‘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 copieq Management Windows

job’s budget by opening th€bst Codes and Master Pricing Setug’ window. Find
the Cost Code that will have a ‘general’ check list attached. Usedleet Task'field
to selectEdit Cost Code OR, Double click on the Cost Code to open thed or Edit
Cost Codes for Job Costingvindow. On the right side of the window that will open
a place to create &eneral Check List for Cost Codé

Cost Codes and Master Pricing Set

FERMITZ AMD FEEZ-1000

Find M ain Heading-»

Find Sub Code Mum->  [|1010 - Building Permits
Find Sub Code Mame-: Bruilding Permitz - 1010
Main ADD/EDIT MAIN HEAI
and Sub
Selact Task Cost Codes Add New Sub Coe
J 1000 PERMITS AMND FEES
elect Task j 1010 Building Permits
Delete Cost Code ents
Dacuments -
Edit Cosk Code

PO Default Text For Cost Code

Add or Edit Cost Codes for Job Costing

ACCOUNTING Management Window (AC)
Chart of Accounts, Financials, Trial Balance, Transactions, Journal

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

On the window shown below, use the button labedeld 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

BB

and creating Bid Requests, PO'’s, or Selection Lists from Check Lists,

General Check List for This Cost Code

1m

Ootions-Laot Purchaze

100 -LOT COSTS & LaMD DEVELOPMENT

Find-= [1010 - Create a generic Checl List of materials, labor, etc. to help you
add snother Mew Cost Code  (AlE+M) | remember to include them when working on a job's budget, This
Cost Code 1010] Change Code  Direct! IndirectDirect - iChedck List list wil be avaiable on the Budget,/Bids Warksheet and
) — : __ can be changed for each job, if needed, (and copied from 1 job to
Cost Code Title Building Permits =-Limit:30 char. anothier). On a job's Budget,/Bids Workshest, double dick a Cost
Wain Heading Code 1000 - PERMITS AMD FEES [+ Code to open the Check List. More detal can be added there to
linclude selected iterns on Purchase Orders, Proposals, Bid Requests,
Cost Type OTHER -1+] Buyer Selections, and Allowance Agreerments.
Select Phasze Level Taxableto | Default Measure Detault Default Default Unit Detault . ) -
Biuyer? Guuantity | Guartity % Price Markup % Add New Check List Line
0 - Pre Construction + [w ;I + 1 100% F0.000 0.00%% Group Title it Price
Cost Code Motes (can view when posting job budget or vendor bills) PERMITS  JCity Permi $200.00 “5‘;32‘!‘?
kesking saving the general purpose notes PERMITS « |5 eptic Parmit T1R0.00 | futomatic
Dilete !
PERMITS « Tap Fees $1.000.00 | Avtomatic
Delete!l
i — i PERMITS » [ Trawiz County Permit $1.900.00 | Avtomatic
(Double Click a cost code below to edit a different cost code, ) Delatall

E




Opening a Check List on the Budget/Bids Worksheet

Job Budget /Bids Worksheet
Find HEADIMG |PERMITE AND FEE=-1000
Find Cost Code J1010 - Building Permits
Find M arme-> Building Permitz - 1010

Double click on Cozt Code to open tatls/Labor chee

Go to Estimated
Costs at Completi

Interest on Lot
PERMITS AHD FEES

Building PermitzOR
Double
Click!

Select Tazk M ain
| (TreF4 Kewl  and Sub
Select Task = |16

- |1000
=elect Task j 1010
Actual Costs Reviewe For Thiz Cost Code
“|Bidz for This Cost Code
—Budget COs POz and Costs Info Report
Change Qrders (this job and cost code)
CHECHK LIST of MatlzLakar tems for Cost Code

Materials / Labor Check
HIIRIVER-11 RIVER RUN-Brown

bl

Add New Check List Line ‘

Check Mark. All 4z Budgeted

|
Check All Mone POz to Create POs ‘
|

Check &ll To Include on Bid Bequests

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 Taskfield to select CHECK LIST

of Matls/Labor Items for Cost Codée. 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.

ist (Calculate Budget, Create PO/WO's, Request Bids, or Prepare Selections)

1010 - Building Permits

Select GROUP to copy from selected job.

Select JOB to copy or bo view check lish

- Mione -

Frint Thiz List

Buyer Selechon List-
Est. Costs and Markup

Wiew Selected Job's Check List | Copy Group Ta This List-Ho Qtys ‘

Print &l Eor Job

Buyer Selection List -
Marked Up Only

Copy Entire Ligt From Selected Job-Mo Otys | Copy Group To This List-with Qiys ‘

Wiew /Edit General Check List for Cost Code |

Prepare Bid Requests

Add/Edit YEMDORS

Record: 4 1 kM of 2

“Price Divide

*Group [see note) Title of Item Gty UOM [ty Footage UIOM  Unit Price  Price By Tatal TaxFate THWith Tax I
) | Budget we [Sotect ~ PERMITS - |City of Austin Permit Total  « 1.00 000Ea - $2.000.00 1.000 $2,000.00 0.00% $2,000.00 [T
[ Create PO A0 Tazk a
[ Bid Request Itern Mermno--= Testing typing 3 memas POy [Mone [
Buper To Select p Cortinue testing i
[ Buver Selected Set PO o Mone? | Double Click PO number to open PO, L
| Budget KK =elect -~ |PERMITS - [Travis County Permit Total - 1.00) 000Ea - | $2.300.00 1.00)  %$2,300.00 0.00%| $2,300.00 |7
[ Create PO A0 Tazk n
[ Bid Request Ttern Memo--= POy [Mone [
Buyer To Select 0 L
[ Buyer Selected Set PO to None? | Double Click PO number to open PO, L

*Price UOM Hint: Type MEF to All Lines Totals $4.300.00 $4.300.00

divide price by 1,000 for Total calc.
Send Checked Budget Lines Total To Budget--> ‘ Checked Budget Totals $4.300.00 $4.300.00
Open Budget Memo
i get ¥ | Create PO/0 From Lines Checked to Create PO/wW0-» ‘ Create PO/WO Totals $0.00 $0.00

L

*hew Group Headings can be byped into the 'Group’ field on an Item line. Group Headings can be handy ko use as 'Assemblies’ For adding groups of items, or to identify suppliers,

W




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.

Materials / Labor Check List
HIN’ER—H RIVER RUN-Br

A )
I Add New Check List Line I

Check Mark &l 45 Budgeted |

Check All Hone PO= to Create PO |

Check All To Include on Bid Bequests |

Option 2 - Copy an entire Check List from another job by selecting a job and then using the buttonCaipgied °
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.

Select GROUP to copy from selected job.

Add New Check List Line

H - Mone -

Check Mark All &5 Budgeted Yiew Selected Jpf's Check List Copy Graup Ta This List-Ma Glbgs

Yiew fEdit General Check List for Cost Code

Check &I Hone POz to Create POz | Copy Entire List From Selected Job-Mo Qtys Copy Group To Thiz Listhwith Dby
Check All To Include on Bid Bequests |

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

SECOND, Groups associated with the selected job and c®sird, use one of the buttons label@bpy Group To This List

ode will be available to select from a drop down #st. - No Qtys OR ‘Copy Group To This List-With Qtys’.

Select GROUP to copy fram selected job.
IPPLIANCE-COORTOPS

Add New Check List Line

. , . GROUP HEADING [Job Code
Check Mark Al Az Budgeted | View Selected Job's Check List AFFLANCE-RANGE ELOWER
L APPLANCE-RAMNSGE HOOD
Check 20l Hone POs ko Create POs | Copy Entire List From Selected Job-MHo Qtys APPLIANCE-COGETOPS
. . . . APPLIAMCE-DISHWASHER.
Check &ll To Include on Bid Bequests | View /Edit General Check List for Cost Code APPLIANCE-DISPOSER

APPLIAMNCE-MICROWANE TRIM
*“Group [see note] Title of ltem APPLIANCE-MICROWAYES

[ APPLIAMCE-OYEMS

APPLIAMCE-REFRIGERATOR

APPLIAMCE-TRASH COMPACTOR,

ITIITITITITI@ENT T




Fields on the Check List Window

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

Materials / Labor Check List (Calculate Budget, Create PO/WO's, Request Bids, or Prepare Selections) ] R X
HI11RIVER-11 RTVER RUN-Brown 3110 - Materials-Floors/Walls
. . Select JOB to copy or to wview check list. Select GROUP to copy from selected job. . . Buyer Selection List-
Add New Check List Line m 1 Ihore = Pririt This List Bk Conlts evud) Wethus
Check Mark &l 4s Budgeted | View Selected Jobis Check List | Copy Group To This Listo Bys | _ Buper Selection List -
Frint 21l For Job Marked Lip Orly
Check &l None POs ta Create POz | LCopy Entire List From Selected Job-MNo Qtys | Copy Group To This List-wfith Qs | —
Check &)l To Include on Bid Bequests | View /Edit General Check List for Cost Code | Prepare Bid Requests | Add/Edit YENDDRS
*Price Divide il _
*Group [see note] Title of lkem Oy UOM Oty Footage UOM  Unit Price Price By Tatal Tax Rate Tt'ith Tax Footage Caloulations
(] Budget W ’@m ASPF Western Zxdx! 04-5/8 Stud FJ |Fo 4 262.00] 1 572.00MBF 4 $504.90 ‘ 1,nnu.un| $793.70 | 000k $793.70 [Thick W UseFT1 [~ UseFTZ2
[ ] Create POAWD LEE 545 5-Dry Witk FNGI | Fc Footage (1 and 2)
EidR t Ttermn Mermo--= Thiz iz @ test of the mema box. MOME
BILJ}'EIB'IFIS%Select {0 [Tyee infe about the flam here. PO Length | 9.00 FTL:TceTl | 6.00
(1 Buyer Selected Set PO to Mone? | Double Click PO number to apen PO, LTI: Li12 0.75  [FTZ:Txwixl F2.00
Budget ¥ Select = |aTOLK - Lumber = |11 Fine el G #2 It Ak Grd Pe - 000 B35 - ) ‘ 100000 §3?.34 o0z §3?.34 Thick. 2,00 (v UzeFT1 Use FTZ
L] Create POAWD Task Borate Treatment width PN 1 Fc Fonkage (1 and 2)
BidRequest  Item Memo-—» PO WD [MONE Length 16.00 [FTL:TwxTl | 10.67
Buyer To Select 0
[ Buyer Selected Set PO ta Mane? |Double Click PC number to apen PO LTI: Li12 1,33 [FT2:Txwixl 125.00
*Price UOM Hint: Type MBF to All Lines Totals $831.04 $831.04
divide price by 1,000 for Total calc.
Send Checked Budget Lines Total To Budget--> | Checked Budget Totals $0.00 $0.00
Open Budget Memo
L get | Create PO/0 From Lines Checked to Create POSY0-> | Create PO/WO Totals $0.00 $0.00

*#New Group Headings can be kyped into the 'Group’ figld on an Ttem line. Group Headings can be handy to use as 'Assemblies' for adding groups of items, or ko identify suppliers,
cord: M| 4 [T 1 » [ m]rk|of 2 1| | >
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 chegkhisad®gs.
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 thieé FTI 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 Md&syre is
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 FTZcheck 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 ttasrigld. Cre
PO/WOQO's from check listitems 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 budgetddraireunt
cost code on the job budget. The total of all items checked as ‘Budgeted’ will display towards the bottom of the wssttalth&dotal

of the checked ‘Budgeted’ items to the job budget, use the button laBeletiChecked Budget Lines Total To Budgét

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



Fields on the Check List Window - continued
created by using the button towards the bottom of the window laleaté 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 moreBido about
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 theduyer. (Se
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 seféxtion rep
later in this document.)

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

+ |bTOCEK - Lumber » |SPF Wizstern Zuduxd e
=45 S-Dry

Copy to General Check List

Delete Ling From This Check List

Memo: Budget dMemo For Cost Code

Memo: General Purpose Memo About Cost Code
Wiemy Edit General Check List

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)
3811VISTAV-3811 Vista View-Smith

Buyer Selection Li — 5505 - Total App"EII"ICE PHCKHQE

Print Thiz |:|St I = Tl T Price BudgEtEd Buyer
Oty QbyUCM Focbage UOM TOTAL  Tax®%  TotalW( Tax | PO Selecte

. B Selection Li
Print &1l Eor Jak * “Waked Up Onlj APPLIANCE-COOKTOPS

Canktop 1.00|Ea 0.00 $560.00 | 7.25% groves O O
. . Porcelain Cookiy
Prepare Bid Requests \&:I EdHVENDD| [P Cookp 1 .00|Ea 0.00 $E97 00 | TI5% fravss O O
Tokals $1,357.00 §1 4555
Checked Eudget Totals F0.00 F0.00
APPLIANCE -MICROWANVES
hfizrow ave Oven 1.00|E= 0.00 $199.00 | 725% 7343 OO O
hficrow awve Trim Kit 1.00(Ea 0.0o F59.00 | 7.25% $as4s 1O O
Tokals £255 00 §306.85
Zhecked Eudget Tokals F0.00 F0.00
Materials/ Labor Reminder Check Lists - All For Job
3811VISTAV-3811 Vista View-Smith [ [ #1g7900 [ 755 szazzas [OI OO
Price Budgets:l Buyer $1 ,E?EDD $2I1 2245
Oty CtyUOM Footage UOM TOTAL Tax%  Totalwy Tax | po Seleckes $0.00 $0.00
1010 - Building Permits
$3,624.00 $3,886.74
PERMITS
: : : $0.00 $0.00
City of Austin Permit 1.00(Tetl 0.00 f2oo000 | 85%]  s248s00 IO O
City Permit 1.00 0.00 $20000 | 0.00% szooo0 BIO0 O
Septic Permit 1.00 0.00 $150.00 | 0.00% s1s000 (IO O
Tap Fees 1.00 0.00 $1ooooo | ooos|  gooooo (100 O
Tranis Courty Permit 1.00(Tatal 0.00 $230000 | 25%|  s24m975 MIOD O
Tokals 5 B50.00 $6,004.75
Checked Budget Totals 4 500.00 $4,554.75
1018 - Buifding Permvts  Totals $5,650.00 $6,004.75
thedked Sudget Totals $4,500.00 $4,654.75
110b - Plan CostsjArchitect Fees
GEMERAL
#rchitect Fees 30 .00|Each 0.00 $900.00 | 0.00% saonon W10 O
Flan Costs 4,265.00(Lving SF 0.00 gagnzon | 000w gagosoo IO O
Tokals $10,503.00 $10,503.00
Checked Budget Totals $10,503.00 $10,503.00
1105 - Plan Costs/Architect Fees  Fotals $10,503.00 $10,503. 00
thedied Budget Totals $10,503.00 $10,503. 00
2] ]“ .'iﬂi‘lﬂlﬂ :Iﬂﬂ‘nnlhlll“




Buyer Selection Reports (buttons on the window)
Buyer Selection Items (Estimated Cost and MarKked Up Total)
3811VISTAV-3811 Vista View-Smith

These CAN be emailed to buyer!

Buper Selection List- Biuryer Price Markup  Marked Up
Est. Costs and Markup Sglected Gty  CtyUOM Footage UCM TOTAL  Tax % Tobal Wi Ta: % Tatal
Buyer Selection List - b126 - Carpet - Turnkey
Marked Up Only CARPET -Bedroom
[]|Berber Carpet 16.00|%q Wd 0.00 $430.00 | 0.00% F480.00 | 25.00% FE00.00
Add/Edit VENDORS |
L []|Plush Carpet 16.00|%q d 0.00 $5E0.00 | 0.00% FSE0.00 | 25.00% F7F00.00
Totals $1,040.00 $1,040.00 $1,300.00
Selected Tokals F0.00 F0.00 F0.00
CARPET- Living Room
|I:I Berber Carpet 20.00(%q ¥d 0.00 $600.00 | 0.00% $600.00 | 25.00% $750.00
]| Plush Carpet 20.00|%q W 0.00 $700.00 | O.00% FFO00.00 | 2500% F5/5.00
Totals $1,300.00 $1,300.00 1 525.00
Buyer Selection Items ¥0.00 $0.00
381TVISTAV-3811 Vista View-Smith $2,340.00 $2,025.00
Buyer $0.00 $0.00
Selected Ciby v IO Total Price
b126 - Carpet- Turnkey
CARPET -Bedroom
FFO7 85 0.00% F707.85
(1 |Bether Carpet 16.00E50 v FE00.00
P77 .53 0.00% F747 .53
O [Plush Carpet 16,005 “d F700.00
wa mamo | M5 s
Selecked Tokd $0.00 ' '
CARPET- Living Room
O [Berer Carpet 20.00Eq vd 750,00 pran ez 1 noner Tanan
O Pz Carpet 20,0050 v Fa75.00
Tatd $1 52500
Selecked Totd F0.00
5175 - Caipef - Furnkey  Totals $2,925.00
seleded Fotals $0.00
bb0b - Total Appliance Package
APPLIANCE-COOKTOPS
(fcCooktop 1.00= 707 55
1= L L 4 = LTATE




Bid Request Reports (buttons on the window)

Print Thiz List

Print All Ear Jab

Frepare Bid Requests

Bl Select Yendors For Bid Requests

Select Vendors For Bid Requests X

111 0-katerials-Floor

The Yendors shown below are ones that are marked as Active AND that have had the currently selected
Cost Code assigned to themn on the Yendor Setup window, If no vendors are displayed, it means that none
were found with these qualifications, To add Yendors to the list, close this window, and use the button on

the top right of the previous Check List window labeled 'add/Edit Wendors'. On the Vendor Setup window,
look for the button 1o "Assign Cost Codes' to the Wendar,

MLLOYS McLoys Building Supply Bid Request Wik Oty | Mo Quantities

STOCK Stock Building Supply

/’Eid Request Wiih Oty | Ho Quantities

el

Bid Request /

REQUESTED BY: REQUESTED FROM: Bid Request CAN be
Fantastic Builders, Inc. Stock Building Supply emailed to Supplier!
1oo0 SOMEWHERE DE. 4501 Burleson Road

Austin, TX

OFFICE: (111) 111-1111 FAX:
EMAIL: CHSSoftware@prodigy.net

78704- Austin, TX 78744
{222) 222-2222] | OFFICE: (512) 444-3172 FAX:
EMAIL: pete@anywhere.com

For work or supplies to be provided at the following property:
PROFERTY: 3811 Vista View, Austm, TX

LOT |BLOCE | SECTION

LEGAL DESCRIPTION

3 ] v

Type in the legal desenphon of the property hare.

Take exit 251 off of T35, Go to hoht for Vista View. Twmn right Go 3blocks.

JOB CODE NUMBER:

STOCK - Lumber

TEST3

3110 - Materials-Floorsfwalls

Price
by Qby UOM  Fockage  LOM TOTAL  Tax%%  Total W) Tax

ISP FWesern 2x4:104-508 Stud FJ 245 5-Dry

| 252.un|Fc | 1,5?2.DD|MBF | | | |
This is atest of the memao box.
Type info aboutthe tem here.
Frtd Pine Zxdx1 6 #2111 Aby Grd Borate Trestment | s.uD|Pc | 53.33| hBF | | | |

Group Totals | | | |

Bid Total | | ||




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 atlihg ithersk
list. place check marks to select lines@ogate PO/WO OR use the button towards the top left of the windovCtee'’ck All None PO’s To Create
PO’s’ to place check marks in a batch. Then use the button laligleate PO/WO From Lines Checked to Create PO/WQ The windows
that will open to create a PO/WO are described in the Help document about Purchase Orders. See next page for an exated|® of'a/@
that has a check list included.

Add New Check List Line

TEST1-2900 Gibson St.-Black

Check Mark Al 4z Budgeted

Select JOB to copy or to view check list.

Materials / Labor Check List (Calculate Budget, Create PO/WO's, Request Bids, or Prepare Selections)
5505 - Total Apphance Package

Select GROUP ta copy from selected job.

Mone

Wiew Selected Job's Check: List

Copy Group To Thig List-No Qtys |

< Check All Mone POs to Create POs >

Check &ll To Include on Bid Bequests |

LCopy Entire Lizt From Selected Job-Mo Otys |

Copy Group To Thig Listwfith Qips |

Wiew fEdit General Check Lizt for Cogt Code |

Print This List

BB

= 2

]

Buyer Selection List-
Ezt. Costs and Markup

Print &ll For Job

Buvper Selection List -
Marked Up Orly

Prepare Bid Requests

Add/Edit VENDORS

Record:

4] « | 3

*hew Group Headings can be byped inta the 'Group’ Fiel

[ »l |

| of 3

4|

< Create POW0 From Lines Checked to Create PO/w0-»
d on an Ikem line, Group Headin

“Price Divide:
*Group [see note] Title of ltem Gty UOK [ty Footage UOM  Unit Price  Price By: Total Tax Rate TH'with Tax
¥ Zelect ~ JAPPLIANCE- hicroweave Cven Ea - 1.00 0.00 - $199.00 1.00 $199.00 7.258E $213.43
Task MICROWAYES
[tern Memo--= PO O [Mone
[ Buyer o
[ Buyer Selected Set PO ta Hone? | Double Click PO number to open PO.
=elect - JAPPLIAMCE- Cooktop Ea - 1.00 0.00 -| $EE0.00 1.00 $660.00 F28% $707.85
Task COOKTOPS
[tern Memo--= POy [Mone
p Set PO ta Hone? |Double Click PO number to open PO.
=elect - JAPPLIAMCE-OVENS Diouble S2 Oven Ea - 1.00 0.00 ~ | $1.373.00 1.00] $1,979.00 F25% $2,122.48
Tazk
T lE [tern Memo--= POy [Mone
[ Buyer To Select p
O Buyer Selected Set PO ta Mone? | Double Click PO number to open PO.
*Price UOM Hint: Type MBF ta All Lines Totals $2.838.00 $3.043.76
divide price by 1,000 for Total calc.
Send Checked B otal To Budget--» ‘ Checked Budget Totals $2.838.00 $3.043.76
Open Budget Memo Gjeate PO/WO Totals $2.838.00 $3.043.76

0 Use as fssemblies' faor adding groups of items, or to identify suppliers.



Example of a Purchase Order Printout With Check List Items Attached

[ J.ooqf
|l'§T¥”Lﬁf*ﬂ'T:flE’ff}?; Purchase Order
i Number: TESTI-MCNAIRAPPL-01
ISSUED FEOM: ISSUED T O:

Fantastic Builders, Inc. MCNAIRS APPLIANCE GALLERY

1000 SOMEWHEERE DE. 6225 BUENET ED.

Austin, TX
T8704- AUSTIN.TX 78757

OFFICE: (111)111-1111 FAX: (222y 2222222 |OFFICE: (512)454-4526 FAX:(512)406-0900

For work or supplies tobe provided at the following property:

FEOPEETY: 2900 Gibson 5t

BUYEER.(S): John and Sue Black

LOT |BLOCK| SECTION LE GAL DESCRIFT IOIN
I 5 iy
JOB CODE NUMBER: TEST1 MEAS | QTY 1 | UNITPRICE TOTAL
832007 Line &> TEST1-5505B-477 Ea 1f 100 0% F2 3800 2 g3.00
505 Total Apphiance Paclage Budzpted Tax % 725%  WiTax 04576
Delivery: Start Wiork: Campletion:
oty Frice

MATERIALS AND/OR LABOR. PRODUCTS Gty UDM Foctage UOM TOTAL Taw® Tobal Wil Tax

APPLIAHCE -COOKTOPS

GHvop | oo B[ om| | e | 725%]  giovas |

APPLIAHCE-MICROWAVE S

MErvwWae Cuel I 1 j:||:|| Ea | III.IIll | F400.00 | 7 :S'xl 243 43 |

APPLIAHCE-OVEHS

Donbk S Que s I 1JIII:I| Ea | D"I'l | F1070.00 T:sml %2 172 A5 |

Tk al WO Tax F2.E838 00 Tokal of Products
Sales Tax F575 204375
TOTAL AUTHORIZED AMOUNT I $3,043.78 I

Thiz Purchass Order is an acknowhedgement that we are accepting vour bid a= described above to perform the work described

on the herein mentioned property.

When wou invoice us for work completed. pleaze include the Job Code and Cogt Codes from this Bid Acceptance an wour




Print a Job Budget Report That Includes Materials and Labor Check List for Budgeted Items
l El @ Math Tools = |LockfUnlock |2-SPECS Plan Sheet | |Print Budgets = | [Cosks, Revenues = [ Alloance e

Job Budget /Bids Worksheet

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 sel@tdget
Report Selections Select Report# 13 and then
click the Display Report button.

Budget Repart Selection

Print 1 Pane M Far Farh RBodnetkad Cack

Select Report Mumber-=

............................................. Ernail bo Customer

iDisplay Report
/ Email to Lender |

Budget Report Selections

v
Setup Header and [+ show Header On Repaorts

Footer Text For Reports

W Show Fooker On Reparts

\, Costs Only

Chart of Report Numbers

Budgeted Budgeted and | Marked Up

Marked Up Only

Mo Eery{ines - BASIC LISTS

\ 01 09 18

Di}él:tflndirect Subtotals for Basic Lists

‘q& 10 19

NyZerD Lines - Include MEMOS

u3\ 11 20

flo Zero Lines - Include BUYER SALES TAX

\ 21

Mo Zero Lines - SALES TAX AND MEMOS

\ 12 22

o Zero Lines - Include Cost Code Check Lists N 13
CYALY] MARDWANRE & UVl ouUl FLICS ns 14 o4
273 Hardware - Turnkey Living SF a0 100.0% 023 $610.50 0.00% $610.50
5270 HARDWARE & TQOLS/SUPPLIES $610.50 $610.50

5500 APPLIANCES
5505 Total Appliance Package Total 1 100.0% §3,043.76 $3,043.76 0.00% $3,043.76

MATERIALS AND/OR LABOR PRODUCTS FROM Cy Frice

CHECK LIST Qry  UOM Footage UOM TOTAL  Tacs  Tobd W Tax

APPLIANCE-COOKTOPS

Cooktop | 100 B | ool [ gee0o0 | 72 §707 85 |

APPLIANCE-MICROWAVES

Microwave Dhen | 100 B | o[ | §19a00 | 728y 521343 |

APPLIANCE-OVENS

Double 5/C Oven | 100 B | 0.00 | $1,87000 | 735%]  §2,12248

MOTE: This displays ALL items on the dheck lisk whekher Hhey have a check mark Takal WO T ax $2,835.00 Total of Produd:s

for 'Budget’ or nok, Cpen Ikems Check lisk bo remove items, iF needed, Soes Tar F205 76 §3 04576
5525 Cwen Each 1 100.0%  §1,119.00 $1,119.00 0.00% $1,119.00
a530 Disposal Each 1 100.0% F124.00 F124.00 0.00% £124.00
5540 Distwvasher Each 1 100.0% F3a2.00 F3az2.00 0.00% $382.00
8470 MiCFovwane Each 1 100.0% F222.00 F222.00 0.00% F222.00
aa7a Trirm Kit Each 1 100.0% fa1.00 fa1.00 0.00% Fat1.00
aa76 Cartridge Wall Cap Each 1 100.0% F1200 $12.00 0.00% §12.00
87T Flex Duct Each 1 100.0% $9.00 F9.00 0.00% $9.00
5584 SalesTaxes Total 1 100.0% F222.00 F222.00 0.00% F222.00

5500 APPLIANCES $5,184.76 $5,184.76




