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Checking Equipment Usage Data Entry



Introduction

The Modular Management Series™ of project administration tools are designed primarily for
the field office to track costs as they occur during the course of a job. A variety of reports can
then be printed on site. The applications are particularly useful for remote sites, where
information from the home office may not be readily available on a timely basis.

The Equipment Tracking Module is one of several core modules designed to provide a local
database of project costs. The module is designed first as a tool to be used by the personnel in
the field to track equipment usage and maintenance costs. It is also designed to let you post
equipment expenditures against the same set of project cost codes that are used for labor and
material costs. From the database you can then print out reports such as: Internal Equipment
Cost Reports, Invoice Billing Summary Sheets Equipment Work Order Maintenance Log, etc.

This guide is arranged into sections that show you step by step how to populate a new database
and begin the process of tracking equipment related project costs.
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Part 1 - Getting Started

Setting Up a New Database

Before you can start entering Equipment Usage, Equipment Rentals or other day to day
information you first have to populate a number of tables in the database. The Company
Numbers, Job Numbers and Cost Code Groups need to be entered to create the Cost Structure.

The Rate Codes, Category Codes and Subcatgory Codes all need to be entered to create the Rate
Structure for Equipment Usage.

Fuel types should also be entered as they will be needed on the Equipment Information form
when equipment is added to the Master List of Equipment.

Once these two structures and Fuel Types are in place you can then add equipment to the Master
Equipment List.

The steps to setting up a new database are as follows:
Establish the Cost Structure:

Enter Company Numbers

Enter Job Numbers with Settings for the Cost Code Groups
Enter Cost Codes

Establish the Rate Structure:

Enter Rate Codes

Enter Equipment Categories

Enter Equipment Subcategories with rates.

Now populate the Master Equipment List with your equipment items.

You will then be ready to enter equipment usage, add maintenance workorders, rentals, etc. on a
daily basis.

The following chapters in this section will describe the various file maintenance screens and the
fields, controls and options for populating the required support tables.
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The Multiple Document Form

When you click on the Labor Tracking Module shortcut or file icon a multiple document
interface (MDI) form will appear with a plain gray background. The menu items are located on
top of the form. You can select various forms that will appear inside the bounds of the main MDI
form. If you have multiple forms open you can get them to arrange in a cascade formation by
clicking the mouse anywhere on the plain gray background. Most of the forms inside the MDI
form do not need to be expanded with the exception of forms that display the contents of reports.
Most forms can be minimized but none of the browse or data entry forms will need to be
maximized. They are designed to be used in their original size as displayed.

[ odular Management >eres - Labor 1racking mModu {1} Te:

File Time Cards Employees Cosk Structure  Suppork Tables  Reports  Work Orders  Utilities  Window  about

Figure 1.1 The Main MDI Form for the Labor Tracking Module

The caption of this form will display which Job Site is currently in use. The Labor Tracking
Module allows you to have multiple Job Sites. For more on this refer to the section on “Multiple
Job Sites” in this guide.
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The Standard Table Maintenance Form

The Labor Tracking Module uses several Microsoft Access Databases. In the main database
there are a group of tables that organize all of the information needed to report project costs.
There are interrelationships between these tables which the Labor Tracking Module will
maintain. There are a series of standard table maintenance forms that allow you to maintain the
contents of these tables. These forms allow you to browse the table contents where you can add,
edit and delete items. Many of the forms have options to view, search and print the contents of
the table. The table maintenance forms are designed to verify your entries and to generate the
appropriate error messages if an invalid item is being entered.

An example of a standard table maintenance form is displayed in Figure 1.2. This is the form for
maintaining the list of company numbers:

.

B - Company Mumbers
Mumber | Company Mame =
3 e General Services, Inc. E
10 |General Contractors, nc. [l
22 |[Electro Fab —
83 |Boomer Construction Co.
* |
-
H
>
Adld | Edi | Delete | View | Fiint | Exit

Figure 1.2 Example of the Table Maintenance Form

The keyboard actions for the table maintenance form are:

and — move up and down the list of items.

— move to top of list.

— move to bottom of list.

ol . (2
Doy
and

=
=)

— move up and down the list one page at a time.
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Enter |
—add a new item if at the line with this symbol El:[ (or the words “End of List”)

Otherwise, edit the line if data is present on that line.

| — delete an item. You will always be asked to confirm a delete. In some cases you will not
be able to delete an item if that item is related to other tables and data.

Space bar — in most cases if there is a separate field entry form the space bar will allow you to
view the entire item. In the case of company numbers all of the fields will be displayed in the
lower level field entry form. Press the space bar again to return to the main browse screen. On
some forms the space bar will bring up another browse screen of items related to the item in the
main browse screen.

There are a series of command buttons in a row at the bottom of the form that can be clicked on
with the mouse. You can also use the alt key sequence. In fact, the modules are designed for
keyboard use with very little need for the mouse, which you may find more efficient when
working with large amounts of data.

— exit the form.

There is a group of buttons on the right side of each display grid designed to let you use the
mouse to move up and down the list of items.

These buttons are:
E| Home — move to the top of the list.
@ Page Up — move up a page at a time.

El Cursor Up — move up one item at a time.

D Action Button — On a line with data, edit. On “End of List”, add a new item.
El Cursor Down — move down one item at a time.
El Page Down — move down a page at a time.

El End — move to the end of the list.
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Part 2 -The Cost Structure

Your management team probably has a good idea of what a project will cost. If the project was
awarded through a formal bid process then there is an estimate submitted by your company that
contains the total cost to the client. In addition, there are documents listing the expected internal
costs for each phase of a project, amounts for contingency, and overall expected profit. This
collection of calculations and the resulting costs is often referred to as the definitive estimate.

The scope of work of a construction project is usually broken down into phases. Each phase in
turn has a list of tasks. To track project expenditures and overall progress cost codes will be
assigned to each phase. Another sub set of these codes are then assigned to each task. There
may also be another list of cost codes for standard expenditures such as travel, consumables,
small tools, etc. Or you might be working on a maintenance contract where hours must be
posted against a work order number or some other document. Cost codes are then assigned for
each maintenance item as needed. This collection of cost codes is referred to as the cost
structure.

The Labor Tracking Module uses the following arrangement to organize the cost structure:

Company Numbers

Job Numbers

Column A Codes Column B Codes Column C Codes

The top element of the cost structure is the company number. All of the modules are designed
for multiple company numbers. Under company numbers are the job numbers. Under each job
number are three groups of cost codes. The number of cost code groups you are going to use
along with the name, type and size of each group must be defined for each job number. Cost
reports can be printed for any combination and hierarchical arrangement of these cost code
groups.

A simple example of how the independent groups of cost codes work is as follows: Lets say the
project is a business park with several buildings containing suites of offices. There are four
buildings; Building A, B, C and D. Each building has six office suites. Group A cost codes
could be the buildings. Group B could be the office suites. Group C could be each major
discipline such as Civil, Electrical, Mechanical, Structural, etc. Labor costs could be posted to
Building B, Office 4, Electrical as one combination or to Building D, Office 6, Civil as another
combination. Cost code groups B and C are used independent of group A to create the variety of
combinations needed to track job costs.
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Company Numbers

The menu selection to display the form for company numbers is found under the main menu item
“Cost Structure” and then “Company Numbers”. The keyboard sequence is Alt-C1. The
Company Number form is displayed below. Refer to the section “The Standard Table
Maintenance Form” for information on how to use the controls on this form.

e o

B - Company Mumbers
Mumber | Company Mame =
3 e General Services, Inc. E
10 |General Contractors, nc. [l
22 |[Electro Fab —
83 |Boomer Construction Co.
* |
-
H
>
Adld | Edi | Delete | View | Fiint | Exit

Figure 2.1 The Company Number Browse Form

You may never need to enter more than one company number. However, the modules are
designed to use multiple company numbers as part of the overall design of the cost structure. All
cost related data and options for reports require a company number/job number pair to be
selected.

To view the entire contents of a company number entry press the space bar. The data entry form
for company numbers will appear with all of the fields displayed.
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When you Add, Edit, Delete or Display a Company Number the data entry form in Figure 2.2

will appear:

-

B Company Mumbers - Edit

-

Compary Mame:
Address:

City:
statef/Zip/Flus4:
Fhorne:

Fax:

Logo File Mame:

Company Mumber:

Infarmation Line #1:

Infarmation Line #2:

o

|Genera| Cantractors, Inc.

|1 341 Commercial Dr.

|Anchnrage

|AK 99501 |8577
| (907) 5221300
| (907 522-3531

|F'rL||:|h|:|E Bay Shop (907) 555-1234 Fax (907)555-5673

|F'rL||:|h|:|E Bay Office (307) 55513456 Fax (307) 555-9876

|GCIDgD.hmp

Default Text for Crew Sheet Signasture Lines

Company:  |Gen. Con.

Cliert: |gp

ﬂ

Conoral’

Contractons

Update | LCancel |

Figure 2.2 The Data Entry Form for Company Numbers

Besides the standard fields for company name, address, etc. you will notice the Default Text for
Crew Sheet Signature Lines. These fields allow you to enter abbreviations for the company
name and client name. The fields can be changed from job number to job number but you can
put the default text in these fields. There is also a text box for entering the file name of the
optional company logo bit map file. This file is stored in the MMSMedia folder. This media
folder must be placed in the same folder as the application (LTS.exe) file.

Besides the tab key you can move from one field to the next by pressing the enter key.

To save a new item or changes press Alt-U or click on the update command button. To exit the
form without making any changes press the Esc key, Alt-C or click on the Cancel button. When
viewing press the space bar to exit back to the browse form.
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Some documents printed by the modules use the company logo. An example is the Repair
Orders in the Equipment Module. The logo should be a bit map image stored in the MMSMedia

folder. Click on the =| button located within the Logo File Name text box and the File Selection
Form in the figure below will appear.

-

E3 Select a Bitmap Image File g@ﬁ

File Lacation: =:\Program Files'LTSWhSMedia S Clogo bmp

Drives

|IQ|:: j

Eolders Double Chck on a File Falder to Select

[ [
3 Program Files

ALTS
Y MMSMedia

BMPF Files

AdamzAnitad, brp ”
Adamzdnitadl DT brop |
Adamzdnitadl D2 brmp
AdamzAnitad| D3 bmp

Select Cancel

Figure 2.3 Logo File Name Selection Form

The preview window should then display the logo image after you have made your selection.
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When you click M or Alt-P on the company number browse form the following report form
appears:

o 1

B3+ Print Company Humbers g@

E- ] 1M P o - 5

Compay Humbers

T Mamr Canm sy M Fics iy Btm £

[

Report Finizhed, Press 'F* to Print Max View | Exit |

Figure 2.4 List of Company Numbers Report Form

To print the report press <P> or click on the printer icon: "Z# | at the top of the report window.

Click M (or Alt-M) to fill the screen with the report viewer. Before doing this maximize
the module’s Main MDI Form first to fill your entire screen with the report viewer. To exit this

Esc | :
form you can press . (or Alt-X) or click on M
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If you clicked MI the report window will expand to the limits of the module MDI form as
shown below.

[ﬁ Modular Management Series - Labor Tracking Module  Job Site: ANCHORAGE - [Print Company Mumbers] =0 m
B« File Time Cards Employees Cost Structure  Support Tables  Reports  Work Orders  Utilities  Window  About E ,='-|—VJ
Mazximiz

il il Il 3 O - N Il i .

Cotrpany Manbers

Addrms

51T N L) P Y

Report Finizhed, Press 'P' to Print Restare |

Figure 2.5 Report Viewer Window after Clicking the “Max View” Button

You can click on the left mouse button to zoom in and click on the right mouse button to zoom
back out. If you zoom in enough so that the scroll bars appear you can then hold down the left
mouse button and move the report around in the window.
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Job Numbers

Before entering any job numbers you need to define the job number settings. To do this select
Main Menu option “Utilities” and under this click on menu selection “2 — Job Site Settings”. The
keyboard sequence is Alt-U2. The System Setting Form in Figure 2.6 will appear.

B Settings for Job Site: ANCHORAGE (=)
All Hodules T Labor T Matenals T Equipment T Imvaizing
Job Humber Settings

Job Mumber Type: |H] [C - Characters or M - Humbers Only)

Job Humber Size: |4_ [Length can be 1 to 8 characters/digits] Hefresh Job Numbers |

Error Sound Selection

Errar Alert Sound: |[nn:-ne] j Play Sound

Update E xit

Figure 2.6 Job Site Settings — All modules Tab

In the above form the user has selected numeric only job numbers with a maximum length of 4
digits. The job number settings must remain the same for an entire Job Site However, if you are
using multiple Job Sites the settings can change from Job Site to Job Site. See more about using
multiple Job Site in the chapter “Using Multiple Job Sites”.
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The menu selection to display the form for job numbers is found under the main menu item
“Cost Structure” and then “Job Numbers”. The keyboard sequence is Alt-C2. The Job Number
Browse Form is displayed in Figure 2.7a. Refer to the section “The Standard Table Maintenance
Form” for information on how to use the controls on this form.

-

B Job Humbers E]
Company Mo 10 General Contractors, Inc.
Job Mumber [ Job Mame Remarksz =
[ 3 100 Store-d-Lot "W arehouze Project In House Project ;
200 Crestview Condominiums |
300 R aven Elementany School Renovations =
340 E agle Elementary School B enovations
400 Big Corporation Office Building -
talal Big Block Store ™
779 lhrctic Mini bal [ -
208 The Green Machine ShopMw arehouze >
Add | Edit | Delete | Errint | Search | Coztcodes | Settings | Clone | E uit

Figure 2.7a The Job Number Browse Form

The company number and name to which the job numbers are related is displayed at the top of
the form. The job number, job name and remarks are entered directly into this data grid.

In addition to the standard buttons for Add, Edit, etc. you will notice several others located at the
bottom of the form. The buttons allow you to search the table for a specific job number, enter
cost code settings, enter job number settings and clone a job number. Each of these options will
be explained in the next few pages. At the top of the form is a user control to select another
company number. To activate this control click anywhere on the control and the text box for
company number will turn on so that you can enter a different company number as shown in
Figure 2.7b.
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B+ Job Humbers E]
Company Mo: |2 =| General Contractors, Inc.
Job Murber | Job Hame Remarks =
] 100 Shore-4-Lot "Warshouse Project In House Project E
200 Crestview Condominiums -
300 R aven Elementary School Renowvations =
340 E agle Elementary School B enoyvations
400 Big Corparation Office Building -
L) Big Block Stare I
779 JArctic Mini Mal [
oaa The Green Maching ShopMw arehouze >
Add | Edit | Delete | Print | Search | Coztcodes | Sethings | Clone | E it

Figure 2.7b A New Company Number has been Entered in User Control at Top of Form

Enter
To exit this user control after keying in a new company number press and the display
will change to show the job numbers related to the new company number you have entered as
shown in Figure 2.7c:

B+ Job Mumbers E]

Compaty Mo 2 General Services, Inc.

Jaob Murnber | Jab M arme Remarkz e

| 3 100 kL% Fadio Tower Erection ;

+ -
=
1w
-
>

Add | Edit | Delete | Prirt | Search | Costocodes | Se;tings| Clone | E xit

Figure 2.7c After User Control is Exited New List of Related Job Number is Displayed
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When you click on the “Search” button or press Alt-S the following search form appears:

-,

B3 Search Job Humbers

Job Numberz for Company: 10

1. Type the firzt few characters you are looking for.

2. Click an the desired itern and then click Select .

Job # Description =
100 Store-b-Lot YW arehouze Project ;
200 Crestviews Condominiums Al
300 Raven Elementary 5chool Renovations —
340 Eagle Elementary School Renovations
400 Big Corporation Office Building
h55 Big Block Store
Firs Arctic Mini k2l
293 The Green Machine 5hoparehouze
300 West Wind Condos —
1000 Jemeo Center Office Building Jad
1100 Grand Gardens Greenhouses i
111 Benson Office Center i

To zearch by the other column | 5 elect | C | |
click on title bar of that colurmnn. i Sk

Figure 2.8 The Job Number Search Form

To search for a job number enter the number in the text box at the top of the form. In this
example, the job numbers are set up as 4 spaces long, so if you are looking for a three digit
number you must enter the leading space and then the three characters.
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If you want to search for a job number by the job name then click on the gray “Description” title
bar. The search window will now display the job numbers in order of the job name as illustrated

below:

B3 Search Job Mumbers

=,

Job Humbers for Company: 10

1. Tupe the first fews characters wou are looking far.

2. Click on the desired item and then click Select .

Job #
773
1N
555
400
200
340
1100
3000
1000
300
100
8e8

Dezcription

Archic Mini Mall

Benson Office Center

Big Block Stare

Big Corparation Office Building
Crestview Condominiuns

E agle Elementary School Aenovations
Grand Gardens Greenhouses

Handy Hardware Stare

Jemzo Center Office Building

R aven Elementary 5chool Benovations
Store-A-Lot warehousze Project

The Green Machine ShopSw arehouse

To zearch by the other column
click on title bar af that calurn.

Lp 2|0

|4 [44] 4 |

| Select | Cancel |

Figure 2.9 The Job Number Search Form — In Order of Job Name

Note that the Description Column heading is now a light grey color.
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Now type in the first few characters of the job name and the active bar will move to the first
occurrence of those characters. If the characters cannot be found the bar will not move.

-,

B3 Search Job Mumbers

Job Humbers for Company: 10

1. Tupe the first fews characters wou are looking far.

leagle

2. Click on the desired item and then click Select .

Job # Dezcription ry
340 E agle Elementary School Fenovations ;
1100 Grand Gardens Greenhouses al
3000 Handy Hardware Stare =
1000 Jemzo Center Office Building
300 R aven Elementary 5chool Benovations
100 Store-A-Lot warehousze Project
patata] The Green Machine ShopSw arehouse
300 West Wind Condos
End of List —
-
3
x

To zearch by the other column | £ elact | Cancel |

click on title bar af that calurn.

Figure 2.10 Active Bar Has Moved to Job Name with Search String

To make you selection click on @l or press the Enter key.
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To set up the cost codes for your job number click on % or press Alt-C to bring up the
Job Number Cost Code Settings sub form as displayed below:

B Job Humber Cost Code Settings E]
Compary Number: 10 General Contractors, Inc.
Job Mumber: 100 Store-4-LotWarehouse Project

Group & Cozt Code Settings

Cost Code Mame: |Area| Type: ||3_ Size: lq_

Client Code Mame: Load Defaults

Set Defaultz

1
il

Group B Cogt Code Settings

Cost Code Mame: |Phase Type: |N_ Size: |4

Client Code Mame:

|
il

Load Defaults

Set Defaultz

Group C Cozt Code Settings

Cozt Code Mame: |Opcode Type: |N_ Sizer |4

|
i

Client Code Marme: Load Defaults

Set Defaulks

Update | Cancel |

Figure 2.12 The Job Number Cost Code Settings Form

This sub form allows you to enter the name for each cost code group, the type and the size. The
maximum size for a cost code is 15 characters. This form is where you also enter the name of the
Client Code. This code is used in reports that are submitted to the client such as Invoice
Summary Sheets.

If the cost codes are going to be consistent from job number to job number you may want to

Set Defaults

store your settings as the cost code defaults. To do this click on the button. Later,

when adding another job number you can click on the M button to load the default cost
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code settings for each group. You can use one, two or all three groups depending upon your
needs. To save your settings click on the update button or Alt-U.
There are a number of job number settings available to you to configure how the Labor Tracking

Module functions when entering time. To select the Job Settings form click on the ==

button or key in Alt-T to display the form below:

B Job Humber Settings E]
Company Mumber: 10 General Contractors, Inc.
Job Mumber: 100 Store-A-LotWarehouse Project

Default Job Cost Constant: |9.T33423|:||:||:|

Text for Crew Sheet Signature Lines

Compary: |GC Cliert: | Stormore

Timecard D ata Enty Optionz

v Enter/Edit Crew Mumbers? Load Defaults
| Enter/Edit Agreement Codes?

[v Enter/Edit Postion and Class Codes? Set Defaults
v Enter/Edit Time Codes?

v Enter/Edit Bates?

v Enter/Edit Daouble Time?

v Update Emplovee Pozsition/Class Codes when Time is Entered?
v Update Employee Codlob/Costcodes when Time iz Entered?

v Update Emplovee Crew Mumbers when Time iz Entered?

[~ Check Burden T able for % alid Agreement/Position/ Clazz Codes?

[ Werify Cost Code Combinations?
I Turn OF Auta Hew Line?

Default Ending 0'ay for Timecard Clone Option
" Friday {+ Saturday " Sunday

Update | Cancel |

Figure 2.13 The Job Settings Form

There are two text blocks to enter the abbreviations for the company and client names. There are
a series of check boxes to select timecard data entry options. Some are obvious, like the
Enter/Edit options which turn on or off various columns in the time data entry form. These
options are followed by three options on how you want to update the master employee file with
the latest time entered for an employee. If you are using agreement codes there is an option to
insure there is a valid combination of agreement/position/class cods in the line of time. Also, on
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some jobs, you may want to restrict the combination of cost codes that can be entered. This is
used only if you are using an expanded cost code structure such as work orders the can have one
to three related cost codes. The auto new line feature will jump down a line in the time entry
screen in preparation for a new entry. The default ending day for time card clone basically says
that if you are going to clone a weeks of time what day of the week does the clone option stop at.
If you have staff or other employees with time posted to a regular group of cost codes the clone
option allows you to enter Monday’s time and clone the rest of the week.

There are buttons available for setting the defaults and loading the defaults when entering a new
job number. To save your settings click on the update button or press Alt U.

You may need to create a new job number where the cost code groups, position codes, and class
codes are the same or similar to an existing job. Since these items are always related to a
company/job number pair the Labor Tracking Module allows you to clone a job number. This
means you will not have to reenter cost codes, position codes or class codes again under the new
company/job number pair.

To clone a job number click on ﬂl or press Alt-L. The Clone a Job Number form will be
displayed:

B3 Clone a Job Mumber
Clone From:
Company Mumber; 10 General Contractors, Inc.
Job Mumber: 100 store-4-LatWarehouse Froject
Clone To:
Carnpary Number: 11 =| General Contractars, Inc.
Mew Job Number: |55EI |St|:|re tore Warehouse

[v Clone Cozst Code Group &
[v Clone Cost Code Group B
[v Clone Cost Code Group C
[+ Clone Postion/Class Codes
[v Clone Agreements

[v Clone Equipment Cat./Subcats,
Start | E xit |
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Figure 2.14 Clone a Job Number Form

The form allows you to select a target company and job number pair. There are check boxes to
select which of the support tables you wish to clone for the new job number. To begin the
process click on the Start button or enter Alt-S. After starting the form will display the progress
and let you know when you have successfully cloned a job number.

The print options for job numbers are on the Job Number Report form. Click on the print button
or press Alt P to display this report form:

A

B+ Print Job Humbers ]
el M slwl @ [+ g

{| Diata Sheet for: 100 - Store-4-Lat Warehouse Project

Gog2 | Data Sheets for All Job Murnbers

Go 2 | List of Job Mumbers E it |

Figure 2.15 The Print Job Numbers Form

You can print a data sheet for the job number you are currently at on the browse form , data
sheets for all job numbers, or a list of job numbers for the current company number selected in
the browse form.
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Cost Code Groups

The menu selection to display the form for Cost Code Groups A, B and C is found under the
main menu item “Cost Structure” and then “Cost Code Group A”, etc. The keyboard sequence is
Alt-C3, 4, or 5. The Cost Code Group form is displayed below. Refer to the section “The
Standard Table Maintenance Form” for information on how to use the controls on this form.

B3+ Cost Code Group: Area E]
Company Mo 10 General Contractors, Inc.
Job Number: 100 Store-A-Lot Warehouse Project
Area Dezcription MR | Staff AT Craft /T Invoicing Code Approver Code |
p (1000 Site Preparation 4587584 i wilzan E
1001 Foundation 4559854 Srith [l
1002 Steel Erection 4533337 Il wilzamn I
1004 Esterior 4585712 amith
1005 Roof h234712 b wilzon
2001 Interior - Shop Space h239874 zrith
2002 Interior - Office Space 2304734 amith
2003 Interior - Mechanical Space 2h47841 amith
3032 Interior - Lighting R4 78658 zrith
4000 Interiar - Floors 2545374 Stk
aaluli] Surveying E937452 bfuilz0n L
G000 Fiping R34 bl wilzan hd
2000 M aterials Testing 4787444 b wilzion ?
2500 Landzcaping RRE3393 b ilzon >
add | Edi | Delete | Pt | End | Seach | Exit

Figure 2.16 The Cost Code Table Maintenance Form

To select another Company/Job Number Pair click on the control at the top of the form. When
activated the text boxes will appear as shown in the figuree below:

Cormpany Ma.: {10 =| General Cantractars, Inc.

Job Nurber: | 100 =| Store-A-LotWarehouse Project

Figure 2.17 Company/Job Number Selection Control After Activation.

Once it is activated the text boxes will appear along with the item search buttons. You will now
be able to enter a different company number and job number. To exit this control press the

Enter
i
key.

Cost codes are displayed for a unique company/job number pair. The columns are:



Cost code — 1 —15 characters in length, alpha numeric or numeric only depending upon the job
number cost code settings. Notice the heading for this column is the name assigned to this cost
code group in the job number settings.

Description — Can be up to 50 characters in length.
N/R — Non-reimbursable designation A Yes/No field. Line items with a Cost Code that has
been designated as non-reimbursable will not be included on invoice summary reports used as

backup to client invoicing.

Staff ULC - Staff Upload Code — Optional code used by the Labor Tracking Module payroll
upload utilities that transfer time to home office accounting systems.

Craft ULC — Same as Staff ULC but for time with a position code designated as craft.
Invoicing Code — This code is used by the Electronic Invoicing Module.

Approver Code —used when creating electronic invoices in the form of text files submitted to
the client.

Besides the standard Add, Edit and Delete command buttons the other command buttons on this
form are:

it | _ print a list of Cost Codes.

ﬂl - Find a Cost Code. Allows the user to enter a cost code when the complete code is
known.

3=areh | . search for a Cost Code. Allows user to enter first few characters of the cost code to

see if there is a match.
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Part 3 — The Equipment Usage Rate Structure

The Equipment Tracking Module has a group of tables designed to allow you to establish rates
for equipment usage. These tables consists of the equipment category and related subcategories
along with a rate code. The category/subcategory pair of codes narrows the rate list down to a
specific equipment type. The rate code then allows you to create a set of rates for that specific
category/subcategory pair for several situations. Some examples of rate codes might be day
shift, night shift, 12 hour day, 24 hour day and standby. There is a separate rate structure for
equipment rentals. Equipment Usage Rates are entered for a specific Company/Job Number

pair. The Job Number Clone procedure allows you to clone rates established for an existing job
to a new job number.
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Rate Codes

From the main menu select “Equipment” then “7 — Rate Codes” to display the Rate Codes
Browse form as shown below. The keyboard shortcut is Alt-E7. Refer to the section “The
Standard Table Maintenance Form” for information on how to use the controls on this form.

ok R ate Codes = |
Compary Mumber: 10 General Contractors, Inc.
Rate Code |Descrption Irvoice UOM |
] D1ay Shift HRS E
M Might Shift HRS P
R Fental E& B
5 S tandby Ex
End of List.
-
-
-
x
Add | Edit | Delete | Print | Select Company Exit

Figure 3.1 The Rate Codes Browse Form

The Rate Codes Browse Form allows you to perform all of the standard table maintenance
functions such as add, edit, delete, and print.

The rate codes are related to a specific Company Number. To select another company number
click on the Ml button (keyboard shortcut is Alt-C).

Rate Codes allow you to establish several different rates for a unique Category/Subcategory pair.
At least one Rate Code is needed before you can enter rates under individual Subcategories.

The columns are:
Rate Code - Text field, 1 character in length.
Description — Text field, 40 characters in length.

Invoice UOM - Invoice Unit of Measure (Used in Electronic Invoicing).
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Equipment Categories

From the main menu select “Equipment” then “2 — Category/Subcategory Codes” to display the
Equipment Category Codes Browse form as shown below. The keyboard shortcut is Alt-E2.
Refer to the section “The Standard Table Maintenance Form” for information on how to use the
controls on this form.

ok Equipment Category Codes !E[E

Company Murnber: 10 General Contractors, Inc.,
Job Mumber: 1010 Store-A-LotWarehouse Project

Categaory Code | Dezcription =
1000 i Compressors E
1100 E ackhoes/Trenchers a
1200 Bulldozers: I
1300 Buzesans
1400 Dozer
1500 Loader
1600 Eucavator -
1700 (Erader >
1800 Crane |-
1900 il >

Add | Edit | Delete | Print | Search | Select Co.Alob Pair | Browse Subcateguriesl E =it |

Figure 3.2 The Equipment Category Codes Browse Form
The columns are:
Category Code - A six character alphanumeric string.
Description — A 50 character string.
The Equipment Category Codes Browse Form allows you to perform all of the standard table
maintenance functions such as add, edit, delete, print and search. It also has some additional

buttons which are:

Select Co Aob Pai | Allows you to select a Company Number/Job Number pair. Keyboard

command is Alt-C.

Browze Subcategornies

|- Clicking on this button will display the Equipment Subcategory Codes
Form. Keyboard command is Alt-B or Spacebar.
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Equipment Subcategories

Browze Subcategaries

When you click on the | button in the Equipment Category Codes form the
Equipment Subcategories Form in Figure 3.2 is displayed.

% E quipment Subcategories M= EL

Co. Humber: 10 General Contractors, Inc.
Job Mumber: 1)) Store-A-LotWarehouse Project
Cateqory Code: 1000 Air Comprassors

Subcategony | D escription
A0 i Compressors Level 1

ACDZ A Compressors Level 2
ACO3 A Compressors Level 3
End of List

L 4[] 4] [ » [pe]p

tdd | Edt | Delete| Frint | Seach| Rates | Exit

Figure 3.3 The Equipment Subcategories Browse Form
The columns are:
Subcategory Code — A four character alphanumeric string.
Description — A 50 character string.

The Equipment Subcategories Browse Form allows you to perform all of the standard table
maintenance functions such as add, edit, delete, print and search.

The related Company/Job Number pair and Equipment Category are displayed at the top of the
form.

Batez

To enter rates under a specific Subcategory Code click on the button or use one of the

keyboard shortcuts Alt-R or Spacebar.
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Subcategory Rates

When the ﬂl button is pressed in the Equipment Subcategories Browse Form the
Subcategory Rates Browse Form in Figure 3.3 is displayed.

&% Subcategory Rates M=l e
Category Code: 1000 Ajr Compressars
Subcategan: ACO1 Ajr Compressors Lewvel 1
Rate Code [R/C Descrption Biling Rate | |/H Rate | Fuel Type | Invoice Code =
] Dray Shift 15,78 1267 CO jADo0d ;
M Might Shift 24,45 14.56 OO jA0o0z2 w
R Rental 34.00 15.34 CO jaoood —
5 5 tandby 19.55 15.45 CO jaooo3
End of List |
-
-
.
x
add | Edt | Delete| Pint | Rates By Starting Date Ext_|

Figure 3.4 Subcategory Rates Table Maintenance Form
The columns in this form are:
Rate Code — A one character string selected from a table of valid Rate Codes.
Description — Displayed when a valid Rate Code is selected
Billing Rate — Numeric field with 2 decimal places.
I/H Rate — In House Rate, a numeric field with 2 decimal places.
Fuel Type — 2 character string selected from a table of valid Fuel Types.
Invoice Code — Optional 6 character string used for Equipment Usage Invoices.

If a rate changes over time you can enter the rate change with the appropriate starting date by

cIicking on the Rates By Starting D ate |

Spacebar.

button or using one of the keyboard shortcuts Alt-B or
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Subcategory Rates by Starting Date

When the _Fates B Starting Date | button is pressed in the Subcategory Rates Browse Form the
Subcategory Rates by Starting Date Browse Form in Figure 3.4 is displayed.

a% Subcateqgory Rates by Starting Date (= =] |

Category Code: 1000 Air Compressors
Subcategory: ACO1 Air Compressors Lewvel 1
Fate Code: D Day Shift

Date Text Date Biling Rate | [/H Rate |&
0240142000 (Tuesday, August 1st, 2000 16.89 12E7 E
End of List. I

tdd | Edt | Delete | E it

L M [44] 4]

Figure 3.5 The Subcategory Rates by Starting Date Browse Form

The columns in this form are:
Date — A ten character string.
Text Date — Displayed when a valid date is entered.
Billing Rate — Numeric field with 2 decimal places.

I/H Rate — In House Rate, a numeric field with 2 decimal places.
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Part 4 — Master Equipment List

The Master Equipment List contains all of the equipment items that the Equipment Usage,
Equipment Fuel Usage and Equipment Rentals relate to. The Master Equipment List is an
independent table, the items are not related to a specific Company Number/Job Number pair.
However, the default settings for Company Number, Job Number and Cost Codes can be entered

for each piece of equipment. These default settings then appear when keying in Equipment
Usage information if the defaults are not blank.
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Master Equipment List Browse Form

From the main menu select “Equipment” then “1 - Equipment” to display the Equipment List
Browse form as shown below. The keyboard sequence is Alt-E1. Refer to the section “The
Standard Table Maintenance Form” for information on how to use the controls on this form.

=% Equipment List M= 3

Tag # [Equipment # Drescription ear | Coo#) Job# | Crew| Categore | Subcat [Rate Code| Status  |&
1 |00 CAT, 966G, LOADER 2000 | 10 100 3 B 10 D E
2 02 CAT, 966G, LOADER 2000 | 10 100 3 B 10 M =
3 03 CAT, 9660, LOADER 2000 | 10 100 3 B 1 D —
4 (104 CAT, 9660, LOADER 2000 | 10 100 3 B 1 1]
5 105 CAT, 980F, LOADER 2000 | 10 100 1 B 10 1]
B [106 CAT, 14H, GRADER 2000 | 10 100 1 1] 10
707 CAT, 16H, GRADER 2000 | 10 100 1 1] 10
8 08 B" Purnp Module 2000 | 10 100 2 i 10
9 109 GBC, 400E, ROCK TRUCK 2000 [ 10 100 2 H 10
10 110 GBC, 400E, ROCK TRUCK 2000 | 10 100 2 H 10
11 [N FORD, UM, MECHAMIC TRUCE 2000 | 10 100 1 K. 10
12 112 FORD, UM, LUBE TRUCE 2000 | 10 100 3 K. 20
13 (113 GMC, 2600, FUEL TRUCK 2000 | 10 100 3 K. an —
14 [114 GMC, 3500, 2000 GAL FUEL TRUCE 2000 | 10 100 3 K. an ;
15 115 FORD, F350, CREW CAB 2000 | 10 100 4 ] 10 hd
16 [116 FORD, F350, CREW CAB 2000 | 10 100 3 ] 10 >
add | Edt | Demte| wiew | i | End | search| Eat_|

Figure 4.1 The Master Equipment List Browse Form

The Master Equipment List Browse Form allow you to perform the standard table maintenance
functions such as add, edit and delete. It also has some additional buttons which are:

22w |- Allows you to view the entire contents of an equipment record. Keyboard commands

are Alt-V or Spacebar

Prirt

- Clicking on this button will display the Equipment List Report Form with options to
print individual data sheets or the Master Equipment List. Keyboard command is Alt-P.

Find

- Find an equipment item by keying in the tag number. Tag numbers are assigned by the
program and are used to connect equipment usage, rentals, etc. to the equipment record. They
cannot be changed by the user. They are easier to use than the longer equipment numbers when
equipment usage is key punched into the equipment usage data entry form. Keyboard command
is Alt-F.

ﬂl - Search for an equipment item using the standard search form. Keyboard command is
Alt-S.
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Equipment Information Form

The Equipment Information Form displayed below is as it appears in edit mode.

ok E quipment - Edit !E
Equipment Number: 100 ﬂ Tag Mumber: 1
bake:
bodel: IQEEG
Type: |LOADER

“ear: 2000

:

serial Mumber: |034Y91 L2CW343K34089
Company Mumber. 10 =

Job Mumber; I 100 j Store-f-Lot Warshouse Project
Crew: |3
Category Code: B =| Loader

Sub Code; |1 0 =I 966G Dwhed
Rate Code: ID =I Day Shift
Fuel Type: ID =I Diezel

F4 Mumber; |1 an4
Sub Job: | 150
Opcode: 1006
bobe Date:

Demobe Date: I

deatel Cancel |

Figure 4.2 The Equipment Information Form in Edit Mode

Notice that the top field, Equipment Number, is displayed in edit mode. The text box for the field
Make is selected, as indicated by the text which is displayed in the standard reverse color
scheme. If you need to change the Equipment Number in edit mode click on the “button. This

will activate the text box and allow you to change the Equipment Number. This is to prevent the
Equipment Number from being inadvertently changed during other edit operations.

The Equipment Tag Number is assigned by the Equipment Tracking Module and cannot be
changed.
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The text boxes on this form are:

Equipment Number — Text field, 12 characters in length.

Equipment Tag Number — Numeric field, 5 digit integer assigned by program.
Make - Text field, 20 characters in length.

Model - Text field, 20 characters in length.

Type - Text field, 20 characters in length.

Year — Text field, 4 characters in length.

Serial Number — Text field, 30 characters in length.

Company Number — Numeric field, 2 characters in length. Selected from the list of existing
Company Numbers.

Job Number — Text field, 8 characters in length. Selected from a list of existing Job Numbers
related to the above Company Number.

Crew — Numeric field, 3 digit integer. Used to group Equipment Items onto pre printed time
sheets.

Category Code — Text field, 6 characters in length. Selected from the list of Category Codes
related to the above Company/Job Number pair.

Subcategory Code — Text field, 6 characters in length. Selected from the list of Subcategory
Codes related to the above Category Code.

Rate Code — Text Field, 1 character in length. Selected from the list of Rate Codes related to the
above Company Number.

Fuel Type — Text Field, 2 characters in length. Selected from the list of Fuel Types related to
the above Company/Job Number pair.

Group A Cost Code - Text Field, 15 characters in length. Selected from the list of Group A
Cost Codes related to the above Company/Job Number pair. In this example the name of the
Group A Cost Code is PA Number.

Group B Cost Code - Text Field, 15 characters in length. Selected from the list of Group B
Cost Codes related to the above Company/Job Number pair. In this example the name of the
Group B Cost Code is Sub Job.



Equipment Tracking Module User Guide| 35
Master Equipment List - Equipment Information Form

Group C Cost Code - Text Field, 15 characters in length. Selected from the list of Group C
Cost Codes related to the above Company/Job Number pair. In this example the name of the
Group C Cost Code is Opcode.

Mobe Date — Text field, 10 characters in length. A place to record when the piece of equipment
appeared on the project.

Demobe Date — Text field, 10 characters in length. A place to record when the piece of
equipment is taken off the project.

The Company Number, Job Number, Crew, Category Code, Subcategory Code, Rate Code, Cost
Code A, Cost Code B and Cost Code C are used as the defaults for data entry in the Equipment
Usage form.
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Printing the Master Equipment List

When the ﬂl command key is clicked on the Master Equipment List Browse Form the
Report Viewer - Equipment form is displayed.

=10 x|

&k Report Viewer - Equipment

e M sl Qe )

i Equipment Data Sheet I

Data Sheets - all Equipment |

Print kM aster Equipment List | E it |

Figure 4.3 Report Viewer — Equipment Form

The Report Viewer — Equipment has three options. You can print a datasheet for the Equipment
Item currently highlighted in the browse form, print datasheets for all equipment or print the
Master Equipment List.
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Part 5 — Period Ending Dates

Labor costs are often reported by a period ending date. For this reason there is a table of Period
Ending Dates which gives you a convient method for selecting a specific period ending or a
range of period endings when printing reports. Many of these reports seek out information by
the period ending tag assigned to each entry in the table of time card items.

Many of the reports in the Equipment Tracking Module mirror the labor reports. For this reason,
when a new entry is added to the table of Equipment Usage Items the date is verified against the
existing list of Period Ending Dates. When the proper period ending is located, a PE Tag is
assigned to the new equipment usage item.

Period Endings have a start and stop date, which may be weekly, bi-weekly or some other block
of days. Before entering in any equipment usage information the Period Ending Dates table must
be filled using the Auto Fill Utility as explained in the next few pages.
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Period Ending Dates Browse Form

From the main menu select “Support Tables” then “A — Period Ending Dates” to display the
Period Ending Dates Browse form as shown in Figure 5.1. The keyboard sequence is Alt-SA.
Refer to the section “The Standard Table Maintenance Form” for information on how to use the

controls on this form.

¥ Period Ending Dates E=
Beginning Date Ending D ate Feriod Ending D'ay FE Tag | =
12/21/1998 12/27/1998 Sunday, December 27th, 1933 1 E
12/28/1333 01./03/1333 Sunday, January 3rd, 1333 2 [al
01./04/1933 01101933 Sunday, Januar 10th, 1333 3
011./11/1999 m.A7/1999 Sunday, January 17th, 1933 4
01./18/19333 01./24/1933 Sunday, Januar 24th, 1333 5
1/25/99 01./31/1999 Sunday, January 31z, 1999 [ -
02/01/1333 02071333 Sunday, February Fth, 1333 K =
2/8/93 02/14/1933 Sunday, February 14th, 1333 3 -
bdd | Edt | Delete | AutoFil | Exit |

Figure 5.1 Period Ending Dates Table Maintenance Form

This form allows you to enter the beginning and ending dates of each pay period and the PE Tag

will be automatically assigned. However, it is recommended you use the ﬂl button (Alt-F)
so that several years of period ending dates can be entered very quickly.
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Period Ending Auto Fill Form

When you click on ﬂl or key press Alt-F the Period Ending Dates Table Maintenance
Form in Figure 5.2 is displayed.

. Auto Fill Period Ending Dates

Mote: Pay Penod Starting Date iz the first date
aof the pay period date range, uzually a kMonday.

The duration iz the number of days in each pay penod.

The Mumber of Pay Penods iz how many pay periods will
be added bw the Auto Fill Process.

Pay Period Starting D ate: |1 2490,/2002

Duration in Daps: I?
Mumber of Pay Periods: |4|:||:|
Starting Day: [Maonday, December 30th, 2002

Start | Ear‘n::ell

Figure 5.2 Period Ending Dates Auto fill Form

The Period Ending Dates Auto fill Form has been filled out in the above figure for a pay period
with a duration of one week (seven days) and the first day of the first pay period is Monday,
December 30", 2002. The Starting day is automatically filled out when you key in the Pay
Period Starting Date so that you can verify the day of week.

To start the auto fill process click on ﬂl or key press Alt-S. The Confirm Auto Fill Dialog
Box in Figure 5.3 will appear so that you can clearly see what the starting date is and the last day
of the last pay period to be created.
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Confirm Auto Fill |

@ Start with Beginning Date; 12/30/20027

First day of Starting Pay Period iz Monday, December 30th, 2002
Last day of Starting Pay Period iz Sunday, January Sth, 2003

Cancel |

Figure 5.3 Confirm Auto Fill Dialog Box

If the dates look OK then click the OK button or click Cancel to return to the Auto Fill form.

When the process is complete the dialog box in Figure 5.4 will appear to confirm that new period
ending dates have been added.

Finished with Auto Fill =l

Firzt day of Ending Pay Penod iz: Monday, August 23id, 20010
Last day of Ending Pay Period iz Sunday, August 23th, 20010

Figure 5.4 Finished with Auto Fill Dialog Box

When the Period Ending Dates table is populated you will be ready to begin entering time.
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Part 6 — Tracking Equipment Usage

The Equipment Tracking Module has several methods to enter and track equuipment costs. They
include equipment usage, fuel usage, equipment maintenance work orders and equipment rentals.

Equipment Usage is the method used to track equipment cost that occure when equipment is
used on the project. The equipment can be working both shifts or it can be in standby mode. No
matter how a piece of equipment is utilized for a given 24 hour period, if it is on the job site then
it is costing money. By entering the hours and the proper rate code you can log the usage of that
piece of equipment over the course of a project. The hours and related rates will then allow you
to generate Equipment Cost Reports as part of the overall project costs. And if needed, the same
equipment usage data can be used for backup to invoices to the client.

Equipment can be grouped into “crews” much the same way that the labor force is on a large
project. Daily Equipment Timesheets can be printed for the recording of hours and rate codes
for later data entry into the equipment usage table. And of course, equipment usage is posted
against the same set of cost codes as is labor and materials so that project costs can be tracked in
detail.
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Equipment Usage Data Entry Form

From the main menu select “Time (Usage)/Work Orders” then “1 — Equipment Usage” to display
the Equipment Usage Data Entry form as shown in Figure 6.1. The keyboard sequence is Alt-
T1. Refer to the section “The Standard Table Maintenance Form” for information on how to use
the controls on this form.

=% E quipment Usage =] x|
Equiprment #: 103 CAT, 9660, LOADER Period Ending: Sunday, September 17th, 2000
LCorpary Mame: General Contractars, Inc. Mon | Tue [*wed| Thu [ Fri [ Sat | Sun
Job Mame: Store-A-Lot'Warshouse Project 09/11[09/12|0913|09/14{0915]0916|09/417[ Total
Categon: | oader [ ET [12.00[1200[12.00[12.00[12.00[12.00[10.00| 82.00

Subcatgon: 3G Rented

)
-
]

Eq. Tag| Co. Job # Crewy | Py Mumber Sub Job Opcode Category | Subcat. Dezcription ET Date L=
1 10 100 3 (1004 150 1006 E 10 o] Diay Shift 12.00 |09/15/2000 E
1 10 100 3 (1004 150 1006 E 10 o] Diay Shift 12.00 |0516/2000) =
2 10 100 3 (1005 180 R500 E 10 M Might Shift 12.00 |09/17/2000| | —
1 10 100 3 1004 150 1006 B 1 o] Diay Shift 12.00 |09/M7/2000
3 10 100 3 (1004 150 1006 B 11 D Diay Shift 12,00 |09/11/2000
2 10 100 3 [1008 180 R500 B 10 M Might Shift 8.00 [09/M18/2000
2 10 100 3 [1008 180 R500 B 10 M Might Shift 10,00 |09,/19/2000
2 10 100 3 [1008 180 R500 B 10 M Might Shift 10,00 |09,/20/2000
2 10 100 3 (1005 180 5500 B 1 M Might Shift 10,00 |09/21/2000
3 10 100 3 (1004 180 1006 B 1 1] Ciay Shift 12.00 |09/12/2000
3 10 100 3 1004 150 1006 5 1 1] Ciay Shift 12.00 |09,/13/2000
3 10 100 3 1004 150 1006 5 1 1] Ciay Shift 12.00 |09/14/2000
3 10 100 3 1004 150 1006 5 1 1] Ciay Shift 12.00 |09/15/2000| —
3 10 100 3 1004 150 1006 5 1 D Day Shift 12,00 |09/16/2000 ;
3 10 100 3 1004 150 1006 5 1 D Day Shift 10,00 |09/17/2000| |
3 10 100 3 (1004 150 1006 b 1 D Dray Shift 12.00 |09/18/2000| | X

tdd | Edi | Detete| Find | Clone | Fiter | wiew | Moe | Exit |

Search by Eq. # | Search by Costeodes | Jurnp to TAC Iteml Crew | T/Cltem #: 8

Figure 6.1 The Equipment Usage Data Entry Form

Notice that this form has a grid in the upper right hand corner. This grid is filled with the total
hours for a week for the piece of equipment on the active line whenever a line of time is added or

edited. You can also click on the M button to fill this grid (keyboard shortcuts are Alt V or
Spacebar).

There are also labels at the top of the form to show you the equipment number and description,
company name, job name, category description, subcategory description and period ending of the
active line.

Rates are not displayed on this form as they are often proprietary and do not need to be viewed
when time is entered.
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The columns on this form are:

Equipment Tag Number - numeric - 5 digit integer.

Company Number - numeric - 2 digit integer.

Job Number- text — up to 8 characters.

Crew Number - numeric - 3 digit integer.

Group A Cost Code - text — up to 15 characters. In this example cost code name is PA Number.
Group B Cost Code — text — up to 15 characters. In this example cost code name is Sub Job.
Group C Cost Code - text — up to 15 characters. In this example cost code name is Opcode.
Category — text — up to 6 characters. First part of rate structure.

Subcategory — text — up to 6 characters. Second part of rate structure.

Rate Code - text — up to 6 characters. Third part of rate structure.

Rate Code Description — Displayed after valid rate code is entered.

Equipment Time — numeric —whole number with two decimal spaces.

Date — text — 10 characters in length.

Besides the standard command buttons for Add, Edit, and Delete there are a number of other

command buttons on the Equipment Usage Table Maintenance Form. The underlined character
is the keyboard equivalent. The command buttons are:

ﬂl - Find time for a piece of equipment by entering in tag number first, then select from a
search window filled with the equipment items time.

M - Clone usage. This command allows you to duplicate or “clone” a line of usage for the
rest of the week. Useful for redundant usage items where the cost codes and time do not change
throughout the pay period.

M - Filter time. First click displays only usage for the equipment item/pay period. The
second click switches to show all the usage entered for the equipment item. The third click
returns to the normal display.
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ﬂl - View a weeks worth of usage in the Weekly Usage Totals Grid for the active line
(keyboard shortcuts are Alt V or Spacebar).

Mot | - For multi-user environments there is the option to enter usage into a temporary table and

then later upload that data into the main equipment usage table. This command button toggles
between “Main” (the default) and “Temp” modes.

SeachbyEq | This button allow you to search the equipment list by description. Once a

piece of equipment is selected a search window with the usage for that unit of equipment
appears. From this window you can find and select the desired equipment usage item.

Sesich by Costoodes | Allows you to search for all equipment usage items that have a unique

combination of cost codes.

M - Click on this button to jump to a desired equipment usage item. A window will appear
asking you to enter the time card number.

ﬂl - To display the totals for the crew of the active line click on this button. Useful for cross
checking a daily time sheet that has been filled out for a crew. As mentioned earlier, pieces of
equipment can be grouped together into a “crew”.
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Searching the Equipment Usage Table

There are two ways to search for an equipment usage item for a particular piece of equipment. If
you know the tag number of the unit of equipment you want to search the usage for then click on

the M

button (Alt-F). A dialog box asking for the tag number will appear:

m. Find a Tag Number

E quipment Tag Mumber: ||
Find I LCancel |

Figure 6.2 Dialog Box Asking for Tag Number

The second way s to click on the __25ehBvEa # | button (Alt-S) and then search the
equipment table by equipment number. In both cases, once a unit of equipment has been
selected, the following window with the usage for the selected piece of equipment appears:

im. Search Equipment Time Card ltems |

Time for 103 CAT. 966D, LOADER

1. Type the firzt few characters you are looking for.

2. Click an the desired item and then click Select .

Date Co # Job # ET =
20000911 10 100 1200 E
20000912 10 100 12.00 =
20000913 10 100 12.00 —
20000914 10 100 12.00
20000915 10 100 12.00
20000916 10 100 12.00
20000917 10 100 10,00
20000918 10 100 12.00
20000914 10 100 2.50 —
20000520 10 100 2.50 |
2000091 10 100 2.50 E
20000922 10 100 2.50 g

Select I Cancel |

Figure 6.3 Search Window With Equipment Usage
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If you want to go to the end of the list (which may be long after months of usage has been
entered) just press the end key and you will go to the bottom of the list. Click on Select to
choose a line of equipment usage and the Equipment Usage Table Maintenance Form will adjust
the display to make your selection the active line.

To search for a specific date enter the date using the “YYYYMMDD” format.
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Searching for Usage by Cost Codes

Sometimes you may find that you need to find all of the time sheet items with a unique
combination of cost codes. Perhaps one of the cost codes needs to be changed for all or part of
the items. Or the Cost Scheduler has changed the cost codes to be used on part of the project.
Never the less, this feature has been added to make the chore of chasing down all the items with
specific cost codes easier.

Search by Costcodes |

First, click on or key press Alt-O. The form in Figure 6.4 will appear:
o Searchby Costlodes
Company Humber; =| General Contractars, Inc. Mote: Aftera
successful search
dob Mumber: f4p0 =| Store-A-Lot'Warehouse Project Ou can press the F3
Period Ending: Igsmmggg =I Sunday. May 7th, 2000 function key o jump to

each itern in the list
below. This listwill

Pa Nurnber: I ann

SubJob: |4.;,.;, remain in place until
Oocod: another search is
peade: 2005 initiated.
T/5 Item Mo, [rate Tag# |Dezcription Category | Subcat (Rate Code| Hours

Beqgin Search | E xit |

Figure 6.4 The Search by Cost Codes Form

This form has text boxes for you to specify the Company Number, Job Number, Period Ending
Date, Group A Cost Code, Group A Cost Code and Group A Cost Code.

In the above form three cost codes have been entered for a company/job pair and a period
ending. Click on MI or key press Alt-B to start the search.
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Once time sheet items have been located the form will display the results as shown in Figure 6.5
below:

[« Search by Cost Codes
Company Humber; Im— General Contractors, Inc. Mote: Aftera
Job Number [ — ] successful search
I ore-A-Lot'\Warehouse Project wou can press the F3
Period Ending: 15172000 Sunday. September 17th, 2000 function key to jurnp to
B Number: ) gach iterm in ‘_the Il_st
' I1 Hos Exterior bl o, This list will
SubJob: |15|:, Electical remain in place until
Opeode: |1 — E o . gr_u_:uther search is
guipment kaintenance initiated.
T/5 Item Mo [rate Tag # |De=cription Category | Subcat [Rate Code| Hours |50
21 09/17/2000 3 |CAT,9BED, LOADER B 11 1] 10,00 |4
3 09152000 1 [CAT, 966G, LOADER B 1a D 12.00 [
4 09/16/2000 1 |CAT. 966G, LOADER B 10 1] 12.00 —
7 09/17/2000 1 [CAT, 966G, LOADER B N ] 12.00
a 031142000 3 [CAT. 966D, LOADER B N B 1200 (=
15 09/12/2000 3 |CAT,98ED, LOADER B 11 1] 12.00 |
16 091342000 3 [CAT, 966D, LOADER B N D 12.00 i
17 09/14/2000 3 |CAT. 966D, LOADER B 11 1] 1200 (X
MHew Search | Erint | Select | E xit |

Figure 6.5 Results from Search Displayed in the Search by Cost Codes Form

Once the search is complete you can print out the results or start a new search. Click on Select
to choose a line of time and the Table Maintenance Form will adjust the display to make your
selection the active line.

Notice how the Time Card Item Number is displayed in the first column. You can use the

M command button to jump to any item on the list. However, once you have completed a
search and you are back in the table maintenance form you can press the F3 function key to jump
to each item in sequence. This sequence of items will remain in place until you perform another
search.
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Cloning Equipment Usage

When entering equipment usage you may find some items that are redundant, that is, they have
the same cost codes and hours through out the week. This often occurs for items like light
plants, office trailers, etc. that are in contant use on a project.

To begin the cloning process move to the line you wish to clone and then click on the M
button (keyboard shortcut is Alt-C). Figure 6.6 shows a line of equipment usage that is ready to
be cloned:

3 10 100 3 o004 150 1006 B 1 D Drap Shift 8,80 |09/20/2000

3 10 100 3 [1o04 180 1006 B 1 D Dray Shift g.a0 |09/21/2000

3 10 100 3 [1004 180 1006 B 1 D Dray Shift 8,80 |09/22/2000

3 10 100 3 [1004 150 1006 B 1 D Drap Shift 8,80 |09/23/2000

2 10 100 3 [1005 180 R500 B 10 M Might Shift 1200 (0842542000
Erd of List.

Figure 6.6 An Equipment Usage Item Ready to be Cloned

After clicking the clone command button the following Clone Form is displayed:

. Clone Equipment Uzage ltem M=l E3

Equipment Usage ltem to be Cloned
Equipment Tag: 2
Descrption: CAT, 966G, LOADER
Date: 09/25/2000 taonday, September 25th, 2000

Date Range for Cloning Process

Starting Drate:  |WETE=ENN Tuesday, September 26th, 2000
Ending Date: Iugggmgmn Saturday, Septerber 30th, 2000

Mate: “rou can Use +/- keys to change dates, Clone | E xit |

Figure 6.7 The Clone Equipment Usage Item Form

The form shows the equipment tag number and description, date of item to be cloned and the
date range of the items to be added to the Equipment Usage Items Table. Two text boxes allow
you to modify the dates if needed. The ending date is determined in the Job Number Settings
Form where you can specify the last working day of the pay period. To execute the clone

process click on the M button (keyboard shortcut is Alt-C).



Equipment Tracking Module User Guide| 50
Tracking Equipment Usage — Cloning Equipment Usage

=% E quipment Usage M= E3
Equipment #: 102 CAT, 966G, LOADER Feriod Ending: Sunday, October 1st, 2000
Campany Mame: General Contractors, Inc. Mon | Tue Twred T Thu T En T Sat | Son
Job Mame: Store-4-LotWarehouse Project Tatal
Categon: | pader | ET

Subcatgon: 9EEG Owned

Eq Tag| Co Job # Creva | Py Mumber Sub Job Opcode Category | Subcat | RAC|  Description ET Date L=
3 10 100 3 (1004 150 1006 E 1 D Dray Shift 1200 |09/18/2000 E
2 10 100 3 (1005 180 5500 B 10 M Might Shift 12.00 |05/13/2000) =
1 10 100 3 (1004 150 1006 B 10 D Drap Shift 10,00 |09/19/2000| —
3 10 100 3 (1004 150 1006 B 1 D Drap Shift 880 [09/19/2000
3 10 100 3 (1004 150 1006 5 1 D Drap Shift 880 [09/20/2000
3 10 100 3 (1004 150 1006 5 1 D Dray Shift 8580 [09/21/2000
3 10 100 3 (1004 150 1006 b 1 D Dray Shift 880 [03/22/2000
3 10 100 3 (1004 150 1006 B i o] Dray Shift 880 [09/23/2000
2 10 100 3 (1005 180 5500 B 10 M Might Shift 1200 |09/25/2000
2 10 100 3 (1005 180 F500 E 10 M Might Shift 12.00 |09/26/2000
2 10 100 3 (1005 180 F500 E 10 M Might Shift 1200 |09/27/2000
2 10 100 3 (1005 180 5500 B 10 M Might Shift 12,00 |09/28/2000
2 10 100 3 (1005 180 B500 B 10 M Might Shift 12.00 |09/29/2000| —
2 10 100 3 (1005 180 B500 B 10 M Might Shift 12.00 |09/30/2000] |

End of List ¥
>
4dd | Edi | Delete| Find | Clone | Fiter | Wiew | pode | Exit |

Search by Eq. # | Search by Costcodes | Jump to TAC Iteml Crew I T/C ltem #: 32

Figure 6.8 Newly Cloned Eq. Usage Items Have Been Added to the Table

Figure 6.8 shows the newly added equipment usage items. Usage has been automatically added
up to the end of the working week, in this example a Sunday. All fields except the date have
been duplicated by the cloning process.
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Checking Equipment Usage Data Entry

The Equipment Tracking Module has several reports that you can use to verify the Equipment
Usage you have entered for the week. A quick way to check total hours for a week while adding
or editing equipment usage is to observe the grid at the top to the equiupment usage data entry
form as shown in the figure below:

I 1 B3

Perad Ending: Sunday, October 15t 2000

bon | Tue |*ed | Thu | Fri | Sat | Sun
09/25|09/26(09/27 (09/28(09/29(09/30{ 1001 Tatal
| ET 12.00(1200(1200{1200(12.00]12.00 72.00

Figure 6.9 Time Totals Grid for the Week

You can also display the weeks time for any item by cursoring to the desired line and then

clicking on the M button (keyboard shortcut Alt-V or Spacebar). The grid will then display
the total time for the period ending for the unit of equipment on the target line.

The Input Edit Reports will list the total time for a pay period either by crew number or
equipment number. The Equipment Usage Summary Sheets will print out the daily totals for a
target date.



