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Copyright

This document and software described in it are copyrighted with all rights reserved. Under
copyright laws, neither the documentation nor the software may be copied, photocopied,
reproduced, translated, or reduced to any electronic medium or machine readable form, in
whole or in part, without prior written consent of Sage (UK) Limited (‘Sage’). Failure to
comply with this condition may result in legal proceedings against you.

This computer program is the property of Sage. The program is protected under copyright
law and is licensed for use only by a user who has either returned the completed registration
card included with the computer program or registered online or by telephone and further is
licensed strictly in accordance with the conditions specified in the Software Licence. Sale,
lease, hire rental or reassignment to, or by, a third party without the prior and written
permission of Sage is expressly prohibited.

Sage does not warrant that the software package will function properly in every hardware/
software environment. For example, the software may not work in combination with
modified versions of the operating system, with certain print-spooling or file facility
programs, or with certain printers supplied by independent manufacturers.

Although Sage has tested the software and reviewed the documentation, Sage makes no
warranty, representation or condition, either express or implied, statutory or
otherwise, with respect to this software or documentation, their performance,
satisfactory quality, or fitness for a particular purpose. This software and
documentation are licensed ‘as is’, and you, the licensee, by making use thereof, are
assuming the entire risk as to their quality and performance.

In no event will Sage be liable for indirect, special, incidental, or consequential
damages (including but not limited to economic loss, such as loss of profits, loss of use
of profits, loss of business or business interruption, loss of revenue, loss of goodwill or
loss of anticipated savings) arising out of the use or inability to use the software or
documentation, even if advised of the possibility of such damages. In particular, and
without prejudice to the generality of the foregoing, Sage has no liability for any programs
or data stored or used with Sage Software, including the costs of recovering such programs
or data.

Nothing in this notice shall exclude or limit Sage’s liability for fraud, death or personal
injury arising out of Sage’s wilful default or negligence.

Sage’s policy is one of constant development and improvement. We reserve the right to
alter, modify, correct and upgrade our software programs and publications without notice
and without incurring liability.

Copyright:  © Sage (UK) Limited 2002
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All Worldwide Rights Reserved
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Introduction to JOb Costing In this chapter

What is Job Costing

Job Costing Benefits
Welcome to Sage Job Costing.

How Job Costing
From transport and maintenance to labour and Works
materials, every job has a number of cost elements.
Understanding the precise breakdown of these costs
helps you manage jobs more efficiently and make
them more cost effective.

Integration with Sage
Line 50 and Sage
Payroll

Sage Job Costing provides the features you need to
maintain accurate details about jobs, projects and
contracts, and enables you to track and evaluate the
actual costs incurred against budgets and
projections.

Sage Job Costing is designed to integrate with Sage
Line 50 and Sage Payroll, saving time and
improving accuracy.



What is Job Costing?

The overall objectives of a job costing process are to manage
your jobs and to give you total control and a thorough
understanding of your job costs, through the analysis of
individual processes and activities. With a good understanding
and better control of your costs you can potentially reduce costs
and thereby increase your revenue and profit. Job costing will
also assist in improving the productivity of your business.

Cutting costs and increasing productivity have become more
important over the past decade as many businesses have seen
their profit margins narrow. Businesses can no longer rely on
arriving at a selling price by adding the desired profit to the
estimated cost (except in the circumstances of a “Sellers”
market). Therefore, if the business costs are too high, companies
will make a small profit, or no profit at all.

Using Sage Job Costing you can enter and monitor all of the
costs associated with each job. This means you know exactly
how much it costs your business to complete a job, and how
much to charge your customer to ensure that your business
makes a profit.

Who uses Job Costing?

During the 1930s large companies in the USA developed job
costing as a business practice. It did not become widely used by
British companies until the 1950s. Nowadays it is a fundamental
part of any successful business.

Job costing is not only for use in large companies. Whether you
are a sole trader or a large organisation, a good job costing
process gives you the ability to focus on your profitability by
enabling you to monitor and evaluate your business costs.

Sage Job Costing is used in all types of businesses, from
tradesmen, such as plumbers and electricians operating their own
businesses, to larger companies engaged in construction or
manufacturing. You do not have to be a large business to use a
job costing system - you just have to be a business that wants to
increase profitability by developing a true understanding of your
business costs.

Sage Job Costing can also be used for tracking non-profitable
jobs or for in-house projects.
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What are the Benefits of Sage Job Costing to
your Business?

Sage Job Costing can benefit your business by:

¢ Optimising the cash flow for your business by the detailed monitoring of
costs and revenue.

¢ Reducing administration and production costs.

¢ Increasing productivity by helping you decide the best use of personnel,
materials and machines.

¢ Avoiding costly overruns by closely tracking job progress and
expenditures.

¢ Helping you understand the precise cost breakdown of a job and ensuring
that jobs are managed more efficiently.

¢ Helping you prepare estimates for future work more quickly, accurately
and confidently.

¢ Measuring the actual costs of each job, process and activity against the
budgeted costs.

¢ Helping you determine your most profitable types of jobs and assessing the
need to undertake certain types of jobs.

¢ Helping you decide how to make your jobs more cost effective, by
answering questions such as whether or not to purchase or manufacture
goods yourself, contract out labour or employ full time staff.

¢ Monitoring the progress of your jobs and activities for planning, budgeting
and reporting.

¢ Ensuring that all job costs are recovered in your selling prices and helping
you calculate what you can bill the customer.

¢ Allowing you to bill your customers whenever you require, and providing
you with a variety of billing methods.

¢ Allowing you to keep track of all the products that you buy for jobs and
stock.
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¢ Helping you with material tracking and the tracking of committed costs.

How Does Sage Job Costing Work?

Sage Job Costing has five main components: job records, costs, enquiries,
billing and reports. The following sections describe each of these
components, including how they are used, their function and how they
work together.

Job Record

Central to the Sage Job Costing program is the job record. Sage Job
Costing manages and processes all the information relating to a job.

For each job, the following key information is stored and co-ordinated:
¢ General information

¢ Charging information

¢ Analysis information

¢ Milestones

& Activities

¢ Cost transactions

¢ Job invoices

For further information about job records, see the Working With Job
Records chapter.



Introduction to Job Costing

Recording Costs

The following types of costs can be posted against each job:

*

*

*

*

Purchase invoices/credits

Bank, cash and credit card payments
Stock issues and returns

Timesheets

Miscellaneous costs

Purchase Orders

For further information about recording your costs, see the Recording
Costs chapter.

Job Enquiries

You can make interactive enquiries to analyse progress and also view the
costs and revenues posted to the job.

For each job you can run the following types of enquiries:

*

*

*

*

*

Progress
Cost
Revenue
Supplier
Employee

Stock

For further information about job enquiries, see the Using Job Enquiries
chapter.
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Billing Customers

The Job Billing option in Sage Job Costing can be used to produce sales
invoices and credits for your customers.

For further information about billing, see the Using Job Billing chapter.

Job Reports

Sage Job Costing provides you with a choice of over 60 reports. The
following types of report can be run for each job:

¢ Cost analysis

¢ Cost transactions

¢ Employee analysis

¢ Job analysis

¢ Management analysis

¢ Revenue summaries

¢ Setup lists

¢ Timesheet analysis

¢ Purchase order processing

You can also use the Sage Job Costing Report Designer to create reports to
suit your business.

For further information about using the Sage Job Costing reports, see the
Reporting and Printing chapter.
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A Job Life Cycle within Sage Job Costing

The diagram below shows the progress of a job through Sage Job Costing.

Job Life Cycle

Receive New Job

Incur/Receive Costs
e.g. Purchase Invoices/
Timesheets

v

Enquiries & Analysis

v

Bill Job
Prepare & Invoice
Customer

Job Completion

Job Costing Task
1. Setup Stage

The first stage is the creation of the job.

Job Record - Create Job
Use the job record to store general job information as well as
analysis information, milestones and the job activities.

2. Active Stage

The second stage represents the active life of the job, when
resources and costs are still being incurred up until the job
has been completed, handed over or signed off.

Record Costs - Place Orders, Purchase Invoices/Credit
Notes, Stock Issues/Returns, Bank Payments, Timesheets
and Miscellaneous costs

Record the details of any activity (such as hours of work or
units of stock) that affect the cost of your jobs. The costs are
entered against activities and are used as the basis for billing
the job.

Job Enquiries/Job Reports
Interactive enquiries may be made and reports can be run to
analyse progress, costs and revenue.

Job Billing

Create a sales invoice using Job Billing. The details of job
invoices include details of exactly what was billed and when.
Invoices can be printed and despatched.

3. Completion Stage

The third stage represents the completion, sign off or
handover of a job or project.

Job Record
The job is marked as complete.

Delete Job
Remove the completed job from the program. When a job is
deleted the program deletes all the records relating to the job.
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How Does Sage Job Costing Integrate With
Other Sage Products?

Sage Job Costing is designed to integrate with Sage Line 50 and Sage
Payroll to provide a comprehensive cost management system.

Sage Job Costing shares common information with your Sage Line 50
ledgers. This means that you need only enter information in one place for
it to be available to both programs.

The following Sage Line 50 ledgers are integrated with Sage Job Costing:

Ledger

How the linking works

Sales

Job Record option

When you create a new job you can attach existing customers
to a job. If the job is for a new customer you can create the
new customer in Sage Job Costing. The customer details will
appear in Sage Line 50.

Job Billing option

If you want to bill customers, Sage Job Costing can create
sales invoices which can be transferred to the Sage Line 50
sales ledger, which will update the customer’s sales history.

Purchase

Recording costs - Purchase Invoices/Credits and Purchase
Order options

When you create purchase invoices/credits and orders you
can use the suppliers set up in Sage Line 50. If the invoice or
order is for a new supplier you can create the new supplier in
Sage Job Costing. The supplier details will appear in Sage
Line 50.

When you post purchase invoices and credits or when you
update your purchase orders, Sage Job Costing automatically
updates the relevant supplier’s purchase history in Sage Line
50.

Nominal

Recording costs - Purchase Invoices/Credits and Bank
Payment options

When you post purchase or banking transactions you need to
enter an existing Sage Line 50 nominal ledger code.

When the transactions are posted they will automatically
update the nominal ledger history.
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Stock

Recording costs - Stock Issues/Returns and Purchase Order
options

Stock transactions automatically decrease or increase stock
levels and update the stock history in Sage Line 50.

In Sage Job Costing you can choose whether or not stock
transactions affect stock profitability in Sage Line 50.

Any direct stock items ordered using the Purchase Order
Processing module will increase stock levels when they are
delivered.

Note: Job materials ordered do not effect stock levels.

Bank

Recording costs - Bank Payments

You can post bank, credit card and cash payments to the
relevant accounts in Sage Line 50.

The following areas of Sage Payroll are integrated with Sage Job Costing:

Areas How the linking works

Employee Employee Record option

Record . .
You can import Sage payroll employees into Sage Job
Costing and synchronise any payroll changes so Sage Job
Costing is kept up to date.

Processing Recording costs - Timesheets option

After you have entered timesheets in Sage Job Costing, you
can choose to transfer the total hours worked for each
employee to Sage Payroll, saving you time re-entering
information.

You can also link to multiple Sage Payroll companies.
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Installing Sage Job Costing

This chapter contains all the information you need
to install your Sage Job Costing program.

Simply follow the instructions for the installation
you require:

+ Installing Sage Job Costing Standard (Single
User).

+ Installing Sage Job Costing Professional
(Network User).

Remember to register your program when you have
installed Sage Job Costing.

If you are upgrading from a previous version of
Sage Job Costing for Windows, take a back up
of your data. Then follow the instructions on
your Sage Job Costing CD for upgrading Sage
Job Costing as a single user or on a network as
required.

In this chapter
Installing Sage Job
Costing Standard
(Single User)
Installing Sage Job
Costing Professional
(Network User)
Setting Up Users
Viewing User Activity

Company Preferences

Working With
Companies

Registering Your
Program



Preparing to Install

Before installing Sage Job Costing, you should:

¢ Check you have the minimum computer requirements to
run Sage Job Costing, including:
An IBM compatible Pentium 133 processor or greater,
running one of the operating systems detailed below.
At least 16MB of memory.
A hard disk with at least 60MB of free disk space after
Windows has been installed.
A SVGA or higher resolution video card and monitor
supported by Windows.
A printer supported by Windows.
A Windows compatible mouse.

¢ For Network users only, check that you have one of the
following supported networks installed on your computer:
Microsoft Windows 95, 98, 2000 Professional or NT v4
Novell Netware v4.0/v5.0

¢ Ensure that you have one of the following operating
systems on your computer:
Windows 95, 98, ME, 2000 Professional or NT
Workstation v4.

¢ Check to see you have everything you need, such as the
envelope containing the Sage Job Costing software and
details of the Terms and Conditions of your Software
Licence Agreement.

¢ Read the Terms and Conditions of your Software Licence
Agreement.

¢ Ensure that you have installed Sage Line 50 on your
computer.

Sage Line 50 is required for Sage Job Costing to run. If
you do not have Sage Line 50 installed, you must install it
before you install the Sage Job Costing program.

¢ Optionally install the Sage Payroll program.

Sage Job Costing can link to Sage Payroll, but Sage
Payroll is optional for Sage Job Costing to function.
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Note: Exit all
Windows
programs before
installing Sage
Job Costing.

Installing Sage Job Costing Standard for
Single Users
The Sage Job Costing installation is straightforward and easy. All you need

to do is follow the installation wizard which guides you through the
installation process.

To install Sage Job Costing Standard for single users

1. Insert your CD into the CD-ROM drive.

If you have autorun enabled on your CD-ROM drive, the Welcome
window appears when you insert the CD. Follow the procedure from
step 4.

2. Ifyou do not have autorun enabled, from your Windows desktop,
select Start and then choose the Run option.

The Run window appears.

3. In the Open box type d:\start and then choose the OK button.

Note: If your CD drive letter is different to that in the above
instruction, use the appropriate letter.

The Sage Job Costing V8 main menu window appears.

4. Choose the Install Sage Job Costing option.
The Installing Sage Job Costing window appears.

5. Ifyou are installing Sage Job Costing for the first time, choose the
New Installation button.

Note for users upgrading: If you are upgrading an existing
installation, choose the Upgrading Installation button and then choose
View Upgrade Instructions. A document appears giving essential
information for users upgrading. Please print out and follow these
instructions. To start the installation procedure, choose Install
Upgrade.

A setup window appears informing you that the InstallShield Wizard is
being prepared to guide you through the installation of your new
program.

Note: Your computer may restart at this stage to copy additional files.
You will then be returned to the installation process.

The Licence Agreement page appears.

13
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10.

11.

After reading the terms and conditions, choose the Yes button to
continue with the installation. Setup searches for previously installed
Sage software. If you want to quit the installation, choose the No
button.

The Welcome to Sage Job Costing V8 page appears.

To continue with the installation, choose the Next button. If you want
to quit the installation, choose the Cancel button.

The Select Installation Type page appears.

Select Installation Type
Select the type of installation you need,

3| Standard [Single-user)

Professional [Metwork Server]

Professional [Metwark. Clignt]

< Back I ezt I Cancel

Choose the Standard (Single-user) button.

The Choosing a folder page appears showing the folder where Sage
Job Costing will be installed.

If you do not want to install your program into the folder shown,
choose the Browse button to select a new one.

Note: If you are upgrading from a previous version, install Sage Job
Costing into the folder containing your original installation.

Choose the Next button to continue.

The Choosing a program folder for Sage Job Costing page appears.

Select an existing Start menu folder or type the name of a new folder.
The suggested folder is Sage Job Costing but you can change this if
required.

This folder will hold the Sage Job Costing options on the Windows
Start menu.
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12. Choose the Next button to continue.

13.

14.

The Start copying Job Costing files confirmation page appears.

Start copying Job Costing files

“Your installation choices are listed below.
I wou wwant to review or change any settings, chick Back. If you
are zatisfied with the settings click Next to begin copying files.

Current Settings:

Diestination Folder: d
c:program filestSage Job Costing

Program Folder
Sage Job Costing

Install Type:
StandalonesSingle User

Choose the Next button to continue, or choose the Back button to
change any of the details.

Sage Job Costing now starts to install. You can choose the Cancel
button to stop the installation procedure.

An information page appears.

Choose the OK button to install the Data Access Components.
The Microsoft Data Access files are installed.
If required, restart your computer now.

You have installed your Sage Job Costing program. You are now ready
to run Sage Job Costing for the first time.

15
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Note: You
must have Sage
Line 50
installed before
you run Sage
Job Costing.

Note: Your
company in
Sage Line 50
must have a
name to
integrate with
Sage Job
Costing.
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To run Sage Job Costing Standard (single user) for the
first time

Note: These instructions assume that you have installed Sage Job Costing
in the default directories as suggested in the Installation wizard.

1.

From the Start menu, choose Programs then choose Sage Job Costing.

Choose Sage Job Costing V8 from the sub-menu.

The Setup wizard appears.

From the first page of the Setup wizard, choose the Next button.
The Activating Job Costing page appears.

Enter the Serial number and Activation key in the appropriate boxes,
then choose the Next button.

Choose the Next button to begin the scan for your Sage Line 50 data.

Sage Job Costing must locate your Sage Line 50 data to correctly
integrate the two programs.

The Accounts Integration Settings page displays each Sage Line 50
company database located on your system.

If the Sage Line 50 company that you require is not listed, choose the
Browse button to find the required company.

Select the Sage Line 50 company that you want Sage Job Costing to
integrate with and choose the Next button.

Note: Sage Job Costing will only integrate with a single Sage Line 50
company. If you have a multi-company installation of Sage Line 50,
you must select a single company from the list.

If you want Sage Job Costing to integrate with Sage Payroll, select the
Scan option. Otherwise, select the Skip option and proceed to step 11.

Choose the Next button.

Your Sage Payroll companies are listed.
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Note: You
must have a user
name and
password set up
in Sage Line 50
before you
attempt to set up
access to Sage
Job Costing.

10.

11.

12.

13.

14.

15.

16.

17.

Select the Sage Payroll company, or companies, that you want Sage
Job Costing to link to.

If your Sage Payroll company is not listed, or if the company is not
correct, choose the Browse button to find the required company.

Choose the Next button.

The Company Information page appears.

Enter your company’s name and address and choose the Next button.

Your company details are taken from Sage Line 50, but you can
change them if required. Changing the company details in Sage Job
Costing will not affect the details in Sage Line 50.

Enter your company’s telephone and fax numbers then choose the
Next button.

Enter your company’s VAT registration number and choose the Next
button.

Verify that the information just entered is correct. If it is, choose the
Finish button to complete the wizard.

The Sage Job Costing - Login window appears.

You can log in using the user name manager, leaving the password
blank.

If you have added a password for the user name manager in Sage Line
50, when you first log in to Sage Job Costing as manager you will be
prompted to enter a user name and password for Sage Line 50. Enter
the password you have set up for the manager user.

In future, you will only need your Sage Job Costing user name and
password. Note: If you change the password set up for your manager
user in Sage Line 50, you must also change it in Sage Job Costing.

If you want to change any of the information entered in the Setup
wizard, use the Company Preferences option from the Settings menu.
For further details see the section Setting Your Company Preferences.

The Sage Job Costing program is now set up for use.

17
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Note: Exit all
Windows
programs before
installing Sage
Job Costing.

Note: If you
are installing
onto a Windows
NT machine,
ensure you have
administrator
access
privileges
before
installing.
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Installing Sage Job Costing Professional for
Network Users

For a network installation of Sage Job Costing, you need to:

*

L 4

L 4

*

Install Sage Job Costing on your network server.

Share the network installation folder with full access.

Note: If you want other users to access your Sage Payroll or Sage Line
50 data, you must ensure that the folders containing your Payroll and
Sage Line 50 installations are shared with full access.

Run the Sage Job Costing program on your network server.

Install Sage Job Costing on your network client machines.

To install Sage Job Costing Professional on the network
server

1.

Insert your CD into the CD-ROM drive.

If you have autorun enabled on your CD-ROM drive, the Welcome
window appears when you insert the CD. Follow the procedure from
step 4.

If you do not have autorun enabled, from your Windows desktop,
select Start and then choose the Run option.

The Run window appears.

In the Open box type d:\start then choose the OK button.

Note: If your CD drive letter is different to that in the above
instruction, use the appropriate letter.

The Sage Job Costing V8 main menu window appears.

Choose the Install Sage Job Costing option.
The Installing Sage Job Costing window appears.

If you are installing Sage Job Costing for the first time, choose the
New Installation button.

Note for users upgrading: If you are upgrading an existing
installation, choose the Upgrading Installation button and then choose
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View Upgrade Instructions. A document appears giving essential
information for users upgrading. Please print out and follow these
instructions. To start the installation procedure, choose Install
Upgrade.

A setup window appears informing you that the InstallShield Wizard is
being prepared to guide you through the program installation.

Note: Your computer may restart at this stage to copy additional files.
You will then be returned to the installation process.

The Licence Agreement page appears.

After reading the terms and conditions, choose the Yes button to
continue with the installation. Setup searches for previously installed
Sage software. If you want to quit the installation, choose the No
button.

The Welcome to Sage Job Costing V8 page appears.

To continue with the installation, choose the Next button. If you want
to quit the installation, choose the Cancel button.

The Select Installation Type page appears.

Select Installation Type

Select the type of installation you need.

Standard [Single-user]

| Professional [Metwork Server]
E | Professional [Metwork Client)

L1

< Back I IdEwts I Cancel I

Choose the Professional (Network Server) button.

The Choosing a folder page appears showing the folder where Sage
Job Costing will be installed.

If you do not want to install your program into the folder shown,
choose the Browse button to select a new one.

Note: If you are upgrading from a previous version, install Sage Job
Costing into the folder containing your original installation.
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10.

11.

12.

13.

14.

Choose the Next button to continue.

The Choosing a program folder for Sage Job Costing page appears.

Select an existing Start menu folder or type the name of a new folder.
The suggested folder is Sage Job Costing but you can change this if
required. This folder holds the Sage Job Costing options on the
Windows Start menu.

Choose the Next button to continue.

The Start copying Job Costing files confirmation page appears.

Start copying Job Costing files x|

Your installation choices are listed below.
I you want to review or change any settings, click Back. If vou
are satisfied with the settings click Mest to begin copying files.

Current Settings:

Destination Folder: =|
cprogram filesySage Job Costing

Program Folder:
Sage Job Costing

Install Type:
Server

=
4 F

¢Back [ Hews | Cancel |

Choose the Next button to continue, or choose the Back button to
change any of the details.

Sage Job Costing now starts to install. You can choose the Cancel
button to stop the installation procedure. An information page appears.

Choose the OK button to install the Data Access Components.

The Microsoft Data Access files are installed. If required, restart your
computer now.

You have installed your Sage Job Costing program. Note: Before
running Sage Job Costing for the first time, you must share your
Sage Job Costing, Sage Payroll and Sage Line 50 program
installation folders with full access.

You are now ready to run Sage Job Costing for the first time on the
server.
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Note: You
must have Sage
Line 50 installed
before you run
Sage Job
Costing.

To run Sage Job Costing for the first time on the network
server

1.

From the Sage Job Costing group window, choose the Sage Job
Costing V8 icon.

The Setup wizard appears.

From the first page of the Setup wizard, choose the Next button.
The Activating Job Costing page appears.

Enter the Serial number and Activation key in the appropriate boxes,
then choose the Next button.

Choose the Next button to begin the scan for your Sage Line 50 data.

Sage Job Costing must locate your Sage Line 50 data to correctly
integrate the two programs.

The Accounts Integration Settings page displays each Sage Line 50
company database located on your system.

If the Sage Line 50 company that you require is not listed, choose the
Browse button to find the required company.

Select the Sage Line 50 company that you want Sage Job Costing to
integrate with and choose the Next button.

Note: Sage Job Costing will only integrate with a single Sage Line 50
company. If you have a multi-company installation of Sage Line 50,
you must select a single company from the list.

If you want Sage Job Costing to integrate with Sage Payroll, select the
Scan option. Otherwise, select the Skip option and proceed to step 10.

Choose the Next button.

Your Sage Payroll companies are listed.

Select the Sage Payroll company, or companies, that you want Sage
Job Costing to link with.

If your Sage Payroll company is not listed, or if the company is not
correct, choose the Browse button to find the required company.
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Note: You
must have a
user name and
password set up
in Sage Line 50
before you set
up access to
Sage Job
Costing.

Note: If you
want to open
Sage Job
Costing and
Sage Line 50 at
the same time,
log in to each
program using a
different user
name. For
further details
see the on-line
help system.
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10.

11.

12.

13.

14.

15.

16.

Choose the Next button.

The Company Information page appears.

Enter your company’s name and address and choose the Next button.

Your company details are taken from Sage Line 50, but you can
change them if required. Changing the company details in Sage Job
Costing will not affect the details in Sage Line 50.

Enter your company’s telephone and fax numbers then choose the
Next button.

Enter your company’s VAT registration number then choose the Next
button.

Verify that the information just entered is correct. If it is, choose the
Finish button to complete the wizard.

The Sage Job Costing - Login window appears.
You can log in using the user name manager and a blank password.

If you have added a password for the user name manager in Sage Line
50, when you first log in to Sage Job Costing as manager you will be
prompted to enter a user name and password for Sage Line 50. Enter
the password you have set up for the manager user.

In future, you will only need your Sage Job Costing user name and
password. Note: If you change the password set up for your manager
user in Sage Line 50, you must also change it in Sage Job Costing.

If you want to change any of the information entered in the Setup
wizard, use the Company Preferences option from the Settings menu.
For further details see the section Setting Your Company Preferences.

Now that you have run Sage Job Costing for the first time on your
network server, you are ready to set up access rights for each person
who uses the program. For further details see the Setting Up Users
section later in this chapter.

When you have set up your users, you are ready to install Sage Job
Costing on each of your client computers. For details see the section
Installing a Network Client Version of Sage Job Costing.
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Note: Exit all
Windows
programs before
installing Sage
Job Costing.

Note: If you
are installing onto
a Windows NT
machine, ensure
you have
administrator
access privileges
before installing.

Installing a Network Client Version of Sage Job
Costing Professional

With this version of Sage Job Costing you must have access to a computer
that has the Network Server installation of the Sage Job Costing program.

Use the installation wizard to guide you through the installation process.

To install a network client version of Sage Job Costing

1. Insert your CD into the CD-ROM drive.

If you have autorun enabled on your CD-ROM drive, the Welcome
window appears when you insert the CD. Follow the procedure from
step 4.

2. Ifyou do not have autorun enabled, from your Windows desktop,
select Start and then choose the Run option.

The Run window appears.

3. In the Open box type d:\start then choose the OK button.

Note: If your CD drive letter is different to that in the above
instruction, use the appropriate letter.

The Sage Job Costing V8 main menu window appears.

4. Choose the Install Sage Job Costing option.
The Installing Sage Job Costing window appears.

5. Ifyou are installing Sage Job Costing for the first time, choose the
New Installation button.

Note for users upgrading: If you are upgrading an existing
installation, choose the Upgrading Installation button and then choose
View Upgrade Instructions. A document appears giving essential
information for users upgrading. Please print out and follow these
instructions. To start the installation procedure, choose Install
Upgrade.

A setup window appears informing you that the InstallShield Wizard is
being prepared to guide you through the program installation.

Note: Your computer may restart at this stage to copy additional files.
You will then be returned to the installation process.

The Licence Agreement page appears.
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10.

11.

After reading the terms and conditions, choose the Yes button to
continue with the installation. Setup searches for previously installed
Sage software. If you want to quit the installation, choose the No
button.

The Welcome to Sage Job Costing V8 page appears.

To continue with the installation, choose the Next button. If you want
to quit the installation, choose the Cancel button.

The Select Installation Type page appears.

Select Installation Type
Select the type of installation you need.

7] Standard [Single-user]

Professional [Metwork Server|

Professional [Metwork Client]

< Back. I HEzt> I Cancel |

Choose the Professional (Network Client) button.

The Choosing a folder page appears showing the folder where Sage
Job Costing will be installed.

If you do not want to install your program into the folder shown,
choose the Browse button to select a new one.

Note: If you are upgrading from a previous version, install Sage Job
Costing into the folder containing your original installation.

Choose the Next button to continue.

The Choosing a program folder for Sage Job Costing page appears.

Select an existing Start menu folder or type the name of a new folder.
The suggested folder is Sage Job Costing but you can change this if
required.

This folder will hold the Sage Job Costing options on the Windows
Start menu.
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12. Choose the Next button to continue.

Start copying Job Costing files Ed

“t'our installation choices are listed below,
If wou want to review or change any settings, click Back. |f you
are salisfied with the settings click Nest to begin copying files.

The Start copying Job Costing files confirmation page appears.

Current Settings:

Destination Folder:
Program Folder:
Sage Job Costing

Install Type:
Client

c:hprogram filestSage Job Costing

C|

i

Cancel |

13. Choose the Next button to continue, or choose the Back button to

14.

change any of the details.

Sage Job Costing now starts to install. You can choose the Cancel

button to stop the installation procedure.

An information page appears.

Choose the OK button to install the Data Access Components.

The Microsoft Data Access files are installed.

If required, restart your computer now.

When you have installed your Sage Job Costing program on your
client computer, you are ready to run your program from the network

client computer.
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To run Sage Job Costing for the first time on a network
client

1.

From the Sage Job Costing group window, choose the Sage Job
Costing V8 icon.

The Network Client Setup wizard appears.

From the first page of the Setup wizard, choose the Next button.

The Locate Server Installation page appears.

Use the Browse button to enter the network path to the Sage Job
Costing network server installation.

Choose the Finish button.
The Sage Job Costing Login window appears.

You can log in using the user name manager, leaving the password
blank. Alternatively, enter your user name and password if you have
one.

Choose the OK button.

You have now installed the network client version of Sage Job
Costing. You will need to repeat the network client installation on any
computers that require access to the network server installation of Sage
Job Costing.
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Note: If you
want to open Sage
Job Costing and
Sage Line 50 at
the same time, you
need to log in to
each program
using a different
user name.

For further details,
see the Integrating
Sage Job Costing
with Sage Line 50
section in the
on-line help
system.

Setting Up Users

Set up user access to your Sage Job Costing program using the User Setup
option on the Settings menu. The User Setup window lists the users who
can log in to the Sage Job Costing program. It shows if the user requires a
password or not, and if the user has access to employee details from the
Sage Payroll program.

If you are not familiar with Sage software, see the Enfering Data section in
the Getting Started chapter, before attempting to enter any data.

You can use the User Setup option to:

¢ Add new users and control which Sage Job Costing options the user can
access.

¢ Edit the details for an existing user.
¢ Delete a user so they can no longer use the Sage Job Costing program.

¢ Import users from Sage Line 50.

To set up users

1. From the Settings menu, choose the User Setup option.

The User Setup window appears.

Uszer Setup
Chris Mo ‘Yes
Dan Mo Mo
lan es Mo
Keith Mo Mo
Manager Na Yes -
Mike Mo Mo
Pete Mo Mo
Ruth Mo e
Sean Mo Mo
Stephen Mo Mo b
Steve Mo Mo LI

Hew I Edit | Delete | Import | Cloze I

From this window you can create, edit, delete and import users.
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2. To add a new user, choose the New button.

Note: This 4.
information
must already
exist in your
Sage Line 50
5.
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The Create New User window appears.

Create New User [ <]

- User detall Line 500 datail
User name User name I
Password Password I
Canfirm password Confirm password I

eEEsiE
Job Record Stock lssues Period End Change Frogram Date [
Job Enguiries Stock Retuns “Year End Change Password E
Job Biling Bank Payments Compary Prefersnces User Setup E
Miscellaneous Costs New Supplier Record Job Classifications User Activiy E
Job Reports Mew Customer Record Job Analpsis NewJob E
Purchase lrvoices Employee Record Cost Codes Delete Job E
Furchase Credits Timesheet Maintenance Labour Rates Mew Company Wizard [
4] | |
™ &llow payroll access Cancel

Enter the following user details:

User name

Password

Confirm
password

Enter the user name. This name is entered when the
user logs in to Sage Job Costing.

Enter the user’s password.

Re-enter the password for confirmation.

Enter the following information so the user can access the Sage Line

50 data:

User name

Password

Confirm
password

Enter the Sage Line 50 user name for this user,
exactly as it is in your Sage Line 50 program.

Enter the password for this user, exactly as it is in
your Sage Line 50 program.

Re-enter the Sage Line 50 password for
confirmation.

Use the Access Rights check boxes to specify which Job Costing
options the user can access. To allow a user access to an option select
the relevant check box. To prevent a user accessing an option, clear its

check box.
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Note: You
cannot delete a
user who is
currently using
Sage Job
Costing.

10.

Select the Allow payroll access check box to connect to the Sage
Payroll program. You must have the Sage Payroll program to use this
option.

To accept the new user details, and return to the User Setup window,
choose the OK button. To cancel the details and return to the User
Setup window, choose the Cancel button.

The User Setup window appears. Any new information is added to the
user list.

To edit user details, select a user and choose the Edit button.
The Edit User window appears.

Amend any details as required and choose the OK button.

To delete a user, select the user and choose the Delete button.
A confirmation message appears.

Choose the Yes button to delete the user.

To close the User Setup window and return to the main Sage Job
Costing desktop, choose the Close button.

Importing Users from Sage Line 50

You can import users from your Sage Line 50 program using the User
Import Wizard.

There are a number of constraints on the user names you can import,
including:

*

*

You can only import Line 50 user names containing up to 20 characters.

You can only import alphanumeric user names. Sage Job Costing will not
import user names containing spaces or other special characters.

You cannot import a user if the user name already exists in Sage Job
Costing.

If you import a Sage Line 50 user with a password which has characters
that are not alphanumeric, the Sage Job Costing password will be blank.
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To import users from Sage Line 50

1.

From the Settings menu, choose the User Setup option.

From the User Setup window, choose the Import button.

The User Import Wizard appears.

To continue, choose the Next button.

User Import Wizard

Thiz list shows all Line 50 ugers which have nat yet been imported into Job
Costing. Select the uzers that you want to import,

Line 50 user

dave
alan

Swap | Clear |

Cancel | < Back | [dErt > | Eimrsty |

Select the user(s) you want to import from the list.

You can use the Swap button to reverse the selection in the user list.
For example, you can select a user then choose the Swap button and all
the deselected users are highlighted.

Use the Clear button to clear a user selection.
To continue, choose the Next button.

Choose the Finish button to import the selected user(s).

A summary page appears listing the user(s) you want to import and
stating whether the import was successful or not.

Choose the Close button.

The imported user(s) are added to the list of users in the User Setup
window. Select an imported user and choose the Edit button to select
which options the user can access.
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Changing User Passwords

You can use the Change Password option to enter or amend the password
you use to access the Sage Job Costing program.

When you first use Sage Job Costing, the User Name default is manager
with no password. From the Change Password window you can create a
password for manager to make Sage Job Costing more secure.

To change a password

1.

From the Settings menu, choose the Change Password option.

The Change Password window appears.
The following information is displayed:

User name The name of the user currently logged in to the
system is displayed. You cannot change this
information.

Enter information in the following boxes:

Current Enter the current password.
password

New password  Type in your new password here.
Confirm new Confirm your new password by typing your new

password password in this box.

To accept the new password choose the OK button. To exit from the
Change Password window, without saving the new password, choose
the Cancel button.
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Viewing User Activity

If you are running a network version of Sage Job Costing, you can see who
is currently logged in to the program and which options they are using.

If you need exclusive access to the Sage Job Costing program (for
example, when running the backup or restore routines), you can use the
User Activity option to find out who is using the program, then ask them to
end their session.

To view who is currently using Sage Job Costing

1.

From the Settings menu, choose the User Activity option.

The User Activity window appears.

Users | Losks |

You can see which users are currently logged into Sage Job Costing,
the name of their machine and the date and time they entered the
program.

If you need to end a user’s Sage Job Costing session, select the user
from the list then choose the Remove button.

For example, you may have to end a user’s session if the user switches
off their computer without exiting from Job Costing.

To update the list of users currently logged in, choose the Refresh
button.

To view which option a user is currently in, choose the Locks tab.

To close the User Activity window, choose the Close button.
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Setting Your Company Preferences

When you first run Sage Job Costing, you work through a Setup wizard to
enter your company details, specify where to store your Sage Line 50
accounts data, and indicate if you are connecting to Sage Payroll. If you
want to amend any details you entered in the Setup wizard, you can use the
Company Preferences option.

You can also set other options to configure the program to suit your
preferred way of working.

From the Company Preferences window, you can:

L 4

Use the Address tab to edit the details of your own company, including
your address and contact information.

Use the Integration tab to view or edit the integration set up with your
other Sage products. The Sage Line 50 and Sage Payroll programs are
integrated with Sage Job Costing during the Setup wizard.

Use the Settings tab to set defaults for the creation of new jobs and
transactions.

To edit your company address and contact details

1.

From the Company Settings stacked toolbar, choose the Company
Preferences option.

The Company Preferences window appears showing the Address tab.

You can view or edit any of the following details:

Name Displays your company name, as entered in the
Setup wizard. You can amend the name here. This is
a mandatory box. You cannot save any details
unless this box is completed.
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Address Displays the company’s address, as entered in the
Setup wizard. You can amend the address here. This
address is displayed on your reports.

Telephone Displays the company’s telephone number, as
entered in the Setup wizard. You can amend the
number here.

Fax Displays the company’s fax number, as entered in
the Setup wizard. You can amend the number here.
This number is displayed on your reports.

VAT Displays the company’s VAT registration number,
Registration as entered in the Setup wizard. You can amend the
Number number here.

To save these details and return to the main Sage Job Costing desktop,
choose the OK button. To exit from the Company Preferences window
without saving your changes, choose the Cancel button.

To edit your company integration preferences

1.

From the Company Settings stacked toolbar, choose the Company
Preferences button.

The Company Preferences window appears.

Choose the Integration tab.
The Integration tab appears.

You can set or change the link to your Sage Line 50 data by using the
Reset Path button.

The link to the company data in your Sage Line 50 program can be
seen in the Company box.

Set up the optional link to your Sage Payroll companies. You can link
to as many Sage Payroll companies as you want. Use the Add, Delete,
Reset Path and Set as Default buttons to add and change the linking
Sage Payroll data.

The Payroll data table displays the Company name and Database path.
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Select the Update Payroll details automatically check box to update
any changes to the Sage Payroll data without being prompted to save
the data.

Your Integration settings are now set and the information entered on to
your Sage Job Costing program can be updated into your Sage Payroll
and Sage Line 50 programs.

To save these changes, and return to the main Sage Job Costing
desktop, choose the OK button. To exit from the Company Preferences
window without saving your changes, choose the Cancel button.

To set your defaults for creating new jobs and
transactions

1.

From the Company Settings stacked toolbar, choose the Company
Preferences button.

The Company Preferences window appears.

Choose the Settings tab.
The Settings tab appears.

You need to set how job numbers will be assigned when you create a
new job. To help you decide how you are going to number jobs, see
the section Choosing a Job Numbering Method in the Setting Up Your
Sage Job Costing Program chapter.

Enter the following details:

Revenue Select the default revenue nominal code, to use for
nominal all new jobs. This is the nominal code in Sage Line
code 50 that the new invoices are posted to. Enter a

default nominal code, or use the Finder button to
select a default nominal code from the drop-down
list.
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Affect
profitability
in Line 50

Include
Overhead mark
up in cost and
profitability
calculations

Enable invoice
matching
messaging

Print end of
report banner

Select whether changes in stock affect product profit
reports in your Sage Line 50 program. This check
box determines what happens to Line 50 when you
post stock issues or stock returns. Select the check
box to post stock issues as goods out (GO) and stock
returns as goods returned (GR). Deselect the check
box to post stock issues as adjustments out (AO)
and stock returns as adjustments in (Al).

Select this check box to include overhead mark up
values when displaying actual costs on enquiries.

If you want Sage Job Costing to prompt you if you
invoice/create a goods received note for more items
than the original purchase order included, select this
check box.

Select this check box to print an ‘End of Report’
message at the end of all reports to indicate that the
report is complete. If a report is cancelled before it
is completed, the message indicates that the report
has terminated. If the check box is left clear, the
message isn’t printed.

To save these changes and return to the main Sage Job Costing
desktop, choose the OK button. To exit from the Company Preferences
window without saving your changes choose the Cancel button.
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Note:
Multicompany is
only available if
you are using Job

Costing
Professional.

Working With Companies in Sage Job
Costing Professional

You can work with a number of companies. A number of options are
available for you to set up and work with additional companies. These
options are found on the File menu:

New Company Your initial Job Costing company is created when
you first run the Sage Job Costing program and
complete the Setup wizard. Use the New Company
option to add subsequent companies.

Open company Use this option to switch between companies
without leaving Sage Job Costing.

Delete Company Use this option to delete all details of a company
which you no longer require.

If you have created more than one company, you must specify which
company you want to open each time you log in to Job Costing.

When you have multiple companies, any actions you perform in Sage Job
Costing affect the currently opened company and no others. Therefore all
job classifications, analysis types, cost codes, and so on, can only be used
in the company in which they were created. When you back up your data,
you only back up the company which is currently open.

Note: The data files relating to each new company are stored in their own
folder on your computer.

To add a company

1. From the File menu, choose the New Company option.

The New Company wizard appears.

2. Follow the on-screen instructions to complete the steps in the New
Company wizard.
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To switch between Sage Job Costing companies

1. From the File menu, choose the Open Company option.

The Open Company window appears. This lists every company you
have created in Sage Job Costing.

2. Select the company you want to switch to from the list of available
companies.

You can use the Browse button to find other companies.

3. Choose the OK button.

Sage Job Costing switches to using the selected company.

Warning: To delete a company
Before using

this option, we 1. From the File menu, choose the Delete Company option.

recommend that The Delete Company window appears. The window lists every
you take a company you have created in Sage Job Costing.
backup of the
company’s data 2. Select the company you want to delete.
files. Note: You cannot delete the company which you currently have open.

The currently open company is marked by an asterisk (*) in the list.

3. Choose the OK button.

You will be asked to confirm that you want to delete the company.

4. Choose the Yes button to delete the company. If you decide not to
delete the company, choose the No button.

All the data for a deleted company is removed and can only be
recovered from a data backup.
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Registering Your Sage Job Costing Program

You can use your new Sage Job Costing program for a maximum of 30
days or 30 uses (whichever occurs first) and then you must register your
product. At the end of the unregistered period you will be unable to use the
program. Once you have registered, all your data entered in the
unregistered period will be unchanged and totally accessible. You can
register directly from your program if you have access to on-line facilities
or you can telephone or fax your registration.

If you are a new user of Sage Job Costing, as soon as you have registered
your product, you will qualify for a free period of SageCover, which
includes access to Sage Customer Support Advisors who will assist you
with any enquiries.

To register by telephone
1. Start your Sage Job Costing program.

Until you have registered, the Trial Version window appears every
time you start the program.

2. Select the Register Now button from the Trial Version window.

The Product Registration window appears.

3. Choose the View Details button.

The Company Information window appears.

4. Use the drop-down buttons to enter the details for your company, and
then choose the Continue button.

5. To register by telephone, contact Sage Customer Services on
(0191) 255 0608 and inform the operator of the information held on
your registration windows.

Customer Services will inform you of the new Activation Key.

6. Enter this key in the New Key box on the Product Registration window
and choose the Continue button.
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To

If registration is successful, a message appears. Choose the OK button
to continue.

Registration is now complete.

If registration is unsuccessful, check your Serial Number and
Activation Key and re-enter the information. If you have further
problems contact Customer Services on (0191) 255 0608.

register via the Internet

Start your Sage Job Costing program.

Until you have registered, the Trial Version window appears every
time you start the program.

Select the Register Now button from the Trial Version window.

The Product Registration window appears.

Choose the View Details button.

The Company Information window appears.

Use the drop-down buttons to enter the details for your company, and
then choose the Continue button.

To register via the Internet, choose the Web Register button from the
Product Registration window.

You will be connected to the Sage web site where you will be asked to
enter your company details in the form provided.

On completion your new Activation key will be sent to you by e-mail.

Enter this key in the New Key box on the Product Registration window
and then choose the Continue button.

If registration is successful, a message appears. Choose the OK button
to continue.

Registration is now complete.

If registration is unsuccessful, check your Serial Number and
Activation Key and re-enter the information. If you have further
problems contact Customer Services on (0191) 255 0608.



Getting Started

Once you have installed your Sage Job Costing
program, you need to familiarise yourself with the
program. You can learn about Job Costing using the
demonstration data provided, then, when you are
ready, you can start entering your own data.




Remember...

Sage Job Costing uses function keys to access a
number of features, including the calendar, the
on-line Help, the Finder and a calculator.

F1 Opens the on-line Help.
F2 Displays the system calculator.
F4 Displays the calendar, calculator or Finder

search, if the selected box has any of these
special buttons attached.

F5 Refreshes main job list (Professional
version only).

F5 If the selected box holds a number, loads
the Euro calculator. For information about
working with the euro calculator see the
section Currency and the Euro.

If the selected box holds a date, inserts the
program date.

F6 This is the Duplicate Cell command in the
Edit menu.

F7 This is the Insert Row command in the
Edit menu.

F8 This is the Delete Row command in the
Edit menu.

F9 Calculates the net value of the selected

line on a transaction screen.
F10 Activates the File menu.

F11 Activates another program. You specify
which program you want to start. For
further information see the section Setting
Desktop Options.

F12 Activates another program. You specify
which program you want to start. For
further information see the section Setting
Desktop Options.
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Getting to Know Sage Job Costing

To work with Sage Job Costing you need to know how to use the desktop,
view the demonstration data, enter your own data, use the on-line Help and
use the wizards.

You can familiarise yourself with these features by reading through the
following sections.

The Sage Job Costing Desktop

The main desktop is the starting point for every task you perform in Sage
Job Costing. Use the menus and toolbars to open the windows that you use
to work with your Sage Job Costing program.

The main Sage Job Costing desktop is split into five different areas: the
Menu bar, Main toolbar, Stacked Toolbar, Tree View and Job List.

Use the Menu bar to open Use the Main toolbar to work with the job list,
every Sage Job Costing option run reports or open the sage.com web site

B S age Job Costing - Demonstration Buildings Co Ltd

File View Modules Settings Tasks Help
O X B |= 0O
Mew  Open Delete  Ouline | Swap Clear | Reports | Intemet
Job Details Job rumber /[ Tille [ status | Classifcation |
{1 Jobs - Active 0oooot Factory Dffice E stention Complete - Industrial
{1 Jobs - Complete: 00000z The Show Lodge Complete - Residential
{C3J0bs - Outstanding ltems 000003 Davis Court Plat 2 Complete - FResidential
{20k - Unposted Bils 000004 Davis Court Plat 7 Complate - Residential
(23 dobs\Dverdue 000005 Davis Coutt Plait 3 Complete - Postings  Residertial
(Cdebs 000008 Davis Coutt Plot 4 Active Residential
[ Jsbs - By\Cassiication 000007 Davis Cautt Flot § Active Fiesidential
(23 Jabs - By Analsis Tope 000008 Davis Court Plat 5 Active Residential
(23 Job Templatis
il - | |
30/07/2000 Fanuavy, 2000 )
Use the Stacked Use the Tree View Use the Job List to display a
Toolbar‘as an panel to select list of selected jobs as
alternative way to different ways of filtered by the selection in
access the main filtering your jobs the tree view panel

functions of the
program
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The Menu Bar

Just below the Sage Job Costing title bar, near the top of the Sage Job
Costing window, is the menu bar. Each option on the menu bar provides
access to a drop-down menu. You can open menus and choose options
using the keyboard or the mouse, as described below.

To select menu options with a mouse

¢ When the pointer is on the menu option name, click the left mouse button
to display the drop-down menu. To select an option, move the mouse
pointer to the option you require then click the left mouse button.

To select menu options with the keyboard

¢ All menu and option names have one underlined character. You can select
a menu by pressing the ALT key simultaneously with the key
corresponding to the underlined character. For example, to select the File
menu you would press ALT+F.

Once the File menu is displayed, you can select one of the options by
pressing just the character underlined or using the cursor keys. For
example, having opened the File menu, you could select the New
option by typing N.

(Windows 2000 only) It is now possible to hide all hot-key shortcuts
until you press the ALT key. If your short-cut keys are hidden, it will
appear as if the hot-key functionality in your Sage Job Costing program
is inactive. The hot-key functionality is still active, however you will
only be able to view the short-cuts on-screen while you press the ALT
key. Alternatively you can switch off the hidden hot-keys functionality
so that you can see the hot-keys at all times. For further information
about how to do this, refer to your Windows documentation.

The Main Toolbar

The main toolbar is at the top of the Sage Job Costing desktop under the
menu bar. Use the main toolbar buttons to work with the job list:

¢ Use the New button to create a new job record, then specify how you want
to create the job.

¢ Use the Open button to view details of the job currently highlighted in the
job list.
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Note: You can
only delete a job
if it has a status

of ‘Complete -

Delete’ or
‘Template’.

The Job Record window appears with the selected job displayed.

Use the Delete button to delete the job currently highlighted in the job list.

Choose the Yes button to confirm the deletion. The selected job is
removed from the job list and from the Sage Job Costing program. You
cannot recover a deleted job record.

Use the Outline button to hide or show the tree view panel.

Use the Swap button to reverse the selection in the job list.

All jobs that are currently selected are deselected and every other job is
selected. This is a quick way to select all but a few jobs. Select the jobs
you do not want to select and then use the Swap button to select every
other job.

Use the Clear button to clear a job selection.

All selected jobs in the job list are deselected.

You can also:

L 4

Use the Reports button to open the Reports window. From this window
you can run and edit existing reports and create new reports.

Use the Internet button to open the Sage web site if you have Internet
access.

The Stacked Toolbar

At the left side of the main Sage Job Costing desktop is the stacked
toolbar. This provides an alternative way to access the main functions of
the program.

To select an option from the stacked toolbar

1.

Select the title bar of the toolbar containing the option you require. For
example, choose Accounts Postings.

If you cannot see the option you require, use the arrow buttons to
scroll the toolbar until the option is visible.

Select the toolbar button of the option you want. For example, choose
Bank Payments.
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F5 to refresh the
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Note:
Professional
users can press

job list.

The window for the selected option appears.

The Tree View

The tree view is in the centre of the main Sage Job Costing desktop. If you
do not see the tree view, use either the Outline toolbar button or the
Outline option on the View menu to show it.

You can use the tree view to filter the selection of jobs in the job list. This
can make it easier for you to locate a job. It also allows you to work with a
specific group of jobs. For example, you could run job enquiries on all the
jobs belonging to one customer.

To see what items are available in each category, click the + symbol next
to the category. The category expands to show the different items you have
in those categories. For example, the ‘All Jobs’ category expands to show
different sub-categories, and expanding ‘Jobs - By Customer’ shows every
customer you have attached to jobs in the Sage Job Costing program.

When you make a selection from an expanded category, the job list
changes to show the jobs relating to your selection. For example, if you
select a customer then only that customer’s jobs are listed.

The Job List Panel

The right-hand panel of the main Sage Job Costing desktop displays a list
of jobs. The following details are listed:

Job number Displays the job number. The job number uniquely
defines each job in the Sage Job Costing program.

Title Displays the title given to the job.

Status Displays the job’s status. This will be one of the
following:

Active: you can make any cost/revenue entries and
the job cannot be deleted.

Complete - Postings: the job is complete but you
can still make cost/revenue postings. You cannot
delete the job.

Complete - No Postings: the job is complete and
you cannot make cost/revenue postings. You cannot
delete the job.
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Complete - Delete: the job is complete and you cannot
make cost/revenue postings. You can delete the job
using the Delete option.

Template: the job will be used as a template, upon
which other jobs can be based. You can delete the job
using the Delete option.

Classification Displays the classification type assigned to the
current job.
Default Customer Displays the name of the customer specified as the

default on the Charging tab.
For further details, see the chapter Working With Job Records.

You can filter the list to specific types of job by selecting a category from
the tree view panel.

You can select one or more jobs from the list and use those jobs in other
parts of the Sage Job Costing program. For example, if you select a group
of five jobs and then select the Job Enquiries option, you can enquire on
those five specific jobs.

You can specify how you want to select from lists. For more information
see the Customising Your Desktop section later in this chapter.
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Using the Demonstration Data

Sage Job Costing provides you with demonstration data covering several
industries. The demonstration data has companies with data already set up
to illustrate how some types of company use the Sage Job Costing features.

Use this demonstration data to get to know your new program before you
enter any data of your own. Practise with the demonstration data provided
and then, when you are ready, start entering your own data.

To run your demonstration company

1. Open the File menu and choose the Open Company option.

The Open Company window appears, listing all the companies you
currently have set up.

2. Select one of the demonstration companies from the list, then choose
the OK button.

The Sage Job Costing Log In window appears.

3. Enter your user name and password in the boxes provided and choose
the OK button to continue.

The desktop reappears showing the jobs set up in the demonstration
company.

When you are ready to use Sage Job Costing with your own data, use
the Open Company option from the File menu to open your company.
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Entering Data

Entering data in Sage Job Costing is straight forward using the windows,
tabs, data entry tools and command buttons provided. For further details
about these features refer to your Windows documentation.

To type data into a window, use the mouse to move the arrow-shaped
pointer to the box where you want to enter data. Click in the box and the
pointer changes to a vertical bar called the insertion pointer.

If the box is blank, a cursor appears at the far left of the box. If there is
data already in the box, the cursor appears at the place the insertion
pointer’s vertical bar was positioned when you pressed the mouse button.

After you have entered data in a box, you can use any of the following
keys to locate the cursor elsewhere within the box or window:

TAB Moves to the next box.

SHIFT+TAB Moves back to the previous box.

END Moves the cursor to the last character of the last
word in the box.

HOME Moves the cursor to the start of the box.

CTRL+RIGHT Moves the cursor to the first character of the next

ARROW word in the box.

CTRL+LEFT Moves the cursor to the first character of the

ARROW previous word in the box.

Currency and the Euro

When you installed your Sage Line 50 program, the program entered
currency records for the EC countries automatically. Within your Line 50
program, you can edit these details, or set up other currencies, as required.
The Currency option has euro capabilities. You can store the currency
exchange rate, the euro exchange rate and whether the country is a euro
member. If you need to enter a monetary value in a foreign currency or in
euros, you can convert this figure back to your base currency using the
euro calculator.

For details about setting up your currency information, refer to your Sage
Line 50 User’s Guide or on-line Help.
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The Euro Calculator

You can access the euro calculator by pressing F5 in any monetary value
box. Alternatively, press F4 and choose the EU button from the pop-up
calculator. The euro calculator converts monetary values into the base
currency that you have entered in the Sage Line 50 Currencies window.

To use the euro calculator

1. Ensure that you have selected your base currency in Line 50.

2. Ensure that you have entered your currency details correctly in Line
50.

3. With your cursor in the monetary box, press the F5 key.

The Euro Calculator appears.

Euro Calculator E3
— Corvert From
I 50.00 e
~Ta
I 0.oo IPound Sterling j
()8 I Cancel |

4. Ifyou have already entered a figure in the monetary box, this appears
automatically in the Convert box. Alternatively, you can enter the
value directly into the euro calculator.

5. Select the currency of the figure you want to convert, from the
drop-down list.

The base currency value appears automatically in the To box.

6. To copy the converted value back to the monetary value box, choose
the OK button.

The figure has now been converted from the foreign value to your base
currency.
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Getting Help

When you need help with using Sage Job Costing, refer to this user’s guide
to assist you through the initial set up procedures and to describe the
options available in the program, in the order you will use them. For
detailed information about how to enter and process your data, refer to the
on-line Help.

The on-line Help provides all the information you need to run your
program. There are two types of help available in Sage Job Costing:
Context Sensitive Help (F1 Help) and help via the Navigation pane.

F1 Help

Help is available at any point in Sage Job Costing. Press the F1 key for
help about the window that is on your screen. For example, choose the Job
Record option, then press F1 and the help information for the Job Record

window appears.

& Sage Job Costing Help
File Edit EBookmak Options Help

- [Of =]

Help Topics Bachk | Print I

(3 Contents |% Index | @ Search |

‘whelcome to Sage Job Costing ||
0 Getting Started

0 Setting Up Codes

E-([]) Job Records

E-AL0 Edit Job Records

Overview

Open the Job Record 'w/
Select aJob Record

ustomer Details
Progress Details
Finance Details
Analysiz Details
Notes

Create a Mew Job Recor
a Delete aJob Record
- @ Create Job Templates

- @ Create Costing Stuctures
[]-Q Enter Contact Infarmation
[+ 0 Job Enquiries

[+-48 Job Biling

I:I--Q Miscellaneous Costs

-4 Purchasing

7@ Stock Maintenance

]--Q Bank Payments

To Edit Job Details

[+ @ Employess >
4| | E

Use the Job Record Details tab to enter basic
information about the job

1. Edit any of the following details:

. To edit contact information for the job,
choose the.Job Contact Information
buttan

=)

The Gontact Infarmation window
appears

To edit other details for the job, select
any of the other tabs on the Joh Record
windowy.

Tao see help forthe other Job Record
tahs, choose the Further Information
hutton helaw.

w

rs

To save your changes, choose the Save
button from the Jok Record toolbar.
Befare you can save your job details,
you heed o select a customer for the
joh. See To Edit the Custormer Details.

To ahandon any changes made since
your last save, choose the Abandon
button from the Job Record toolbar.

4. Toclose the Job Record window, choose
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Navigation Pane

The Help window is separated into two areas. The Navigation pane and the
Topic pane. You use the Contents (@), Index (@%) and Search (fy)tabs
on the Navigation pane to find and move through the information included
in the Help system. When you select a topic in the Navigation pane the

information for the topic is displayed in the Topic pane.

& Sage Job Costing Help

File Edit Bookmark DOptions Help

_[Ofx]

Help Topics ~ Back | Erint

I Contents I% jndexl 4 §ear:h|

Q ‘welcome to Sage Job Costing
- [ te

Q Setting Up Codes

@ Job Recards

@ Job Enquiies

0 Job Billing

@ Miscelanzous Costs

0 Purchazing

@ Stock Maintenance

-8 Bark Payments

@ Employess

- Repots

[+-4® Data Management Festurss
= sage.com

- |E] sage.com

#1- @ Planning Lists

0 Contacting 5age

The Job Costing Desktop

-
The Desktop is the starting point for every function j
vou will perform in Job Costing. Use the menus
and toolbars to open the various windows that you
need to petfarm tasks within your Job Costing
pragrarm.
The Job Costing Desktop is splitinto five different
areas
The Menu Bar is atthe top ofthe Desktop and
allows you to access every Job Costing function.
The Stacked Toolbar Panel is atthe left side of
the rnain Job Costing Deskiop and is an
alternative way to access the main functions ofthe
program.
The Tree View Panel is in the centre afthe
Desktop and allows you to select different ways of
grouping your joks
The Joh List i= atthe right side of the Desktop
and displays a list of your jobs as selected in the
tree view panel
The Main Toolbar is atthe top of the Desktop and
gives you options Tor manipulating the job list.
See Related Topics forinstructions for using each
section.

it i [

Navigation pane

The Contents

Topic pane

You can use the contents structure to search for a help topic. The contents
uses books to show that there is further information contained within that
part of the contents. Click the + next to a book to expand the contents and
display a list of the topics available. Click the page required to display the
topic.
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€L The Help Index

If you cannot find the topic you require in the contents structure, select the
Index tab and then type in the word (or words) you want to search for. If
the word you have entered relates to a number of topics, a pop-up list of
topic titles appears. Select the topic title you want and the topic appears in
the right-hand pane of the Help window. If there is only one topic
matching your word(s), the topic appears in the right hand pane.

ﬂ The Search Facility

The search facility is an extended version of the Index. Instead of
searching for ‘keywords’ that relate to a topic, this facility searches every
word in the Help system.

To use the search facility
1. Select the Search tab.

2. In the first box, type the word(s) you want to find. Matching words
appear in the list below this box.

3. In the list of matching words, select the word(s) you want to look for.

The bottom list is updated to show only those topics containing the
word(s) you are looking for.

4. In the bottom list, double-click a title to display the topic.
The topic appears in the right-hand panel.

Related Topics Buttons

At the end of every topic there is a Related Topics button. Select this
button to display a pop-up list of topics that provide further information
about the current help topic.

Wizards

The wizards in your Sage Job Costing program are specifically designed to
help you complete complicated procedures. A wizard takes you through a
procedure step-by-step. All you have to do is follow the on-screen
instructions.
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Customer Support

SageCover members have an advantage over other Sage users because they
have access to the Customer Support helpline service. This service is
provided from Monday to Friday, 9.00 am to 5.00 pm, with over 200
Customer Support Advisers ready to take your call.

Sage.com

The Sage UK website at www.sage.com is a valuable resource available to
you 24 hours a day and 7 days a week. You can find information on our
products, services, print your latest invoices from us or sign up for a free
newsletter. It’s a convenient place to buy Sage products, build a website
for your company, find out how to get help and advice locally from a Sage
reseller and much more. We are constantly adding new features to the
website so visit regularly to take advantage of out online service to you.

Sage Training

We recommend Sage training for all of our users to enable them to make
the most of their software programs. Every Sage Training Course is written
and presented by staff who know and understand Sage software. There are
training centres in London, Belfast, Birmingham, Bristol, Glasgow,
Manchester and Newcastle each offering a full range of training courses
every month. For further details about the courses available contact the
Sage Training department on 0191 255 0619 or visit our web site at
http://www.sage.com.
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Customising Your Desktop

You can use the Desktop options to customise the look of your Sage Job
Costing program. From the Options window you can:

¢ Set the style of the Sage Job Costing toolbars.
¢ Add a background bitmap to the Sage Job Costing desktop.
¢ Change the colours and style of the various Sage Job Costing lists.

You can also set up Sage Job Costing to launch other programs on your
system. You can:

¢ Specify an alternative backup tool to store your Sage Job Costing data
other than the Sage Job Costing backup wizard.

¢ Setthe F11 and F12 keys to start other programs from within Sage Job
Costing.

To set the toolbar style
1. From the View menu, choose Options.
The Options window appears, displaying the Toolbar tab.

Options

Toolbar |Backup I E nviranment | ‘wallpaper | Colours |

[~ Taoolbar drag

V' Task Bar animation

— Background bitmap

Bitmap: I

™ Display Background Eravwze... |

ak I Cancel
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Select any or all of the following options to determine the toolbar

style:

Show Text
labels

Task Bar
animation

Toolbar drag

Select this check box if you want to display text
labels on toolbar buttons.

Select this check box if you want to include task bar
animation. This changes the way you move between
stacked toolbars.

Select this box if you want to enable the toolbar
drag function.

To drag your toolbar to another place on the
desktop, position the mouse cursor on the lines on
the left of your toolbar, click and hold down the left
mouse button, then drag the toolbar to the position
required. For example, you can move the toolbar to
the bottom, left or right edges of your desktop or
you can have a floating toolbar.

If you require a background bitmap on the toolbar, select the Display
Background check box and specify the bitmap you require. You can
use the Browse button to help you find the bitmap you want to use.

To save your toolbar style, choose the OK button.

You have now set your toolbar style.
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To select a backup tool
1. From the View menu, choose Options.

The Options window appears.

2. Choose the Backup tab.
The Backup tab appears.

3. In the Backup Tool box, enter the location of the backup tool you want
to use. If necessary, use the Browse button to help you find the backup
tool.

4. To save your settings, choose the OK button.
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To set which programs start using F11 and F12

1.

58

From the View menu, choose Options.

The Options window appears.

Choose the Environment tab.

The Environment tab appears.

Options
Toalbar | Backup  Enwironment | “wallpaper | Colours I
Function Key:
Fi1 I Browse. .
F12 I Browse...

Ok I Cancel |

In the F11 box, enter the name of the program you want to start when
you press the F11 key.

Use the Browse button to search for the link to the program.

In the F12 box, enter the name of the program you want to start when
you press the F12 key.

Use the Browse button to search for the link to the program.

Choose the OK button.

You have now set which programs start using F11 and F12.
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To set the background bitmap and list selection options

1.

From the View menu, choose Options.

The Options window appears.

Choose the Wallpaper tab.
The Wallpaper tab appears.

Options

Toalbar | Backup | Ervironment  Wallpaper |Co|ours |

—wiallpaper

Bitmap: I

¥ Display YW alpaper Browse... |

— Lizt Selection Style

" windows 95 Style Selection Lists

& Line 50 Accounts Style 5 election Lists

o]

Cancel |

To set the bitmap to be displayed as a background for the main Sage
Job Costing desktop select the Display Wallpaper check box. Then use

the Browse button to select the bitmap.

Select the list selection style. This must be one of the following:

Windows 95 Select this option if you want to use Windows 95

Style Selection  style selection lists. To choose multiple records,

Lists hold the CTRL key and select each record you want
to view.

Line 50 Select this button if you want to use Line 50 style

Accounts selection lists. To choose multiple records, click

Style Selection  each record individually. The selected records will

Lists be highlighted.

Choose the OK button.

You have now set the background bitmap and list selection options.
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To set up the colours used in the Job Costing lists
1. From the View menu, choose Options.

The Options window appears.

2. Select the Colours tab.
The Colours tab appears

Toolbar I Backup I E nwiranmment | ‘wallpaper  Colours

Mote that if your computer dizplayz less than 16-bit colour, only
the solid colours shown here will match the actual colowrs
uzed by the program.

3. Deselect the Ignore colours check box to activate the chosen colours
from the Colours tab.

4. Select the Finder buttons to choose your Alternate Line Colours and
Alternate Line Highlight.

5. Choose the OK button.

You have now set the colours used in lists in Sage Job Costing.
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Working With Sage Job Costing

When using Sage Job Costing, there are five groups of tasks you need to
complete:

¢ Initial Setup Activities

¢ Daily Activities

¢ Weekly/Monthly Activities

¢ Yearly Activities

¢ Special Activities

You will see check lists for each of these groups in the next few pages. Use
these lists as a guide to help you make Sage Job Costing work for you.
You can follow the activities and check them off as you finish each one,

until you feel comfortable with the routine. These lists are meant only as a
guide.

Initial Setup Activities

These are the tasks you would carry out after installation. For further
information about these tasks see the Setting Up Your Sage Job Costing
Program chapter.
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Daily Tasks

These are the tasks you would do most frequently, perhaps every day.

v Activity

Job Maintenance

Add new jobs

Amend existing jobs

Enter Transactions

Purchase Invoices/Credits

Miscellaneous Costs

Stock Issues/Returns

Bank Payments

Timesheets

Purchase Orders (Professional only)

Enter orders (Professional only)

Deliver orders (Professional only)

Job Billing

Enter Invoices/Credit Notes

Print Invoices/Credit Notes

Post Invoices/Credit Notes

Close Complete Jobs

Make Enquiries

Print Reports

Back up Data
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Weekly/Monthly Tasks

These are the tasks you would do at the end of a fiscal period.

4 Activity

Finish Daily Activities

Process/Update Timesheets

Print Reports

Back up Data

Run Period End

Yearly Tasks

At the end of a fiscal year, you would perform these tasks.

v Activity

Finish Monthly Activities

Print Yearly Reports for analysis and comparison

Back up Data

Run Year End
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Special Tasks

Occasionally, you will need to perform these tasks.

v Activity

Settings Maintenance

Maintain Company Preferences

Maintain Job Classifications

Maintain Analysis Types

Maintain Cost Categories (Professional only)

Maintain Cost Codes

Maintain Labour Rates

Maintain Employees

User Security Maintenance

Company Maintenance

Restoring Backups

Deleting Jobs

Purging Transactions

What Next?

Please work through the Setting Up Your Job Costing Program chapter
next. This chapter describes how you can set up your Job Costing program
to get the information you want about your business.
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Setting Up Your Sage Job
Costing Program

Careful planning and preparation is essential in
Sage Job Costing to ensure that you set up the
program correctly for your business.

This chapter guides you through the decisions you
need to make, and the settings you need to choose,
to ensure that Sage Job Costing is set up to reflect
your business needs.

In this chapter

Planning and
Preparation

Job Numbers

Cost and Revenue
Codes

Job Classifications

Job Analysis
Categories and Codes

Job Templates
Employees
Billing Methods
Overhead Costs
Budgeting
Converting Your

Existing Job Costing
System



Planning and Preparation

You have to make a number of key decisions
which will affect the way that you use Sage Job
Costing. Use the list below, and the information
contained in this chapter, to help you make the
right decisions for your business.

What you have to do
Whatever your business needs, you will have to:

U Choose a job numbering method
U Define your cost and revenue codes

U Define your cost categories (Professional only)

Additional Elements

Depending on your business needs, you may need
to do some, or all, of the following:

U Analyse your jobs using:

U Classifications

U Analysis categories and codes

Decide whether to use job templates

Establish employee records

Understand the different billing methods available
Decide how to allocate overhead costs

Decide how to use budgeting

O0000O0

Convert your existing job costing system



Setting Up Your Sage Job Costing Program

Note: You can
change between
automatic and
manual job
number
generation at any
time.

Choosing a Job Numbering Method

All the information in the Sage Job Costing program is organised by job
number. The job number is the unique identifying code for each project or
contract that you want to monitor.

A job number can contain letters as well as numbers, so you can choose a
job numbering method that best suits your business.

Before setting up your job numbering system you need to decide how you
want to number jobs. You can use:

¢ Automatically generated numbers.
¢ Manually generated numbers.

¢ Your existing job number system if you have one.

Automatically Generated Job Numbers

Automatically generated job numbers can only be numeric. They are
sequential numbers and therefore do not contain any descriptive
information. They reduce the need for manual tracking of assigned job
numbers and numbering sequences.

Manually Generated Job Numbers

These job numbers can be numeric or alphanumeric. You enter a code of
your choice for each new job. You have total control over the design and
sequencing of the job numbers.
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There are many different manual numbering systems that you can use to
identify jobs. Some examples are given below:

¢ Simple numbering or naming

If your business works mostly with one-off or continuous jobs, you
could use job numbers that will be easy to search for, either numbers,
or a combination of numbers and letters.

For example, if you operated a garage, you could use the following job

numbers.
Job Number Description
DAVIS001 First job for customer Mr Davis
S955NJR0O01 First job for vehicle registration number

¢ Segmented job numbering

You can use this kind of numbering to group jobs to make it easier to
sort and search for jobs at a later date.

You may need to divide a contract into separate jobs and job phases
that are related to each other. You can achieve this by allocating
segments of the job number to the contract, job and phase.

The following example demonstrates how to use job numbers for
tracking contracts, jobs and phases.

Job Number Description

023-001-001 Contract 23, Job 001 and Phase 1
023-001-002 Contract 23, Job 001 and Phase 2
023-002-001 Contract 23, Job 002 and Phase 1
023-002-002 Contract 23, Job 002 and Phase 2

When running job reports, it is easy to select groups of numbers that
are organised in this way. You can then produce contract, job, and
phase totalling on your reports.
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Other examples of segmented numbering are:

Job Number Description
SERVICE-99-0231 231st service carried out in 1999
NES&-3PQ-0019 Post code and house number

Existing Job Numbering Systems

You may decide that you need to keep your existing job numbering
system. If your existing numbering system uses alphanumeric codes you
will have to enter new job numbers manually, as the automatic system uses
numbers only.

If your existing system uses only numbers, you can use automatically
generated numbers. However, you should ensure that Sage Job Costing

begins numbering jobs where your existing system ended.

Once you have decided whether to use automatic or manual numbering you
can set this up in your Sage Job Costing program.
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Setting your Job Numbering Method

Use the Settings tab on the Company Preferences window to set which job
numbering method you want to use.

To set your job numbering method

1.

From the Company Settings stacked toolbar, choose the Company
Preferences button.

Choose the Settings tab from the Company Preferences window.

The Settings tab appears.

Company Preferences

Address | Integration ~ Settings |

—Job create preferencs

Select whether you want Job Costing to generate automatic job
rumbers:

It

Set next job number to 000004

~ Default revenue nominal cod

Select the default Revenue nominal code to be uged for all jobs:

Revenue nominal code =

Stock transaction preference:
’7 Affect profitability in Line 50 r |

~ Enquiry and reparting calculation preferences
Include Dverhead mark up in cost and profitabiliy v
calculations.

" Purchase order preferenc: |

Enable invoice matching messaging v
Printing
’7 PFiint end of report banner v |
et

If you want to generate job numbers automatically for each new job,
select the Generate Automatic Job Numbers check box.

Sage Job Costing allocates consecutive numbers starting at 000001.

If required, use the Set Next Job Number box to enter the next number
to be assigned to the next new job. Sage Job Costing will use this
number as the starting point.

When you create a new job, the automatically generated number is
assigned to it. The Set Next Job Number box is updated to show the
next available number.
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If you want to use a manual job numbering method, clear the Generate
Automatic Job Numbers check box. You can then manually enter a job
number when you create a new job record.

To save your job number generation settings and return to the main
Sage Job Costing desktop, choose the OK button. To exit from the
Company Preferences window without saving your changes, choose
the Cancel button.
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Defining Cost and Revenue Codes

Cost and revenue codes are used in Sage Job Costing to monitor the costs
and revenues involved for each job activity.

To monitor your job activities and costs you need to:

¢ Learn about cost and revenue codes

¢ Decide on the cost categories you require

¢ Decide what level of detail is required for tracking activities
¢ Decide how you are going to organise or group activities

¢ Print the Master Cost/Revenue Code List from the on-line Help and use it
to help plan your codes

¢ Amend cost categories (Professional only)

¢ Set up cost and revenue codes

What are Cost and Revenue Codes?

Cost codes are a means of identifying the various types of costs that can be
posted against a job, such as the materials that make up a product. A cost
code must be specified for all cost transactions posted against a job. Cost
codes determine the degree of detail and analysis you will derive from the
Sage Job Costing program. Cost codes can be for specific items or
activities, or they can define phases or group activities on a job.

Cost codes are categorised into one of the following six cost categories:
labour, materials, stock, overheads, mixed and miscellaneous. (Sage Job
Costing Professional users only) You can also add an extra ten cost
categories of your own choice. For example, you can add a hire or
sub-contractor cost category. For further information about how to do this,
refer to section To add a new cost category.

Revenue codes identify the types of income that can be posted against a
job, such as the eventual sale of the product. A revenue code can be
specified when posting sales invoices and credit notes. You can use
revenue codes to monitor the invoices you send for the phases of a job or
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analyse revenue by different activities. For example you can see how much
you earned from labour and sale of materials.

Sage Job Costing allows for a wide choice of coding methods so that you
can adapt your current coding method with the minimum of change. You
can adapt your current manual coding method on an “as is” basis, or you
can choose to take advantage of the powerful organising features built into
the Sage Job Costing program.

You can use up to 15 characters to define each cost or revenue code
reference. You should consider how you will number your codes. See the
numbering systems described in the section Choosing a Job Numbering
Method for further information. The considerations which apply to your
choice of job numbering system (such as simple numbering or segmented
numbering) can also apply to your choice of code numbering system.

Using a combination of cost code groups and good cost code numbering,
you will be able to perform in-depth cost analysis to the level your

business requires.

Sage Job Costing allows you to set up a master list of cost codes.

Cost/Revenue Codes | x|
Cost Codes | Revenue Codes |
GRPOO2 Site Preparation Mimed E
GRPOO3 Substructure Mixed
GRPOO4 Foundations Mixed
GRPOOS Superstructure Mimed
GRPOOE Internal Mixed
GRFOOY Extemnal Works Mixed
GRPOOZ Miscellaneous Mimed
GRPOOS Materials Materials
GRPOTD Labeur Labour =l
Hew... Edit... Delete

Close |

Each job has its own cost structure, using codes selected from the master
list. A cost code from the master list can only appear once on each job’s
costing structure. You can set up a master list of cost codes in advance or
you can create new cost codes as and when required. However, new codes
will not be automatically applied to the jobs that already exist in your
program.
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What are Group Cost Codes?

Every job must have a cost structure so that costs can be posted to it. The
cost structure defines what activities make up the job. Cost codes can be
grouped together in the cost structure using group codes. This allows you
to have a multi-tiered level of cost analysis.

i Job Record - 000007 - Davis Court Plot 6 _ (O] x|
File View Help
“ Save  Close New  Delete First  Prewious  Mext Last
Details | Chaiging ~ Cost Structure | Revenue Stiucture | Milestones | Analysis | Motes |
~ Cods Detail
-8 Costs - =
- <GRPO0T> Site Selup .| | Category [Lsbour
(7] <GRPO0Z> Site Preparation Type IPoshng—
=+ «GRPO03> Substructure
. Budget gt I 0o
<MSCO03> Blackspilter Hege A
| X ; ¥ Budget value I 0.00
B «MATO06 Damp Proot Coursing Group budget override Ju|
-G «MSCO0E: Damp Proot Injection Pump 5 I—
5 <LABODG: Labourer-5ubstuctune ssauree
g «t5C015> JCB Hire-External Works Cost rate per hourditem I 0.00
gl <LABO1 2> Joiner-Substructure Deefiesd natus Z I—DUU
<MATO28> Sand-Substructurs : I—EIEIEI
-] <MAT032> Timber-Substructue Charge rate per hour/kem -
=77 ¢ RRPNAS Fanmdations: j Chargeable to customer 3
1| . | =

Addl | Bemave | Move | Ed\tCodaDataill

‘UUUUU? - Diawvis Court Plot 6 |

Before you run Sage Job Costing, you must think about and plan your
structures. To help you plan your cost structures, use the Master
Cost/Revenue Code List in the on-line Help. If you have jobs that are
similar, you can create job templates containing your different structures.
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For example, you could have a job that contains main group activities that
are further broken down into actual activities, such as in the house building
example below.

Substructure (group)
Ground Preparation (group)
Labour - excavation (posting)
Foundations (group)
Concrete (posting)
Timber (posting)

Labour - foundations (posting)

The above example displays an extract of the activities involved in
building a house. You can see that the activities in the substructure of a
house are ground preparation and foundations. The activities and materials
involved in putting in the foundations are concrete, timber, and foundation
labour.

Substructure, Ground Preparation and Foundations are group codes.
Labour - excavation, Concrete, Timber, and Labour - foundations are all
posting cost codes. These are the items that you post costs against. You do
not post costs against group codes, as they are used to group together other
codes for analysis purposes. Sage Job Costing allows you to analyse costs
at any level of the structure.
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How Should | Organise My Cost Codes?

You can set up many cost codes; the more cost codes you have, the better
the cost analysis will be. However, too many cost codes can be
unmanageable so good cost code organisation is essential.

In general, there are two traditional methods of organising cost codes.
These are:

¢ the category method, and
# the phase, sub-phase, and step number method.

These two methods are discussed below. As your requirements may fall
somewhere between these two methods, Sage Job Costing allows you to
design your own cost structure.

Use the demonstration data supplied with the program to see examples of
cost structures. For information about how to use the demonstration data
see the Using the Demonstration Data section of the Getting Started
chapter.

Category method

One method of organising cost codes is to group cost codes by similar cost
category areas, for example labour, materials and stock.

Using this method, you would group all cost codes by category areas and
then into activities. Two examples of simple groupings are displayed
below.

Labour (group) Overheads (group)
Foreman (cost code) Electricity (cost code)
Craftsmen (sub-group) Water (cost code)

Bricklayer (cost code) Gas (cost code)
Joiner (cost code) Rent (cost code)
Electrician (cost code)

Apprentice (cost code)
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How detailed and complex your structures are depends on the level of
analysis you required. For example, the Electrician cost code displayed on
the previous page, could be changed to a sub-group and the tasks added as
cost codes to provide a more detailed analysis.

The category method of organising costs is best suited to subcontractors
and businesses where expenses are primarily internal (labour and
expenses). This method is not always well suited to general contractors
who need to track a large number of subcontractors. It is also not suited to
businesses that require costs to be analysed by activities, or by phases,
which would normally include costs for more than one cost category area.

For example, a building contractor may want to know the total cost of
putting in foundations. Using the category method it would be difficult to
locate the labour and materials involved, as they would be under separate
category groups, and would involve manual calculations from reports.

Phase, sub-phase, and step number method

Using cost code groups, you can set up cost codes to represent phases,
sub-phases, and activities. Using this method, you can organise your jobs
in a logical or chronological sequence of tasks that must be performed.
Cost codes with different category areas can be grouped together.

The landscaping example below illustrates grouping by phase. It includes
two phases of Ground Preparation and Planting.

Landscaping

Ground Preparation (sub-group - phase one)
Labour-Excavate (cost code)
Hire-Mini Excavator (cost code)

Planting (sub-group - phase two)
Labour-Plant (cost code)
Turf (cost code)
Flowers (sub-group - sub-phase)

Annuals (cost code)

Perennials (cost code)
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This method of organising costs is best suited to businesses where jobs
tend to be of a long duration and which require grouping of costs for
activities that involve more than one cost category area. The method is also
suited to businesses where costs are primarily external (performed by
subcontractors). As each cost code belongs to a category area, you can still
produce the cost and budget breakdown that the category method provides.

Setting Up Your Cost and Revenue Codes

Before setting up your cost and revenue codes you should plan your
structure using the Master Cost/Revenue Code List in the on-line Help. For
information about how codes are assigned to jobs see the Creating the
Costing Structure section in the Working with Job Records chapter.

To set up cost codes

1. From the Company Settings stacked toolbar, choose the Cost Codes
option.

The Cost/Revenue Codes window appears.

Cost Codes | Revenue Codes |
Code /| Description Category Tvpe
P00 up Bt o ]
GRPOOZ Site Preparation Mixed Group E
GRPOOZ Substructure Mixed Group
GRPOO4 Foundations Mixed Group
GRPOOS Superstructure Mixed Group
GRPOOE Internal Mixed Group
GRPOO? Extermnal Works Mixed Group
GRPOOZ Mizcellaneous Mixed Group
GRPOO9 M aterials M aterials Group
GRPO1O Labaur Labour Group LI
Mew... Edi... Delete

Close |

From this window you can create, edit, and delete cost codes.
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To add a new cost code, choose the New button.

The Create New Cost Code window appears.

Create Mew Cost Code B
Detaik
Type osting Categary Labour 2
Code
[rescription I
Costing | Budgets/Billing I Notes |
Costing
Resource Type |<Nona> hd EI

Cost rate per Iw Owerhead lw
mark up %

hourdibem

Unit of S ale

Cancel

Enter the following details in the Code details area:

Type

Code

Category

Select a code type of Group or Posting. Group codes
will group posting codes and other group codes for
budget and cost analysis. Posting codes will allow
you to bill transactions to the cost code.

Note: If a Group cost code is selected, the resource
type, cost rate per hour/item, unit of sale, overhead
markup %, charge rate per hour/item and chargeable to
customer boxes are unavailable.

Enter a unique reference to identify the cost code.

Use the drop-down list to select the cost codes
category. Each cost code will belong to one of the
following categories: Labour, Materials,
Miscellaneous, Mixed, Overheads, or Stock.

Note for Sage Job Costing Professional users: If you
have entered any cost categories of your own, they can
also be selected from this list. For further information
about adding cost categories, refer to the section 7o add
a new cost category.

The category of the cost code determines the kind of
costs that can be applied to the code.
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Description

Enter a description of the cost code. This description
is used as an identifier in job enquiries and reports.

4. Enter the following details in the Costing tab:

Resource Type

Emp no/
Product/
A/C Ref

Cost rate per
hour/item
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The resource type is used in conjunction with the
A/C code to enable the user to associate a resource
with a cost code. Select the resource type you
require from the drop-down list. You can choose
from the following resource types:

None
Select this if you do not want to allocate a resource
type against the cost code.

Supplier

Select Supplier to specify the supplier who will be
providing the materials or services for tasks
allocated this code.

Employee
Select Employee to specify the employee who will
be carrying out tasks associated with this code.

Product
Select product to associate a product with this code.

The resource type can be changed at any time.

This is dependent upon the Resource Type you have
selected. If you have selected None as the resource
type, you cannot enter anything in this box. If you
have selected one of the other resources, select the
supplier, employee or product you want to associate
with this cost code.

You can enter the A/C code directly into the box or
use the Finder button and select from the list. If you
need to create a new supplier or product, choose the
Finder button and then choose New to enter the
details.

Enter the default unit cost rate for the cost code. For
example, if the cost code is Bricks the unit charge
rate may be 0.53. If you have entered a product code
in the A/C Code box, the cost rate appears here
automatically. This rate can be overridden for
individual jobs.
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Overhead
mark up %

Units

Enter the percentage mark up to be applied to the
cost to recover overheads or for profit requirements.
The value may be overridden for individual jobs.
For information about overhead costs see the
Calculating and Allocating Overhead Costs section
later in this chapter.

This is the unit of purchase/sale. For example, each,
box, 10-pack etc. If a product code has been
selected, this box shows the unit of sales specified
in the Product Record within Sage Line 50. Units
are used for reference and analysis purposes only.

If you have selected a group code, you cannot enter any
information in this box.

Choose the Budgets/Billing tab and enter the following information:

Quantity

Value

Charge rate
per hour/item

Chargeable to
customer

Enter the quantity in the Budgets table. You can
enter a revised quantity at a later date when the code
has been allocated to a job. For further information
see the Budgeting section later in this chapter.

Enter the value for the code in the Budgets table. If
you have entered a cost price in the Cost rate per
hour/item box, the value is calculated automatically
as Quantity x Cost rate per hour/item. You can enter
arevised value at a later date when the code has
been allocated to a job. For further information see
the Budgeting section later in this chapter.

You can enter the unit charge rate for the cost code
here. If you have selected a product to associate
with this code, the sales price from the Sage Line 50
Product Record appears here. You can change this
value at any time.

Select this check box to recharge the cost code to
the customer.

If you want to enter any additional information regarding the cost
code, choose the Notes tab and enter your comments in the box

provided.

To save the new cost code and return to the Cost/Revenue Codes
window, choose the OK button. To return to the Cost/Revenue Codes
window without saving the new details, choose the Cancel button.
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Note: You
cannot amend
some of the
details of a cost
code, or delete a
cost code, if the
code is already
in use.
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10.

To edit a cost code, from the Cost/Revenue Codes window select a
cost code and choose the Edit button.

The Edit Existing Cost Code window appears.
Amend any of the details as required and choose the OK button.

To delete a cost code, from the Cost/Revenue Codes window select a
cost code and choose the Delete button.

A confirmation message appears.

Choose the Yes button to delete the code.

To close the Cost/Revenue Codes window, choose the Close button.

To add a new cost category (Sage Job Costing
Professional only)

1.

Open the Settings menu and choose Cost Categories.

The Additional Cost Categories window appears.

Highlight the first unused cost category and then choose the Edit
button.

The Edit Existing Cost Category window appears.

Edit Existing Cost Category

Dezcription

W Set as uruzed ] Cancal |

Enter a description for your new cost category. For example, you could
enter Hire.

To save your new cost category, click OK. If you do not want to save
your cost category, click Cancel.

To edit a cost category (Sage Job Costing Professional
only)

1.

Open the Settings menu and choose Cost Categories.

The Additional Cost Categories window appears.
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2. Highlight cost category that you want to change and then choose the
Edit button.

Note: You cannot edit a cost category that is already being used by a
cost code. If you try to do this, a message appears informing you that
the category cannot be edited. To return to the Additional Cost
Categories window, click OK.

The Edit Existing Cost Category window appears.

3. Edit the cost category description as required.

If you want to delete a cost category, select the Set as unused check
box.

4. To save your new cost category, click OK. If you do not want to save
your cost category, click Cancel.

To set up revenue codes

1. From the Company Settings stacked toolbar, choose the Cost Codes
option.

2. Choose the Revenue Codes tab from the Cost/Revenue Codes window,
then choose the New button.

The Create New Revenue Code window appears.

Create New Revenue Code
Detsi

Tope [EFTEMN =]  Cotegoy  [Feverue -
Code

Description |

Budgets |anes |

Buda

Qi Walue
Original 0.00 0.00
Revised 0.00 0.0

Coancel

3. Enter the following details in the Code details area:

Type Select a code type of Group or Posting. Group codes
will group posting codes and other group codes for
budget and revenue analysis. Posting codes will
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allow you to post sales invoices and credits against
revenue codes.

Code Enter the unique reference to identify the revenue
code.

Category Each revenue code can only belong to the Revenue
category.

Description Enter the description of the revenue code. This

description is used as an identifier in job enquiries
and reports.

4. Enter the following details in the Budgets table:

Quantity Enter the quantity in the Budgets table. You can
enter a revised quantity at a later date when the code
has been allocated to a job. For further information
see the Budgeting section later in this chapter.

Value Enter the value for the code in the Budgets table.
You can enter a revised value at a later date when
the revenue code has been allocated to a job. For
further information see the Budgeting section later
in this chapter.

5. If you want to enter any additional information regarding the revenue
code, choose the Notes tab and enter your comments in the box
provided.

6. To save the new revenue code and return to the Cost/Revenue Codes
window, choose the OK button. To return to the Cost/Revenue Codes
window without saving the new details, choose the Cancel button.

Note: You 7. To edit a revenue code, from the Revenue Codes tab select a revenue
cannot amend code and choose the Edit button.
some of the

- The Edit Existing Revenue Code window appears.
details of a

revenue code, Amend any of the details as required and choose the OK button.

or delete a

- 8. To delete a revenue code, from the Revenue Codes tab select a revenue
the code is’ code and choose the Delete button.

already in use. A confirmation message appears.

Choose the Yes button to delete the code.

9. To close the Cost/Revenue Codes window, choose the Close button.
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Analysing Jobs

This section explains what classifications and analysis categories are, and
how to use them.

What are Job Classifications?

Job classifications are used to group jobs of the same type for analysis,
enquiries, and reporting. Each job can be assigned to one classification
type, therefore we recommend that you use classifications for broad areas
of your business.

The exact classifications you require will depend on the nature of your
business. You should define classifications that will provide you with
meaningful information.

For example, a builder could classify jobs as Industrial, Residential, and
Commercial. A garage could use General Public, Business Contracts
(Fleet) or Commercial Contracts (HGVs). For further examples see the
demonstration data.

Job Classifications x|

r— Classifications

Industrial

Residential
Small work z

New.. Edt.. |  Delete |

Close |
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Before running an enquiry or report, you can filter the list of jobs on the
Job Costing desktop to see all jobs with a specific classification. For
example, all jobs that have been carried out on residential properties or all
jobs that have been services.

Y& Sage Job Costing - Demonstiation Buildings Co Lid

File View Modules Settings Tasks Help

=3
H D@ X B3 @0 28
New  Open Delete | Outine Swap  Clear Reports | Intermet
Job Details - Al Jobs Job rurber ¢ | Title Status Classiisation |
-2 Jobs - Active 0aoooz2 The Shaw Lodge Complete -... Residential
([ Jabs - Complete nooon3 Davis Court Plot 2 Complete -... Residential
[+ Jobs - Outstanding ltems nooong Drawis Court Plat 7 Camplete -... Residential
-(13 Jobs - Unposted Bill: 000005 Drawiz Court Plot 3 Complete - Postings  Residential
-+ Jobs - Overdue 000006 Drarvis Court Plot 4 Active Residential
(123 Jobs - By Custamer 0noan? Dravis Court Plat B Active Residential
[0+ Juabs - By Classiication 000oons Davis Court Plot 5 Active Residential
[ <NONE>
(] Comercial
(2 Industrial
| ntial
[ Small Warks
-3 Jobs - By Analysis Tvpe
(L1 Job Templates
Accounts Postings
Labour
Company Settings ﬂ £ ﬂ Al I L2 I ﬂ
[For Help, press F1 [30/07 /2001 Manuary, 2000 7

You can then print reports to get information specific to that type of job
classification, such as the total costs or the profit made on residential
properties.
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Setting Up Your Job Classifications

When you create a job record, you should specify the classification on the
Analysis tab of the Job Record window. For information about how to
assign job classifications, see the Entering and Editing Analysis Details
section in the Working With Job Records chapter.

iJob Record - 000002 - The Show Lodge

Job
Classification

Fiesidential

Architect Jamnes Smith Partners
Contract Manager Mr. M. Hayes

House Type Willington

Quantity Surveyars “Y'ates Quantity Surveyors
Site Manager C.Herrmann

If you do not want to make use of this feature, all jobs will have a
classification of <NONE>.

To help you plan your classifications, we suggest that you use the Job
Classifications List in the on-line Help.
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To set up job classifications

1. From the Company Settings stacked toolbar, choose the Job
Classifications option.

The Job Classifications window appears.

Job Classifications

— Classification:

Description

Residertial
Smal Works

New.. Edt.. | | Dekte |

Clase |

From this window you can add, edit and delete job classifications.

2. To add a new job classification, choose the New button.

The Create New Job Classification window appears.

Drezcription ||
;4 | Cancel |
Note: You 3. Enter a description for the job classification and choose the OK button.
Cann‘?t ents:r a The new job classification is added to the list in the Job Classifications
clasglﬁ.catlon window.
description that
already exists. 4. To edit an existing classification, select the classification from the list

and then choose the Edit button.
The Edit Existing Classification window appears.

Change the classification description as required and choose the OK
button.
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Note: Job
classifications
can only be
deleted when
they are not

assigned to jobs.

To delete a classification, select the job classification from the list and
choose the Delete button.

A confirmation message appears.

Choose the Yes button to delete the classification.

To close the Job Classification window, choose the Close button.
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Note: You
might find it
helpful to
consider
analysis code
categories as
the “questions
to answer” and
the analysis
codes as the
possible
answers.

What are Job Analysis Categories and
Codes?

Job analysis categories and codes allow you to define different job
characteristics and store this information against jobs. These job
characteristics can then be used to group and analyse jobs in different
ways.

You can create up to 10 analysis categories. Each analysis category has an
unlimited number of analysis codes that can be assigned to it. When
creating a job you can assign one analysis code for each category to the
job. This gives you great flexibility when deciding exactly what extra
information you want to store and analyse against your jobs. These
categories can be used to filter jobs for reporting and enquiry.

| Sage Job Costing - Demonstration Buildings Co Ltd
File Yiew Modules Seftings Tasks Help

O @ X 3 @ NS
New Open Delete | Outline Swap  Clear Reports | Internet
Job Detals E- Al Jobs Job rumber ¢ [Tite Status Classification |
-] Jobs - Active 0o0o0n: [Drawis Count Plot 2 Complete -.. Residential
++(Z Jobs - Complete 00004 Drawis Court Plot 7 Complete - Residential
[+ Jobs - Dutstanding ltems 00oans Daviz Court Plot 3 Complete - Postings  Residential
{7 Jobs - Unposted Bills 000006 Dravis Count Plat 4 Active Residential
(2 Jobs - Overdue nooon? Daviz Court Plat & Active Residential
({2 Jobs - By Customer 0aooos Davis Court Plot & Active Residential

[-{Z] Jabs - By Classification

[+ Jobs - By Analysis Type

é -7 Architect

i ns
[ Greaves and Copela

(L1 James Smith Partrer:

¢ [0 Superior Design Lid

~[(]] Contract Manager

(C House Type

~[13] Quantity Survepars

[ Site Manager

-] Job Templates

Accounts Postings

Labour
Company Settings ﬂ 4 ﬂ 1 I £ I ﬂ

[30/07 /2001

\Fur Help, press F1

panuaw, 2000 y

Categories and codes can be created at any time to allow for changes in
your business. For example, if you have a category called Salesperson, you
may need to create a new code for a new staff member. It is advisable
however, to set up as many categories and codes as possible before you
start entering job details. New categories/codes are automatically available
to existing jobs. However, you would have to manually update any existing
jobs to ensure that, when running reports, all possible jobs are included.
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How are Analysis Categories and Codes Used?

The types of analysis information you may want to hold will depend on
your industry and your business requirements.

The following examples show how you can use analysis categories and
codes:

¢ You can use categories which define people’s roles on a job, for example,
contract manager, sales person, chef or mechanic.

Category Possible codes to select from

Chef John Smith
Malcolm Thomas

Lisa Poppleton

¢ You can use categories which define the location of a job, for example,
counties, cities, and areas.

Category Possible codes to select from
Area Milton Keynes

Bletchley

Buckingham

Bedford
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¢ You can use categories specific to your industry. For example, a catering
company could use categories for tracking the type of meal or the type of

event.
Category Possible codes to select from
Event Type Wedding
Birthday
Business

Buffet/Meal Type Buffet Band A
Buffet Band B
Buffet Special
Set Meal Band A
Set Meal Band B
Set Meal Special

Job lists can be filtered to show, for example, only the jobs where Malcolm
Thomas is the chef or all the jobs in Milton Keynes.

A builder could have the following analysis categories and codes

Category Possible codes to select from

Payment Method Account
Cash

Reference Insurance
Personal

Repeat Work
Trade Reference

Yellow Pages

House Type Winchester 2 Bedroom
Winchester 3 Bedroom

Albany 4 Bedroom
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Assume that you need access to two specific pieces of information about
each job. The first is which jobs are carried out in a specific area, and the
second is whether jobs are carried out on a customer’s site or on your own
premises.

To do this, you need to set up two analysis categories and create a list of
allowed values (codes) for each category. For example, your first analysis
category may be Area, with codes of City Centre, North, East. Your second
analysis category might be Site with codes of Company Site and Customer
Site.

: Job Record - 000008 - Davis Court Plot § M =] E3
File “iew Help
” Save  Close New  Delate First  Previous  Mext Last
Details | Charging I Cost Structure I Revenue Stucture | Milestones ~ Analysis | Motes I
- Classification
Classification I|ndU3“iﬁl J=| | | - Analysis
— Analysis cod codes
Categary I Code
Area City Centre
House Type Mew Quay
Quantity Surve Mornig Partners
Site: Customer Site:
Site M anager
Analysis
code
categories
|00000% - D avis Court Plot 5 |

When you add a new job, you will see your analysis categories, Area and
Site, listed on the Analysis tab of the Job Record window. For each of
these, you can select the correct value from the list of codes you defined.
For example, a job might have an Area of City Centre and a Site of
Company Site. For information about how to assign analysis categories
and codes to jobs, see the Entering or Editing the Analysis Details section
in the Working With Job Records chapter.

When you report or enquire on jobs, you will be able to see what codes
have been assigned to the analysis categories for each job. You can also set
criteria based on category types. For example, you can show all jobs
carried out in the North area.
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Setting Up Your Job Analysis Categories and Codes
When setting up your job analysis categories and codes, we encourage you

to use the Master Analysis Category/Code List in the on-line Help.

You should set up lists of analysis categories and analysis codes before
you enter job records.

To set up analysis code categories

1. From the Company Settings stacked toolbar, choose the Job Analysis
option.

The Job Analysis window appears.

Job Analysis
—énalysis code categories——————————————— [~ Analysis cod,

Architect £
Fusion Design Consultants

Contract Manager Greaves and Copeland Parthers

House Type James Smith Partners

Guantity Surveyors Superior Design Ltd

Site W anager

MHew... Edit... Delete Mew... Edi... | Delete |

Close

From this window you can view, add, edit, and delete analysis code
categories and analysis codes.

2. To add a new analysis code category, choose the New button from the
area labelled Analysis code categories.

The Create New Analysis Code Category window appears.

Create Hew Analysis Code Category

D escription ||

0] € Cancel
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Note: The
analysis code
category
description must
be unique.

Note: You
cannot delete a
category that is

used on a job
record.

Enter the description of the new analysis code category and then
choose the OK button. To exit from the window without saving the
changes, choose the Cancel button.

The new analysis code category is added to the list of categories.

To edit an analysis code category, select the analysis code category
from the list and choose the Edit button.

The Edit Existing Analysis Code Category window appears.
Amend the description as required and choose the OK button.

To delete an analysis code category, select the analysis code category
from the list and choose the Delete button.

A confirmation message appears.

Choose the Yes button to delete the analysis category code.

To close the Job Analysis window, choose the Close button.

You are now ready to set up the analysis codes for each category.
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To set up analysis codes

1.

2.
Note: The 3.
analysis code
description
must be unique.
4.
Note: You 5.
cannot delete a
code that is
used on a job
record.
6.
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From the Job Analysis window, select the analysis code category that
you want the new analysis code to apply to.

The Analysis codes panel updates to display the list of analysis codes
that apply to the selected analysis code category.

Choose the New button in the Analysis codes panel.

The Create New Analysis Code window appears.

Create New Analpsis Code E3
Description ||
)4 | Cancel |

Enter the description of the new analysis code and then choose the OK
button. To exit from the window without saving the changes, choose
the Cancel button.

The new analysis code is added to the list of codes.

To edit an analysis code, select the category containing the analysis
code you want to edit. Select the analysis code you want to edit and
choose the Edit button from the Analysis codes panel.

The Edit Existing Analysis Code window appears.
Change the description as required and choose the OK button.

To delete an analysis code, select the category containing the analysis
code you want to delete. Select the analysis code from the list and
choose the Delete button from the Analysis codes panel.

A confirmation message appears.

Choose the Yes button to delete the analysis code.

To close the Job Analysis window, choose the Close button.
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Working With Job Templates

This section explains job templates and how to use them.

Most businesses work with contracts and jobs that are very similar to each
other. For example, in construction the basic activities and progress
milestones for erecting houses are virtually the same from house to house.

You can use Sage Job Costing to set up job templates containing default
information for a job. You can choose an existing template when creating a
new job, basing the job on the template. The template can contain default
descriptions, progress milestones, and activities (cost structure).

For example, a catering company could have job templates set up for
birthday functions and weddings.

You should give some thought as to where your business can use job
templates. Ideally, you should set templates up before creating any jobs.

If your business has a lot of one-off jobs, you can create each new job from
scratch. However, if you find that a new job is similar to an existing job,
Sage Job Costing allows you to create a new job using the information
from an existing job.

To set up a template

1. From the main Sage Job Costing desktop, choose the New toolbar
button.

2. Choose the Create Blank Job option.

The Job Record window appears.

3. Enter the details for your job. For further information see the Creating
Job Records section in the Working With Job Records chapter.

On the Details tab, set the Status for the job to Template.

4. To save your template, choose the Save button.

The job you set as a Template will not be available when you make
postings and appears only if you select the Job Templates folder from
the tree view.
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Note: If you To use a template to create a new job
make postings
to a job, you
cannot save that
jobasa
template.

1. From the main Sage Job Costing desktop, choose the New toolbar
button.

2. Choose the Use Job Template option.
The Create New Job Using Job Template window appears.

Create New Job Using Job Template

i~ Mew job number

Job number L0001

Jab title ||

i~ Create job using template

Number I ;EI
Copy customers v Copy cost stucture W Copy budgets ¥

3. Enter the following details as required:

Job Number Displays the next consecutive number if automatic
number generation is selected. Enter a number if
you are using a manual number system.

Job Title Enter a title for the job.
Number Use the drop-down list to select the template you
want to use.

Copy Customer  Select this check box to copy the customer accounts
specified on the template to the new job.

Copy Cost Select this check box to copy the cost structure from
Structure the template to the new job.

Copy Budgets Select this check box to copy the budget values

from the template to the new job.

4. To save the details you have entered, choose the OK button.
The Job Record window appears.

The details from the template are displayed for the new job.

5. Enter or edit the details for your new job on each tab of the Job Record
window.
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6. To save the job and return to the main Sage Job Costing desktop,
choose the Save button.
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Working With Employees

This section explains how to track employee time. If you do not track
employee time go to the section Choosing a Billing Method.

You can use Sage Job Costing to work with employees in three ways:
¢ By setting up your employees as Sage Job Costing Employees only.
¢ By importing employee details from your Sage Payroll program.

¢ By using both Sage Job Costing employees and imported employee details
from your Sage Payroll program.

Note: If you have subcontractors and non-Payroll employees, you need to
set these up as Sage Job Costing Employees.

The following sections explain the different ways to work with employees.

Working With Sage Job Costing Employees

If you do not have Sage Payroll, you need to set up your employees as
Sage Job Costing employees.

Before creating new employees in Sage Job Costing you must set up pay
rates to determine the rate of pay for each employee.

When you create a new Job Costing employee, your new employee details
are not transferred to any integrated Sage Payroll companies. You can edit
or delete your Job Costing employee details from within Sage Job Costing.
If you delete a Sage Job Costing employee record, it is permanently lost.
To work with Sage Job Costing employees, you need to:

1. Decide how you want to bill for employee time.

2. Set up pay rates. For details see the section Setting Up Labour Rates.

3. Set up your Job Costing employees. For details see Creating New
Employee Records.
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Working With Sage Payroll Employees

If you use Sage Payroll, you can import your employee details into Sage
Job Costing. If you decide not to transfer employee details from Sage
Payroll, you can create Sage Job Costing employees by repeating the
employee information from your Sage Payroll program.

Sage Payroll employees are copied into Sage Job Costing. In Sage Job
Costing you can attach charging rates to an existing Sage Payroll employee
record. Any other changes to Sage Payroll employee records can only be
completed in Sage Payroll. If you delete a Sage Payroll employee from
Sage Job Costing, the employee in the Sage Payroll program is not
affected.

If you want to work with Sage Payroll employees, you need to:
1. Decide how you want to bill for employee time.

2. Import your Sage Payroll details into Sage Job Costing. For details see
the section Importing Sage Payroll Employees.

3. Decide if you want to transfer employee timesheet hours back into
your Sage Payroll program.

4. If you are billing employee time using the rate of pay or type of
customer/job methods, you need to check the charge rates entered for
each employee record. For information about the ways you can bill for
employee time, see the section Billing Employee Time.
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Billing Employee Time

Before you set up your Sage Job Costing and/or Sage Payroll employees,
you should decide if you need to bill for employee time. If you do decide
to bill for employee time, Sage Job Costing offers you four ways to bill

time:
¢ Billing based on the rate of pay
This is the charge rate entered for the selected payment type. The

information is taken from the Employee Record Payment tab.

Edit E xisting Employee

Employee | Employment ~ Papment |

— Payment rate
Payment name I Cost rate amaunt I Charge rate.amaunt I T I
Labourer Basic _| 0.0000 Yes
Brick Layer Basic 8.0000 0.0000 Yes
Joiner Basic 8.0000 000 Yes
Office Staff B asic 5.0000 0.0000 Yes

— Charge out band:

Mo. Description Charge rate/amount
1 Full Rate 40.0000
2 Discount Rate & 35,0800
3 Digcount Rate B 41.4000
4 Digcount Rate C 28.1000
] Cancel

Charge Rates
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¢ Billing based on the activity

This is the Rate per hour/item entered for the selected cost code.

Edit Existing Cost Code

Ed Charge Rate

¢ Billing based on the type of customer or job

This is the charge out band held on the job record. The rates for each
charge out band are held against each employee. If you decide to use
this type of billing you need to set up charge out bands, as described in
the section Setting Up Charge Out Bands.

: Job Record - 00011 - Lisa's Job [0}l Charge Band
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¢ Billing based on a user defined amount

You can enter a charge rate of your choice when entering a time slip.

Create New Time 5lip

The charge rate is entered
here

: Batch Timesheet Entry

1 - Pulman, Arne 1ob Costing E mplayes
Factory Dffice Edtention Office Siaff Basic
Erick Layers Substucture

[iooro  [octals  [Pamert  [Costhous  [Costrale [Chergetype  [Chghouws [Chigrate |

08/08/2001| 000001 DOffice Staft Basic
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Setting Up Charge Out Bands

Use the Charge Out Bands tab on the Labour Rates window to set up
different charging levels for different types of customer (trade/public) or
job (discounted rates for large value jobs).

Charge Out Bands can be assigned to both Sage Job Costing employees
and Sage Payroll employees.

To set up charge out bands

1.

From the Company Settings stacked toolbar, choose the Labour Rates
option.

The Labour Rates window appears.

Choose the Charge Out Bands tab.
The Charge Out Bands tab appears.

Labour Rates
PayRstes  Charge Dul Bands |
No | Desoiplion Default charge rate/amount
LEi[ek | " Hew, Edt | ElEre |
Close

To add a new band, choose the New button.
The Create New Charge Out Band window appears.

Enter a description and a default charge rate/amount then choose the
OK button.

When you add a charge out band, it is automatically assigned a
number. Numbers are assigned in the order you set up the charge out
bands.

The list on the Charge Out Bands tab shows the charge out bands you
have set up.
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To edit a charge out band, select the band from the list and choose the
Edit button.

The Edit Existing Charge Out Band window appears.

Edit the description and default charge rate/amount as required, then
choose the OK button.

Note: If you amend a charge out band which is already used on an
employee record, you are prompted to update the existing employee’s
rates. To do this, choose Yes when prompted.

To delete a charge out band, select the band from the list and choose
the Delete button.

A confirmation message appears.

Choose the Yes button to delete the charge out band.

If you want to change a charge out band globally, so that you increase
or decrease the rate for all employees, choose the Global button. For
further information about how to do this, refer to the section To change
the charge out bands globally.

To close the Labour Rates window, choose the Close button.

When you set up charge out bands, they automatically appear in the
Charge Out Bands list on the Employee Record Payment tab.

To change the charge out bands globally

1.

From the Company Settings stacked toolbar, choose the Labour Rates
option.

The Labour Rates window appears.

Choose the Charge Out Bands tab.

Select the Charge Out band that you want to change and then choose
the Global button.

The Update Charge Out Band window appears.
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Update Charge Out Band : Dizcount Rate A x|

o | [ R

Select whether you want to increase/decrease the charge out band by a
percentage or by a fixed amount.

Enter the percentage or amount you want to increase/decrease the
charge out band by in the box provided,

To save your changes and to globally update all employees for the

selected charge out band, choose the OK button. To exit without
saving, choose the Cancel button.
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Setting Up Labour Rates

Default labour rates can be defined for employees. These rates are used on
employee time sheets to determine the rate of pay for each employee. Use
the Pay Rates tab on the Labour Rates window to set up different pay rates
for your different employees.

Pay Rates are used specifically for Sage Job Costing employees. They are
not transferred to Sage Payroll and so cannot be used for Sage Payroll
employees.

To set up pay rates

1. From the Company Settings stacked toolbar, choose the Labour Rates
option.

The Labour Rates window appears.

Labour Rates

Pay Rates | Chargs OutBands |

Default cost rate/amount

Brick Layer Basic
Jainer Basic 20000
Office Staff Basic 50000

Global New.. Edt. | Demt |

Close |

2. To add a new pay rate, choose the New button.
The Create New Pay Rate window appears.

Enter a description and a default cost rate/amount then choose the OK
button.

When you add a pay rate, it is automatically assigned a number.
Numbers are assigned in the order in which you set up the pay rates.
The list on the Pay Rates tab shows the pay rates you have set up.
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Note: You
cannot delete a
pay rate that is

allocated to a job
record.

To edit an existing pay rate, select the rate from the list and choose the
Edit button.

The Edit Existing Pay Rate window appears.

Change the description or default cost rate/amount as required, then
choose the OK button.

Note: If you amend a pay rate band which is already used on an
employee record, you are prompted to update the existing employee’s
rates. To do this, choose Yes when prompted.

To delete a pay rate, select the rate from the list and choose the Delete
button.

A confirmation message appears.

Choose the Yes button to delete the pay rate.

If you want to change a pay rate globally, so that you increase or
decrease the rate for all employees, choose the Global button. For
further information about how to do this, refer to the section 7o change
the pay rates globally.

To close the Labour Rates window, choose the Close button.

When you set up pay rates, they automatically appear in the Payment
Rates list on the Employee Record Payment tab.

To change the pay rates globally

1.

From the Company Settings stacked toolbar, choose the Labour Rates
option.

The Labour Rates window appears.

Select the pay rate that you want to change and then choose the Global
button.

The Update Pay Rate window appears.
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Update Pay Rate : Labourer Basic

0.0000 &

Select whether you want to increase/decrease the pay rate by a
percentage or by a fixed amount.

Enter the percentage or amount you want to increase/decrease the pay
rate by in the box provided,

To save your changes and to globally update all employees for the
selected pay rate, choose the OK button. To exit without saving,
choose the Cancel button.
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Creating New

Employee Records

Note: If you Before you create any Job Costing employees you should set up pay rates.
have Sage For information see the Setting Up Labour Rates section of this chapter.
Payroll
employees see To set up a new Sage Job Costing employee
Importing Sage
Payroll 1. From the Labour stacked toolbar, choose the Employee Record option.

Employees. The Employee Record window appears.

Employee Record

Company }Job Costing Emplopees |

Empno. / |Works no. | Sumname Forenames Status

1 Pulman Current

2 2 McTernan Andrew Robert Current

3 3 Garman Andy Current

4 4 Hart Judith Cument

5 5 Melee Johin Paul Cument

[ [ Fairhurst Darvid Cument

7 7 Meilson Tracey &nn Current

g g Bambraugh Julie Elizabeth Current

9 9 Bamptan Jaohin Current

10 10 Lircher Harmy Ainold Current ;I
Mew... | It | Edi... | Delete |

2. Select Job Costing Employees from the Company drop-down list.

3. To create a new employee in Sage Job Costing, choose the New

button.

The Create New Employee window appears.

Create Mew Employee x|

Employee | Employment | Paymert |

[~ Personal detail

Reference ITE— Contact Info...
Title: I 'I Iritials I

Sumame I

Forenames I

NI humber I ‘wiorks ho. I

Fostable b Fapall [

(K Cancel
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4. You can enter or view the following details:

Reference

Title

Surname
Forenames

Initials

NI number

Works no.

Postable to
Payroll

Displays the unique reference automatically
generated for the new employee.

Enter the title of the employee or select the required
title from the drop-down list.

Enter the employee’s surname.
Enter the employee’s name(s).

Enter the employee’s forename initials only. For
example, enter J for John Smith.

Enter the employee’s National Insurance number.

Enter the employee’s works number. The works
number is an optional number that can represent a
clocking in number or a building/works/plant
number. This information is not unique to the
employee, but will be unique to the building or
plant.

This check box is unavailable when you create Sage
Job Costing employees.

5. You can use the Contact Info button to enter details of a contact for
your employee, then choose the OK button.

The Create New Employee window reappears.

6. Choose the Employment tab.

The Employment tab appears.

Create New Employee

Erployee  Employment |Payment |

- Supplier detail
AL ref.

Mame

Supplier ref.

m = Cortactlnf

- Employment

From

ERZZ Ta 7 5

e
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7.

If you have contract or other agency staff, you can enter the following
details for the supplier (agency) providing the staff:

A/C ref.

Name

Supplier ref.

Enter the supplier account reference or use the
Finder button to select an account reference from
the pop-up list. You can create a new supplier by
choosing the New button from the pop-up list.

Displays the name of the account selected in the
A/C ref. box.

Enter a unique supplier reference. This reference
identifies the supplier and will be assigned to this
employee. This supplier reference number appears
on timesheet entries and on reports.

If necessary, enter the following details:

From

To

Enter the date when the employee first started
working for the company. Use the date format
dd/mm/yy or dd/mm/yyyy.

Enter the date when the employee ceased
employment for the company. Once a date is entered
here, the employee status is automatically changed
to Leaver.

Use the Contact Info button to enter any contact information about
who supplied the employee and choose the OK button.

The Create New Employee window reappears.
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10. Choose the Payment tab.

The Payment tab appears.

Create Mew Employee x|
Ermplayes | Employment ~ Payment |
— Payment rate:
Fayment name | Cost rate/amount I Charge rate/amount I T I
Labourer Basic I5.5000) _| 0.0000 Yes
Brick Layer Basic 8.0000 0.0000 Yes
Juiner Basic 8.0000 0.0000 “es
Office Staff Basic 50000 0.0000 Yes:
— Charge out band
Mo, D escription Charge rate/amount
1 Full Rate 40.0000
2 Discount Rate & 35.0000
2 Discount Rate B 41.4000
4 Discount Rate C 281000
oK | Cancel |

11. In the Payment Rates section, you can view, enter or edit the following

details:

Payment name

Cost rate/amount

Charge
rate/amount
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Displays the payment rate name. This name is
retrieved automatically based on the pay rates you
have set up. For more information about setting up
pay rates see the Setting Up Labour Rates section of
this chapter.

Enter the rate/amount that the selected employee
will be costed at. This box shows the pay rate
specified when you created the employee.

If you are billing time based on the rate of pay, enter
the rate/charge that the selected employee will be
charged out at for the entered pay rate.

Select Yes to specify that the payment will appear
when entering timesheet entries.

Select No to prevent the payment appearing when
entering timesheets.
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Note: You
cannot delete an
employee that
has current or
existing time
sheet entries in
Sage Job
Costing.

12.

13.

14.

15.

16.

If you are billing time based on the type of customer or job, you can
view, enter or edit the following details in the Charge Out Bands
section:

No. Displays the sequential number the charge out rate
was allocated when the charge out rate was entered.

Description Displays the charge out rate description defined
when the rate was set up.

Charge Enter the rate/amount that the selected employee

rate/amount will be charged out at for this charge out band. This

box shows the charge out rate specified when you
created the employee.

To save the details for your new employee, choose the OK button. To
return to the Employee Record window without saving the changes,
choose the Cancel button.

The new employee is added to the list of employees.

To edit employee details, select the employee from the list and choose
the Edit button.

The Edit Existing Employee window appears.

Amend the employee details as required and choose the OK button.

To delete an employee record, select the employee from the list and
choose the Delete button.

A confirmation message appears.

Choose the Yes button to delete the employee record.

To close the Employee Record window, choose the Close button.
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Importing Sage Payroll Employees

You can import Sage Payroll employees into the Sage Job Costing
program. Once imported, employee records are synchronised so that any
changes made in Sage Payroll automatically appear in Sage Job Costing.

From within Sage Job Costing, you can only edit the charging rates for
Sage Payroll employees. If you delete a Sage Payroll employee from Sage
Job Costing, the employee in the Sage Payroll program is not affected.

To import an employee from Sage Payroll
1. From the Labour stacked toolbar, choose the Employee Record option.

The Employee Record window appears.
2. From the Company box, select a Sage Payroll company.

3. Choose the Import button.

The Employee Import wizard appears.

Employee Import Wizard

Welcome to the Employee Import Wizard

Uze thiz wizard to import emplopees from Sage Payrollinto Job Costing.

e B

4. Follow the on-screen instructions given in the Employee Import
wizard.

The imported employees are added to the list of employees.
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To view and edit details for Sage Payroll employees

1.

From the Labour stacked toolbar, choose the Employee Record option.

The Employee Record window appears.
Select a Sage Payroll company from the Company drop-down list.

To view details about a Sage Payroll employee, choose the Edit button.

The Edit Existing Employee window appears.

If you decide to transfer employee timesheet hours back into your
Payroll program, select the Postable to Payroll check box on the
Employee tab. This sets up a link between your employee payroll
details in Sage Job Costing and your Sage Payroll program.

You can use the Contact Info button to view details of a contact for
your employee, then choose the OK button.

The Edit Existing Employee window reappears.

To edit your employee’s payment details, choose the Payment tab.

Note: Any changes you make here will not affect your Sage Payroll
program.

In the Payment Rates section, you can view the following details:

Payment name  Displays the payment rate name. This name is
retrieved automatically based on the pay rates you
have set up. For more information about setting up
pay rates see the Setting Up Labour Rates section of
this chapter.

Cost rate/amount Displays the rate/amount that the selected employee
will be costed at.

If required you can edit the following details:

Charge If you are billing time based on the rate of pay, enter
rate/amount the rate/charge that the selected employee will be
charged out at for the entered pay rate.

T Select Yes to specify that the payment will appear
when entering timesheet entries.

Select No to prevent the payment appearing when
entering timesheets.
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8. If you are billing time based on the type of customer or job, you can
view the following details in the Charge Out Bands section:

No. Displays the sequential number the charge out rate
was allocated when the charge out rate was entered.

Description Displays the charge out rate description defined
when the payment rate was set up.

If required you can edit the following box:

Charge Enter the rate/amount that the selected employee

rate/amount will be charged out at for this charge out band. This
box shows the charge out rate specified when you
created the employee. If you change the charge out
rate in the Labour Rates window, you must also
update this amount.

9. To save your changes, choose the OK button. To return to the
Employee Record window without saving the changes, choose the
Cancel button.

10. To close the Employee Record window, choose the Close button.
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Choosing a Billing Method

This section explains how to bill your customers using Sage Job Costing.
If you are not going to use Sage Job Costing to calculate and produce
invoices, we suggest that you set the billing method for these jobs to
“Non-productive”.

The billing method determines the manner in which the amount to bill is
calculated and how you bill a job using the Job Billing option. There are
four billing methods available for a job. You need to choose the
appropriate billing method for each job. Each job can have a different
billing method.

The four methods available are:

¢ Non-productive

¢ Time and Materials
¢ Costs Plus

¢ Fixed Price

Regardless of the billing method, you can also choose to bill stock and
service items from Sage Line 50.

The Non-productive Billing Method

This method should be applied to in-house jobs or any other jobs that do
not involve billing a customer.

When this method is used, no billing can be performed on the job and the
program will not make any billing value calculations.

The Time and Materials Billing Method

Use this method to specify the amount to bill against each cost when it is
posted. When you bill the job, you can choose which items are to be billed
and change the amount to bill for each item.

For time and materials jobs, you can print an invoice backing-sheet which
lists all of the billed items and the amount to bill for each item.
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The Costs Plus Billing Method

This method is similar to the time and materials billing method but also
allows you to specify a revenue mark-up percentage. This percentage is
used to uplift the costs when billing the job.

The Fixed Price Billing Method

Use this method to bill a job based on a fixed price. When costs are
entered, no billing values are automatically calculated.

When you bill the job you can choose to bill some or all of the total quoted
price. You do not need to individually select which costs you want to bill
on each invoice.
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Calculating and Allocating Overheads

The true cost of a job consists of direct costs and overheads and a portion
of indirect overheads. Direct costs and overheads can be directly
associated with a job, such as material, labour and sub contractors, whereas
indirect overheads are difficult to allocate to specific jobs. To get the true
cost of a job it is essential you apportion your indirect overhead costs into
your job costs.

There is no standard way of calculating and spreading the cost of your
overheads into your job costs. It depends on how accurate a cost and
revenue picture you want, as well as the type, size and activities of your
business. At the moment, you will probably build the cost of your
overheads into your job costs. The next few sections will explain some of
the different ways it can be done. If you do not account for overheads or
are not sure how to, speak to your Accountant for advice.

Setting Up Overhead Rates in Sage Job Costing

Sage Job Costing allows you to automatically calculate and allocate
indirect overheads when posting cost transactions. You can specify the
overhead mark up percentage for each cost code on each job. When a cost
is posted using this cost code, the program will calculate the overhead
value and post this additional cost to the job.

Edit Exigting Cost Code x|

Detail

Type Fosting vl Category Labour | -
Code LR

Description IBlick Layers-Substucture

Costing | Budgets/Biling | Mates |

-~ Casting
Rezource Type =
Cost rate per Overhead 0.00 =
hour/iterm mark up % =
Unit of 5 ale
Enter your
— Dpening Balanc overhead
mark up
Gluantity 000 | Walue 0.00 = percentage
here

Cancel

To set up your overhead mark up in Sage Job Costing, see the Setting Up
Your Cost Codes section earlier in this chapter.
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Reporting and Analysis

Once you have decided on your overhead rates, it is important that they are
reviewed regularly. Any increase or decrease in trading costs will have a
substantial effect on the profitability of a job, and whether all your
overhead costs are recovered or not.

Reports and enquiries include the calculated overhead mark-up value so
that they show realistic cost and profit figures. Sage Job Costing allows
you to choose whether you want to include the overhead mark-up value in
cost and profitability calculations.

By default Sage Job Costing includes the overhead mark up figures in all
cost and profitability calculations. If you do not want to include these
figures, from the Settings menu choose the Company Preferences option,
then choose the Settings tab and clear the Include Overhead mark up in
cost and profitability calculations check box.
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Budgeting

This section explains the budgeting features available in Sage Job Costing.
This should help you to decide whether or not you will use budgeting.

Why should you use Budgets?

Budget analysis will help your business improve productivity and identify
cost overspend. Budgeting will also help you with future estimating and
budgeting.

All businesses use some level of budgeting. Typically the type, size and
activities of your business dictate your budgeting requirements.

In business, there are several levels of budgets, which can be inter-linked:

*

Main or Master Budgets

You can set budgets for each item of the profit and loss/balance sheet,
such as assets, profit, purchasing and overhead budgets. These would
be typically set against each nominal code in Sage Line 50.

Functional Budgets

These are normally set by larger businesses for departmental budgets.

Cost Area/Centre Budgets

Again these are normally used by larger businesses. They may relate to
a particular factory, sales activity or service.

Contract/Job Budgets

Contract/Job budgets are normally made up from the original (cost)
estimates for the job, with amended values to reflect the true quantities
and costs rather than the quoted ones. Budgets are normally set for each
cost activity.

Sage Job Costing deals with contract/job budgets.
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How does Sage Job Costing deal with Budgets?

Job Costing allows you to set up as simple or as detailed budgets as you
want.

Budgets can be entered against each cost code for the job or you can
choose to enter budgets for a group of codes. For information about
entering budgets for cost codes see the section Setting Up Your Cost and
Revenue Codes earlier in this chapter.

Edit Existing Cost Code k3 Enter the
Detail original and
Type Paosting ¥ l Categary I Labour ¥ l revised
Code LABOO budget
. . quantities
Drescription IBnck Layers-Substructure
and values
as required

Costing ~ Budgets/Billing |N0tes |

— Budget
Oty I alug
Original 0.00 oo
Revised 0.00 0.00
— Biling
E:?Lgoi:,?i::m m l Chargable to customer v

1] | Cancel |

Job Costing allows you to enter budgets for quantities as well as total
costs.

You may find it difficult to draw up an exact budget, especially if you have
no experience of the particular task, or you are trying to budget for a job
that is subject to changes. Using Sage Job Costing, you can enter revised
budgets to keep track of changes to the original estimates. Any budget
analysis produced will automatically use the revised budget rather than the
original.

Note: Sometimes it is impractical to set budgets against every task or item
on a job, particularly if you do not know exactly how long the job will run,
the exact quantity or the cost for an item. In this case, set a group budget
for a group of costs. It may only be practical to focus on certain budgets at
a detailed level.
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What Sort of Budget Analysis does Sage Job Costing
Provide?

The level of budget control and the type of analysis you require will have a
significant impact on the way you set up your Sage Job Costing program.
Here are some examples of the types of budget analysis that can be
obtained from Sage Job Costing:

¢ Budget Analysis by Cost Category

The Cost Summary tab within Job Enquiries displays budgets compared
with actual costs and outstanding committed costs analysed by cost
category, such as labour, materials, and overheads. You can also run
the Cost Summary by Cost Area Breakdown report from the Reports
window.

% Job Enquiries - 000007 - Daviz Cout Plot 6 _ O] x|
File View Help
” Close First  Previous  Next Last
Milestones ~ Cost Summary | Revenue Summary I Suppliers Emplovess | Stock I
— Category breakdawn
" Show cost summary & ishow budgs! summary
Category /| To date 0.5 committed | Budget ariance
5584.00 0.00 0.00
Materials 2922798 0.00 0.00 -29227.98
Miscelaneous 401493 0.0o 0.00 -4014.93
Mixed EF333.00 0.00 115100.00 51767.00
Ovetheads 11073.00 0.00 0.oo -11074.00
Stock 0.00 0.00 0.00 0.00
| 11763297 | 0.00 1759100.00 T4E7.02

Yiew Tranzactions..
“Wiew Cost Stucture. . |

/000007 - Davis Court Plot B
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¢ Budget Analysis by Cost Code

The View Cost Structure window within Job Enquiries shows you
budgets compared with actual costs and outstanding committed costs,
analysed by cost code (the activities on the job). You can also run the
Cost Summary by Cost Code report from the Reports window.

+ Cost Structure P [=] B3
i~ Cost stuctur
=2 Total Costs = | Category IMisceI\anenus
{1 <GRPO0T> Site Setup o T [Postna
<MSCO01> 500 Watt Tungsten Halogen
) <MSCO04> Bolt Croppers Acluals Quantity
<MSCO05> Bowser Opening bals, 0.00 0.oo
<MSCO08> Electricity This period n.oo 234.00
&) <MAT 1> Fencing ‘Year to date 0.00 23400
To date 0.00 234.00
<MSCOTT5 Durmper Truck.
<0VDO04s Fumiture Committed Gty
B <ML 2> Gas Dutstanding 00 000
<MATOT: Gates Total cost ko date 0.00 234.00
<LABO04> Labourer-Site Setup [Committed & Actual]
) 014> JCE Hire-5ubstructure Budgets Quantity
<LABOTO: Joiner-Site Setup Budget 0.00 0.00
<MATIN 9> Misc. Site Setup Material: Wariance 0.00 -234.00
<MSCI B> Mixers 5
Group budget override in
- JE) TN N Site T ahing LI
4] - | {i:] Yiew Transactions... |
Frint Clase |

To get further analysis you can run the reports with the following filters:

¢ Budget Analysis by Classification

You can get analysis by classification so you can see budgets against
actual costs for groups/similar type jobs by filtering the main job list to
display only jobs for a particular classification.

¢ Budget Analysis by Analysis Code

You can get useful budget analysis by running budget reports filtered
by analysis code. You must take into account the budget analysis you
require when setting up analysis types.

Here are some examples of the types of budget analysis you can get using
analysis codes:

¢ Budget Analysis by Project Manager or Sales Rep

¢ Budget Analysis by Sales Outlet or Production Unit

L 4

Budget Analysis by Product or Service

L 4

Budget Analysis by Region/Sales Area
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Converting Your Existing Job Costing
System

If you already use a manual job costing system, or an existing job costing
program, this section explains how to convert your data

To obtain correct information from your Sage Job Costing program, you
must first bring it up to date with your existing job costing system. This is
true whether you are currently using a manual system or a different
computerised job costing system.

After you have completed the start up procedures outlined in this chapter

and you have added all your active jobs as described in the Working With
Job Records chapter, complete the following steps to enter the job-to-date
cost and billing information. This will ensure a smooth transition to Sage

Job Costing.

To convert your existing job costing system

¢ From your existing system, prepare a list of job-to-date cost information,
quantities used, and values detailed by cost code. If you are changing the
format of your cost codes from your previous system, indicate the new cost
codes to be used for each entry.

Note: You should use the information from your last closed accounting
period.

¢ Enter the cost opening balances against each cost code on the Structure
window of each job. See the section Using Costing Structures in the
Working With Job Records chapter for details of this procedure.

¢ Enter the billed opening balances against each customer on the Edit
Existing Job Customer Record window (from the Charging tab of the Job
Record) for each job. See the section Entering or Editing Finance Details
in the Working With Job Records chapter for details of this procedure. You
need to enter the billed net and billed VAT values for the customer.

Once you complete these conversion steps, the details in your Sage Job

Costing program will be in line with your existing system and you will be
ready to begin routine job processing activities.
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Working With Job Records

The Job Record holds the core information that is
used by the rest of the Sage Job Costing
program.The Job Record window displays all of the
necessary information you need to define a job. The
job information breaks down into six main areas,
represented by the seven tabs.

*

The Details tab holds the basic information
about the job.

The Charging tab shows customer details
and billing information. The customers you
select must exist in your Sage Line 50
program. If the customer does not yet exist in
Sage Line 50, you can create a new customer
in Sage Job Costing and it is automatically
transferred to Sage Line 50.

The Cost Structure and Revenue Structure
tabs are used to set up the cost and revenue
structures for the job and to set the level of
analysis of costs per job required.

The Milestones tab is used for monitoring the
activity of the job.

The Analysis tab holds analysis codes used to
perform enquiries and reporting.

The Notes tab holds any brief notes you want
to store with the job record.

In this chapter
Creating Job Records

Using Costing
Structures



Remember...

You can use the following toolbar options and
shortcut keys when working with job records:

Save

Close

New

Delete

First

Previous

Next

Last

Finder button

Saves the details you have entered.
Exits from the Job Record window.

Creates a new job. Select the method you
want to use to create the new job. You can
create a new blank job, copy an existing
job or use a job template.

Deletes a job with a status of
“Complete-Delete” or “Template”.

Displays the first job record in your
selection.

Displays the previous job record in your
selection. If you are viewing the first job
in the selection, this option will loop back
to display the last job record.

Displays the next job in your selection. If
you are viewing the last job record in your
selection, this option will loop back to
display the first job record in your
selection.

Displays the last job record in your
selection.

Displays a pop-up list of job records or
customer account references for you to
select the one you require.
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Creating Job Records

You can create job records in three ways:
1. Create a blank job record and then enter all the details from scratch.
2. Make a copy of an existing job and use that as the basis of the new job.

3. Set up template jobs for those jobs you do often and use the details
from the template as the basis for a new job. For information about
creating and using job templates see the Working With Job Templates
section of the Setting Up Your Sage Job Costing Program chapter.

To create a new job record

1. Choose the New button on the main desktop toolbar.

A pop-up menu appears giving you a choice of three ways you can
create a new job record.

2. You can either:
¢ Select Create Blank Job to create a new job record from scratch.
¢ Select Copy Existing Job to use an existing job record as the basis of a

new job record. The Create Job Record Using an Existing Job window
appears.

¢ Select Use Job Template to use an existing template. The Create Job
Record Using Job Template window appears.

Create New Job Uszing Job Template

i Mew job number

Job number 0ooatt

Job title |

i~ Create job using templat

Mumber I EI
Copy custamers v Copy cost stucture ¥ Copy budgets
avel_|
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is set to
Complete -
Delete or

Template.

If you select the Copy Existing Job or Use Job Template options, enter
the following details:

Job Number If you selected the Generate Automatic Job
Numbers check box on the Settings tab of the
Company Preferences window, the next available
number is automatically inserted for you.

If you cleared the Generate Automatic Job Numbers
check box, you need to enter a unique job number
for your new job.

Job Title Enter a title for the job.

Number Enter the job number of the job template or the job
you want to copy. You can use the Finder button to
help you locate the job you want to copy.

Copy Customers Select this check box to copy the customers
associated with the template/existing job to your

new job.
Copy cost Select this check box to copy the cost and revenue
structure structures from the other job.

Copy budgets Select this check box to copy any budget values
from the other job.

To save the details and create a new job, choose the OK button. To
close this window without creating a new job, choose the Cancel
button.

The Job Record window appears.

Enter the required details on each of the tabs of the Job Record
window. For further details about the information you can enter, see
the relevant procedures in this chapter.

To delete a job record

1.

From the job list on the main Sage Job Costing desktop, select the job
record you want to delete.

Choose the Delete button from the main Sage Job Costing toolbar.

A confirmation message appears.

Choose Yes to confirm that you want to delete the job record.
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Once you confirm the deletion, the job will be permanently deleted.
You will not be able to recover deleted job records.

Entering or Editing Job Details

Use the Job Record Details tab to enter basic information about the job.

To enter or edit your job record details

1. From the Job Details stacked toolbar, choose the Job Record option.

The Job Record window appears.

: Job Record - 000001 - Factory Office Extention (O] ]
File View Help
“ Save  Close New  Delste First  Prewious  Mest Last
Details | Charging I Cost Structure | Revenue Stucture | Milestanes | Analysis I Mates |
i~ Information
Jab number ponooT = Status | Active 2
Job title IFaclory Office Extention
Job description
Construction of an extention S0m « 25m to factary unit for J amieson Group PLC :I

J |
Job Contat Information

|000007 - Factary Office Extention |

Note: You can also create new job records from within the Job Record
window. To do this, select the New option from the Job Record
toolbar, then select either Create Blank Job, Copy Existing Job or Use
Job Template as described in the section 7o create a new job record.

2. If the job record displayed is not the one you want to edit, you can
select another job record in one of the following ways:
¢ Choose the Finder button located next to the Job number box. The job

record list appears. Select a record from the list then choose the OK
button to view the job record.

¢ Type the job record number into the Job number box and then move
the cursor into a different box. The job record will appear if it exists in
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your Sage Job Costing program. If the job record does not exist, a
message appears.

¢ Ifyou selected a number of job records from the main job list, you can
use the Next, Previous, Last and First toolbar buttons to work through
your selection.

Enter or edit the following details as required:
Job Number Enter a number for your job.

Note: Numeric job numbers are entered
automatically for you if you select the Generate
Automatic Job Numbers check box on the Settings
tab of the Company Preferences window.

Status Select a job status from the drop-down list. The
allowed statuses are:

Active: you can make any cost/revenue entries and
the job cannot be deleted.

Complete - Postings: the job is complete but you
can still make cost/revenue postings. You cannot
delete the job.

Complete - No Postings: the job is complete and
you cannot make cost/revenue postings. You cannot
delete the job.

Complete - Delete: the job is complete and you
cannot make cost/revenue postings. You can delete
the job by using the Delete option.

Template: the job will be used as a job template,
upon which other jobs can be based.

Job Title Enter a title for the job.

Description Enter a description of the job.

To enter or edit contact information for the job, choose the Job Contact
Information button.

The Contact Information window appears.

Add or edit the job contact information as required and choose the OK
button.

The Job Record window reappears.
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Note: The
charging type
you select here
determines how
the job will be
billed to the
customer.

Entering or Editi

ng Charging Details

You must select a customer for the job before the job can be billed.
Customer details are taken from your Sage Line 50 accounts program.

(Sage Job Costing Professional users only) You can attach as many

customers as you need

to each job.

To enter or edit your charging details

1. From the Job Record window, choose the Charging tab.

The Charging tab appears.

1 Job Record - 000001 - Factory Dffice Extention _[O] ]
File Wiew Help
“ Save  Close New  Delete First  Prewious  Mest Last

Detsis ~ Charging | Cost Structure | Revenue Structure I Milestanes | Analysis | Notesl

r~Charging & Production infarmation

Default order no

Charging type IFixed Price ¥ Total quantity 000
et e o Jenone > 2| Gl 000 =

Default works no IUDU1 51

Total price quoted 210000.00 &

i~ Customer detail

Total opening billed net

0.00 Total opening billed VAT ooa

Add Edit

Oty Price Quoted

0.00 210000.00|

I 0.00 210000.00

Remave Setasderault |

|UDUUDW - Factory Office Extention

2. Select the jobs charging type from the Charging type drop-down list.
The following types are available:

Time &
Materials

Fixed Price

Costs Plus

Bills the customer for the labour (plus any overhead
mark up percentage) defined in the jobs timesheets
and for the materials (plus charge out values) used
in the job.

Bills the customer the price quoted in the Customer
window, regardless of the time and materials spent
on the job.

Bills the customer using the cost plus any overhead
percentage. When you create an invoice in the
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5.

Billing option, you can enter the mark-up
percentage increase to be added to the entire bill.

Non-productive  Use this type for work you are not charging for,
such as warranty, maintenance or internal jobs.
There is no billing allowed on a non-productive job.

Once a cost has been entered against the job, you can no longer edit
the Charging Type.

If you decided to bill for time and have selected a Charging Type of
Costs Plus or Time and Materials, you can select a Labour charge out
band. Use charge out bands if you are billing labour time based on
customer job type.

If you enter a labour charge out band here, this is used as the default
charge out band on all timesheets entered for this job.

For information about charge out bands see the Billing Employee Time
section in the Setting Up Your Sage Job Costing Program chapter.

Use the Finder button and select the required charge out band from the
pop-up list. You can accept the default '<NONE>’ if you do not want
to use the charge out bands feature.

If required, you can enter or edit the following additional information:

Default Order Enter or edit an order number for the job. There are
Number no restrictions on what you can enter in this box. It
is used when adding a new customer to the job.

Default Works  Enter or edit a works number for the job. There are

Number no restrictions on what you can enter in this box. It
is used for billing and reporting purposes. It is used
when adding a new customer to the job.

Total Qty Enter the total quantity to be produced for this job.
This is used for billing and reporting purposes. It is
used when adding a new customer to the job.

Default Sales Enter the unit price here. It is used when adding a
Unit Price new customer to the job.

Total Price Enter the price you have quoted for the whole job.
Quoted

To add a customer to the selected job, choose the Add button.



Working With Job Records

The Create New Job Customer Record window appears.

Create new job customer record
i~ Customer
AFC Ref ERI001 = Mame IFred Eriant
— Contact infarmation —Job infarmation
Contact name IFrad Erriant Order number am
Address 4 Oakfield Diive ‘Wwirks number 00
b elktan Park
filton K.eynes
Bucks
K4 376 Quantity I 10.00 = I
Telghae [o130s 78787878 Wi etz I 1000 ]
Fax I Price quated I 100,00 = l
E-mail |FredB@bnghtwebserve.cnm Opening biled net I 10.00 I
web | Opening biled VAT 1.75
Cancel |

To select a customer from your Sage Line 50 accounts program, enter
their reference in the Customer Ref box.

If you do not know the customer’s reference, choose the Finder button
and select from the pop-up list of Sage Line 50 customers.

If you want to create a new customer who does not already exist in
your Sage Line 50 program, choose the Finder button from within the
Customer Ref box and then choose New. You can now enter the
customer details.

The customer name and contact details appear in the Create new job
customer record window.

If required, you can enter or edit the following job information:

Order Number  Enter or edit an order number for the job. There are
no restrictions on what you enter in this box. The
order number will default to the ‘Default Order
Number’ entered on the charging tab for this job.
This is used for billing and reporting purposes.

Works Number  Enter or edit a works number for the job. There are
no restrictions on what you enter in this box. The
works number will default to the ‘Default Works
Number’ entered on the charging tab for this job.
This is used for billing and reporting purposes.

137



Sage Job Costing User’s Guide

138

Bill Method Select which billing method you wish to use to bill

(Fixed Price the customer. You can bill using the Price Quoted or

Jobs Only) use the Quantity and Unit Price entered on this
screen.

Quantity Enter the total quantity to be produced for this

customer on this job. If the charging type is Fixed
Price and the Bill Method is set to Quantity/Unit
Price then this is used by the Job Billing option as
the quantity to bill the customer.

Unit Price Enter the sales unit price here. The sales unit price
will default to the ‘Default Unit Price’ entered on
the charging tab for this job. If the charging type is
Fixed Price and the Bill Method is set to
Quantity/Unit Price then this is used by the Job
Billing option as the sales unit price to bill the
customer.

Price Quoted Enter the total price quoted here. If the charging
type is Fixed Price and the Bill Method is set to
Price Quoted then this is used by the Job Billing
option as the price to bill the customer.

If you have created a job where some costs have already been billed,
for example if the job was already in existence before you started to

use Sage Job Costing, enter the billed opening balance figures. You

can enter the following values:

Opening Displays the amount already billed to the customer.

Billed Net Use this when a job is already started and some
costs were billed before you created the job record
in Sage Job Costing. This can be a positive or
negative value.

If you are entering a new job and all of its costs are
being billed through Sage Job Costing, this figure
should be zero. The figure entered here affects the
Total Revenue and Profit figures.

Opening Displays the VAT amount already billed to the

Billed VAT customer. Use this when a job is already started and
some costs were billed before you created the job
record in Sage Job Costing. This can be a positive or
negative value.

If you are entering a new job and all of its costs are being billed
through Sage Job Costing, this figure should be zero.
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9.

10.

11.

To save your new job customer record, choose the OK button. To exit
without saving, choose the Cancel button.

If you want to save your changes, choose the Save button from the Job
Record toolbar.

You can now continue to enter information on the other tabs of the Job
Record window, or you can close the window and add additional
information at a later date.

For further information, see the following sections.

If you want to close the Job Record window, choose the Close button
from the Job Record toolbar.

To abandon any changes made since your last save, choose the Close
button from the Job Record toolbar and choose the No button when
you are prompted to save your changes.
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Using Costing and Revenue Structures

It is important that you set up a costing structure for a job. Using a costing
structure, you can:

¢ Define the level of cost analysis required for each job

¢ Charge costs and allocate budgets to specific parts of a job

¢ Split a job into its individual tasks and then apply costs to these tasks
¢ Analyse the cost transactions for individual tasks or for entire jobs.

To create a costing structure you use group and posting cost codes. To find
out how to set up and organise your cost and revenue codes, see the section
Defining Cost and Revenue Codes in the Setting Up Your Sage Job Costing
Program chapter.

For further examples showing job records with costing structures see the
demonstration data provided with your program.

Creating the Costing Structure

The following procedure describes how to set up a costing structure from
scratch. Creating a blank job will create a costing structure with only one
default level - Costs. Copying an existing job or template will copy an
existing costing structure.

After you create a costing structure, you can modify it by adding additional
cost codes. You can also remove codes from the structure and move codes

from one part of the structure to another.

You cannot remove all cost codes. You can only delete a code from the
Costing Structure if the following rules are followed.

¢ You cannot delete a code that has transactions posted to it.

¢ You cannot delete a Group type code if its associated Posting codes have
transactions posted to them.
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¢ Removing a Group code will remove all of its associated codes.

¢ The default code of Costs cannot be deleted.

You cannot move all cost codes. You can only move a code within the
Costing structure if the following rules are obeyed.

¢ You cannot move a Posting or Group type code to a Posting type code, it
must be another Group type code.

To add a cost code to a costing structure

1.

From the Job Details stacked toolbar, choose the Job Record option.

The Job Record window appears.

Choose the Cost Structure tab.

The Cost Structure tab appears.

: Job Record - 000001 - Factory Difice Extention o [=]
File Wiew Help
” Save Close | Mew Delele | Fist Frevious Mest  Last
Details | Charging  Cost Structure | Revenus Stuctue | Milestones | Analysis | Metes |
- Code Detail
=@ Costs -
=1 g <GRPO0T> Site Setup | | Categoy Labowr
) <MSCO0T> 500 Watt Tungsten Halogen Tvpe [Postng |
<MSC004> Bolt Croppers
Budget gt 0.00
<MSC00> Bawser ueastal
<MSC008> Electricity Budget value 0.00
<MATOT1> Fencing Group budget overide [~
<MSC011> Dumper Truck . ——
<OVDO04» Fumiture Ssouee
MS0012> Gas Cost rate per hourtem 0.00
‘ Ovethead makupz | 000
= Charge rate per hauréitem 0.00
LD el AR i = Chargeable to custorer 7
o . B
sdt. | Bemove | Edt Code Detsi
000001 - Factory Dffice Extention [

Note: You can only add a new cost code to an existing Group type
code. The Add button will only be enabled if the selected cost code is a
Group type code. To find out if the new cost code can be added to the
structure, select the branch that you want to add the new code to. The
Type text box updates to show if it is a Group or Posting type.
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Note: A cost
code is unique
and so can only
appear once in
this particular
cost structure.
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To

Select an existing branch of the costing structure that you want to add
a new cost code to.

Choose the Add button.

The Add a Cost Code window appears, listing all of the unused cost
codes.

If the code you want to add does not exist, use the New button to enter
your cost code details. For further information about creating cost
codes see the section Setting Up Your Cost and Revenue Codes in the
Setting Up Your Sage Job Costing Program chapter.

Select a code from the list and choose the OK button. You can select
multiple codes if required. If you want to return to the Cost Structure
window without adding a new cost code, choose the Cancel button.

You are returned to the Cost Structure tab. The selected cost will be
added to the structure linked to the cost code you selected in step one.

remove a cost code from the costing structure

Select an existing branch of the costing structure that you want to
remove a cost code from.

Choose the Remove button.

A confirmation message appears.

To remove the code and return to the Cost Structure tab, choose the
Yes button. If you want to return to the Cost Structure tab without
removing the costing code, choose the No button.
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To move a cost code in the costing structure

1.

Select the code to be moved.
Choose the Move button.
Select the Group type code where you want to move the cost code to.

To return to the Structure window without moving the costing code,
choose the Cancel Move button.

To edit the cost code details

1.

In the costing structure diagram, select the cost code you want to edit
the details for.

The details to the right of the Costing structure diagram update to
display the details for the selected code. The details displayed vary
depending whether you select a Group or Posting code.

Choose the Edit Code Detail button.

The Edit Existing Cost Code window appears showing the existing
cost code details.

From the Costing tab, edit the following costing details as required:

Resource Type  The resource type is used in conjunction with the
Emp no/ Product/A/C Ref box to enable you to
associate a resource with a cost code. Select the
resource type you require from the drop-down list.
You can choose from the following resource types:

None
Select this if you do not want to allocate a resource type
against the cost code.

Employee
Select Employee to specify the employee who will be
carrying out tasks associated with this code.

Product
Select product to associate a product with this code.

Supplier

Select Supplier to specify the supplier who will be
providing the materials or services for tasks allocated
this code.

The resource type can be changed at any time.
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Emp No/ This is dependent upon the Resource Type you have
Product/ selected. If you have selected None as the resource
A/C Ref type, you cannot enter anything in this box. If you

have selected one of the other resources, select the
supplier, employee or product you want to associate
with this cost code.

You can enter the A/C code directly into the box or
use the Finder button and select from the list. If you
need to create a new supplier or product, choose the
Finder button and then choose New to enter the
details. You cannot create a new employee from

here.
Cost rate per Enter the default unit charge rate for the cost code.
hour/item For example, if the cost code is Bricks the unit

charge rate may be 0.53. If you have chosen to enter
a product code in the A/C Code box, the cost price
appears automatically for you. This rate can be
overridden for individual jobs.

Overhead Enter the percentage mark up to be applied to the

mark up % cost to recover overheads or for profit requirements.
For information about overhead costs see the
Calculating and Allocating Overhead Costs section
later in this chapter.

Units This is the unit of purchase/sale. For example, each,
box, 10-pack etc. If a product code has been
selected, this box shows the unit of sales specified
in the Product Record within Sage Line 50. Units
are used for billing and reference purposes only.

If you have selected a group code, you cannot enter
any information in this box.

Quantity This is the opening quantity for the cost. If you have
selected a group code, you cannot enter any
information in this box.

Value This is the opening Cost value. If you have selected
a group code, you cannot enter any information in
this box.

4. Choose the Budgets/Billing tab and edit the following information:

Quantity Enter the quantity in the Budgets table. You can
enter a revised quantity at a later date if required.
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For further information see the Budgeting section
later in this chapter.

Value Enter the value for the code in the Budgets table.
You can enter a revised value at a later date if
required. If a cost rate and a quantity have been
entered, the value appears automatically. For further
information see the Budgeting section later in this
chapter.

If you have selected a group code, you cannot enter any
information in this box unless you select the Group
budget override check box.

Group budget This check box appears if you have chosen to edit a

override group code. If you want to override the budgets set
up on the individual codes making up the group and
apply one budget value for the whole group, select
this check box.

Charge rate You can enter the unit charge rate for the cost code

per hour/item here. If you have selected a product to associate
with this code, the sales price from the Sage Line 50
Product Record appears here. You can change this
value at any time. If you have selected a group code,
you cannot enter any information in this box.

Chargeable to Select this check box to recharge the cost code to
customer the customer. If you have selected a group code, you
cannot enter any information in this box.

If you want to add any additional information regarding the cost code,
choose the Notes tab and enter your comments in the box provided.

To save the changes to the cost code and return to the Cost Structure

tab, choose the OK button. To return to the Cost Structure tab without
saving the new details, choose the Cancel button.
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Creating the Revenue Structure

The following procedure describes how to set up a revenue structure from
scratch. Creating a blank job will create a revenue structure with only one
default level - Revenue. Copying an existing job or template will copy an
existing revenue structure.

After you create a revenue structure, you can modify it by adding
additional revenue codes. You can also remove codes from the structure

and move codes from one part of the structure to another.

You cannot remove all revenue codes. You can only delete a code from the
Revenue Structure if the following rules are followed.

¢ You cannot delete a code that has transactions posted to it.

¢ You cannot delete a Group type code if its associated Posting codes have
transactions posted to them.

¢ Removing a Group code will remove all of its associated codes.
¢ The default code of Revenue cannot be deleted.

You cannot move all revenue codes. You can only move a code within the
Revenue structure if the following rules are obeyed.

¢ You cannot move a Posting or Group type code to a Posting type code, it
must be another Group type code.

To add a revenue code to a revenue structure

1. From the Job Details stacked toolbar, choose the Job Record option.

The Job Record window appears.

2. Choose the Revenue Structure tab.
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Note: A
revenue code is
unique and so
can only appear
once in this
particular
revenue
structure.

The Revenue Structure tab appears.

1 Job Record - 000001 - Factory Office E xtention M=
Eie Wiew Help
H Save Close | Mew Delele | Fist Previous Newd  Last

Detalks | Charging | CostStuctue  Revenue Structure | Milestones | Analysis | Mates |

- Code Detail
£ () Reverue
% <R-0015 Sub Structure Invaice Celzmem Fievene
8y <R-002> Super Stucture Invoice Tope [Fosting

<R-00; e
& <Ri-004> Firal Connpletion Invaice

Budgst oty 0.00
Budgst value [

Group budget overide [

< - I ]
st || Bemovs Move | Edit Cade Detai

000001 - Factory Office Extention [

Note: You can only add a new revenue code to an existing Group type

code. The Add button will only be enabled if the selected revenue code
is a Group type code. To find out if the new revenue code can be added
to the structure, select the branch that you want to add the new code to.
The Type text box updates to show if it is a Group or Posting type.

Select an existing branch of the structure that you want to add a new
revenue code to.

Choose the Add button.

The Add a Revenue Code window appears.

If the code you want to add does not exist, use the New button to enter
your revenue code details. For further information about creating
revenue codes see the section Setting Up Your Cost and Revenue
Codes in the Setting Up Your Sage Job Costing Program chapter.

Select a code from the list and choose the OK button. If you want to
return to the Revenue Structure tab without adding a new cost or
revenue code, choose the Cancel button.

You are returned to the Revenue Structure tab. The selected revenue
code will be added to the structure linked to the revenue code you
selected in step one.
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To remove a revenue code from the revenue structure

1.

Select an existing branch of the revenue structure that you want to
remove a revenue code from.

Choose the Remove button.

A confirmation message appears.

To remove the code and return to the Revenue Structure tab, choose
the Yes button. If you want to return to the Revenue Structure tab
without removing the revenue code, choose the No button.

To move a revenue code in the revenue structure

1.

Select the code to be moved.
Choose the Move button.

Select the Group Type code where you want to move the revenue code
to. To return to the Revenue Structure tab without moving the revenue
code, choose the Cancel Move button.

The revenue code moves to the selected code in the structure.

To edit the revenue code details

1.

In the revenue structure diagram, select the revenue code you want to
edit the details for.

The details to the right of the revenue structure diagram update to
display the details for the selected code.

Choose the Edit Code Detail button.

The Edit Existing Revenue Code window appears showing the
Budgets tab.

You can edit the following Budget details:

Quantity Enter the quantity in the Budgets table. You can
enter a revised quantity at a later date if required.
For further information see the Budgeting section
later in this chapter.

Value Enter the value in the Budgets table. You can enter
a revised value at a later date if required. For further
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information see the Budgeting section later in this
chapter.

Group budget This check box appears if you have chosen to edit a

override group code. If you want to override the budgets set
up on the individual codes making up the group and
apply one budget value for the whole group, select
this check box.

If you want to add any additional information regarding the revenue
code, choose the Notes tab and enter your comments in the box
provided.

To save the changes to the revenue code and return to the Revenue

Structure tab, choose the OK button. To return to the Revenue
Structure tab without saving the new details, choose the Cancel button.
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Entering or Editing Milestones
The Milestones tab displays the job milestones, used for monitoring the job

completion.

Two milestones are predefined: Start Date and Completion Date. You can
add, edit and delete additional milestones if required.

To enter or edit milestones
1. From the Job Record window, choose the Milestones tab.

The Milestones tab appears.

} Job Record - 000001 - Factory Dffice Extention (O] x]
File Wiew Help
“ Save  Close New  Delete First  Previous  Mest Last
Details I Charging | Cost Shucture | Revenue Stuctue  Milestones | Analysis | Motes I
i~ Job milestor
I 0 Days left/overdus Fercentage complete | 100.00
Estimated Actual
Completion Date 3070341933 300341933
Contract Signing 01/0941999 02/09/1999
Sub Structure Completion 06/09/1393 05/09/1399
Superstructure Completion 100941339 100941339
Sub Structurs Invoice Date 14/09/1939 14/03/1933
Extemal works Completion 24/09/1399 24/09/1339
Extermal Works Irvaice Date 268/09/1339 268/03/1933
Final Completion Invoice D ate 3070941339 30/09/1333
New. Edit Delete

|UDUUUW - Factor Office Extention

2. You can add, edit, or delete the job milestones as required.

You cannot delete the predefined Start Date and Completion Date
milestones.

¢ To add a new milestone for the job, choose the New button. The
Create New Milestone window appears. Enter the description and the
estimated date then choose the OK button. The new milestone appears
in the list.

¢ To edit the estimated date that a milestone will be achieved, or to enter
the actual date that a milestone was achieved, select the milestone and
choose the Edit button.
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¢ To delete a milestone, select the milestone and choose the Delete
button.

If required, you can manually update the Percentage Complete figure
to reflect how much work is completed on a job.

The Days left/overdue box shows the number of days you have left on
a job or the number of days overdue. This is calculated from the
estimated completion date minus the program date.

If you want to save your changes, choose the Save button from the Job
Record toolbar.

You can now continue to enter information on the other tabs of the Job
Record window, or you can close the window and add additional
information at a later date.

If you want to close the Job Record window, choose the Close button
from the Job Record toolbar.

To abandon any changes made since your last save, choose the Close
button from the Job Record toolbar and choose the No button when
you are prompted to save your changes.
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Entering or Editing the Analysis Details

Use the Analysis tab to add the basic analysis information used for Sage
Job Costing enquiries and reporting.

To enter or edit the analysis information
1. From the Job Record window, choose the Analysis tab.

The Analysis tab appears.

t Job Record - 000001 - Factory Dffice Extention _ (O] x]
File View Help
“ Save  Close New  Delete First ~ Presious  Mext Last
Detais | Chaging | CostStuolwe | RevenueStuctue | Misstones — Analysis | Hotes |
- Classification
Classification ’ndusma\ El
[~ Analysis cod
Category Code |
Architect Greaves and Copeland Partners
Contract Manager Mr. J.Office
House Type <NONE>
Quantity Surveyors “'ates Quantity Surveyors
Site Manager J.Clasper
000007 - Factory Office Estention

2. Select a Classification code if you intend to use job classifications.

Use the Finder button and select the required classification from the
pop-up list. If you do not want to use job classifications, select
<NONE>.

3. Ifyou intend to use analysis codes, for the first category displayed in
the Analysis codes table, use the Finder button to select an analysis
code. If you do not want to use analysis codes, select <NONE>.

The Analysis Selection pop-up list appears.

4. Select a description from the list and then choose the OK button. If

you do not want to select an analysis description choose the Cancel
button.
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Note: Analysis
categories and
analysis codes
are set up
through the Job
Analysis option
on the Settings
menu.

The description is entered in the Code column of the Analysis codes
table.

Repeat steps 3 and 4 for each Category in the Analysis codes table that
you want to use.

If you want to save your changes, choose the Save button from the Job
Record toolbar.

You can now continue to enter information on the other tabs of the Job
Record window, or you can close the window and add additional
information at a later date.

To close the Job Record window, choose the Close button from the Job
Record toolbar.

To abandon any changes made since your last save, choose the Close
button from the Job Record toolbar and choose the No button when
you are prompted to save your changes.
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Entering or Editing Notes

Use the Notes tab on the Job Record window to record any additional
information about the selected job. Notes are stored as a series of
individual lines. You can add as many notes as you require.

To add a note
1. From the Job Record window, choose the Notes tab.

The Notes tab appears.

i Job Record - 000001 - Factory Dffice Extention M=1E3
File Wiew Help
“ Save  Close New  Delste First  Previous  MNest Last

Details I Charging | Cast Stucture | Revenue Structurs I Milestones | Analpsis ~ Motes |

| Narrative

» |WENERERE |5 It was agreed invoice dates would be completion of each major milestone
01/09/19939 Finalised invoices would be settled 30 daps of invoice

01/09/1993 There will be 15% retention held 3 months after final completion irvoice
13/09/41999 Rec'vd agreed walue ta invaice for sub structure wark fram contract manager

|UDUUDW - Factary Office Extention

2. Move the cursor to a blank row or press the TAB key.

A blank row is created at the bottom of the list of notes.
3. Enter the Date of the note.

4. Enter the text of the note in the Narrative column.

If you require a longer note, you can type beyond the width of the
narrative column. The text will scroll so that you can view all of it.
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S.

To

If you want to save your changes, choose the Save button from the Job
Record toolbar.

You can now continue to enter information on the other tabs of the Job
Record window, or you can close the window and add additional
information at a later date.

To close the Job Record window, choose the Close button from the Job
Record toolbar.

To abandon any changes made since your last save, choose the Close
button from the Job Record toolbar and choose the No button when
you are prompted to save your changes.

delete a note

Select the note you want to delete.

Press the F8 key.

A confirmation message appears.

Choose Yes to confirm the deletion.
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Recording Costs

Sage Job Costing can provide the cost figures for any
project, job or task that your company undertakes.

In your Sage Job Costing program, you need to record
information about the costs incurred for items, such as
labour and materials.

You can associate these costs with a particular job, so
you know exactly how much it cost you to complete a
job. To record costs against a job you can:

*

Use Purchase Invoices and Purchase Credits to
enter the invoices and credit notes you receive
from your suppliers for a particular job.

Use Stock Issues and Stock Returns to make
adjustments to your stock levels and record the
stock used for a particular job.

Use Bank Payments to record those purchases
made by cheque, cash or credit card that do not
involve the Suppliers ledger.

Use Miscellaneous Costs to enter any other costs

or adjustments. You can also correct or reverse
costs you have duplicated in your Job Costing
program.

Use Timesheet Maintenance to post your
labour costs to the appropriate job and your
Payroll program.

In this chapter

Entering Purchase
Invoices

Entering Purchase
Credit Notes

Entering Stock Issues

Entering Stock
Returns

Entering Bank
Payments

Recording
Miscellaneous Costs

Recording Labour
Costs

Correcting Errors



Remember...

You can use the following shortcut keys:
CTRL+X Cuts the selected data.
CTRL+C Copies the selected data.

CTRL+V Pastes the copied or cut data into the
current box.

F4 Opens any pop-up associated with the
current box. For example, if the box has a
Calendar button, press F4 to display a
pop-up calendar to help you enter the date
you require.

F5 Inserts the program date into a date box
and calls the euro calculator in monetary
boxes.

F6 Copies information from the box above

F7 Inserts a blank line above the line

containing the cursor.
F8 Deletes the line containing the cursor.

F9 If you enter the gross value in the Net
column, click Calculate Net or press F9 to
split the value into its VAT and Net parts.

Amount to Bill

All the options you use when recording costs have
an Amount to Bill box. Job Costing calculates this
value in different ways depending on the Charging
Type you set for the job on the Charging tab of the
Job Record window.
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Entering Purchase Invoices

Use the Purchase Invoices window to enter information from the invoices
you receive from your suppliers into the Sage Job Costing program. You
can post these invoices to your Sage Line 50 accounts program. When you
save your purchase invoices, the Sage Line 50 Audit Trail and Supplier
accounts are automatically updated.

If you have entered a purchase order into Sage Job Costing, you can create
a purchase invoice directly from the purchase order. This saves you time as
you do not have to re-enter the information. For further information about
how to do this, refer to the chapter Purchase Order Processing.

To enter purchase invoices

1. From the Accounts Postings stacked toolbar, choose the Purchase
Invoices option.

The Purchase Invoices window appears.

i Purchase Invoices _ O] ]
Eille Edt Tools Help

A X

Save Clase

Duplicate Cell Inzert Row  Delete Row Calculate Met

i~ Cumen Line

A/C name MAC name

|
Job title | Department
|

Cost code title Tax rate % 000 Batch tatal ono

A/Crel  [Date [Ret [exiei  [nc [oept [iohno [Detals Jow [rat [t Jras Jamt obil |

Total: oo 0.00] ]

2. In the first row of the table in the Purchase Invoices window, enter the
following invoice details:

A/C ref Enter the account reference for the supplier. Type in
an account reference, or use the Finder button to
select from the list of suppliers. If the supplier does
not exist on the system, you can create a new
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Date

Ref

Ex ref

N/C

Dept

supplier by choosing the New button from the
supplier pop-up list.

The account name is displayed in the A/C name box
above the table.

Enter the date of the purchase invoice. You can type
in the date, use the Calendar button or press F5 to
insert the program date. By default, the program
date appears here.

If required, enter a reference for the purchase
invoice. This reference will appear against the
transaction when viewing the transaction history in
either Sage Job Costing or your Sage Line 50
program.

If required, enter an additional reference for the
purchase invoice.

Type in the nominal code or use the Finder button to
select from the pop-up list of nominal codes set up
in your Sage Line 50 program.

If the supplier account has a default nominal code
set up in your Sage Line 50 program, that default is
automatically used here but you can select a
different code if required.

The nominal code description is displayed in the
N/C name box above the table.

Enter the code of the department that you want to
post this transaction to. The department dealing with
the supplier is automatically displayed, however this
can be overridden. This code is used to analyse
transactions against departments in your Sage Line
50 program. The department name is displayed in
the Department box above the table.



Recording Costs

Note: You do
not have to enter
a job number if
the invoice is not
associated with a
specific job. You
can only enter a
cost code if you

have entered a

job number.

Job no.

Details

Qty

Net

Tc

If you want to enter a job number and cost code for
this invoice, choose the Finder button.

The Job Details window appears.

Enter the number of the job to which the invoice is to
be applied, or use the Finder button or F4 key, to select
from a pop-up list of jobs. You cannot enter a job
number that relates to a job with a status of Complete -
No Postings, Complete - Delete or Template.

Enter the cost code that applies to the purchase invoice
or use the Finder button or F4 key to select a cost code
from the pop-up list.

You can use the Structure button to view and add new
cost codes to the cost structure set up for the job. For
further information see the Using Costing Structures
section in the Working With Job Records chapter.

Choose OK to close the Job Details window.

The job title is displayed in the Job title box above the
table. The cost code title is displayed in the Cost code
box above the table.

Enter any text you want to use to identify the
transaction. If you need to add more information
about this transaction, you can also enter additional
comments. To do this, choose the Finder button or
press F4, enter the text you require in the Comments
box and choose the OK button to return to the
Purchase Invoices window.

If you want to track stock or time, you can enter a
quantity here.

Enter the net invoice amount. You can type in the
value or use the Calculator button to help you
calculate the value.

Enter the appropriate tax code for the invoice. This
defaults to the tax code stored on the supplier record
within Sage Line 50 but you can change it if
required.

The tax rate is displayed in the Tax Rate % box above
the table.
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Tax This box displays the VAT amount. This is
automatically calculated when you enter the net
invoice amount. You can change this figure if
necessary.

Amt to bill This box automatically calculates the amount to bill,
dependent on the charge type that is set up for the
job:
¢ For Time & Materials or Costs Plus jobs, the

calculation is:

[Net value] + [Overhead Mark Up]
Where the overhead mark up is:

[percentage from the selected cost code] x [Net
value]

¢ For Fixed Price and Non-Productive jobs the
amount to bill defaults to zero.

The calculation is automatic but you can edit the
amount to bill for some charge types and codes.

Use the Duplicate Cell, Insert Row and Delete Row buttons from the
Purchase Invoices toolbar to edit and copy the information in the table.

If you enter a gross value in the Net box, you can use the Calculate Net
button, or press F9, to calculate the net and VAT values of the
currently selected invoice line.

Sage Job Costing automatically accumulates the Net, VAT and Amt to
bill columns. These values appear in the Totals columns.

Continue to enter details of as many invoices as you require, putting
each invoice on a new row.

The Batch total box displays the calculation of all gross costs (Net +
VAT) in the table.

Tip: You should calculate the batch total manually before you start to
enter invoices into Sage Job Costing, and then check your batch total
against that shown in the Batch total box. This will help you see if you
have made a mistake when entering the invoice details.

To close the Purchase Invoices window and save the invoices in both
the Sage Job Costing and Sage Line 50 programs, choose the Save
button. To close the Purchase Invoices window without saving your
changes, choose the Close button.
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When you save the details of your invoice, your Sage Line 50 Audit
Trail and Supplier account are automatically updated.
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Entering Purchase Credit Notes

Use the Purchase Credits option to enter the details from any credit notes
you receive from your suppliers into the Sage Job Costing program. You
can post these credit notes to your Sage Line 50 accounts program.

If you have entered a purchase order into Sage Job Costing, you can create
a purchase credit directly from the purchase order. This saves you time as

you do not have to re-enter the information. For further information about
how to do this, refer to the chapter Purchase Order Processing.

To enter purchase credit notes

1. From the Accounts Postings stacked toolbar, choose the Purchase
Credits option.
The Purchase Credits window appears.

+ Purchase Credits - [O] x]
File Edit Tools Help

B =

Dy Insert Row  Delete Row | Calculate Net

i~ Curent Line

A/C name | N/C name

Job title | Department

Cost code title I Tawrate % 0.00° Batch total 0.00

ALC el |Dats |Hef Ex ref |NfC IDepllJDan |Dslawls |Qly. |Net |Tc IT&H IAITI“Dh\" I

Tolals | oo | 000

2. In the first row of the table in the Purchase Credits window, enter the
following credit note details:

A/C ref Enter the account reference for the supplier. You
can type in the account reference or use the Finder
button or press F4 to select from the list of
suppliers. If the supplier does not exist on the
system, you can create a new supplier by choosing
the New button from the supplier pop-up list.
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Ex ref

N/C
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The account name is displayed in the A/C name box
above the table.

Enter the date of the purchase credit note. You can
type in the date, use the Calendar button or press F5
to insert the program date. By default, the program
date appears here.

If required, enter a reference for the purchase credit
note. This reference will appear against the
transaction when viewing the transaction history in
either Sage Job Costing or your Sage Line 50
program.

If required, enter an additional reference for the
purchase credit note.

Enter the nominal code or use the Finder button to
select from the pop-up list of nominal codes set up
in your Sage Line 50 program.

If the supplier account has a default nominal code set
up in your Sage Line 50 program, that default is
automatically entered here but you can select a different
code if required.

The nominal code description is displayed in the N/C
name box above the table.

Enter the code of the department that you want to
post this transaction to. The department dealing with
the supplier is automatically displayed, however this
can be overridden. This is used to analyse
transactions against departments in your Sage Line
50 program.

The department name is displayed in the Department
box above the table.
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Note: You do Job no.
not have to
enter a job

number if the
credit is not

associated with

a job. You can

only enter a cost
code if you

have entered a

job number.

Details

Qty

Net

Tc
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If you want to enter a job number and cost code for
the credit note, choose the Finder button.

The Job Details window appears.

Enter the number of the job to which the credit note
is to be applied, or use the Finder button to select
from a pop-up list of jobs. You cannot enter a job
number that relates to a job with a status of
Complete - No Postings, Complete - Delete or
Template.

Enter the cost code that applies to the purchase
credit note or use the Finder button to select a cost
code from the pop-up list.

You can use the Structure button to view and add
new cost codes to the cost structure set up for the
job. For further information see the Using Costing
Structures section in the Working With Job Records
chapter.

Choose OK to close the Job Details window.

The job title is displayed in the Job title box above
the table. The cost code title is displayed in the Cost
code box above the table.

Enter any text that you want to use to identify the
transaction. If you want to add more information
about this transaction, you can also enter additional
comments. To do this, choose the Finder button or
press F4 and enter the text you require in the
Comments box and choose the OK button to return
to the Purchase Credits window.

If you want to track stock or time, you can enter a
quantity here.

Enter the net credit note amount. Either type in the
value or choose the Calculator button and use the
pop-up calculator to help you calculate the value.

Enter the appropriate tax code for the credit note.
This defaults to the tax code stored on the supplier
record within Sage Line 50 but you can change it if
required.

The tax rate is displayed in the Tax rate % box
above the table.
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Note: If a cost
code has been
selected that is
not rechargeable,
then no charge
amount is
calculated.

Tax This box displays the VAT amount. This is
automatically calculated when you enter the net
credit note amount. You can change this figure if
necessary.

Amt to bill This box automatically calculates the amount to bill,
dependent on the charge type that is set up for the
job:
¢ For Time & Materials or Costs Plus jobs, the

calculation is:

[Net value] + [Overhead Mark Up]
Where the overhead mark up is:

[percentage from the selected cost code] x [Net
value]

¢ For Fixed Price and Non-Productive jobs the
amount to bill defaults to zero.

The calculation is automatic but you can edit the
amount to bill for some charge types and codes.

Use the Duplicate Cell, Insert Row and Delete Row buttons from the
Purchase Credits toolbar to edit and copy the information in the table.

If you enter a gross value in the Net box, you can use the Calculate Net
button, or press F9, to calculate the net and VAT values of the
currently selected credit note line.

Sage Job Costing automatically accumulates the Net, VAT and Amt to
bill columns. These values appear in the Totals columns.

Continue to enter the details of as many credit notes as you require,
putting each credit note on a new row.

The Batch total box displays the calculation of all gross costs (Net +
VAT) in the table.

Tip: You should calculate the batch total manually before you start to
enter credit notes into Sage Job Costing, and then check your batch
total against that shown in the Batch total box. This will help you see
if you have made a mistake when entering the credit note details.

To close the Purchase Credits window and save the credit notes in both
the Sage Job Costing and Sage Line 50 programs, choose the Save
button. To close the Purchase Credits window without saving your
changes, choose the Close button.
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When you save the details of your credit notes, your Sage Line 50
Audit Trail and Supplier account are automatically updated.
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Entering Stock Issues

Use the Stock Issues window to record details of your issued stock. When
you post stock to a transaction or job, you reduce your stock level and
increase the job cost. The Stock Issues option links with the Product option
in your Sage Line 50 program, so you have up-to-date information about
stock quantities and availability.

Note: Non-stock and service items can also be posted to a transaction or
job but they will have no effect on stock levels.

To enter your stock issues

1. From the Accounts Postings stacked toolbar, choose the Stock Issues
button.

The Stock Issues window appears.

! Stock Issues 9 [=] B3
Fil=  Edit Help

H X

Save Close

Duplicate Cell | Inseit Row  Delete Row

- Current Lin

Stack description I On order I o.og

Job tile | Allocated | 0.00

Cost code fitle I Free stock I oo

Stack code [Date Ref Jobno | Detaiks Ta [ Cost amount [Chiglype [Chigrate | Amt to bil

Totals 0.00 I 000

2. In the Stock code box, enter the stock code reference number.
Alternatively use the Finder button, or press F4, and select a code from
the pop-up list.

The following details relating to that stock code appear automatically
in the Current line boxes above the table:

Stock Displays a brief description of the stock item.
description
On order Displays the amount of stock that has already been

placed on order.
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Note: You do
not have to
enter a job

number if the
stock is not

associated with

a specific job.

You can only
enter a cost
code if you

have entered a

job number.
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Allocated

Free stock

Displays the amount of stock which has been partly
or fully assigned to an order, but has not yet been
despatched.

Displays the remaining stock that can be issued. If
you try to allocate more stock than is held as free
stock you will be warned that your stock request
exceeds your free stock, unless you have selected
the Allow Negative Stock option in Company
Preferences in Sage Line 50.

Enter the following details into the table:

Date

Ref

Job no

Enter the date of the stock issue here. The program
date is entered as the default. You can change this
date or use the Calendar button to select a date.

If required, enter a reference code for the stock
issue. This reference appears in the transaction
histories for Sage Job Costing and your Sage Line
50 program.

If you want to enter a job number and cost code,
choose the Finder button.

The Job Details window appears.

Enter the number of the job that applies to the stock
issue, or use the Finder button to select a job
number from a pop-up list.

Enter the cost code that applies to the stock issue, or
use the Finder button to select a cost code from a
pop-up list.

You can use the Structure button to view and add
new cost codes to the cost structure set up for the
job. For further details about structures see the

Using Costing Structures section in the Working
With Job Records chapter.

Choose the OK button to close the Job Details
window.

The job title is displayed in the Job title box above
the table. The cost code title is displayed in the Cost
code box above the table.



Recording Costs

Details

Qty.

Cost amount

Enter any text that you want to use to identify the
transaction. If you want to add more information
about this transaction, you can also enter additional
comments. To do this, choose the Finder button or
press F4, enter the text you require in the Comments
box and choose the OK button to return to the Stock
Issues window.

Enter the number of units of stock to be issued. This
is a mandatory box. You cannot assign a quantity
that exceeds the level of free stock, unless you have
selected the Allow Negative Stock option in
Company Preferences in Sage Line 50. To use this
option you also need to have the Affect profitability
in Line 50 check box selected on the Settings tab in
the Company Preferences option in Sage Job
Costing. If you have negative stock you will be
prompted to enter the cost price to be allocated to
the negative items.

Displays the Qty x Cost Price for the stock items.

If your issue has a job number specified, and if the job has a charging
type of Time & Materials or Costs Plus, you can enter the following

details.

Chrg type

Chrg rate

Selected the method of charging from the
drop-down list. You can select one of the following
charge types:

¢ Cost Price
¢ Sales Price
¢ Code Price (charge rate per item set on cost code)

Displays the charge amount for the selected charge
type. This value is calculated automatically, but the
value can be changed manually if Sales Price or
Code Price is selected in the Chrg type box.
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Note: If a cost
code has been
selected that is
not
rechargeable,
then no charge
amount is
calculated.
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Amt to bill This box automatically calculates the amount to bill,
dependent on the charge type that is set up for the
job:
¢ For Time & Materials or Costs Plus jobs, the

calculation is:

Qty x Chrg rate

The calculation is automatic but you can edit the
amount to bill.

¢ For Fixed Price and Non-Productive jobs the
amount to bill defaults to zero.

Use the Duplicate Cell, Insert Row, and Delete Row buttons from the
Stock Issues toolbar to edit and copy the information in the table.

Continue to enter details of as many stock items as you require, putting
each item on a new row.

To save the stock issue details and close the Stock Issues window,
choose the Save button. To close the Stock Issues window without
saving your changes, choose the Close button.

The stock issue details are posted to Sage Line 50 as either

Adjustments Out or Goods Out, depending on whether you want the
transaction to affect profitability in Sage Line 50 or not. You can set
this option on the Settings tab of the Company Preferences window.

Note: Non-stock and service items do not affect stock levels within
Sage Line 50.
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Entering Stock Returns

Use the Stock Returns option to record stock that is unused. When you
post stock returns to a transaction or job, you raise your stock level and
lower the job cost.

Note: Non-stock and service items can also be posted to a transaction or
job but they will have no effect on stock levels.

To enter your stock returns

1.

From the Accounts Postings stacked toolbar, choose the Stock Returns
button.

The Stock Returns window appears.

\ Stock Returns _ (O] x|
Eile Edt Help

Save Close

- Current Lir

Stock description I On arder I 0.00

Job title | Allocated | 0.00

Cost code title I Free stock I 0.00

Stock code | Date |Hef Job no Details |Qty. | Cost amount | Chig tupe: IChlg rate Amt ta bill

Tatals 0no 0.00

In the Stock code box, enter the stock code reference number.
Alternatively, use the Finder button, or press F4, and select a code
from the pop-up list.

The following details relating to that stock code appear automatically
in the Current line boxes above the table:

Stock Displays a brief description of the stock item.

description

On order Displays the amount of stock already placed on
order.

Allocated Displays the amount of stock which has been partly

or fully assigned to an order, but not yet despatched.
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Free stock

Displays the remaining stock that can be issued.

3. Enter the remaining information into the table:

Date

Ref

Note: You do Job no
not have to
enter a job

number if the
stock is not

associated with

a specific job.

You can only
enter a cost
code if you

have entered a

job number.

Details

Qty.
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Enter the date of the stock return here. The program
date is entered as the default. You can change this
date or use the Calendar button to select a date.

Enter a reference code for the return. This reference
will appear in the transaction histories for Sage Job
Costing and your Sage Line 50 program.

If you want to enter a job number and cost code,
choose the Finder button.

The Job Details window appears.

Enter the number of the job that applies to the stock
return, or use the Finder button to select a job
number from a pop-up list.

Enter the cost code that applies to the stock return,
or use the Finder button to select a cost code from a
pop-up list.

You can use the Structure button to view and add
new cost codes to the cost structure set up for the
job. For further details about structures see the
Using Costing Structures section in the Working
With Job Records chapter.

Choose the OK button to close the Job Details
window.

The job title is displayed in the Job title box above
the table.

The cost code title is displayed in the Cost code box
above the table.

Enter any text that you want to use to identify the
transaction. If you want to add more information
about this transaction, you can also enter additional
comments. To do this, choose the Finder button or
press F4, enter the text you require in the Comments
box and choose the OK button to return to the Stock
Returns window.

You must enter the number of units of stock to be
returned.
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Cost amount

Displays the Qty x Cost Price for the stock item.

If your return has a job number specified, and if the job has a charging
type of Time & Materials or Costs Plus, you can enter the following

details.

Chrg type

Chrg rate

Amt to bill

Select the method of charging from the drop-down
list. You can select one of the following charge

types:
¢ Cost Prices

¢ Sales Price
¢ Code Price (charge rate per item set on cost code)

Displays the charge amount for the selected charge
type. This value is calculated automatically, but the
value can be changed manually if Sales Price or
Code Price is selected in the Chrg type box.

This box automatically calculates the amount to be
to bill, dependent on the charge type that is set up
for the job:

¢ For Time & Materials or Costs Plus jobs, the
calculation is:

Qty. x Chrg rate

The calculation is automatic but you can edit the
amount to bill.

¢ For Fixed Price and Non-Productive jobs the
amount to bill defaults to zero.

Use the Duplicate Cell, Insert Row, and Delete Row buttons from the
Stock Returns toolbar to edit and copy the information in the table.

Continue to enter details of as many stock returns as you require,
putting each item on a new row.

To save the stock return details and close the Stock Returns window,
choose the Save button. To close the Stock Returns window without
saving your changes choose the Close button.

The stock return details are posted to Sage Line 50 as either

Adjustments In or Goods Returned, depending whether you want the
transaction to affect profitability in Sage Line 50 or not. You can set
this option on the Settings tab of the Company Preferences window.
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Note: Non-stock and service items do not affect stock levels within
Sage Line 50.

Entering Bank Payments

You can use the Bank Payments option to record multiple bank payments
into the Sage Job Costing program. Use this option to post those purchases
made by cheque, cash or credit card that do not involve the Suppliers
ledger but do affect the Nominal and Bank ledgers in Sage Line 50. You
can enter bank payments in batches in the Bank Payments window. Each
payment is entered as an individual line on the Bank Payments table and
batch totals are calculated automatically.

To enter bank payments

1. From the Accounts Postings stacked toolbar, choose the Bank
Payments option.
The Bank Payments window appears.

+ Bank Payments 19 =] E5
File Edit Took Help

“BE

Save Close

=
Insert Row  Delete Row | Calculate Net

Duplicate Cel

i~ Curent Ling

Bark name N/C name

Taxrate % 0.00 " Bateh tatal 0.o0

Cost code fitlle

| [
Job title | Department |
|

Bark  |Date Tret NAT JDept [dohne | Detsis Ty Trist [1e Jres [Amt o bl |

Totals | 0.00 0.00] 0.00

2. Enter the following details in the table:

Bank Enter the bank account reference, or use the Finder
button (or press F4) to select the bank account you
require from the pop-up list. You cannot enter any
further details until you have entered a valid bank
account code.
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Note: You do
not have to enter
a job number if
the payment is
not associated
with a specific
job. You can
only enter a cost
code if you have
entered a job
number.

Date

Ref

N/C

Dept

Job no

The name of the selected bank account is displayed in
the Bank name box above the table.

Enter the date of the bank payment or use the
Calendar button to select a date from the calendar.
The program date is entered automatically when you
move on to this cell, but you can overwrite this with
another date if necessary.

If required, enter a reference code for the bank
payment. This reference will be displayed in the
history reports in Sage Job Costing and Sage Line
50.

Enter the relevant nominal code for this Bank
Payment in the N/C column or use the Finder button
and select the nominal code from the pop-up list.

The nominal code name is displayed in the N/C name
box above the table.

Enter the code of the department that you want to
post this transaction to. Alternatively, press F4 to
display the popup list of departments. This is used
to analyse transactions against departments in your
Sage Line 50 program.

The department name is displayed in the Department
box above the table.

If you want to enter a job number and cost code for
the bank payment, choose the Finder button.

The Job Details window appears.

Enter the number of the job that applies to the payment,
or use the Finder button to select a job number from a
pop-up list.

Enter the cost code that applies to the payment, or
use the Finder button to select a cost code from a
pop-up list.

You can use the Structure button to view and add new
cost codes to the cost structure set up for the job. For
further information see the Using Costing Structures
section in the Working With Job Records chapter.

Choose OK to close the Job Details window.
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Details

Qty

Net
Tc

Tax

Amt to bill

The job title is displayed in the Job title box above
the table. The cost code title is displayed in the Cost
code box above the table.

Enter any text that you want to use to identify the
transaction. If you want to add more information
about this transaction, you can also enter additional
comments. To do this, choose the Finder button or
press F4, enter the text you require in the Comments
box and choose the OK button to return to the Stock
Issues window.

If you want to track stock or time, you can enter a
quantity here.

Enter the net payment amount.
Enter the tax code for this payment. The tax code

can only be entered once you have selected a bank
account.

The tax rate for this code is displayed in the Tax rate
box above the table.

Displays the tax amount. This is automatically
calculated when you enter the net payment amount.
You can change this figure if necessary.

This box automatically calculates the amount to bill,

dependent on the charge type that is set up for the

job:

¢ For Time & Materials or Costs Plus jobs, the
calculation is:

[Net value] + [Overhead Mark Up]
Where the overhead mark up is:

[percentage from the selected cost code] x [Net
value]

The calculation is automatic but you can edit the
amount to bill.

¢ For Fixed Price and Non-Productive jobs the
amount to bill defaults to zero.

3. Continue to add bank payments to the table, one payment per line.

Use the Duplicate Cell, Insert Row and Delete Row buttons from the
Bank Payments toolbar to edit and copy the information in the table.
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If you enter a gross value in the Net box, you can use the Calculate Net
button to calculate the Net and VAT values of the selected bank
payment.

To post the payments to Sage Job Costing and Sage Line 50 accounts,
and close the Bank Payments window, choose the Save button. To
close the Bank Payments window without saving your payments,
choose the Close button.

When you save your bank payment, your Sage Line 50 bank balance is
reduced and the audit trail is updated.
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Recording Miscellaneous Costs

Use the Miscellaneous Costs window to manually enter multiple cost
adjustments and corrections against jobs in your Sage Job Costing
program.

You can use Miscellaneous Costs to:
¢ Enter any other costs or adjustments.

¢ Correct or reverse costs you have duplicated in your Job Costing program.
To reverse costs, use a negative symbol before the value.

When you enter miscellaneous cost transactions, each transaction appears
as a separate row on the miscellaneous costs table.

To record miscellaneous costs

1. From the Job Details stacked toolbar, choose the Miscellaneous Costs
option.

The Miscellaneous Costs window appears.

1 Miscellaneous Costs _[O] %]
File Edit Help
” Save Clase
— Current Lir
Job title: | Cost code title |
Date [k [Rel Delals loy  [Rae Nel |
L7/ ] ]

Totals .00 [
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2. Enter the following cost details in the table:

Date

Job no.

Ref

Details

Enter the date of the cost adjustment. You can type
in the date, choose the Calendar button to select a
date from the calendar or press F5 to insert the
program date.

This box cannot be left blank and you cannot enter any
further details until you have entered a date.

Enter a job number and cost code for the
miscellaneous cost, choose the Finder button.

The Job Details window appears.

Enter the number of the job to which the cost applies,
or use the Finder button to select a job number from a
pop-up list.

You cannot add costs to a job with the status of
‘Complete — Delete’, ‘Complete - No Postings’, or
‘Template’.

The title of the selected job is displayed in the Job title
box above the table.

Enter the cost code that applies to the cost, or use
the Finder button to select a cost code from a pop-up
list. You can only select postable codes that have
been attached to the job within the Cost Structure.

If the code you want to apply does not appear in the list,
choose the Structure button and add the code you
require.

The title of the selected Cost code is displayed in the
Cost code title box above the table.

If required, enter a reference number for the
adjustment. This appears against the transaction in
the transaction history of the Sage Job Costing
program.

Enter any text that you want to use to identify the
transaction. If you want to add more information
about this transaction, you can also enter additional
comments. To do this, choose the Finder button or
press F4, enter the text you require in the Comments
box and choose the OK button to return to the
Miscellaneous Costs window.
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Note: If a cost
code has been
selected that is
not
rechargeable,
then no charge
amount is
calculated.
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Qty

Rate

Net

Amt to bill

Enter the quantity adjustment. This can be a positive
or negative value.

Displays the actual cost adjustment rate. The value
of this figure must always be positive. If you have
not entered a quantity figure, you cannot enter a
rate. This defaults to the cost rate that was entered
on the cost code.

The net amount is calculated by multiplying the
quantity by the rate. You can override this valued if
required. You can also enter a negative value.

The calculated Total for the Net column is displayed
below the table.

The value calculated for this figure depends on the
Charge Type set up for the job:

¢ For Time & Materials or Costs Plus jobs, the
calculation is:

[Net value] + [Overhead Mark Up]
Where the overhead mark up is:

[percentage from the selected cost code] x [Net
value]

The calculation is automatic but you can edit the
amount to bill for some charge types and codes.

¢ For Fixed Price and Non-Productive jobs, the
Charge Amount defaults to zero

The calculated Total for the Amt to bill column is
displayed below the table.

Use the Duplicate Cell, Insert Row or Delete Row buttons from the
Miscellaneous Costs toolbar to edit the information in the table.
Alternatively, use the shortcut keys F6, F7 and F8.

To record the cost adjustments in your Sage Job Costing program,
choose the Save button. To close the Miscellaneous Costs window,
without saving your changes, choose the Close button from the toolbar.
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Recording Your Labour Costs

Generally, if your company records labour using time slips, you have to
complete the following tasks:

¢ Collect the time slips.

¢ (Timesheet Maintenance option only) Sort time slips into employee
number order.

¢ Update your Sage Payroll employee records. This is necessary if you have
any new employees or have amended any employee details.

¢ In your Job Costing program, clear any values remaining from the previous
period. If you have not already done so, you may need to clear the values
from the previous week or month. For details about clearing your
employee timesheets see the section Updating Employee Timesheets, later
in this chapter.

¢ Enter your new time slip entries for an employee. Each employee will have
completed a time slip or other labour record document detailing which

job(s) they have worked on, what task they did, and how long it took them.

¢ If you want to check the time slips, print a list of the time slip entries for a
particular employee.

¢ Enter the time slip details for all other employees.

¢ Ifrequired, print lists of the time slip entries for all employees.
¢ Back up your data.

¢ Clear the values for the current period.

Sage Job Costing makes recording your labour costs easy and allows you
to allocate the labour costs directly to a particular job.

(Sage Job Costing Professional users only) There are two ways of
recording your labour costs and the method you should use depends on
whether you are entering a new time slip or amending an existing time slip.
If you are entering new time slips we recommend that you use the Batch
Timesheet Entry option. If you are amending existing time slips, you must
use the Timesheet Maintenance option.
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Entering Batched Timesheets (Sage Job
Costing Professional users only)

If you have a lot of time slips to enter, you can save yourself time by using
the Batch Timesheet Entry option. Using this option you can enter multiple
time slips for multiple employees from within the same window.

Several columns and boxes are only shown on the Batch Timesheet Entry
window if the user has permission to view them. This permission to view
is set in User Setup. These columns are: Cost Rate, Total Cost, Charge
Rate, Amt to Bill, Cost Totals Totals Total Cost and Revenue Totals
Amount to Bill. For further information about Access Rights, refer to the
chapter Installing Sage Job Costing.

To enter a batched timesheet

Note: Check 1. From the Labour stacked toolbar, choose the Batch Timesheet Entry
that the values option.
are correct ¢ If you have imported employee information from Sage Payroll, you are
before you post prompted to start employee synchronisation or to go directly to batch
them to Sage timesheet entry.
Payroll. If you
need to amend If you want to update the employee information from Sage Payroll,

choose the Start Payroll Synchronisation button. When the
synchronisation is complete, choose the Go to Timesheet Entry button.
The Batch Timesheet Entry window appears.

any of the
values shown,
refer to the

.sectlon If you do not want to update your employee information choose the Do
Timesheet Not Synchronise/Proceed to Timesheet Entry button. The Batch
Maintenance. Timesheet Entry window appears.

¢ Ifyou have not linked to Sage Payroll and are entering timesheets for
Job Costing employees only, the Batch Timesheet Entry window
appears.

2. Enter the following information:

Emp. No. Enter the employee number that you want to create
the time slip for here. You can type in the employee
number or use the Finder to select the employee
from a list.

Date Enter the date you want to use for the time slip. You
can type in the date or choose the Calendar button to
select a date, By default, the program date appears
here automatically.
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Job No

Note: You do
not have to enter
a job number.
This allows you
to enter non-job
costs if required.
If you do not

enter a job Details
number, you
cannot enter a

cost code.

Payment Type

Cost Hours

If you want to enter a job number and cost code to
apply the cost of the labour to, choose the Finder
button.

The Job Details window appears.

Enter the number of the job and the cost code that
applies to this time slip.

You can use the Structure button to view and add new
cost codes to the cost structure set up for the job. For
further details about structures see the Using Costing
Structures section in the Working With Job Records
chapter.

Choose the OK button to close the Job Details window.

Enter any text that you want to use to identify the
time slip. If you want to add more information about
this time slip, you can also enter additional
comments. To do this, choose the Finder button or
press F4, enter the text you require in the Comments
box and choose the OK button to return to the Batch
Timesheet Entry window.

Enter the payment type here. You can use the Finder
button to enter the payment type or press F4. By
default, the first payment type on the employee
record appears here. The Payment type lists appears
showing all payment types allocated to the selected
employee and the payment type Job Costing Cost
Adjustment. You can use the Job Costing Cost
Adjustment type to enter positive or negative
adjustments without having any effect on the hours
transferred to Payroll.

Enter the number of actual hours worked. This is the
value that is posted as the cost hours.

If you are entering time slips for Sage Payroll
employees, this is the number of hours that will be
transferred back to your Sage Payroll program.

You can type the value directly into the field or use
choose the Calculator button and enter the value from
there.

Note: If you are using the Job Costing Cost Adjustment
payment type, a negative value can be entered here.
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Cost Rate

Total Cost

Charge Type

Charge Hours

This is the rate for the selected payment type. This
appears automatically and can only be edited if you
have selected the Job Costing Cost Adjustment
Payment Type.

This is the cost hours multiplied by cost rate. This
cannot be amended.

If this column is not shown, open the View menu
and select the Total Cost option.

This is the charge out rate for the time slip activity.
To enter a charge type, choose the Finder button,
select the charge type you want to use and choose
the OK button. You can select from the following
charge types:

User defined - charge rate
You can enter a charge rate of your own choice.

Payment type - charge rate
This is the charge rate for the selected payment type
taken from the Employee Record.

Cost code - Charge rate per hour
This is the charge rate per hour/item for the selected
cost code taken from the job record.

Charge Bands
This shows all of the employee charge bands taken
from the Employee Record.

Job Costing Charge Adjustment
You can use this to enter a negative or positive
adjustment.

Note: You will not be able to use this box if the job
charge type is Fixed Price or Non-productive or if
you have selected a cost code that is not chargeable
to the customer.

This is the actual number of hours to be charged.
You can either type the value directly into the box
or use the Calculator button to enter a value.

Note: You will not be able to use this box if the job
charge type is Fixed price or non-productive or if
you have selected a cost code that is not chargeable
to the customer.
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Charge Rate The rate for the selected charge out type appears
here automatically. This can only be modified if the
Job Costing Charge Adjustment or User Defined -
Charge Rate payment types have been selected.

Note: You will not be able to use this box if the job
charge type is Fixed Price or Non-productive or if you
have selected a cost code that is not chargeable to the
customer.

Amt to Bill This is the total amount to bill (Charge Hours
multiplied by Charge Rate). You can change the
value shown here if required.

Note: You will not be able to use this box if the job
charge type is Fixed Price or Non-productive or if you
have selected a cost code that is not chargeable to the
customer.

This column will only appear if the user has been
given permission to view this information in Access
Rights. For further information about Access Rights,
refer to the chapter Installing Sage Job Costing.

If the column does not appear on the window and you
do have permission to view the column, open the View
menu and select Amount to bill.

Continue entering your remaining time slips.
As you continue entering time slips, the following cost total
information appears but cannot be edited:

Total Hours This is the total of the Cost Hours column.
Total Cost This is the total of the Total Cost column.

As you continue entering time slips, the following revenue total
information appears but cannot be edited.

Total Hours This is the total of the Charge Hours column.
Amount to Bill  This is the total of the Amount to Bill column.

As you enter time slips, the following information appears at the top of
the window, but cannot be edited.

Employee This shows the name of the employee for the
selected line.
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Job Title This shows the job title of the job specified for the
selected line.

Cost Code Title This shows the cost code title for the selected line.
Company This shows the company that the employee for the
selected line works for.

Payment Type  This shows the payment type for the selected line.
Charge Type This shows the charge type for the selected line.

When you have finished entering your batch of timesheets, click Save
from the Batch Timesheets Entry toolbar.

A warning message appears if you try to save the timesheets without
entering any information, with no dates or invalid dates or with no
Cost or Charge Hours.

If you need to edit any of the values after you have saved your time
slip you must use the Timesheet Maintenance option. For further
information about how to do this, refer to the section Timesheet
Maintenance.

If you need to post your time slips to Sage Payroll, refer to the section
To post timesheet entries to Sage Payroll.
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Timesheet Maintenance

To

open the Timesheet Maintenance window, from the Labour stacked

toolbar choose the Timesheet Maintenance option.

+ Timesheet Maintenance (O] x]

i~ Company selection

Company }Jub Costing Employees ;I Display leavers -

i~ Cument timesheet

Ermp o ¢ [works no

Forenames

Pulman Anne

2 2 McTeman Andrew Robert

3 3 Gorman Andy

4 4 Hart Judith

5 5 Melee John Paul

E E Fairhurst D avid

7 7 Meilson Tracey dnn

8 8 Bambraugh Julie Elizabeth

k] k] Bampton John 1664.0000 0.0000

10 10 Archer Hairy &nold 0.0000 U.UUUU;I
Totals Im lm

Edit Timeshest.. | Beset Timesheels | Pring
| mport Emploves... | et b Eaprall. | Payroll last updated: IN—

From the Timesheet Maintenance window you can:

*

Use the Import Employee button to import new employees from your Sage
Payroll program into Sage Job Costing.

Use the Edit Timesheet button to enter, review or edit your employees’
current timesheet.

If you are working with employees in your Job Costing program only, use
the Reset Timesheets button to clear all of the current timesheets entries
from all your employees’ active timesheets.

If you are working with Payroll employees, use the Post to Payroll button
to sum all of the hours entered for each current employee by payment type
and transfer the totals to your Sage Payroll program. When the totals are
transferred to Sage Payroll, the timesheets will be reset.

If you want to print a summary of your current timesheets, choose the Print
button.
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Importing Sage Payroll Employee Details

If you are using Sage Job Costing linked with Sage Payroll, you can use
the Import Employee button to transfer any new employees that have not
already been imported. If you have added a new employee in your Sage
Payroll program, you will need to import this information into Sage Job
Costing.

For details about adding new employees see the Creating New Employee
Records section of the Setting Up Your Sage Job Costing Program chapter.

To import Sage Payroll employee details

1. From the Labour stacked toolbar, choose the Timesheet Maintenance
option.

The Timesheet Maintenance window appears.

2. Use the Finder button to select a Sage Payroll company from the
pop-up list of companies.

3. To import your employee details, choose the Import Employee button.

The Employee Import wizard begins.

4. Follow the on-screen instructions.

¢ Choose the Next button to move to the next page of the wizard.

¢ Choose the Back button to return to the previous page of the wizard to
re-enter any information.

¢ Choose the Cancel button to exit from the wizard without importing
any Sage Payroll employee information.

¢ Choose the Finish button when you have completed the wizard.

Once the procedure is complete, the employee list is refreshed,
displaying the newly imported employees.
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Entering Employee Timesheets

When entering timesheet details for an employee you need to create new
time slips detailing what task/job the employee worked on, how much it
cost your business and how much you intend to charge the customer.

Note: You can also edit existing time slips using this option.

(Sage Job Costing Professional users only) You must use this option for
editing and maintaining time slips. If you need to enter new time slips for
your employees, we recommend that you use the Batch Timesheet Entry
option. For further information about how to do this, refer to the section
Entering Batched Timesheets.

To create a new timesheet

1. From Labour stacked toolbar, choose the Timesheet Maintenance
option.

The Timesheet Maintenance window appears.
2. From the Company box, select the company that you want to enter

timesheets for. You can use the Finder button to select from a list of
companies.

A list of the selected company’s employees appears.
3. Select the employee whose timesheet you want to create.

4. Choose the Edit Timesheet button.

The Timesheet window appears displaying the Current Timesheet tab.

5. Choose the New button.
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Note: You do
not have to
enter a job

number if the
cost is not

associated with

a specific job.

You can only
enter a cost
code if you

have entered a

job number.

192

The Create New Time Slip window appears.

Create Hew Time Slip

- Activil

Date 307077200 |

Job number EI Cost code E

Details =l
~Cost Amaunt to bill

Payment ] Charge type =

Hours 0.0000 & Kleums I 0.0000 =

Rate 0.0000 & Fiate I 0.0000 s

Total cost 0.00 Amount to bil 0.00

[inc. overhead markup]

Cancel |

6. Enter the following details in the Activity area of the window:

Date

Job number

Cost code

Details

Enter the date the time slip was created. By default,
the program date appears here.

Enter the number of the job to which the time can be
costed. Alternatively, use the Finder button to select
a job number from the pop-up list.

Enter the cost code to which the cost is to be
applied. Alternatively, use the Finder button or F4
key to select a cost code from the pop-up list. The
pop-up list will only display the cost codes that have
been attached to the costing structure for the
selected job. If a cost code has been selected that is
not rechargeable, then no charge amount is
calculated.

Enter a description of the time slip for ease of
identification. If you want to add more information
about this time slip, you can also enter additional
comments. To do this, choose the Finder button or
press F4 and enter the text you require in the
Comments box and choose the OK button to return
to the Timesheet Maintenance window.

7. Enter the following details in the Cost area of the window:

Payment

Enter the payment type here. You can use the Finder
button to enter the payment type or press F4. By
default, the first payment type on the employee
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Hours

Rate

Total Cost

record appears here. The Payment type list appears
showing all of the payment types allocated to the
selected employee and the payment type, Job
Costing Cost Adjustment.

You can use the payment type of Job Costing Cost
Adjustment to correct previously posted costs. You can
enter both negative and positive adjustments. These
adjustments will only affect Sage Job Costing and have
no effect on the information transferred to your Sage
Payroll program.

Enter the actual hours worked. This value is posted
as the cost hours. If this is an imported Sage Payroll
employee, this figure is transferred to your Payroll
program. Negative hours can be entered if the Job
Costing Cost Adjustment option has been selected in
the Payment type box.

This is the rate for the selected payment type. If you
select certain payment types, you can edit this value.
For example, you can edit this value if you select
Job Costing Cost Adjustment.

This box displays the sum of the hours multiplied by
the rate including any overhead mark up. You
cannot amend this figure.

For Time & Materials and Costs Plus jobs with chargeable cost codes,
you can enter the following details in the Amount to bill area of the

window:

ChargeType

This is the charge out rate for the time slip activity.
To enter a charge type, choose the Finder button,
select the charge type you want to use and choose
the OK button. You can select from the following
charge types:

User defined - charge rate
You can enter a charge rate of your own choice.

Payment type - charge rate
This is the charge rate for the selected payment type
taken from the Employee Record.

Cost code - Charge rate per hour
This is the charge rate per hour/item for the selected
cost code taken from the job record.

193



Sage Job Costing User’s Guide

Note: If a cost

code has been

selected that is
not

rechargeable, 9.

then no charge
amount is
calculated.

194

Charge Bands
This shows all of the employee charge bands taken
from the Employee Record.

Job Costing Charge Adjustment
You can use this to enter a negative or positive
adjustment.

Note: You will not be able to use this box if the job
charge type is Fixed Price or Non-productive or if
you have selected a cost code that is not chargeable
to the customer.

Hours Enter the actual hours to charge. This value is
posted to the timesheet as the charge hours.
Negative hours can be entered if you select Job
Costing Charge Adjustment in the Charge Type box.

Rate Enter the rate for the selected charge out type. If you
select certain payment types and charge out types,
you can edit this value. For example, you can edit
this value if you select a Job Costing Charge
Adjustment or user defined charge rate.

Amount to bill ~ This box displays charge hours multiplied by the
rate. This is the invoice value to send to the
customer. You can edit this value if required.

To save the time slip, choose the OK button. To return to the
Timesheet window without saving the time slip, choose the Cancel
button.

From your employee’s timesheet, you have recorded the amount of
time they spent on a job, how much it cost your company to pay the
employee and the amount to charge the client for this employee’s
labour.

When you save your time slip it is added to the list of time slips on the
Current Timesheet tab.

If you want to check the time slips for an employee, you can print the
time slips using the Print button.

If you make a mistake when entering the time slip details, you can:

¢ Use the Edit button on the Current Timesheet tab to change any
incorrect information.

¢ Use the Delete button to remove the selected time slip.
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To edit an existing time slip

1.

From the Labour stacked toolbar, choose the Timesheet Maintenance
option.

The Timesheet Maintenance window appears.

From the Company box, select the company that you want to see the
timesheets for.

A list of the selected company’s employees appears.
Select the employee whose timesheet you want to edit.

Choose the Edit Timesheet button.

The Timesheet window appears displaying the Current Timesheet tab.

Select the time slip you want to edit and then choose the Edit button.
The Edit Existing Time Slip window appears.

Edit the details in the Edit Existing Time Slip window as required. For
details about the information you can enter or edit, see the section 7o
create a new time slip in this chapter.

To accept and save the edited time slip, choose the OK button. To
return to the Timesheet window without saving the changes, choose
the Cancel button.

Choose the Close button to close the Timesheet window and return to
the Timesheet Maintenance window.

To delete an existing time slip

1.

From Labour stacked toolbar, choose the Timesheet Maintenance
option.

The Timesheet Maintenance window appears.

From the Company box, select the company that you want to see the
timesheets for.

A list of the selected company’s employees appears.

Select the employee whose time slip you want to delete.
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4. Choose the Edit Timesheet button.

The Timesheet window appears displaying the Current Timesheet tab.

Note: You 5. Select the time slip you want to delete and then choose the Delete
cannot delete a button.
time slip that A confirmation message appears.
has been
alloc.ated.to a 6. To delete the selected time slip, choose the Yes button. To cancel the
s.ales 1voice (a deletion and return to the Timesheet window, choose the No button.
billed time slip).

7. Choose the Close button to close the Timesheet window and return to
the Timesheet Maintenance window.
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Updating Employee Timesheets

If you have entered details from the timesheets for all employees for the
current period, and you are sure all the timesheet entries are correct, you
need to update the values from the current timesheets.

If you have Sage Job Costing employees, use the Reset Timesheets button
from the Timesheet Maintenance window to clear all timesheet entries.

If you have Sage Payroll employees, use the Post to Payroll button from
the Timesheet Maintenance window to post employee payment details to
Sage Payroll and clear all the timesheet entries.

When you use the Reset or Post to Payroll options, timesheets are moved
to the Timesheet History tab and you can no longer edit the details.

To reset the timesheets for Job Costing employees

1. From the Labour stacked toolbar, choose the Timesheet Maintenance
option.

The Timesheet Maintenance window appears.

2. In the Company box, use the Finder button to select Sage Job Costing
employees from the list of companies.

The timesheet details for the selected company appear.

3. Ifyou want to include any employees who have left the company,
select the Display leavers check box.

4. To reset the current timesheet values for all employees to zero, choose
the Reset Timesheets button.

A confirmation message appears.

5. Choose the Yes button to continue, or the No button to return to the
Timesheet Maintenance window without clearing any timesheet
values.

The current timesheet entries for all employees’ active timesheets are
cleared. The entries appear on the job history but can no longer be
edited.
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that the values
are correct
before you post
them to Sage
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any corrections,
use the
Timesheet
Maintenance
option
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6. To close the Timesheet Maintenance window, choose the Close button.

Once you have cleared the timesheet entries, you can enter the
timesheets for the next period.

When you reset the employee timesheets, all information is moved to
the Timesheet History tab on the Timesheet window. You can view
this information if required. For details see the To view timesheet
details from a previous period section in this chapter.

To post timesheet entries to Sage Payroll

1.

From the Labour stacked toolbar, choose the Timesheet Maintenance
option.

The Timesheet Maintenance window appears.

In the Company box, use the Finder button to select a Sage Payroll
company from the pop-up list of companies.

The timesheet details for the selected company appear.

To post your timesheet entries to your Sage Payroll program, choose
the Post to Payroll button.

The Post To Payroll window appears.

Post To Payroll E3

Select which payment frequencalz] you wizh to

update Payroll:
I~ ekl ™ Fortnightly
™ Monthly [ Four weekly

ar. I Cancel
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4. Choose which payment frequency you want to update to your Sage

Payroll program.
You can select any or all of the following check boxes:
& Weekly

*

Fortnightly
¢ Monthly
¢ Four Weekly

Only those employee timesheets with the selected payment frequency
will be posted to Sage Payroll.

Choose the OK button to continue, or the Cancel button to return to the
Timesheet Maintenance window without posting your timesheets.

A confirmation message appears.

Choose the Yes button to transfer the totals for each employee to your
Sage Payroll program, and clear the timesheet entries. To return to the
Timesheet Maintenance window without updating your Sage Payroll
program or resetting any timesheets, choose the No button.

Note: The Payroll last updated box displays the date on which your
Sage Payroll program was last updated with timesheet details. This
date is automatically updated when you use the Post to Payroll option.

When you post to payroll, all information is moved to the Timesheet
History tab on the Timesheet window. You can view this information
if required. For details see the section To view timesheet details from a
previous period.

To view timesheet details from a previous period

1.

From the Labour stacked toolbar, choose the Timesheet Maintenance
option.

The Timesheet Maintenance window appears.

From the Company box, use the Finder button to select the company
that contains the timesheet you want to view.

A list of the selected company’s employees appears.

Select the employee whose timesheet you want to view, from the list
displayed.
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4. Choose the Edit Timesheet button.

The Timesheet window appears displaying the Current Timesheet tab.

5. Choose the Timesheet History tab.

The Date Range window appears.

6. Enter the date range for the timeslips you want to display in the
History tab and choose the OK button.

The Timesheet History tab appears.

% TimeSheet - 6 - David Fairhurst _ O] x|
Curent Timesheet ~ Timesheet History |
i~ Current Lin
Johi title I Cost code title I
Dste o Juab rumber [Cost code | Papment type [Costhours [Total cost [Charge hows  [amttabil_[8]
I 0.0000 (] I 0.0000 | 0.0
Wien.. Range.. Bt
Clase |

7. To view the time slip details, select the required time slip and choose
the View button. To return to the Timesheet History tab choose the
Cancel button.

8. To view a different range of time slips, choose the Range button.
The Date Range window appears.

Enter the date range you want to display and choose the OK button.
You are returned to the Timesheet History tab. Only those time slips
falling within the dates specified appear in the Timesheet History list.

9. To print a time slip, select the required time slip and choose the Print
button.

10. To close the Timesheet window and return to the main desktop, choose
the Close button.
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Correcting Errors

Any errors made when posting costs in Sage Job Costing can be corrected.
For information about how to correct these errors see the Correcting Errors
section in the on-line Help.
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Processing Your Purchase
Orders

The Purchase Order Processing option lets you
keep track of all the products and services that you
purchase for jobs and stock. Sage Job Costing helps
you with material tracking and tracking committed
costs. It also lets you create and print orders to send
to your suppliers.

In this chapter
Special Product Codes
Purchase Order Cycle

Creating a Purchase
Order

Putting Orders ‘On-
Order’

Recording Delivery of
Goods



Special Product Codes

When you enter purchase orders you can use
special product codes to add miscellaneous items
to your invoices, credit notes or orders without
having to set up product records for them.

The special codes are:
S1 Special product item, tax chargeable

Non-product item that uses the standard VAT code
(Tax code T1).

The tax code can be changed. Stock levels are not
affected by using this code as it is a non stock
item.

S2 Special product item, tax exempt

Non-product item that is zero rated for VAT (Tax
code TO).

The tax code cannot be changed. Stock levels are
not affected by using this code as it is a non-stock
item.

S3 Special service item, tax chargeable

Reserved code for adding service items to product
invoices and sales/purchase orders. It uses a
standard VAT code (Tax code T1).

The tax code can be changed. Stock levels are not
affected by using this code as it is a service item.

M Message line(s)

This can be used to add additional lines of
description to the product or any comments you
want to add. This message line will not contain any
price or quantity.

When you enter a sales invoice, sales credit note or
orders, these codes are available from the Product
Code list. The codes are displayed at the top of the
list, and are shown in blue.
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Working with Purchase Orders

The Purchase Order Processing option provides you with:
¢ The ability to track both stock and job specific purchases.
¢ The ability to track commitments.

¢ Improved accuracy and efficiency of invoice matching by including job
specific information.

¢ Commitment Accounting leading to improved budgeting.

The Order Cycle

Receive Purchase
Requisition
<
<
1. Create Purchase
Order
A l
Place/Confirm Send Purchase
Adjust Order Order
2 > C i Costs 4 >
H 2. Change Status 3. Print Purchase
To On-Order Order
A
l ; A l
Receive Purchase Receive Purchase Receive Goods
Credit Notes Invoices
6. Enter Purchase 5. Enter Purchase 4. Enter Goods
Credits Invoice Received Note
Y
Purchase Invoice/
credit Matching
Order Completed
or Cancelled
7. Status to
Complete/Cancel
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1. Receive Purchase Requisition (Create Purchase
Order)

When a purchase requisition is received and approved, you should create a
purchase order straight away. For further information about this, refer to
the section ‘Creating a Purchase Order’.

Any orders created will only appear in Job Costing and will not create a
duplicate in the Line 50 order-processing module

Orders created in Job Costing can consist of purchases for job materials
and direct stock purchases.

Note: If you use Job Costing to purchase stock items, the on-order figure
held on the Line 50 stock record will not be updated. However, when the
goods are received they will be adjusted into the Line 50 stock
automatically.

2. Place/Confirm Order (Change status to On Order)

Once a supplier has accepted your order, the item(s) need to be placed “On
Order” before you can record any deliveries or enter invoices against it.
For further information about this, refer to the section Placinging Purchase
Orders ‘On-Order’.

When the order is placed on order, a committed cost is created for each of
the job order items. For further information about this, refer to the section
What are Committed Costs?

3. Send Purchase Order (Print Purchase Order)

Once the order has been created you can send a copy of the purchase order
to your supplier.

For further information about this, refer to the section Printing Purchase
Orders.
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4. Receive Goods/Services (Enter Goods Received
Notes)

If you want to track deliveries or need to match your suppliers invoices
with their goods received notes then you will need to record the delivery of
goods within Job Costing.

When a delivery of direct stock items is entered into Job Costing, the
quantity delivered will be adjusted into the Line 50 stock automatically.
Job materials delivered do not effect the Line 50 stock module.

For further information about this, refer to the section Recording Delivery
of Goods.

5. Receive Purchase Invoices (Enter Purchase Invoice)

To use the invoice matching and the committed cost features you must
enter your purchase invoices using the purchase invoice option from within
the Purchase Order Processing module. For further information about this,
refer to the section Creating Purchase Invoices from you Purchase Orders.

When you save your purchase invoices, the Sage Line 50 Audit Trail and
Supplier accounts are automatically updated.

When a job order item has been invoiced, the committed costs for the
selected job are reduced.

6. Receive Purchase Credits (Enter Purchase Credit)

To use the invoice matching functionality you must enter your purchase
credit notes using the purchase credit option from within the Purchase
Order Processing module. For further information about this, refer to the
section Creating Purchase Credit Notes from you Purchase Orders.

When you save your purchase credit notes, the Sage Line 50 Audit Trail
and Supplier accounts are automatically updated.

Purchase credit notes do not effect committed costs.
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7. Order Completed or Cancelled (Change status to
Complete or Cancelled)

Once all of the goods have been fully delivered and invoiced, the purchase
order should be marked as ‘Complete’. If you no longer require ordered
items or services from a supplier then you should mark the order as
‘Cancelled’. When the order is completed, any outstanding order items not
delivered or invoiced will no longer be available for selection.

When the order is completed or cancelled, any outstanding committed
costs are removed for each of the job order items. For further information
about this, refer to the section Completing a Purchase Order or Cancelling
a Purchase Order.

What are Committed Costs?

To get a true picture of the total cost of a job, you need to take into account
the costs booked to the job (purchases, stock, bank payments, misc. costs
and timesheets) and include any outstanding committed costs. Outstanding
committed costs are purchase order items that are yet to be invoiced.

The outstanding committed costs are used in the budget analysis found
within Job Enquiries and reporting. For further information about this,
refer to the section Budgeting.

What does the Purchase Invoice/Credit Matching
messaging do?

The invoice matching messaging functionality assists you with the
complex procedure of matching invoices and credits to delivery notes and
orders, as there are many discrepancies that can occur. This functionality
identifies and informs you when there are discrepancies and helps you
decide what actions to take.

The invoice matching messaging is active in the Create Purchase Invoice,
Create Purchase Credit and Goods Received Note Entry screens within the
purchase order-processing module.

You can disable the invoice matching messaging. It can be switched on or
off using the “Enable invoice matching messaging” check box, which can
be accessed via the “Settings” tab within “Company Preferences”.
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Creating a Purchase Order

You can create a purchase order from the New option. The New option is
made up of four tabs: Details, Order Details, Footer Details and Deliveries.

¢ Use the Details tab to enter your main purchase order details including
supplier account details, items and quantities ordered.

¢ Use the Order Details tab to enter or amend the supplier details which are
applicable to the purchase order.

¢ Use the Footer Details tab to enter carriage charges and settlement terms.

¢ Use the Deliveries tab to enter the delivery details, and view the order
status and the invoice status.

To create and edit the purchase order details

1. From the main Sage Job Costing stacked toolbar, choose the Accounts
Posting option.

2. From the Accounts Posting stacked toolbar, choose POP.

3. From the Purchase Order Processing window, choose New.
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The Purchase Order Entry window appears, showing the Details
information.

i Purchase Order Entry o] x|
File Edit Help
A =
Save Close | Print
Details | Order Details | Foater I Deliveries
Address:
Order no. B
Order date  [10/08/2001 51
AT et El
Item IDeschlion IQty Net |VA.T. |

Totals I 0.00 0.00
Cariage I 0.00 0.00
Gross 0.00
Euro 0.00

To edit an existing order, enter the order number in the Order No. box
and press your TAB key. A warning message appears informing you
that the order number already exists. To view the selected order, click
Yes. An information box appears, showing the current status of the
order and warning you that any changes you make to this order may
affect its status. Click OK, to acknowledge this message and your
existing order appears, ready for you to amend it.

You can increase the quantity but you cannot decrease it below the
quantity already delivered/invoiced.

In the boxes provided, enter the following details for your purchase
order.

Order No. The first time you create a purchase order, the
number displayed will be 1, but you can alter this if
you want. Whatever number you enter will be
incremented by one for the next order number after
the first order is saved. If the highest number is
reached Sage Job Costing will search for the next
available number starting from one.
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Order Date

A/C Ref

Address

The program date is entered for you automatically
but you can change it if required. Choose the
Calendar button to enter the date you require. Press
F5 to insert the program date.

This box is used to identify the supplier account for
the purchase order. If you enter an existing account
reference (or use the Finder to select one), the
supplier’s name and address appear on the screen.

If you enter an account code that is not set up, the
pop-up window appears. You can then either select
another account or create a new one using the New
button.

This box displays the supplier’s address from Sage
Line 50. You can change the supplier address, if
required, by typing in a new address.

Enter the product items you wish to purchase, using one line of the
purchase order per product, entering the details as follows:

Product Code

Description

Enter the product code you require here. When you
have entered the product code you require, the Order
Item Entry window appears. If you enter an
unknown product code you are given the list of the
existing products to select from, highlighting the
product code that most closely matches it.

If you want to enter a special non-product code from
the Product Code list use the Finder button to select one
from the drop-down list. For further information about
the special product codes, refer to the section Special
Product Codes.

If you want to enter any additional descriptions to the
product, select the M Message Item option from the
drop-down list. The Item Line Message window
appears. Enter the description and any additional
comments you require in the boxes provided.

The description of your product is entered here
automatically from the Product Record within Sage
Line 50, but you can change this if required.

To allocate jobs/costs against each order item and also
one-off job details such as comments, discounts given
and changes to the unit price, click the Finder button
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8.

that appears when you move to the Description box
or press F4. For further information refer to the
section 7o allocate jobs/costs against order items.

Qty Enter the quantity of stock you want to order. It
automatically displays the re-order quantity, as set
up in the Product Record within Sage Line 50, but
you can change this if necessary. You can also use
the Calculator button to enter the quantity you want.
Special/Non-Stock product codes do not have a
re-order quantity so the default will be 1.00.

Net Displays the net amount of the item on the order.
VAT Displays the VAT amount.

Continue to enter all the lines of product items on the purchase order
that you require.

If you want to copy or insert any of the rows or cells from an existing
line of the purchase order, use the options from the Edit menu.

You have now completed the header details for your purchase order.
The following information appears for you automatically:

Totals, Carriage, Gross and Euro (refer to the Currency and Euro
section in the Getting Started chapter).

To complete your purchase order, you may also need to enter delivery
details, carriage costs and settlement terms.

If you do not want to add any order, footer or delivery details to this
purchase order, you have the choice of sending it directly to a printer
or saving it. You can now use the saved order for printing later, putting
on-order, recording delivery and allocating to invoices.

To exit the Purchase Order Entry window, click Close.

To allocate jobs/cost codes against order items

1.

From within the order, enter/select your product code.
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2.

The Order Item Entry window appears.

Order ltem Entry
~ Product detail
Product code |BDAHDDUZ Uit IEach
Description |Wh|lebuard - Drywipe (1000 = 1500]
Comments =
i~ Product line detail
Huantity 2.0 B L 300 Discount% | 0.0000)%]  Taxcods |n 1760 I
Unitprice | 17000s]  war | 5% 5| Discount | 00000 [%]  Nominal code | =
—Job quantity breakdawn
Job no. |Cost code |Qty |Cost plice |Chrg rate |T0 deliver |Da\iveled |Dua date |
Allacated to jobs I 0.00 I 0.00 I 0.0o
Directly to stock I 200 I 200 I 0.00
Tatals 200 200 0.oo

Ok | Cancel |

In the Product Details enter the following details in the boxes

provided:
Product Code

Units

Description

Comments

The product code appears automatically and cannot
be changed.

The unit of sale for the item, for example, ‘box’ or
‘10-pack’, taken from the product record appears
here. You can amend this if required.

The description from the product record appears
here. You can change this if required.

Enter any comments you require against the item on
order.

In the Product Line Details enter the following details in the boxes

provided:

Note: If you are using message lines, the following boxes are not

shown.

Quantity

Unit Price

Net

Enter the quantity of the item. If you have selected a
product code, the quantity defaults to the re-order
quantity on the product record. You can change this
if required.

Enter the price per unit for the ordered item.

The net amount of the item on the order appears.
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VAT

Discount%

Discount

Tax Code

Nominal Code

This shows the amount of VAT calculated,
according to the rate specified in the Tax Code box.

You can amend the amount. If you amend the VAT
the letter ‘A’ appears to the right of this box.The
letter ‘A’ is removed if the VAT is recalculated.

Enter the trade discount percentage your supplier
has agreed. It defaults to the trade discount
percentage as set up in the Supplier Record within
Sage Line 50. Type in or use the Calculator button
to enter the discount percentage.

Displays the calculated value of the discount to be
given to you. Type in or use the Calculator button to
enter the discount value.

The discount value will be calculated in two ways:

Check the Discount by Unit Price box in Sage Line
50 to calculate the discount from the total by {(unit
price - discount) quantity}.

Clear the Discount by Unit Price box in Sage Line
50 to calculate the discount from the total by
{(quantity x unit price) - discount}.

If you amend the discount percentage, the discount
value is automatically calculated.

Select the tax code from the drop-down list.

Defaults to the nominal code saved in the Supplier
Record within Sage Line 50. You can also enter the
nominal code for the order on the item. If a Net or
VAT amount has been calculated a nominal code
must be entered. Type in, select it from the pop-up
or press F4 to enter the nominal code.

4. In the Job Quantity Breakdown enter the following details in the boxes

provided:
Job No.
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Enter the job number for the item on the order. You
can type in or select it from the pop-up window by
using the Finder button.

You cannot change a job number of an item that is
On Order or has been delivered/invoiced.
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Cost Code

Qty

Cost Price

Chrg Rate

To Deliver

Delivered

Due Date

Enter from the postable cost codes of the job for the
item on the order. Type in or select the cost code
from the drop-down list.

Enter the quantity to be allocated to the jobs on the
order. Use the Calculator button or type in the
quantity.

Shows the net cost amount of the item on the order.
It will be calculated as the product of the quantity
and unit price less any discount, rounded to two
decimal places.

If you are using the Time & Materials or Costs Plus
billing method, you can select the charge rate for the
item line to be used when billing the job/customer
by pressing F4.

Shows the quantity of the item line still awaiting
delivery.

Shows the quantity that has already been delivered
for the item line.

Enter the date on which the item on the order is to
be delivered. The default date will be the date
entered on the Deliveries information.

You can either type in, click Calendar or press F4 to
enter the due date. Press F5 to insert the program date.

The running totals of Allocated to jobs, Directly to stock and Totals
will be automatically calculated for you.

To save the changes click OK. To return to the Purchase Order Entry
window without saving the changes, click Cancel.

7. To return to the Purchase Order Processing window, click Close.

To add order details to your purchase orders

1.

From the main Sage Job Costing stacked toolbar, choose Accounts

Posting.

From the Accounts Posting stacked toolbar, choose POP.

From the Purchase Order Processing window, choose Open.
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4. From the Purchase Order Entry window, select the Order Details tab.

The Order Details information appears.

i Purchase Order Entry =13
File Edit Help

“B[E

Save Cloze

Frint

Detals ~ Order Details |Footer I Deliveries I

— Supplier arder detail

Supplier order na. I

Supplier tel no. |

Supplier contact I

Drder placed by [MANAGER

— Mate

5. In the boxes provided, enter or amend the following supplier details:

Supplier Enter your supplier’s order number or order
Order No. reference here, using up to 30 characters.

Supplier Tel No. The supplier’s telephone number as set up on the
Supplier Record within Sage Line 50 appears here
automatically. You can change this if you want. Any
changes that you make are not saved back to the
supplier record.

Supplier The name of the person you set up as a contact on

Contact the supplier record within Sage Line 50 appears
here. If you want to record the name of another
contact for this particular purchase order, you can
enter it here. Any changes you make are not saved
back to the supplier record.

Order Enter the name of the person who has placed the
Placed by order. If you are using Access Rights to restrict
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access to Sage Line 50°s options, your log on Name
appears here.

Notes Enter notes here which will relate to the whole
order. For example, to record any special delivery
requirements.

You have now completed the order details for your purchase order.

To complete your purchase order, you may also need to enter carriage
cost and settlement terms.

If you do not want to add any footer or delivery details to this purchase
order, you have the choice of sending it directly to a printer or saving
it. You can also use the saved order for later printing, putting on order,
recording delivery and allocating it to invoices.

To exit the Purchase Order Entry window, choose Close.

To abandon any changes made since you last saved, choose Close and
choose No when you are prompted to save your changes.

To add footer details to your purchase orders

1.

From the main Sage Job Costing stacked toolbar, choose Accounts
Posting.

From the Accounts Posting stacked toolbar, choose POP.
From the Purchase Order Processing window, choose Open.

From the Purchase Order Entry window, select the Footer tab.
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The Footer Details information appears.

% Purchase Order Entry

5. In the boxes provided, enter the following carriage charges (or leave
blank if you are not charged for carriage):

Net Enter the amount of carriage item excluding VAT.
Use the calculator button to help you calculate the
amount to enter.

Tax Code From the drop-down list, select the VAT code you
require for carriage.

VAT This shows the amount of VAT calculated according
to the rate specified in the Tax Code box. The
amend option will only be enabled if you select the
‘Item VAT Amendable’ check box in the Company
Preferences information from Sage Line 50.

You can amend the amount by using the calculator
button. If you amend the VAT the letter ‘A’ will
appear to the right of this box. The letter ‘A’ will be
removed if VAT is recalculated.
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Gross

N/C

Dept.

Consign No.

Courier

This shows the gross amount of carriage to be paid
(that is Net plus VAT).

Enter the account reference for the nominal code to
which the carriage value will be analysed. If a Net
or VAT amount has been calculated a nominal code
must be entered. You can use the Finder button or
press F4 to display a list of nominal accounts from
which to select.

If you want to analyse the carriage to a department,
select the department you require from the
drop-down list (or press F4). This defaults to the
department as stored in the Supplier Record within
Sage Line 50.

Enter the consignment number for the delivery here.

Enter the courier being used for the delivery here as
stored in the WWW Resources option within Sage
Line 50 or select from the drop-down list (or press
F4). If you have Internet access you can use the
Online Parcel Tracking button to access your
courier’s website to see the delivery status of your
order.

In the boxes provided, enter the following settlement terms (or leave
blank if not applicable):

Days

Discount %

Amount

Total

Enter the number of days during which early
settlement discount applies to this order, if any. This
box defaults to the settlement due days in the
Suppliers’ Record within Sage Line 50.

Enter the percentage of settlement discount that
your supplier wants to apply to this purchase order.
This box defaults to the percentage specified on the
Supplier Record window within Sage Line 50.

This is the actual value of the discount given.

This value is the gross value of items (that is Net
plus VAT), including any carriage costs less the
settlement discount amount, shown on the order
itself.

You have now completed the Footer Details of your purchase order.
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To complete your purchase order, you may also need to enter delivery
details.

If you do not want to add any delivery details, you have the choice of
sending it directly to a printer or saving it. You can also use the saved
order for later printing, putting on order, recording delivery and
allocating it to invoices.

To exit the Purchase Order Entry window, choose Close.

To abandon any changes made since you last saved, choose Close and
choose No when you are prompted to save your changes.

To add delivery address and due date for the order

1.

From the main Sage Job Costing stacked toolbar, choose Accounts
Posting.

From the Accounts Posting stacked toolbar, choose POP.
From the Purchase Orders Processing window, choose Open.

From the Purchase Order Entry window, select the Deliveries tab.

The Delivery information appears.
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\ Purchase Order Entry

H [ &

OFF-ORDER

KO

5. In the box provided enter the delivery address of the order.

Delivery This box will default to the company/supplier

Address delivery address as set up within the Invoice and
Order Defaults option of the Settings menu of Sage
Line 50.

6. You can also click the ‘Select’ button to select an alternate delivery
address.

You can select from either, ‘From Job Record(s) Addresses’ or ‘From
Accounts Addresses’.

The Job Address window appears.

7. This list shows all of the Active and Complete-Postings jobs.
Job No. Displays the job number.
Title Displays the title of the job.

The Navigation button helps you to highlight each job selected on the
item lines on the order.
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10.

You can navigate forward or backward in alphanumeric order using

the buttons.

If a job appears on more than one item line it will only be highlighted

once in the list.
Address

Shows the contact address of the job. It will default
to the contact address as set up on the Job Record
for the selected job in the Job List.

Click OK to copy the selected address into the Delivery Address box.

Click Cancel to close the Job Address window without copying the
selected address into the Delivery Address box.

In the Order Status the following details are displayed in the boxes

provided:
Order Status

Delivery Status

Invoice Status

Complete

Displays the order status of the order.

The order can have the following order statuses.
‘Off Order’ means that the order has not been
placed. ‘On-Order’ means that the order has been
placed. ‘Cancel’ means that the remaining part of
the order will not be fulfilled.

Displays the current delivery status of the order.

The order can have three Delivery statuses. If the
order has not been delivered the box will display
nothing. The Delivery Status would be ‘Part’ if part
of the order has been delivered. If the entire order
has been delivered the box will show ‘Full’.

Displays the invoice status of the order.

The order can have three Invoiced states. If the
order displays no status this means there are no
invoices allocated to these orders. When some
invoices have been allocated to the order the Invoice
Status will show ‘Part’. ‘Full’ means that the order
has been completely invoiced.

Displays the complete status of the order.

The order can have two Complete states. If the order
is active, it will display ‘No’ status. When the order
is complete it will display “Yes’. For a complete
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11.

12.

13.

14.

15.

order you cannot amend orders, receive outstanding
deliveries or allocate further invoices or credit notes.

Due Date Enter the date on which the order is due to be
delivered. You can enter the date by using the
Calendar button or press F5 to insert the program
date.

The Good Received Notes List shows the list of all good received
notes received against items on this order currently being edited. For
information about the boxes displayed, see the Recording Delivery of
Goods section.

To view the details of a particular good received note selected from the
Good Received Notes List, click View.

You have now completed the delivery details of your purchase order.
To save the order for later printing, putting off order and recording
delivery in a ‘batch’, click Save, or to print the purchase order straight

away click Print.

To exit the Purchase Order Entry window, choose Close.

To abandon any changes made since you last saved, choose Close and
choose No when you are prompted to save your changes.
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Putting Purchase Orders On-Order

After you have created a new purchase order, it will have an order status of
‘Off Order’. You must put it ‘On Order’ before you can record any
deliveries or enter invoices against it. When the order is placed on order, a
committed cost is created for each of the job order items.

To place a purchase order ‘On-Order’

1. Select the purchase order or orders you want to place on order from the
Purchase Order Processing window, then choose Status.

2. Select the On Order option.

3.  The selected orders now have a status of ‘On Order’

Taking Purchase Orders Off-Order

If you have put an order ‘On Order’ by mistake or the order is on hold, you
can put it on a status of ‘Off Order’. When the order is put off order, any
outstanding committed costs are removed for each of the job order items
and no deliveries or invoices can be recorded against it.

To place a purchase order ‘Off-Order’

1. Select the purchase order or orders you want to place off order from
the Purchase Order Processing window, then choose Status.

2. Select the Off Order option.

3. The selected orders now have a status of ‘Off Order’

Recording Delivery of Goods

When you click Deliver, a popup menu appears. From here you can choose
how you want to create the goods received note.

There are two methods you can use to create goods received notes
depending on the items that have been delivered.

If the delivery note contains most of the items from a single order, then
you should select Create goods received note from selected order(s). This
assumes that all of the outstanding items to be delivered on the orders will
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be delivered. However, you can change the quantity received for each
item.

If the delivery note contains very few items and is not a complete delivery
for the order, then you should use the Enter goods received notes option.
This allows you to select the items that are delivered from all outstanding
items for a supplier

Note: When job order items are delivered, they do not affect stock activity
in Sage Line 50. However, when items that have been ordered for stock
have been delivered they will increase the Sage Line 50 stock levels.

To create a goods received note from selected orders

1. Select the purchase order(s) from the Purchase Order Processing
window, then choose Deliver.

2. Select the ‘Create Goods Received Notes from Selected Order(s)’
option from the pop-up.

The Goods Received Note Entry window appears showing all of the
outstanding items to be delivered for the selected orders.

For information on the boxes provided see the section To enter goods
received notes.

To enter goods received notes

1. From the Purchase Order Processing window, choose Deliver.

2. Select the Enter Goods Received Note option from the pop-up.
The Goods Received Note Entry window appears.

3. In the Goods Received Note Details enter the following information:

GRN No. This is a unique goods received note number
generated automatically by Sage Job Costing. This
number cannot be amended.

Date Received  Enter the date of the goods received note. This will
default to the program date.

Supplier Enter the supplier’s goods received note reference
GRN No. number.

Supplier Enter the supplier’s account reference. You can type
A/C Ref. in the account reference or use the finder button or
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press F4 to select from the list of suppliers. The
account name and address will be displayed in the
address area.

If the Goods Received Note Entry window has been
created using the Create Goods Received Note From
Selected Order(s) option, the supplier account
reference, name and address will appear
automatically.

4. Choose ‘Select Order Items’ to select the items that have been
delivered on this goods received note.

The Select Order Items window appears.

5. Select the orders you want to amend from the list and choose OK.

The goods received note entry grid will display the following
information for all of the items that have been selected:

Product Code
Order No.

Supplier Part No.
Job No.

Cost Code

Details

Ordered

To Deliver

Received

Displays the product code for the order item.

Displays the internal order number for this order
item.

Displays the supplier part number for this order item

Displays the job number, if one has been allocated
to this order item.

Displays the cost code, if one has been allocated to
this order item.

Displays the description for this order item. You can
also add transaction comments using the comments
pop-up. Use the Finder button or press F4 to add
transaction comments.

Displays the number of items ordered on this order
item

Displays the remaining number of items to be
delivered.

Enter the actual goods received quantity for this
order item, if it differs from the default quantity

6. To save the goods received notes, choose Save.

7. To exit the Good Received Notes Entry window, choose Close.
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Creating Purchase Invoices from your
Purchase Orders

When you click Invoice, a popup menu appears. From here you can choose
how you want to create the purchase invoice.

You have several choices and the method you use depends on the items
that have been invoiced.

If the invoice contains mostly items that have been ordered, then you
should select Create invoice from selected order(s). If you select this
option, you have the choice of three invoice creation methods:

Create from all outstanding to invoice-order item
details

This method will create a purchase invoice using all of the order items
outstanding to be invoiced for the selected orders. This option is best used

where you have not received any goods received notes for this invoice or
you do not track/enter goods received notes.

Create from all outstanding to invoice-delivery note
details:

This method will create a purchase invoice using all of the delivery note
items outstanding to be invoiced for the selected items. This option is best

used where all of the items on the order have been delivered and appear in
the invoice.

Create from all outstanding to invoice-order and
delivery note details:

This method will create a purchase invoice using all of the order and
delivery note items outstanding to be invoiced for the selected orders. This
option provides the best invoice matching as it creates the invoice using all
of the unmatched goods received notes first and then displays all of the
unmatched order items, if:

¢ You are not sure what goods received notes have been received

¢ You do not track/enter goods received notes.
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Whichever of the above methods you choose, you can change the quantity
invoiced for each item.

If the invoice contains no items or has a number of items from several
orders, then you should use the Enter goods received notes option. This
allows you to manually select the items that are delivered from all
outstanding items.

All Purchase Invoices posted are subsequently updated to Sage Line 50.
If you post a purchase invoice, the invoicing column on the main purchase

order-processing window will be updated for each order invoiced. The
Invoice column can display three possible values:

Blank This means that no order items have been invoiced.

Part This means that some of the order items have been
invoiced but there are still some order items still to
invoice.

Full This means that all of the order items have been

completely invoiced.

When a job order item has been invoiced, the committed costs for this job
are reduced by the value invoiced.

To create purchase invoices from your purchase orders

1. From the Purchase Order Processing window, select the purchase
order(s) you want to be invoiced.

2. From the Purchase Order Processing window, choose Invoice.

A pop-menu appears with the options ‘Enter Invoice’ and ‘Create
Invoices from Selected Order(s)’.

3. Select ‘Create Invoice from Selected Order(s)’, the Purchase Invoice
Creation Method window appears.

From the drop-down list you are able to select the method of creation
of the purchase invoices. You can select from the following methods:

Create from all outstanding to invoice-order item details: It will create
a purchase invoice using all of the outstanding order items yet to be
invoiced for the selected orders.
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Create from all outstanding to invoice-delivery note details: It will
create a purchase invoice using all of the outstanding delivery note
items yet to be invoiced for the selected items.

Create from all outstanding to invoice-order and delivery note details:
It will create a purchase invoice using all of the outstanding order and
delivery note items yet to be invoiced for the selected orders.

Choose Continue.

The Update Purchase Order (Create Purchase Invoice) window appears
showing all of the outstanding items to be delivered for the selected
orders.

For further information on the boxes provided refer to the section To
Enter Purchase Invoices from your Purchase Orders.

To enter purchase invoice from your purchase orders

1.

From the Purchase Order Processing window, choose Invoice.

A pop-up menu appears with the options ‘Enter Invoice’ and ‘Create
Invoice from Selected Order(s)’.

Select ‘Enter Invoice’ from the pop-up menu.
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The Update Purchase Order (Create Purchase Invoice) window

appears.
i Update Purchase Order [Create Purchase Invoice] [_[O[x]
Eile Edit Tools Help
Save Clase Calculate Met
i~ Purchase invoice detail
Mears Insurance ALC ref MEADDT =
125 Church Close
IS5t Johns Date a5
wiarcester
W orcestershire Invvoice ref.
R4 BIK
Ex ref
i~ Curent item
GRM number | Supplier part no. | Jab title |
Product code | Costeodetile |
Supplier GRN_[Orderne [Jobno [N/C [Dept [ty Rate Datails [net [1c [var Amourt to bill
0.00 000 I 0.00

3. You can either generate an invoice from a selected goods received note
or from a selected order item.

4. You can enter the following details under Purchase Invoice Details in
the boxes provided:

A/C Ref. This box is used to identify the supplier account on
the invoice. If you enter an existing account
reference (or use the Finder to select one), the
supplier’s name and address appears on the window.

If you enter an account code that is not set up, the
pop-up window appears. You can then either select
another account or create a new one using the New
button.

Date Enter the date of the purchase invoice. You can type
in the date, use the Calendar button or press F5 to
insert the program date.
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5.

Invoice Ref.

Ex Ref.

If required, enter a reference for the purchase
invoice. This reference will appear against the
transaction when viewing the transaction history in
either Sage Job Costing or your Sage Line 50
program.

Enter an additional reference for the purchase
invoice. This reference will appear against the
transaction when viewing the transaction history in
either Sage Job Costing or your Sage Line 50
program.

In the table you can enter the following information:

Supplier GRN

Order No.

Job No.

Enter the supplier’s goods received note number on
which this item was delivered. If you enter an
existing supplier GRN and TAB (or use the Finder
to select one), the Goods Received Note window
appears.

You can then select a goods received note from the list,
that is to be invoiced. You can also view your Goods
Received Note and Purchase Order from this window.

You should only use this column, if a supplier goods
received note has been delivered with your goods.

Enter the internal order number for the item on
order. If you enter an existing order and TAB (or
use the Finder to select one), the Order Items
window appears.

You can then select an order item for which you want
to generate an invoice from the order items list. You
can also view the Purchase Order from this window.

If the item that has been delivered was not originally
on the order, you do not have to enter anything in
this column.

Use the Finder button to enter the job number and
cost code for this invoice. The Job Details window
appears.

Enter the number of the job to which the invoice is to
be applied, or use the Finder button or F4 key, to select
from a pop-up list of jobs.
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N/C

Dept

Qty

Rate

Details

232

Enter the cost code that applies to the purchase
invoice or use the Finder button or F4 key to select a
cost code from the pop-up list.

You can use the Structure button to view and add
new cost codes to the cost structure set up for the
job. For further information see Using Costing
Structures section in the Working with Job Records
chapter.

Type in the nominal code or use the Finder button to
select from the pop-up list of nominal codes set up
in your Sage Line 50 program.

If the supplier account has a default nominal code
set up in your Sage Line 50 program that default is
automatically used here, but you can select a
different code if required.

Enter the code of the department that you want to
post this transaction to. The department dealing with
the supplier is automatically displayed, however this
can be overridden. This code is used to analyse
transactions against departments in your Sage Line
50 program.

Type in or use the Calculator button to enter the
product quantity that is to be invoiced. The quantity
to be invoiced will default to the quantity remaining
to be invoiced for the selected orders of the goods
received note/order item.

Type in or use the Calculator button to enter the rate
for the order item to be invoiced. For an order item
the default rate will be the Unit Price specified on
the order. If no order item has been selected, the rate
will default to zero.

Enter any text comment you want to store for the
transaction by using the Finder button or F4 key. If
a goods received note has been selected the details
and comments will display what was entered when
the goods received note was created. If no goods
received note has been selected but an order item
has been selected the details will display what was
entered when the order was created.
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Net Enter the net invoice amount. You can type in the
value or use the Calculator button to help you
calculate the value. The default value shown here is
the remaining quantity multiplied by the unit price
less any discount from the order item line.

TC Enter the appropriate tax code for the invoice.
VAT This box shows the VAT amount. This is
automatically calculated when you enter the net

invoice amount. You can change the value of VAT,
if necessary.

Amount to Bill ~ This box automatically calculates the amount to bill,
dependent on the charge type that is set up for the
job:
For Non-ordered Items:
Time & Materials/Costs plus Job, the calculation is:
[Net] + [Overhead Mark Up]
Where the overhead mark up is:
[Percentage from the selected cost code] x [Net Value]

For Fixed Price & Non-productive Jobs/Non Job
purchases the amount to bill defaults to zero.

For Ordered Items:
Time & Material/Costs plus Job, the calculation is:
[Qty] x [Chrg Rate]

For Fixed Price & Non-productive Jobs/Non Job
purchases the amount to bill defaults to zero.

The calculation is automatic but you can edit the
amount to bill for some charge types and codes.

6. Use the Duplicate Cell, Insert Row and Delete Row buttons from the
Create Purchase Invoice toolbar to edit and copy the information in the
table.

If you enter a gross value in the Net box, you can use the Calculate Net
button, or press F9, to calculate the net and VAT values for the
currently selected invoice.

Sage Job Costing automatically accumulates the Net, VAT and
Amount to Bill columns. These values appear in the Total boxes.
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7. To close the Update Purchase Order (Create Purchase Invoice) window
and save the invoices in both the Sage Job Costing and Sage Line 50
program, click Save. To close the Update Purchase Order (Create
Purchase Invoice) window without saving your changes, click Close.

When you save the details of your invoice, your Sage Line 50 Audit
Trail and Supplier account are automatically updated.

Creating Purchase Credit Notes

When you click Credit, a popup menu appears. From here you can choose
how you want to create the purchase credit.

You have several choices and the method you use depends on the items
that have been credited.

If the credit contains mostly items that have been ordered, then you should
select Create credit from selected order(s). If you select this option, you
have the choice of three credit creation methods:

Create from all invoiced - item details

This method will create a purchase credit using all of the order items that
have been invoiced for the selected orders. This option is best used where
you have not received any goods received notes for this order or you do
not track/enter goods received notes.

Create from all invoiced - delivery note details:

This method will create a purchase invoice using all of the delivery note
items that have been invoiced for the selected items. This option is best
used where all of the items on the order have been delivered and appear in
the credit.

Create from all invoiced - order and delivery note
details:

This method will create a purchase invoice using all of the order and
delivery note items that have been invoiced for the selected orders. This
option provides the best invoice matching as it creates the credit using all
of the unmatched goods received notes first and then displays all of the
unmatched order items, if:
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¢ You are not sure what goods received notes have been received
¢ You do not track/enter goods received notes.

Whichever of the above methods you choose, you can change the quantity
invoiced for each item.

If the credit contains no items or has a number of items from several
orders, then you should use the Enter goods received notes option. This
allows you to manually select the items that are delivered from all
outstanding items.

All purchase credits posted are subsequently updated to Sage Line 50.

When a job order item has been credited, the committed costs for this job
are not affected.

To create purchase credits from your purchase orders

1. From the Purchase Order Processing window, select the purchase
order(s) you want credited.

2. From the Purchase Order Processing window, choose Credit.

A pop-up option appears. Either select ‘Enter Credit’ or ‘Create credit
from selected order(s)’.

3. Select ‘Create Credit from Selected Order(s)’, the Purchase Credit
Creation Method window appears.

4. From the drop-down list you are able to select the method of creation
of purchase credits. You can select from the following methods:

Create from all invoiced-order item details: It will create a purchase
credit using all of the previously invoiced order items for the selected
orders.

Create from all invoiced-delivery note details: It will create a purchase
credit using all of the previously invoiced delivery note items for the
selected items.

Create from all invoiced-order and delivery note details. It will create a
purchase credit using all of the previously invoiced order and delivery
note items for the selected orders.
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5.

Choose Continue on the Purchase Credit Creation Method window, the
Update Purchase Order (Create Purchase Credit) window appears
showing all of the invoice items for the selected orders.

For further information on the boxes provided refer to the section 7o
Enter Purchase Credits from your Purchase Orders.

To enter purchase credits from your purchase orders

1.

3.

From the Purchase Order Processing window, choose Credit.

A pop-up menu appears with the options ‘Enter Credit’ and ‘Create
credit from selected order(s)’.

Select ‘Enter Credit’ from the pop-up menu

The Update Purchase Order (Create Purchase Credit) window appears.

{ Update Purchase Order [Create Purchase Credit)

(=] B3
Fie Edit Took Help
A H BH B
Save Close Duplicate Cell Insett Row  Delete Row | Calculate Net
|- Purchase invoice detai
[MeHaly Computer Supplies AL el [HENGOT E
Station Lane Ind Et
Bitiey Dale JE070872001 =
Chester Is Stieet )
[County Durharn Credit ref.
DH1 A
Ex el
|- Curent tem
GAN number [ Suppier pait o, | Joh b |
Product cods [ Cost code titls [
Supplier GRN | Orderno [Jobno.  [NAC_ | Dept [ty Rate Detalls [huet [1e [uwar [ Amount to bil

000 DDDI o.on

You can allocate a credit note to an item from the selected goods
received note or from the selected order item.

You can enter the following details under Purchase Credit Details in
the boxes provided:

A/C Ref. This box is used to identify the supplier account for
the purchase order. If you enter an existing account
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Date

Credit Ref.

Ex Ref.

reference (or use the Finder to select one), the
supplier’s name and address appears on the window.

If you enter an account code that is not set up, the
pop-up window appears. You can then either select
another account or create a new one using the New
button.

Enter the date of the purchase credit note. You can
type in the date or use the Calendar button to enter a
date. Press F5 to insert the program date.

If required, enter a reference for the purchase credit
note. This reference will appear against the
transaction when viewing the transaction history in
either Sage Job Costing or your Sage Line 50
program.

If required, enter an additional reference for the
purchase credit note. This reference will appear
against the transaction when viewing the transaction
history in either Sage Job Costing or your Sage Line
50 program.

In the table you can enter the following information:

Supplier GRN

Order No.

Enter the supplier goods received note number on
which this item was delivered. If you enter an
existing supplier GRN and TAB (or use the Finder
to select one), the Goods Received Note window
appears.

You can then select the goods received note from the
list that is to be credited. You can also view your Goods
Received Note and Purchase Order from this window.

You should only use this column, if a supplier goods
received note has been delivered with your goods.

Enter the internal order number for the item on
order. If you enter an existing order and TAB (or
use the Finder to select one), the Order Items
window appears.

You can then select the order item from the order items
list, for which you want to generate a credit note. You
can also view the Purchase Order from this window.
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If the item that has been delivered was not originally
on the order, you do not have to enter anything in
this column.

Job No. Use the Finder button to enter the job number and
cost code for this invoice.The Job Details window
appears.

Enter the number of the job to which the credit note
is to be applied, or use the Finder button or F4 key,
to select from a pop-up list of jobs.

Enter the cost code that applies to the purchase
credit note or use the Finder button or F4 key to
select a cost code from the pop-up list.

You can use the Structure button to view and edit
the cost structure set up for the job. For further
information see Using Costing Structures section in
the Working with Job Records chapter.

N/C Type in the nominal code or use the Finder button to
select from the pop-up list of nominal codes set up
in your Sage Line 50 program.

If the supplier account has a default nominal code
set up in your Sage Line 50 program, that default is
automatically used here but you can select a
different code if required.

Dept Enter the code of the department that you want to
post this transaction to. The department dealing with
the supplier is automatically displayed, however this
can be overridden. This code is used to analyse
transactions against departments in your Sage Line
50 program.

Qty Type in or use the Calculator button to enter the
product quantity that is to be credited. The quantity
to be credited will default to the quantity remaining
to be credited for the selected order of the goods
received note/order item.

Rate Type in or use the Calculator button to enter the rate
for the order item to be credited. For an order item
the default rate will be the Unit Price specified on
the order. If no order item has been selected, the rate
will default to zero.
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Details

Net

TC
VAT

Amount to Bill

Enter any text comment you want to store for the
transaction by using the Finder button or F4 key.

Enter the net credit note amount. You can type in
the value or use the Calculator button to help you
calculate the value. The default value is the quantity
multiplied by the unit price less any discount from
the order item line.

Enter the appropriate tax code for the credit note.

This box shows the VAT amount. This is
automatically calculated when you enter the net
credit note amount. You can change the value of
VAT, if necessary.

This box automatically calculates the amount to bill,
dependent on the charge type that is set up for the

job:

For Non-ordered Items:

Time & Materials/Costs plus Job, the calculation is:
[Net] + [Overhead Mark Up]

Where the overhead mark up is:

[Percentage from the selected cost code] x [Net Value]

For Fixed Price & Non-productive Jobs/Non Job
purchases the amount to bill defaults to zero.

For Ordered Items:
Time & Material/Costs plus Job, the calculation is:
[Qty] x [Chrg Rate]

For Fixed Price & Non-productive Jobs/Non Job
purchases the amount to bill defaults to zero.

The calculation is automatic but you can edit the
amount to bill for some charge types and codes.

Use the Duplicate Cell, Insert Row and Delete Row buttons from the
Create Purchase Credit toolbar to edit and copy the information in the

table.

If you enter a gross value in the Net box, you can use the Calculate Net
button, or press F9, to calculate the net and VAT values for the
currently selected line.
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Sage Job Costing automatically accumulates the Net, VAT and
Amount to Bill columns. These values appear in the Total boxes.

To close the Update Purchase Order (Create Purchase Credit) window
and save the credit notes in both the Sage Job Costing and Sage Line
50 program, click Save. To close the Update Purchase Order (Create
Purchase Credit) window without saving your changes, click Close.

When you save the details of your credit note, your Sage Line 50 Audit
Trail and Supplier account are automatically updated.
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Cancelling a Purchase Order

You can cancel an incomplete purchase order at any time. When the order
is cancelled, any outstanding committed costs are removed for each of the
job order items.

To cancel a purchase order
1. From the Purchase Orders Processing window select the order you

want to cancel.

2. Choose Status and select Cancel from the pop-up menu.

The ‘On-Order’ status for the order will be set to ‘Cancel’.

To reactivate a cancelled order

1. From the Purchase Orders Processing window select the order you
want to reactivate.

2. Choose Status and select ‘On-Order’ from the pop-up menu.

The ‘On-Order’ status for the order is now set to ‘On-Order’.

Completing a Purchase Order

Once all of the goods have been fully delivered and invoiced, the purchase
order should be marked as ‘Complete’.

When the order is completed, any outstanding order items not delivered or
invoiced will no longer be available for selection and any outstanding
committed costs are removed for each of the job order items.

To complete a purchase order
1. From the Purchase Orders Processing window select the order you

want to complete.

2. Choose Status and select ‘Complete’ from the pop-up menu.

¢ The ‘Complete’ status for the order will be set to “Yes’.

To reactivate a completed order

1. From the Purchase Orders Processing window select the order you
want to reactivate.
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2. Choose Status and select ‘Reactivate’ from the pop-up menu.

The ‘Complete’ status for the order will be set to “No’.

Printing Purchase Orders

You can choose to print your purchase orders either when the order is
created or as a batch. You can print to your printer, a file or preview the
order on screen.

To print purchase orders straight away

1.

When you have entered all of the purchase order details, choose Print
from the Purchase Order Entry window.

The Purchase Order Printing window appears.

Select the layout you require for your purchase orders from the Layout
list box.

You can edit an existing layout or create a new one if necessary.

Select whether you want print, preview or file the report from the
toolbar.

If you have selected to print the order, the Windows Print window
appears. Use this to select which pages to print and change your printer
settings if required.

If you have selected to preview the order, the Preview window appears
showing the selected purchase orders. If you are satisfied with the
order, you can send it directly to the printer by clicking Print from the
bottom of the window.

If you have selected to print the order to a file, the File Save As
window appears. Select a directory in which to store the file and enter
the filename in the File Name box. You can also select the type of file
you wish to create. Using the ‘Save File as Type’ drop-down list box,
select either Sage Job Costing Report Data Format (.SRD), Comma
Separated Value (.CSV), HTML file format ((HTM) or Text file format
(.TXT).

To print your batched purchase orders

1.
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Select the purchase order or orders you wish to print from the Purchase
Order Processing window list box, then choose Print.

The Purchase Order Printing window appears.
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2. Select the layout you require for your purchase orders from the Layout
list box.

You can edit an existing layout or create a new one if necessary.

3. Select the layout you require for your purchase orders from the Layout
list box.

You can edit an existing layout or create a new one if necessary.

If you have selected to print the order, the Windows Print window
appears. Use this to select which pages to print and change your printer
settings if required.

If you have selected to preview the order, the Preview window appears
showing the purchase order. If you are satisfied with the order, you can
send it directly to the printer by clicking Print from the bottom of the
window.

If you have selected to print the order to a file, the File Save As
window appears. Select a directory in which to store the file and enter
the filename in the File Name box. You can also select the type of file
you wish to create. Using the ‘Save File As Type’ drop-down list box,
select either Sage Job Costing Report Data Format (.SRD), Comma
Separated Value (.CSV), HTML file format (.HTM) or Text file format
(.TXT).

Producing Purchase Order Reports

You can print any standard Purchase Order reports in Sage Job Costing as
soon as you have started entering Purchase Orders. These reports show
your outstanding order or orders that have already been delivered or part
delivered. They can be previewed on the screen, printed to your printer or
saved to a file so that it can be previewed or printed later.
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. _ In this chapt
Using Job Enquiries LR

Viewing Milestones

Viewing Cost
You can use the Job Enquiries option to view the Summaries
progress and cost activity of a selected job. You can

view: Viewing Revenue

. . . Summaries
¢ The Milestones tab to see job milestones and

other information necessary to monitor the

progress of a job. Viewing Suppliers

¢ The Cost Summary tab to see the costs and Viewing Employees
budgets for a job, broken down by cost
category and code. Viewing Stock Items

¢ The Revenue Summary tab to see a summary
showing the revenue and profitability of a
job.

¢ The Suppliers tab to see a list of the suppliers
who have been used to supply the job.

+ The Employees tab to see a list of the
employees who have worked on a job.

¢ View the Stock tab to see a list of the stock
items used on a job.



Remember...

Use the filters available in the tree view to restrict
which jobs appear in the job list. For example, to
list all the jobs with a particular classification,
select the Jobs - By Classification filter, then select
the classification you require.

= [ Allahs [Job number < [Tite [status [ Classification

[ Jobs - Active 000aoz 192 Fromp. Active Small works

(] Jobs - Complete

[+(_7 Jobs - Outstanding ltems
[ Jabs - Unpasted Bills

[ Jobs - Overdue

[#-[C] Jobs - By Customer

[=+(_] Jobs - By Classification
[ <NONE>

-] Cammercial

(27 Industrial

[

(] Job Templates

You can select the job or jobs you want to display
information about from the job list on the main
desktop.

If you select jobs from the job list, you can use the
First, Previous, Next and Last buttons provided on
your Job Enquiries toolbar to step through the jobs
you selected.

“EM > M

Close First  Prewviouz  Nest Last

If you do not select the job or jobs you want from
the job list, you can either:

¢ Choose the Finder button attached to the Job number box.
A job record list appears. Use the cursor keys to highlight
the job you require and choose the OK button. The Job
Enquiries window shows details about the selected job.

¢ Type the required job number directly into the Job
number box then move the cursor to another box. If the
job number exists in your Job Costing program, the
details will appear. If the job record does not exist, a
message appears.
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Viewing Job Milestones

You can use the Milestones tab to view the default milestone dates set up
on the Job Record and monitor the completion status of the selected job.

To view job milestone details

1. You can select the job or jobs you want to enquire about from the main

Sage Job Costing desktop.

2. From the Job Details stacked toolbar, choose the Job Enquiries option.

The Job Enquiries window appears, showing the Milestones tab.

 Job Enquiriez - 000001 - Factory Office Extention _ O] x|
Fle View Help
H Cloze First  Previous — MNext Last
Hilestones | Cozt Summary | Revenue Summary | Suppliers | Emplopees | Stock |
~ Infarmation
Job na. = Ctatus IEnmpIeta - Ma Postings
Job title IFactoly Office Extention
—Job milestone:
I 0 Days left/overdue Fercertage complete I 100.00
Milestone E stimated I Actual
Start Date 01/09/19593 01/09/1339
Completion Date 3040941953 2040941339
“iew Job Record... |
|DUUUD1 - Factary Office Extention

3. Select the job record you want to view. To do this, either:

¢ Choose the Finder button located next to the Job number box on the
Milestones tab. The job record list appears. Select a record from the
list then choose the OK button to view the job record.

¢ Type the job record number into the Job number box on the Milestones
tab and then move the cursor into a different box. The job record
appears if it exists on your Sage Job Costing program.
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¢ Use the Next toolbar button or the Next Record option from the View
menu to display the next job in your selection. If you are viewing the
last job record in your selection, this option will loop back to display
the first job record in your selection.

¢ Use the Previous toolbar button or the Previous Record option from
the View menu to display the previous job record in your selection. If
you are viewing the first job in the selection, this option will loop back
to display the last job record.

¢ Use the Last toolbar button or the Last Record option from the View
menu to display the last job record in your selection.

¢ Use the First toolbar button or the First Record option from the View
menu to display the first job in your selection.

The on-screen information automatically updates to display information
about the selected job.

You can view the following details:

Status Displays the status of the job. For further
information about job status see the Entering or
Editing Job Details section of the Working With Job
Records chapter.

Job title Displays the job title.

The following details appear for each job milestone:

Days left / The number of days left before the job is complete,
overdue or the number of days by which the job is overdue.
This is calculated by:

[Estimated Completion Date] - [Program Date]
If the result is negative, the job is overdue.

Note: The program date is normally your computers
system date (today’s date). You can change the
program date via the main desktop by opening the
Settings menu and then choosing the Change
Program Date option.

Percentage Displays the percentage of the job which is

complete complete. This is a figure which you can enter or
edit from the job record or from the Job Billing
option. It is never calculated or updated by the
system.
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Milestone This table displays the two job milestones: Start
Date and Completion Date.

Estimated Displays the estimated start date and estimated
completion date for the job.

Actual Displays the actual start date and actual completion
date for the job.

To display the job record window for the selected job, choose the
View Job Record button.

For further information about entering and editing job record data, see
the Working With Job Records chapter.

To view further details about a job, select the required tab.

Alternatively, to exit from the Job Enquiries window and return to the
main Sage Job Costing desktop, choose the Close button.
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Viewing Job Cost Summaries

The Cost Summary tab summarises the costs and budgets for the selected
job. Details are broken down by cost category including the pre-defined
categories (such as labour, materials etc). For Sage Job Costing
Professional users, this also includes any additional categories you have
entered.

To view job cost summary details

1. From the main Sage Job Costing desktop, select the job or jobs you
want to enquire upon.

2. From the Job Details stacked toolbar, choose the Job Enquiries option.

The Job Enquiries window appears.

3. Use the Job Number box on the Progress tab, or the toolbar options, to
select the job record you want to view.

4. Choose the Cost Summary tab.

The Cost Summary tab appears.

{ Job Enquiries - 000001 - Factory Dffice Extention

File “iew Help

” Close: First  Previous  Mest Last
Milestones ~ Cost Summarny | Revenue Summary | Suppliers Employees | Stack. I
— Category breakdown
£~ Show cost summary
Category | To date 0/5 committed | Budget Yariance
5954.00
Material: 28227.98 0.00 2416.00 -26812.98
Miscellaneous 40$14.99 0.00 FF0.00 -3644.99
tined E7333.00 0.00 112060.00 44727.00
Overheads 11079.00 0.00 0.00 -11073.00
Stock 0.00 0.00 0.00 0.00
S ooof 11614500 -14593.97

View Transactions. .. |
Wiew Cost Structure... |

|UUUUU1 - Factory Office Extention
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5. Select the Show cost summary option to view the following details,
broken down by cost code category:

This period

Year to date

To date

Displays the sum of all net values from each
transaction that has been posted since the last period
end was run.

This value may include an overhead mark up. For
further information see the Calculating and Allocating
Overheads section of the Setting Up Your Sage Job
Costing Program chapter.

The total for all cost categories appears at the bottom of
the table.

Displays the sum of all net values from each
transaction that has been posted since the last year
end was run.

This value may include an overhead mark up. For
further information see the Calculating and Allocating
Overheads section of the Setting Up Your Sage Job
Costing Program chapter.

The total for all cost categories appears at the bottom of
the table.

Displays the sum of all net values from each
transaction that has been posted to the job. These
totals include the opening balances held against
each cost code.

This value may include an overhead mark up. For
further information see the Calculating and Allocating
Overheads section of the Setting Up Your Sage Job
Costing Program chapter.

The total for all cost categories appears at the bottom of
the table.
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6. Select the Show budget summary option to view the following details,
broken down by cost code category:

To date Displays the net values from each transaction that
has been posted, totalled by cost category. These
totals include the opening balances entered against
each cost code.

This value may include an overhead mark up. For
further information see the Calculating and
Allocating Overheads section of the Setting Up Your
Sage Job Costing Program chapter.

The total for all categories appears at the bottom of

the table.
Committed Displays the value of uninvoiced purchase orders,
Costs itemised by cost category. For further information,

refer to the Working with Purchase Orders chapter.

Budget Displays the total budget allocated to each cost
code, itemised by cost category.

The total for all categories appears at the bottom of
the table.

Variance Displays the difference from the total cost (the To
Date figure plus the O/S Committed Costs less the
Budget figure for each cost category). This value
illustrates how far under or over budget the job is at
this time.

The total variance for all categories appears at the
bottom of the table.

7. Select a category from the table and choose the View Transactions
button to display the transactions for cost codes using the selected
category.

For information about the boxes on this window see the Using Job
Billing chapter.



Using Job Enquiries

Choose the View Cost Structure button to display the cost breakdown

using the cost structure for the job. This allows you to see cost and
budget figures calculated for different levels of the cost structure. For
further information about the boxes displayed on this window see the
section Using Costing Structures in the Working With Job Records

chapter.

+ Cost Structure

4

— Cost structur

<MSCO008> Electricity

<MATO1> Fencing

<MSCO011> Dumper Truck
<0WD004: Fumiture

<MSCO12y Gas

<MATO13> Gates

<LABOD4: Labourer-Site Setup
<M5C014> JCB Hire-Substructure
<LABOT0: Jaoiner-Site Setup
<MATO19> Mizc. Site Setup Materials
=] <MSCO18> Misers

L WTITNs Sike M ahine

v

Rate per hourfitem I n.ao

Actuals
Opening bals
Thig period
‘rear to date
To date

Budgets
Budget
Wariance

I [=] Y
o | Category ITOtaI Costs
=} & <GRPO0T> Site Setup j Tupe IF
- " <MSC007T: 500 W att Tungsten Halogen Chargasble to customer -
- <MSC004> Bolt Croppers
<M5C005:> Bowser Overhead mark up % I n.oa

Huantity I Yalus I
0.00 0.0o

544.00 11763897

544.00 11763897

944.00 117638.97

Quantity Walue I
0.00 116145.00
-944.00 -1493.97

Group budget override Il

‘Wiew Transactions. ..

Frint | Close I

9. To view further details about a job, select the required tab.
Alternatively, to exit from the Job Enquiries window and return to the
main Sage Job Costing desktop, choose the Close button.
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Viewing Job Revenue Summaries

The Revenue Summary tab summarises the revenue and profitability for
the selected job. You can also view details of an individual invoice or
credit note.

To view the job revenue summary details

1. From the main Sage Job Costing desktop, select the job or jobs you
want to enquire upon.

The selected jobs are highlighted in the job list on the desktop.

2. From the Job Details stacked toolbar, choose the Job Enquiries option.

The Job Enquiries window appears.

3. Use the Job number box on the Progress tab, or the toolbar options, to
select the job record you want to view.

4. Choose the Revenue Summary tab.

The Revenue Summary tab appears.

i Job Enquiries - 000001 - Factory Office Extention

25/10/1939
210000.00
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The following details for the selected job appear in the Billing Totals

arca:

Last billed date

Billed net

Billed VAT

Total billed

Displays the last billed date for the selected job. The
date is updated every time a new invoice is posted to
the Sage Job Costing program for the selected job.

Displays the net value of sales invoices and credits
posted to the selected job. Any billed net opening
balance figures entered for the job on the Charging
tab from the Job Record window will also be
included.

Displays the total billed VAT for the job. This is
calculated by adding the total VAT from the sales
invoices and credits posted against each job. Any
billed VAT opening balance figures entered for the
job on the Charging tab from the Job Record
window will also be included.

Displays the total of the billed net and the total of
the VAT for the selected job.

The following details for the selected job appear in the Cost Totals

arca:

Last cost date

Costs to date

Overhead
mark up

Total cost

Displays the last cost entry for the selected job. The
box is updated every time a new cost entry is saved.

Displays the accumulated total costs against the
selected job. The Costs To Date is calculated as
each transactions net value plus the opening balance
values for each cost code.

Displays the total overhead mark up value applied to
each cost when the transactions are posted.

Displays the total of the Costs to date. This value
also includes the Overhead mark up value if you
select the check box on the Settings tab on the
Company Preferences window. For further
information see the Calculating and Allocating
Overheads section in the Setting Up Your Sage Job
Costing Program chapter.
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7. The following details for the selected job appear in the Revenue Totals

arca:

Billable to date

Outstanding to
bill

Price quoted

Profit to date

Displays the total of all of the Amounts to bill
entered against each transaction up to the current
date. This figure represents the total amount
chargeable to the customer for this job. For fixed
price jobs, the figure represents the price quoted.

Displays the total outstanding amount to be billed
for the selected job. This figure is calculated
differently, depending on the charge type:

For jobs with the Time and Materials/Costs Plus
charge type, this value is calculated by totalling the
Amounts To Bill for each transaction that has not
been billed yet.

For jobs with the Fixed Price charge type, this value
is calculated as Price Quoted less the Billed Net
figure.

For jobs with the Non-productive charge type, this
value will be zero.

Displays the total price quoted for the job. This
figure is entered on the Charging tab of the Job
Record window.

Displays the total profit to date for the job. This
figure is calculated by subtracting the total cost
amount from the billed net value.

8. Choose the View Billing button to display the Billing window.

The Billing window displays all of the billing information for the

selected job.

For more information about billing, see the Using Job Billing chapter.

9. To view further details about a job, select the required tab.
Alternatively, to exit from the Job Enquiries window and return to the
main Sage Job Costing desktop, choose the Close button.



Using Job Enquiries

Viewing Suppliers

The Suppliers enquiry tab lists all the suppliers used on the job. You can
display the transactions for a selected supplier.

To view the job suppliers details

1. From the main Sage Job Costing desktop, select the job or jobs you
want to enquire upon.

The selected jobs are highlighted in the job list on the desktop.

2. From the Job Details stacked toolbar, choose the Job Enquiries option.

The Job Enquiries window appears.

3. Use the Job number box on the Milestones tab, or the toolbar options,
to select the job record you want to view.

4. Choose the Suppliers tab.
The Suppliers tab appears.

1 Job Enquiries - 000001 - Factory Dffice Extention == 3
ile ‘iew Help

”EEIMJPN

Cloze First  Previous  Nest Last

Milestones | Cost Surmmary | Revenue Summary  Suppliers |Employees | Stnckl

ELEOO Electricity Board

MEMOD Menace Road Contractors
MEROI Mercret Hire Ltd

MEWwI0 Mewtown Builders Merchants Ltd
WATOM “Water Campany

WS 002 ‘wiseman Timber Products

Wiew Transactions... |

|DDDDD1 - Factory Office Extention
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10.

The following details appear for each supplier:

A/C ref. Displays the suppliers account reference.

Name Displays the suppliers name.

Choose the View Transactions button to display the Transaction Detail
window.

The Transaction Detail window shows all of the purchase invoices and
purchase credits for the selected supplier. For information about the
boxes displayed on this window, see the Entering Purchase Invoices
and Entering Purchase Credit Notes sections in the Recording Costs
chapter.

To limit the list to transactions that fall within a specific date range,
choose the Set Date Range button.

The Date Range window appears.

Enter the range of dates that you want to include and choose the OK
button.

To view further details about a transaction, select the transaction from
the list and choose the View Details button.

The further Transaction Detail window appears.

To exit from the Transaction Detail window, choose the Close button.
To exit from the Transaction Detail Activity tab, choose the Close
button.

To view further details about a job, select the required tab.
Alternatively, to exit from the Job Enquiries window and return to the
main Sage Job Costing desktop, choose the Close button.
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Viewing Employees

The Employees enquiry tab lists all the employees who have worked on the
job. You can display the employee record and the transactions for a
selected employee.

To view employee details

1. From the main Sage Job Costing desktop, select the job or jobs you
want to enquire upon.

The selected jobs are highlighted in the job list on the desktop.

2. From the Job Details stacked toolbar, choose the Job Enquiries option.

The Job Enquiries window appears.

3. Use the Job number box on the Milestones tab, or the toolbar options,
to select the job record you want to view.

4. Choose the Employees tab.
The Employees tab appears.

i Job Enquiries - 000001 - Factory Office Extention M=
File “iew Help
” Cloze First  Previous — Mext Last
Iilestones | Cost Summary | Revenue Summary | Suppliers ~ Employees | Stock. |
Emp. na Works no Sumame Forenames
2 2 McTeman Andrew Fobert
E E Fairhwrst D avid
9 9 Bampton John
12 12 Baker Stephen
13 13 Elack Jane
14 14 ‘Yates Peter, Timathy
View Tranzactions.. Wiew Emplopee Record...
|EIEIEIEIEI'I - Factom Office Extention
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The following details appears for each employee:

Emp. no. Displays the employees payroll number.
Works no. Displays the employees works number.
Surname Displays the employees surname.
Forenames Displays the employees forename(s).

To display the View Transactions window for the selected employee,
choose the View Transactions button.

For information about the boxes displayed on this window, see the
Entering Employee Time section in the Recording Costs chapter.

To display further details for the selected employee, choose the View
Employee Record button.

For information about the boxes displayed on this window, see the
Working With Employees section in the Setting Up Your Sage Job
Costing Program chapter.

To limit the list to transactions that fall within a specific date range,
choose the Set Date Range button. Enter the range of dates that you
want to include and choose the OK button.

To view further details about a job, select the required tab.
Alternatively, to exit from the Job Enquiries window and return to the
main Sage Job Costing desktop, choose the Close button.
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Viewing Stock Items

The Stock tab lists all the stock items which have been issued or returned
for the job. You can display the transactions for the selected stock item.

To view stock details

1. From the main Sage Job Costing desktop, select the job or jobs you
want to enquire upon.

The selected jobs are highlighted in the job list on the desktop.

2. From the Job Details stacked toolbar, choose the Job Enquiries option.

The Job Enquiries window appears.

3. Use the Job number box on the Milestones tab, or the toolbar options,
to select the job record you want to view.

4. Choose the Stock tab.
The Stock tab appears.

i Job Enquiries - 000001 - Factory Office Extention
File “iew Help

4 | > M

First  Previous  Mest Last

” E5|

Closz

Milestones | Cost Summary | Revenue Summary | Suppliers Emplopees ~ Stock |

Stock code I Description I

Yier Tiamsactcns. |

|UUUUU1 - Factory Office Extention
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The following details appear for each stock item:

Stock code Displays the stock code.

Description Displays the stock description.

Choose the View Transactions button to display the Transaction Detail
window.

The Transaction Detail window shows all of the stock issues and stock
returns for the selected stock item. For information about the boxes
displayed on this window, see the Entering Stock Issues and Entering
Stock Returns sections in the Recording Costs chapter.

To limit the list to transactions that fall within a specific date range,
choose the Set Date Range button. Enter the range of dates that you
want to include and choose the OK button.

To view further details of a transaction, select the transaction from the
list and choose the View Details button.

To exit from the Transaction Detail window and return to the Job
Enquiries window, choose the Close button.

To view further details about a job, select the required tab.
Alternatively, to exit from the Job Enquiries window and return to the
main Sage Job Costing desktop, choose the Close button.
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You can use Sage Job Costing to produce sales
invoices and credit notes for your customers. You
can then post these invoices/credits to your
customer’s ledger within Sage Line 50.

Using the Job Billing option you can identify the
transactions that need to be billed and transfer the
details for these transactions to an invoice.

Credit notes can be generated within Sage Job
Costing to cater for instances when invoices need to
be refunded (for example, when you have goods
returned).

In this chapter
Billing Jobs
Billing Check List

Creating Sales
Invoices

Creating Sales Credit
Notes

Posting Sales Invoices
and Credit Notes to
Sage Line 50

Printing Sales
Invoices and Credit
Notes



Remember...

The billing method (i.e. The selected charge type for the job)
and cost codes used in jobs affect billing.

Billing Methods

The billing method used in a job is specified by selecting a
Charging Type in the Charging tab of the Job Record
window. The billing method controls how the Amount to Bill
value is calculated. The billing methods available are:

¢ Time & Materials
This charging type bills the customer for the labour (plus
any mark up percentage) defined in the job’s timesheets
and for the materials (plus charge out values) defined in
the job plus any other charges. If you chose this charging
type, the cost transactions are listed and you can choose
which transactions you want to include on the invoice.

¢ Costs Plus
This charging type applies a percentage mark up to the
original cost. When you create an invoice in the Job
Billing option, you can add a final mark-up percentage to
the entire bill. If you chose this charging type, the cost
transactions you have assigned to a particular job are
listed and you can choose which transactions you want to
include on the invoice.

¢ Fixed Price
If you chose this charging type, then you can bill the
customer the price quoted (regardless of the time and
materials spent on the job) or the quantity/unit price. For
Fixed Price jobs, the cost transactions are not listed. The
billing method for fixed price jobs is defined on the
Charging tab of the Job Record window. For further
information about how to do this, refer to the section
Entering or Editing Charging Details from the Working
with Job Records chapter.

¢ Non-productive
There is no billing allowed on a non-productive job, so if
you chose the Non-productive billing method, the job is
excluded from the Job Billing option.

Cost Codes

When you set up a costing structure for a job, you use the
Chargeable to Customer check box to specify whether a cost
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posted against this code for this job will be passed to the
customer or not. Choose the Cost Structure tab within the job
record to view the cost codes for a particular job.

Billing Check Lists

Use the following check lists to help you bill your customers using Sage
Job Costing.

Creating Invoices Check List

Q

Find out which jobs have items that have not been invoiced/billed.

To view which jobs have outstanding items, from the tree view click
the Jobs - Outstanding Items filter, then select the charging type you
require. All jobs of the selected charging type with outstanding items
to be invoiced are listed in the Job List.

View details about the outstanding values to be billed. (Optional.)

To view details about the items that need to be billed, you can view
the Job Enquiries Revenue Summary tab (for details see the chapter
Using Job Enquiries). Alternatively, view the Job/Customer Status
section on the Job Billing window (for details see the section Viewing
Billing Summary Details later in this chapter).

Create your invoice.

For details see the section Creating Sales Invoices.

Print your invoice and backing sheet (Optional).

Check that the values entered on the invoice are correct. For details
see the section Printing Sales Invoices and Credit Notes in Sage Job
Costing.

Post invoice details to Sage Line 50.

Only post the invoice to Sage Line 50 if you are sure that the invoice
details are correct and you are ready to print the invoice for your
customer. For details see the section Posting Sales Invoices and
Credit Notes to Sage Line 50.
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Creating Credit Notes Check List

Q

Q

Produce your credit note.

For details see the section Creating Sales Credit Notes.

Print your credit note or backing sheet (Optional).

Check that the values entered on the credit note are correct. For
details see the section Printing Sales Invoices and Credit Notes in
Sage Job Costing.

Post credit note details to Sage Line 50.

Only post the credit note to Sage Line 50 if you are sure that the credit
note details are correct and you are ready to print the credit note for
your customer. For details see the section Posting Sales Invoices and
Credit Notes to Sage Line 50.
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Viewing Billing Summary Details

You can use the Job Billing option on the Job Details stacked toolbar to
see at a glance the total values to be billed for jobs. When you know which
jobs have outstanding items to bill, you can create your invoices

To view the billing summary details for a job

1. From the Job Details stacked toolbar, choose the Job Billing option.
The Job Billing window appears.

1 Job Billing - 000001 - Factory Dffice Extention

File Wiew Help

EETy

o / Customer selection
dob rumber [T | Tile [Fector Office Extertian
Custorer  [JAMIESON El MName [lamieson Group PLE

(~Jab / Customer statu

Status [ Bictive Peicentage complete | 100.00
Total Customer Job
Price quoted 210000.00 210000.00
Billable to date 0.00 0.00
Total billed net 210000.00 210000.00
Outstanding to bil 0oo 0.0
Profit to date 92361.03 92361.03
Last billed date 25/10/33 2610733

i~ Invoices / Credi

Irvaice:
135 Irwvoice

11942.75
11343.75 £1943.75 FPosted

Mew... Edi.. Dele Fost FBrint..

|000001 - Factory Office Extertion |

2. Select the job you want to view. To do this, either:

¢ Choose the Finder button located next to the Job number box. The job
record list appears. Select a record from the list then choose the OK
button to view the job record.

¢ Type the job record number into the Job number box and then move
the cursor into a different box. The job record appears.

¢ Ifyou selected a number of job records from the main job list, you can
use the Next, Previous, Last and First toolbar buttons to move through
your selection.

The job title appears automatically when you have entered the job
number.
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3. If only one customer has been associated with the selected job, the
customer reference and name appears automatically. You cannot
change this.

(Sage Job Costing Professional users only) If you have more than one
customer associated with the job, select the customer you want to bill.
To do this:

¢ Choose the Finder button located next to the Customer box. The
customer list appears. Select a record from the list then choose the OK
button to view the job record.

¢ Type the customer reference number into the Customer box.

When you have selected the customer reference you require, the
customer name appears automatically.

The on-screen information automatically updates to display the
following billing summary details for the selected customer and job:

Status Displays the status of the job. This can be Active,
Complete - Postings, Complete - No Postings or
Complete - Delete. This box cannot be edited.

Percentage Displays the percentage of the job which is
complete completed. This box cannot be edited.
Price quoted Customer column

This shows the price quoted to the selected customer
for the job as entered on the Charging tab of the Job
Record.

Job column
This shows the total price quoted for the job.

Billable to date  This shows the total billable amount to date. The
value is calculated differently depending upon the
charge type you have selected.

Customer column

For Fixed Price jobs, this column shows the price
quoted to the selected customer for the job, as
entered on the Charging tab of the Job Record.

For Time & Materials and Costs Plus jobs, if the job
has only one customer associated with it this is the
total of all the ‘Amounts to Bill’ entered against
each transaction. This value represents the total
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Note: You Total billed net
cannot amend an
invoice or credit
note that has
been posted to
Sage Line 50.

Outstanding
to bill

amount chargeable to the customer for this job. If there
are multiple customers attached to the job, it is not
possible to calculate a value to appear here. The note
“*customer totals are not available for this charge type”
appears in the Total column and the Customer column
shows the text “See note*”.

Job Column
For Fixed Price jobs, this shows the total price
quoted for the job.

For Time & Materials and Costs Plus jobs this column
shows the total of all of the Amounts to Bill entered
against each transaction. This represents the total
amount chargeable to the customer(s) for this job.

Customer column

This shows the Total Billed Net value calculated
from the total net value of the sales invoices and
credit notes posted for the selected customer for this
job. Any billed goods opening balance figures
entered for this job for the selected customer are
also included.

Job column

This shows the Total Billed Net value calculated from
the total net value of all sales invoices and credit notes
posted for this job. All billed goods opening balance
figures entered for the job will also be included.

Displays the total outstanding amount to be billed
for the selected job. This figure is calculated
differently depending on the charge type set for the
job.

Customer column
For Fixed Price jobs the figure is calculated as Price
Quoted minus Total Billed Net.

For Time & Materials and Costs Plus jobs, if the job
has only one customer associated with it this is the total
of all the Amounts to Bill entered against each
transaction that has not been billed yet. If there are
multiple customers attached to the job, it is not possible
to calculate a value to appear here. The note “*customer
totals are not available for this charge type.” appears in
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Note: If you Profit to date
have selected to
include
overhead mark
up in your cost
and profitability
calculations in
the Company
Preferences
option, the
profit to date
values include
the overhead
mark up total.

Last billed date

the Total column and the Customer column shows
the text “See note*”.

Job column
For Fixed Price jobs this column shows the Job
Total Price Quoted minus Job Total Billed Net.

For Time & Materials and Costs Plus jobs this
column shows the total of all of the Amounts to Bill
entered against each transaction that have not been
billed.

Displays the profitability of the job.

Customer Column

If the job has only one customer associated with it
this is the Total Billed Net minus Billable to Date.
If there are multiple customers attached to the job, it
is not possible to calculate a value to appear here.
The note “*customer totals are not available for this
charge type.” appears in the Total column and the
Customer column shows the text “See note*”.

Job Column
This column shows the Total Billed Net minus
Billable to Date.

Customer column

This shows the last billed date for the selected
customer for this job. This is updated each time an
invoice is posted.

Job column
This shows the last billed date for the selected job.
This is updated each time an invoice is posted.

This window also displays a list of the invoices and credit notes that
have been created for the selected job. The following information

appears:

No

Type

Date

Net
VAT
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This is the number of the invoice or credit note.

This shows whether the bill is an invoice or credit
note.

This shows the date the invoice or credit note was
created.

This is the net value of the invoice/credit note.

This is the VAT element of the invoice/credit note.
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Total This is the total (net plus VAT) value of the
invoice/credit note.

Status This is the status of the invoice/credit note. It can be
Saved or Posted. If the invoice has not been posted
to Sage Line 50 the status is Saved. If it has been
posted to Sage Line 50 the status is Posted.

You can create invoices and credit notes from this window. For further
information about how to do this, refer to the section Working With
Invoices and Credit Notes.
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Working With Invoices and Credit Notes

Use the Job Billing window to view a list of the saved and posted sales
invoices and credit notes for a job.

From the Job Billing window you can:

¢ Create new sales invoices and credit notes.

¢ Edit existing invoices and credit notes with the status ‘Saved’.

¢ Delete invoices and credit notes with the status ‘Saved’.

¢ Post invoices and credit notes to your Sage Line 50 program.

¢ Print your invoices and credit notes.

When you create and save a sales invoices or credit note, it is not
committed to the Sage Line 50 program and can still be edited or deleted.
To view or amend an invoice at a later date, select the invoice or credit

note from the Job Billing window then edit the details as required.

Once you post your sales invoice or credit note to Sage Line 50, you can
view the invoice details but cannot edit or delete it.
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Creating Sales Invoices

You can create sales invoices by adding item lines to the Sales Invoice
window. When you create an invoice, you must create one or more item
lines for that invoice. Item lines include costs that can be invoiced to the
selected customer.

You must decide how you will use item lines. For example, you may create
only one item line per invoice and assign all the costs to that single item.
Alternatively, you may create multiple lines for each invoice. If you use
multiple item lines then you can distinguish between different types of cost
(labour, materials, etc.) on different lines. You can also use the sales
invoice to specify VAT and carriage amounts.

If you want to post different charges to different nominal codes, you must
put each charge on a different item line. Each item line can be posted to a
different nominal code.

A cost to be recharged can only be allocated to an invoice once. Once an
item line is added and saved to a sales invoice, the item will no longer be
available for inclusion on other invoices.

When creating an invoice you need to:

U  Enter the invoice details.
O Add item lines to the invoice.
U Enter the invoice order details.

U Enter the invoice footer details.

To create a new invoice

1. From the Job Details stacked toolbar, choose the Job Billing option.

The Billing window appears.

2. From the Job number box, select the job record you want to create a
new invoice for.

3. If only one customer has been associated with the selected job, the
customer reference and name appear automatically. If you have more
than one customer associated with the job, select the customer you
want to bill from the popup.
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Note: If the
job you have
selected uses
Charge Type

Costs Plus, you
are prompted
for a mark up

percentage to be
added to the
invoice/credit
note. Enter the
percentage and
choose the OK
button to
continue.

274

Choose the New button and select Invoice from the popup menu that

appears.

The Sales Invoice window appears showing the Details tab.

Sales Invoice ]

Details I Order Details | Faater Details |

Customer address:

amieson Group PLC

Invaice no. i]

Invoice date 3040772001 5

Order number 00ms1
Customer A/C Ref  |JAMIESOH

Itern [Details [ow [t [vat |
= 0.00 .o .00

Cods__|Rate Net AT Tetals [ 000
Coage | 000 000

Gross lw

Euro gross W

ok | coneel | i |

Enter or view the following invoice details:

Customer

address

Invoice no.

Invoice date

Order Number

Displays the address where the invoice will be
mailed. The address is taken from the Sage Line 50
Customer Record but you can change the address
here if required. If the invoice has been posted you
cannot change the customer address.

Displays the sales invoice number. The invoice
number is automatically generated by Sage Job
Costing when the invoice is raised. If the invoice
has been posted, you cannot change the invoice
number.

Displays the invoice date. You can type in the date,
choose the Calendar button and select the date from
the pop-up calendar, or press F5 to insert the
program date. By default the program date appears.
If the invoice has been posted, you cannot change
the invoice date.

Displays the internal order number for the job,
which is entered on the Charging tab of the Job
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Customer
A/C ref.

Item

Details

Qty

Record window. You can amend this number here if
required but the change will not be carried through
to the Job Record window. If the invoice has been
posted you cannot change the order number.

Displays the customer’s account reference number.
This cannot be edited.

Enter the reference of the item you are invoicing for
here. To do this:

¢ Choose the Finder button located next to the Item
box. The item list appears showing all product
codes, special codes taken from the Sage Line 50
product list and the additional #C and #F codes.

If you have selected to invoice a Time & Materials
or Costs Plus job, you can also select existing costs
to bill using the #C code. If you have selected to
invoice a Fixed Price job, you can bill a fixed
amount using the #F code.

Select an item from the list then choose the OK
button to view Billing Item Line.

¢ Type the product code into the Item box.

When you enter an item code, the Billing Item Line
window appears automatically.

If you have entered the code #C and require further
information about the Billing Item Line, refer to the
section To enter billing item line details to your
invoice using the #C code (Time and Materials and
Costs Plus only).

This shows a description of the item you have
entered as stored on the Sage Line 50 Product
Record. You can change this if required, up until the
invoice has been posted.

If you want to edit any Billing Item Line Details,
choose the popup button from the Details box or press
F4.

Enter the quantity of the item that you want to bill
for. If you have already entered a quantity on the
Billing Item Line window, it appears here
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Net

VAT

VAT
Breakdown List

Totals

Carriage

Gross

Euro Gross

automatically. You can change the quantity if
required up until the invoice has been posted.

This shows the net amount to be billed for this item.
This is calculated as Unit Price multiplied by Qty
less any discount you have entered on the Billing
Item Line window. You cannot edit this box.

This is the VAT amount calculated from the Net
amount and the Tax Code as entered on the Billing
Item Line window. You cannot edit the box.

This list box breaks down all of the VAT on the
invoice into the separate tax codes. As a new line is
entered on the invoice, the values are automatically
recalculated. The list shows, for each tax code used,
the code, rate, net and VAT.

These boxes show the net and VAT totals of the
invoice.

These boxes show the net and VAT totals for any
carriage that you have entered on the Footer tab. For
further information about entering carriage details,
refer to the section To enter your sales invoice
footer details.

This shows the total Sterling gross value of the
invoice, including carriage, net and VAT totals.

If you have entered currency details in the Sage
Line 50 Currency option, the total value in euros of
your invoice appears here.

Continue entering your remaining sales invoice lines.

You can now enter your order details, such as delivery address. For
further information about how to do this, refer to the section To enter
the invoice order details.

If you want to enter any carriage details, refer to the section 7o enter
the invoice footer details.

When you are ready to save your invoice, choose the OK button. To
exit without saving, choose the Cancel button. If you want to print a
copy of your sales invoice, choose the Print button.
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Note: If you
have entered the
special code M,
the Billing Item

Line window
appears showing

the Item Code
and Description
boxes only.

To enter billing item line details to your invoice using
Sage Line 50 product codes, #F, S1, S2, S3 and M

1. From the Sales Invoice window, enter the item code you require.

The Billing Item Line window appears showing the Values tab.

Billing Item Line

Values |
-~ Detail

Item code [e0&RD00T Units  [Each

Description [\whiteboard - Dirywipe (300 1200) ;l
- Ikem detail

Quarntity Jroo [ ey | 0000 &) pscounts |

Uit price | 2000 | Discourt | 0.0000 ]

Invoice value | 20005 Tawcode |71 1750 ¥

Net | 2000 wAT | 350 &
- Posting detail

Detailz |Wh\tehoa|d - Dirywipe (900 % 1200]

Mominal code  |4000 | Department |1 Z| Revenue code A
r~ Costing detail;

™ Post stock issue
Cost Code: | =] |

2. Enter or view the following item information:

Item Code

Units

If you have entered a product code from Sage Line
50 on the Sales Invoice Details tab, the product code
appears automatically. If you have entered a special
product code (#F, S1, S2, S3 or M) the special
product code appears here. The item code that
appears cannot be changed.

This describes the unit of sale for the selected item.
For example, each, box, etc. This is for reference
purposes only.

If you have entered a product code from Sage Line 50
on the Sales Invoice Details tab, the unit of sale from
the Sage Line 50 Product Record appears here.

If you have entered special product codes #F, S1, S2 or
S3 on the Sales Invoice Details tab, no information
appears here and you can enter the unit of sale yourself.
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Description

Note: If you
are using a #F
item and a
Method to Bill
(set on the Job
Record) of Price
Quoted, the
Quantity and
Unit Price
boxes are
greyed out and
you cannot
enter any
information.

Quantity

Unit Price

Invoice Value

Net
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If you have selected a product code from Sage Line
50, the Product Record Description appears here.
If you have entered any of the special codes, the
Description box is blank and you can enter one of
your own choice.

You can change the descriptions shown here up
until the invoice is posted.

Enter the quantity that you want to invoice for here.
If you have selected the code #F, this box shows the
quantity specified for this customer less the total
item line quantity from any invoices you have
previously created for the customer.

You can change the quantity shown here up until the
invoice is posted.

Enter the unit price of the item here.

Product codes
Shows the sales price from the Sage Line 50 Product
Record.

#F code
Shows the unit price from the job record for this
customer.

S1, S2 and S3 codes

This box is left blank for you to enter the unit price
you require.

You can change the unit price shown here up until
the invoice is posted.

Product codes, S1, S2 and S3 codes
Shows the Unit Price multiplied by Quantity.

#F code

Shows the Price Quoted value from the Job Record
for this customer less the total item line net
(excluding carriage) on any previous bills.

Displays the net value of the transaction. This is
calculated as:

[Invoice Value] - [Discount Amount].

Where no discounts are shown, the Net value will
equal the Invoice Value.
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Discount %

Discount

Tax Code

VAT

Enter the discount percentage to be applied to the
transaction costs.

Product codes

Shows the Disc % as specified on the Customer Record
plus any Additional Disc as specified on the Customer
Record.

#F, S1, S2 and S3 codes

Shows the Disc % as specified on the Customer
Record plus any Invoice Value discount as specified
on the Customer Record.

To see how the discounts are made up, choose the
Discounts button. For further information about how to
do this, refer to the section To view the discount
breakdown.

You can amend the Discount % shown here up until the
invoice is posted.

The discount amount to be applied to the
transactions appears here. This is calculated from
the invoice value and the discount percentage.

Select the tax code to be applied to the item line in
order to calculate the VAT. Use the Finder button to
select a tax code from the list of codes taken from
your Sage Line 50 program.

Product codes

Shows the default tax code from the Product Record or
the Customer’s default tax code if you have selected to
Override product tax code in invoicing.

#F codes
Shows the default tax code from the Customer Record
in Sage Line 50.

S1 and S3 codes
Shows T1

S2 code
Shows T0. You cannot edit the tax code.

You can change the tax code shown here up until the
invoice is posted.

Displays the amount of VAT paid on this
transaction, determined by the net value multiplied
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by the tax code value specified. The tax code
determines what this amount will be.

Details By default, the Details box shows the information
that appears in the Description box. You can change
this if required.

Note: The Nominal Code  If you have selected a product code, the default
nominal code nominal code on the product record appears here. If
must exist in the you are using #F, S1, S2 or S3 codes, the default
accounts nominal record from the customer record appears
system. here.

You can change the codes that appear, up until the
invoice is posted, if required. To do this, enter the
nominal code for the transaction, or use the Finder
button to select from the pop-up list of nominal
codes.

Department If you have selected a product code, the default
department from the product record appears here. If
you are using #F, S1, S2 or S3 codes, the default
department from the customer record appears here.

You can change the department that appears, up
until the invoice is posted, if required.

Revenue Code  Select the revenue code that you want to post the
transaction to. The revenue code must be a postable
code.

Post stock issue  Select this check box if you want to post a stock
issue to this job. This check box is only available if
you have entered a product code.

Cost Code Select the cost code that you want to post the
transaction to. The cost code must be a postable
code. The cost code title appears automatically.

3. Save the billing item line by choosing the OK button. If you do not
want to save the item line details, choose the Cancel button.
4. Continue entering your remaining sales invoice lines.

You can now enter your order details, such as delivery address. For
further information about how to do this, refer to the section To enter
the invoice order details.
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If you want to enter any carriage details, refer to the section 7o enter
the invoice footer details.

When you are ready to save the invoice details, choose the OK button.

To print the sales invoice choose the Print button. To exit without
saving any changes, choose the Cancel button.
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To enter billing item line details to your invoice using the
#C code (Time and Materials and Costs Plus only)

1.

From the Sales Invoice window, enter the item code you require.

The Billing Item Line window appears.

Billing ltem Line

Values | Selection |
| Detail

Item cods [rC Urits |

Description ;l
~ Item detalk

Quaniy [0 5| piscowtx | 25000 ]| piscourts |

Unit price | 0.00 | Discount | 0.0000 ]

Invoice value | 000 Taweade |11 1750 =]

Mat | 0.00 | AT | 0.00
- Posting detal

Details I

Norinal code ~ [4000 Z| Depatment [T =] Reverue code E
i Costing detail;

I= | Pastistonfoissue
Cost Code | Zl

2. To select the transactions that need to be included in the invoice,
choose the Selections tab.
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The Outstanding to bill table on the Selection tab displays the
following transaction information:

Tp

Date

Cost code

Reference

Acc/Emp/Item

Denotes the transaction type. For example, PI stands
for purchase invoice, TS stands for timesheets and
MC stands for miscellaneous costs.

Displays the date of the transaction.
Displays the cost code assigned to the transaction
when it was created.

Displays the internal reference assigned to the
transaction when it was created.

Displays the account name, employee name or item
line of the transaction.
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Quantity Displays the quantity for the selected transaction.
The accumulated total of the Quantity column
appears in both the Outstanding to bill and Selected
to bill tables.

Cost+O’head Displays the net amount of the selected transaction
plus any overhead value.

Amt to bill Displays the amount that will be billed for the
selected transaction. The accumulated total of the
Amt to bill column appears in both the Outstanding
to bill and Selected to bill tables.

Note: To view further information about a transaction, select a
transaction and choose the View Detail button.

Select the transaction(s) that you want to bill, and choose the Select to
bill button. Alternatively, select the Bill all button to bill all of the
transactions in the Outstanding to bill list.

The details of the selected transaction(s) appear in the Selected to bill
list.

To clear the selections either select the transaction(s) from the Selected
to bill table and choose the Clear Selection button. Alternatively select
the Clear All button to clear all of the selected transactions from the
Selected to bill table.

If required, select a transaction from the Selected to bill table and
choose the Override Amt to Bill button to alter the amount to bill value
of the transaction.

You are now ready to enter your billing item line values.

Select the Values tab and enter or view the following item information:

Item Code #C appears here and cannot be changed.

Units If the transactions you have selected on the
Selections tab have the same units of sale, the units
appear here automatically.

Description If you have only selected one transaction from the
Selection tab, the transaction details appear here.

You can change the description shown here up until the
invoice is posted.
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Quantity

Unit Price

Invoice Value

Net

Discount %

Discount

Tax Code
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Enter the quantity that you want to invoice for here.
If the transactions that you have selected on the
Selections tab have the same transaction type and
item type (for example the same product code), the
total quantity of the items selected on the Selection
tab appear here automatically.

You can change the quantity shown here up until the
invoice is posted.

If the transactions you have selected on the
Selections tab have the same unit price, this unit
price appears here. If they have different unit prices,
this box is blank for you to enter the unit price you
require.

You can change the unit price shown here up until
the invoice is posted.

Shows the total value of items selected on the
Selections tab.

Displays the net value of the transaction. This is
calculated as:

[Invoice Value] - [Discount Amount].

Where no discounts are shown, the Net value will
equal the Invoice Value.

Enter the discount percentage to be applied to the
transaction costs.

By default the Disc % as specified on the Customer
Record plus any Invoice Value discount as specified
on the Customer Record appears.

To see how the discounts are made up, choose the
Discounts button. For further information about how
to do this, refer to the section To view the discount
breakdown.

You can amend the Discount % shown here up until
the invoice is posted.

The discount amount to be applied to the
transactions appears here. This is calculated from
the invoice value and the discount percentage.

Select the tax code to be applied to the net value in
order to calculate the VAT. Use the Finder button to
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Note: The
nominal code
must exist in the

accounts system.

VAT

Details

Nominal Code

Department

Revenue Code

Post stock issue

Cost Code

select a tax code from the list of codes taken from
your Sage Line 50 program.

By default this shows the default tax code from the
Customer Record in Sage Line 50.

You can change the tax code shown here up until the
invoice is posted.

Displays the amount of VAT paid on this
transaction. The tax code determines what this
amount will be.

Enter any text relating to posting the invoice/credit
note. This text is posted to accounts with the
nominal code.

Enter the nominal code for the transaction, or use
the Finder button to select from the pop-up list of
nominal codes.

Select the department that you want to post the
transaction to.

Select the revenue code that you want to post the
transaction to. The revenue code must be a postable
code.

Select this check box if you want to post a stock
issue to this job. This check box is only available if
you have entered a product code.

Select the cost code that you want to post the
transaction to. The cost code must be a postable
code. The cost code title appears automatically.

Save the billing item line by choosing the OK button. If you do not
want to save the item line details, choose the Cancel button.

Continue entering your remaining sales invoice lines.

You can now enter your order details, such as delivery address. For
further information about how to do this, refer to the section To enter
the invoice order details.

If you want to enter any carriage details, refer to the section To enter
the invoice footer details.
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9. When you are ready to save the invoice details, choose the OK button.
To print the sales invoice choose the Print button. To exit without
saving any changes, choose the Cancel button.

To view the discount breakdown box

1. From the Billing Item Line window, click Discounts.

The Discount Breakdown window appears.

2. The following discount information appears.

Customer
discount %

Additional
discount

Stock
quantity %

Invoice
value %

Item line
discount %

Total
discount %

This shows the Disc % from the Sage Line 50
Customer Record.

If the customer receives an additional discount as
specified on Sage Line 50 Customer Record, the
description of the discount type appears here.

If the additional discount entered on the customer
record relates to a quantity table discount, the
percentage of the discount appears here.

If the additional discount set up on the Customer
Record relates to an invoice value, the percentage
appears here.

If you have amended the discount percentage on the
Billing Item Line window, the increased or
decreased percentage appears here.

This shows the total discount percentage that the
customer will receive on this bill

2. To return to the Billing Item Line window, choose the Close button.
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Note: If are
using Sage Line
50 V6.xx you can
only choose a
different address
from your Job
Records.

Sales Invoice

Details ~ Order Details | Footer Details |

To enter the invoice order details
From the Sales Invoice window, choose the Order Details tab.

The Order Details tab appears.

Customer order detail

Delivery addr

Order no. IDSZ?A—
Tel. ne. I—
Email l—
Contact I—
Order taken by IW

Select
Fevenue cod
’V Code = Mark up % 0.00 [
Mol

(1] I Cancel | FPrint.... |

The following details appear and can be amended as required:

Delivery
address

(Sage Line 50 V7xx users and above) Displays the
selected customer’s default delivery address, taken
from the customer record in Sage Line 50. You can
change this address if required. To do this, choose
the Select button. Choose whether you want to
select a different address from your Job Record
addresses or from your Sage Line 50 accounts
addresses.

If you want to use an address that exists within your Job
Records, select the From Job Record(s) Addresses
option, scroll through the job list that appears, until you
find the one containing the address you require and then
choose the OK button. If you cannot find the address
you require, choose the Cancel button.

If you want to use an address from your Sage Line
50 accounts program, select the From Accounts
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Order no.

Tel. no.

Email

Contact

Order taken by

Addresses option. Select the account you require
and then select the correct address. For further
information about how to do this, refer to your Sage
Line 50 documentation.

Displays the order number for this customer from
the Charging tab on the Job Record window. You
can change this number if required. If you change
this number here, the order number on the job
record is not affected.

Enter the telephone number of your contact here. If
you have entered a telephone number on the Sage
Line 50 Customer Record, the number appears here
automatically. You can change this telephone
number if required. Any changes you make are not
saved to Sage Line 50.

Enter the e-mail address of your contact here. If you
have entered an e-mail address on the Sage Line 50
Customer Record, the address appears here
automatically. You can change this address if
required. Any changes you make are not saved to
Sage Line 50.

Enter the name of your contact here. If you have
entered a contact name on the Sage Line 50
Customer Record, the name appears here
automatically. You can change this if required. Any
changes you make are not saved to Sage Line 50.

Displays the name of the person currently logged on
to the Sage Job Costing program. You can enter a
different name if required.

2. In the Code box, enter the revenue code that the invoice will be posted

to.

3. For jobs with the Costs Plus charging type, the Mark up % box
displays the mark up percentage entered when the invoice was first
created. You can amend the mark up percentage if required.

Note: If you amend this value, only #C (standard cost items) attached
to the invoice are recalculated.
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If you want to keep any additional information about this invoice,
enter the details in the Notes box. These notes are for your information
only and do not appear on the printed invoice.

If required, you can enter information on the bottom of invoices by
entering details on the Footer Details tab. For further information
about how to do this, refer to the section 7o enter your invoice footer
details. If the sales invoice is complete and you want to save the
details, choose the OK button. To print the sales invoice, choose the
Print button. To exit without saving any changes, choose the Cancel
button.

To enter the invoice footer details

1.

From the Sales Invoice or Sales Credit window, choose the Footer
Details tab.

The Footer Details tab appears.

Sales Invoice

Details | Order Detsis ~ Footer Details |

—Camag
Net m = Tax code TO 0.00 2
WAT 0.00 = Gross 0.00
N/C = Dept 0 =
Consign ne, Courier 1 = _I
[~ Settlement term:
Days 1] 3: Amount 0.00
Discount % 0.00 & Tatal 2350
 Trading term:
Payment due daps 1} H: Tems I
-~ Global
NAC = Detals |
Tax code TO 0.00 'I Dept. (T =

Ok I Cancel FErint....

The following carriage details appear:

Net Displays the net value (minus VAT) of the carriage.
Leave this blank if you are not charging for carriage.

VAT Displays the VAT amount charged on the carriage,
in accordance with the tax code entered in the Tax
code box.
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N/C

Consign no

Tax code

Gross

Dept.

Courier

Enter the nominal code to which the carriage details
will be posted, or use the Finder button to select
from a list of nominal codes. Leave this box blank if
you are not charging for carriage.

You can enter a consignment number here for the
delivery of the goods on the invoice, if required. If
you have set up the www resources option in Sage
Line 50 and have access to the Internet, you can
check the delivery status of your order. To do this
choose the Browser button alongside the Courier
box.

Select the tax code which will be applied to the
carriage. You can enter a valid tax code or select a
tax code from the drop-down list. Leave this blank if
you are not charging for carriage.

Displays the gross amount for the carriage charge.

Select the department which is going to be charged
for the carriage. If no department is selected it will
default to the department selected on the customer
account. Leave this box blank if you are not
charging for carriage.

Select the courier you are using from the list of
couriers recorded in your accounts program. If you
have set up the www resources option in Sage Line
50, have entered a consignment number and have
access to the internet you can check the delivery
status of your order on your courier’s web site.

Enter the following settlement and trading terms as required:

Days

Discount %

Amount

Total

Enter the number of days, during which early
settlement discounts apply to the sales invoice. This
value defaults to the number of days specified on
the Customer Record.

Enter the discount percentage for early settlement.
This value defaults to the discount % specified on
the Customer Record.

Displays the amount of the discount.

Displays the (net invoice - settlement discount) +
carriage.
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Note: If you
enter a nominal
code here, the
whole of the
Global area on
the Footer tab is
activated and the
invoice is posted
using whatever is
entered in the
N/C, Details, Tax
code and Dept.
boxes.

Payment
due days

Terms

Enter the number of days in which payment is due
for outstanding invoices. This defaults to the value
specified on the Customer Record.

Type in up to 30 characters of text to represent the
credit terms applying to this invoice. For example,
you could enter ‘30 days’. The text you enter here
can be printed on your invoices.

Enter the following global account details as required:

N/C

Tax code

Details

Dept.

Enter a nominal code if you want to post the entire
net value of the invoice or credit note to one
nominal account. Manually enter a valid nominal
code or use the Finder button to select a nominal
code from the pop-up list.

Enter a tax code which will be applied to the global
account details. The whole invoice or credit note is
posted using this tax code. You can enter this tax
code manually or use the Finder button to select a
tax code from the pop-up list.

Enter the global account details, if the invoice or
credit note details are being posted to one nominal
account code.

Select the department that the entire invoice or
credit note will be posted to. Enter the department
code manually or select the Finder button to select
the relevant department from the pop-up list. If no
department is selected, the audit trail in Sage Line
50 will be updated with the default department code
of 0 (zero).

To save the sales invoice/credit details, choose the OK button. To print
the sales invoice/credit choose the Print button. To exit without saving
any changes, choose the Cancel button.

You have completed your invoice. You can now post the invoice to
Sage Line 50. For further information see the section Posting Sales
Invoices and Credit Notes to Sage Line 50.
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Creating Sales Credit Notes

You can create sales credit notes when part or all of an invoice is refunded
(for example, when the customer returns goods). In Sage Job Costing you
can credit the following:

¢ All stock and non stock items.
¢ All costs that have previously been invoiced (#C items).
¢ All fixed price (#F) items.

The customer account is then credited by the value of the credit note once
it has been posted.

You can create, print and edit credit notes in the same way as you create
invoices as the windows used are similar.

Remember, you cannot credit saved invoices. The invoice must be posted
before you can produce a credit note for items it charges for.

To create credit notes

1. From the Job Details stacked toolbar, choose the Job Billing option.
The Job Billing window appears.

2. From the Job number box, select the job record you want to create a
new credit note for.

3. From the Customer box, select the customer associated with the credit
note. If only one customer is associated with the job, this appears
automatically.

4. Choose the New button and then choose the Credit option.
The Sales Credit window appears showing the Details tab.

5. Enter or view the following credit note details:

Customer Displays the address where the credit note will be

address mailed. The address is taken from the customer
contact details of the job record and cannot be
amended here.
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Credit Displays the credit note number. The credit note
number is automatically generated by Sage Job
Costing.

Credit date Displays the credit note date. You can type in the

date, choose the Calendar button and select the date
from the pop-up calendar, or press F5 to insert the
program date. By default, the program date appears.

Order no. Displays the internal order number for the job,
which is entered on the Charging tab of the Job
Record window. You can amend this number here
but the change will not be carried through to the Job
Record window. If the credit has been posted you
cannot change the order number.

A/C ref. Displays the customers account reference number.
The account reference is taken from the accounts
system and is also held in the Charging tab of the
Job Record window. It cannot be amended here.

You are now ready to add item lines to your credit note.

Entering credit note information follows the same principles as for
entering invoice information. Therefore, for information about how to
enter item lines, see the section To add billing item lines. For
information about adding order and footer details, see the sections To
enter the invoice order details and To enter the invoice footer details.

For information about how to post credit notes to Sage Line 50, see the
section Posting Sales Invoices and Credit Notes to Sage Line 50.

For information about printing credit notes in Sage Job Costing, see the
section Printing Sales Invoices and Credit Notes in Sage Job Costing.
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Posting Sales Invoices and Credit Notes to
Sage Line 50

You need to post invoices and credit notes to Sage Line 50 to update your
accounts information.

When you are sure that the information is correct, you can post the invoice
or credit note to Sage Line 50.

To post invoices and credit notes to Sage Line 50

1. From the Job Details stacked toolbar, choose the Job Billing option.
The Job Billing window appears.

2. From the Job number box, select the job record containing the invoice
or credit note you want to post to Sage Line 50.

3. From the Customer box, select the customer associated with the
invoice or credit note you want to post to Sage Line 50. If only one
customer is associated with the job, this appears automatically.

4. Select the invoice or credit note that you want to post to Sage Line 50
then choose the Post button.

In Sage Job Costing, when you choose the Post button the status of the
invoice or credit note is update to ‘Posted’.

In Sage Line 50, your invoice is posted to the customer account and
can be viewed on the Customer Activity. Your credit note is posted to
customer account and can be viewed on the Customer Activity. The
invoice/credit note also updates the Sage Line 50 Audit Trail.
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Printing Sales Invoices and Credit Notes in

Sage Job Costing

Sales invoices can be printed in Sage Job Costing to send to your

customers. You can also use the print option to check the information on

the invoices before you post them to Sage Line 50.

To print an invoice or credit note from Sage Job Costing

1. From the Job Details stacked toolbar, choose the Job Billing option.

The Job Billing window appears.

2. From the Job number box, select the job record containing the invoice

you want to pri

nt.

3. From the Customer box, select the customer associated with the

invoice or credit note you want to post to Sage Line 50. If only one

customer is associated with the job, this appears automatically.

4. Select the invoice or credit note that you want to print then choose the

Print button.

The Sales Invoice Printing window appears.
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Note: For 5.

Fixed Price jobs
you cannot print
a backing sheet.
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To print the backing sheet for an invoice or credit note, select the
backing sheet layout you require and choose the Print button on the
toolbar.

If required, you can use the Preview button to display your backing
sheet on screen or use the File button to print a copy of the backing
sheet to a file.

To print an invoice or credit note, select the layout you require and
choose the Print button.

You have now printed your backing sheet, invoice or credit note.



In this chapter

Reporting and Printing

Report Designer

Running Reports
The Sage Job Costing Report Designer lets you
modify and create reports and layouts to meet your
own specific requirements.

This chapter shows you how to run reports from
within job costing. For further information about
how to create reports, refer to you Sage Report
Designer documentation.



Remember...

...if you have any further queries about any of the
procedures or options, use our on-line Help.

If you are unsure about what to do on a particular
window, press the F1 key. The procedure
associated with the window you are currently using
appears.

If you want more information on a general subject,
for example, creating reports, use the on-line help
Search facility. To do this, select the Search tab
from the on-line help and type Reports into the
‘Type the word(s) you wish’ box. For further
information about getting help, refer to the Getting
Started chapter.

Using the Tree View

You can use the filters in the tree view to restrict
which jobs are included in reports. For example,
from the tree view select the Jobs - Active filter to
include only jobs with active status in your report.

=140 Jobs Job number [ Title [status
Cafk & 00oom Jamieson Factory Unit Active
(ZJobs - Complete 000002 192 Frampton Grange - Extentsion Active
(L Jobs - Dutstanding Items 000002 Davis Court Plot 1-5 Active
(Z3Jobs - Unposted Bills 000004 Mew Road Factory Active
(Z3Jobs - Overdus 000005 Davis Court Plots 6-3 Active
() Jobs - By Customer 000006 Davis Caurt Plots 1-5 Active
(1 Jobs - By Classification 0oooo? East Hampshire Primary School Active

[ Jobs - By Analysis Type 000003 Davis Court/Mewstieet Rd New Road  Active

L (23 Job Templates

Report Designer Tips

Did you know you can:
¢ Cut and paste between reports of the same type.

¢ Cancel the running of a report by pressing the ESC key
on your keyboard.
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Reports

You can run an existing report by choosing the Reports button on the main
toolbar, and select the report type you want to run from the tree view (for
example, Cost Analysis). Then select the report layout and choose the
output option you require (either Print, Preview or File). Alternatively, you
can run the reports from the Sage Job Costing Tasks menu . Job Reports
option.

If the report (or layout) you are running has criteria enabled, the Criteria
window appears. The window lets you run the report for specific ranges of
data. Choose the OK button after entering the ranges you require. If you
leave all of the range boxes as they appeared, all of the appropriate data
will be included.

To run a cost analysis report
1. From the main Sage Job Costing toolbar, choose the Reports option.

The Reports window appears.

2. Select the a report type. If the report types are not displayed choose the
+ button next to the Reports option.

A list of available report layouts appear.

3. Select the report layout you require from the list.

: Reports M =1 E3
File Help
=}
M O & X 5 B8
Cloze Mew Edit  Delete Frint  Preview  File
E@ Reports 1] 2 |Fi|e Marne

-] Biling Layout CastdndDuantityS ummar. ..
{2 i3 [ Cost and Quantity Surmary By Grou CostAndQuantitySurmmar. ..
{28 Cost Transactions [ Cost Summary By Cost &rea Breakdown CostSummaryB yCostarea. st
~{] Employes Analysiz [ Cost Summary By Cost Cods CostSummaryByCostCode. sit
~{Z8) Job Analysis [ Cost Summary By Grouped Cost Code CostSummaryByhestedCa...

{2 Management &nalysiz
{2 Revenue Summary
{8 Setup Lists

@] Timeshest Analusis
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Select the output type you require from the Reports toolbar (Print,
Preview or File).

Depending on which report you selected, the Criteria window may
appear. This includes only those criteria that are appropriate to the
report selected.

If you selected to print the report, the Print window appears. Use this
to select which pages to print and change your printer settings if
required.

If you selected to preview the report, the Preview window appears
showing the report. If you are satisfied with the report, you can send it
directly to the printer by choosing the Print option from the bottom of
the window.

If you selected to print the report to a file, the Save As window
appears. Select a folder in which to store the file and enter the filename
in the File Name box. You can also select the type of file you want to
create. Using the ‘Save File as Type’ drop-down list box, select either
Sage Job Costing Report Data Files (.SRD), Comma Separated Value
(CSV) or Text File format (.TXT).



Reporting and Printing

Report Designer

The Sage Job Costing Report Designer is a powerful and flexible tool that

lets you create your own reports and stationery layouts. There are three
types of reports:

¢ Reports that can be edited and saved to the original filename.
¢ Reports that can be edited that must be saved to a new filename.

¢ Reports that cannot be edited.

As soon as you have installed Sage Job Costing, you can generate and print
all of the reports and stationery that most businesses need. If you use

stationery supplied by Sage, the data should fit in the pre-printed stationery
forms without adjustment.

To run the Report Designer to edit reports, choose the Reports button from
the main Sage Job Costing toolbar, select the report type and layout you
require then choose the Edit button. The Report Designer window appears
showing the selected layout.

B Report Designer - [CostAndQ uantitySummaryByCostCode. sit] [_[E]x]
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You can use the Report Designer to:

¢ Create your own report and layouts.
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Edit your own reports and layouts.

Preview a document from within the Report Designer.

Print text on your report or layout.

Remove information from a report or layout.

Choose variables from a wide selection to produce a report or layout.
Group items on a report or layout.

Sort variables on a report or layout.

Add calculations (expressions) to a report.

Set up criteria for a report.

Set up filters for a report.



Reporting and Printing

What types of reports and layouts can |
create or edit?

There are two different types of layouts supplied for reports and stationery
in Sage Job Costing. Although these different types of files have their own
separate features they work in very much the same way. So, once you

become familiar with one type of layout file, the others will be easy to use.

The different layout files are:

Report Layouts

The Report Designer includes a special Report Variable List option that
controls the information shown on your report. You can access the variable
list via the Tools menu.

You can also insert rectangles and lines.
You can create reports for:

Cost Transactions
Nested Cost Transactions
Bill Transactions

Notes

Job Analysis Types
Timesheets

Employee Rates
Miscellaneous Analysis
Job Classifications

Cost Codes

Pay Rates

Charge Rates

Job Milestones

Standard Job Analysis
Cost Analysis
Management Analysis
Revenue Summary
Purchase Order Processing
Good Received Notes
Job Customer
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Stationery Layouts

You can create stationery layouts for invoices and purchase orders.
Stationery layout files are designed to handle your every day stationery
that is printed onto pre-printed forms, such as 3-part invoice paper. They
include special layout template files to give you a background image of the
Sage stationery that they will be printed on.

Note: If you do not want to use the template, open the Tools menu and
choose Options. From the Document tab, deselect the Use Template check
box.



Using the Data
Management Features

Sage Job Costing provides you with special
functions to help you look after your data. You
should run the routines described in this chapter on
a regular basis to keep your program running
effectively.
You can use Sage Job Costing to:

¢ Back up your data.

+ Restore your data.

+ Purge transactions.

 Run period end functions.

¢ Run year end functions.

« Set a specific program date.

In this chapter
Backing up Data
Restoring Data
Purging Transactions
Period End

Year End

Changing the Program
Date



Remember

... we recommend that you take regular backups of
your Sage Job Costing data. For further information
see the following section.

Backing Up Strategies

The more backup disks you have the safer your data is
against loss. A comprehensive backup routine is
shown below:

Backup at the end of each day labelling the disks
Mon, Tues, Wed, Thurs, and Fri. Re-use disks weekly.
This allows you to go back to any day in your current
week.

Backup at the end of each week, labelling disks
Week1, Week2, Week3 and Week4. Re-use disks
every four weeks. This allows you to go back to any
week in your current month.

Backup at the end of each month labelling disks
Month 1, Month 2 etc. Keep these disks until the end
of the year. This allows you to go back to any month
in your current year.



Using the Data Management Features

Note: We
recommend that
you backup and

restore your Sage
Job Costing and
Sage Line 50
data at the same
time. This will
ensure that your
data is consistent
between the two
programs.

Backing Up Your Data

It is essential that you back up your data on a regular basis. Sage Job
Costing provides its own backup routine, but if you want you can use
another backup utility. To do this, open the View menu, choose Options
then choose the Backup tab to enter the path to the backup utility.

Sage Job Costing automatically backs up your data files using the disk
drive A. You can, however, change the backup destination and enter a
backup description.

Use the Backup option from the File menu to take a backup of your Sage
Job Costing data files. Follow the instructions given in the backup wizard.

The backup wizard remembers the settings you used for your previous
backup. To back up with these same settings, you can choose the Finish
button and bypass the rest of the wizard. Otherwise, follow the on-screen
instructions to complete the wizard.

Sage Backup

Backup Details

To create a backup with the settings below click Finish now |
Othenwize click Mext to change the settings.

Filename AvJobback.001
ob Costing Company Files ;l

Filez to include
[

Click Wiews Hiztary to wview the history of your backups Wiew History |
and restares. =

LCancel | < Back | Mext » | Finizh |
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Restoring Your Data

Restoring your data involves erasing the current Sage Job Costing data and
replacing it with the data on your back up disks. Hopefully you should not
need to restore your data, but if it is necessary Sage Job Costing makes this
process easy. Just open the File menu, choose the Restore option and then
follow the on-screen instructions.

Source file to restore

Enter or select the location of the source fils bo restare fram.

Restore from  [A-\Jobback.001

Click Browse Histary ta locate the required file from yaur Browse Histary,
backup history. i |
Click Browse Far File to lacate the actual file. Eirawss For Fle.. |

LCancel | < Back | Mext » | Eirrety |

Note: If you restore data from version 5 of Sage Job Costing, the program
automatically converts the data for use in version 8. You need to restart
your Sage Job Costing program before running it with your restored
version 5 data.




Using the Data Management Features

Note: Always
back up your data
before purging
transactions.

Purging Transactions

When you use Sage Job Costing to enter costs that are not attached to
particular jobs, these transactions are transferred to your Sage Line 50 or
Sage Payroll programs. However, they are also stored in the Sage Job
Costing database. You should periodically use the Purge Transactions
option from the Tasks menu to remove all transactions not allocated to
jobs.

To purge transactions
1. From the Tasks menu, choose the Purge Transactions option.

The Purge Transactions window appears.

Purge tranzactions

WARMIMNG: This option will purge all tranzactions that
are not allocated to a job up to but not including the
date specified below.

Date
’7F‘urge transactions pricr to |2B£D2£2DDD ]
0K I Canicel |

2. To remove transactions up to a specified date, enter the date you
require. You can use the Finder button to help you enter a date.

3. To begin the Purge Transactions routine, choose the OK button. To
close the Purge Transactions window without running the routine,
choose the Cancel button.

All transactions not attached to a job, entered up to the specified date,
are removed from the program database.
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Note: Always Using the Period End Routine
back up your
data before Use the Period End option from the Tasks menu to carry out the routine
running the “housekeeping” functions in Sage Job Costing.
Period End
routine. The Period End routine clears the period-to-date figures for all jobs,

employees and bills.

Once you have run the Period End Routine, the current period is closed.
The Period End window is updated and displays the date and time when
the Period End routine was last run. All transactions entered after this will
appear in the new period.

To run the Period End routine
1. From the Tasks menu, choose the Period End option.

The Period End window appears.

Period End | ]

Fiunning thiz routing will cloze the curent period. All
tranzactions entered from now will appear in the new
period.

MNOTE: “Y'ou should backup your data prior to running
thiz routine.

Date last ;. 26 Movember 1999 12:04.52

Cancel

2. Choose the OK button to begin the Period End routine, or choose the
Cancel button to exit from the Period End window without starting the
Period End routine. If you select the OK button, a confirmation
message appears.

3. To continue and run the Period End procedure, choose the Yes button.

To return to the Period End window without running the Period End
procedure, choose the No button.
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Note: Always
back up your data
before running
the Year End
routine.

Using the Year End Routine

Use the Year End option from the Tasks menu to carry out the routine
“housekeeping” functions in Sage Job Costing.

The Year End routine clears the year-to-date figures for all jobs,
employees, and bills.

Once you have run the Year End Routine, the current year is closed. The
Year End window is updated and displays the date and time when the Year
End routine was last run. All transactions entered after this will appear in
the new year.

To run the Year End routine
1. From the Tasks menu, choose the Year End option.

The Year End window appears.

Year End

Funning this routine will close the cunent year.
All ranzactions entered from now will appear in the
NEw Year.

MOTE: You should backup your data prior to running
thiz routine.

Date last wr: 26 Movemnber 1333 12:05.23

Cancel

2. Choose the OK button to begin the Year End routine, or choose Cancel
to exit from the Year End window without starting the Year End
routine. If you select the OK button, a confirmation message appears.

3. To continue and run the Year End procedure, choose the Yes button.
To return to the Year End window without running the Year End
procedure, choose the No button.
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enter a date that
is prior to the
financial year

your Sage Job
program, you

will be required
to confirm that

312

Note:If you

start date in

Costing

the date is
correct.

Setting the Program Date

When you start your Sage Job Costing program, the date is set to the
current system date (the date held by your computer).

The Change Program Date option allows you to set the default date that is
used throughout the program. When you press F5 to insert a date, this date
is inserted into the box. This option is particularly useful when you are
entering a lot of transactions or details with the same date, for example
your employees’ timesheets.

To change the program date
1. From the Settings menu, choose the Change Program Date option.

The Program Date window appears.

Program D ate IZB.-"DZ.-"ZDDD =

[ | Cancel |

2. Enter the date you require in the Program date box, or use the Calendar
button to select a date.

Enter the program date in the format DD/MM/YYY'Y.

3. Choose the OK button to accept the new program date and close the
window, or choose the Cancel button to exit from the Program Date
window without accepting the new program date.

The date change is only active for the current work session. If you
restart Sage Job Costing, the date is reset to the system date.
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