
Review and/or Edit Actual Jobs Costs Window

Double
Click!

A window to review OR edit Actual Posted Job Costs for a Job and particular Cost Code can be opened from several different windows in the
program.  For example, while working on a Job’s Budget Worksheet, use the Select Task field to select ‘Actual Costs Review For This Cost Code’.
OR, double click on a number in the ‘Actual Posted Costs’ column on the Estimated Costs at Completion worksheet.  The window is also available
when adding new bills to pay, posting Change Orders, reviewing Purchase Orders, and from various other windows..



Review Historical Costs While Working on a Job’s Budget

While working on a Budget for a job, it can be very handy to open the window to
review actual posted costs for another job.  Notice that you can select different
jobs while the window is open in order to review costs for the selected Cost Code
from historical jobs!



Review Previously Posted Costs While Entering Bills To Pay

It’s VERY handy to review previously posted
costs for a cost code when you are entering
new bills to pay Vendors.  IF you recieve an
overage alert, you can quickly review the
costs associated with the alert.



Quickly review or make corrections to Actual Posted Costs  from Estimated Costs at Completion Worksheet

Double
Click!

While reviewing your ‘Estimated Costs
at Completon’ you can investigate
overages by double clicking on an
amount in the ‘Actual Posted Costs’
column.  IF you decide that a cost has
been posted to an incorrect Cost
Code, you can make a quick correc-
tion!  See following pages for more
information on editing Actual Posted
Costs on the window shown below.



Edit Posted Actual Job Costs
The fields shown in blue text can be edited by clicking on the ‘Change’ button.  EXCEPTION:  IF a cost has been included
in a Cost Plus Draw, the Job, Cost Codes, and Markup Percents CANNOT be changed.  This is to prevent confusion for a
home buyer that has received a Cost Plus Draw Request from you.  If a change needs to be made, use the ‘Split’ button
described on the following page to reverse the original cost and post it correctly.   This will help leave a ‘trail’ for the
customer’s review of costs.  When the ‘Change’ OR ‘Split’ button is clicked, a copy of the record is sent to the Audit table
and is maked with the user’s name that is making the change.

This window is also handy for attaching Purchase/Work  Orders to costs that were not previously attached to a PO/WO.
After clicking the ‘Change’ button, use the drop down list in the ‘Purchase/Work Order Line ID’ field to select from PO/
WO’s that have been issued for the job and cost code.



Splitting a Posted Cost Between Jobs or Cost Codes

If you realize that a posted cost should have been ‘Split’ between jobs or cost codes, OR if you need to “move” a posted cost to a different
job or cost code, click the ‘Split’ button to open the window shown below.

In our example, we decided that $900.00 of the $1,900.00 posted cost above should have been posted to a different job.  When the
window below opens, the program will supply the first  line to reverse the entry.  Use the button labeled ‘Add New Line’ to add
lines as needed until the total at the bottom of the window is zero.  Then click the button labeled ‘Post the Above Records to the
Accounting Database’.


