Setting up Jobs

To set up or edit Jobs, click the Jobs e [SEREIEEREIET: ~|

Management Window link on the Navi Management Windows

tion window. (OR type JO into the Inde| ACCOUNTING Management Window (AC)
field and press your Enter key) Chart of Accounts, Financials, Trial Balance, Transactions, Journal Entries

COST CODES Management Window (CC)
Cost Codes, Master Pricing, General Matls and Labor Check Lists

JOBS Management Window (JO)
Johs and Job Lists

On the Jobs Management window that opens, click the button laBdig8iew Job to set up a new job.

OR, to EDIT ajob, find and double click on a job in the list.
%l El i Jobs Lists * Budgets/EidsjPOs Change Orders = Job Costs/Revenues = Cost Codes Setup Filter Records = 7 T

Jobs Management Find Job Codes  [TESTZ- 1000 Test Job - n
Find M ame-» -TESTZ-1000 Test Job -

To Edit or Review a Job's Setup, Double Click an a field in the line for the job, OR, select EditJob in the Select Task fie

Select Tazk Active Buyer First Buyer Last
TF4key]  JobCode Add New Job \what If Subdivision Narme(s] MNamels)
Select Tazk j H11RIVER. i CJSTOM  The Dominion | Jack and Jill

Brown
RIVER. FLIM
Select T azk j FLAM & Sa00 i CUSTOM  |Peaceful Yalley Jim and Barbara  Smith
Wista Yiew
Select Tazk, j TEMPLATEL (] ™ CLISTOM MENOWH

Template - Plan 123

See separate Help document about the Job
Management Window to learn more about
features on the Job Management window.

HEl Add New Job

Enter a New Job Code - Up to 10 Alpha or Numeric Characters

2011VISTAY j

Add the New Job M

Do Mot Add a Mew Job ‘

On the window that pops up, enter a JOB CODE that identifies the job The Job Code can be up to 10
characters and can be either numerical or text. Duplicate Job Codes are not allowed. Job Codes that have
already been used can be viewed by using the drop down button in the text box. Some builders use part of
the job address as the job code. Others use customers’ names, and others use a sequence of numbers. Keep
in mind that reports of job lists will be printed in Job Code order.

A Job Code is required for all entries in the accounting books. Therefore, a default job code that is just an
“H” has been set up by the program. This “H” job code will be used if the entry you are posting does not
pertain to a job. You might think of the “H” code as the internal “House” code (or “overhead” code). refer-
ring to your company.



Setting Up Jobs - continued

After a Job Code is entered on the window shown on the previous page, the window below will open. The
fields on this window are described on the next few pages.

B Add or Edit Job [/ Job Setup

Find [ty F4)-> [Mj Add New Joh | Copy Thiz Job to a Hew Job ‘ Delete? J Salez Price? | % | B | Home | ¥
Change Code I v Active [Show in Data Enty Lists) [~ *hat If or Job Template Only Activities f Hotes
JOB CACE STR MUM STREET MAME[or Job name) LaoT | BLK SEC SUBDIMISION Job Specs Measurements
3811VISTAY 3811 Wista Wiew g 5 [ Peaceful. Walley ;] + TR HEalhs
OITY JAustin [ 5T | 2FfFaros- Legal Desciiption ] 75
FERMIT # 12345675 Lot 3, Block 5, Sec 1Y in the Peacetul valley subdiv . .
FLOORPLAM Plan B Add Maasure Line =
Departrment Type [can bipe in new ohe] Manager [can type) Statuz Clozing Pasted
CH ;[+ CUSTOM = lGearge Brown - SOLD = | UMPOSTED - Del 1|Frame SF - 5295
CUSTOMER: Select ID-> SMALLGEORG - + Setup Customer DATES [type 6 numbers- ddmmyy]) Ee: 2 Living SF = 4265
15t NAME |George and Mary | L&ST NAME[Small START 111506 [roclose [ oaEtio7 | = 45'5“’ =l = Shee
HOME  |(512) 2222222 Ext. =0L0 10/26/06 |CLOSED Del ; Emr:fi?: - 521215
el ot hd
iRk 1 |(B12) 333-3333 111 Fax 1]512] 444-4444 MISCELLANEDUS INFO = Tloarage 57 I e
iRk 2 |(512) 5555555 Fax 2|(512) BEE-EEEE
Sales Tax Rate to Buyer-> 0.00% Oel | 99|roof SF - 2700
MOBILE 1 |(512] 777-7777 MOBILE 2 =
Retention Percent-» 0.00% Oel | 889)Roof Slope = G
Ehi L georgesmall@zomewhere. com T o
To change Phone #'s and email for the customer above, uze the +5etup & -
Cugtomer buttan to the right of the Customer ID. Directions to Ste-Use tab key to mowve out
Interim Lender | Gompass Bank (17) 8ge-aa88 | |1V
Int Lender Contact |Bill Brown | Fas-» |(512) 999-3999
Int Loan Mumber 112233445
Lender Email billggsomewhere.com HOTES - Use Tab key to move out of field
Title Company Alamo Title Company (512) 000-0000
Permatent Lender [Homeside Lending B123111-1111
For vanous Lists of Jobs, select the JOBS button on the M avigation —_
screen, Then luse.the buttan labeled Job Lists_ on the toolbar, OR, :
look for Jobs Ligts in the [ndex on the Mavigation screen, Uz Activities/Motes button bo store e Detauit Friorty Meas |
activities, meszages, and "To Do's" & = =
Fantastic Builder, Inc. related tao the job. > Restore Priority Measures ]




Setting Up Jobs - continued

The fields on this part of the Job Setup window are described below and on following pages.

E Add or Edit Job [ Job Setup

Find (try F4)> [EEFRRIEIRN -] add New Job | Copy This Job to a Hew Job | Delete? | Sales Price? | @| [

Change Code | ¥ &ctive [Show in D ata Entry Lists) [ “what If or Job Template Only Activities / Notes |
JOB CODE STR HUM STREET MAME [ar Job name) LOT | BLE SEC SUBDIISION

J811IVISTAV 3811 Wista Wiew ) 3 I |Peaceful Yalley ;|+

CITY [Austin | sT[mc | 2F|7a704- Legal Description

PERMIT # 12347678 Lat 3, Block 5, Sec IYv in the Peaceful YWalley subcdiv

FLOORPLAM Plan B

Department Type [can type in new onej Manager [can type] Status Clozing Posted

ZH ;[+ CUSTOM = |George Brown - SOLD - | UMPOSTED -

T R SVALLGEORG -] e Curone

1st MAME |George and Mary LAST MAME|Small START 111506 |TOCLOSE | 03531007

HOME [B12) 222-2222 Ext. =OLD 10026006 |CLOSED

WWORK 1 |(512) 333-3333 111 Fax4|512) 444-4444

WORK 2 |(512) B55-5555 Fax 2|(512) BRE-GREG T R T 0.00%

MOBILE 1 |[512) 777-77F7 MOBILE 2 = : - -
etention Percent-» 0.00%

End.2IL georgesmalli@zomewhers. com c e Es Tanbati oy abies .

To change Phone #'s and email for the customer above, use the +5etup

Customer buttan to the right of the Customer (D Directions to Ste-Lse tab key to move out of field

LENDERS AND TITLE COMPANY Phone #'s Take exit 231 and then the next right to Yista

Interim Lender  |Compass Bank (512) 8g8-sgea | |V

Int Lender Contact |Bill Brown I Fa=-» |(512) 999-99949

Int Loan Mumber  |112233445

Lender Email bill@somewhere.com HOTES - Use Tab key to move out of field

Title Compary Alamao Title Campay (A12) 000-0000

Permnanent Lender |Homeside Lending m120111-1111

For wanous Listz of Jobz, select the JOBS button on the Mavigation
goreen. Then uze the button labeled Job Lists on the toolbar. OR,
|oak, for Jobs Lists in the Index on the Havigation screen.

Uze Activiies/Mates button to store
activitiez, meszages, and "Tao Do's" %
Fantastic Builder, Inc. related to the job.-—»

Check Box: Active (Show in Data Entry Lists) -When this box is checked, the job will be available in all drop
down selection boxes during data entry. When this box is unchecked, the job is basically marked as “inactive” and
will not show up in most data entry drop down lists that are used for job selection.

Check Box: What If or Job Template Only- Check this box if the job being set up is not an actual job. “What If”
jobs will be in the drop down selection lists for job budgets so that you can set up job budgets for speculative uses,
OR to use for copying similar budgets to actual jobs. If the “What If" job later becomes an actual job, you can
uncheck the box, and it will become available on data entry screens.

JOB CODE - The job code is set up as described at the beginning of this help document. The field is locked on the
above window. IF the job code needs to be changed, use the button above the Job Code fielGhaingied *

Code’. Arecord of the change will be sent to an Audit table. If a Job Code is changed, all records in the database
that used the original job code will be changed to the new job code.

STR NUM and STREET NAME - Enter the Street Number and the Street Name for the job’s address separately in

their respective fields. The reason for this is to allow selection, sorting, and filtering of job records by Street Name
in other areas of the program..



Setting Up Jobs - continued

LOT, BLK, and SEC - Enter the Lot number, Block number, and Section number for the job location in these fields.

SUBDIVISION - Select a Subdivision from the drop-down list of subdivisions that you have set up. To add a new
subdivision, use the plus “+” button to the right of the subdivision field. This will open a self-explanatory screen for
setting up SubdivisionsPlease do not attempt to delete the “UNKNOWN” subdivision. It is used as a default by the
program.

ALTERNATIVE: You can use the Subdivision field to identify a project (such as a group of Town Homes), etc.
There is a Variance report that can be printed based on all jobs within a “Subdivision”.

CITY, ST, and ZIP - Enter the City, State, and Zip Code of the job’s location.
PERMIT # - Optional: Enter the permit number if you wish.
FLOORPLAN - Optional: Enter the name of a floorplan if you wish.

Legal Description - Enter the legal description for the job’s location (up to 255 characters). The legal description
will print on various reports (like Purchase Orders, Waivers of Lien, etc.).

Department - Select a Department that this job will be associated with for Profit and Loss reports. When a job is
selected during data entry in other areas of the program, the department selected here will automatically drop in and
attach to the record. (See Help Document about setting up departments under Accounting.)

Type (can type in new one) Select a Type like Custom, Model, Spec, or Remodel from the drop down list. (OR
type in a new one and it will be added to the drop down list.)

Manager (can type in new one) Select a Job Manager from the drop down list. (Or type in a new one and it will
be added to the drop down list.)

Status- Choices in the drop down list for Status are “INVENTORY”, “SOLD”, “CLOSED”, and “WHAT IF".
INVENTORY is for unsold jobs. SOLD is for jobs under contract. CLOSED is for closed jobs. WHAT IF is for a job
that is not an actual house to be built (at least, not yet).

Closing Posted When you use the Job Closing screen to close a job on your books, the program will change this
field to POSTED. However, you may change the closing status to POSTED if you prepared the job closing journal
entries yourself. APOSTED status will trigger an alert when entering invoices that the job closing has been posted,
with a suggestion to post the invoice directly to Cost of Sales.

CUSTOMER: Select ID -If the job is SOLD, select the customer from the drop down list. To add a new customer,
use the button to the right of the field labete&etup Customer’. (See Help documents about setting up customers
that are available on the window that will pop up.) After a Customer ID is selected on the Job Setup window, the
associated phone numbers and email for the customer will drop into those fields on the Job Setup window.

BUYER 1ST NAME and LAST NAME - Enter the buyer(s)’ first and last names in separate fields. This is so the
program can display just the last name on reports or drop down lists that do not have room for both first and last
customer names.

Phone Numbers and EMAIL - The phone and email fields are in black because they are locked on the Job Setup
window. This is because they must be changed on the Customer Setup window. To change them, use the button
labeled'+ Setup Customer’to open the Customer Setup window.

DATES :



Setting Up Jobs - continued

START - Date Construction begins SOLD - Date contract is signed

TO CLOSE - Date job expected to close CLOSED - Date Closing papers signed
Coordinate the Dates with the Status of the Job. For example, if you enter a CLOSED date, the STATUS should be
changed to CLOSED. Dates should be entered as six numerical digits. Example: For November 15, 2006, type
111506.

Sales Tax Rate to Buyer Enter a decimal number (ex:.10 for 10%) for the Sales Tax rate to be charged to the
customer. This Sales Tax Percent will then become available for use on the Job Budget screen.

Retention Percent -The Retention Percent is used to calculate the amount of retainage to withhold from the “Costs +
Markups” draw request billing sheets. Enter a percent here ONLY if you are required to withhold a retainage percent
from your billings. (Enter the amount as a decimal number; ex: .10 for 10%)

Sales Tax Alert in Payables? Select “Yes” to trigger Pop Up alerts when entering bills to pay. The alert will
suggest that user should check the sales taxes on the vendor’s bill.

Interim Lender , Phone #'s, Int Lndr Contact, Int Loan Number, and Lender Email - Enter the interim lender
name, phone, fax number, contact name, loan number, and email. This information is used on Draw Requests.

Title Company, Permanent Lender and Phone #'s ©Optional. The Title Company and Permanent Lender fields are
for information if you wish to use them.

Directions to Site-Optional. Type as much info as needed to give directions to the job site. These directions will
print on Purchase/Work Orders. Use the {TAB} key on your keyboard to exit this field.

NOTES - Optional. Enter as much additional information as you like in this field. Use the {TAB} key on your
keyboard to exit the field.

NOTE! |It's a good idea to use the Activities button (looks like a note pad) to keep track of notes about the job. See
Help documents about the Activities on the Activities window that will open.

Go to next page for information abaldgbs Specs Measurements



Job Specs Measurements

On the right side of the Job Setup window is an area for entering Job Specs and Measurements. Those
features are described on this page.

Job Specs Measurements # Bedrooms, # Baths Enter the number of bedrooms and baths. If you have

HEedrooms W athe 3 1/2 baths, enter 3.5.

30 2 Priority #, Measure, Quantity - Enter as many Measurement specification
| Add Measure Line | ~| lines as needed by using the button lab&tatl Measure Line”. The first
six lines will be used as “Priority Measures” meaning they will print at the
Del | VFrame=F - 5293 top of various budget and cost reports. Set up a “default” group of Priority
Ol liingSF 7 4268 Measures that will drop in for new jobs by using Erefault Priority Meas
Cel| Csieh SF - 3822 button. (screenshot below)
el Hovered SF - G011
EZ: :g:r';geii : 312: The measure quantities from this screen will be supplied to a job’s budget
Bel | %8lRont 7 - 0 when the same Measure Code is selected for cost lines on the job’s budget
Del | %2|Roof Slope_~ g worksheet. (Also, see Costs Codes Setup help document for explanation

about setting up pricing default measure codes to supply quantities from the
job setup window to a job’s budget.)

Many MEASURE codes have been supplied by the program, and will be

/ available in the drop down list for MEASURE. However, you may add other
MEASURE CODES by using the button labelbtbasure Codes’towards
the bottom of the window.

-

Vd 1
Meashre Codes Default Priority Meas |

Restore Priority Measures \l

To Déletea Measure Line, use If you somehow Delete ALL of the measure lines, please use the
the button labeled ‘Del’ inred  Putton labeledRestore Priority Measures' to return lines for the six
priority measures to the window. These are needed on job budget
reports, (and others).

to the left of a measure line.

If the button labeletDefault Priority Meas’ is used, the window below will open. Use the Priority numbers 1
to 6 to order the measures. Select corresponding measure codes. These will be used as the “default” six pric
measures that will drop in when a new job is set up. However, they CAN be overwritten for each job.

SELECT 6 DEFAULT PEIORITY MEASURES (for new jobs) X

These are defaults and will only drop in when adding a new job. |
Enter Priority Humbers from 1 to 6 onby. Do not duplicate the numbers,

Priority Humber | Measure Code
1 Frame 5F -
2 Living 5F -
3 Slah 5F -
4 Coverad 5F -
5 Forchl iF -
) araze SF -

Priarity Measurements will display on various Budget and Cost reports for ajob. The ones selected here will be the
default Priority Measures for setting up a neww job. Priority Measurements can be overwritten for each job.




Copy Job To A New Job

A job’s information can be copied to a new job by using the button laligbgy This Job to a New
Job’ at the top of the job setup window.

B Add or Edit Job / Job Setup
Find [try F4)-> IM_;i Add New Job ’ Delete? | Sales Price? | @|

Change Code | [+ &ctive [Show in Data Entry Lists) [ “What If or Job Template Only Activities / Notes |
JOEB CODE STR MUK STREET N.-'l'-.)}{[-:ur.]ul:u name) LOT | BLK SEC SUBDIMISION
IB1TIVISTAV 3811 Wista Wiew 3 3 Y |Peaceful Walley j+

& Copy Job Data to New Job Enter the new job code in tfgo (Enter New
Job Code)’field. (If program beeps when

Copy Job Data to New Job = you start to type, keep trying.) Then click the

[Copy Setup Data from Job-> | 38LIVISTAV | button labeledCopy and Create New Job!

[To (Enter New Job Code)-> [3210VISTAY -
Job Codes In Drop List should nok be Selected, For Review Cnly,

Most of the information from the previous job
will be copied to a new job. The new job will
_ _ then display on the Job Setup window.

iLopy and Create New Job. Change information for the new job as
needed.

Do Not Copy Job

Deleting a Job

See separate Help Document about deleting a job.



Print Lists of Jobs

@k | Jobs Lists ~ |BudgetsBids/Pos Change Crders = Job To prlnt Lists of JObS, use the Jobs

e —— . Management window link on the Navi-
Job Lists - Good For Excel E L
Jobs Msl S =00 xce@ gation/Home window. On the toolbar at

dobs Status Report the top of the window, click ‘Jobs Lists’.
el A =es LD VAT es e Gars Then click the selection labeled ‘Job
Lists - Good for Excel Export'.

To Editor Re

Information about the window shown below can be found in the
Help documents about Job Lists.

REFPORTS--> Sorted Lists = Grouped Lisks = Lists Based on Dates Selected * Go To Jobs Management

Basic Jobs Lists and Reports El El il il

Use the Toolbar at the top of the window to view CHS Job List Reparts,

View All | From To MOTE: Mast of the reparts avalable on the
JOBS TESTZ Rt | TYPE CLSTOM ~ loLsToM | Reser | [f0bar &t the top of this screen wil need to be
- et to Landscape orientation after they are
SUBDIVISION [Feaceful valle = JUNEMOWN  « | Reset | [JOB MAMNAGER |George Browr » JTamara King | Reset opened. Use the Page Setup button on the
CUSTOMER  [ELACKIOHM = |SMITHIIMEA + | Reset | [ACTIVE? o v [res T | Reset | [toolbar after the report is opened to do this,
FLOORPLAN [MOME + [Flan B v | Reser | [WHAT IF? [ves - Jro - | Recet
STATUS INVEMTORY = |S0LD v | Reset | [DATES 0s/01/93 04/26§18 Reset
Save As Excel
Spreadshest
[ To make changes to the job's setup record, Double Click on the Edit Field for a job in the list below. |
JobCode  [Edit]  Active [ Whatlt | Buryer [striwm]  strname | city  [st]  Fip [ Liv SF [Bedrooms[Bsths|  Status
| P |3811WISTAY | Edit O | small, George and Mar| 3811 ista Wiew AuEtin T 78704- 0 300 350 S0LD cus
| |Demodob Eciit | . o o 000 000 INYEMTORY Cus
H11RIVER Eclit O Brown, Jack and Jilt— 11 FIVER RLM City of the Hil T a 500 350 50LD cus
| |PLAN A Ediit O smith, Jim and Barbara 5800 | ista Wiew AuEtin T 78704- 0 300 350 S0LD cus
| |TEMPLATE1  |Edit . o Template - Plan 1 o 000 000 INYEMTORY Cus
| |TEET™ Edit O Black, John and Sus | 2900 Gibzon St Astin TH | 7E704- a 0.000 0.0 SoLD CUs
TEST2 Ediit | | , 1000 Test Joh 0 000 000 INYENTORY Ccus

Record: 14| < |] T b | ek of 7 1 »




