
Cost Codes Setup / Master Pricing Management  - Screenshot
The Cost Codes Setup and Master Pricing Management window is used to set up job costing Cost Codes and Default Master Pricing.  An explanation
of Cost Codes and setting them up can be found in the Cost Codes Setup help document.  To open this window, click the “Cost Codes Mgt” link on the
Navigation/Home window (OR type CC in the navigation window Index).   The rest of this document will describe the features of this window.



Opening the Costs Codes Setup / Master Pricing Management Window

To open the Cost Codes Setup / Master Pricing Mgt. window, click the Cost Codes Management
Window link on the Navigation/Home window.   OR, just type CC into the Index text box and press
the Enter key on your keyboard.



Find aCost Code on the Cost Codes Setup Window

To Find a Main Heading, start typing the heading title into the ‘Find Main Heading’ text
box.  Main Headings that match will auto fill into the field as you type.   When the Main
Heading is found, just press the Enter key on your keyboard.

OR, use the ‘drop down’ button to scroll through a
list of accounts.  Click on the desired account.

Tip!  Your F4 key
will trigger a drop
down list.

To Find a Sub Cost Code by its number, start typing the number into the ‘Find Sub Code Num’ text box.
Cost Codes that match what you are typing will auto fill into the field as you type.  When the cost code is
found, just press the  Enter key on your keyboard. OR, use the ‘drop down’ button to scroll through a

list of accounts.  Click on the desired account.

OR, Find a Sub Cost Code by its name by starting to type the Sub Cost Code name into the ‘Find Sub Code Name’ field.



Select Task for One Cost Code

To the left of every Sub Cost Code in the Cost Codes list, there is a ‘Select
Task’ field.  Use the drop down button to see tasks related to the cost code.
Then click on the desired task.   Tasks related to Cost Codes are briefly
described below.

Delete Cost Code - Opens pop up window to be used for deleting the selected cost code.  See instruc-
tions about deleting a cost code in a separate help document.

Documents - Opens the Documents File Cabinet that is used to store links to scanned PDF documents.

Edit Cost Code - Opens the ‘Add or Edit Cost Codes’ window for the selected cost code.  See instruc-
tions about setting up Cost Codes for more information on that window.

PO/WO Default Text For Cost Code - Opens a window  to enter text that will drop into a Purchase
Order for the selected Cost Code.  See further instructions in the Purchase Orders help documents.

Tip!  Use the F4 key on
your keyboard to trigger the
drop down list for ‘Select
Task’.



Using ‘Double Click’ to Edit a Cost Code And Associated Info

“Double Click” - Hold your cursor over desired cost code and quickly click your mouse button twice.

Double click on a Sub Cost Code or
title to open the window to Edit that
cost code.

Tip!  You can use the ‘Navigation’ buttons at the bottom of the window to move from record to record!

Fields with blue lettering can be changed on this window.  See Help
documents about setting up Cost Codes for a description of these
fields.  See next page about changing pricing defaults for “What If”
budget templates.



BUDGET TEMPLATES and “WHAT IF” JOBS
 Budget “templates” for jobs can be set up by setting up Jobs that are designated as “What If” jobs (not
actual jobs).  “What If” jobs are set up on the Jobs Setup window and are explained further in the Help
Document about setting up jobs.   If you have some “What If” budget templates set up to use for copying to
real job budgets, a window will pop up to update pricing for the template budgets when you change the
default pricing on the Cost Codes Setup management window.  On that window (shown below), place check
marks to the left of the “What If” jobs that should have their budgets updated to the new pricing.



Buttons on the Window / Save to Excel or Word
*Send Data To Excel, Word,
etc. (explained below)

Pop Up
Calculator

Tutorial
Movie Info

Help DocumentsLoading NAHB Cost Codes is
explained in the Help document
about setting up Cost Codes.

The above 2 buttons are explained in the Help document about setting up Cost Codes.

*Send Data to Excel, Word, etc. - Use the
button that looks like an open folder to save
the data displayed on the window as an Excel
or Word file.  To save as an Excel file, select
one of formats that end in .xls.  To save as a
Word file, use the Rich Text Format (*.rtf).

After selecting a folder to save the file to, type
in an appropriate name for the file.  Then click
the OK button.

The file will save to the selected folder and
you can use it with the appropriate Excel or
Word program.

Docments
File Cab.

NOTE TO REMOTE USERS:
IF you save a file to ‘My Documents’
on the Remote Server, you will not be
able to open it until it is downloaded
to your own computer.  Please follow
the instructions in the ‘Remote User
Guide’about downloading files from
the server to your own computer.

IF you navigate to your own com-
puter to save the file, then download-
ing as mentioned above will not be
necessary.  HOWEVER, it CAN be
faster to quickly save to My Docu-
ments on the server and then down-
load later.  This will avoid waiting for
the program to calculate AND down-
load at the same time.



Toolbar on Cost Codes Setup - Master Pricing Mgt window

See Brief Toolbar Descriptions below.

Print Cost Code Lists:

Basic Cost Code List - Prints a basic list of the cost codes.

Cost Code List With Pricing - Prints a list of the cost codes and the default pricing information.

Cost Code List With Notes - Prints a list of cost codes and any notes about the cost code.

Cost Code List With Notes and Check Lists - Printsa list of cost codes with any notes about
the cost code AND lists any general check list items associated with the cost codes.

Main Cost Headings List - Prints a list of the Main Cost Codes and Headings.

Cost Code File Labels - Will print a list of Main Codes or Sub Codes for file folder labels.



Toolbar on the Cost Codes Setup Window - continued

Job Budgets, Bids, Purchase Orders - Opens window with menu for working with Job Budgets,
Vendor Bids, Purchase/Work Orders, and other job costing features.

Change Orders - Opens window with menu for working with Change Orders.

Job Cost Tasks

Job Cost Reports - Opens window with menu for selecting various Job Cost and Revenue reports

Jobs Setup - Opens Jobs Management window.


