
Managing Purchase/Work Orders and Associated Costs / Lists of PO/WO’s / Tracking Signed PO/WO’s
To Print Lists of Purchase/Work Orders, to Track signed PO/WO’s, AND to review PO/WO’s compared to Actual Costs,
there is a Purchase/Work Order Management window that will be described in this Help document.

To open the window, select ‘Purchase Orders’ under 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/WO’s and Actual Costs MANAGEMENT’.



When the PO/WO Mgt window opens, use the criteria fields at the top of the window to select the data to display.  We selected job
H11River, Vendor AUSSTAR, and Cost Code 4030.  Use the ‘All’ buttons to bring all records back to the window.

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/WO’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/WO’s are
under their associated PO/WO’s, they are displayed in blue (to spot open PO/WO’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.

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



Double Click Amounts To View Detail

Double Click!

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

The window shown below is explained in the Help
Document about creating PO/WO’s.  You can use the
pencil button to edit the PO/WO or review notes
about the PO/WO.



Double Click!

Double Click on an amount in the ‘Actual Job Cost Totals’ column to open a window to view or edit Actual Posted Costs for the related job and
cost code.  See Help Document on the window that opens for more information about editing the fields in blue or applying costs to PO/WO’s.

Double Click Amounts To View Detail - continued



Double Click On Overage to Create a Variance PO/WO

Double Click!

Create a Variance PO/WO by double clicking on an
overage amount in black.  This is handy for keeping notes
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 changed, if
needed.

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

After creating the Variance PO/WO, you can return to the
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.



Marking PO/WO’s as “Done”

Since there are reports that will list all “Open” PO/WO’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.

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

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 limited to the ones in the
drop down list.  There is a PO List report on the toolbar that will group PO’s by Status.  Some examples of PO Status are shown here.



Buttons on the PO/WO and Costs Management Window
*Send Data To Excel, Word,
etc. (explained below)

Pop Up
Calculator

Tutorial
Movie Info

Help Documents

*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).

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.

Documents

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.



Sort and Find Tools on the Toolbar
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 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.

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



Purchase/Work Order Lists

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.



Purchase/Work Order Lists - continued



Purchase/Work Order Lists - continued



Open PO/WO Reports
To print lists of Open Purchase/Work Orders, use the button labeled ‘Reports of Open PO/WO’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
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/WO’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/
WO’s lists.



Track PO/WO’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 labeled ‘Track PO/WOs Returned/ Review Dates
Printed’.

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

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

If all PO/WO’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/WO’s by return date.  That way all PO/WO’s that have not not
been marked as returned will be at the top of the list.



Compare PO/WO’s Totals to Budgeted Costs

To compare PO/WO totals to budgeted costs grouped by cost
code, click on ‘Purchase Orders’ under the Task Menus on
the Navigation/Home window.  On the window that opens,
first select a job, then click on ‘09 - Report: PO/WO’s Com-
pared to Budget’.



Compare PO/WO’s Totals to Vendor Posted Costs

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



Report of Vendors To Use on Jobs

You can use PO/WO’s that have
been posted to print a list of
‘Vendors Company Plans To Use
On Job’.  First, click on ‘Pur-
chase Orders’ under the Task
Menus on the Navigation/Home
window.  On the window that
opens, first select a job, then click
on ‘11-Vendors Used or To Use
on Jobs’.  On the next window
that opens, click the button labeled
‘Vendors to Use on Job’.

A similar type of report can also be
printed that lists Vendors used on a
job (based on actual posted costs).
See example on the next page.



Report of Vendors Used on Jobs

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.

Select a job, then click on the button labeled ‘Vendors Used on Job’
OR on the button labeled ‘Vendors Used on Job (With Costs)’ (shown
below).


