
Open the Job Budget/Bids Worksheet
Opening a Job Budget - Follow the steps below to open the Job Budget/Bids Worksheet.

On the Navigation/Home window click “Job Budgets/Bids/Costs (JB)” under the
‘Task Menus’.  OR, just type JB into the Index field on the Navigation window.

On the window shown below, select the job.  Then click ‘01-Job Budget/Bids Worksheet’,
OR select 01 from the drop down list of selections.

If the program does not find a job budget for the job selected, a window to activate a new job
budget will open (see Help document about activating a job budget).   If the budget has
already been activated, the Job Budget/Bids worksheet will open.

Go to next page for a screenshot of the Job Budget/Bids
Worksheet.



Job Budget/Bids Worksheet Screenshot

A screenshot of the Job Budget/Bids Worksheet is shown below.
The rest of this Help document has information about this worksheet.



Toolbar on the Job Budget/Bids Worksheet
See Brief Toolbar Descriptions below.For Quick Selection of a button on a toolbar, try holding down the Alt key on your keyboard and

pressing the underlined letter shown on the button.  If there is a drop down of selections associated
with the button, just press the underlined letter for your selection on your keyboard.

A-Z Sort - Sort records shown on the window in ascending order (A to Z, 1 to whatever, etc.).  First
decide which column should be used for the sort.  Then click on anything in that column.  Then use
the sort button on the toolbar.

Z-A Sort  - Sort records shown on the window in descending order (Z to A, whatever to 1, etc.).  First
decide which column should be used for the sort.  Then click on anything in that column.  Then use
the sort button on the toolbar.

Binoculars (Find) - Use binoculars to find data within a column.  First click in the column you want
to search.   Then click the binoculars.  Type in what you are searching for.  Then click the ‘Find Next’
button.  If a match was found, it will be highlighted on the list of records.  Click the Cancel button
when you are finished searching.

Example:  Click on any cost code title on any budget line.  Then click the binoculars on the toolbar.
To find lines that have the word *fireplace* in the title, use asterisks on either side of the word.

Hint:  It can help to uncheck the ‘Search Fields as Formatted’ box first.

Continue to next page for more toolbar information.



Toolbar on the Job/Budget Worksheet - continued

Filtering Records

Filter ->Filter By Selection - Use this button to filter and display only records with the same
data that is in the field where the cursor is on the screen.  The number of filtered records will be
displayed on the bottom left of the screen with the word “Filtered” in parenthesis.  To remove
the filter and display all records, click the “Remove Filter/Sort” toggle button on the Toolbar.

Records->Filter Excluding Selection - Use this button to filter and display only records that
do NOT have same data that is in the field where the cursor is on the screen.  The number of
filtered records will be displayed on the bottom left of the screen with the word “Filtered” in
parenthesis.  To remove the filter and display all records, click the “Remove Filter/Sort” toggle
button on the Toolbar.

EXAMPLE:  Step 1 - To display only the budget lines that are based on Living SF, find a line that has ‘Living SF’ as the Measure.
Click on ‘Living SF’..

Step 2 - Click Filter Records, Then Filter by Selection
After clicking ‘Filter By Selection’, only the budget lines that have ‘Living SF’ as the measure are
displayed.  Notice bottom of window shows that there are 5 “filtered” records.  To return all budget
lines to the window, use the ‘Remove Filter/Sort’ button.
This feature can be used on any data in any column.  For example, you could click on the word
DIRECT in the Direct/Indirect column, and use Filter By Selection to only display Direct costs.
OR, use Filter Excluding Selection to display all lines that are NOT Direct costs.



Toolbar on the Job/Budget Worksheet - continued

Math Tools
Calculator - Pops up the Microsoft Windows calculator.  It can be handy to use the ‘Scientific’ view when the calculator
pops up.

Loan Payment Calc - A screen will pop up to enter a loan amount, interest rate, and number of months in order to calcu-
late a resulting monthly loan payment amount.

Multiply Math Tool, Add Multiply Divide  - These are math tools that might be handy to calculate some quantities for the
budget.  (A good example would be figuring out how much tile to budget for!)  Check ‘em out!

Lock/Unlock Budget

When you are finished
with the job budget (OR
if you want to protect it
from accidental
changes), use the button
on the toolbar to ‘Lock/
Unlock’ budget.

Other buttons on the toolbar open windows that are explained in the Help
documents on those windows.



Command Buttons on the Job Budget/Bids Worksheet
*Send Data To Excel, Word,
etc. (explained below)

Pop Up Calculator Tutorial
Movie Info

Help Documents

To move quickly to the Find fields, try holding
down the Alt key on your keyboard and pressing
the underlined letter shown on these buttons.

*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).

These buttons are explained on following pages.

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.

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.



Command Buttons on the Job Budget/Bids Worksheet - continued

MARKUP %  - Enter the percent as a decimal number less than 1.  Use
the button labeled ‘Yes, Change the Markup Percent on All Bud-
geted Costs for this Job’ to supply that percent to all budgeted cost
lines.  The Markup %’s  for each cost line can be overwritten if some
lines should have a different markup percent.

The Markup %’s associated with a budgeted cost code line will be
attached to any Actual Costs posted on other windows.   The percent
can be overwritten at the time of data entry.  If Actual Costs have
already been posted for the job, use the button labeled Markup Costs
on the Budget Worksheet to supply the associated Cost Code’s Markup
% to posted costs.

On the Budget Worksheet, notice that there is a column for the ‘Markup %’.  IF you plan to use the Costs Plus
Draw features in the program, you will need to use Markup Percents so the program can calculate the ‘marked
up’ actual job cost amounts on Draw worksheets. You can markup %’s line by line, OR you can use the button
labeled ‘Markup Budget’ to pop up a window to markup all the costs in the budget by a certain percent.

Markup Budget

Markup Costs
If actual job costs were paid or posted for the job BEFORE attaching markup percents to budget lines,
you might want to use the ‘Markup Costs’ button to attach markup percents to those actual costs.
That’s because the program attaches markups percents to actual costs at the time of data entry (based on
the budgeted markups).  Therefore, those attached markup percents might need to be updated if the
budgeted markup percents are changed after actual costs are posted.



Command Buttons on the Job Budget/Bids Worksheet - continued

Apply Buyer Sales Tax Buyer Tax % - If your state requires that Sales Tax is charged to the Buyer, you might have entered a
Sales Tax rate in the Buyer Sales Tax field when the job was set up (see Job Setup help document).  If

you did, the Buyer Sales Tax rate will drop into every line on a
new budget automatically.  If the rate was not entered when the
job was setup, you can use the button labeled ‘Apply Buyer
Sales Tax’ on the budget worksheet to enter the rate and change
the Sales Tax percent on all budget lines.  The Buyer Sales Tax
Rate can be overwritten line by line, if needed.

Cost Codes - Add/Remove (From Budget) Go To Cost Codes Master Setup - Opens the Cost Codes And Master Pricing
window to add or edit Cost Codes.  See Help documents on that window.  After a
new Cost Code is created, it will NOT automatically be added to an activated bud-
get. This is to protect budgets from changing without your knowledge.  To include a
new Cost Code in a job budget, it is necessary to use the button labeled ‘Select Cost
Codes to RESTORE to Budget’ (described below).

Select ZERO Budget Lines to REMOVE from Budget - To make a job budget
less cluttered, you can use this button to pop up a window to remove budget lines
that have a zero total.   See instructions on the window.

Select Cost Codes to RESTORE to Budget - Pops up a window that lists all Cost
Codes that are NOT currently included in the budget.  You can select to include ALL
cost codes on the budget, or select a range of cost codes to include, OR, you can
check mark them one at a time to be included in the budget.  They will be automati-
cally included when you use the check marks.



Command Buttons on the Job Budget/Bids Worksheet - continued

View or Apply Measures View or Apply Job Measures - Use this button to pop up a window that displays all Measurement Quanti-
ties that were set up for the job on the Job Setup Screen.  In the pop up window, you can use a button to
change lines on the budget with matching Measure Codes to the matching measure Quantities for the job.

Many MEASURE codes have been supplied by the
program, and will be available in the drop down
selection list for MEASURE CODE.  However, you
may add other MEASURE CODES to the selection
list by using the button labeled ‘Add/Edit Measure
Codes’.

Open Job Setup Window
If you realize that changes need to be made on the Job setup window, OR just need to review the job
setup, use the ‘Open Job Setup Window’ button to open the job setup window for the job.



Command Buttons on the Job Budget/Bids Worksheet - continued

Delete Budget
To Delete the entire Budget for the job, use the ‘Delete Budget’ button.  A self-explanatory window
will pop up to verify that you do want to delete the budget.  A note about deleting the budget and
who deleted it will be sent to the Audit table.



Command Buttons on the Job Budget/Bids Worksheet - continued

Go to Estimated Costs at Completion
This button will open the valuable information tool known as  ‘Estimated
Costs at Completion’ worksheet.  That worksheet is explained in the Help
documents available on that window.

View Direct / Indirect Subtotals (bottom right of budget worksheet)
This button pops up a quick view of Direct and Indirect subtotals.  This is based on the Direct or Indirect classifica-
tion connected to the Cost Code on the Cost Code Master setup window.   Direct Costs are often referred to as “hard”
costs and include materials and labor type of costs.   Indirect Costs are often referred to as “soft” costs and include
commissions, taxes, closing costs, overhead, etc.

Click the Dollar Sign button to the right of a Main Heading on the
budget to pop up a window that displays the Budgeted and Marked Up
totals for Cost Codes within the related Main Cost Category.

View Total Budgeted Costs For One Main Heading



Select Tasks Related to a Line on the Job Budget/Bids Worksheet
To the left of the lines on the Job Budget/Bids Worksheet is a field to Select a Task related to the line on the budget.
You can click in the field and use the drop down button to select from a list of tasks.  OR, you can click in the field and
use the F4 key on your keyboard to view the list of tasks.

Almost all of the tasks will open another window
to perform the task.  Help documents can be found
on those windows.  A brief explanation of the tasks
is below and on following pages.

Actual Costs Review For This Cost Code - The window that opens to display actual job costs for a cost code
is found on several windows that use cost codes for  job cost data entry.  Features of this window are explained
on the Help document for the window.



Select Tasks Related to a Line on the Job Budget/Bids Worksheet - continued

Bids For This Cost Code - The window to post bids from Vendors for the budget line will open.
Help documents are available on that window.

Budget COs POs and Costs Info
Report -   This will open a report
that displays a summary of all
Budget, Change Order, Purchase
Orders, and Actual Costs related to
the Cost Code on the budget line.
A screenshot of that report is shown
to the right.  This report can be
found on several windows in the
program that use Cost Codes
during data entry.



Select Tasks Related to a Line on the Job Budget/Bids Worksheet - continued

Change Orders (this job and cost code) - This will open a window that displays all
Approved and Unapproved Change Orders for the budgeted cost code.  Change
Orders are described in a separate Help document.

To view or edit a Change Order, use the ‘Edit’ button to the left of a change order line.



Select Tasks Related to a Line on the Job Budget/Bids Worksheet - continued

Delete Line From Budget - A message will pop up about how to delete a line from
the budget.

Purchase/Work Orders for this Cost Code - This task will open a window that displays all Purchase/Work
Orders for the Job and Cost Code.  IF there are no Purchase/Work Orders for the Cost Code, a window will
open to create one.   The first time a PO/WO is created for a cost code, the program will drop the ‘Budgeted
Total’ from the budget into the PO/WO.  The PO/WO amount can be overwritten with a different amount, if
needed.  (See Help documents about Purchase/Work Orders.)

NOTE:  Towards the top of the Budget/Bids worksheet, there is a field that will display the total amount of
all Purchase/Work orders posted for the cost code on the current budget line.  Notice that the total amount
changes when you click on different budget lines. That way you can see at a glance whether PO/WO’s have
been posted for that Cost Code.  If you double click on the PO/WOs total amount, the Purchase/Work Orders
window will open to display the PO/WO’s that make up the total.

CHECK LIST of Matls/Labor Items for Cost Code - This will open a window
to enter a check list of Materials/Labor related to the Cost Code.  The check list can
be used as reminders for budgeting, selecting items to include on the budget and/or
Purchase Orders, AND to create a list of items for a Home Buyer to select from.
See Help documents on that window.

General Purpose Notes for Cost Codes - Click this to pop up a window to see any “general purpose” notes you
have written related to the cost code.  These notes should be generic notes about the Cost Code and should NOT be
related to the particular job’s budget.

Memo Notes About Budget Line - Click this to pop up a window to write notes that relate to the Budget for the
cost code.  These notes will print on various Job Budget reports and Job Cost Variance reports.  These notes are also
available to a person entering Vendor bills to pay.



Data Entry on Job Budget/Bids Worksheet (preparing the budget)
This is a screenshot of the ‘data entry’ area of the Budget/Bids worksheet.  See information
below the screenshot about the fields in the ‘data entry’ area.

Main and Sub Cost Codes and Titles - The information in these two fields is supplied when the budget for the job is opened.
You may not edit or delete these on this window.  If you need to add a new Cost Code, or edit Cost Codes (or default pricing),
use the button labeled “Cost Codes-Add/Remove” towards the top of the window.

Meas - This is an important field.  If you click the drop down button in this field, there will be an alphabetical listing of Mea-
surement Codes that you can select from.  Some of the Measures will trigger events and others are just for information purposes.
You can set up additional Measure Codes by clicking the button labeled ‘View or Apply Measures’ towards the top of the
window.  The Measures that will trigger events are explained below:

1 - Meas:  Allowance - Select this measure if you want the budgeted cost item to be included as an Allowance on an Allowances
agreement with the customer.  You can use the Memo field at the end of the line to pop up a window to type in descriptive
information for the Allowances Report. (See more information in the Help document about Allowances.)  NOTE:  You will not
be able to select ‘Allowance’ as the measure IF the program finds that any Change Orders have been issued for the Cost Code.
In that case, if you might need to add an Allowance line to the budget that is for the same cost code found in Change Orders.
This is because Allowance costs are tracked separately from Change Order Costs.  NOTE!  If the Allowance Worksheet is
opened from the toolbar, you CAN enter a markup to apply to Allowance Overages that will calculate on the Contract Balance
report found on the Estimated Costs at Completion worksheet, (so it may not be necessary to issue Change Orders for Allowance
Overages).

2 - Meas:  Job Measurements - When you select one of the Measurements that were set up for the job, the Qty field will be
filled in with the associated measurement quantity.  The drop down list will display any quantities associated with measure



codes for the job.  Additional measure quantities can be set up for the job by clicking the button labeled ‘View or Apply
Measures’ towards the top of the window.  That button pops up a window that also allows you to update all matching
measurements on the budget to matching measurement quantities set up for the job.

Qty, Qty%, Unit Price, and Budget Total - The Total for the budgeted cost line is calculated by multiplying the Quantity
by the Qty % (percent), and then multiplying by the Price (Unit Price).  The Qty % field is supplied to assist with splitting
costs between related Cost Codes.  For example, if you use Living SF to determine the Plumbing Budget, you can spread it
into thirds (33%, 33%, and 34%) to Rough, Topout, and Final.  (See example on screenshot.)

The Qty, Qty%, and Unit Price fields are all required fields.  They cannot be left empty.  If you will not be budgeting for
the Cost Code, place a zero in the Qty and Unit Price fields.  It’s okay to leave 100% (or a 1) in the Qty % field.

Markup%, Marked Up Total - The Markup % (percent) entered here will be used to calculate “marked up amounts” on
“Costs Plus Markups” billing draw requests  (See Help documents about Cost Plus Draw Requests.).   This Markup % field
is also used to simply calculate a marked up budgeted total.  There are Budget reports that will display the Marked Up
Totals only.  Several builders use those reports as their proposals for customers.

Buyer Tax%, Ttl With Tax - If your state requires you to charge sales tax to customers, enter the sales tax rate in the
Buyer Tax % field.  The ‘Ttl With Tax’ is a calculated
field based on the ‘Marked Up Total’ plus the sales tax.

Memo  - Click in the Memo field to pop up a window
to type as much memo information as you like about
the budgeted item.   Memos are included on some
Budget Reports AND on the ‘Variance Cost Approval’
report that is often used to approve Vendor bills to pay.
Memos will also print the customer’s Allowance
Agreement.

NOTE!  If you would like the Memo to appear on the
reports for budgeted costs only EVEN IF the budgeted
cost is Zero, place a check mark in the field to allow
that on the pop up Memo window.

HINT:  If you would like the memo to appear on the
Variance Cost Approval report, but there is no budget
amount for the item, try budgeting a very small amount
like .002.

Data Entry on Job Budget/Bids Worksheet (preparing the budget) - continued



Data Entry on Job Budget/Bids Worksheet (preparing the budget) - continued

Phase Level  - The Phase Level is supplied for information purposes on the Budget/Bids Worksheet.
Phase Levels are attached to Cost Codes on the Cost Codes setup window.   Therefore, this field is locked
on the Budget/Bids worksheet.   To edit the Phase Levels attached to cost codes, use the button towards
the top of the worksheet labeled ‘Cost Codes-Add/Remove’.

Note:  There is a report titled  “Budgeted Phase Totals” that will gather and total budgeted amounts for
each phase.  That report can be found on the window for selecting a job (previous window to the job
budget).

Direct or Indirect  - The Direct or Indirect field is supplied for information purposes on the Budget/Bids
Worksheet.  Direct/Indirect classifications are attached to Cost Codes on the Cost Codes setup window.
Therefore, this field is locked on the Budget/Bids worksheet.   To edit the Direct/Indirect classification for
a cost code, use the button towards the top of the worksheet labeled ‘Cost Codes-Add/Remove’.



Contract Price, Profit %, Totals,  and Fields at the Bottom of the Job Budget/Bids Worksheet

CONTRACT PRICE (SALES PRICE)  - Enter the Contract Sales Price here (when you are ready).  The Contract
Price entered here will display on various reports and windows as the ‘Original Contract (or Sales) Price’.

NOTE:  The check boxes to the right of the Contract Price field can be used to supply the Contract Price.  Those
checks boxes are self explanatory.

Budgeted Costs - The Budgeted Costs are calculated by the program based on information you enter on this Budget/
Bids Worksheet.   Notice that the total Budgeted Costs change every time you change an amount on the budget.

PROFIT  - The Profit percent is calculated by the program.  The Profit percent is based on the Contract Price.  It is
calculated by taking the Contract Price less the total Costs and dividing the result by the Contract Price.

NOTE:  The Profit Percent will be lower than the Markup Percents used for budget lines  (IF the Contract Price is
equal to or higher than the Marked Up budgeted total).  Markup Percents are percents used to MARK UP costs, and a
Marked Up total is based on the budgeted cost times the markup percent.   A Profit Percent is calculated based on the
Contract Price Less Budgeted Costs as described above and IS a different animal than a Markup Percent.

Buyer Sales Tax % - If a Buyer Sales Tax Rate was set up on the Job Setup Screen, it will be supplied to this field.  If
you enter a different Sales Tax %, it will change on the Job Setup window.   Use this field for the program to calculate
the Sales Tax on the Contract Price.  If you are not using the ‘Marked Up Total’ for the Contract Price, the ‘Tax on
Contract $’ will probably be different than the ‘Buyer Sales Tax Applied to Marked Up Budget’ also shown on the
Budget/Bids Worksheet.

Builder Fee - IF your Contract Price will be based on Total Budgeted Costs PLUS a Builder Fee (and not on marked
up costs), enter the Builder Fee into this field.  This field is OPTIONAL.   There is a ‘Cost Plus Builder Fee’ Draw
Request feature in the program that will use this Builder’s Fee to prepare draw requests.  (See Help Documents about
Cost Plus Builder Fee draws.)

The bottom of the Budget/Bids Worksheet displays columns totals.  There are also fields to assist with determining
the Contract Price for the job.  Some of the fields are described below.


