Managing Purchase/Work Orders and Associated Costs / Lists of PO/WQ'’s / Tracking Signed PO/WOQO'’s

Ay = =t To Print Lists of Purchase/Work Orders, to Track signed PO/WQ's, AND to review PO/WO'’s compared to Actual Costs,

View CHS

Setup Steps

Joh Status, SchedulingA.J:

Purchase Orders (PO)

there is a Purchase/Work Order Management window that will be described in this Help document.

Joh Budeet, Bids, Costs [/

PurchasefMork Orders and Yendor Costs

07-Furchase Orders for Selected Job (Add/Edif)

08 POMYO's and Actual Costs MANAGEMENT

J-Setup Default FOMO Text by Cost Code

To open the window, seled®?urchase Ordersunder the Task
Menus on the Home/Navigation window. OR, type PO in the
index field on the Home window. On the window that opens,
click on ‘'08-PO/WQO’s and Actual Costs MANAGEMENT .

%l El #h T Remghe Sort |Prink Data Shown |POWOs Lists = |Reports of Open PO/MWO's = | Track PO/WOs Returned | Review Dates Printed .

Purchase/Work Orders (and Job Costs) Mgt/Review (sorted by job, then cost code)

Al

= B @ = 2] x|

After the Filker) Sork
buttons on the toolbar are
used, wou might need to
close and reopen this
window to properly display
records based on the
criteria ranges selecked.

Double Click on an
"Actual Job Cost™
amount to view detail,
apply PO #'s, or
change Cost Code on
cosks.

Double Click on a
PO/W0 amount to
review, edit, add, or
print PO/YW0's.

IMPORTAMT! Thisis a
Po'sMWi's warksheet
which only compares
posked POMWOSE to Actual
Costs, The Overjlnder
armounts should MOT be
ronfused with a
compatrison of Budgeted
osks ko Actual Costs,
Howewver, The Actual
Cnsts DO represent the
total job costs that have
been charged to the jobs,

Show JOB H11RIVER -| _<-all | PO Line ID # <Al | send poData For Al Active
ar | [VENDOR A | <an | PO Type = _coan | 0ba o sl (07 ased
Cost Code 59959593 -|_<-all | |PO Status Al - | <Al Folder button to send
Change Order & |4 | «-an selected data ko Excel.)
Iob Cost Code Wendor POMWO Ling 1D PO Actual Job Cost [ Cost Over]  [Done? Change | POfWO -
Amaunt Tatals Under PO's | f Status-can type | Crder Type I
T H11RIYER = 101 0-Building Pe ~ |HILLSOLW-Hillz - |H11RMNER-1010-309 4,300.00 4,300.00 0.00| EZ][Finizhed - s Budgeted Do
| |H11RvER - f1020-HBA Asse - WillageH-Vilage - |H11RMNER-1020-107 0.00 0.00 0,00 {ordered - s Budgeted Do
| |H11RvER - [r090-Misc Perm + [HILLSOLWCHile = [H11RIVER-1090-147 700,00 700,00 0,00 C][Finished - s Budgeted  Docs e
[ |H11RvER - [1105-Plan Costs - [DANZE-Danze . = [H11RIWER-1105-31 3,493.00 3,595.47 102,47 | Finizhed - s Budgeted  Docs
" |H11RvER  ~ [1105-Plan Costs ~ [DANZE-Danze . = [HT1RMER-1105-29 50,00 50,00 0,00 C][Finished - s W ariance Dracs
| |H11RvER = [1105-Plan Costs ~ [DANZE-Danze . = [NOME 0.00 129,09 129.09([|Mone - s IR Cocs
| |H11RvER  + f1105-Pian Costs ~ [DANZE-Danze . = [WH11RIVER-51 675.00 £75.00 0.00| ¥ [Finished ~ [H11River-1Change Ord Docs
[ |H1RvER  + f1115-SpecamPia ~ [AMEX-2mericar + [H11RIVER-1115-145 100.00 63,97 -31.03| M |Deliverad. - fuaA, Budgeted  Docs
[ |H11RvER  + f1115-SpecaPia « [DANZE-Danze . + [H11RIVER-1115-149 350.00 331.74 -18.26||Delivered = fua Budgeted  Docs
| |Ht1RvER  + f1120-Surveys ¢ [CARSON-Carsc = [H11RIVER-1120-63 950.00 850.00 -to0.o0|O{Delivered - fra Budgeted  Docs
| |H11RvER - 1127 -Engineerin + [SINCLAIR-Sinck = [H11RIVER-1127-64 804.10 &37.00 -11710|O{elivered - fua Budgeted  Docs
| |Ht1RvER  + 1210-Lot Clearir + [JMCKSONC-Jac » [H11RIVER-1 210-65 300.00 200.00 -to0.o0|O{Delivered - fra Budgeted  Docs
| |H11RvER  + J1215-Final Grad + [ORGANIC-Orga = |[H11RIVER-1215-65 500.00 0.00 -500.00| O |0rdered - I Budgeted  Docs
| |H11RvER  + J1230-Rough Gre + [JACKSONC-Jac = [H11RIVER-1230-151 200.00 200.00 0.00| Finished - I Budgeted  Docs
| |H11RvER  + J1230-Rough Gre + [ORGANIC-Orga = |H11RIVER-1230-67 550.00 0.00 -550,00|[J{Mane - I Budgeted  Docs
| |H11RvER  + J1230-Rough Gre + [ROCKLYN-Rocl + |H11RIVER-1230-150 250.00 250.00 0.00| Finished - I Budgeted  Docs
| |H11RvER  + J1405-Santary T + |LENNEWE-Lein = |H11RIVER-1405-65 73608 526.72 -209.36|O[Delivered - fua Budgeted  Docs
| |H11RvER = [1406-Dumpster = [AMEX-Americar » [H11RIVER-1406-152 647.02 647.02 0.00| Finished - I Budgeted  Docs
TOTALS| 327,596.33)  217,514.58] -110,051.75] |
Record: M| < I 1 | M|rd]of 123
HINT! Double Click on an overage amount in the Cost OverfUnder PO's colurmn to create a Purchase/wWaork order for the overage
arnount,  After the new POMWO is created, return to this window and double click on the appropriate amount in the &ctual Job %
Cost Totals colurnn, This will open the window that will allow you to attach the new POSWO to the Actual Job Costs,




Use Criteria to Display Desired PO/WO and Actual Cost Records

When the PO/WO Mgt window opens, use the criteria fields at the top of the window to select the data to display. Welselected |

H11River, Vendor AUSSTAR, and Cost Code 4030. Use the ‘All’ buttons to bring all records back to the window.

Purchase/Wor cders (and Job Costs) Mgt/Review (sorted by joh, then cost code) = B ) Rl X
Show I|JDB HLIRIVER T |_=all PO Line ID & " | <A} send PO Data for Al
al | [VENDOR AUSSTAR -| <an | PO Type ] T e
- an selechions,. Use
ICost Code 4030 -|_<an | PO Status Al +| <l | Foder buttonto s
Chanae Order & ol | =-an selected data ko Ex
Job Cosk Code Yendor PO Line ID PO i ackual Job Cosk | Cost Owver]  |Doney Zhange PO
Arnount Takals Under PO's f Status-can bype | Crder Type
 |[H11RVER - 4030-Roofing -~ = |JAUSSTAR-AU= » |HT1RIVER-4030-100 50,00 0.0a -50.00| [CJ|Crdered - A i ariance
HIMRENER - j4030-Roofing - = = JAUSSTAR-ALS - H11RIVER-4030-102 500,00 500,00 0.0a Finished - M2 ariance
H1MRNER - 4030-Roofing - -« JAUSSTAR-ALS - H11RIVER-4030-153 5,000.00 5,000.00 0.0a Finished - MA Bucdieted
HIMRNER - 4030-Roofing - - - JAUSSTAR-ALS - H11RIVER-4030-154 9,500.00 9,400.00 -10a,00 Finizhed - MA Budgeted
HIMRINER - 4030-Roofing - © = JAUSSTAR-AUS - |H11RIVER-4030-171 300,00 300,00 0.0a Finizhed - HA Y ariance
H1MRNER - f4030-Roofing - -« JAUSSTAR-AUE ~ H11RIWER-4030-33 &, 000,00 f, 000,00 0.0a Finizhed - A Budigeted
- -Roofing - SALE - - ,00a, ,00a, 00| [v] [Finishe - -[Change Cr
p |[H11RIVER 4030-Roofi T JAUSSTAR-AUE ~ WHTTRMER-T 3,000,00 3,000,00 0.0a Finished h11RINVER-|Ch Ol
TOTALS| z4,350,00]  24,200.00| -150,00]
Record: M| 4| 7 M |ri]of7

As you can see, the window shown above displays all Purchase/Work Orders and Actual Posted Costs based on the
criteria selected at the top of the window. Actual Posted Costs that have been attached to PO/WQO’s are shown on the
same line as their associated PO/WO and an amount over/under is calculated. If totals costs applied to PO/WQO'’s are

under their associated PO/WQ's, they are displayed in blue (to spot open PO/WQO'’s).

Double click on a PO/WO amount to open the screen to view or edit the PO/WO.

Double click on an Actual Job Cost amount to open a window to view or edit some fields for the actual costs.

Double click on an overage amount in black to trigger the creation of a Variance PO/WO.
Explanations can be found on the following pages of this document.



Double Click Amounts To View Detall

Double Click on an amount in the ‘PO/WO Amount’ column to open a window to view or edit the PO/WO.

Purchase/Work Orders (and Job Costs) Mgt/Review (sorted by job, then cost code) Iﬁ-’-| @l | pF—r"]| T | X |
Show JOB HIRIVER S| =l PO Line ID # a[l o Send PO Data For Al
All VENDOR ALISSTAR -|_<al | PO Type all «| =_an | obs I:u:ulExtu;eI (mart
- on selections, Use
Cost Code 4030 -| <Al | |PO Status Al o . Folder button to =
Change Order & ol | =-an selected data ko Ex
Job Cosk Code Yendor PO Line ID PO Actual Job Cost | Cost Over]  |Doney Change | POMWO
Armount Tokals Under PO's f Status-can bype | Order Twpe
[ |H11RIVER - 4030-Roofing -~ = |JAUSSTAR-AUS = |H11RINVER-4030-100 50,00 0.0a -50,00| [C|Crdered - M ariance
H11RIWER = J403530-Roofing - - ~ |AUSSTAR-AUS -~ [H11RMER-4030-102 4 50000 500,00 0.0a Finished - MA “/ariance
H11RMWER = J4050-Foofing - ° « |AUSSTAR-AUZ - |H11RIMNER-4030-153 / 2,000,080 5,000,000 0,00 [w] Finizhed - Budgeted
H11RMWER = J403530-Roofing - - « |AUSSTAR-AUs ~ [H11RMER-4030-154 / 9,500,00 9,400,00 -100,00 Finished M Budgeted
H11RWER = J4030-Roofing - - = |AUSSTAR-ALS ~ H11RNWER-4030-171 / 300,00 300,00 0.0a Finished - A Sariance
H11RIYER = J4030-Roofing - - = |(AUSSTAR-ALS - H11RNWER-4030-53 / &, 000,00 &, 000,00 0.0a Finished - M Budoeted
b |[HIMRIWER = J4030-Roofing - - » JAUSSTAR-AUS - WWHI1RIVER-1T / 3,000,000 3,000.00 0.0a Finished ;Ih*l 1RIMER-|Change Crd
The window shown below is explained in the Help _
Double Click!

Document about creating PO/WOQ'’s. You can use the

pencil button to edit the PO/WO or review notes
about the PO/WO.

Add OR Edit Purchase/Work Orders (Sorted by Main PO Num) Add/Edit vendors | B| B| =] 2| x |-

et J/[I0B 41 1RIVER] - POMYO Line D [HLIRIVER-4030-102  « | w.a) |[ Cost Code
Showr All criteria ko = Al - 9999999 s the
For Job Fevisw Endor PUSSTAR <Al ||POMVO Type <-Al same as "all",
pofwo's, T |Cost Code 29995900 ~| <Al |[Change Order # |4l | <-al |

Add New MAIN PO/ Work Order [MAIN PO/WOQ # Al

| <-an| add New Po/wO LINE ||

p|[Select - H11RIER- H1MRNMER-4030-  |AUSSTAR- - §4030- - 0 = variance - JEstimating - $500.00 |TURMKEY -
Tazk AUSSTAR-90  [102 ALSTIM Roofing - Errar
STaR Tirnkey
PO Shakus; PO Variance [Hohn made an error in doing the estimate.
Finighed Text= Motes-=



Double Click Amounts To View Detail - continued

Double Click on an amount in the ‘Actual Job Cost Totals’ column to open a window to view or edit Actual Posted Coseldtedhely and
cost code. See Help Document on the window that opens for more information about editing the fields in blue or apptpifROIVé®'s.

Job Cosk Code Wendaor PO Line ID PO Actual Job Cost | Cost Overf  |Done? Change | PO
Amaount Totals Under PO's ! Stakus-can bype | Order Type
H11RMWER = J4030-Roofing - - « |AUSSTAR-AUZ ~ H11RMWER-4030-100 a0.00 0.0a -50.00| C|Crdered ;IN.-'J« W ariance
H11RIYER - J4030-Roofing - ° « |AUSSTAR-ALZ: - [H11RMWER-4030-102 a00,00 _ 500,00 0,00 [#] Finizhed ;IN.-’-'-. W ariEnce
HT1RMWER = J4030-Roofing - - - JAUSSTAR-AUZ ~ H11RMWER-4030-153 5,000.00 ,00a.aa . 0.00] [wFinizhed ~ I Budeted
ouble Click!
LIST OF ACTUAL JOB COSTS for the selected Job and Cdst Code B| B| =| 2| x|

H11RIVER - 11 RIVER RUN - Brown
4030 - Roofing - Turnkey

| |Budget $20,500.00 |Costs Jo Date $24,200.00 Tu_:u Change the fields in blue test,
Jobs in above Drop Down List are ones | [Approved CO's (Est. Costs) $3,000.00 [Over Bldget + CO's §700.00 | |click the button labeled
that have costs for this cost code. PO'SAND'S $24,350.00 |Over HosiNOs 15000y | | =hange" tothe left of the line.
Job b arkup Jml Date GL Mum | Paid Date Drawvtt
Wendor Cost Code Purchasze M ork Order Line 1D Dezcription rnount Coszt Type | Dept |Document| Status | Check#t | AR Biling I #
[ 3 Change ALUSSTAR » HI1RINVER - H11RIVER-4030-171 + |Extra Roofing $300.00 | 25.00% |AP 01m2m2 f430 - | 010502 5
—[H=TM - anan . EXPENSEs TuRNK _foH, fsz9 PAID 11228
St |sTaR EY
Change ALUSSTAR » H1T1RINER - H11RI'WVER-4030-102  «» JRoofing ( $500.00 ) 2500% AP 010202 11430 - ) 010502 5
m— -ALETIN 030 . dranay - TURNE _JcH  _ J529 PAID 11225
=i STAR ariance EY
Change ALUSSTAR - H1TRINER - H11RIVER-4030-33 = [Roofing draw $6,000.00 | 25.00% [&P 010202 11430 - | 010502 5
—[FAUSTIN 40130 . teor _JoH L JEza PAID 11226
splt fs1aR
Change AUSSTAR - [HT1RIVER - H11REIWVER-4030-153 - JRoofing draw $5,000.00 | 25.00% |&P 01072 11430 - | 010502 1
— -AUSTIM 4030 . HCTTE S = LD 11225
=P STAR EY
Change ALUSSTAR - H1T1RINER - WWH11RIYER-17 = |Auztin Star - $3.000.00 | 25.00% [AP 0272002 1430 - 4
—-AUSTIN A0 . sl TURHE _cH  _ Jeao7 TC PAY
spit JoTaR Roofing EY
Change ALUSSTAR « H1MRINVER - H11RIVER-4030-154  « |Roofing Draw $9,400.00 | 25.00% &P 03M5m2 1430 - 5
|:| TOTAL | $24.200.00 |
The POAND's in the drop down listz are for PO25 0 s iszued with the zame Vendor, Job, and Sub Code az the invaice.
[f there are no POz 03 in the Drop down lists, no POMW0 s have been set up for the VWendor, Job, and Cost Code. Fantastic Builder, Inc.

Record: 14| 4 | T »|r of & 4| [




Double Click On Overage to Create a Variance PO/WO

Create a Variance PO/WO by double clicking on an

about the reason for a Variance. After the double click,
CHS will open windows to create the Variance PO/WO.
Those windows are explained in the Help document
about creating PO/WO’s. The program will fill in most
of the data for you, including the PO/WO Type ‘Variance
and the amount of the variance. These can be change
needed.

See information on later pages in this document about
printing a report of Variance PO/WOQO's and their notes.

After creating the Variance PO/WO, you can return to th
PO/WO Management window and double click on the
Actual Cost amount to open the window to attach the
Variance PO/WO to the cost.

Add or Edit Purchase/Work Order Line
overage amount in black. This is handy for keeping not SMAIN PO

MO =

H11RIVER-AUSSTAR-02

Job Cosk Code Wendor PO Line ID PO Ackual Job Cost | Cost Owver]  |Doner POMYD Type [ &
Arnount Totals Under PO's ’ Change Crder

T H1MREMNER = J4030-Roofing - - - (AUSSTAR-AUE - |H11RMNER-4020-100 50.00 50.00 0,000 [Ma, Wariance

[ |[H11RVER - 4030-Roofing - - - |JAUSSTAR-AUZ - |H11RMNER-4030-102 500,00 500,00 0,00| v |t W ariance
H1MENWER  « J4030-Roofing - - « [AUSSTAR-AUZ ~ |HT1RMNER-4030-153 5,000.,00 5,000.00 0,000 (A, Budgeted
H1M1EMNER = J4030-Roofing - - = (AUSSTAR-AUE -~ |H11RMNER-4030-154 0,500.,00 9,400.,00 -100,00( [Ma, Budgeted
HIMRENER - J4030-Roofing -~ - |AUSSTAR-ALS - [H11RMER-4030-83 6,000.00 6,000.00 0,00 |ma Budeted
H1MRENWER - J4030-Roofing - - = |AUSSTAR-AUZ ~ |MORE 0.00 300,00 4 300,00 [ (M M
H11RENWER » J4030-Roofing - - = |AUSETAR-AUZ ~ WWHTIRMNWER-1T 3,000.,00 3,000,00 / 0.00| | 1RNVER-05  [Chanoe Order

Double Click!

LINEID: H11RIVE

Mlu]] H11RINER: 11 RIWER RLR -

Wendor AUSETAR-AUSTIN STAR ROOFING f TOM DAY -

Cost Code 4030-Roofing - Turnkey =

POMIO Date 02 5102

ghange Order Line [ -

POAAND Type Variance =

variance Reason-=  [Damaged by Mature - ﬂ

Cost Type TURMKEY - ﬂ
Measure iy City % LInit Price POAND TOTAL

Total - |+ 1 100.0% F300.00 $300.00

Sales Tax %| 000%| Total WiTax $300.00

WARIAMCE (or other Internal) Motes

Thiz variance iz due to damage caused by storm.




Marking PO/WQ'’s as “Done”

Since there are reports that will list all “Open” PO/WQ'’s, you can use the ‘Done’ check boxes to mark a PO/WO as Done if
there will not be any more actual costs associated with the PO/WO. We placed a check mark on the PO/WO for $9,500.00 to
indicate that the $9,400.00 of posted costs will be all the costs posted to that PO/WO. Therefore, the PO/WO will no longer be
listed as an “open” PO/WO on the Open PO/WO reports. \(
codg)

Purchase/Work Orders (and Job Costs) Mgt/Review (sorted by job, then cost I.'i?l %| | E"]| ? | X |
Show JOB HILLRIVER 7 POLline ID # Ia]] M Send PO Data For all
All VENDOR LLISSTAR -| _=-al | PO Type QII -1 =-al Jobs tu:ulExtu;eI {NST t
e on selections, Use
Cost Code 4030 -] <an | PO Status AN +| <Al | Folder button to s
Change Order & Al \ - =an selected data to Ex
Job Cost Code Mendaor PO Line ID PO Actual Job Cost | CostWwer/  [Done? Change | POMWO
Amaunk Tokals Under RO's ! Skabus-can bype [ Crder Type
- |H1RIVER 4050-Foofing - * « JAUSSTAR-ALE: - [H11RINER-4050-100 S0.00 0,00 -NDD Ofcrdered - Jr& W ariance
H11RIYER = J4030-Roofing - - = |AUSSTAR-AUE -~ JH11RMWER-4030-102 200,00 500,00 EI\EI Finished - A W ariance
H11RIYER = J4030-Roofing - - = |AUSSTAR-AUS ~ JH11RMWER-4030-1353 5,000.00 5,000.00 D.D@Bfinished ;IN.& Budgeted
H11RIYER - J4030-Roofing - = = |AUSSTAR-AUS ~ H11RMNER-4030-154 9,500.00 9,400.00 -ll:ll:l.l:l& W ’inished - ML Budgeted
H11RIYER  ~ J4030-Roofing -~ - JAUSSTAR-ALS - [H11RNER-40350-171 300,00 300,00 0.0a Finishecd - ML W ariance
H11RIVER  ~ J403530-Roofing -~ |AUSSTAR-ALS - |H11RNER-4030-53 &, 000,00 &, 000,00 0.0a Finishecd - ML Budgeted
p|H11RIVER - J4030-Roofing -~ = |AUSSTAR-AUE - WHT1RIWER-17 3,000,00 3,000.00 0.0a Finished ;Ih1 TRIYER-|Change Crd
PO Status

You can use the PO Status field to enter any Status that you like. You can type in a new Status and are NOT limitsdrt¢itbe one
drop down list. Thereis a PO List report on the toolbar that will group PO’s by Status. Some examples of PO Statusare.shown

Continue to next page for more information about the PO/WQO’s Management window.

Purchase/Work Orders (and Job Costs) Mgt/Review (sorted by job, then cost code) Iﬁ-’-| @| | ? | bt |
Show JOB HIRIVER -] =al | PO Line ID # bl " |_ <Al ¥ cend po Data For Al
All VENDOR ALISSTAR ~| =-all PO T-.,,-pe All - {_ny Jobs tD|Ex|;FE| I:I"-.IET t
= on selections, Use
Cost Code 4030 -|_<an | |PO Status Al | oA | Folder button o s
Change Order & ol « | /=-al selected data ko Ex

Job Cost Code Yendor POMNOD Line ID PO Actual Job Cost | Cost Owerf  [Done? Change | POfAWD

Arnount Takals Under Po's f katus-can typel| Crder Tvpe

H11RWER = J4030-Roofing - - - JAUSSTAR-AUZ - H11RIVER-4030-100 50.00 0.00 -50.00 Dprdered - i, “ariance

H11RMWER = J4030-Roofing - - - JAUSSTAR-AUZ - H11RIVER-4030-102 500,00 500,00 0.00 Finished ;IN.E-. ariance

H11RMWER = J4030-Roofing - - = JAUSSTAR-AUZ - H11RIVER-4030-153 5,000.00 5,000.00 0.00 Finished ;IN.-'J« Bucigeted

H11RENER = J40350-Roofing - - = JAUSSTAR-AUZ - H11RIVER-4030-154 9,500.00 9,400.00 -100.00 Finished ;IN.& Bucgeted

HIRIER - lann Randing -~ « Lo msTar s + IH1 R ER_ANENC 71 ann NN ann NN n NNl Finizhe - fhin [—




Buttons on the PO/WO and Costs Management Window
*Send Data To Excel, Word, Documents Pop Up  Tutorial Help Documents

etc. (explained below) Nﬁor Movie{fo /

by job, then cost code) =R el g X
wpu Line ID & e -| <an |

DM Turna [l -1 w-an |

*Send Data to Excel, Word, etc- Use the After selecting a folder to save the file to, type
button that looks like an open folder to save in an appropriate name for the file. Then click
the data displayed on the window as an Excekhe OK button.

or Word file. To save as an Excel file, select The file will save to the selected folder and NOTE TO REMOTE USERS:

you can use it with the appropriate Excel or|F you save a file to ‘My Documents’

one of formats that end in .xls. To save as a
Word file, use the Rich Text Format (*.rtf). X

(*.rtf) Word program. on the Remote Server, you will not be
able to open it until it is downloaded

[ temp ~] & - @ »  toyourowncomputer. Please follow

Select Farmat: oAb o the instructions in the ‘Remote User
' L ATETErES s Guide’about downloading files from

k.
- JerItems.xls
the server to your own computer.
o
~

Cancel JQryJu:uI:usEiuu:IgetDataFu:urFu:urmOuI:put.xls
A rptaLChartOFAccts, xls

2 rept JobsyarianceSubCostswithActualFast s IF you navigate to your own com-

2 TestR eportFromMissionServer . xls puter to save the file, then download-
ing as mentioned above will not be
necessary. HOWEVER, it CAN be
Save a5 LyPe! [Microsoft Excel (*.xls) 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.

=
Microsoft Excel 97-2002 (¥, xls
C * bk *.ide)
ch Text Formak (* vk

Dakta Acess Page L+ hkm; *.h
WL el

< ? File name:  [posCostsgtaustingtar]




Sort and Find Tools on the Toolbar

See Brief Toolbar Descriptions below-or Quick Selectionof 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.

%l El dh T Remove Sort |Print Data Shown |POfWOs Lists ~ |Reports of Open POMWO's = |Track POSWOs Returned | Review Dates Printed

PurchaseWork Orders (and Job Costs) Met/Review (sorted by job, then cost code) = B =

8] 2 A-Z Sort - Sort records shown on the window in ascending order (Ato 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.

e 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 and title on any line in the window. Then click the binoculars on the
toolbar. To find lines that have the word *roof* in the title, use asterisks on either side of the word.

Find l Replace ]

- e

Find What:  [*roof* |  Findnext |)
D ————

Cancel |

Look In: |10B_SUB_CODE |

Makich: |'u'u'hu:ule Field ﬂ

Search: all -

[ Match Case F\Search Fields &s Formatted

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



Purchase/Work Order Lists
|POwis Lists = | |Reports of Open POMWO's = |Track PO

List by Cost Code

List by Yendo

Lisk by Yendar WilREAID Costs Detail
Lisk by PO Skatus
Lisk by Main POWO Mumber
List by PO Line ID

Lisk by Variance Reason With Yariance Mol

List By Cost Code with Al Mokes and Text

There are several ways to print lists of Purchase/Work Orders. Click on
‘PO/WO Lists’ on the toolbar at the top of the PO/WO And Costs Mgt
Window to see the various list options.

Some examples of the lists are shown on this page and the next.

List By Cost Code With Yariance Mote

Vendor Transaction Ledger Grouped E

Purchase Order/Work Order List - Grouped by Vendor

JoB Al PO Line ID & Al
VEND OR Al PO Type Al
Cost Code 33399999 Change Order & |4
ARROY O FRAMING,INC. TOTAL $21,004.75
AUDIOVID AUDIO VIDEO ENVIRONMENTS
JOB: HIIRIVER
H11RIWER-Z210-E2 H11RIWVER-AULIOWID- 19 Budgeted 3910 Senurity Prevaire F1 50000
'H 11 RIWER-2 H11RIWVER-AUDIOWID-85 Change Order 3040 Steten Prevrre F1 0000
HIIRIVER TOTALS $2,800.00
AUDIO VIDEO ENVIRONMENTS TOTAL $2,800.00
AUSBLDG AUSTIN BUILDING PRODUCTS
JOB: HIIRIVER
H11RIWER-4G10-25 H1MRIWVER-AJSBLD G-223 Badgeted 4510 Wndonars 000,00
H11RIWER-J4G20-20 H11RIWVER-AUSBLD 3-27F Budgeted 4580 Wndooar & oot Hardvarare 00000
HIIRIVER TOTALS $7,000.00
AUSTIN BUILDING PRODUCTS TOTAL $7,000.00
AUSSTAR AUSTIN STAR ROOFING / TOM DAVIS
JOB: HIIRIVER
H11RIWVER-A020-100 HMRIVER-AUSSTAR-O01 Wariance 4030 Foofis - Tamibey F50.00
H11RIWER-AD20-102 H11RIWER-AUSSTAR-90 Variatwe 4030 Foofing - Tambiey F500.00
H11RIWER-AD20-153 H1MRIWVER-AJSSTAR-G4 Baodgeted 4030 Foofing - Tambiey 000,00
H11RIWER-AD20- 154 H1MRIVER-AJSSTAR-G5 Badgeted 4030 Foofing - Tambiey e 500,00
H11RIWER-AD20-17 1 H11RIWER-AUSSTAR-02 Variatwe 4030 Foofing - Tambiey F300.00
H11RIWER-AO20-52 H11RIWVER-AUSSTAR-20 Budgeted 4030 Foofig - Tambiey 600000
| iH A RIER. 7 HARIVER SIS ST AR O0 (hares Trder 4050 B Taslkes T 00000




Purchase/Work Order Lists - continued

|POwis Lists = | |Reports of Open POMWO's = |Track PO

List by Cost Code

List by Yendor

Lisk by Yendar \Wikh BAID Costs Detail
Lisk by PO Skatus

Lisk by Main POWO Mumber

List by PO Line ID

Lisk by Variance Reason With Yariance Notes s
List By Cost Code with Al Mokes and Text
List By Cost Code With Yariance Motes

Vendor Transaction Ledger Grouped by PO

~ Purchase Order/Work Order List - Grouped by Variance Reason

JOB Al PO Line ID & Al
VENDOR Al PO Type Al
Cost Code 259939999 Change Order & |4
POWO
POMNWO Line ID Main POWO # Type Joh Cost Code  Cost Code Tiile Amount
Damaged by Natue
VARTANCE REASON: DAMAGED BY NATURE
AUSSTAR AUSTIN STAR ROOFING / TOM DAVIS
H11R WER-90E0-17 1 H1TRIVER-AUSSTAR-0Z Wariatwce HI11FIWVEE 40310 Fodfihg - Tamikiey Fa00.00
This variance is due to damwage cansed by stomm.
AUSTIN STARROOFING ! T OM DAVIS TOTALS $300.00
DAMAGED BY NATURE TOTALS $300.00
VARTANCE REASON: ESTIMATING EREROR
AUSSTAR AUSTIN STAR ROOFING / TOM DAVIS
H11RWER-90E0-102 H1TRIVER-AUSSTAR-90 Wariatwce HI11FIWVEE 40310 Fodfihg - Tamikiey Fano0.o0
Johr rnade an ervor in doing the estimate.
AUSTIN STARROOFING ! T OM DAVIS TOTALS $500.00
DANZE DANZE & DAVIS ARCHITECTS, INC.
H11RIWER- 110522 H1MRIVER-DANZE 01 Trariatce HI11FIWVEE 1105 Plin Costeffnchitect Fees Fa0.00
DANZE & DAVIS ARCHITECTS, INC. TOTALS $£0.00
JOHN 50N JOHNSONINSULATION CO, INC.
H11RWER-F10-167 21'1'1R|"u"E R-JOHMSOMN-  Variance HI11FIWVEE 4710 Femlation - Tommdesyr F100.00
JORSON INSULATION €O, INC. TOTALS $100.00

ESTIMATING EEROR TOTALS

$650.00




Purchase/Work Order Lists - continued

|POwis Lists = | |Reports of Open POMWO's = |Track PO

List by Cost Code

List by Yendor
Lisk by WYendar \Wikh PAID Costs Detai

Lisk by PO Skatus
B ! 'T- B o a * .'1 Ju - - T "' - * 'T. o .' ™ ) ) o .
List by Wi PO/WO Number PO/WO Order List - Grouped by Vendor With Paid Costs Detail
List by PO Line ID JOB H11RIVER PO Line ID & all
Lisk by Variance Reason Wikh Yariar] VENDOR. ALISSTAR PO T",r' pe Al
List By Cost Code with Al Mokes ang Cost Code QQC09000 Change Order & Al
List By Cost Code With Yariance Mo . .
PO/WO Line ID Type Cost Code Cost Code Titfle P OO Amount
Vendor Transaction Ledger GmuPEEIﬂJ.USTIN STAR R OOFING
e
ATSSTAR AUSTIN STAR ROOFING
JOB: HIIRIVER
HT1RIVER 4030104 “atance 4050 Roofing - Turnkey $50.00
Paiid Costs
e 104 a-06 12364 Paict  10-Mayds  PW-2025 F50.00
$50.00
HTRIVER 4030102 “atance 4130 Roofing - Turnkey 500,00
Paid Costs
s 02-lan-02 Foofing drawv- vatance Paid 05-Jan-02 1126 F300.00
$500.00
HTRIVER 4430153 Budgeted 4130 Foofing - Turnkey $=.000.00
Paid Costs
s 07-Jan-02 Foofing drasy Paid 08-Jan-02 11228 F5,000.00
$5,000.00
HTRIVER 44030154 Budgeted 4130 Foofing - Turnkey 19 200,00
HTRIVER 30171 “atance 4050 Roofing - Turnkey $300.00
Paiid Costs
AP 02-Jan-02 Extra Roofing expenses Paid 05-Jan-02 1126 F300.00
$300.00
HT1RIVER 403083 Budgeted 41=0 Foofing - Turnkey $6,000.00
Paid Costs
s 02-lan-02 Foofing drawy Paid 05-Jan-02 1126 F6,500.00




Open PO/WO Reports

|Reports of Cpen PO/wO's - | |Track. TO print lists of Open Purchase/Work Orders, use the button labeled ‘Reports of Open PO/WQ'’s’ on the toolbar
at the top of the PO/WO and Costs Mgt Window. These lists will be based on the criteria selected on the

By Job, Then Cost Code

By Yend
¥ Yendor

window. A report can include open PO/WO's for ALL jobs to analyze outstanding costs for the entire com-

pany.

The ‘Done’ check box column on PO/WOQO'’s Mgt window was discussed on a previous page. If costs are going
to be less that a PO/WO amount, use a check mark on that windowto remove the PO/WO from the Open PO/

DL GOIC  Duaildostc picl Ol

WOQO’s lists.
Open Purchase/VWork Orders (Not checked as done and with open balances)
JOB Al PO Line ID & Al
VENDOR Al PO Type Al
Cost Code 39339393 Change Order & |Y
Jcb Cost Code PoAO Lime ID PO Srnourt | Adual Job Cost Tatals Cpen Aroont Charnge Crder | POSIO Type
AMEX - American Express
H11RIMER 4540 [H 11 R WER.-4540-28 2,000.00 2,975.15 2485 [NA Budgeted
H11RIMER 4005 |H 11 R WER-405- 161 200 .00 4,00 151,00 W Budgeted
H11RIMER 8510 H 11 RWER-8510- 166 200,00 B2l 193.79|HA Budgeted
AMEX | 3,400.00] 3,030.36] 369.64]
ARROYO - Arroyo Framing, Inc.
[H11RIVER | 3150[H11R IVER-3150-24965 | 21,094 75] 20,272.27| 722,48 [Ha Budgeted
ARROYD | 21,094.75  20,372.27| 722.48|
ADIOYID - Audio Yideo Environments
[H11RIMER | I10H11RMER-3010-82 | 1,500 .00] o.00] 1.500.00 [Ha Budgeted
AUDIOVID | 1,500.00] 0.00] 1,500.00]
AUSBLDG - Austin Building Products
[H11RIVER | 4520 [H 11 RIVER-4850-20 | 2,000 00| o.00 | 2,000.00 [HA Budgeted
AUSBLDG | 2,000.00] 0.00] 2,000.00]
AUSWROUG - AUSTIN WROUGHT ITRON
[H11RIMER | 5235 H11RIVER-5235-101 | 2,050.00] g14.25] 2,235.75 [Ha Budgeted
AUSWROUG | 3,050.00] 814.25| 2,235.75]|
BRIGHTON - Brighton Custom Paint
H11RIMER 4005 [H 11 R WER-4005- 157 1,000 .00 800,00 200,00 [Ha. Budgsted
H11RIMER 4005 H 11 R WER-405- 158 4,500 00 1,600,00 2,300,00 [HA Budgeted
H11RIMER 4005 |H 11 R WER-4005- 150 2,000.00 0,00 2,000.,00 [HA Budgeted
H11RIMER 4005 [H 11 R W ER:-4E05- 160 1,000 .00 0,00 1,000.00 [Ha Budgeted
H11RMER 4005 H 11 R WER-405-02 1,000 .00 0,00 1,000.00 [Ha Budgeted
BRIGHTON 9,500.00 2400.00]  7,100.00




Track PO/WOQ's Returned and Dates Printed

To open a window to post the date that a PO/WO was signed and returned (AND to review printed dates),
use the button on the PO/WO and Costs Mgt window lab&ledk PO/WOs Returned/ Review Dates

Printed’.

%l El dh T Remove Sort |Print Data Shown |POMWOs Lists ~ |Reports of Open POPWO's ~¢Track POWOs fleturned I Review
o ———

Drates Printed )
=N

Purchase/Work Orders (and Joh Costs) Mgt/Review (sorted hy job, then cost code)

To mark that a PO/WO has been signed and returned, simply click in a check
boxsJhe program will supply today’s date, which can be changed if needed.

@ T, Remove Sort

=

The data shown on the window can
be saved to an Excel spreadsheet by
using this button.

=| @] = 2] |

If all PO/WOQ's are listed for the job, it can be handy to use the Sort A-

Z button on the toolbar after clicking in the ‘Return Date’ column to

sort PO/WOQO's by return date. That way all PO/WQ'’s that have not not

been marked as returned will be at the top of the list.

Purchase/Wark Order T?«ng-Surted by Vendor /
Y N .
JOB e PO Line ID # Al
VENDOR JOHNEQ Type Al
Cost Code 35999999 Chantge Order # |4
YWEMDIOR, PO O Line ID PO Return Date 0B Cost Code Arnounk Main PO Murmber PO Type Wariance
[Dake Prinke Reasan
P JOHMSOM-0 * H11RIVER-4710-165 11729006 11029006 | T 1173006 [H11RIVER- - [4710-Inzulgtion - Turn - $3,593.00 |H11RIVER-JOHMSC|Budneted Mone
JOHMZOM-J ~ H11RNVER-4T10-167 1172906 11029106 | v 1143006 |HTRIVER-11 R -1 0-Insulation - Turn - $100.00 [H11RMER-JOHMSC[V ariance E=timating E



Compare PO/WQO's Totals to Budgeted Costs

Task Menu FPurchasefork Orders and Yendor Costs

View CHS Setup Steps h7-Purchase Orders for Selected Job (Add/Edif) To compare PO/WO totals to budgeted costs grouped by cost
. code, click onPurchase Ordersunder the Task Menus on
Job Budget, Bids, Costs /| 2-20/#0's and Actual Costs MANAGEMENT the Navigation/Home window. On the window that opens,
Job Scheduline ¢ 08.1-Set up Detault POMO Text by Cost Code first select a job, then click 009 - Report: PO/WQ’s Com-
ob batus, Schedung 4 | 19 Report POMWO's Compared to Budget pared to Budget.
Purchase Orders (PO) 10-Feport. FOAYD's Compared to Yendor Cost
11 =4 i bl ek \N
Purchase/Work Orders Compared to Budget/Change Order Est. Costs
H11RIVER HI1RIVER: 11 RIVER RUN-Brown
Cost Codes and Titles Budgeted! | Budgeted | P OMIDS Aoproved | Change PoOAYOs Yariance PO O
Edinated | POMWO's [(Overldnder |l Chg Ord Order Overldnder fi P OAWO0's Cwernder
Costs Budget Ed. Cods | POMIO's | CO Budget E=timated
Costs
1000 PERMITS AND FEES
101 0-Bilding P emits 4,300 4,300 0 0
M090Mi=c Pemmitz and Fees oo Ll I ] I ] I
1100 ARCHITEC TURALENGINEERING
H105F lan Costsitwchitect Fees 3,493 3,493 0 B75 B75 0 50 50
1115-5 pecaiP | atsBlueprints 00 450 &0 0 0 -0
11205 ureys 1,000 250 &0 0 i a a -50)
127 E ndneeting - Foundation Dagn ang = ] | 0 o ] ‘ ] | ]
1200 SITE WORK
H210Lat Clearing 00 300 0 0 i 0 0 0
1 215F inal Grade 00 500 0 0 0 0 0 0
1 230 ough Grading 1,000 1,000 0 I ] i 0 | 0 I 0
1400 UTILITY CONNECTIONS
1405-S aritary Toilet 700 7% 36 0 0 0 0 36
1 406-Dumpater 2,500 2,724 24 0 0 0 0 224
&1 0-E ledtrical Line ] 0 ] 0 o ] ] ]
1 4204 ndividual Well s 1,500 1,500 0 0 0 0 0 0
H440-S eptic System 1,600 1,600 0 0 0 0 0 0
M470-E lecric Service Line a0 a0 ] 0 o ] ] ]
14753 ater Serce Line 750 790 0 0 0 0 0 0
2100 FOOTINGS AND FOUNDATION
£ 04 F oundation Turmkey 20403 20,068 a7 I 0 0 0 I 0 I 57
21 A99F nintinnAF nundatinnF stras Ann am n 1 n n n




Compare PO/WQO's Totals to Vendor Posted Costs

Task Menu FurchasefWork Orders and Yendor Costs

View CHS Setup Steps 07-Purchase Orders for Selected Job (Add/Edif)
03-POMOD's and Actual Costs MANAGEMENT

08.1-Set up Default POMO Text by Cost Code
09-Feport: POMO's Compared to Budget

10-Report: PO/MWO's Compared to ¥Yendor Costs

To compare PO/WO totals to posted actual costs by
vendor, click onPurchase Ordersunder the Task
Menus on the Navigation/Home window. On the
window that opens, first select a job, then click on
‘10 -Report: PO/WQO’s Compared to Vendor

Costs.

Joh Budget, Bids, Costs

Joh Status, Su:he:lulingA:

Purchase Orders (PO

11-+endors Used or To Use on Jobs

\
S AN = . / = ST -
PO's/WO's Compared to Actual Costs - By Vendot
HITRIVER: 11 RIVER RUN-Brown
To Pay
BATANCE -
Unpaid Posted
] ] Purchase! | Posted Costs | Costs Crver/ | Cutstanding | UNPAID o tsptxlaus' PAID Posted | TOTAL-To

Toview detail: Open the Work Orders | To Date (Under) POIWO | Posted Costs | D aistanding Costs  |PayBalance +

PO/WO Management window. PO/WOs | Balance FOsWO's Paid Costs

AMEX Armerican 4147 45493 446 1] 1] 1] 45493 4593
Express

ARROYD  |Arroyo Framing, 21,0495 20,372 -722 722 1] 722 20,372 21,0485
.

ALDICOVID |Audio Video 2,800 1,300 -1,500 1,400 1] 1,500 1,300 2,800
Erwironments

ALISBLDG |Austin Building 7,000 5,610 -1,2490 1,390 1] 1,380 5,610 ¥.00o
Products

ALISPROF |Austin 0 27 27 1] 1] 1] 27 27
Professional

ALISSTAR |AUSTIMN STAR 24 350 24 250 -100 100 12,400 12,500 11,850 24 350
ROOFIMNG T TO

ALISWROUALSTIMN 3,050 a14 -2,236 2236 1] 2,236 14 3,050

G WWROLIGHT

BRIGHTOM| Brighton Custom 5,500 2,900 -6,600 6,600 1] 6,600 2,900 5,500
Paint

BUILDRIS |Builder's Risk 2,000 G082 -1,393 1,393 1] 1,393 EOS 2,000
Elan

CABBEYDS |Cabinets by 17,500 0 -17.,500 17,500 1] 17,500 1] 17,500

M Design

CARSOM | Carson and 950 250 -100 100 1] 100 850 4950
Bush Surveyaors,

CEMTTAM | Central Texas 17,710 15,014 -2 696 2 96 1] 2 696 15014 17,710




Report of Vendors To Use on Jobs

>

=] 2] tone
View CHS Setup Steps 07-Purchase Orders for Selected Job (Add/Edif) SELECT JOB FOR REPORT
08-FOMO's and Actual Costs MANAGEMEMNT
08.1-5et up Default POAD Text by Cost Code
09-Feport POMO's Compared to Budget

10-Report. POAYD's Compared to vWendor Custs/

11-¥endors Used or To Use on Jobs

Joh Budget, Bids, Costs / A11RIWER - 11 RIVER RLIM - Brown

Job Status, Sthe-[lu]jngA

Based On Actual Costs

Yendors Used On Job

Purchase Orders (PO)

Yendors Used On Job

12 aivers of Lien

(with Costs)

Based On Posted POs

/ Yendors To Use On Job and Work Drders
/
Vendors Company Plans To Use On Job
You can use PO/WO’s that have ‘endors Lompany ans 10 usc un Jo
been posted to print a list of H1IRIVER
‘Vendors Company Plans To Use ) . . i )
On Job'. First, click on Pur- PROPERTY: 11 RIVERRUN BUYER(S): Jack and Jill Brown
cl\:/lhase Orderrsul\r:de_r th_e T;';\:k Office Fax
enus on the Navigation/Home 4200 FIREPLACE BOX
window. On the window that _ ] ) )
opens, first select a job, then click 4120 Metal Fireplace Box- Turmkey
on ‘11-Vendors Used or To Use WILLLAMS Williams Insul ation of Austin (512) 928-4002 (512)928-3353
on Jobs. On the next window 4500 WINDOWS AND DOORS
that opens, click the button labeled 4510 Windows
“Vendors to Use on Job AUSBLDG Austin Building Products (512)251-9290 (51212519353
. 4535 Front Door
A similar type of report can also be DURANGO o D
printed that lists Vendors used on a Hengn —one
job (based on actual posted costs).|  #40 Exterior Doors
4550 Interior Close Doors
STOCK Stock Building Supply (512 4443172
WENCO Wenco Distritutors (512) 4446701 (512) 444-4799
4570 Garage Doors
DENHAM Dienham Owerhead Door Co, The. (5120 282-3667
4580 Window & Door Hardware




Report of Vendors Used on Jobs

=] | En

%

]

>

Home

SELECT JOB FOR REPORT

d11RIVER - 11 RIVER RLIMN - Broy

i [7]

Yendors Used On Job \I\

Select a job, then click on the button labeMelidors Used on Job

OR on the button labele®¥endors Used on Job (With Costsshown
vendors Used On Job | Based On Actual Costs ' below).

To open the window to print a simple report of Vendors used on a job
(based on actual posted costs), see previous page for instructions.

{with Costs) \
vendors To Use On \ 611(101*8 -[_]—S '«_:.‘-'d on J‘Ob‘
HIIRIVER
PROPERTY: 11 RIVER RUN BUYER(S): Jack and il Brown
Office Fax Mobile
3i50 FRAMING LABOR
3150 Framing Labor
ARROYO Arrayo Framing, Inc. (5120 693-2632 ¢ ) 999.9999 (512) 826-2090
POBox 41611, Avstin, T 77040027 $20,372 27
FRANCIET Fratwis I ones (P TTT-TmT
33455 Brook Late, Austin, T TETIS-1234 $150.00
3600 PLIMEBING
3ol0 Eough Plumbing
E3PARZEA Esparza Plumhing
1402 Satuta Mlordea, San Antordo, T 78201 $i4,450.00
35820 Topout Plunbing
ESPARZS Esparza Plumbing
1402 Satata Motdca, San Antonio, TE TEZ01 $2,125.00
3031 Plunbing Fixtures
AMEX 2am ericat Ex press (200 492-24648
A erican Express, Suite 0001, Clicago, Illinods 6067 2-0001 $4.71
FERGUE0OH Fergnson Enterprises, Inc. 245 (31Z) 445-5140
PO Box 290072, Dallas, T 75329-007% $1,284 16
3655 Fiberglass Shower Pans




