous status to view the difference. The application
highlights figures that have exceeded their budget.
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“ Costs : ADSW000004 - Advanced Fleet Service Agreement EI@
General | Memo
Cost Code : | LABOUR Q | Line: |70 Units ¢
Reference :
Date : 05/12/2011 D Cost f Unit : 0.0000
Total : 0.00

Cost Rate : E' Overhead : 0.00
Description : Uplifted : 0,00
Comment :
Period : 10| Year: 2010

Cost Code Units Cost/Unit Total Overhead Uplifted -

0.00 0.00 0.00

Action ~ ‘t‘)) oK Cancel

New y

Notes: Click the Memo tab to maintain a notepad of information
associated with the transaction.

Use the Status command on the Action menu to view the job status
including details of budgets, actual values, uplifted values and
differences and the potential profit. You can choose whether to view
the current or previous status. The previous status shows the details
prior to the last change made to the job. You can toggle between
the current and previous status to view the difference.

Use Assign Cost Codes command on the Action menu to add new
cost code records to the currently selected job from a list box. This
only applies if you have the Allow Cost Code Additions option
selected on the Set Options form, otherwise this command is
unavailable.

“ Timesheets : ADSV000004 - Advanced Fleet Service Agreement EI@
General | Memo
CostCode: | Q| Lne: Units ¢
Reference :
Date : 05/12/2011 _ Cost { Unit : 0.0000
Employee : Q Total 0.00
Pay Period : Overhead : 0.00
Subcon : Uplifted : 0.00
CostRate : [=] Periad : 10
Description : Year : 2010
Comment :

Cost Code Units Cost/Unit Total Overhead Uplifted -
0.00 0.00 0.00
New y:

Notes: Click the Memo tab to maintain a notepad of information
associated with the transaction.

Use the Status command on the Action menu to view the job status
including details of budgets, actual values, uplifted values and
differences and the potential profit. In some cases, you can choose
whether to view the current or previous status. The previous status
shows the details prior to the last change made to the job. You can
toggle between the current and previous status to view the
difference.

Use Assign Cost Codes command on the Action menu to add new
cost code records to the currently selected job from a list box. This
only applies if you have the Allow Cost Code Additions option
selected on the Set Options form, otherwise this command is
unavailable.

Costs

Use the Costs command on the Action
menu associated with the Job form to
record individual costs against jobs,
particularly if you do not have the Stock
module. Costs can also be entered
using the Batch Input command
provided the Use General Batches
option is selected on the Set Options
form. If you have the Stock module, that
module handles the analysis of stock
issues and returns against job and
phase records.

1. To enter job costs

Open the Costing folder and then click
Job Processing.

3. Retrieve the job record for which costs
are to be entered.

4.  Click Action and then click Costs.

5. If the Print on Cost Entry option is
selected on the Set Options form for
the Costing module, the Publisher
form appears. On the Publisher form,
select the output destination for the
transaction report that is produced
when you have completed your
entries and then click Publish.

6. Inthe boxes provided, enter or amend
the details required.

7. When you have finished entering cost
details, press ESC and then click OK.

Timesheets

Use the Timesheets command on the
Action menu associated with the Job
form to record labour costs associated
with jobs and phases involving either
employees or subcontractors. Employee
records must exist in the Payroll module
if it is integrated with the Costing
module. You can also enter batches of
timesheets using the Batch Input
command provided the Use Timesheet
Batches option is selected on the Set
Options form.

To enter timesheets

1. Open the Costing folder and then click
Job Processing.

2. Retrieve the job record for which
timesheets are to be entered.

3. Click Action and then click Timesheets.

If the Print on Cost Entry option is
selected on the Set Options form for the
Costing module, the Publisher form
appears. On the Publisher form, select
the output destination for the transaction
report that is produced when you have
completed your entries and then click
Publish.

5. In the boxes provided, enter or amend
the details required.

6. When you have finished entering
timesheet details, press ESC and then
click OK.

Status F11
Assign Cost Codes F5

Status F11
Assign Cost Codes F5
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“ Commitments : ADSV000004 - Advanced Fleet Service Agreement EI@
General | Memo
Cost Code : | SERVOIL Line : | 40 PfOrder : PORO00ES
Reference : | PORD00SS Stock Status : 157.00
StockRef: |CILSLTR Units : 5.00
Date : sy ...
CostRate: | 1 [+ Standard Cost [ Urit : 5.5000
Description : | Engine Oil - 5 Litres Total : 27.50
Comment : Overhead : 2.75
Period : 9| Year: 2009 Uplifted : 30.25
Cost Code Units CostjUnit Total Overhead Uplifted -
SERVOIL 5.00 5.5000 27.50 275 30.25
SERVPARTS 3.00 403.3100 1209.93 60.50 1270.43 | =
RECHARGES o 0.0000 403.31 0.00 403.31
SUBMAINTEMAR o 0.0000 7145 0.00 7145
RECHARGES o 0.0000 137.70 0.00 137.70 ~
2609.64 101.24 2710.88
(oo - | @ x| [ onat |
View -

Important: If you use the Purchase Invoice Register with the
PIR must use authorisation option selected, invoices that are
posted in the P.Orders module or PIR stay in the register until
the invoice is authorised and posted to the Purchase Ledger.
Commitment costs stay on the job until the invoice is moved
from the register to the Purchase Ledger. The commitment is
then fully converted to an actual cost if the order is fully
invoiced, or part converted to an actual cost if the order is part
invoiced.

Tips: To confirm a commitment cost and change it to an actual
confirmed cost without posting an invoice to the Purchase Ledger,
use the (Un)Confirm menu item in the Costing > Commitments
command. This changes the commitment cost into a general cost.
If you want to remove the commitment cost altogether, use the
Delete icon on the toolbar.

Notes: Click the Memo tab to maintain a notepad of information
associated with the transaction. To print details of the commitment
records, click Action and then click Print.

Opera 3 l ]

l Selected commitment originated from Purchase Order POR00063

Continue 7

| es | [ Mo
@eneral | Memo |
Cost Code : |SERVOIL Line : |4D P,
Reference : |POROOOGS Sl
Stock Ref @ |OILSLTR u

*44 Confirmed 4

Date : 07/05/2008 | ... |

b Tk = cremann -

Commitments

Use the Commitments command on the
Action menu associated with the Job
form to record purchase commitments
for jobs. Commitments are recorded
when you need to use a resource from a
supplier, whether it is goods or services,
for a particular job. You may not know at
the time of raising the order what the
final invoice costs will be. You use
commitment records to commit the
details of that resource to the job now.
When you receive the invoice for a cost,
you can update the commitment details
with the actual invoice details and then
convert the commitment into a cost
record by confirming it. Commitments
posted in Purchase Order Processing. If
you use the P. Orders module and the
POP to Costing option is selected in
Company Profiles, you can post
purchase orders that generate
commitment transactions for job
records. When you subsequently post
an invoice for the purchase order to the
Purchase Ledger, either using the
Purchase Invoice Register (PIR), or the
Invoice command in the P. Orders
module, the commitment cost is
converted to an actual confirmed cost.

To enter job commitments

1. Open the Costing folder and then click
Job Processing.

2. Retrieve the job record for which costs
are to be entered.

3. Click Action and then click
Commitments.

4. Inthe boxes provided, enter or amend
the details required.

5. When you have finished entering
commitment details, press ESC and
then click OK.

Confirm a Commitment

Once a cost is confirmed you can
convert the commitment cost to an
actual cost. The commitment cost is
effectively removed from the job and the
actual cost is added. The job's views
and reports then display the actual cost.

To confirm a job commitment

1. Open the Costing folder and then click
Job Processing.

2. Retrieve the job record for which the
commitment is to be confirmed.

3. Click Action and then click Commitment.
The Commitment Postings form
appears.

4.  On the Action menu, click (Un)Confirm.
5. Click OK.

Status
Assign Cost Codes
(Un)Confirm
Bun Report
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& Revenues : ADSVO00004 - Advanced Fleet Service Agreement EI@
General | Memo
Cost Code : | Q, | Line: Units :
Reference :
Date : o5/12/2011 [ Cost { Unit : 0.0000
Invoice Method ;| Invoice Costs by Type |Z| Total : 0.00
CostRate : Margin : 0.00
Description : Uplifted : 0.00
Comment :
Period : 10| Year: 2010
Cost Code Units CostfUnit Total Margin Uplifted -
0.00 0.00 0.00
New s
F ™
Opera 3 ]
I-_\ Create S0P / Invoice Document 7
[ Yes ] ’ No ]
(%
& Invoice Options @
[ Indude Narrative Description
Invoice Discount : | RN
Settlement 1: 0,00 @ 0| days
Settlement 2 ¢ 0.00 @ 0| days
@ oK ] I Cancel ]
r Bl
Cpera 3 ﬁ

Notes: If you have the Invoicing or SOP modules and the job
includes an account reference, the application will ask if you want

to create a document. Click Yes to create an invoice

document

and the Invoice Options form appears. You can then enter any
invoice and settlement discount values to apply and optionally

include a narrative description. When you click OK, the
will create the document and assign a document numb

application
er which is

displayed as confirmation. Click OK to acknowledge the

transaction.

Click the Memo tab to maintain a notepad of information associated

with the transaction. If invoicing by costs, the Memo command is

available on the Action menu associated with the Co!
invoiced form.

sts to be

Revenues

Use the Revenues command on the
Action menu associated with the Job
form to enter details of invoices raised
for the selected job. You can enter a
revenue item as a direct invoice, or you
can generate it from costs incurred.
There are several ways of generating a
revenue from costs:

Use Invoice To
Cost By
Total Cost Select the cost lines and then

generate one revenue line
calculated from the costs.

Each Line Select the cost lines and
generate a revenue line for
each cost line.

Code Select the cost lines and
generate a revenue line for
each change of cost code.

Type Select the cost lines and
generate a revenue line for
each change of cost type.

Framework Select the cost lines and
generate a revenue line for
each change of framework.

When posting revenue lines, the
application lists all outstanding costs so
you can select the costs to be invoiced
against the selected revenue cost code.
The total quantity and value, plus the
overhead, is calculated from the
selected cost lines. The quantity and
cost per unit are zeroed as these may
differ, and only the value is shown on
the entry screen. Once the revenue line
has been entered, the revenue lines are
generated. If the generated values are
altered, the difference is given as a
separate line. The description for each
revenue line generated will be taken
from the Description box on the General
tab of the Revenue Postings form. If this
is left blank, the description will be taken
from the cost line, cost code or profile
accordingly.

To enter job revenues

1. Open the Costing folder and then click
Job Processing.

2. Retrieve the job record for which
revenues are to be entered.

3. Click Action and then click Revenues.

If the Print on Cost Entry option is
selected on the Set Options form for the
Costing module, the Publisher form
appears. On the Publisher form, select
the output destination for the transaction
report that is produced when you have
completed your entries and then click
Publish.

5. Inthe boxes provided, enter or amend
the details required.

Rerow

Status Fl11
Assign Cost Codes  F5
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Use the Status command on the Action menu associated with the
Revenue Postings form to view the job status including details of
budgets, actual values, uplifted values and differences and the
potential profit. You can choose whether to view the current or
previous status. The previous status shows the details prior to the
last change made to the job. You can toggle between the current
and previous status to view the difference.

Use Assign Cost Codes command on the Action menu associated
with the Revenue Postings form to add new cost code records to
the currently selected job from a list box. This only applies if you
have the Allow Cost Code Additions option selected on the Set
Options form, otherwise this command is unavailable.

%+ Matching : ADSV000004 - : Advanced Fleet Service Agreement o 2=
Cost Code Cost Type Uniits Cost / Unit Total Uplifted  Select »
JOBBILLFINAL Final Biling (Revenue) 0 0.0000 -12.00 -12.00
JOBBILLFINAL Final Biling (Revenue) -1 10000, 0000 -10000.00 -10000.00
SERVPARTS Stock (Cost) 4.00 0.0000 0.00 0.00
SERVPARTS Stock (Cost) 60.00 7.7982 467.89 431.28
SERVPARTS Stock (Cost) 15.00 5.6667 85.00 89.25
SERVSCRNWASH Stock (Cost) 10.00 2.5000 25.00 26.25
SERVSCRNWASH Stock (Cost) -8.00 1.4000 -11.20 -11.76
SUBMAINTEMANCE  |Contractor (Cost) 100 9.9900 999.00 999.00
SUBMAINTEMANCE  |Contractor (Cost) 11 5.5000 60.50 60.50
SUBMAINTEMANCE  |Contractor (Cost) 0 0.0000 46.00 46.00
SUBMAINTEMANCE  |Contractor (Cost) 7 5.5000 38.50 38.50
<= v
Action ~ ‘_;) oK Cancel
s

Revenue Continued....

6. Do one of the following:

. If you select Direct Invoice in the
Invoice Method list, complete all the
invoice line details on the General
tab.

. If you select any option to invoice by
costs in the Invoice Method list, the
Costs to be invoiced form appears.
Use the (De)Select or (De)Select All
commands on the Action menu to
determine the invoiced costs. Click
OK and confirm the costs are to be
allocated when prompted.

7. When you have finished entering
revenue, press ESC and then click OK.

Matching
Use the Matching command on the

Action menu associated with the Job (De) Select FI
form to view a list of all unallocated (De) Select All F&
transactions for the selected job. You Memo F12

can then match one or more unallocated
transactions. This removes them from
the Unallocated Records form displayed

when you use the Matching or
Revenues commands, but has no other
effect. The main purpose of matching is
to allocate revenue transactions to
Costs, so you can see at a glance which
costs remain outstanding for payment.

Tip: You can use this form to match any
cost transactions that have already been
accounted for but are still being displayed
on the Costing - Processing - Revenues
form if the Invoice Method is set to 'Invoice
Costs by Total Cost', 'Invoice Costs by
Each Line', '‘Invoice Costs by Code,
'Invoice Costs by Type, or ‘Invoice Costs
by Framework'.

If they are matched, they will be marked as
accounted for and will not be displayed
when revenues are posted.

To match costing transactions

1. Open the Costing folder and then click
Job Processing.

2. Retrieve the job record for which
transactions are to be matched.

3. Click Action and then click Matching.
The Unallocated Records form appears.

4. Use the (De)Select or (De)Select All

commands on the Action menu to
determine the allocated transactions.

5. When you have finished matching
transactions, click OK.
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3.4 Batch Processing

&: Batch Input : ™ New ™ === ﬁ
General |Merno View F12
Batch : = Mew =* Status : | Modified Edit F5
Description : ED st F6
Batch Type : | General |E| Cancel
Input By : Value
Batch Total : 0.00
")
MNew p
Use the Batch Input command to enter batches of timesheets or costs. To enter
batches for costs, the Use General Batches option must be selected and to enter
batches for timesheets, the Use Timesheet Batches option must be selected; both
of these are on the Set Options form. You can either post the batch when you
enter it (provided it balances), or put it ‘'on hold' and post it later. Batches that do
not balance (that is, where the sum of the transactions does not equal the batch
total) can be held on file and edited later so they balance before posting.
The entry of batched transactions requires the same information as individual
timesheet and cost postings. The only difference is you can enter several
transactions for different jobs in one go and use a batch total to help check the
accuracy of the postings.
Each batch record has a reference which is updated automatically according to
the entry in the Next Batch Number box on the Set Options form.
To enter a batch of costing transactions
1. Open the Costing folder and then click Batch Input.
2. On the Record menu, click New.
3. Inthe boxes provided, enter the details for the batch header.
4. On the Record menu, click Save. The Batch form appears for entry of the details;
the input requirements will depend on the batch type selected. Refer to the links
below for information about entering details for the corresponding types of
transaction.
5. In Job, identify the job record to which the particular batch entry relates. You can
select from a list.
6. When you have completed all the lines for the batch, press ESC or on the Record
menu, click Save.
7. To close the batch details entry form, click OK. If the batch balances, you will be
asked if you want to post the batch. To post the batch, click Yes. To store it for
further processing without posting, click No. If the total value of the batch entries
does not balance with the value entered on the batch header, a warning appears.
You can continue or accept the difference.
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& Edit: JC00000003 - General =R ==
Reference : || Date : 05/12/2011 E] CostRate: | 1
Job: Q Standard
Cost Code : Line : Units :
Description :
Comment : Cost / Unit :
Periad ; 10 feer| {§1 Batch:JC00000004 : Timesheet o= =]
Job Phase General |Memo
Reference @ || Date: | 05/12/2011 B CostRate: | 1
Employee : Q Standard
Pay Period :
Contractor : Q Uniits :
Job
Cost Code : Line : Cost / Unit :
Batch Total @ o | Description : Total :
g) Comment : Period : 10 | Year:| 2010
New Job Phase Cost Code Units Cost/Unit Total Cost Overhead =
Batch Total : 0.00 Total Posted : 0.00 Balance : 0.00
@ oK Cancel
MNew y:

Notes: The Status box reflects the current status of the batch which will be either
‘Modified' (when batch processing is in progress)'Unbalanced' (if the batch total
does not agree with the sum of the transactions), 'On Hold' (if the batch does
balance but has not been posted) or 'Posted'.

To view the details of the batch, on the Batch Input form, click Action and then
click View. The details form appears and you can scroll through the individual
entries in the grid.

To edit the batch details prior to posting, on the Batch Input form, click Action and
then click Edit. The details form appears and you can scroll through the individual
entries in the grid and make changes as required. You can edit details for existing
lines, add new lines, delete lines or insert new lines using the Insert a new record
before current record button on the toolbar.

For any batch where the status is 'On Hold', you can post the batch using the Post
command on the Action menu associated with the Batch Input form. To confirm
the batch is to be posted, click Yes.

When a batch is posted, the application updates the jobs with the batch
transactions and the status changes to 'Posted. The View command will be
available on the Action menu if you want to enquire on the details of posted
batches.

Assign Cost Codes  F5
Cancel

Fm-"
Assign Cost Codes  F5
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3.5 Processing (Other Modules)

For those users who wish to post transactions to jobs without having to post them
from within the Costing module then providing the integration is set correctly this

can be achieved.

Posting Process Process Steps & Information

Stock Control Integration

—
Opera 3

=]

y I: Costing Analysis 7

| ve || Mo

&' Costing Analysis

Job/Phase :
ADSV000004
Cost Code

SERVPARTS ), | Service Parts

@ | Advanced Fleet Service Agreement

Coon -] @

Cancel

Issuing Stock

If you wish to issue stock against a job in
Costing then providing the Stock to Costing
link has been defined within the Company
Profiles then a Costing Analysis box will be
available for nominating a job number and
cost code to which the issue relates to.

The system will prompt for Costing Analysis.

As soon as the stock transaction is accepted
the Costing module will be updated with the
stock transaction and will show as a General
Cost on the job.

Purchase Order Processing Integration

&+ New Order

General | Memo | Extended Description

Reference : | CMATOS4 Q| supplier Ref: | gags7E2s  Q

Desaription : | Car Mat - Small

Price 1 7.80 | value:

s gy =
P{Order No: PORDD140

Quantity : €0.00 Warehouse : MAN [

Required 08/12/201] ¥ Costing Analysis

Project

Quantity

468.00 Disc%: 0.00 Line Val : 468.00 [Fofall
sl [/
Job/Phase :
eofPrase 7] Costing Analysis
| Q
Cost Code :
pplier Ref  Memo »
B)

«

Total

0,00

G- @

New

oK Cancel

Raising Purchase Orders

If you are ordering items to be used against
a job in Costing then providing the POP to
Costing link has been defined within the
Company Profiles then a Costing Analysis
box will be available for nominating a job
number and cost code to which the order
relates to. As soon as the Purchase Order is
accepted the Costing module will be
updated with the order and will show as a
Committed Cost against the job.

When entering the order, a Costing analysis
menu is provided.

Generating Invoices from Purchase
Orders

If you have placed an order with a supplier,
but it is not until the supplier’s invoice comes
in that you know the final true cost when the
purchase invoice is matched against the
order line within POP or PIR, the
Commitment cost transaction on the job will
be automatically amended to show the real
cost value before being confirmed as a true
cost. If part of the order line is still
outstanding then the amount outstanding will
remain uncommitted.

Assign Cost Codes F5

Assign Cost Codes F5
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Sales Ledger Integration

Posting Sales Invoices from within
Invoicing or the Sales Ledger

Assign Cost Codes F5

d

Assign Cost Codes  F5

& Invoice Details : Job00278725 = . L.

If you are invoicing your customer for work
analysis: [acce01  [v] [Lease - Accessories Goods Value : 2000.00 | [¥] Costing Analysis carried out against a job then providing the
ce.: s A varcode: 1 [] Sales to Costing link has been defined within
Froject: VAT AmeuE: B the Company Profiles then a Costing
Z”h‘z‘ o Analysis box will be available for nominating

- % Costing Analysis == o a job number and cost code to which the
T o Phase = invoice line relates to. As soon as the
[ Q invoice is accepted the Costing module will
CostCode be updated with the invoice line and will
show as an Invoice against the job. This will
) redgce the qutstanding costs allocated
- against the job.
< | 0
To Analyse : 0.00 Total Goods : 2000.00 Total VAT : 400.00
) ][ om
New A
Purchase Ledger Integration Posting Purchase Invoices
PR —— = If you are bemg_ |nv_0|ced f(_)r items to be_ _
i used against a job in Costing then providing
Analysis : M310 [] | purchases -maintenance Goods Value : 1000.00 | (7] Costing Analysis the Purchase to Costing link has been
cc: Q arcode: |1 ] Dresetrr defined within the Company Profiles then a
. § : Asset Purchase . . . .
Projcts VM1 Q| vehice Maintenance Initatve Costing Analysis box will be available for
Department: | WM | wantenance (vehices) AT Rt e nominating a job number and cost code to
QY[ Costing Analysis = which the invoice line relates to. As soon as
LR | e o the Purchase invoice is accepted the
Q Costing module will be updated with the
Cost Code : invoice line and will show as a Purchase
against the job.
9
o ‘ T T T r oL
To Analyse : 0.00 Total Goods : 1000.00 Total VAT : 200.00
9 ][ o
New VA
BOM Integration
& Works Order Header : NEW (= [=@] =] POSting Works Orders
General | pemo If you are raising a works order for items to
Assembly:  [ENTPACKDL Entertainment Package - With Phone be used against a job in Costing then
Wiarehouse : | MATY Q| Main Warshouse WOReF. providing the BOM to Costing link has been
Sales ALC: Q SORef. : Q| Maxmum: 0.00 defined within the Company Profiles then a
customer : || 1 Costing == 100 Costing Analysis box will be available for
addresss | [ e [ nominating a job number and cost code to
| a 1|pays which the Works Order line relates to.
Cost Code : D
Past Code - B As soon as the Works Order is posted the
Telephone : =) Costing module will be updated with the
FaxMo. : order and will show as a Committed Cost
venufactng against the job. Once the works order is
et completed the Costing module will be
@ updated with the cost for the works order

r

lines and will show as an actual cost against
the job.

Assign Cost Codes  F5
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Accreditation Training Courseware
4 Reports

4.1 Publishing a Report

Job Costing reports can be accessed via the Reports Menus in the respective
Module. It is possible to tailor the layout of these reports under development
mode (ADMIN). Once your report criteria has been selected and any matching
data found, a Publisher form will be presented allowing a choice of Screen,
Printer, File or Email output.

(50 — —
& Publisher =
Please select a destination device for the document you are about

! to publish.

Report Layout : ‘ Standard Report

| ernter | e | Emai |

To print a report;

1. Open the required module folder, click Reports and then click appropriate
report

2. Define the range of records you want included in the report by entering From
and To values.

3. Click OK.
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4.2 To View Job Costing Details
4.2.1 To view contract job details
1. Open the Costing folder, click Maintenance and then click Contract.
2. Retrieve the contract record for which you want to view details.
3. Click Action and then click View. The View Job form appears.
4. To display cost code details for the currently selected job in the list, click
Action and then click View. The Cost Types form appears.
5. To display details for the currently selected cost type in the list, click
Action and then do one of the following:
a. To view details relating to the currently selected cost type only,
click Zoom.
b. To show all cost codes, click Show All.
6. The Budgets form appears. You can then view further details of the
currently selected budget entry using the commands on the Action menu:
a. To view the budget status relating to the currently record, click
Status. You can see the budgets, actual costs, uplifted values
and difference for costs, write offs and revenue. Potential profit
values are also shown.
b. To view transactions related to the currently selected record, click
Lines.
c. To view transactions related to all records, click All Lines.
7. The Transactions form appears. You can view further details of the

currently selected transaction entry using the Zoom command on the
Action menu. This will display the Transaction Zoom form. For
documents, such as invoices and purchase orders, you can also view the
document image, if available. You can also view the memo for a record
using the Memo command on the Action menu.

[ Pegasus Opera3- Orion Vehicles Leasing o ]
@ fuby "
Favourites  Financials  SupplyChain Management  CBM  Payroll &HR  Repoting  Administration
& Contract: ADADOOL - Fleet Servicing Contract ==l
General | wemo || Agreement Terms || st
Account: ADAO00L | 81 View : ADADDOL - Fleet Servicing Contract (o= =]
Project Leader : | GREGADOL
Contract - ADADOD1 et Serviang Contract
Descripton: | Fleet Servia
Reference 1020287 Account No ADADD0L
CostRate : 1 ProjectLeacr GREGAD0L
Plarned Start : | 15/04/2008 | | Description : i Fleet
¢ View ~Fleet Servicing Contract - Admin Fles
Actustat: | 1] o Hambl & View : SVADI00001 - Fleet Se g Contract - Admin Fleet EEr=]
sucget] | SVADROOL coge  ContType Budget Acel Comtments _Uplfted _ %Cmp_ ~
Costs ¢ 1[Stock (Cost) 0.00] 115.00 0.0 126.50] 0.00
" 4{Drecf
write OFf " Budgets : SVAD100001 - Fleet Servicing Contract - Admin Fleet [=ol@] =]
Revenue
CostCode Framenork Description CostRate
= REFITDIGCOMP Digital Compass Upgrade Standard
°
Sales Code Purchase Code Stock Ref
View ) ACCED2 M315 ECCDO01
Units
Actual o) & Lines: SVAD10000L - Fleet Servicing Contract - Admin Flect ===l
Budget 0.00 Date Reference TranType Costfunit Eath Total Upift ~
05/12/2008  [ctr 675433 urchase 23,000 5.0 11500 125
Bcki
CostCode P
Line Zoom =5 ][]
REFITDIGCOMP D .
Date Reference Tran.Type  Costnit Units vaue M
05/12/2008 | |ctr 675433 Purchase 23000 | 500 115,00
Cost Code
Vel Code REFITDIGCOMP Desaipton Dgtal Compass
Type Stock {Cost) Comment Purchases - Accessories
Total:  REFITDIGC
1< Analysis References
= - Q e rese Inveice 100065 Pforder
action + Code | ACCER2 M315
Doament : Request:
Account | ADADOOL caRoD01
stod:  [Eccoont WHouse :
Carters Limited
Digitl Compass

Jgﬁou-nooe|“v~n.e4~:.-»a/|

051 2/2011 - Do Vkicles Leasing
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Notes: When you have finished viewing details for any of the views, click Close to
close the active window.

To change the sort order of records in the view, click the column header of the
column you want to use as the basis of the sort. When you have selected a view,
you can also print the information using the Print button on the toolbar.

4.2.2 To view contract estimate details

Open the Costing folder, click Maintenance and then click Contract.
Retrieve the contract record for which you want to view estimate details.
Click Action and then click View Estimate. The View Estimates form appears.

To display cost code details for the currently selected estimate in the list, click
Action and then click View. The Cost Types form appears.

5. To display details for the currently selected cost type in the list, click Action and
then do one of the following:

a. To view details relating to the currently selected cost type only, click
Zoom.

b. To show all cost codes, click Show All.

6. The Budgets form appears. If available, you can view the memo of the currently
selected budget entry using the Memo command on the Action menu.

pwbdhPE

Notes: When you have finished viewing details for any of the views, click Close to
close the active window.

To change the sort order of records in the view, click the column header of the
column you want to use as the basis of the sort. When you have selected a view,
you can also print the information using the Print button on the toolbar.

4.2.3 To view estimate budgets

Open the Costing folder, and click Estimate Processing.
Retrieve the estimate record for which you want to view details.
Click Action and then click View.

Click Action and then do one of the following:

a. To view details relating to the currently selected cost type only, click
Zoom.

b. To show all cost codes, click Show All.
5.  When you have finished viewing details, click Close.

pwDdPR

Notes: To change the sort order of records in the view, click the column header of
the column you want to use as the basis of the sort.

When you have selected a view, you can also print the information using the Print
button on the toolbar. A dialog box will then appear with two print option command
buttons. If you select the Details command, the application will print the estimate
details in the form of a report. If you select the Quote command, a list box appears
in which you can select a quotation method which will determine how the content
of an estimate document will be produced.

The Direct Invoice by Job option applies to estimate records only, and produces
just one line for the estimate using the estimate job's description and a total of all
the revenue codes as the amount.
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4.2.4 To view job record details

Notes

1. Open the Costing folder, and then click Job Processing.

2. Retrieve the job record for which you want to view details.

3. Click Action and then click View. The Cost Types form appears.

4. To display details for the currently selected cost type in the list, click Action and
then do one of the following:

a. To view details relating to the currently selected cost type only, click
Zoom.
b. To show all cost codes, click Show All.

5. The Budgets form appears. You can then view further details of the currently
selected budget entry using the commands on the Action menu:

a. To view the budget status relating to the currently record, click Status.
You can see the budgets, actual costs, uplifted values and difference for
costs, write offs and revenue. Potential profit values are also shown.

b. To view transactions related to the currently selected record, click Lines.

c. To view transactions related to all records, click All Lines.

6. The Transactions form appears. You can view further details of the currently
selected transaction entry using the Zoom command on the Action menu. This will
display the Transaction Zoom form. For documents, such as invoices and
purchase orders, you can also view the document image, if available. You can
also view the memo for a record using the Memo command on the Action menu.

Notes: When you have finished viewing details for any of the views, click Close to
close the active window.
To change the sort order of records in the view, click the column header of the
column you want to use as the basis of the sort.
When you have selected a view, you can also print the information using the Print
button on the toolbar.
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4.2.5 Hidden Prints and Export functionality N

Remember the “Hidden Reports” which are available in forms which have the
printer icon highlighted in the toolbar as well as the Right-Click Export
functionality.

Cost Code Framework.

REFITDIGCOMP

“' Wiew : SVAD100001 - Fleet Servicil

Code Cnst Tvne Bud
Sort Ascending
Sort Descending
Select Column

Un-Select Column

Invert Selection

Hide Column(s)

Un-Hide Column(s)

Pick Columns »
— e —

Copy Data
gDy Data As HTML

— Reset Grid To Default

= 4
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4.3 List of Reports

Name & Description Example

Transaction Report

Use the Transaction Report
command to produce a list of all
transactions for the ranges selected,
with totals for transaction types. You
can print records in the order
entered or you can choose a range
by job, cost code, date and period. If
the report is printed in job sequence,
you can also choose whether
transactions are listed or
summarised by cost code for each
job. Options are provided so you can
select which transaction types are
included. Under Options, you can
choose whether you want cost code
or cost type subtotals printed on a
change of job.

When specifying a range under
Year/Period on the Costing
Transaction List form (having
selected the Period Range option),
your selections are validated against
the current year and period defined
on the Set Options form and you are
not allowed to select periods or
years greater than the current ones.
If you want to include forward
transactions, you can do this by
selecting a date range. To do this,
select the Date Range option and
specify the range under Transaction
Dates.

“ Transaction Report

Criteria
Sequence Job Selection
From : | ADSV000004 ) | Advanced Fleet Service Agreeme
Job IZ|
To: UGADOQO0001 L de Sales Fleet with Stand
Show Transactions (2 | Upgrade Sales Fleet wi ndar
) Transaction Dates Year Period
@ Today's
Date Range From: | [/ From : 2010 1
This Period
. To: To: 2010 10
() Period Range I
Indude Transaction Types: Options:
Balance B/Fwd Labour Invoice [T Cost Code Summary
Purchase General Cost Commitments Type Summary
@ oK ] l Cancel

& Fegrus Opon 3 - i Ve Lansin

¢ Rapont Previen - Transaction Rapoet (saitic o)

Orion Vehicles Leasing
Frimies OBT22011 8t 1444 by MAHAGER

Saies Acount Selected ( To YOU0OD)
By Projec Leadsr S#i2ced  To TURNVAIDY

Costing Transaction List

Suquence by Job, Selestod (From ADSVDODIN To UGADAGO001 02)

Grion Veicles Leasing

ety Description

Tpe Date  VePerdRelerence

Casting Transaction List Fage 1

CostCodeRate  Description Quatity Value

ADSWOOMA  Advanced PlesiService Agreemect Invaics  DWTZZ0N W0 PEOWSES JOBBLUMALE  Finaldob By 1w

Totai for Job : AD V00RO

Tom 100000

ot Balance BT L3
ot Furchase L3
ol Labaur [
Tols Genern Cost oo

Repor Tatais .

Budget List

Use the Budget List command to
produce a list of budgets for the
range of job and phases selected.
You can choose whether to report
on costs, revenues or write offs and
whether to include completed jobs.

&' Budget List

Job/Phase Range

From : | ADSVO00004

To: UGADOODDO1 02 & Upgrade Sales Fleet with Standard Extras
@) Costs

() Revenues Findud 40

- Indude Completed Jo

() Wirite Offs a

©al

Q Advanced Fleet Service Agreement

oK l [ Cancel
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& Pegasus Opera 3 - Orion Vehicies Leasing

& Report Preview - Budget List (sqjcbglst.fn)

Budget List...
Job Budget List
Orion Vehicles Leasing
Crestad on 122011 1454 by WANAGER
By Job (: om ADSV000004 To UGAD000001 02)
Orion Vehicles Leasing Job Budget List
[ Vo ovige ary. Becpe
Omrmion o o et orga e O eed
oo oo o oo
Scven s Sae rosi ot S et
Cost Type 2 Labour(Cost) 12870 ) 12870
SUBMANTEMICE  Subconsaced nanace ot RO w0 s -
Job: ADSV000004 Advanced Fleet Service Agreement 132865 132885
Cost Report @
Use the Cost Report command to
produce a list of all costs for the
ranges selected, optionally with Sequence Contract Rangs
totals for cost codes and cost types. Contract E From : Q

You can choose ranges for
contracts, job and phase numbers,
costs, revenues and write offs,
transaction dates and periods. You
can choose whether to include the
value of any commitments on the
report, completed jobs and
transaction details or cost code
totals.

When specifying a range under
Year/Period on the Cost Report form
(having selected the Period Range
option), your selections are validated
against the current year and period
defined on the Set Options form and
you are not allowed to select periods
or years greater than the current
ones. If you want to include forward
transactions, you can do this by
selecting a date range. To do this,
select the Date Range option and
specify the range under Transaction
Dates.

To:

Job/Phase Range
From: | aDsvooooos @

[ 1nclude Completed Job

To: UGADDODOO1 &, | |02 Upgrade Executive Vehides with Extras

_ Cost Type Range
° ;:Ei:nues From: | Stock (Cost) IZ|
: ﬁrite offs To: Overhead (Cost) IZ|

_ Transaction Dates Year Period
° g;::zsange From:| [/ From : 2010 1
:f:;:lrsiogdeg::ge To: | [ f To: 2010 10
[1indude Commitments Show Transactions

BARDOD1 Q Fleet Vehide Maintenance Contract

Advanced Fleet Service Agreement

[ show Cost Code Totals

Q

oK ] l Cancel

& Pogrom Open - G Ve Lascing

& Report Preview - Cost Report (sajcconpd.fre)

Orion Vehicles Leasing
Gresies o 0512201181435 by MANAGER

Sequence by Conliad

By Convact (Seleciort To BARDIO!

By Job (Selecled From ADEV000004 To UGADOOCO010Z)

By Coul Type (Sesected Fruem SI0ck (Cost To Ovedhiead (Cost)
Todzys Transacaens

Caste

By & Selecisd (To WRITECFFS;
By Deoatment Selscled ( To SRV

By Sales Account Sslectad [ To YOUIOI3
By Project Leader Selectea | To TURHNOD1)

Cost Report

menitmens, Exclusing Compistod Job, Exclude Cost Cade Tolals

Orion Vehicles Leasing

ot EMRFO0001

s Transaenons Seienes

ot FRLL200510

Cost Report Bage 1

e oate Reterence Cost ConeRate Dascrioton Vaiss upimea Quanety

Emargoncy Repair o Vohilo T645 DRF start Ena Budgst: 84500

Fisetrecall for exseulive vehicles st End: Budge. o0
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Job Summary

produce a summary of all

Contract Summary

assigned job details.

Cost Code Summary

% Job Summary Notes
Use the Job Summary commandto |~~~/
Job/Phase Range
transaction types for a range of jobs, From: ||ADSVOODOD4 Q| Advanced Fleet Service Agreement
optionally including completed jobs.
To: UGADODDDO1 02 &) Uparade Sales Fleet with Standard Extras
Indude Completed Job
@ oK l ’ Cancel
R Pegasus Opers 3 - Orien Leasing
& Report Preview - Job Sumemary (sapjobm fr)
Orion Vehicles Leasing . Job Summary
ey ey
Gron VeticesLoving o E—
- onscrn o St dcwml Upsed Commiaen Otm
& Contract Summary
Use the Contract Summary
command to produce a summary of Contract Range
costs, revenues or write offs for a From: | ADADOO Q| Fleet Servidng Contract
range of contracts, optionally ) _
including completed jobs and To: BAROOOL Q Fleet vehicle Maintenance Contract
) Revenues Indude Completed Contract
Write Offs [ show Job
@ oK ] ’ Cancel
& Pegasus Dpera 3 - Orion Vehicles Leasing I
& Feport review - Comiract Summany (sqjcrumi.fm) &
Qrion Veicles Leasing Contract Summary
By Conac ke Fim DA ToBAROODT)
SR o ot
[t —— [——
comst percreion e i S wus s conmanen oss
Use the Cost Code Summary
command to produce a list of costs, e .
revenues or write offs for ranges of ost Type Range Transaction Dates
cost codes and cost types. You can From: | Stock (Cost) [z] From:| s/ [E
choose whether to include the value
. . To: COverhead (Cost, To:
of completed jobs and also jobs (Cost) E I []
assigned to the cost codes.
Cost Code Range
From: |DIRECTCOSTS Q Direct Costs for Work
To: SUBMAINTENANCE ) Subcontracted Maintenance Work
] 1ndude Completed Job [ show Job
@ oK ] l Cancel
Page 44
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‘. Pegasus Opers 3 - Orion Vehicles Leasing
& Report Preview - Cost Code Summary (sqjecesmi.fre)
Cost Code Summary... |
Notes
Orion Vehicles Leasing Cost Code Summary
oo e wwesaes  costGedeSummary
Caector ot
Grion Vetiden Lovsing Er—
comcose Descrpion B o oo Au upieed  Commimen
e i e = = :
Febrriiiato SN o o oom - on o :
bt iasise s - am om 5
o b o o s
P o om o 5
et Soigate preSl o o o0 5
o et o U oo om o o ot >
o oo e o e o 5
e me G mme men e
% H T o S
wn i -
Contipe: 1 Soenicom = T ame e
usoun iow s e w00 e 5
Cottn: 2 Lanmrcon T o ;
Pr0f|tab|||ty ‘1 Pmﬁtahiﬁly
Use the Profitability command to —
produce a report showing £l ]
comparative figures for expenses, Sequence
revenues and profits. The subtotal Contract [+]
analysis depends on the sequence
and criteria options you choose, _but Contract Range
‘company' totals are always provided From : Q
at the end of the report. Columns in
the report include values for budget, To: BAROOO1 @ | Fleet vehide Maintenance Contract
actual, uplifted and committed -
amounts. Job/Phase Range
From: |ADSV000004 4 Advanced Fleet Service Agreement
To: UGADODDDO1 QY | |02 Upgrade Executive Vehides with Extras
Transaction Dates ‘YearPeriod
From:| /[ From : 2010 i
To: I/ To: 2010 10
[ indude Commitments Show Transactions
[T Indude Completed Job [ show Cost Code Totals
@ l Ok ] [ Cancel
& Pagesus Dpers 3 - Orion Vehicies Leasing
& Report Preview - Profabilty (sqpeprofd fod
gnnlujvgn;:ue_jxl_ﬁaﬂ?dm - Profitability Report
o s o)
Eacuing Commirant, Exching Compiied Job
o Vet Loving FRE—— p—
-
pa— EmrgecyRaps o Vetic TS 8 i
C T B e T G
R—— J— cass
bkt o i
Job Profitability & b Profitability
Use the Job Profitability command to
produce a detailed or summary Job/Phase Range
report of job values comparing costs From: | ADSV000004 Q| Advanced Fleet Service Agreement
and revenues with profit totals per ]
job and for the company as a whole. To: UGADODODOL 02 &4 Upgrade Sales Fleet with Standard Extras
You can choose to include
completed jobs in the report. )
@) Detailed
. Indude Completed Job
() Summary
@ [0]4 ] [ Cancel
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Job Profitability...

& Pegaun Opma3 - O Vel Loving

K epert Preview - Job Profitabty lsqejober )

L

Orion Vohicles Loasing Job Profitability
Crestan o DG22011 2 1443 by MANAGER
By Job (Sedecizd From ADSVI00004 To UGADSO0001 02)
Inchuding Comieted Job
Raporformat s Datailed
Orion Vehicles Leasing Job Profitability Page 1
o ADSVI00004 sttt ozmazo0s
Description : Advancad Fleet Sarvica Agresment ComplelionDate: 311122008
CostCoge  Descrition Q. Budgst Oty Actsl Uplined Commiment  Varance
sERvol — 030
00
150
s e
ComtType: 1 SockiCost)
Lagour - e 6
ComtType: 2 Labowr(Cor)

Contract Profitability

Use the Contract Profitability
command to produce a report of
contract values comparing costs and
revenues with profit totals per
contract and for the company as a
whole. You can choose to include
completed jobs in the report.

& Contract Profitability

Contract Range
From: ||ADADDOL
To: BARODO1

Include Completed Job

Q Fleet Servicing Contract

Q| Fleet Vehide Maintenance Contract

9

oK ] ’ Cancel

&+ Pegasus Opera 3 - Orion Vehicles Leasing

&' Report Preview - Contract Profitability (sqjcconpr.fr)

Orion Vehicles Leasin Contract Profitability
Created on 06/12/2011 at 14:44 by MANAGER
By Contract (Selected From ADAD001 To BAR0001)
Including Completed Job
Orion Vehicles Leasing Contract Profitability Page 1
Job Budget Actual Uplifted Variance
Contract : ADA0ODT Fleet Servicing Contract Start: 15/04/2008 End: Complete
SVADI0D001/02 Costs +Write Offs 000 11500 12650
Fleet Servicing Contract - Admin Flest Revenue 0.00 0.00 0.00
Profit 000 11500 12650
Costs + Wirite Offs : 000 11500 12650
Totalfor Contract : ADAOOOT  Revenue: 000 000 000
Profit: 000 1500 -126.50
Contract: ADA002 Advanced Fleet Service Agreement Start: 02/04/2008  End: 30/07/2008
ADSV000004 Costs +Writs Offs 132885 156177 71027 3812
Advanced Fleet Service Agreement Revenue -3500.00 -10272.37 -10272.37 -6772.37
Froft 217138 571050 S562.10 383025
Costs + Wite Offs : 132865 486177 471027
Total for Contract : ADA002 Revenue : -3500.00 -10272.37 -10272.37
Profit: 217135 571080 s562.10

Subcontractors Report

Use the Subcontractors Report
command to produce a report listing
subcontractor transactions for the
current tax year or period or for all
transactions, based on all or a range
of subcontractor references. When
producing the report you can also
choose to clear tax period or year to-
date tax totals.

“ Subcontractors Report

=X

Subcontractor Range

From: |[DEWERDO1

To: STEADOO1
@ All Transactions

() This Tax Period
() This Tax Year

@, | David John Dewer

Q Adam Steadman

)

oK ] ’ Cancel

& Pegasus Opera 3 - Orion Vehicles Leasing.

& rep

Orion Vehicles Leasing

Created on 06/1212011 at 14:45 by MANAGER
By Subcontractor (Selected From DEWER001 To STEAD00T)
Selected For All Transactions

Subcontractors Report

Orion Vehicles Leasing Subcontractors Report Page1
Subcontractor : DEWER0D01 Mr David John Dewer
Certifying Code NIiCo Reg. No.: Start Date :
Cert./Reg. Reference : TaxRate %: 20.00 Expiry Date :
Transaction Gross. Tax Net
Job Description Date Amount Deducted Payment
ADSV000004 ‘Advanced Fleel Service Agreement 21022010 909,00 10930 79920
Totalfor Subcontractor DEWERDO! 90900 10980 73020
Subcontractor : MORRIO1 Nr Geoff Morison
Certifying Code : NIiCo Reg. No.: Start Date :
Cert.Reg. Reference : Tax Rate %: 20,00 Expiry Date :
Transaction Gross Tax Net
Job. Description Date Amount Deducted Payment
ADSV000004 Aduanced Fleet Service Agreement 100512008 6050 1210 40
Total for Subcontractor MORRIO! 6050 210 w40

Company Total 105950 21150 847.60
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" Department Summary

Department Summary
Criteria Notes
Use the Department Summary || 7 L H—r"r7J727—77Z7——— 00— 00— ||
command to produce a list of all Department Range
transactions for a range of From: | REP Reosirs and Other Maine
departments, optionally including rom Fpairs and Liner Flamtenance
completed jobs and showing job To: |smy Servidng
details.
[ Indude Completed Job
[ show Job
Transaction Dates
From: | /[ E
To: N} D
@ oK ] ’ Cancel
& Pegasus Open 3 - Grice Vehicles Leasing
K Report Preview - Department Summary (sapcdpsnzdrd
v o B! o 108 by WAADER Department Summary
e ot R 1358
Candaator Coss
B e
e,
Orlon Vehicles Leasing Depanment Summary Fage !
R — b e
e [rS— rohisan oioo "
wer [ S—— o i =
Sales Account Summary & Sales Account Summary
Use the Sales Account Summary —
command to produce a list of costs, i
revenues or write offs for a range of
sales accounts, optionally including Sales Account Range
completed jobs and showing job Erom: | ADADDDL Adams Light Engineering Lid
details.
To: YOUQOD3 ‘Youngs {Aberdeen) Ltd
Transaction Dates
From: | [/ D [T include Completed Job
To: I D [ show Job
@ oK l [ Cancel
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& Pegreus Opers 3 Oron Venicls Lensing

& Report Preview - Sales Account Summary (sajcsasm2.fre)

Sales Account Summary...

Orion Vehicles Leasing
(Created on DSM22011 1 1447 by MANAGER

By Sales Accounts (Selected From ADADO01 To YOUODO3)

Far All Dates
Selecled for Costs

Excluding Completad Job

By Contradt Selacted ( To BARQOD1}

By Cost Code Selected ( To WRITEOFFS)

By Department Selected ( To SRY)

By Project Leaces Selectéd ( To TURMWDO1)
By JobPhase Selected ( To UGADO0DDDT 02}

Sales Account Summary

Orion Vehicles Leasing

Sales Account Summary

Budget

Actual

Account Name
oot [— wrs wmm cen s
samceon i da oo Y - e
e i et e s s st
Comeyton | mam | wma wan Jo—
Project Leader Summary &: Project Leader Summary
Use the Project Leader Summary
command to produce a list of costs,
revenues or write offs for a range of
project leaders, optionally including Project Leader Range
completed jobs and showing job
p ! 9) From: |GREGAQOL Q Mr Andrew Gregory
details.
To: TURMWOOL Q Miss Wendy Turner
Transaction Dates
From: | /[ D [[1ndude Completed Job
To: N D [T show Job
Costs
() Revenues
) Write Offs
[SF:]
o [

9

&' Pegasus Opera 3 - Orion Vehicles Leasing.

& Repon

Orion Vehicles Leasing

For All Dates
Selected for Costs

Excluding Completed Job

By Coniract Selected ( To BARDOD1)

8y Cost Code Seleded ( To WRITEOFFS)
By Depariment Selected ( To SRY)

By Sales Account Selected ( To YOUDDOZ)

Crested on 061272011 8t 14.48 by MANAGER
8y Project Leaders (Selected From GREGADD To TURNWW0G1)

By JobPhase Selected ( To UGADD000O1 02)

Project Leader Summary

Orion Vehicles Leasing

Project Leader Summary

orosster ___ Wame oot sl
e S et o b
i s o b b
Company Tos e e wmn e
Estimate List &' Estimate List
Use the Estimate List command to -
produce a list of estimate Bstimate Range
transactions for costs, revenues or From: |[E0Q0089 @ |  Advanced Fleet Service Agreement
write offs.
To: SERVESTOO01 Q Vehidle Servicing Estimate

I

=
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Estimate List...

& Pegasus Opera 3 - Orion Vehicles Leasing

" Report Preview - Estimate List (sqjceslst.fn)

ng Estimate List Notes
& Eamats (Seeced Fromooogs Toservesroon |
Orion Vehicles Leasing Estimate List Page !
Cost Code Description Units  CostUnit Amount Ohead Uplifted
Estimate: EO0089 Advanced Fleet Service Agreement
SRS pr 0%
SERVECRUASH  Scsem il Sevie o v el
Contpe:  siock(Con ax  am wan
weon o W wme n
coutyes  taboertcond e
Reounces  RecnaceEspems o
Cost Type : Recharge Expense (Cost)
Contpe:  Conactor(Cont o o s
Comes  Ovemedtcond oo W ew
Ttaor Esamate £00089 e o ow
Estimate: REST000001 Restoration of Classic Vehicle
SERANTS  Saveepurs @ som o T
Cost Type : Stock (Cost) 00 1360 28350
LABOUR Labour 7200 13.1200 4454
- Contipe:  tabouricont s
Labour AnaIySIS ‘1 Labour Analysis
Use the Labour Analysis command . —-
to produce an analysis of labour in SquEncE Fi& Range
the ranges selected. This includes From: 1 Q| Standard
employee details, hours, rates and Cost Type E )
values for each job. You can To: |4 @ Discounted
produce the report in cost type or job Job/Phase Range
order, based on all or a range of cost 4 i )
rates and for a range of transaction From: | ADSVO00004 Q| Advanced Fleet Service Agreement
date_s or periods. You can include To: UGADOODO01 02 Q@ Upgrade Sales Fleet with Standard Extras
details for employees and
subcontractors and choose whether Transaction Dates Year Period
to include transaction details. @ Today's
. ) Fram: | [ f From : 2010 1
When specifying a range under (7) Date Range
Year/Period on the Labour Analysis () This Period
f havi I d th iod P To: 1! To: 2010 10
orm (having selected the Perio *) Period Range
Range option), your selections are
validated against the current year )
and period defined on the Set [¥] indlude Employees [¥] Incude Subcontractors [¥] Show Transactions
Options form and you are not
allowed to select periods or years @ [ oK ] ’ Cancel
greater than the current ones. If you
want to include forward transactions,  swwemrEwES
you can do this by selecting a date PP s el
range. To do this, select the Date
Range option and specify the range 9 e Labour Analysis
under Transaction Dates. ke et o1
By YearPenod (Selecied From 20106 To 2010110)
Pre—— e s
Job Description Tian Date  Relerence Cost Code/Rate  Description Guantity Value Uplified
[EP——— e e e
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4.4 Costing View

Use the View command to display enquiries on Costing transactions. The views
available depend on those defined using the Views command on the Maintenance
submenu. Two predefined views are provided, one for Jobs only, the other for
Jobs and associated phases. You can create your own views using up to six
levels of dimension. You can specify a date range for transactions to be selected
that make up the view. If you want to specify further selection criteria, you can use
the filters provided on the Criteria tab. This tab contains range boxes for each of
the information types available.

& Costing View FRLL200910 =N Ech (=
View | Criteria
Range
From : |01/01/2009 E] View : | Job Phase E| Refresh
To: 31/12/2011 E] Levels :| Jobf Phase
|Descriph'on | Revenue | Costs Labour | |
ADSVO00004
Mo Phase 10000.00 3608.64 0.00
E Total ADSV.. Advanced Fleet Service Agreeme... 10000.00 3608.64 0.00
I:I--uj EMRPO00001 Emergency Repair to Vehice T645 DRP 0.00 445,91 0.00
Elq_:_] FRLL200910
Mo Phase 0.00 38440 0.00
=Z| Total FRLL2... Fleet recall for executive vehicles 0.00 384.40 0.00
I:I--uj RP10001901 Repair to Vandal-damaged vehides 0.00 158.00 0.00
-] SVBA100001 Fleet Vehide Maintenance Contract 955.90 0.00 0.00
[]‘-ﬂj UGADOODD01 Job UGADODOOO1 0.00 5.00 0.00
___;I Total 10955.90 4452.95 0.00

(o) @

7

=5| Transactions  F12
Select Colour
Copy Data Ctrl+C
Chart Ctrl+H
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Once you have selected one of the view definitions in the View list box, click
Refresh to see the Costing information, starting at the highest level. To see other
levels, where applicable, click the higher level in the tree to display the names of
the analysis classifications at the next level down. For each level, summary
revenue, cost, and labour values are displayed. You can drill down to see further
detail. For example, you can display the transactions that make up a particular
total. You can also drill down on a transaction to see its details. Once you have
generated a view, you can use the Graph tab to display a 3D bar graph. For each
highest level of category in the view, the graph displays up to three columns for
Revenue, Costs, and Labour. Use the option buttons on the Graph tab to
determine which columns are displayed.

Actions

Use this To
command

Transactions Drill down to display a list of the transactions that make up the selected
analysis total, or simply double-click the item in the view.

Select Colour Change the colour of the views by using the Select Colour command on the
Action menu. You can then select a standard colour or create a custom colour
from the Colour form to use as the background colour for the tree view and
any subsequent grid forms displayed using the drill down facilities.

Note: If you want the colour you select to be retained next time you load the
View form, you must ensure the Remember form positions and sizes option
is selected on the Preferences form in the System module.

Copy Data Copy the view data to the Windows clipboard, for example, to place in a
Microsoft Word or Microsoft Excel document.

To view Costing transactions

1. Open the Costing folder, and click View.

Under Range, define the date range for which you want to view the Costing
values. The default is the start of the current year to the current system
processing date.

3. If required, use the filters on the Criteria tab to define more detailed selection
criteria. In the Show list box, select Description, Code, or Code/Description to
display the jobs' descriptions, codes, or both on the View tab.

4. Retrieve the view that you want to display using the View list box.
Click Refresh.
6. To close the View form, click Close.

o

- Costing View FRLL200010 [E=R(EcE r=

view | [Criteria’

Show : Code/Description |Z|
From : To:
Contract :
Job/Phase :
Cost Code :
CostRate :
Framework :

Sales Account :

Reppe L L
L|p(p L L L

Project Leader :

Period : [=]

] @
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Tips: You can view a graph of the selected data using the Graph tab. If the graph
has more than one page, navigate between the pages using the forward and
backward arrows on the toolbar.

You can print a copy of the view using the Print toolbar button.

You can copy the view data to the Windows clipboard, for example, to place in a
Microsoft Word or Microsoft Excel document by pressing CTRL+C.

You can copy the graph by clicking the Copy data icon on the toolbar. To print the
graph, you must copy it to the Windows clipboard first, then paste it into another
document.

& Costing View - Job Phase =
Chart
Job Phase [ Revenue

M revenue Costs
l] Costs Labour
I I Labour

10,000

| P IV N | B

Multiple Bars E
© EEOETTE (-] rertenichs lose

E =
Clipboard  Ctrl+B

Print Ctrl+P
Export Ctrl+X
Critenia Ctrl+I
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Accreditation Training Courseware
5 Utilities

5.1 Reorganise

Use the Reorganise command to remove completed jobs up to the cut-off date
you specify, and records marked for deletion. Where 'balance forward' jobs exist,
you normally carry out the reorganisation at the end of each period. If all of your
jobs are open item, you can reorganise the files at any time.

If the Use Period Numbers option on the Costing - Utilities - Set Options form is
not used, all 'balance forward' jobs (that is, those which have the Open Item
option cleared on the Costing - Processing form) will have their transactions
merged into one balance brought forward transaction per cost code. If the option
is selected, one brought forward balance record will be created per period.

If the Budgets on Headers option on the Set Options form is cleared after
manually entering budgets on job headers then the budgets will be recalculated
on the basis of the accumulated cost code budget figures.

L 3 Reorganise @

Date for Historical Cleardown: | f E]

IMPORTANT: Because individual transactions for 'balance forward' are deleted by
the process, it is essential that you produce all necessary reports for the current
period using commands on the Reports menu and use the Payroll Transfer
command (if Costing is integrated with Payroll) BEFORE you use the Reorganise
command.

Where 'balance forward' jobs exist, you normally carry out the reorganisation at
the end of each period. If all of your jobs are open item, you can reorganise the
files at any time.

To reorganise the costing records

1. Open the Costing folder, click Utilities and then click Reorganise.
In Date for Historical Cleardown, enter the date up to which completed records
are to be removed from the files.

3. To confirm you want to carry out the reorganisation, click OK; otherwise click
Cancel.
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5.2 Payroll Transfer

Use the Payroll Transfer command to transfer details of timesheets created in the
Costing module to the Payroll module. This only applies if you have the Payroll
module installed and activated and the Costing to Payroll option is selected on the
Options tab of the Company Profiles form in the System module. Labour type cost
code records maintained using the Cost Codes command on the Utilities menu
determine whether values or hours and minutes or hours and decimals are
transferred to an employee.

These details are specified in the Payroll Transfer and Employee boxes on the
General tab of the cost code record. The pay element updated is the one
identified in the PAY box on the Rate Details for Cost Code form associated with
the Cost Codes form.

% Payroll Transfer

How Far To Process
@) analysis Only
() Transfer and Analysis

Selected

Iy -

Mame Timesheet to Payroll
[Monthly |7 |7

Group

(o) @

Timesheets are created using the Timesheets command on the Action menu
associated with the Job form and you can carry out the transfer to payroll as often
as you want because no timesheet is transferred more than once.

The application checks timesheet details to ensure they are suitable for transfer. If
a problem arises (for example, a pay element expected to be updated has since
been removed from the Payroll module) the timesheet is NOT transferred but it is
still marked as having been transferred. The labour analysis report highlights the
problem, indicating the reason for the failed transfer. Under such circumstances,
you might need to enter the timesheet details directly in the Payroll module.

To avoid problems that might prevent timesheets from being transferred, we
recommend you use the Analysis Only option on the Payroll Transfer form that
enables you to produce an analysis report only. This provides the opportunity to
check the information before the transfer process itself is carried out. Once you
are satisfied with the details, you can transfer the timesheets.

T Pegens Opera 3 rion Vehiles Lewsing
&' Report Preview - Payroll Transtes (sgjclacei.fre)

Payroll Transfer

Orion Vahicles Leasi

Payroll Transfer

Joo Tron.Dats  Referance
Cost Type Labour
Employee/Group : 1001
ADSVE00004

CostCodeRate  Description Guantity vais

Cost Case

Accept
H Reverse

Cancel

Fa
F8
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To transfer timesheets to payroll

1. Open the Costing folder, click Utilities and then click Payroll Transfer.

Under How Far To Process, click to select whether you want to produce an
analysis report or only carry out the transfer as well as producing the report.

3. In the list box, click to select the payroll group(s) to be processed. If you want to
reverse the selections, you can use the Reverse command on the Action menu.

4. To confirm you want to carry out the transfer, click OK or click Accept on the
Action menu. The Publisher form appears.

5. On the Publisher form, click the tab to select the output device you want to use for
the analysis report and then complete any settings or options you want to apply to
the output device. To process the output, click Publish. When producing the
analysis report only, you can output this to the screen. When carrying out the
actual transfer, the screen is unavailable as an output option.

5.3 Stock Cost Codes

If the Stock module is linked to Costing, you can use the Stock Cost Codes wizard
to generate cost codes for stock or products in a selected range. This saves you
having to create a cost code record for each item manually. You select a range of
items or categories of items that will have the same cost code attributes by
default. These include the cost code extension and overhead details and cost rate
descriptions. The application then creates a cost code record using the item
references and descriptions as the basis for the cost code references and
descriptions. You can also update existing stock type cost code records where the
entry in the Stock Reference box matches the reference for a stock item selected
in the wizard. The wizard lists all items selected in the range so you can confirm
which ones are to be used. You can also pick the cost rate descriptions that will
be associated with the cost code records. At the end of the import process, you
will be asked to print an audit report listing the imported cost code records.

Note: We recommend you use this facility before you create job records. Whether
you can add new cost code records created by this process to existing jobs will
depend on the setting of the Allow Cost Code Additions option on the Set Options
form.

“ Stock Cost Codes @

Sequence

@) From: |CMATO44 Q, | Car Mat - Small

Categary To: |zacpoo? Q) | sony Stereo WX-C570R

Cost Code Extension : Overhead :

@ Cost/Unit Amount : 0.00 Fix

Selling Price Percent : 0.00
Cost Price

| Update Existing Cost Codes Update Overhead

Cancel Back Next

€
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To Create Stock Cost Codes

Open the Costing folder, click Utilities and then click Stock Cost Codes.
Under Sequence, choose the range of items by either reference or category.

Define the attributes to be applied to the cost code records: under Cost Code
Extension, click to select the extension required

If you want to update any existing stock type cost code records that have the
same stock reference as those identified in this wizard, select the Update Existing
Cost Codes option.

If you want to update the overheads for the cost codes, select the Update
Overhead option and under Overhead, enter the overhead amount or percentage
to be applied.

Click Next and a list of items in the selected range appears. You can change
which items are selected by using the (De)Select and (De)Select All commands
on the Action menu. An 'X' in the Select column indicates the items to be
processed.

" Stock Cost Codes =3
Stock Code Description Select =~
[CMATO44 Car Mat - Small X :‘
CMAT109 Car Mat - Medium X :
CMAT122 Car Mat - Large X
CPOLDO1 Electric Car Polisher X
DTRON16 Dialotron 16 Maobile Telephone X
DTRON3Z Dialotron 32 Maobile Telephone X
ECAFDO1 Foppy Coral Air Freshener X
ECCDO01 Digital Compass X
ECHCO01 Heat and Massage Cushion ¥
ECMHOO1 Mobile Phone Holder - Silver X
ECRDO01 Uniden LDRG157 Radar Detector X
ENTPACKO1 Entertainment Package - With Phone X S
4 3
@ Cancel ] i Back ] ’ [ext

Click Next and a list of cost rate descriptions appears. You can change which

ones are selected by using the (De)Select and (De)Select All commands on the
Action menu. An 'X' in the Select column indicates the cost rate descriptions to be

assigned to the items in the previous list.

" Stock Cost Codes (23]
Cost Rate Description Select &
| 1|standard X
2 [Premium X
3 |Spedal X
4 Discounted X
i +
@ s ][ oo [

(De) Select Fi
(De) Select All Fo

Henoh

(De) Select F7
(De) Select All F&
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8. Click Next and then begin the creation of stock cost codes by clicking Start.

Tﬂ Stock Cost Codes ===

To begin importing your data, dick Start:

9. At the prompt 'Print an audit report?’, click Yes to print a report of the imported
records, otherwise click No. If you click Yes, on the Publisher form, click the tab to
select the output device you want to use and then complete any settings or
options you want to apply to the output device. To process the output, click
Publish.

rOpera 3 @

ii Print an audit report 7

10. Click OK when you see the message confirming the import was successful.

&1 Pegasus Opera3 - Orion Vehicles Leasing

" Report Preview (sqjcatscc.fn)

Orion Vehicles Leasing Stock Cost Code Update
Crested om DS1272011 t 1458 by NANAGER

Selection From (CMAT044 To ZACD00T7)

Cost Code Extension: CostUnit

Updste Exising Gost Coses

Orion Vehicles Leasing Stock Cost Code Update by Stock Reference Page 1

) od Cost/Unit Overhead % Overhead Amt  Fixed
Cost Code Description Remarks  C.C.Ext. Rate od New oid New oid New Old  New
CMATOS4 Car Mat - Small Rate Added

1
Rate Added 2
Rate Added 3
Rate Added 4
GMAT109 Gar Mat - Medium Rate Added 1
Rate Added 2
Rate Added 3
Rate Added 4
CMATI22 Gar Mat - Large Rate Added 1
Rate Added 2
Rate Added 3

[ Opera 3 u

@ Thelmport has been completed successfully.
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5.4 Global Cost Codes

Use the Global Cost Codes command to update the cost per unit or overhead
details for a range of cost code records. For example, if your overhead costs
increase, you might want to reflect that on all existing cost code records and this
wizard helps you achieve that in one simple process. Changes can be made in
one of three ways:

e Anincrease or decrease by a fixed amount.
e Anincrease or decrease by a percentage.
e Areplacement value.

& Global Cost Codes (==

seoree | R |

Range

From : CMATOD44 @, | Car Mat - Small

To: ZACDOOT Q, | Sony Stereo WX-C570R

CostfUnit : Qverhead :

@ Increase Amount : 0.0000 Amount : 0.00 Fix
Decrease
= . Percent : 0.00
Overnrite Percent : 0.00

Update Overhead

_»._:)) Cancel Back Mext

You can choose to update only cost codes of a certain type (for example, just
direct expenses) or all cost codes. Narrative type cost codes are excluded from
those you can update and you cannot update any cost codes of a certain type
unless such records have been defined. You can also choose which cost rate
descriptions associated with the selected cost codes are to be updated. At the
end of the update process, you will be asked if you want to print an audit report
listing the cost code changes made.

Note: Whether you can reflect cost code overhead changes on existing
transaction records retrospectively will depend on the setting of the Backdate
Overheads option on the Set Options form.

To update cost code records globally

1. Open the Costing folder, click Utilities and then click Global Cost Codes.

Under Sequence, choose the type of cost codes to be updated. You can select
one of the following from a list: 'All', 'Stock (Cost)", 'Labour (Cost)', 'Direct Expense
(Cost)', 'Recharge Expense (Cost)', 'Contractor (Cost)', ‘Overhead (Cost)', 'Interim
Billing (Revenue), 'Final Billing (Revenue), 'Retention (Revenue)' or 'Write
Up/Off".

3. Under Range, select the range of codes for the type(s) to be updated.

4. Under Cost/Unit, define the attributes that determine how the cost per unit value is
to change and by what amount.

5. If you want to update the overheads for the cost codes, select the Update
Overhead option and under Overhead, enter the overhead amount or percentage
to be applied.

6. Click Next and a list of cost codes in the selected range appears. You can change
which items are selected by using the (De)Select and (De)Select All commands
on the Action menu. An 'X' in the Select column indicates the cost codes to be
processed.
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' Global Cost Codes
All Cost Codes Description Select
emaTog4 Car Mat - Small X
CMAT109 Car Mat - Medium ¥
CMAT122 Car Mat - Large X
CPOLOO1 Electric Car Polisher ¥
DIRECTCOSTS Direct Costs for Work X
CTROM16 Dialotron 16 Mobile Telephone X
DTROMN32 Diglotron 32 Mobile Telephone X
ECAFOO1 Poppy Coral Air Freshener X
ECCDO01 Digital Compass X
ECHCOO01 Heat and Massage Cushion X
ECMHOO1 Mobile Phone Holder - Silver ¥
ECRDOO1 Uniden LDR6157 Radar Detector X
]
9 e [ wa [ m

7. Click Next and a list of cost rate descriptions appears. You can change which
ones are selected by using the (De)Select and (De)Select All commands on the
Action menu. An 'X' in the Select column indicates the cost rate descriptions are
to be updated for the cost codes selected in the previous list.

' Global Cost Codes
Cost Rate Description Select =~
| 1|standard X
2 |Premium X
3 |Special X
4 |Discounted X
5
< | i | [}
9 (o [ oo ][ e

8. Click Next and then begin the update of cost codes by clicking Start.

To begin updating your data, dick Start:

(De) Select Fi
(De) Select All F&

Cancel

(De) Select F7
(De) Select All F&

Cancel
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9. At the prompt 'Print an audit report?’, click Yes to print a report of the imported
records, otherwise click No. If you click Yes, on the Publisher form, click the tab to
select the output device you want to use and then complete any settings or
options you want to apply to the output device. To process the output, click
Publish.

Orion Vehicles Loasing Global Cost Code Update
Greated an 06122011 11628 by MANAGER
Selection From (CMAT044 To ZACDOOT)
Cost Per Unit Increase by 1000 %
Orion Vehicles Leasing Global Cost Code Update - All Codes Page 1
CostUnit Overhead % Overhead Amt Fixed
CostCode Description Rate ol Hew O New Old_"Hew Ol New
CMATOA4 Car Mat.- Seal 1 00000 000 o0
CMATOM Car Mt - Small 2 00000 000 om0
CMATIH Car Mat- Seal 3 00000 000 om0
CMaTOH4 Car Mat - Small . 00000 000 om0
CMaTIO Car bt - Medium 1 00000 000 00
cuaTics Car Mt - Madium 2 0300 0% om0
CMaTIO Gar bt - Mediom 3 00900 000 000
CMAT10S Car Mat - Medium 4 00000 000 ooo
cuaTIZ2 Gar Mat-Large: ' 00000 000 080
cuat1zz Car Mat-Large 2 00000 oo o
cuaTIZ2 Car it - Large. 3 00000 000 000
cuai2z Car Mt - Large. " o000 000 ot
cPoLooi Eleciric Car Palisher i 00000 000 ot
cPOLO0T Electric CarPolisher 2 00000 000 080
croLo Eleciric Car Palisher 3 o000 000 0t
cPOLOT Eleciriz Car Palisher " 00000 000 000
DIRECTCOSTS Direct Costs for Wark 1 o000 000 o
DIRECTCOSTS Direct Cost far Wark 2 00000 000 o0
DIRECTCOSTS Direct Costs for Wok s 00000 000 om0
DIRECTCOSTS Dirset Castsfor Wok . o000 000 o
oTRONIS Dislotron 18 Mobile Telephone l 00000 000 om0
oTRONTS Disiotian 15 Mobile Teisghone 2 00000 000 om0
oTRONIS Dislotron 18 Mobile Telephone 3 00000 000 om0
oTRONTS Disiotran 15 Mobils Teischone s 00000 000 om0
oTRONIZ Dialotran 32 Mobile Telephone 1 00000 000 om0
oTRONI Disiotran 32 Movils Tatechone 2 00000 000 0%
oTROMIZ Dialoran 32 Mobile Telephone 3 0300 0% om0
orRONI Diatotran 32 Motile Telsphone s 00000 000 000
ECaFO01 Foppy Coral At Freshane 1 0300 0o om0
EC4FO01 2 00300 000 080
EcaFoo1 Fappy Coral i Fresheme 3 o000 000 0t
(e [T ] (e ] [0 [~ &

3eouoeoa‘mu—.oavmnm,

erera 3 g

@ The Update has been completed successfully.
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Accreditation Training Courseware
Appendix

Appendix A - Object Linking and Embedding

You can link objects to be associated with records such as customers, suppliers, stock items,
employees and so on. A representation or placeholder for an object is inserted on the O.L.E. form
associated with the record. The object exists in the source file and, when it is changed, the linked
object is updated to reflect these changes. You can attach a picture as well as an object placeholder.
This can be associated with the OLE data object or be independent. You can link several objects to
each record. Double-clicking on the icon associated with the OLE Data heading will start the
application used to create the object, assuming the application and document is available to you.
Right-clicking on an icon associated with an OLE Data heading displays a shortcut menu. The menu
options on the shortcut menu are dependent on the type of object, and provide the ability to edit the
object and/or edit the package using Object Packager.

>
©
°
®
>
o
X

Important: These are dynamic links. If you move or rename a linked object without changing the file
extension on the same hard disk drive, the link in Opera is automatically updated. However, if you move a
linked object to a different hard disk drive (either on the same computer or a different computer), the link in
Opera will not be updated. The link in Opera with then not work. If you delete the linked object, the link in
Opera will not work. Once the OLE object is not linked anymore, you will need to manually reattach the
object in Opera to link to the object again.

& OLE. =

Picture OLE Data

Na Picture Recorded Mo OLE Data Recorded

Comment :

Date Comment

B

4

To link objects

=

Open the relevant module folder, and then click Processing.

Retrieve the record for which you want to store object details, click Action and then click O.L.E. The O.L.E.
form appears.

On the Record menu, click New.

Under Picture, click the browse button to locate the file that contains the image you want to link.
Under OLE Data, click the browse button to locate the file that contains the document you want to link.
In Comment, type a comment that identifies the objects you have linked.

To store the object details, click OK.

n

No ok ow

Notes: An icon appears on the status bar of the record processing form to show that an object record exists. You can use the New
command button on the toolbar to add additional objects. To start the application used to maintain a data object, double-click the icon
under OLE Data. To delete an OLE entry, click to highlight in the list and then click the Delete command button on the toolbar. Both
picture and OLE data objects are removed as one item. Deleted OLE files are removed when you use the Reorganise System Files
command in the System module with the Tidy System Files option selected.
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Appendix B — Data Structures & Technical Information

The following pages contain the Database Structures & Technical Information of the Job Costing Module.

Data Flow
Revenue S.0.P J
Sales Ledger | I Service Management
} Inc HelpDesk
I
Job Costing
Stock Purchase Ledger
B.O.M P.O.P
Service Management
S Payroll Inc HelpDesk
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JPARM
JRATE
v
JCCOST JCTYPE JPHEAD JSCON
A
A\ 4
JCCODE > JPLINE JSCTR
\ 4
> JWIPR
> JBLINE > JCLINE <
A\ 4 A\ 4
JBHEAD JCHEAD < JDEPT
\4
JCNTR < JEHEAD
A
JELINE
JVIEW
© Pegasus Training Services Page 63




Accreditation Training Courseware - O3Training_Accreditation_FIN60CostingR1.1.docx

Joins Information

| TABLE JOIN

jbhead LEFT JOIN jbhead ON jbline.jb_batch=jbhead.jg_batch

jccode LEFT JOIN jccode ON jwipr.jw_ccode=jccode.ja_ccode

jccode LEFT JOIN jccode ON jeline.jd_ccode=jccode.ja_ccode

jccode LEFT JOIN jccode ON jpline.jr_ccode=jccode.ja_ccode

jccode LEFT JOIN jccode ON jbline.jb_ccode=jccode.ja_ccode

jccode LEFT JOIN jccode ON jcline.jd_ccode=jccode.ja_ccode

jccode LEFT JOIN jccode ON jwipr.jw_ccode=jccode.ja_ccode

jecost LEFT JOIN jccost ON jwipr.jw_ccode=jccost.jo_ccode AND jwipr.jw_rate=jccost.jo_rate

jecost LEFT JOIN jccost ON jcline.jd_ccode=jccost.jo_ccode AND jcline.jd_rate=jccost.jo_rate

jchead LEFT JOIN jchead ON jwipr.jw_cstdoc=jchead.jh_cstdoc AND jwipr.jw_phase=jchead.jh_phase

jchead LEFT JOIN jchead ON jbline.jb_cstdoc=jchead.jh_cstdoc AND jbline.jb_phase=jchead.jh_phase

jchead LEFT JOIN jchead ON jcline.jd_cstdoc=jchead.jh_cstdoc AND jcline.jd_phase=jchead.jh_phase

jcline LEFT JOIN jcline ON jwipr.jw_cstdoc=jcline.jd_cstdoc AND jwipr.jw_phase=jcline.jd_phase AND
VAL(jwipr.jw_line)=VAL(jcline.jd_line)

jcline LEFT JOIN jcline ON jbline.jb_cstdoc=jcline.jd_cstdoc AND jbline.jb_phase=jcline.jd_phase AND
VAL(jbline.jb_line)=VAL(jcline.jd_line)

jentr LEFT JOIN jentr ON jchead.jh_cntract=jcntr.jc_cntract

jentr LEFT JOIN jentr ON jehead.jh_cntract=jcntr.jc_cntract

jcntr LEFT JOIN jentr ON jehead.jh_cntract=jcntr.jc_cntract

jentr LEFT JOIN jentr ON jchead.jh_cntract=jcntr.jc_cntract

jentr LEFT JOIN jentr ON jchead.jh_cntract=jcntr.jc_cntract

jcntr LEFT JOIN jentr ON jchead.jh_cntract=jcntr.jc_cntract

jctype LEFT JOIN JCTYPE ON JCCODE.JA_CSTTYPE=JCTYPE.JE_CSTTYPE

jctype LEFT JOIN JCTYPE ON JCCODE.JA_CSTTYPE=JCTYPE.JE_CSTTYPE

jctype LEFT JOIN JCTYPE ON JCCODE.JA_CSTTYPE=JCTYPE.JE_CSTTYPE

jctype LEFT JOIN JCTYPE ON JCCODE.JA_CSTTYPE=JCTYPE.JE_CSTTYPE

jctype LEFT JOIN JCTYPE ON JCCODE.JA_CSTTYPE=JCTYPE.JE_CSTTYPE

jctype LEFT JOIN JCTYPE ON JCCODE.JA_CSTTYPE=JCTYPE.JE_CSTTYPE

jctype LEFT JOIN JCTYPE ON JCCODE.JA_CSTTYPE=JCTYPE.JE_CSTTYPE

jdept LEFT JOIN jdept ON jchead.jh_prjdept = jdept.jm_code

jdept LEFT JOIN jdept ON jchead.jh_prjdept = jdept.jm_code

jdept LEFT JOIN jdept ON jehead.jh_prjdept = jdept.jm_code

jdept LEFT JOIN jdept ON jehead.jh_prjdept = jdept.jm_code

jehead LEFT JOIN jehead ON jeline.jd_estdoc=jehead.jh_estdoc+jehead.jh_phase

jphead LEFT JOIN jphead ON jeline.jd_profile=jphead.jf_profile

jphead LEFT JOIN jphead ON jpline.jr_profile=jphead.jf_profile

jphead LEFT JOIN jphead ON jcline.jd_profile=jphead.jf_profile

jscon LEFT JOIN jscon ON jsctr.ju_subcnt=jscon.js_subcnt
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jscon LEFT JOIN jscon ON jwipr.jw_subcnt=jscon.js_subcnt
jscon LEFT JOIN jscon ON jbline.jb_subcnt=jscon.js_subcnt
jwipr LEFT JOIN jwipr ON jsctr.ju_cstdoc=jwipr.jw_cstdoc AND jsctr.ju_phase=jwipr.jw_phase AND

VAL(jsctr.ju_line)=VAL(jwipr.jw_line)

Codes of interest

Breakdown of Codes ‘

Cost Type

Type Description

1 Stock (Cost)

2 Labour (Cost)

3 Narrative

4 Direct Expense (Cost)

5 Recharge Expense (Cost)

6 Contractor (Cost)

7 Overhead (Cost)

11 Interim Billing (Revenue)

12 Final Billing (Revenue)

13 Retention (Revenue)

21 Write Up/Off

Transaction Type

Status Description

1 B/Fwd

Purchase

Labour

General

Invoice

o g~ lw N

Commitment
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Pegasus Opera 3 Enterprise VFP Database Structures (Only J Tables)

Table: JBHEAD Table Description : Batch Headers

Field Name Description Type Length DPs  Further information

JG_BATCH Batch C 10 0 Batch number

JG_DESC Description C 40 0

JG_STATUS Status N 1 0 Batch Status Values of1=Posted, 2=On Hold,
3=Unbalanced, 4=Cancelled

JG_BTYPE Type N 1 0 Batch Typel=General, 2=Timesheets

JG_HRSMIN Total Type N 1 0 Timesheet Value Type0O = Not yet processedl =
Units (Hours/Minutes or Hours/Decimal)2 = Value

JG_TOTAL Batch Total N 12 2 For Timesheet Batch Total Decimal Hours or
WholeMinutes. Parameter drivenFor Cost Batch
Total of Values. Qty * Cost Units

SQ_MEMO Memo M 10 0

SQ_CRDATE Date Created D 8 0

SQ_CRTIME Time Creaded C 8 0

SQ_CRUSER User Created C 8 0

SQ_AMDATE Date Last Amendment D 8 0

SQ_AMTIME Time Last Amendment C 8 0

SQ_AMUSER User Last Amendment C 8 0

ID Unique ID N 10 0

Default Value :  NEWID(ALIAS())

Table: JBLINE Table Description : Batch Details

Field Name Description Type Length DPs  Further information

JB_BATCH Batch C 10 0 Batch Number

JB_CSTDOC Job C 10 0  Job number

JB_PHASE Phase C 3 0 Phase number

JB_LINE Line Number C 10 0 Job line number.

JB_CCODE Cost Code C 16 0 Cost Code

JB_RATE Cost Rate N 3 0 Cost Code

JB_SCODE Sales Code C 8 0 Sales code.

JB_PCODE Purchase Code C 8 0  Purchase code.

JB_CSTTYPE Cost Type N 2 0 Cost Type(Costs)1=Stock, 2=Labour, 3=Narrative,
4=Direct Expense5,Recharged Expense,
6=Contractor, 7=Overhead(Revenue)11=Interim
Billing, 12=Final Billing, 13=Retention(Write
Up/Off)21=Write Up/Off

JB_DESC Description C 40 0  Job description, need not be set for jobs when
theCode Code or stock issue with
standarddescription. Is essential for goods or
servicesprocessed through POP.

JB_TRTYPE Tran Type N 1 0 Transaction Typel = B/fwd, 2 = Purchase, 3 =
Labour, 4 = GeneralCost, 5 = Revenue,6 =
Commitment

JB_TRDATE Date D 8 0 Date of transaction.

JB_TRREF Reference C 10 0 Transaction Reference

JB_QTY Quantity N 10 0 Quantity.Quantity is stored as defined in the Cost
Code.

JB_CSTUNIT Cost N 14 4  Cost.

JB_VALUE Value N 12 2 Revenue or Cost Value. Stored with Sign -ve Costs
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JB_OHEAD Overhead Value N 12 2 Overhead value at time of posting.Will use Cost
Code Overhead if Option set toBackdate Overheads.

JB_YEAR Year of Transaction N 4 0  Year of transaction.

JB_PERIOD Period N 2 0  Period number of transaction.

JB_WGRUP Payroll Group C 1 0 Payroll Group Code

JB_WGPER Payroll Period N 2 0 Payroll pay period number

JB_WGEMP Payroll Employee C 8 0 Payroll Employee

JB_WGPAY Payroll Payment C 4 0  Payroll Payment Number

JB_STREF Stock Reference C 16 0 Second reference.

JB_STWH Stock Warehouse C 4 0 Stock Warehouse

JB_SUBCNT Subcontractor C 10 0  Subcontractors Code

JB_COMMENT Comment C 30 0 Transaction Comment

SQ_MEMO Memo M 10 0

SQ_CRDATE Date Created D 8 0

SQ_CRTIME Time Created C 8 0

SQ_CRUSER User Created C 8 0

SQ_AMDATE Date Last Amendment D 8 0

SQ_AMTIME Time Last Amendment C 8 0

SQ_AMUSER User Last Amendment C 8 0

ID Unique ID N 10 0

Default Value :  NEWID(ALIAS())

Table: JCCODE Table Description : Cost Codes

Field Name Description Type Length DPs  Further information

JA_CCODE Cost Code C 16 0 Cost Code Unique Field

JA_DESC Description C 40 0 Cost Code Description

JA_CSTTYPE Cost Type N 2 0 Cost Type(Costs)1=Stock, 2=Labour, 3=Narrative,
4=Direct Expense5,Recharged Expense,
6=Contractor, 7=Overhead(Revenue)11=Interim
Billing, 12=Final Billing, 13=Retention(Write
Up/Off)21=Write Up/Off

JA_SCODE Sales Code C 8 0 Sales code from the SSALE file, may be left Blank.

JA_PCODE Purchase Code C 8 0 Purchase code from the PPURCH file, may be
leftblank

JA_STREF Stock Reference C 16 0 Stock Reference. This may be left Blank, otherwiseif
Stock Cost type then may use the CNAME file
theFactor information will be from the Stock Record

JA_FACTOR Factor N 6 0 Ifisafactored item this field will contain theFactor
for the Quantity, otherwise it will beempty.

JA_FACTDPS Qty Decimals N 1 0 If Not a factored item you may specify the numberof
decimal places for the quantity field.otherwise this
field will be empty

JA_FACTDSC Unit Desc C 8 0 IfJA_FACTDP is set to true this field willcontain the
Factor Description for the Quantity,otherwise it will
be empty.

JA_QTY Quantity N 10 0 Default quantity for Cost Code.May be a Factored
Quantity or Decimal. TheQuantity is stored in its
base unit and will bedisplayed dependent on the
factor. If linked toPayroll and a Labour Cost Type
the PayrollParameters are used. The default sign will
beMinus for "Cost" Cost Types and Positive
for"Revenue" Cost Types. Entry will always
bepositive.

JA_USED Used in System L 1 0 If setto True the Cost Code has been used in
someother file, this means the Type, Factored
Item,Factor, and Factor Decimals may not be
altered. The Reorganisation will recalculate the
setting.

JA_WGVAL Payroll Transfer L 1 0  Transfer value to payroll

SQ_MEMO Memo M 10 0
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SQ_CRDATE Date Created D 8 0

SQ_CRTIME Time Created C 8 0

SQ_CRUSER User Created C 8 0

SQ_AMDATE Date Last Amendment D 8 0

SQ_AMTIME Time Last Amendment C 8 0

SQ_AMUSER User Last Amendment C 8 0

JA_EMPYEE Employee C 8 0 Employee

Table: JCCOST Table Description : Cost Code Rates

Field Name Description Type Length DPs  Further information

JO_CCODE Cost Code C 16 0

JO_RATE Cost Rate N 3 0

JO_WGPAY Payment Number C 4 0 Payroll Payment Number from the Payroll for
LabourCost Types may not be blank.

JO_EXTCOST Use Ext Cost? N 1 0 Indicates which Cost Unittouse 1 =  Stock
Selling Price 2 = Stock Cost Price 3 =

Payroll Employee's Pay Rate 0 = Cost
Unit as Defined for Cost Code

JO_CSTUNIT Cost N 14 4

JO_OHVAL Overhead Amount N 12 2 Overhead amount.If value exists then the Percentage
is ignored.

JO_OHMULT Overhead Multiply? L 1 0  If setto true then overhead values fortransactions
with units will be multiplied by theunits, this will not
apply if the overhead is apercentage.

JO_OHPERC Overhead Percentage N 6 2 Percentage overhead,If JO_OHVAL value exists this
field is empty.

SQ_CRDATE Date Created D 8 0

SQ_CRTIME Time Created C 8 0

SQ_CRUSER User Created C 8 0

SQ_AMDATE Date Last Amendment D 8 0

SQ_AMTIME Time Last Amendment C 8 0

SQ_AMUSER user Last Amendment C 8 0

Table: JCHEAD Table Description:  Job Headers

Field Name Description Type Length DPs  Further information

JH_CSTDOC Job C 10 0  Job number.

JH_PHASE Phase C 3 0 Phase. May be left Blank

JH_CNTRACT Contract C 8 0 Contract number. May be left Blank else uses
JCNTRfile

JH_ACCOUNT Account C 8 0  Customer account, This may be left blank if
nocustomer linked, for example for internal
Jobs.Otherwise it uses the SNAME file.Must be the
same as Contract Details

JH_LEADER Proj Leader C 10 0 Project leader. From Peoples File May be
LeftBlank.Default from Contract Details

JH_PRJIDEPT Department C 4 0 Department.

JH_DESC Description C 40 0  Job description.Default from Contract Details

JH_CUSTREF Reference C 16 0  Customer reference number.Default from Contract
Details

JH_TERMS Contract Terms M 10 0 Details of terms of agreement.Default from Contract
Details

JH_RATE Cost Rate N 3 0

JH_STDATE Start Date D 8 0  Planned Start date.Default from Contract
DetailsMust be => than Contract Details

JH_LENGTH Length in Days N 4 0 Expected Duration in days of Elapsed Time using
7days per weekDefault from the Contract Details

JH_XCMP Expected Completion D 8 0 Expected completion date. This will originally
becalculated by the start date plus the length indays.
The date must be greater than the startdate.

JH_ASTDATE Actual Start Date D 8 0  Actual Date Started.
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JH_CMDATE

JH_CCFIXED

JH_OPNTYPE

JH_BUDFIX

JH_TTCSTBG

JH_TTCSTRV

JH_TTCST
JH_TTCSTUP
JH_TTWOFBG
JH_TTWOFRV
JH_TTWOF
JH_TTWOFUP
JH_TTREVBG

JH_TTREVRV

JH_TTREV
JH_TTREVUP
JH_PREVEST

JH_PREVREF

JH_PREVPHS

JH_KEY1
JH_KEY2
JH_KEY3
JH_KEY4
SQ_MEMO
SQ_CRDATE
SQ_CRTIME
SQ_AMDATE
SQ_CRUSER
SQ_AMTIME
SQ_AMUSER
JH_COMITVAL

ID

Actual Completion

Cost Code Budgets

Open Item

Budgets Agreed

Cost Budget

Rev. Cost Budget

Cost

Upl. Cost

Write Off Budget
Rev.Write Off Budget
Write Off

Upl. Write Off
Revenue Budget

Rev. Revenue Budget

Revenue
Upl. Revenue
From Estimate

Model Reference

Model Phase

Key 1 Field

Key 2 Field

Key 3 Field

Key 4 Field

Memo

Date Created

Time Created

Date Last Amendment
User Created

Time Last Amendment
User Last Amendment
Commitment Value

Unique ID
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Actual completion date.This field may not be set if
any Jobs or EstimatesDetail Lines are outstanding
and not completed. Ifthis field has an entry it
indicates the Job to beCompleted and may be cleared
down in a reorganise.

If set to true the User is not allowed to AssignNew
Cost Codes when Posting WIP, and Entry of
CostCode Budgets. This is also dependent on the
Optionto Allow Cost Code AdditionsAllow

Additions  Cost Code Fixed

-------- OFF OFF = Post

Additions Automatically  OFF ON
= Only Post Against Budgetted

CostCodes ON OFF =

Post Additions Automatically ON

ON = Post Against Budgetted Cost
Codes and
Allow F5 to Assign New Cost Code

Type of job, True = open item. False =
balanceforward,

If set to True the Budgets may not be amended,
andall new budget values must be entered in
therevised budget field.

Budget cost. Blank if Option for Header Budgets
isnot set.Stored as a negative number. Entered as
positive.

Revised budget cost. Blank if Option for
HeaderBudgets is not set.Stored as a negative
number. Entered as positive.

Revenue budget. Blank if Option for Header
Budgetsis not set.

Revised revenue budget. Blank if Option for
HeaderBudgets is not set.

Set to True if Job was modelled on an
Estimate,otherwise it was modelled on another job.
Thisfield is used to indicate if JH_PREVREF is
toappear on the Estimate file or the Job File.
Previous Reference if a Model was used.
Eitheroriginated from the Estimate File or the Job
File.Blank indicates no previous model used.

Previous Phase if a Model was used. Eitheroriginated
from the Estimate File or the Job File.

Commitment Value. This field is updated when a
commitment record is written/updated/deleted.
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Default Value :

NEWID(ALIAS())

Table: JCLINE Table Description : Job Detail

Field Name Description Type Length DPs  Further information

JD_CSTDOC Job C 10 0  Job Number. Appears on Job Header with
PhaseNumber.

JD_PHASE Phase C 3 0 Job phase.

JD_LINE Line Number C 10 0 Job line. May not be changed if JD_WIPR set totrue.
Defaults to the last line number plus theincrement in
the parameters.

JD_CCODE Cost Code C 16 0 Cost Code. May be Left Blank, otherwise uses
theJCCODE file

JD_RATE Cost Rate N 3 0 Cost Code Rate.

JD_PROFILE Framework C 16 0 Job framework. May be Blank otherwise the
entryrefers to the framework which was used to
createthe Job line.

JD_STREF Stock Reference C 16 0 Stock Reference for Stock Cost Types or leftBlank.
Defaults from the JCCODE file otherwiseuses the
CNAME file to search.

JD_DESC Description C 40 0 Job detail description. Defaults from JCCODE
file.May not be blank.

JD_PROFQTY Framework Quantity N 10 0  Framework Quantity. Stored as whole numbers

JD_QTY Quantity N 10 0 Actual Quantity Used in WIPR.Quantity is stored as
defined in the Cost Code.

JD_QTYBG Budget Qty N 10 0 Budget Quantity. Default from Cost Code.Will not
be entered if Header Budgets in use orBudgets are
agreed. Quantity is stored as definedin the Cost
Code.

JD_QTYRV Rev. Budget Qty N 10 0 Revised Budget Quantity. This field will reflectthe
Budget until the Budgets are agreed. Will notbe
entered if Header Budgets in use.Quantity is stored
as defined in the Cost Code.

JD_CSTUNIT Cost/Unit N 14 4 Actual Cost Unit in WIPR.

JD_CSTBG Budget Cost N 14 4 Budget cost unit.Will not be entered if Header
Budgets in use orBudgets are agreed.Defaults from
JCCODE and same conditions apply.

JD_CSTRV Rev. Budget Cost N 14 4 Revised budget cost. This field will reflect theBudget
until the Budgets are agreed. Will not beentered if
Header Budgets in use.

JD_VALUE Value N 13 2 Actual Revenue/Cost Value.

JD_VALBG Budget Value N 13 2 Revenue/Cost Budget. Will not be entered if
HeaderBudgets in use or Budgets are agreed.

JD_VALRV Rev. Budget Value N 13 2  Revised Revenue/Cost Budget. This field willreflect
the Budget until the Budgets are agreed.Will not be
entered if Header Budgets in use.

JD_WIPR Work In Progress L 1 0 If setto True the Job Line has been processed
toWIPR

SQ_MEMO Memo M 10 0 Comment

SQ_CRDATE Date Created D 8 0 Date job detail created

SQ_CRTIME Time Created C 8 0

SQ_CRUSER User Created C 8 0  Username of user who created framework detail.

SQ_AMDATE Date Last Amendment D 8 0

SQ_AMUSER User Last Amendment C 8 0

SQ_AMTIME Time Last Amendment C 8 0

JD_COMITVAL Commitment Value N 12 2 Commitment Value. This field is updated when a
commitment record is written/updated/deleted.

ID Unique ID N 10 0

Default Value : NEWID(ALIAS())

Table: JCNTR Table Description : Contracts

Field Name Description Type Length DPs  Further information

JC_CNTRACT Contract C 8 0 Contract reference
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JC_ACCOUNT Account C 8 0  Customer account, This may be left blank if
nocustomer linked, for example for internal
Jobs.Otherwise it uses the SNAME file.

JC_LEADER Proj Leader C 10 0  Project leader. From Peoples File May be LeftBlank.

JC_DESC Description C 40 0 Contract description

JC_CUSTREF Reference C 16 0  Customer Reference

JC_TERMS Contract Terms M 10 0 Contract terms

JC_RATE Cost Rate N 3 0

JC_STDATE Start Date D 8 0 Planned Start Date

JC_LENGTH Length in Days N 4 0 Expected Duration in days of Elapsed Time using
7days per week

JC_XCMP Expected Completion D 8 0 Expected completion date. This will originally
becalculated by the start date plus the length indays.
The date must be greater than the startdate.

JC_ASTDATE Actual Start Date D 8 0 Actual Date Started. When entered the
ExpectedCompletion Date is recalculated.

JC_CMDATE Actual Completion D 8 0 Actual completion date.This field may not be set if
any Jobs or Estimatesare outstanding and not
completed, and may not beless than any related Job
completion dates.

JC_TTCSTBG Cost Budget N 12 2

JC_TTCSTRV Rev. Cost Budget N 12 2

JC_TTWOFBG Write Off Budget N 12 2

JC_TTWOFRV Rev.Write Off Budget N 12 2

JC_TTREVBG Revenue Budget N 13 2

JC_TTREVRV Rev. Revenue Budget N 13 2

SQ_MEMO Memo M 10 0

SQ_CRDATE Date Created D 8 0

SQ_CRTIME Time Created C 8 0

SQ_CRUSER User Created C 8 0

SQ_AMDATE Date Last Amendment D 8 0

SQ_AMUSER User Last Amendment C 8 0

SQ_AMTIME Time Last Amendment C 8 0

JC_COMITVAL Commitment Value N 12 2 Commitment Value. This field is updated when a
commitment record is written/updated/deleted.

Table: JCTYPE Table Description : Costing Types

Field Name Description Type Length DPs  Further information

JE_CSTTYPE Cost Type N 2 0 Cost Type

JE_DESC Description C 40 0  Description

Table: JDEPT Table Description:  Department

Field Name Description Type Length DPs  Further information

JM_CODE Department Code C 4 0 Job Costing Department Code.

JM_DESC Description C 30 0 Job Costing Deprtment Description.

SQ_CRDATE Date Created D 8 0

SQ_CRTIME Time Created C 8 0

SQ_CRUSER User Created C 8 0

SQ_AMDATE Date Last Amendment D 8 0

SQ_AMTIME Time Last Amendment C 8 0

SQ_AMUSER User Last Amendment C 8 0

Table: JEHEAD Table Description : Estimate Headers

Field Name Description Type Length DPs  Further information

JH_ESTDOC Estimate C 10 0  Estimate number.

JH_PHASE Phase C 3 0 Phase.

JH_CNTRACT Contract C 8 0 Contract number.

JH_ACCOUNT Account C 8 0  Sales account number of customer.

JH_LEADER Proj Leader C 10 0  Project leader.

JH_PRJIDEPT Department C 4 0 Department.

JH_DESC Description C 40 0  Estimate description.
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JH_CUSTREF
JH_TERMS
JH_RATE
JH_STDATE
JH_LENGTH
JH_XCMP
JH_OPNTYPE

JH_TTCSTBG
JH_TTWOFBG
JH_TTREVBG
JH_PREVEST

JH_PREVREF
JH_PREVPHS
JH_KEY1
JH_KEY?2
JH_KEY3
JH_KEY4
SQ_MEMO
SQ_CRDATE
SQ_CRTIME
SQ_CRUSER
SQ_AMDATE
SQ_AMTIME
SQ_AMUSER
ID

Reference

Contract Terms

Cost Rate

Start Date

Length in Days
Expected Completion
Open Item

Cost Budget
Write Off Budget
Revenue Budget
From Estimate

Model Reference
Model Phase
Key 1 Field

Key 2 Field

Key 3 Field

Key 4 Field
Memo

Date Created
Time Created
User Created
Date Last Amendment

Time Last Amendment

User Last Amendment
Unique ID

Cc 16 0
M 10 0
N 3 0
D 8 0
N 4 0
D 8 0
L 1 0
N 12 2
N 12 2
N 13 2
L 1 0
C 10 0
C 3 0
C 5 0
C 5 0
C 5 0
C 5 0
M 10 0
D 8 0
C 8 0
C 8 0
D 8 0
C 8 0
C 8 0
N 10 0

Default Value :

Customer reference number.
Details of terms of agreement.

Start date.

Actual completion date.

Expected completion date.

Type of costing, B = balance forward, O = openitem.

Budget cost.

Write Off budget cost.

Revenue budget

Set to False if Estimate was modelled on a
Job,otherwise it was modelled on another
Estimate.This field is used to indicate if
JE_PREVREF is toappear on the Estimate file or the
Job File.

Previous Estimate or Job Reference
Previous Estimate or Job Phase

NEWID(ALIAS())

Table: JELINE

Table Description :

Estimate Details

Field Name Description Type Length DPs  Further information

JD_ESTDOC Estimate C 10 0  Estimate Number.

JD_PHASE Phase C 3 0 Phase.

JD_LINE Line Number C 10 0 Line.

JD_CCODE Cost Code C 16 0 Cost Code

JD_RATE Cost Rate N 3 0 Cost Code Rate.

JD_PROFILE Framework C 16 0 Framework.

JD_STREF Stock Reference C 16 0 Reference.

JD_DESC Description C 40 0  Detail description.

JD_PROFQTY Framework Quantity N 10 0 Framework Quantity. Stored as whole numbers

JD_QTY Quantity N 10 0  Quantity.Quantity is stored as defined in the Cost
Code.

JD_CSTUNIT Cost/Unit N 14 4 Budget cost

JD_VALUE Value N 13 2 Revenue/ Cost Value

SQ_MEMO Memo M 10 0

SQ_CRDATE Date Created D 8 0

SQ_CRTIME Time Created C 8 0

SQ_CRUSER User Created C 8 0

SQ_AMDATE Date Last Amendment D 8 0

SQ_AMTIME Time Last Amendment C 8 0

SQ_AMUSER User Last Amendment C 8 0

ID Unique ID N 10 0

Default Value :

NEWID(ALIAS()

Table: JPARM

Table Description :

Field Name Description Type Length DPs  Further information

JP_BATCHNO Next Batch No. C 10 0  The next batch numbers that can be used by
thesystem.Incremented by Batch Number Usage.

JP_TPERIOD Current Period No. N 2 0  The current period number in the year for

CostingLedgerincremented by Period End
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JP_PERIODS Periods in Year N 2 0  The number of periods in the year for CostingLedger

JP_YEAR Current Year N 4 0  The current year number fro Costing Ledger

JP_MAXHRS Maximum Hours N 3 0  The maximum number of hours that may be
enteredfor an employee before transfer to the payroll

JP_BACKDAT Backdate Overheads L 1 0 If true any overhead changes are to be used
incalculating overhead values for reports.
Theoriginal values will be retained on
transactionrecords.

JP_HRSMINS Hours & Minutes L 1 0 If this is set the Times recorded in the CostingSystem
are Hours and Minutes otherwise times willbe
decimal,If linked to Payroll then set to the
PayrollSwitch.

JP_CNTRACT Use Contracts L 1 0  If set to true then contracts will be used.

JP_PHASE Use Phases L 1 0  If set to true then phase numbers will be used asan
extension of the job code.

JP_BATCHC Use Cost Batches L 1 0 Issetto true then batch control will be used oncost
imput.

JP_BATCHT Use Timesheet Batch L 1 0  If set to true then batch control will apply totimesheet
input.

JP_USEPER Use Period Numbers L 1 0  If set to true then period numbers will be used
onTransactions and incremented at period end

JP_HEADBUD Header Budgets L 1 0 Budgets to be stored on Headers and Not Details

JP_CRCODES Create New Cst Codes L 1 0 Allow New Cost Codes to be Created when
postingTransactions, otherwise a cost code must
exist.

JP_SPECRTN Special Routine Name C 8 0 Name of Fox program (.FXP) to execute at
keyspoints in Costing processing. Field or
functionname is passed as a parameter to the user
routine.

JP_INVMETH Default Inv. Method N 1 0 Default Invoice Method (1 to 6)

JP_CSTPRN Print Costs on Entry L 1 0 Flag indicating Costs/Timesheets/Revenuesare to be
printed on entry.

SQ_CRDATE Date Created D 8 0

SQ_CRTIME Time Created C 8 0

SQ_CRUSER User Created C 8 0

SQ_AMUSER User Last Amendment C 8 0

SQ_AMTIME Time Last Amendment C 8 0

SQ_AMDATE Date Last Amendment D 8 0

JP_PCTCOMP Percentage Completed C 6 0 Costing - Processing header screen.

Use Actual or Uplifted value in calculation
percentage completed.

F3 is used to toggle this field between "Actual” and
"Uplift" . If empty, "Actual” is assumed.

Table: JPHEAD Table Description : Framework

Field Name Description Type Length DPs  Further information

JF_PROFILE Framework C 16 0  Framework number

JF_DESC Description C 40 0  Framework description

SQ_MEMO Memo M 10 0

SQ_CRDATE Date Created D 8 0

SQ_CRTIME Time Created C 8 0

SQ_CRUSER User Created C 8 0

SQ_AMDATE Date Last Amendment D 8 0

SQ_AMTIME Time Last Amendment C 8 0

SQ_AMUSER User Last Amendment C 8 0

ID Unique ID N 10 0

Default Value :

NEWID(ALIAS()

Table: JPLINE Table Description :

Field Name Description

Framework Details

Type

Length  DPs

Further information

JR_PROFILE Framework

C

16 0

Framework number
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JR_LINE Line Number C 10 0 Line of the Framework

JR_CCODE Cost Code C 16 0 Cost Code, may be left blank for narrative lines.

JR_DESC Description C 40 0 Description for Narrative Lines

JR_QTY Quantity N 10 0 Quantity for Framework usage, if left blank
takequantity from JCCODE file when framework is
used.Quantity is stored as defined in the Cost Code.

SQ_CRDATE Date Created D 8 0

SQ_CRTIME Time Created C 8 0

SQ_CRUSER User Created C 8 0

SQ_AMDATE Date Last Amendment D 8 0

SQ_AMTIME Time Last Amendment C 8 0

SQ_AMUSER User Last Amendment C 8 0

Jr_Rate Cost Rate N 3 0 rate field added as an enhancement to framework
details.

Table: JRATE Table Description : Rates

Field Name Description Type Length DPs  Further information

JT_RATE Cost Rate N 3 0

JT_DESC Description C 20 0

SQ_CRDATE Date Created D 8 0

SQ_CRTIME Time Created C 8 0

SQ_CRUSER User Created C 8 0

SQ_AMDATE Date Last Amendment D 8 0

SQ_AMTIME Time Last Amendment C 8 0

SQ_AMUSER User Last Amendment C 8 0

Table: JSCON Table Description : Subcontractors

Field Name Description Type Length DPs  Further information

JS_SUBCNT Subcontractor C 10 0  Subcontractors Code.

JS_CRTCODE Certifying Code C 20 0  Subcontractors Certifying Code.

JS_CRTREGNO Reg/Certification Number N 13 0 Subcontractors :Cert/Reg Reference - a 13 digit
Number. Must be entered if Certifying Code is not
blank. For CIS4 this is a Registration Number, for
CIS5 and CIS6 this is a certification number.

JS_TAXREF Tax Reference C 16 0  Subcontractors tax reference number.

JS_TAXRATE Tax Rate N 5 2  Tax rate for sub-contractor. Used for TaxRetention

SQ_MEMO Memo M 10 0

SQ_CRDATE Date Created D 8 0

SQ_CRTIME Time Created C 8 0

SQ_CRUSER User Created C 8 0

SQ_AMDATE Date Last Amendment D 8 0

SQ_AMTIME Time Last Amendment C 8 0

SQ_AMUSER User Last Amendment C 8 0

JS_NICOMP Ni/Co Reg Number C 9 0 NI No/Co Reg No - 9 digit code. For C1S4 and CIS6
this will be a National Insurance Number, for CIS5
this will be the company registration number. Must
be entered if the Certifying Code is not blank.

JS_STDATE Start Date D 8 0 Start Date - Must be entered if the Certifying Code is
not blank, CIS5 or CIS5(Partner) MM/Y'Y format,
but store as the end of the month. E.g. enter 03/01
but store as 31/03/01

JS_EXPDATE Expiry Date D 8 0  Expiry Date - Must be entered if the Certifying Code
is not blank and must be > system date. MM/YY
format, but store as the end of the month. E.g. enter
03/01 but store as 31/03/01

JS_SEARCH Subcontractor's Search C 40 0

Table: JSCTR Table Description:  Subcontractor Trans

Field Name Description Type Length DPs  Further information

JU_SUBCNT Code C 10 0  Subcontractors Code.
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JU_CSTDOC Job C 10 0  Job number

JU_PHASE Phase C 3 0  Phase Number

JU_LINE Costing Line C 10 0 Job line.

JU_TRDATE Transaction Date D 8 0 Transaction date.Taken from WIPR Date

JU_PAYVAL Payment Value N 12 2 Payment value.Taken from WIPR cost Value

JU_TAXHELD Tax Withheld N 12 2 Tax withheld.Payval * taxrate % from header

SQ_MEMO Memo M 10 0

SQ_CRDATE Date Created D 8 0

SQ_CRTIME Time Created C 8 0

SQ_CRUSER User Created C 8 0

SQ_AMDATE Date Last Amendment D 8 0

SQ_AMTIME Time Last Amendment C 8 0

SQ_AMUSER User Last Amendment C 8 0

JU_PTAX This Period Tax L 1 0  This Period Tax

JU_YTAX This Year Tax L 1 0  This Year Tax

ID Unique ID N 10 0

Default Value : NEWID(ALIAS())

Table: JVIEW Table Description:  Job Costing Views

Field Name Description Type Length DPs  Further information

JV_CODE View Code C 3 0

JV_NAME View Name C 30 0

JV_SYSVIEW System View L 1 0

JV_LVL1 Level 1 View Cc 20 0

JV_LVL2 Level 2 View Cc 20 0

JV_LVL3 Level 3 View Cc 20 0

JV_LVL4 Level 4 View C 20 0

JV_LVL5 Level 5 View C 20 0

JV_LVL6 Level 6 View C 20 0

JV_DEFAULT Default View L 1 0

Table: JWIPR Table Description:  Work in Progress

Field Name Description Type Length DPs  Further information

JW_CSTDOC Job C 10 0  Job number

JW_PHASE Phase C 3 0 Phase number

JW_LINE Line Number C 10 0 Job line number.

JW_CCODE Cost Code C 16 0 Cost Code

JW_PROFILE Framework C 16 0

JW_RATE Cost Rate N 3 0 Cost Code Rate

JW_SCODE Sales Code C 8 0  Sales code.

JW_PCODE Purchase Code C 8 0  Purchase code.

JW_BATCH Batch C 10 0 Batch Number Where Generated

JW_CSTTYPE Cost Type N 2 0 Cost Type(Costs)1=Stock, 2=Labour, 3=Narrative,
4=Direct Expense5,Recharged Expense,
6=Contractor, 7=Overhead(Revenue)11=Interim
Billing, 12=Final Billing, 13=Retention(Write
Up/Off)21=Write Up/Off

JW_DESC Description C 40 0 Cost description, need not be set for costs whenthe
Cost Code description or stock issue withstandard
description. Is essential for goods orservices
processed through POP.

JW_TRTYPE Trans Type N 1 0 Transaction Typel = B/fwd, 2 = Purchase, 3 =
Labour, 4 = GeneralCost, 5 = Revenue,6 =
Commitment

JW_TRDATE Date D 8 0 Date of transaction.

JW_TRREF Reference C 20 0 Transaction Reference

JW_COMMENT Comment C 30 0 Transaction Comment

JW_QTY Quantity N 10 0 Quantity.Quantity is stored as defined in the Cost
Code.

JW_CSTUNIT Cost/Unit N 14 4  Cost.

JW_VALUE Value N 13 2
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JW_OHEAD Overhead Value N 13 2 Overhead value at time of posting.Will use Cost
Code Overhead if Option set toBackdate Overheads.

JW_YEAR Year of Transaction N 4 0  Year of transaction.

JW_PERIOD Period N 2 0  Period number of transaction.

JW_WGRUP Payroll Group C 1 0 Payroll Group Code

JW_WGPER Payroll Period N 2 0 Payroll pay period number

JW_WGEMP Payroll Employee C 8 0 Payroll Employee

JW_WGPAY Payroll Payment C 4 0  Payroll Payment Number

JW_PLACC Supplier Account C 8 0  Transaction reference.

JW_STREF Stock Reference C 16 0 Second reference.

JW_STWH Stock Warehouse C 4 0 Stock Warehouse

JW_SUBCNT Subcontractor C 10 0  Subcontractor Reference

JW_REQDOC Requisition Doc. C 10 0 Document number of requisition raised for
thistransaction.

JW_INVDOC Invoice Doc C 10 0 Invoice number of invoice to customer for
thistransaction.

JW_DOCDOC SOP Document No. C 10 0 Document number of document created
inlnvoicing/SOP for this transaction.

JW_PODOC POP Doc C 10 0

JW_MATCH Match Reference C 10 0

JW_CONFIRM Cost Confirmed ? L 1 0  Setto true when a commitment has been confirmed.

JW_ALLOC Allocated L 1 0

JW_TRF2WG Transferred to WG L 1 0 Setto True to Indicate Transaction has
beentransferred to Payroll

JW_BTCHSER Batch/Serial Nos M 10 0

SQ_MEMO Memo M 10 0

SQ_CRDATE Date Created D 8 0

SQ_CRTIME Time Created C 8 0

SQ_CRUSER User Created C 8 0

SQ_AMDATE Date Last Amendment D 8 0

SQ_AMTIME Time Last Amendment C 8 0

SQ_AMUSER User Last Amendment C 8 0

JW_DCLINE Purchase Order Line N 7 0  Purchase Order Line

JW_FRBOM From BOM L 1 0 Indicates whether the transaction came from BOM
ornot.

JW_WODOC Works Order Document C 10 0  Works Order Document from Bill of Materials.

JW_PTAX This Period Tax L 1 0  This Period Tax

JW_YTAX This Year Tax L 1 0 This Year Tax

ID Unique ID N 10 0

Default Value : ~ NEWID(ALIAS())

JW_JCLINID JCLINE ID N 10 0 Foreign Key for JCLINE ID field.

Table: JX_USER Table Description:  OperaNet User Table

Field Name Description Type Length DPs  Further information

ID | 4 0

Default Value :  JxNewld("JX_User")

LOGIN_ID C 10 0

USERNAME C 25 0

PASSWORD C 20 0

USR_GRP C 100 0

DEF_COMP C 1 0

EXPIRES D 8 0

PDAUSER L 1 0
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Accreditation Training Courseware
Other Guides and Help

The following user documents are also provided with the respective software. Guides are available from
various sources including Answerlink, the Opera 3 CD and from the Opera 3 Client installation’s main
folder, normally C:\Program Files\Pegasus\Client XXX\User documents (where XXX is either VFP or SQL).
Some guides are also available from the Opera 3 Help menu or respective software Help menu.

Readme File

The Readme file is an HTML document. It contains late breaking news and any other release specific
important information.

Note: This file can also be accessed from the Opera 3 CD Installation Menu with regards to Opera 3.

Release Guide

When new versions are released such as Opera 3, they are normally accompanied by a Release Guide
that contains information such as What’s New in this Release, Release History, and Functional Differences
between versions.

Note: This guide can also be accessed from the Opera 3 CD Installation Menu with regards to Opera 3.

Installation Guide

The Installation Guide is provided to help you install the application in your chosen Windows environment.
It contains technical information and advice to ensure the installation process is successful.

Demonstration Data Guide

This guide is provided to assist the use of the demonstration data and contains pertinent information that is
not contained elsewhere in the product documentation. It is recommended that the Help be used at the
same time.

Implementation Guide

The Implementation Guide provides a high-level view of an application such as Opera 3 and how to
approach an implementation. It details how the modules are integrated, and recommends the order in
which elements should be set up.

System Requirements Guide

The System Requirements Guide details the minimum and recommended computer hardware and
software requirements that are required to install and use software such as Opera 3 Enterprise and Opera
3 Enterprise SQL.

It also includes guidance on using Opera 3 Enterprise and Opera 3 Enterprise SQL in a Terminal Services
environment run in Windows Server 2003 and Windows Server 2008 (32-bit & 64-bit).

Help
F1 Help provides details of all the functions available in the application.

Document Management & Executive Dashboards Guides

Installation Guides are available for both Document Management and Executive Dashboards. A user guide
is also available for Executive Dashboards. Help for Document Management is in the Opera 3 Help.

Note: The guides are in the respective folders on the Opera 3 CD and can be accessed from the Opera 3
CD Installation Menu.
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