
Jobs Phase Status Update and Reports - Opening the Window
The quickest way to open the window for updating the Phase Status of jobs and to produce Phase Status
reports is to start typing ‘Status ....’ into the Index field on the Navigation/Home window until ‘Status
Report For Jobs’ fills in.  Then press the Enter key on your keyboard.  Continue to the next page.



Set Up Phase Status Categories

Before beginning any work on updating the Phase Status for jobs, first set up the Phase Status Categories that will fit your needs.  To add
or edit Phase Status Categories, use the button on the toolbar labeled ‘Add/Edit Phase Status Categories’ at the top of the window.

On the ‘Edit Phase Status Categories’ window, you can
set up 48 phase status categories.    Change or add Phase
Status Categories in the appropriate order as needed.  The
program is preloaded with some phase status categories,
but they may be changed, if needed.

Continue to the next pages to see how these phase status
categories can be used in the program.



Updating a Job’s Phase Status

To update the Phase Status for a job, find the job in the list of jobs.  Then use the button labeled ‘Update Status’.

On the ‘Update Job Phase Status’ window that
opens, FIRST enter or select or a Monday Date.  It can
be easiest to use the Calendar button to pop up a
calendar to select a Monday date.  Monday dates are
used to keep the Job Status reports uniform by week.

After entering a Monday date, use the button
labeled ‘THEN: Click to Add New Status Line
For the Date’.  On the new line that is added, use
the drop down list of Phase Status Categories to
select the appropriate phase the job is in as of the
Monday date.

Continue to the next page for an example of the
Phase Status Report.



Job Status Report

To open a report of the Phase Status for all jobs that have been updated with a phase status, use the ‘Open Status Report’ button on
the window that lists all of the jobs.

The end of the report will display a list of all phase numbers and their titles that is used
as a ‘key’ to what the status numbers on the report mean.  See the next page.



Job Status Report - continued

The ‘Status Categories’ numbers and titles will be listed at the end of the ‘Job Status Report’ in order to provide a key to
what the numbers mean under the weeks on the status report.  Continue to the next pages for information about using
the Phase Status categories in other areas of the program.



Attaching Phase Levels to Cost Codes
As described in the Help Document about setting up Cost Codes, ‘Phase Levels’ can be attached to Cost Codes.
Use the drop down button to select from your list of Phase Status Categories.  The ‘+’ button to
the right of the field will open the window shown previously in this document to ‘Edit Phase
Status Categories’.

Continue to the next page for information on printing a job budget based on the associated phases.



Budget Phase Totals

IF you have attached Phase Categories to Cost Codes as described on the previous pages, there is a window
and a report that will display job budget totals for each phase of a job.  Use the button labeled ‘Job Status/
Scheduling’ under ‘Task Menus’ on the Navigation/Home window.  On the window that opens, first select
a job.  Then click on the words ‘20-Budgeted Phase Totals For Selected Job’.   Continue to the next page
for an example of the window that will open.



Budget Phase Totals - continued

On the ‘Budgeted Phase Totals’ window
that pops up, you can scroll through the
information by using the horizontal slide
bar.

PRINT a report by using the printer icon
on the window.

Send the data to an Excel spreadsheet, if
desired, by using the folder button.

This window shown below will gather data from the selected job’s budget and display the budget
totals for each phase.  This is based on the Phase Categories that are attached to Cost Codes!



Print Purchase/Work Orders Based on Completed Phases
As explained in the Help Document about creating Purchase/Work Orders, PO/WO’s can be printed based on the latest phase
status for a job.  This will work IF Phase Status Categories have been attached to Cost Codes as described earlier in this Help
Document.

From the Add OR Edit Purchase/Work Orders window, use the button labeled ‘Open Window to Print PO/WO’s Based on
Completed Phases’.  A window will open that lists all PO/WO’s that are connected to the latest phase (plus one) or previous
phases that have not been marked as printed.  Use the check boxes or features on the window to select PO/WO’s to print.  Then
Select Text as described in the PO/WO Help Document, and click on the button labeled ‘Print Selected PO/WO’s’ to print the
batch of PO/WO’s.


