
‘Check Lists’ Of Materials/ Labor for Budgeting, Creating PO’s, and Customer Selections

‘Check Lists’ of Materials, Labor, and Products can be associated with a Cost Code and used for the
following purposes:

- Reminders for job budgeting
- Creating lists of materials and/or labor to include on Bid Requests
- Creating lists of materials and/or labor to include on Purchase/Work Orders
- Creating ‘Assemblies’ of materials and/or labor by using Group Headings
- Creating Selection Lists For Customers

“General” Check Lists can be set up and attached to Cost Codes so that they can be copied into the
Check List for a new job’s budget.

Entire Checks Lists OR Groups (assemblies) associated with a cost code can be copied from one job’s
budget to another job’s budget.

The following pages will explain the ‘Check Lists’ features.



Create “General” Check Lists Associated With Cost Codes
Set up “General” Check Lists of Materials/Labor/Selection items that can be copied into a
job’s budget by opening the ‘Cost Codes and Master Pricing Setup..” window.   Find
the Cost Code that will have a ‘general’ check list attached.  Use the ‘Select Task’ field
to select ‘Edit Cost Code’ OR, Double click on the Cost Code to open the ‘Add or Edit
Cost Codes for Job Costing’ window.  On the right side of the window that will open is
a place to create a ‘General Check List for Cost Code’.

On the window shown below, use the button labeled ‘Add New Check List
Line’ to add a new general check list item.

Group - Enter a new Group heading title, OR select one from the drop down list.
Groups can be used like assemblies when working on a job’s budget.  (See
following pages about this.)

Title  - Type in an appropriate title for the item.

Unit Price - Optional.  Enter a general Unit Price for the item that can be used
when working on a job’s budget.

Continue to next pages for info on working with Check Lists on a job’s budget
and creating Bid Requests, PO’s, or Selection Lists from Check Lists,



Opening a Check List on the Budget/Bids Worksheet
To open the window of Materials/Labor Check
Lists from the Budget/Bids worksheet for a job,
first find the appropriate Cost Code.  Then use
the ‘Select Task’ field to select ‘CHECK LIST
of Matls/Labor Items for Cost Code’.   OR,
Double click on the cost code number or title on
the budget/bids worksheet.

The window shown below is explained on the
following pages.OR

Double
Click!



Options for Adding Lines To a Check List
Option 1 - Use the button labeled ‘Add New Check List Line’ to add an empty check list line to fill in.

Option 2 - Copy an entire Check List from another job by selecting a job and then using the button labeled ‘Copy
Entire List From Selected Job - No Qtys’.   NOTE:  To copy the “General” check list for the Cost Code (as described
earlier in this document), use the generic “H” job.

Option 3 - Copy ‘Groups’ (or assemblies) of items from another job.
FIRST, select the appropriate job.

SECOND, Groups associated with the selected job and cost
code will be available to select from a drop down list.

Third, use one of the buttons labeled ‘Copy Group To This List
- No Qtys’ OR ‘Copy Group To This List-With Qtys ’.



Fields on the Check List Window

The fields on an item line on the Check List window are described below the screenshot.

Group - Type in a new group heading, OR select one from the drop down list that stores previously used headings.  Group headings can
be used to gather items for report, OR for using like assemblies to copy from other jobs, or from the general check list.  Group headings
can be useful to mark items with a vendor designation, if needed.

Title of Item  - Type in a descriptive title for the item.

Qty UOM  - Select a quantity Unit of Measure from the drop down list.  To set up new quantity unit of measure codes, return to
the Budget/Bids worksheet and use the button labeled ‘View or Apply Measures’.  IF a measure code is selected that has an
associated quantity from the job’s measurements, the associated quantity will drop into the Qty field.  The quantity amount can
be changed, if needed, for the item.

Qty - Type in the quantity amount.

Footage - This number is calculated for you if either of the ‘Use FT1’ or ‘Use FT2’  fields at the end of the line are checked.  See more
information about this calculation later in the section about ‘Footage Calculations’.



Fields on the Check List Window - continued

Price UOM - Type in or select a Price Unit of Measure.  NOTE!   IF ‘MBF’ (master board feet) is used, the program will drop the
number 1,000 into the‘Divide Price By’ field so the Total will be calculated based on the ‘unit price per thousand’.

Unit Price - Enter the Unit Price for the item.

Divide Price By:  - Most of the time, just leave the default of 1in this field.   However, if the Unit Price needs to be calculated on a
‘per thousand’, or ‘per something else’, type in the dividing number here.  As mentioned above, if the Price Unit of Measure is MBF,
the program will drop the number 1,000 into this field.

Total - This number is calculated by the program and cannot be changed.  It is calculated by multiplying the quantity times the unit
price divided by the amount in the ‘Divide Price By’ field.

Tax Rate - If a Sales Tax rate should be applied, enter it in this field.   Enter the percent as a decimal number.  Example, for 8.25%,
enter .0825.

Ttl With Tax  - This number is calculated by the program to display the Total including Sales Tax.

Footage Calculations:
Thick, Width, Length - If  quantities need to be determined based on footage, enter the appropriate numbers in these fields.
Use FT1, Use FT2 (check boxes) - Check one or the other of these based on which calculation you would like to use for
calculating ‘Footage’.  See the calculations below the check boxes.   After one of these is checked, the program will supply
the footage total to the ‘Footage’ field based on the quantity and thick, width, length measurements entered.

Item Memo - Use this field to type Notes about the Item.  Click the magnifying glass button to enlarge the Notes box.  Item Memos will
print on List of Item reports, Bid Requests, Buyer Selection reports, and Purchase/Work Orders (as of  Sep 2007 version).

PO/WO - IF the item has been used to create a Purchase/Work order, the associated PO/WO line number will display in this field.  Creating
PO/WO’s from check list items is discussed later in this document.

CHECK BOXES:
Budget  (check box) - Click to place a check mark in this box if the item is included, or should be included, in your budgeted amount for the
cost code on the job budget.   The total of all items checked as ‘Budgeted’ will display towards the bottom of the window.  To send the total
of the checked ‘Budgeted’ items to the job budget, use the button labeled ‘Send Checked Budget Lines Total To Budget’.

Create PO/WO  (check box) - Click to place a check mark in this box in order to include the item on a Purchase/Work Order that can be



created by using the button towards the bottom of the window labeled ‘Create PO/WO From Lines Checked to Create PO’.

Bid Request  (check box) - Click to place a check mark in this box if the item should appear on a Bid Request list.  (See more info about Bid
Requests later in this document.)

Buyer To Select  (check box) - Click to place a check mark in this box if the item should appear on a report of selections for the buyer.  (See
more info about selection reports later in this document.)

Buyer Selected  (check box) - Click to place a check mark in this box if the buyer has selected the item.  (See more info about selection reports
later in this document.)

Select Task  - Use this field to select a task from the drop down list.  Those tasks are described below:

Fields on the Check List Window - continued

Copy to General Check List  - To add the line item to the ‘General’ check list stored for the cost code and that can be copied into
other job budgets, select this task.

Delete Line From This Check List  - Select this task to pop a window to verify and delete the line.  NOTE:  The red X button below
the Select Task field can also be used to delete the line.

Memo:  Budget Memo For Cost Code  - Select this task to pop open the window for writing memos about the budgeted cost for the
cost code.  These memos will print on various Budget reports, Variance Reports, AND can be displayed when posting bills to pay.

Memo:  General Purpose Memo About Cost Code  - Select this task to pop open the window for storing general notes about the cost
code.

View/Edit General Check List  - Select this task to review or edit the ‘General Check List’ associated with the cost code.



Check List Reports (buttons on the window)



Buyer Selection Reports (buttons on the window)

These CAN be emailed to buyer!



Bid Request Reports (buttons on the window)

Bid Request CAN be
emailed to Supplier!



Creating Purchase/Work Orders From Check List Items
Purchase/Work Orders can be created from a Materials/Labor Check list for a Cost Code on the Job’s budget.  After adding items to the check
list. place check marks to select lines to ‘Create PO/WO’ OR use the button towards the top left of the window to ‘Check All None PO’s To Create
PO’s’ to place check marks in a batch.   Then use the button labeled ‘Create PO/WO From Lines Checked to Create PO/WO”.  The windows
that will open to create a PO/WO are described in the Help document about Purchase Orders.  See next page for an example of a printed PO/WO
that has a check list included.



Example of a Purchase Order Printout With Check List Items Attached



To print a Budget Report that includes the detail for
Budgeted Check Lists of Materials and Labor, use
the ‘Print Budgets’ button on the toolbar at the top
of the Budget/Bids Worksheet.  Then select ‘Budget
Report Selections’.  Select Report # 13 and then
click the ‘Display Report’ button.

Print a Job Budget Report That Includes Materials and Labor Check List for Budgeted Items


