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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 construction project. A variety
of reports 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 Labor Tracking Module is one of several core modules designed to provide a local database
of project costs. The module is not designed to process a payroll. What it does do is provide a
local source of information critical to the administrative staff in the field. Costs entered into the
module can be sent to the home office each pay period for uploading into the home office
accounting system with all the information needed for payroll processing. This process has
already been implemented with a variety of accounting systems. The module provides a
download utility that creates a database each pay period. This database is then sent to the home
office via email or other media. The home office can then upload the pay period data into their
copy of the job site database. This process creates a back up of the project database to guard
against a catastrophic loss of data. Another utility creates a file for loading the time into the
home office payroll system. The home office can also review the activity at a remote job site by
printing reports from this duplicate database.

With a local database available to the field staff cost reports can be generated on site along with
client oriented reports such as the Daily Time Sheets with cost codes and time, Invoice Billing
Summary Sheets, Daily Force Reports, etc. Also, there are reports designed for the Office
Manager to use when there are requests from employees information such as the Employee Time
Report, Steward’s Report, etc. The Labor Tracking Module has many useful features for the
management of employee information including employee history to update employee status as
Active, Inactive, On R& R or Archived. Employee payroll deductions can be logged as they are
received from various agencies.

The Labor Tracking Module has been designed for the accurate recording and posting of time
through the use of pre printed Daily Time Sheets and a Time Sheet Data Entry form that has
been refined over the years for ease of use and efficiency. All forms in the module are designed
for keyboard and numeric keypad input to keep the use of the mouse to a minimum. Almost all
tasks in the module can be performed via the keyboard. It has been found over time that this
contributes to overall efficiency and reduced stress for the data entry personnel. After time is
entered there are several reports that can be used to cross check the totals by crew or employee
and review the time entered for the day.

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

Setting Up a New Job Site

Before you can start entering time and miscellaneous expenses you first have to populate a
number of tables in the database for the Job Site you are setting up. The Company Numbers, Job
Numbers and Cost Code Groups need to be entered to create the Cost Structure. Next you will
need to create the Rate Structure which is made up of Position Codes and related Class Codes.

In the Labor Tracking Module most reports are based upon a pay period or a range of pay
periods. You will need to enter the period ending dates which can be done in one step using the
auto fill feature.

There are a number of support tables needed before you can enter employees such as the list of
ethnic codes and employee history codes. Once the support tables are populated you can begin
to enter employees.

Finally, after employees are entered you are at the place where you can start to enter time and
miscellaneous expenses.

The steps to setting up a new Job Site are as follows:

Enter Company Numbers

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

Enter Workman’s Comp. Codes (Class Codes require at least a default W/C code).
Enter Position Codes

Enter Class Codes with Rates

Enter Ethnic Codes

Enter Employee History Codes

Auto Fill Period Ending Dates

Enter Employees

Enter Expenditure Types

You will then be ready to enter time and labor related miscellaneous expenses 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

B3 Print Job Mumbers M
W 1 slsl e |-] @

11

{| 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:
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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=arch | . 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 Rate Structure

The Labor Tracking Module has a group of tables designed to allow you to set up the labor rates
you will need for project cost reporting. These include employee pay rates and billing rates. The
module allows you to enter rate changes by specifying the new rates along with a starting date.
There is a table to enter workman’s compensation codes and rates. As with pay rates and billing
rates you can also add W/C rate changes as they occur over time.

Although the Labor Tracking Module does not calculate payroll or maintain a history of payroll
costs there is a way to incorporate indirect labor costs into the database. The module allows you
to enter a job cost constant for each pay period. This constant is calculated each pay period from
the payroll reports generated by your home office accounting system.
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Position Codes

From the main menu select “Employees” then “Position/Class Codes” to display the Position
Codes Table Maintenance Form as shown in Figure 3.1. The keyboard sequence is Alt-E2. Refer
to the section “The Standard Table Maintenance Form” for information on form controls.

=% Position Codes =] =]
Carnpary Muriber: 1 General Contractars, Inc.
Job Mumber: 100 Store-A-Lot Warehouse Project
Puozition o Staff ar Defaults for Related Clazs Codes =
Code Description Craft  [Benefits [Hr )| Benefitz [Gr.)] 401K [Hr) | 401K [Gr) | Dues [Hr] | Dues [Gr) &
1234 Carpenters C oo 1.36 juij 1.30 &7 juij ™
1547 E lectricians C 0o 230 an 1.30 an .20 =
302 Operators C 0o 240 an 1.40 il an
341 Laborers C .on 167 an 78 A0 an
375 Pipefiters C oo 1.20 an 110 E an
959 Teamsters C oo 1.20 an 85 45 an
M5 Inzpectors 5 oo oo juij 360 juin] juij |
0s Office Staft 5 0o .o an 380 an an hnal
S0 Salety 5 0o .o an 380 an an .
End of List. -
Add | Edit | Delete | FPrrint | Search | Select Co.AMob | Browsze Clazs Codes | Exit |

Figure 3.1 The Position Code Table Maintenance Form
Position codes are displayed for a unique company/job number pair. The columns are:
Position Code — Alphanumeric code up to 6 characters in length.
Description - Up to 30 characters in length.

Staff/Craft — Staff or craft designation. Used to split out work force for daily force report and
optional payroll upload codes associated with each cost code.

Benefits (Hr.) — Default rate for benefits calculations based upon hours worked.
Benefits (Gr.) — Default rate for benefits calculations based upon gross wages.
401K (Hr.) — Default rate for dues calculations based upon hours worked.
401K (Gr.) — Default rate for dues calculations based upon gross wages.

Dues (Hr.) — Default rate for dues calculations based upon hours worked.

Dues (Gr.) — Default rate for dues calculations based upon gross wages.
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Class Codes

Browse Clazs Codes

To display the class codes for a position code click on | or press the space bar.

Figure 3.2 is an example of the Class Codes Table Maintenance Form.

=# Clazs Codes I [ 3
Compary Mumber: 10 General Contractors. Inc.
Job Number: 100 Store-A-Lot Warehouse Project

Fosition Code: 1234 Carpenters

Clagz FPay Billing R ates Wi Trade |Dap Ihvoice | Invoice |&
Code Drezcription Rate cT T o7 Code Code |Rate|dap?| ST Code | OT Code [&)
IaF I pprentice 12340 | 19.340 | 27.340 | 35670 3490 |CARP M [ Y [P1004ST |P100BOT f
Fi Foreman 21.600 | 29800 | 40110 | 5B.560 3490 |CARP N [ M [P100DST [P100COT (—
GF General Foreman 24780 | 325990 | 49.220 | E1.450 3490 |CARP N [ M [PI0O0EST |P100EOT
k1 ourneyman | 15680 | 22580 | 33220 | 44670 3490 |CARP M [ M [P100BST |P100BOT
[ ourneyman || 18.340 | 25560 | 37.890 | S56.640 3490 |CARP MW [ M [P100CST [P100COT ||
b3 ournleyman || 22780 | 28.840 | 39560 | E1.030 3490 |CARP W | N |F100DST P10000T |
End of List. .
x
Add | Edit | Delete | Print I Search | Rate Changes Benefitz/Dues Exit |
Rate Changes Benefitz/Dues
Effective az Pay Biling Rates Effective az | Benefitz | Benefitz | 401K 401k Dues Dues
of thiz Date Fate ST oT DOT of this Date | per Howr |% of Gross| per Howr |% of Gross| per Hour |3 of Gross
05A2/2001 | 13,450 13.340 27340 35670 05/1 22007 E20 0on 000 0on 7RO 0on

Figure 3.2 The Class Code Table Maintenance Form
The columns are:
Class Code — Alphanumeric code up to 6 characters in length.
Description - Up to 30 characters in length.
Pay Rate — Direct Labor Rate paid to employee.
ST Billing Rate — Default straight time billing rate used for invoice backup reports to client.
OT Billing Rate — Default overtime billing rate.
DT Billing Rate — Default double time billing rate.
W/C Code — Workman’s Comp. Code associated with this class code.

Trade Code — This code is used for compiling the Federal Employee Utilization Report.
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Day Rate? — A Yes/No field used to designate the rate is for one day.
App? — A Yes/No field used to designate if the class code is an apprentice position.

Invoice ST Code, OT Code — Client Codes to be used with electronic invoicing.

To enter rate changes press MI or the space bar. The Class Code Rates by Starting
Date form will be displayed.

ik Clazz Code Rates by Starting Date M= EL
Campary Murmber: 10 General Contractors Inc.
Job Mumber: 100 Store-A-Lot\Warehouse Project

Fosition Code: 1234 Carpenters
Clazz Code: 4P Apprentice

Pay Biling R ates -

D ate Teut Date Rate cT oT OT [

-

05/12/200 Saturday, Map 12th, 2001 13450 | 19340 | 27.340 | 35670 [

End of List. I

~

=

-

>

bdd | Edit | Delete | Exi |

Figure 3.3 The Class Code Rates by Starting Date form

During the course of a long project you may encounter rate changes. The above form allows you
to enter new rates, either the pay rate or billing rates, as of a starting date. Any time entered on
and after this date will use these rates in reports, payroll uploads, etc. The text date is displayed
in order to help you confirm which day of the week the new rate comes into effect.
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Benefits by Date

| or shift-space bar.

=k Benefits/Dues ==
Compary Mumber: 10 General Contractars, Inc.
Job Mumber: 100 Store-A-Lot Warehouse Project
Pasition Code: 1234 Carpenters
Class Code: AP Apprentice
Date Text Date Benefitz [Hr.] | Benefitz (Gr.] | 401k [Hr] 401K [Gr] Daesz [Hr] Duesz [Gr] |=
054242001 Saturday, May 12th, 2001 B2 .00 0o 0o i .an =
End of List. Il

sdd | Edt | Delete |

Exit

L (]

Figure 3.4 The Dues/Benefits by Starting Date Form

This form allows you to enter in any changes to dues or benefit rates over the course of a project.
The rates will be used for any time card items posted with a date on and after the *“as of” date
entered in the above form.
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When you press - E™ | or Alt-P in the Position Code Table Maintenance Form the Print
Position Codes Form is displayed:

% Print Position Codes

o an sl Q<] k]

i Pozition Code Data Sheet [rata Sheets for All Position Codes Lizt of Pogition Codes M azter List of Position/Clasz Codes

E xit |

Figure 3.5 The Print Position Codes Form

This form has four selections:

Position Code Data Sheet — will print out a data sheet for the item you are on in the list of
position codes.

Data Sheets for All Position Codes — will print data sheets for every item in the list.
List of Position Codes — Will print a list of the position codes.

Master List of Position/Class Codes — This is the report you will most likely use the most. It is
a way of listing the contents of the position code table along with related class codes. And for
each class code there will be a listing of any additional rates by starting date detail or
dues/benefits by starting date detail. This report is a good way of getting the complete picture of
the contents of the rate structure tables position codes, class codes, rates by staring date and
dues/benefits by starting date.
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Here is an image of a sample report showing the detail under the position code “Carpenters”:

General Coniracors Inc.

Job Number: 100 Store-A-Lot Warehouse Project
Position Codes and Rdated Class Codes

Position Coda: 1234 Carpenicrs {Crafi)

Cla=s Oosariplion Fayrale ZT Billing Ralc | OT Billing Ratc | OT Billing Ralz | WAL Cada | I'C - BT I'C-OT |O/ET |App.?
RE hppeentbice 12.3240 18,240 27.240 33.6870 2480 E100RST BlOMEDT o x
Rat&s SEacking wikh Date: 05/12¢2001 13.450 19.340 27.340 35.670
1] Focamnan 21.600 29. 800 40.110 58.560 34890 plOo00sST P10000T o o
=F Seageal Fos@man 24.720 32.880 48.220 B1.430 480 E10OEST BlOMECQT o o
Juil Joueng yinan I 13.620 22.360 3.0 ad. 670 2480 B10OEST PlOMEODY o o
Juid Joueng yan IT 12.3240 23.380 37.:280 36,640 2480 E10DZST BlODC0T o o
Jui3 Jouen 1@ winan ITT 22.720 28. 240 39,360 61.020 3430 E10003T B10000 Y o i
Posilion Cado: 157 Cleatricians Caf)
Cla=s Oosariplion Fayrale ZT Billing Ralc | OT Billing Ratc | OT Billing Ralz | WAL Cada | I'C - BT I'C-OT |O/ET |App.?
LB hppoenbice 14,340 18.450 22.450 31.850 3430 ELAEST ELAEOY o k3
1] Focamnan 22.340 31.690 44220 56.020 34890 ELFsET ELFsOT o o
=F Seageal Fos@mnan 28.720 34.670 8. 430 38,330 2480 ELZFST ELZFOT o o
Juil Joueng yan lak Yeac 12.450 24,760 3IE.820 48,440 2480 ELJ1ST ELJIOX o o
Juid Joueng yan 2ad Yeac 18.450 28.620 0. 220 31,220 2480 ELJ2ST ELJXOI o o
Fosition Cada: 32 O perators i rafl)
Cl=s Ooscriplion Fayrale ZT Billing Raiz | OT Billing Ratc | OT Billing Ralz | WAL Coda | G - BT UL -OT |D/RT |App.?
1] Focamnan 259.900 35.550 55.340 77,450 2107 H3433 o o
=F Eenecal Foceman 31.350 2. 560 56.720 29.340 2380 E4d43F ks o
hatea Skaeking with Date: OE2/135/1838 43.000 36.000 §7.000 72.000
Rat&s SEacking wikh Date: 0171042000 46565 56454 68.452 22.960
okl Opeeatoe I 22,450 34,220 32.670 67.280 2220 RIEZZ4 o o
(111 Opzeatoe II 22.760 46,827 BE.380 103.240 2320 R1234 o o
1 Opeeatoe IIT 21.450 34,360 43,430 102.430 2220 R2IZ45 o o
111 Opeeatoe WT 43,340 36. 720 67.280 122.240 2220 RI434 o o
Wod uld Labar Trac ting Madule Fepan [PaviianCades and Rebled Chzy Cades [Dadsermz [Time | 506 [Fage[1

Figure 3.6 The Position Codes and Related Class Codes Report Showing all Detail
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Workman’s Comp. Codes

The Labor Tracking Module will calculate the insurance costs based upon the W/C codes and
rates used when generating the cost reports. It is important to have at least one W/C code in the
system even if the rate is zero as the Class codes table maintenance form will demand a related
W/C code.

From the main menu select “Support Tables” then “Workman’s Comp. Codes” to display the
W/C Codes table maintenance form as shown below. The keyboard sequence is Alt-S4. Refer to
the section “The Standard Table Maintenance Form” for information on how to use the controls
on this form.

% Workman's Comp. Codes =]
Company Murber: 10 General Contractors Inc.
T o Defaultz [1zed Prior to 1zt Begin Date]  |[&
Code Description Fer Hour % of Gross Gen. Lib. E
2322 |Freight Handling MOC 0o h.7A0 000 o
3490 |General Conztruction .00 1.450 .00a (o
E75d  [Construction Superintendent o0 4,567 juilil
3107 [Machineny Dealer HOC .00 4.590 0na
8380 |Auto Repair oo 2600 oo
3720 |Ingpection of Rizks .00 1.300 0na -
8810 [Clencal Office Employees MOC .00 248 0na B
End of List >
Add | Edit | Delete | Erint | Select Company | Batez by Beqgin Date E xit |

Figure 3.7 The Workman’s Comp. Codes Table Maintenance Form
The W/C codes are entered for a specific company number. The columns are:
WI/C Code - 4 digit integer, 1 - 9999.
Description — Up to 50 characters in length.
Per Hour — W/C Rate per hour.
% of Gross — Entered as a whole number, e.g., one and a half percent would be entered as 1.5

Gen./Lib. — General Liability percentage entered as a whole number, e.g., one and a half percent
would be entered as 1.5
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The above rates are defaults. If you do not have any rates change over time then these rates will
be used. If W/C rates change during the course of a project then you can enter new rates as of a

start date by clicking on _Eates by Begin Date

displayed.

or pressing Alt-R. The following form will be

&8 W /C Rates by Starting Date M= EL

Company Mumber: 10 General Contractors Inc.

w/C Code: 2322 Freight Handling MOC

Az af This Date Text Date Fer Hour % of Gross Gen.Lib.  |&
01401 ,/2000 Saturday, January 1st, 2000 o0 6.150 000 -
End of List. ™

L 14 [44] 4

tdd | Edt | Delte | E sit

Figure 3.8 The W/C Rates by Starting Date Table Maintenance Form

This form allow you to enter the starting date and new rates. Any time with a date on or after this
date with this W/C code will use these rates when calculating insurance costs in cost reports.
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Part 4 — Employees and Related Tables

The Labor Tracking Module has an extensive array of tables and reports devoted to the
management of employees working on a project. There are related tables such as ethnic codes,
employee history codes, etc. that need to be populated before entering the first employee.

The main employee information form allows you to enter standard demographics, tax status
information, default time card items, notes and even an image if needed.

The Labor Tracking Module allows you to track an employee’s history over time. The Employee
History detail can record hire dates, departure and return dates for R & R or vacations, and RIF
dates. The Employee Status is automatically updated with the last item entered in the Employee
History detail form.

Employee deductions can be tracked as they are needed over time.

The Employee Browse Form allows you to tag individual employees and then post a List Code to
the tagged employees for printing labels or reports based upon a particular list code.

There are a series of reports available to print a list of employees, an employee data sheet,
employee time, etc.

Employees can be grouped into crews. Then crew sheets can be printed for the daily posting of
cost codes and hours worked.
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Employee Browse Form

From the main menu select “Employees” then “1 - Employees” to display the Employee 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.

=% Employees - AAATEST _ ]

Tag#| Empl # |Employee Name F/R Co|Co #| Job Moo | Crew | Position Class Rate Status List Code  |=

7 B70912 | Adams, Anita A 10 10 100 3 0s TE. 17.890 | OnR &R E

5 411002 | Anderzen, Andy E. 10 10 100 4 1234 AP 12,340 | Active —

2 EBES4E | Benzon, Betty B. 10 10 100 1 as SEC 15,670 | Active —
8 834601 | Burke, Diane C. 10 10 1234 2 .oon Active
14 4545676 | Carlson, D avid M. 10 10 100 4 1234 Jr1 15680 | Active
3 671209 | Dawsaon, David D. 10 10 9393 E .ooa Active
24 45343 |Jones, walt M. 10 10 100 a8 3 AP 11.000 | Active
22 875EES | Keller, David 10 10 100 2 3N AP 11.000 | Active
4 400912 | Martin, Mark E. 10 10 100 2 341 G1 12560 | Active
27 454543 | Melson, Andy C. 10 10 100 2 3 G2 14.350 | Active
20 2343434 [Melzan, Fred 10 10 100 5 302 GF 46565 | Active
12 BA7E44 | Melson, lan A 10 10 100 4 1234 M2 18.340 | Active

] E73092 | Micholson, Mary T, 10 10 100 1A 75 JM 12,920 | Active =

bl 4543545 | Olzen, Barbara 10 10 100 5 959 G1 17.450 | Active had

26 343991 | Richardsan, Danial T. 10 10 100 1 341 G2 14.350 |OnR &R i

16 833434 | Smith, James R, 10 10 100 7 955 G1 17.450 | Active x

Add | Edit | Delete | Wiew | FErint | Find | Search | Hiztary | Deductions | Crew | Tag | Exit |

Figure 4.1 The Employee Browse Form

The Employee 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:

e |- Allows you to view the entire contents of an employee record. Keyboard commands are

Alt-V or Spacebar

Erirk

- Clicking on this button will display an Employee Report Form with options to print a
variety of reports. Keyboard command is Alt-P.

End |- Find an employee by keying in the tag number. Tag numbers are assigned by the

program and are used to connect time, employee history, etc. to the employee record. They
cannot be changed by the user. They are easier to use than a longer employee number or social
security number when time is key punched into the timecard data entry form. Keyboard
command is Alt-F.
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ﬂl - Search for an employee using the standard search form. Keyboard command is Alt-S.

M - Click on this button to display the Employee History Detail Form. Keyboard command
is Alt-H.

M - Employee deductions can be entered in an Employee Deductions Detail Form. You
can enter deductions as repetitive with each pay period, one time only, or for a range of dates as
specified by the deduction code entered in the detail screen. Keyboard command is Alt-U.

ﬂl - This button allows you to assign crew numbers directly into the crew column in the
above browse form. This is faster than using the edit option and moving to the crew text box on
the Employee Data Entry Form. The Daily Time Sheets are printed by crew number. On a large
job it is common to have employees switch from crew to crew during the course of a project.
This button makes this employee update function much more efficient. Keyboard command is
Alt-C.

ﬂl - You can tag selected employees and then post a List Code to the tagged employees.
Once you tag an employee “Post” and “Clear” buttons will appear. The “Post” button allows you
to post the desired List Code to the tagged employees. The “Clear” button clears all tags (that is,
all tagged employees will be untagged, not deleted!). Later, labels, reports and database tables
can be created based upon a specific List Code. The keyboard command is just the key “T” (Not
Alt-T). When “T” is pressed the employee is tagged and the active line moves down an entry. If
you press “T” or click on the Tag button on an employee that is already tagged you will untag
that employee.

To exit this form click on il or press the Esc key.
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Employee Information Form

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

&% Employees - Edit

Fayroll Company # 10

Employee Mumber: 70912 il EI Tag Number:
Last/FirstM: ; |An'rta

Address: |2|:|5 E. 8t St.

City: I.&nchnrage Emploves Histary

State/Zip/Plus 4: |AK |995|;|3 |3434 DOH: 11/05/2005

social Security No.: |5?4-9n-2233 DoT:

Badge Mumber: I Status: Active Employee Phato
Demographics ] T/C Defaults ] Phone Mumbers ] Motes ] Image Files
Tax Status: |1 - Single | Area

I—
Mo. of Exemptiuna:l 1 Camp: I

Sex IF_ Location: I—
DOB: [12/03/1368 Shift Codle:  [2-2an/1of 7]
Ethnic Code: | 1- Caucasion ~| PerDiem Rate: IW
Carparation: |59 - nva =| FDBilling Rate: IW

Share Holder?: IY_ 5/H Spouse?: IN_ /T Rate Code: [0 Double Decupancy

Fesidency Code; |

Update | Cancel

Figure 4.2 The Employee Information Form in Edit Mode

Notice that the top two fields, Payroll Company Number and Employee Number are displayed in
edit mode. The text box for the last name is selected, as indicated by the text which is displayed
in the standard reverse color scheme. If you need to change the Payroll Company Number or

Employee Number in edit mode click on the I button. This will activate the text boxes and the
search window command button embedded in the Payroll Company Number text box.

If you are using multiple company numbers you may have a situation where there is an employee
with unique employee numbers for each company. If this is the case, click on the =l button to
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display the employee number grid. This data grid will allow you to enter in multiple Payroll
Company/Employee Number pairs.

The Employee Tag Number is assigned by the Labor Tracking Module and cannot be changed.

In the top part of the form there are text boxes for the employee name , address, social security
number and badge number.

The employee history is displayed in a frame with three labels, DOH (Date of Hire), DOT (Date
of Termination) and Status. In the above form the employee has been laid off and the current
status is “Archive”. Employee history cannot be changed from this form. You must click on the

M button in the Employee Browse Form to bring up the Employee History Form and make
an entry to establish employee status. This will be discussed in detail later in the Maintaining
Employee History section.

The lower part of the form contains a tab control. Click on the tabs or use the keyboard
commands which are: Alt-D for Demographics, Alt-T for Timecard defaults, Alt-P for Phone
numbers, Alt-N for notes and Alt-1 for Image.

The Demographics Tab contains a combo box for Tax Status. Combo boxes display a short list
of selections as displayed below.

Tax Status:

Mo, of Exemptions: w
S 3 - Married, Filing Single

Figure 4.3 Tax Status Combo Box with Three Selections

There are text boxes for Number of Exceptions, Date of Birth and Sex, a combo box for Ethnic
Code.

A text box with and embedded search command button for Corporation Number, text boxes for
Share Holder, Share Holder Spouse and Residency code are also on this tab. The Labor Tracking
Module was developed in the State of Alaska and the Corporation Number, Share Holder and
Share Holder Spouse are items required by many contractors to track an employees membership
in one of the 13 regional Native Corporations established in the 1971 Alaska Native Claims
Settlement Act.

On the right are text boxes for Area, Camp and Location. There is a drop down combo box for
the Shift Code. There are text boxes for Per Diem Rate, Per Diem Billing Rate and a Camp Cost
Billing Code.
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The second tab, Timecard Defaults, is displayed below.

Demographics ] T/C Defaults ] Phone Mumbers ] Motes ] |rmage Files
Caompany Mumber: Systern: |2EIIZI

Job Murnber; 100 = Area: |4|;||:|

Crewy: |3— Opcode: |EIZIEIIII

Fosition Code: Iﬂ Office Staff

Class Code: Iﬂ Office b anager Rate: 22.450

Agreement Code: |0 =

WHC Code: =810
Oracle J/MN:

Figure 4.4 Time Card Defaults Tab

Depending upon the selections in the Job Number Settings Form as described earlier these fields
can be updated each time a line of time is entered for an employee. Or, as the settings allow, you
may decide to enter selections in this tab and use them each time a new line of time is started for
the employee.

This tab contains text boxes for Work Company Number, Job Number, Crew, Position Code,
related Class Code and Agreement Code. The Workman’s Comp. Code that relates to the Class
code is displayed. Oracle Job Number is displayed only if you are using the Oracle Payroll
Upload utility.

On the right are the three Cost Codes with the names assigned to each group in the Job Number
Cost Code Settings Form. In this example, the three groups are called Area, Phase and Opcode.
The text boxes allow you to enter in the default cost codes or display the latest cost codes used in
time date entry for this employee, depending upon the settings in the Job Number settings form.
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Demoaraphics ] T/C Defaults ] Phone Numbers ] Hotes ] Imange Files

Haome Fhane:

Cell Phone: |[au?] 832-781

Emergency Contact: Ir-.ﬂary Adams (Mather)

Emer. Con. Fhone: |[E|III?] 899-3322

Alternate Mame: I.ﬂ«nnie Adams

Figure 4.5 The Phone Numbers Tab

The third tab, Phone Numbers, allows you to enter the employee’s phone number, cell phone,
emergency contact information and an optional field for an alternate name. Alternate names are
used if you are in an overseas job where the English equivalent of a foreign name is needed.

Demographics T T/C Defaults T Phone Numl:uersT Hotes T Image

R & R requested on 8/12/00.

Mail Check to above address.

Figure 4.6 The Notes Tab

The fourth tab, Notes, allows you to enter text in a free form style. This is a memo field and
multiple pages of text can be entered if needed.
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The final tab, the Image Files tab, is shown below.

Demographics T T/C Defaults T Phone Mumbers T Motes T Image Files
Ernp. Photo: |CMMSDAT S MMSDEMOWdamsAnitad bmp j
D Image #1: |c:mﬂmsomAwmsoEmomdamsAnnamm i j ey
ID Image #2: [ WMSDAT AWMSDEMO\S dams Anita D2 bmp j Wig
ID Imiacye #3: |CMMEDAT AMMSDEMO\ damsAnita D3 kmp j Wigy
ID Image #4: | =] wiew
X

Figure 4.7 The Image Tab

There are a total of five images that can be referenced in the above text boxes. The text boxes
contain the location or path and image file name. The first image is the Employee Photo. The
next four images are used for identification cards, Commercial Drivers Licenses, Training
Certificates, etc. that may be required as part of your employee file record keeping. An example
is the Federal Immigration Form (1-99) where proof of legal status needed for employment is
required. It is recommended that your images be bitmaps, as they can be adjusted using the
Microsoft paint program. Scanned portraits for the employee photo should be sized to 140 x 180
pixels. Scanned ID images should adjusted to 180 by 120 pixels. The employee photo is
displayed in the main employee information form shown in Figure 4.2 above. To view the other

images click on the M button next to the desired image. You do not need to type in the

entire path and file name. By clicking on the =l button you can display the file selection screen
displayed on the next page in Figure 4.8.
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im. Select a Bitmap Image File H=]Ed

File Location: C:\WEBPYMMS

Drives
Folders Double Chck on a File Falder ta Select
=

EVEP

BMP Files

AdamsaAnitad, brp il
AdamzAnitad| 0. brp
Adamzdnitadl D2 brp
Adamzdnitad D3 bmp
AdamzdnitadPazzpart. brp ;I

Select | Cancel |

Figure 4.8 Image File Selection Form

This form consists of three areas: the Drive selection box, the Folders selection box and the Bit
Map Files selection box. This form allows you to navigate through the folders on your hard
drive in order to locate the desired image file. Double click on the desired BMP file and then

click on the ﬂl button. The path and file name will be inserted into the text box on the
image files tab displayed in Figure 4.7.
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Employee History

When you press the M button in the Employee Browse Form the Employee History Form
appears as shown in the next figure. Refer to the section “The Standard Table Maintenance
Form” for information on how to use the controls on this form.

% Employee History M= E

Employpes Number, 570912

Ermployee Mame: Adams, Anita A

NE Hiztory Code | Description Remarks ry
06/12/1937 1 Mew Hire =
1241041957 11 Training Off Jobsite |~
0241541958 5 Reduction in Force [RIF]

04,401 /2000 2 FieHire
04152001 7 Terminated - Honarable
End of List. —
-
s
™|
x>

add | Edt | Delete| Pint | Ext |

Figure 4.9 The Employee History Form

When you enter an item you need to supply the Date, History Code and Remarks. The
description will be displayed once you select a History Code. Each History Code can update the
Date of Hire, Date of Termination and Employee Status depending upon how the code is set up.
More about this in the next section, “Employee History Codes”. The last item in the list is
always the item used to update the employee record.
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As with may text boxes in the Labor Tracking System, if you do not know the history code press

or press the =l button and the Search History Codes form will appear as displayed below.

. Search History Codes Ed
L | -
=4 Employee Historp A LTz ]

1. Enter the number of the iterm pou are searching for.
Employes Number: 570917 I

Employes Name: Adams. Anita A, 2. Click on the desired item and then click Select .
Date Hiztary Code | Descrption Code DESC"F_'“D” E
05271997 1 New Hire 1 HewHie 2
_ i 2 FeHire ™
121019337 11 Training Off Jobsite 7 R & R Departure =
02415998 5 Reduction in Force [| 4 R &R Return
04,01 22000 a2 FeHire 5 Freduction in Force [F”F]
_ E Medical Leave
04152001 7 Terminated - Honora 7 Teminated - Homarable
2/23/02 £ j a Terminated - With Cause
9 Cuit with Motice —
10 Quit without Notice Jud
1 Training O Jobsite p4
12 Space Alien Abduction g

Select I LCancel |

Figure 4.10 Search History Codes Form
The search form for History Codes is displayed by pressing the Z key or the ﬂ button
located in History Code text box.

Make your selection and update the list. When you exit the Employee History Form the
employee record will be updated with the latest DOH, DOT and Status
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Employee History Codes

From the main menu select “Employees” then “5 — Employee History Codes” to display the
Employee History Codes form as shown below. The keyboard sequence is Alt-E5. Refer to the
section “The Standard Table Maintenance Form” for information on how to use the controls on

this form.

&% Employee History Codes _ =]

Code | Deszcription Set Status As DOH Action DOT Action =
1 I ew Hire Active |lpdate Reset E
2  |ReHie Active Ipdate Rezet e
3 |R &R Departure On A &R Mo Change Mo Change B
4 |R &R Retumn Active Mo Change Ma Change
5 |Reduction in Force [RIF) Archive Mo Change |Jpdate
6 [|Medical Leave |nactive Mo Change Mo Change -
7 |Terminated - Honorable Archive Mo Change IJpdate -
3 |Teminated - With Cause Archive Mo Change |Jpdate hd
add | Edt | Delete | Piint | Exit |

Figure 4.11 The Employee History Codes Form

The columns are:

Code — Two digit number.

Description — Fifty character text field.

Set Status As — Selection made from a combo box.

DOH Action — Date of Hire Action, selection made from a combo box.

DOT Action — Date of Termination Action, selection made from a combo box.

The selections made for Status, DOH and DOT determine how the employee record will be

updated by the specific history code.



Labor Tracking Module User Guide| 47
Employees — Employee History Codes

The selections for Set Employee Status are: “No Change”, “Active”, “Inactive”, “Archive” and
“OnR & R”.

The available actions for Date of Hire are “No Change”, “Update” and “Reset”. If “Update” is
selected then the DOH field in the employee record will be updated with the date entered on the
employee history line item in the Employee History form. If the “Reset” option is selected then
the DOH field will be blanked out in the employee record. And of course, “No Change” means
the DOH date will not be altered by the history code.

The same actions are available for the Date of Termination. In this form you are specifying how
the employee history code will affect the employee record when used in the Employee History
list.

The figure below shows a new history code being entered:

2% Employee History Codes _ =] =]
Code | Description Set Statuz As DOH Action DOT Action  |&
6 [|Medical Leave [nactive Mo Change Mo Change E
7 |Teminated - Honorable Archive Mo Change Ipdate T
8 |Terminated - “With Cauze Archive Mo Change |lpdate ]
9 |Cluit with M otice Archive Mo Change |Ipdate
10 |Quit without M otice Archive Mo Change Ilpdate
11 |Training OFf Jobsite Mo Change Mo Change Mo Change -
12 |Space Alien Abduction 2 jll:l - Mo Change jl'l - Update ji
End of List 0 - Mo Change =
1 - Active
2 - Inacti
2 - Archive
4-OnR &R Update | Cancel |

Figure 4.12 Adding An Employee History Code

In this figure the “Set Status As” combo box has been activated with the drop down list of
selections. Hopefully this employee history code will never have to be used...
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Employee Deductions

When you press the M button in the Employee Browse Form the Employee Deductions
Form appears as shown in the next figure. Refer to the section “The Standard Table
Maintenance Form” for information on how to use the controls on this form.

2% Employee Deductions M=l E3

Employee Mumber: 570912

Emplayee Name: Adams, Anita A,

Co # Date Ded. Code Dezcription Deduction Type Aot Connmetts e
10 0E/27/1999 20 Court Judgement 4 - AllMet But Min 286,000 Motice in Employes File -
10 07,/04/19399 130 InzLrance Fee 5 - One Time Only BER.000 :

End aof List.
v
[wr]
>
-
add | Edt | Deste| Fint | Est_|

Figure 4.13 The Employee Deductions Form

This form allows you to enter Employee Deductions that you may need to track over time. The
columns are:

Company Number — This is the payroll company number.
Date — The date when the deduction becomes active.

Deduction Code — A three digit numerical code selected from the list of Deduction Codes
available for the payroll company number.

Description — Displayed once a Deduction Code has been selected.
Deduction Type — Displayed once a Deduction Code has been selected.
Amount — Amount of deduction.

Comments — Text string up to 40 characters long.
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Deduction Codes

From the main menu select “Support Tables” then “3 — Deduction Codes” to display the
Deduction Codes Table Maintenance Form in Figure 4.14. The keyboard sequence is Alt-S3.
Refer to the section “The Standard Table Maintenance Form” for information on how to use the
controls on this form.

% Deduction Codes = =]
Company Number: 10 General Contractors Inc.
Code D escription Deduction Type =
10 [R5 1 - % of Gross E
11 IRS 2 - % aof Met -
12 [R5 3 - Lump Sum
20 Court Judgement 4 - Al Met But Min
an State of Alaska 3 - Lurnp Sum =
40 C.5 E.D. 2 - % aof Met E
100 Pre Tax Insurance 3 - Lump Sum >
Add | Edit | Delete | Errirt | Search | Select Company E xit |

Figure 4.14 Deduction Codes Table Maintenance Form
Deductions can be entered in the Time Sheet Items Table Maintenance Form as a line item along
with regular time entries. A history of Employee Deductions can also be kept in the Employee
Deductions Table Maintenance Form under the main Employee Browse Form.
Codes are entered for a Payroll Company Number.
The columns in this form are:
Code — A three digit number.

Description — A string of text up to 50 characters long.

Deduction Type — Selected from a drop down combo box. The selections are: % of Gross, % of
Net, Lump Sum, All Net But Minimum and One Time Only.
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Adjustment Codes

From the main menu select “Support Tables” then “2 —Adjustment Codes” to display the
Adjustment Codes Table Maintenance Form as shown in Figure 4.15. The keyboard sequence is
Alt-S2. Refer to the section “The Standard Table Maintenance Form” for information on how to
use the controls on this form.

ok Adjustment Codes _ =] =]

Company Mumber: 10 General Contractars Inc.

Calc | Calc | Calz

Code Description Dues? |MEUp?) WAC? Adjugtment Tope %
1 T ool Allowance iy iy MW |6 - Montazable =
2 [afely Awad N | N | N [5-Tasable =
3 Truck Fee M M M [5- Taxable
End of List.

Add | Edit | Qeletel Prrirt | Eearchl Selectgumpanyl E xit

L M ]44] 4 |

Figure 4.15 — Adjustment Codes Table Maintenance Form

Adjustments can be entered in the Time Sheet Items Table Maintenance Form as a line item
along with regular time entries.

Codes are entered for a Payroll Company Number.

The columns in this form are:

Code — A three digit number.

Description — A string of text up to 40 characters long.

Calc Dues? — A Yes/No option for dues calculation.

Calc MkUp? — A Yes/No option for calculation of Mark Up.

Calc W/C? — A Yes/No option for calculation of Workman’s Comp. on the adjustment.

Adjustment Type — Selected from a drop down combo box. The selections are: 5 — Taxable and
6 - Nontaxable.
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Report Viewer - Employees

When you press the ﬂl button in the Employee Browse form the Report Viewer —
Employees form is displayed:

=% R epont Yiewer - Employees H=] E3

FPaper Size: Letter, 8% 1 11 in.
1M

I - Y

Emplovee ata Sheet Print Address Labels

Data Sheets - All Employess I Print Lizt of Mew Hirez I

Frint a List of Emplovees

Print List with DDH#’Ea_I,Iratel E xit |

Figure 4.16 The Report Viewer — Employees Form

The Command Keys on this form are:

Emplovee DataSheet | _ print a data sheet for the employee currently selected in browse screen.

Data Sheets - All Employees |

— Prints data sheets for all employees in the employee table.

Pint a List o Employees | _ pring g Jist of employees based upon options you select.
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Pint List with DOH/Payiale | _ 1c1dles the Date of Hire and Pay Rate columns in the list.

Pl e e L 23 |— Print labels ina 3 x 10, 2 x 10 or 2 x 7 format.

Pint List of NewHies | _ print g Jist of Employees by DOH or by Employee Name.
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Printing a List of Employees

When you click on the ___Ffint 3 List ef Employees | button or key press Alt-L the dialog box in

Figure 4.17 will appear:

im. Print Options - List of Employees

— Employes Statuz——
Al Employees
~ Achive
" Inactive
= OnF and R

— Company Murnber
= Al
by wWork Cormpary
' by Payroll Company

— Lizt Code

[T by List Code

Cancel |

Figure 4.17 Print Options - List of Employees Dialog Box

This dialog box allows you to narrow down the list of employees that will be printed. You can
select the Employee Status and/or the Company Number. If you select “by Work Company” or
“by Payroll Company” a text box with an embedded search command button will appear for you
to select the target company number. You can also check the by List Code check box. If this
option is checked the form will prompt you for the 1 to 10 character list code. All other options
will be disabled and the program will search the entire list of employees for those with the target

list code.
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im. Print Options - List of Employees

— Employee Statue—— 1~ Company Mumber

& All Employess Al

T Active by 'Work Company

" |nactive " by Payrall Cormpary

" OnA and R Compatiy Mumber: |1 0 =i
— Ligt Code

[~ bw List Code

Mest Cancel

Figure 4.18 Dialog Box with Text Box to Select Target Company

the [_text

report.

When the list is finished printing the form will appear as shown below:



&% Print List of Employees

el 1

5156 1) =
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Active Employee List for Work Company: 10
T TG [ PYPe. P [ P [ Empaes Mam LECTE] { ik E (11477 ool Pl T TR e TE
¥ T TTTI | Frcmramn, Ardy £ TETESTR N —IF, ST T [ TO0 [T AT | A
T ™ WSS [ Tarman Ealk B T T NP T T | T | TS AT [ X
a T AWM |Purks, Com . :::':':“"“' Anchoiame, A, ST AR o | oo |romasm (adew
T
e 10 |essam |Calaon, D M. ,:,fn._' - Faimrka LK 90= = | o [snmEmm (10w
ST
za i 2 |datnalon, Sy 230 Taubgal Ag. 20 Fanmrha LK | o [roman (e
D Ta Lsai | Jarma Wial M. T Fiw Himl Tnchoiage, A, 9951 9433 0 | 00 |G | advm
T T ATSIS [ Falw, T TR o T NP R T[T | TN AT |
T T T [FaiTn K TR THTIE T Hhe TFiga, JF T T N U] Tl
L L] LG [Hemn Ay F%0 Pk W AF_ame 0 | 00 [BremE | Advm
= T[T [Ha=n Fmd TR ER I T T T [ T [T | v
T T TS (A Bl T T IR S F TETETER T[T [ =TT | A
3 L] BramE [Hchdam, Ky F- Wi B 5 Wl = ot - Wiasi, AF._mwa 1 ma O | 00 [Sr-mie | Adim
k-l T[T b, Caib=a SO T S P g Fwar, XF, TS 0540 T | T [ S S S X
™ T b L T LW T TR I T ey TG, I, =T | T[S T
[ L TEmE | Fmih_Jhn M. T3 L mant Faimrha AF STW o | 00 |zara-mm | Advm
T Giasom O
| i 9uITr | reakda, Fommy T 2ol 3 Anchouage, K. 918 23 o | 0o [snmme [aHe
5 L EF T T e T T TEIm e O AF._9ws WS O | 00|83 st | advm
T . TS [Vifaan, Waly - T oo T NPT L R E e

Repart Finished, Prezs 'P' ta Print Print Clptiores - List of Employees

Emploves Statuz; Active

Compary Mumber: ok Company: 10

Figure 4.19 List of Employees Ready to be Printed

Notice that the form shows the finished report, ready to be printed, and the Print Options selected
for this report. In this example only active employees with a work company of 10 have been
printed.

of the main LTS Multi-Document Form and then click on the = :
M. You can also zoom in on part of the report by placing the mouse pointer in the report
viewing window and left clicking to zoom in or right click to zoom out. Hold down the left
button and move the report page around in the window to view enlarged sections of the page.

4 button or key press Alt-
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Assigning List Codes

Employees can be tagged and then a list code assigned to the tagged employees. In the figure
below several employees have been tagged and are highlighted in green to show their tagged
status.

2 Employees - AAATEST

Tagh| Empl # [Employee Mame P/R Co.|Co. #] Job Mo, | Crew | Position Clazz Rate Statuz Lizt Code

(6 | 41002 lArdeendrdyE | 10 | 10| 100 | 4 | T2 | AP |1230|hotve |
6 | a0 lBukeDanec | 0 [ 0] 0 | 2 | 1 | 61 |12 howe |

24 45343 | Jones, Walt M. 100 a4 | 11.000 | Active
22 875EES | Keller, David 10 10 100 2 34 AP 11.000 | Active
4 400312 | Martin, Mark E. 10 10 100 2 | G1 12560 | Active
27 454543 | Melzon, Andy C. 10 10 100 2 | G2 14350 | Active
20 2343434 | Melzon, Fred 10 10 100 5 Y| GF 29560 | Active
12 F57E44  |Melzon, lan A 10 10 100 4 1234 JW2 18.340 | Active —
9 E73092 | Micholzon, Mary T. 10 10 100 11 Ih Jhd 12920 | Active ;
21 4543545 | Olzen, Barbara 10 10 100 ] 953 G1 174580 | Active | >
26 343331 |Richardzon, Danial T. 10 10 100 b Y| G2 14350 [OnFR &R o]
Add | Edit | Qeletel Wiew | Brint | Eind | Search | Histary | Dedgctiu:-nsl LCrew | Tag | Post | Clear | Exit

Figure 4.20 Employee Browse Form with Tagged Employees

Post Clear

After tagging one or more employees the and buttons appear. The post button
allows you to post a string of text to the List Codes of all tagged employees. The clear button
will clear out the list codes of all tagged employees. List codes can be used for printing a
selected list of employees, labels or copying the employees to a separate database.

When you click on the post button the following dialog box appears allowing you to enter in the
List Code text string:

im. Post List Code to Tagged ltems |

Enter the Desired List Code and Click an Paost ta
Attach that Code to all Tagoged Employees

List Code (Up ta 10 Characters): Ig,.-;-.' 1|

Post | Eancell

Figure 4.21 Dialog Box to Enter and Post List Code Text
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After posting the List Code appears in the List Code column for the tagged employees. You can
clear the green bars from the display by clicking on the M button. In this example the code

“SA 1” for “Safety Award 1” is posted as shown in Figure 4.22 below:

% Employees - AAATEST M= B
Tag# | Empl # |[Employes Mame P/R Co.|Cao. #] JobMo. | Crew | Position Clazz Rate Status Ligt Code |
7 E70912 | Adams, Anita A, 10 10 100 3 as Tk 17.890 | Archive Sa1 E
B 411002 | Anderzen, Andy E. 10 10 100 4 1234 AP 12,340 | Active M
2 B5E545 | Benzon, Betty B. 10 10 100 1 os SEC 15670 | Active 541 —
g 834601 | Burke, Diane C. 10 10 100 1 341 Gl 12560 | Active Sa1
14 4545676 | Carlson, D avid M. 10 10 100 4 1234 JH1 15.680 | Active
3 E71209 | Dawsan, David D, 10 10 200 E 1002 Br.OM 13450 [On R &R 541
28 | 12345678 |Johnston, Jeremy J. 10 10 100 0 953 Gl 17.450 | Active Sa1
24 45343 |Jones, walt M. 10 10 100 88 34 AP 11.000 | Active 541
22 BYEEES | Keller, David 10 10 100 2 341 AP 11.000 | Active
4 400912 | Martin, Mark E. 10 10 100 2 341 Gl 12560 | Active
27 454543 | Melson, Andy C. 10 10 100 Z 34 G2 14350 | Active
20 2343434 | Melzon, Fred 10 10 100 5 341 GF 29560 | Active
12 557644 |Melson, lan A 10 10 100 4 1234 JM2 18.340 | Active —
9 673092 | Micholzon, Mary T. 10 10 100 1 am JM 12920 | Active I
21 4543545 | Olzen, Barbara 10 10 100 5 953 Gl 17.450 | Active i
26 343331 | Richardsan, Danial T. 10 10 100 1 341 G2 14350 [On R &R -2
Add | Edit | Delete | Wiew | Frint | Find | Search | Histary | Deductions | Crew | Taa | E =it |

Figure 4.22 — New List Code Posted for Tagged Employees

Now that a List Code has been posted you can print labels or a list of employees by entering the
same list code in the Print Options — Print a List of Employees dialog box (Figure 4.17).
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Printing Address Labels

When you press the Pirt Adess Labels | button in the Report Viewer — Employees form the

Print Options dialog box is displayed. To print labels for a target List Code check the List Code
check box. The dialog box will display a text box for the 1 to 10 character List Code:

im. Print Options - List of Employees |
— Employee Status——  — Company Mumber
% | &l Emplopess o
) Bative ) Byt Conmpat
1 [nactive 1 by Bayrall Eompany
) OB and B
— Ligt Code
¥ by List Code Code Text: |SA 1
Mest Cancel |

Figure 4.23 Entering a Target List Code in the Print Options Dialog Box

Hext

the Label Selection Dialog Box will appear:

. Label Selection Ed

Select the Avery Address Label Product Code from the

After clicking on

list belosne,
5260 (3 10 = 30 per sheet] =]
B260 [3 w10 = 30 per sheet] .

5261 [2 % 10 = 20 per sheet)
5262 (21 7 =14 per sheet]
A5G [ % 10 = 30 per sheet]
BEEO[3 % 10 = 30 per sheet)
AEET [2 % 10 = 20 per gheet]
BEEZ [2 ® ¥ =14 per sheet)
5960 [3 x 10 = 30 per sheet) =

Hest Cancel

Figure 4.23 Selecting a Label in the Label Selection Dialog Box

MHest
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Ethnic Codes

From the main menu select “Support Tables” then “5 —Ethnic Codes” to display the Ethnic
Codes Table Maintenance Form as shown in Figure 4.24. The keyboard sequence is Alt-S5.
Refer to the section “The Standard Table Maintenance Form” for information on how to use the
controls on this form.

ok Ethnic Codes M= EE

Code | Description EUR Col |

1 aucasion ] -

Z Black 1 &l

3 C panizh American 2 ]

4 4 zian 3

] A menican Indian 4 -

B Alazkan Mative 4 B

7 kd artian from Mars 3 b
dod | Edt | Dekte| Pint | Esit |

Figure 4.24 Ethnic Codes Table Maintenance Form

Ethnic Codes are selected for each employee in the Employee Data Entry Form. The columns
are:

Code — A two digit number.
Description — A text string up to 30 characters long.

EUR Col — Which column in the Federal Employee Utilization Report is the code under?.
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Corporation Numbers

From the main menu select “Support Tables” then “6 — Corporation Numbers” to display the
Corporation Numbers Table Maintenance Form as shown in Figure 4.25. The keyboard
sequence is Alt-S6. Refer to the section “The Standard Table Maintenance Form” for
information on how to use the controls on this form.

=k Corporations _ ]

Mumber | Corporation Hame

1 CIRI

I alista
A ktna
ASHC

k.enaitize

[ > [pp] 0l

B ering Straits

=i T | 4= L] P2

I [44] 4]

D apan

dd | Edt | Delete | Eint | it |

Figure 4.25 Corporation Numbers Table Maintenance Form

Corporation Numbers are selected for each employee in the Employee Data Entry Form.
Corporation Numbers are used for Section 29 reporting requirements in the State of Alaska. The
columns are:

Number — Numeric field, a two digit integer (99 is reserved for N/A).

Corporation Name — Text field, 50 characters in length.






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 convenient 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.

When a new entry is added to the table of Time Card 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 time card 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 time card 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 =
Beginning Date E nding D ate Period Ending D ay FE Tag E
12/21/1938 12/27/1998 Sunday, December 27th, 1938 1 -
12/28/1998 01./03/1939 Sunday, January 3rd, 1939 2 [a
0140441999 0141041939 Sunday, January 10th, 1993 CHEN
01/11,/1939 0141741939 Sunday, Januar 17th, 1993 4
01./12/1939 01./24,/1999 Sunday, January 24th, 1999 ]
1/25/99 01/31,/1939 Sunday, January 31st, 1939 B |w
0240141939 0240741999 Sunday, Februar Fth, 1933 7 |F
2/8/99 02414/1939 Sunday, February 14th, 1933 2 |=
tdd | Edi | Delete | utofil | Est_|

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 Beqginning D ate: 12430420027

Firzt day of Starting Pay Period iz Monday, December 30th, 2002
Last day of Starting Pay Penod iz Sunday, January Gth, 2003

Carcel |

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 23rd, 2010
Last day of Ending Payp Penod iz Sunday, August 23th, 2010

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 Labor Costs

The Labor Tracking Module has two methods for posting labor costs encountered during the
course of a project. The first is by posting time and the occasional adjustments and deductions
into the Time Sheet Items table using the Time Sheet Items Table Maintenance form. The
second is to post miscellaneous labor related expenses into the Miscellaneous Expenses Table
Maintenance form.

Once labor costs are entered into the database there are several reports available to cross check
your work for accuracy. From the database of labor costs you will then be able to generate
Internal Cost Reports, Labor Billing Summaries, Daily Force Reports and a number of other
reports available in the Labor Tracking Module.

Depending upon the home office accounting system you use there may be a way to “front end”
your payroll system with this labor data by generating text files or other database files as needed
by your system for batch uploads. This is already being done for several systems on a regular
basis.
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The Time Sheet Items Table Maintenance Form

The Time Sheet Items Table Maintenance Form is illustrated in Figure 6.1 on the next page. This
is one of the most complex forms in the Labor Tracking System with many options and tools to
help you maintain the accuracy of time posted to your cost structure.

There are several main features on this form. The first is the Data Display Grid that displays the
contents of the Time Sheet Items table. Above that and to the left are six labels for Employee
Name, Company Name, Job Description, Position Code Description, Class Code Description and
the Workman’s Comp. Code related to the Class Code. The values in these labels change as you
move from line to line. That is, they correspond to the active line (the line highlighted in
yellow).

In the top right of the form is the Weekly Time Totals Grid. This grid is filled whenever you
add, edit or prepare to delete an item. You can also fill the grid at any time by clicking on the

M button or by pressing the Space Bar.

Just above the Weekly Time Totals Grid is the Period Ending Date of the time sheet item on the
active line.

The Labor Tracking Module assigns a unique number to each time sheet item as it is added to the
table. The Time Sheet Item Number for the active line is displayed at the bottom right of the
form.

Below the Data Display Grid are a series of command buttons that give you a variety of options
and tools for maintaining the Time Sheet Items table. All of these command buttons have
corresponding key strokes to make accessing them more efficient. Also, since this form is
designed for entering time sheet items via the num pad the Employee Tag Number is used as
opposed to the Employee Number, which can be longer and contain characters, making the
entering of time more cumbersome. If you select to use the pre printed Daily Time Sheets you
will see that the employee tag number is printed next to each employee name on the time sheet.
Your project staff is also encouraged to keep cost codes strictly numeric to speed the process of
posting time.
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B Time Card Data Entry E]
Employes Name: Benson, Betty B, Period Ending: Sunday. September 18th, 2005
Campaty Mame: General Contractors, Inc. Mon | Tue |Wed| Thu | Fi | Sat | Sun
JobName:  Stare-A-Lat'Warehouse Praject 09/12[05/13]05/1405/15(05/16|05/17|03/18] Totaks
Pasitiar: Offica Staff ST .00 800|700]800]|800 39.00
aT 200|200 800200200 (10.00(10.00(36.00
Clazs: Secretary DT
WL Code: a0 Totale  [10.00|10.00|15.00{10.00{10.00(10.00|10.00| ¥5.00
Tagh|Co | JobH |Crew Area Phaze Opcode  |AC|Postion | Class Rate ST oT OT Date  (T/CIL =
2 |10 100 3 2001 400 E000 0s SEC 15670 | 7.00 8.00 09/14/2005 = E
2 10 100 1 oo 200 1006 as SEC 15.670 a.00 2.00 09/15/2005 2PN
3 (10 100 1 [2002 200 E000 0s PM 28.560 10.00 10/08/2005 —
2 10 100 2214000 200 1006 as SEC 18.670 a.00 2.00 09/16/2005
2 10 100 22 14000 200 1006 as SEC 15.670 10.00 09/17/2005
2 |10 100 | 22 |4000 200 1006 0s SEC 15,670 10.00 09/18/2005
2 10 100 2214000 200 1006 as SEC 15.670 10,00 10/01/2005
1 (10 100 1 2001 200 E000 0s PGRM | 210,000 | 1.00 10/03/2005
1 10 100 1 2001 200 E000 as PGRM | 210000 [ 800 4.00 10/04/2005
1 10 100 1 [200 200 E000 as PGRM | 210000 [ 1.00 10/05/2005
1 10 100 1 [2001 200 E000 as PGRM | 210000 [ 1.00 10/06/2005
1 10 100 1 2001 200 E000 as PGRM | 210000 | -1.00 10/07/2005
1 (10 100 1 2001 200 E000 0s PGRM | 210,000 | 1.00 10/08/2005 —
1 10 100 1 2001 200 E000 as PGRM | 210000 [ 800 200 10/09/2005 fud
2 10 100 1 (4000 200 1006 as CEQ [1200.000( &.00 2.00 10/03/2005 i
2 10 100 1 {4000 200 1008 s CEQD 300,000 | 1.00 10/04/2005 =
add | Edi | Delete| Find | Clone | Fiber | View | Mode | Adustment| Deduction Exit

Search by Employes | Search by Cgstcodes| Jump | Crew | Intals| T/C ltem #: 807

Figure 6.1 The Time Sheet Items Table Maintenance Form
The columns on this form are:
Tag # - The employee tag number assigned by the Labor tracking Module.
Co. — Company number, two digit number.
Job # — Job Number, up to eight characters, alphanumeric.
Crew — Crew Number, three digit number.
Group A Cost Code - In Figure 6.1 the cost code name is “Area”. 1 —10 character code.
Group B Cost Code — In Figure 6.1 the cost code name is “Phase”. 1 —10 character code.
Group C Cost Code - In Figure 6.1 the cost code name is “Opcode”. 1 —10 character code.
AC — Agreement Code, a two digit number (optional).

Position — Position code, up to six characters.
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Class — Class Code, up to six characters.

Rate — The Pay rate for the Class Code.

ST - Straight time hours (with two decimal places).
OT - Overtime hours (with two decimal places).
DT - Double time hours (with two decimal places).
Date — Time Sheet date.

T/C — Time Code, two characters (optional).

L — If time card item is Linked, a lower case “L” will appear in this column.

7 |
When entering time you can press the key at the Tag Number, Company, Job Number,
Cost Code Groups, Agreement Code, Position Code and Class Code to display a search window
for each of these items.

Besides the standard command buttons for Add, Edit, and Delete there are a number of other
command buttons on the Time Sheet Items Table Maintenance Form. The underlined character is
the keyboard equivalent. The command buttons are:

ﬂl - Find time for an employee by entering in tag number first, then select from a search
window filled with the employee’s time.

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

M - Filter time. First click displays only time for the employee/pay period. The second click
switches to show all time entered for the employee. The third click returns to normal time
display.

ﬂl - View a weeks worth of time in the Weekly Time Totals Grid for the active line.
(keyboard shortcuts are Alt V or Spacebar).

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

then later upload that data into the main Time Sheet Items Table. This command button toggles
between “Main” (the default) and “Temp” modes.
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WI - Click this button to add an adjustment. The keystroke is the numeric keypad “+”
sign.

Ml - Click this button to add a deduction. The keystroke is the numeric keypad “-” sign.

Search by Enployee | This button allow you to search the employee list by name. Once an

employee is selected a search window with the time sheet items for that employee appears. From
this window you can find and select the desired time sheet item.

Sesich by Costoodes | Allows you to search for all time sheet items that have a unique combination

of cost codes.

M - Click on this button to jump to a desired time sheet item. A window will appear asking
you to enter the Time Sheet Item 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 filled out for a crew.

M - To display the totals for the job number of the active line click on this button.

Rate ST o7 T D:
18670 .00 5.00 03/14
18670 2.00 2.00 03/15

Figure 6.2 Column Heading Buttons for Switching Columns on/off.

The figure above shows a group of buttons for ST, OT and DT columns. These buttons allow
you to turn on or off each column. If you are entering time for an overtime day you can turn off
the straight time column by clicking on the __ST__| button.
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Searching for Time by Employee

There are two ways to search for a time card items for a particular employee. If you know the

tag number of employee you want to search the time card items for then click on the ﬂl

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

m. Find a Tag Number

Employee Tag Humber: |4
Eind I LCancel |

Figure 6.4 Dialog Box Asking for Tag Number

The second way is to click on the second way is to click on the _2=2=h ¥ Emplayes | button (Alt-S)
and then search the employee table by employee name. In both cases, once an employee has
been selected, the following window with the time card items for the selected employee appears:

i, Search Employee Time Card Items |
Time for Employee: Martin, Mark E.

1. Tvpe the first fews characters you are looking far.

2. Click on the dezsired itern and then click Select .

Date Co # Job # aT oT DT

=
20000501 10 100 5.00 A
200005001 10 100 £.00 =
20000507 10 100 2.00 —
20000508 10 100 200 200
20000509 10 100 200 200
20000510 10 100 200 200
20000511 10 100 200 200
20000511 10 100
20000512 10 100 200 200 =
20000513 10 100 200 200 ol
End af List -
=|

Select I Cancel |

Figure 6.5 Search Window With Employee’s Time
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If you want to go to the end of the list (which may be long after months of time 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 time and the Table Maintenance Form will adjust the display to make your selection the active

line.

To search for a specific date enter the date in the “YYYYMMDD” format.
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Searching for Time 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 6.6 will appear:
im, Search by Cost Codes |
EDITIDEIFI}' Murmber: 10 =| General Cantractars Inc. Mote: After a
] ) successful search
Jab Mumber. |10 =| Stare-A-LotWarehouse Project Ou can press the F3
Period Ending: Igsmmggg =I Sunday. May 7th, 2000 function key to jump to
Ao i ) gach item in the list
fest | 300 taterials Testing il T el
Phase: |4.;,.;, Construction Support remain in place until
Oocod: o another search is
peode: fonos Logistics e
T/5 Item Mo. [rate Tag# |Employes Mame Pozition | Clazz Fi ate ST aT OT

Form 6.6 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 6.7
below:

. Seach by Cost Cades |
Company Humber; Im— General Contractars Ihe. Mote: Aftera
Job Number [ — ] successful search
I ore-A-Lot'\Warehouse Project wou can press the F3
Period Ending: IW Sunday, May 7th, 2000 function key to jump to
Ao i ) gach iterm in ‘_the Il_st
- | 500 taterials Testing belaw. This list will
Phaze: |4DD Construction Support remain in place _until
Opeode: o gr_u_:uther search is
f2005 Logistics initiatad,

T/5 Item Mo [rate Tag# |Employes Mame Pozition | Clazs Fi ate ST aT DT &
43 05401./2000 3 [Dawson, David D 05 PM 28560 | 2.00 A0 00 [&
744 05,/02/2000 3 [Dawson, David D. as P 28.560 .00 2.00 00T
745 05/03/2000 3 |Dawson, Dawid D, 05 P 28.560 a0 8.00 01—
74E 05/04,/2000 3 [Dawson, David D. as P 28,560 8.00 oo .0o
747 05,/06/2000 3 [Dawson, David D. as Phd 28560 a.00 0o 0o =
48 054062000 3 [Dawson, Dawid D o5 PM 28560 | 2.00 i 0 =
743 05,/07/2000 3 [Dawson, David D. as P 28.560 .00 | 200 0o i

Erd of List -]
MHew Search | Erint | Select | E xit |

Figure 6.7 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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Entering Adjustments & Deductions

When you need to add an adjustment press or key press the numeric keypad “+” sign. The new
line will appear as illustrated in Figure 6.8

20 [10 100 | 93 j2001 200 4500 341 GF DED 130 | 454.00 | 05,/16/2000
4 10 | 100 93 |2002 200 4500 0] 34 G1 and Kk .0a 051642000

deatel LCancel |

Figure 6.8 A New Line Waiting for the Adjustment Code

Notice that the column for Class Code now says “ADJ” to indicate the line is an adjustment. The
Adjustment Code is placed in the ST column. The OT and DT columns have been merged so that
you can enter in the adjustment amount out to two decimal places.

v
-

If you do not know the Adjustment Code then press the key and a search window for the

adjustment code will appear:

. Search Adjustment Codes |
Adjustment Codes For Company: 10

1. Enter the number of the item yow are searching for.

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

Code Description
1 Tool Allowance
2 Safety Award
3 Truck Fee
End of List

N

L4 |44] 4 |

To zearch by the ather colunmn & elact I C |
click on title bar of that colunn. —— =l |

Figure 6.9 Adjustment Code Search Window
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Figure 6.10 shows a completed Adjustment ready to be added to the Time Sheet Items Table.

20 |10 100 | 93 |200 200 4500 N GF DED 130 | 454.00 05/16/2000
4 10 | 100 33 2002 200 4500 o] 3 G1 AL 1 46.23 051642000

Figure 6.10 Adjustment Entry Ready to Be Added to Time Sheet Items Table

Deductions are entered the same way. To enter a deduction click on Ml or key press the
numeric keypad “-* sign.
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Cloning Time Sheet Items

When entering time 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 staff positions, warehousemen, etc.
whose job on a project is of a consistent nature.

After entering a line of time or moving to the item you wish to clone click on M or key press
Alt-C. In Figure 6.11 the user is at a line of time that is to be cloned:

27 |10 100 53 (2001 200 G000 341 G2 14,350 1.00 1.00 05/20/2000

20 (10 100 99 (2001 200 4500 3N GF 29,560 8.00 200 05/16/2000

20 (10 100 99 2007 200 4500 3 GF DED 130 | 454.00 05/16/2000

4 |10 100 99 2002 200 4500 341 Gl ADW 1 46,23 05/15/2000

2 |10 100 93 (1004 400 2000 0s SEC 15670 8.00 200 05/15/2000
End of List.

Figure 6.11 A Time Sheet Item Ready to be Cloned

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

i, Clone Timecard Item M=l E3

Timecard ltem to be Cloned
Tag Humber: 2
Employee; Benzon, Betty B.
Date: 05/15/2000 bonday, bay 15th, 2000

Date Range for Cloning Frocess

Starting Date: | WA Tuezday, kay 16th, 2000
Ending Drate: I 05/21,/2000 Sunday, May 21st, 2000

Mate: You can Usze +/- keys to change dates. Clore | E xit |

Figure 6.12 The Time Sheet Item Clone Form Ready to Clone

The form shows the employee, date of item to be cloned and the date range of the items to be
added to the Time Sheet 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

Clone

working day of the pay period. To execute the clone process click on or key press Alt-C.
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8- Time Card Data Entry E]
Emplayes Mame: Billingsworth, James R. Period Ending: Sunday, Cctober 2nd, 2005
Compary Mame: General Contractors, Inc. Mon | Tue [Wed| Thu | Fri | Sat | Sun
JabName:  Stare-A-Lot'Warehouse Praject 05/26]05/27 |05/25]05/23(05/30{ 10701 [10/02] Totals
Fositior: Mechanics ST 8.00 |1E.00| 8.00 |16.00 8.00 | 56.00
aT 200 4.00| 200|600 4.00 | 18.00
Class: Apprentice DT
W C Code: a3a0 Totals 10.00]20.00|10.00(22.00 12.00|74.00
Tag#|Co | Job# |Crew Area Fhaze Opcode  |AC) Position| Class Rate =1 o7 OT Date  (T/CIL =
16 [10] 1100 g |00 400 1005 g02 L 28.450 | 800 4.00 09/30/2005 B E
16 (10 100 1 [0 400 1006 B02 b b 28.450 8.00 2.00 09/30/2005 2PN
17 (10 1100 | 10 (9001 400 1005 g02 AP 22600 [ B0 2.00 1040142005 2 |—
16 (10| 1100 10 G02 b b 28.450 8.00 2.00 10/04/2005 5
17 (10 1100 10 (2000 200 G000 B02 AF 22.500 8.00 2.00 10/04,/2005 5
16 [10] 1100 |10 g02 L 28.450 | 800 2.00 10/04/2005 B
p| 16 |10 100 1 [3001 400 FO00 B02 AF 22,500 8.00 2.00 09/28/2005 =
16 (10 100 8 g02 b 28.450 | 800 4.00 1040242005 B
17 (10 100 a8 [0 400 1006 B02 AF 22.500 8.00 2.00 10/03/2005 5
17 (10 100 g [50m 400 1006 B02 AF 22.500 8.00 2.00 10/04,/2005 5
17 (10 100 8 (8OO0 200 G000 G02 AP 22,500 8.00 2.00 10/05/2005
16 (10 100 2 B02 b b 28.450 8.00 2.00 11/02/2005 5
17 (10 100 2 [e000 200 000 g02 AP 22600 | B.00 2.00 1140242005 2 |—
15 (10 100 1004 200 G000 A G2 14.350 5.00 10/28/2005 5 ;
17 (10 1100 2000 200 G000 B02 AF 22,500 6.00 10/11/2005 hd
17 (10 1100 2000 200 G000 G02 AR 22,500 3.00 10412/2005 =
add | Edt | Delete| Find | Clore | Fiter | View | Mode | Adustment| Deduction Exit
Search by Employes | Search by Costeodes | Jurmp | Crew | Totalz | TAC ltern #: 344

Figure 6.13 Newly Cloned Time Sheet Items Have Been Added to the Table

Figure 6.13 shows the newly added time sheet items. Time has been automatically added up to
the end of the working week, in this case Sunday. All fields except the date have been

duplicated.
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Useful Keyboard Shortcuts

The time sheet data entry form has a feature called Auto Add that you may be able to use to
speed up the keypunching of time. The information of the last item that you added or edited is

stored in the Auto Add buffer. You can also “paste” a line of time into the buffer by pressing the

+
.l key. When you are at a new line of time and the next entry is the same except for

*]

employee, Position and Class codes you can duplicate that line of time by pressing the or

the

key. The form will open up a new text box for the Employee Tag Number. Enter the

Enter
tag number and press twice. The line will be duplicated except for the new tag number
you entered and the Position/Class codes which were retrieved from the new employees record.

The Auto Add feature is useful when several employees work under the same cost codes

If you need to duplicate a line but with a new employee and different hours then press the @
key on the numeric keypad. The line will be duplicated with text boxes appearing for the tag
number,

ST, OT and DT fields.

When you are at the date you can use the “+” or ”—* keys to increase or decrease the date.



Labor Tracking Module User Guide| 80
Time Sheet Items — Daily Time Sheets

Daily Time Sheets

The Labor Tracking Module allows you to group employees by crew and then use the preprinted
time sheets for the manual posting of hours and cost codes each day. These time sheets are
specifically designed for the accurate recording and posting of labor activity on your project.

There is also an option to print out a version of the time sheets after time has been posted. These
time sheets print the employees grouped by crew (same as the blank time sheets) but include the
time and cost codes for internal or client signatures and/or as invoice backup.

ok Daily Time Sheets with Hames _ O] x|
Cornpary Mumber: 10 General Contractors Inc.
Job Mumber: 100 Store-A-Lot'Warehouse Project ™ Include Al Jobs?

Target D ate: |D5£22£2|:||:u:| bonday, kay 22nd, 2000
First Crew: |0 Current Crews List: 0,1, 2,3,4.5,11, 88

Last Crew: IBB

e M pfx Q-]

Select Companydlob F'airl Begin | E xit |

Figure 6.14 Report Form for Daily Time Sheets

The form used for printing the Daily Time Sheets will list the crew numbers encountered in the
Employee Table. The time sheets are printed based upon the Company, Job Number and Crew
fields in the Employee Table. Depending upon the Job Number Settings these fields are updated
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as time is entered or have to be manually updated in the Employee Information Form. There is an
option to print rates and another option to include all jobs.

General Contractors Inc
DAILY TIME SHEETS
9 90°
Monday, May 22nd. 2000 » Q %20 Q
Crew: 2 Warehouse Job: 100 99 Ql ° k‘)
oQ ‘Q Total
Employee Name ID No. - h‘ & J‘ Hours
Burke, Diane C 8
Laborers 341 e / 0
Group 1 G1 12.56 3
Keller, David 22 I /
Laborers 341
Apprentice AP 11.00 o Y / 0
Martin, Mark E. 4 1
Laborers 341 'b
Group 1 G1 12.56 y
Nelson, Andy C. 27 / I
Laborers 341 [s)
Group 2 G2 1435 o 2] /
Smith, John M 15
Laborers 34 z [D
Group 1 G1 12.56
Testdata, Tommy T. 1
Laborers 341 e [O
Group 1 G1 125 | &
ST i
sTl22 1K |
Remarks GCl
BP
Module Labor Tracking Module Report | Daily Time Sheets | Page 1

Figure 6.15 A Sample Daily Time Sheet

Figure 6.15 shows a sample time sheet, in this case it is for crew number 2, a group of laborers.
The time sheet prints the Employee Name, Position Code (Laborers) and Class Codes (Group 1,
Group 2, etc.). The descriptions are printed first, followed by the codes. The ID Number
(Employee Tag Number) is printed to the right with the rate under it if the option to print rates is
checked. The cost codes go along the top (12 columns per time sheet). At the bottom there is a
place for remarks and signatures.

The time sheet is designed so that the regular time is written in the lower section of the time box
and the overtime placed above and to the right for clarity. There is a total line at the bottom for
each column and a place for employee totals on the far right side. You can then cross foot the
totals to double check for accuracy.

The initials for the signature lines are entered in the Job Settings Form.
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Manpower Summary Sheets

A useful report for checking your data entry of time sheets are the Manpower Summary Sheets.
They are printed for a specific date and will list the employees and hours for each crew along
with crew subtotals.

General Contractors Inc.
Man Power Summary Sheets
Tch Himmber: 100 Stare- A-Lot Warehoase Project
Trahe < 422502000

Crew: 1

EmEic sy Humiu Oy Lwiriph=n =1 Hra. ol Hra. L'l Hra IchlHra.
Adars, Anlrs a. o TLLrk Dhdpar 1. hk . b Ll Lh. kb
OanLan, OWETY O. iEc IMCLATHIY 1.0k FLl Ll Lh. kb
ourks, oland . LH18 Safary OPELEdr LET Taar 1.0k FLL Ll Lh. kb
oawmn, oseld o. ra PLG|ACT HUNLQED T Lh. bk N1 Lh. bk
Crad JuaTorsle: 4. bk Li.hh Ll ih. hb
Crew: 2

EmEic sy Humiu Oy Lwiriph=n =1 Hra. ol Hra. L'l Hra IchlHra.
Ok llar, oxld GL Groug L 1. hk . b Ll Lh. kb
maloan, andy C. [T GIaug & 1.0k FLl Ll Lh. kb
ThETALTA, Taldly T. Gl Graug L 1.0k FLL Ll Lh. kb
Crad JudTorsle: 4. bk . b Ll k. kb
Crew: 3

Eniple g Munid Chiny Uim=riph=n =1 Hra. [(HE. 'R Ul Hra Il Hra.
AlLlLLLamcan, Allaurs a. orl OpkLLTal © .k L. bk Ll Lh.hh
Alloan, aslly =. are OpkLLTaL CC L Lh. bk Ll Lh. kb
Coidd Judtozsleo: Ll il Ll ik bk
Crew: 4

EmEic sy Humiu Oy Lwiriph=n =1 Hra. ol Hra. L'l Hra IchlHra.
Ahdarcan, andy K. aul JuUmaPnsn € N1l Lh. bk Ll Lh. kb
Cacleon, osvld ko arl TaUMaFNsn 1.k .k bk Lh. kk
Crad JudTorsle: 1. bk L. Wk Ll ih. bk
DaparT TaTale: Si. b 4. m Ll LLE.bk

AT w ] nFovrm Tummay E] [Fam

Figure 6.16 Sample Manpower Summary Sheet

You can also print Daily Time sheets with Time and match the printed output with the hand
written time sheets from the field.
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Input Edit Report

The Input Edit Report allows you to print out a summary of time sheet items entered for each
employee throughout the week.

(General Contractors Inc.
Input Edit Beport by Crew for Period Ending: Sunday, April 30th, 2000
Job Mumber: 100 Ztore-A-Lot Warehouse Project

Cmplkycce Hameo: Benson, Betty B, Tag Humbar 2

Crow Arza Fhasc O poasda Fosition Doscription Class Doscriptian ET Hrs. OT Hrs, DT Hrs, Tatal Dai
1 200 400 gooo os Office Staff SEC Secesbacy 2.00 2.00 10.00) D4r24/72000
1 ELL] aon 2000 oL Ooffice Staff SEC Seeesbacy 2.00 2.00 10.00| 04F25;72000
1 DL 00 zooo og Office Stafl SEC Sgcesbacy .00 2.00 10.00|04f26,2000
1 300 400 gooo os office Staff SEC Secesbacy 2.00 2.00 10.00) 0&F27y72000
1 500 400 gooo o= Office Stafl SEC Seecexbacy E.00 2.00 10.00) 0D&4F2E72000
1 500 400 gooo o= Office Stafl SEC Seecexbacy i0.00 10.00) 0D4r29/72000
Ermployes Tobals: 40.00 20.00 60.00

Cmployce Name: Burke, Dianc ©. Tog Humber: 8

Crow Arza Fhasc O poadda Fosition Description Class Ooscriptian ZT Hrs. OT Hrs. DT Hrs. Taotal Oaie
1 son aon zooo 20 Safety 21 Safeby Offieee lab ¥ zZ.00 2.00 10.00| D&4f24y72000
1 300 400 gooo =0 Satety 21 Safeby Officec lab ¥ 2.00 2.00 10.00) 0D&F25/72000
1 o0 a0n gooo =0 Sateby g1 Safeby Officsc lab ¥ io0.00 10.00| D&f2672000
1 L] oo gooo 0 Satety g1 Safeby Officge lat ¥ io.00 10.00| D&4F2772000
1 ELL] a0n zo0oo 20 Saflsty 21 Safeby Officec lak ¥ 2.00 2.00 10.00| D&4¢2872000
1 son aon zooo 20 Safety 21 Safeby Offieee lab ¥ zZ.00 2.00 lo0.00| D4f2872000
Brployes Tobals: 32.00 28.00 60.00
Cegw Tokala: 72.00 42.00 120.00

Cmpkyoe Hamo: Keller, David  Tag Humber 22

Crow Arca Phasc O poasda Position Deo=criplion Cl=s Deoscriplien BT Hrs. OT Hrs. OT Hr=. Tadal Daic
2 800 200 5000 Zul Labocgea =1 Seoup 1 Z.00 2.00 10.00| 0472472000
2 300 200 6000 34l Lahoc&ca =1 Eeaup 1 2.00 2.00 10.00) 0D&4F25y72000
2 L] 200 6000 34l Laboceca =1 Beoup 1 g.0o0 2.00 10.00| D&4¢2672000
2 200 200 6000 34l Laboceca =1 Seoup 1 2.00 2.00 10.00) 04F2772000
2 ELL] aon 6000 24l Lahoeces =1 Seaup 1 1o0.00 10.00| 04f2272000
2 DL 200 6000 Zal Laboegea =1 Seoup 1 10.00 10.00|04f28/2000
Brployee Tobals: 32.00 28.00 60.00

Cmpkyae Hame: Heksan, Andy ©. Tag Humber: 27

Crow Arca Phasc O pooda Position Dosariptian Cla=s Oo=aripian BT Hrs. OT Hrs. OT Hrs. Todal Daic

2 L] 200 6000 34l Laboceca =2 Beoup 2 g.0o0 2.00 10.00| D&¢2472000

2 200 200 6000 34l Laboceca =2 Seoup 2 2.00 2.00 10.00) 0D4F2572000

2 ELL] aon 6000 24l Lahoeces =2 Seaup 3 1o0.00 10.00| 04f26;72000
[Madul] abar Tmcting Maduk Fepan [Inpw. Edi Repart by Craw [Dawd 4302 [Time [ Zama [Page[ 1|

Figure 6.17 Weekly Input Edit Report by Crew

This report can be printed by Crew/Employee or by Employee.
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Miscellaneous Expenses

The Labor Tracking Module allows you to enter labor related miscellaneous expenses
encountered during a project. This is an alternative to using the Material Tracking Module
which is a more structured process with requisitions, purchase orders, vendors, etc.

To display the Miscellaneous Expenses form from the main menu select “Time Sheets” then “D
—Misc. Expenses” as shown in Figure 6.18. The keyboard sequence is Alt-TD. Refer to the
section “The Standard Table Maintenance Form” for information on how to use the controls on
this form.

=k Expenses M= E

Period Ending: Sunday, hMay Sth, 1999
Company Name: General Contractars Inc.
Job Name: Store-A-LotWarehouse Froject
Expenditure Type: Consumahles
Deseription: \work Gloves, Leather

Date [ty |t Drescription It Price Amount Coo | Job#t Area Fhaze Opcode  [E/T|=
05/07/1993] &0 Pair fwfork Gloves, Leather 878 43.90 10 100 1001 200 4500 E
06/02/1933] 100 pair (Safety Goggles 1422 142,20 10 100 1007 200 4500 C .

End of List. -—

L CIETIEN

add | Edit | Delete | Exit

Figure 6.18 Labor Related Expenses Table Maintenance Form

As you can see, this form allows you to post each item to the cost structure in the same manner
you enter time. At the far right is an additional column to enter an Expenditure Type.
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Expenditure Types

When entering labor related Miscellaneous Expenses you can tie them to an Expenditure Type.
To display the Expenditure Types form from the main menu select “Support Tables” then “9 —
Expenditure Types” as shown in Figure 6.19. The keyboard sequence is Alt-S9. Refer to the
section “The Standard Table Maintenance Form” for information on how to use the controls on
this form.

ak Ezpenditure Types

Code [Dezcription
A JAirfares

C  |Conszumables
0 |Other
5
T

Small Tools

Tools
End af List

o
M)A ] DN E

bdd | Edi | Delete | Pint | Exit

Figure 6.19 — Expenditure Types Table Maintenance Form

The Expenditure Type is a one character code with a 50 character description. The table
maintenance form converts all codes to upper case.
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Job Cost Constants

Before running any cost reports there is one last step to preparing the Labor Tracking Module
database to accurately report ongoing job costs. Because the Labor Tracking Module is designed
for use in the field office which may be a remote location it does not link directly with the home
office accounting system. The module was not designed to do payroll and for this reason the
database does not contain any historical tables that contain the taxes paid by the employer over
the course of a project. Instead, the module allows you to enter a job cost constant for each pay
period. The job cost constant is calculated from the payroll reports created by the home office
payroll system. The job cost constant is a percentage calculated as follows: total employer taxes
(ESC, FICA and FUTA) divided by total wages (including taxable adjustments). It is then
entered into the Job Cost Constants Table as a percentage (above result times 100) for each pay
period. It is carried out nine decimal places for accuracy. The cost report tax cost will be very
close to the payroll run, but because the taxes are subtotaled by the various combinations of cost
codes instead by each employee the total may vary slightly.

To display the Job Cost Constants Form from the main menu select “Support Tables” then “1 —
Job Cost Constants” as shown in Figure 6.20. The keyboard sequence is Alt-S1. Refer to the
section “The Standard Table Maintenance Form” for information on how to use the controls on
this form.

&% Job Cost Constants _ =] |
Campany Mumber: 10 General Contractors Inc.
Job Number: 100 Stare-A-Lot Warehouse Project
Perod Ending | Description Tax Cost =
04/30/2000  |Sunday, Apnl 30th, 2000 9034322254 E
08A07/2000  |Sunday, Mayp Fih, 2000 9100258730 a
05442000 |Sunday, kap 14th, 2000 9.23097 2232 =
0542142000 [Sunday, kMap 21st, 2000 9.2323167R0
05/28/2000  |Sunday, May 28th, 2000 9.012345343
End of List.
-
4
sl
x>
tdd | Edt | Deiete | Pt | Select Companpilob Fai | Exit |

Figure 6.20 The Job Cost Constants Table Maintenance Form
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Part 7 — Labor Reports

The Labor Tracking Module has a variety of reports. There are Internal Cost Reports, Invoice
Summary Sheets, Daily Force Report, etc. These reports were developed over time as users
determined the various reporting requirements encountered during their projects.
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Daily Force Report

The Daily Force Report is useful to the Project Manager that wants to review the previous days
labor activity. The report is run for a specific day of the week. The report lists the man count for
each day of the week along with the hours for the target day and entire week. To run this report
select the main menu item “Timesheets” and then “5 — Daily Force Report” (Alt T5). The form
in Figure 7.1 will be displayed:

¥ Daily Force Report by Job Mumber

Comnpany Number: 10 General Contractars Inc. Cutoff Day: ¢ Monday 03/01/2000
= Tuesday 05/02/2000

Jab Mumber: 100 Store-A-LotWarehouse Project  Wodrewday  2/03/2000
Period Ending: | Sunday. May 7th, 2000  Thursday 05./04/2000
Rieport Date: [05/05/2000 & Friday O6/05/2000
" Saturday 0540642000
= Sunday 0540742000

o S e T R

Select Company/lob F'airl Beqgin | E xit |

Figure 7.1 Daily Force Report Form

Click on _22=et Company/lab Par |or Alt C to select the Company Number/Job Number pair. Next

enter the Period Ending Date for click on =lto display a search window. Select the target Day of
Bean | (Alt B) to display the report.

Week and then click on
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>eneral Contractors Inc.
Daily Force Rep ort
Job Fhomber: 100 Store- &-Lot Warehwonse Project
Period Endivg: 05072000
Feport Date : 05052000
CRAFT
Posl o Tdon Tuc ficd Tha Frl 5al S Pl Tatal
Cod s DoscHpdlan [ty | [y (el [t [t GG (g Hours Hoars
31 lasarmrcs 1 1 1 1 1 11.11 1.1
k1 Cemcataczs H H H H H 2d.11 izn. 11
CrakkE Subbakale: B k- | k- k- J&5.0D Z01. DD
STAFF
Posl o Tdon Tur ficd Thu Frl 5al S Pl Tatal
Code DoscHpdlon [ECP IVET R RS I R S T Haods Haous
=17 CCCicm Stall 1 1 1 1 1 1.11 i1.011
SEaEE Subbakalr: L L L L L E.DD &b 0D
Fesark Takal c: 1 - il - - .00 Z41. 00
[Femlq L Trading Waauls [Fepon [Dally Foroe Repaat LK

Figure 7.2 A Sample Daily Force Report

In this sample report Friday was the target Day of Week. The report is divided into two sections,
Craft and Staff. The Position Codes are grouped according the Staff/Craft designation in the
Position Code Table Maintenance form. Each column shows the man count for that day along
with hours for the target day and the week. There are subtotals for each day of the week and for
each section. This report is useful to track manpower on a project on a daily basis.
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Input Sheets

Input Sheets show an entire weeks worth of time sorted by Company/Job Number/Cost Codes
for an Employee. The report also will list adjustments and deductions at the bottom of the page.
This report can be used to submit time to the home office via fax machine or pouch as an
alternative to sending a download file via email.

To run this report select the main menu item “Timesheets” and then “6 — Input Sheets” and then
one of three choices: “1 - by Payroll Company”, “2 — by Employee” and “3 — by RIF List” The
Report Setup form in Figure 7.3 will be displayed:

ik Input Sheet Report Setup M= E3

Input Sheet Counter:  [STH

Payroll Compary Mumber: [10° =] General Contractors Inc,
Wwork Compary Number: [T0 =| General Contractors Inc.
Beginning Job Mumber: [100 = Store-A-Lot'Warehouse Project
Beginning Crew Mumber: In—
Beginning Tag Murnber: Igg— Johnston, Jeremy J.
Period Ending Date: Jo5/07/2000 =] Sunday, May 7th, 2000

Beqin E uit

Figure 7.3 Input Sheet Report Setup Form

This form has text boxes for the Input Sheet Counter, Payroll Company Number, Work
Company Number, Beginning Job Number, Beginning Crew Number, Beginning Tag Number
and the Period Ending Date.

When running a batch of Input Sheets for a Payroll Company the above form is designed to
allows you to restart the report mid stream if for some reason the printing process was
interrupted. The report uses the Employee Table along with an index that is keyed on Payroll
Company/Work Company/Job Number/Crew/Employee Name. Only employees with time for
the target period ending date will be included in the report run.

Each page is assigned a number starting with the Input Sheet Counter you specify. This is useful
in communicating with the home office when there are questions regarding a particular sheet.

To run the report click on ﬂl (Alt B).
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Figure 7.4 shows a typical input sheet for an employee:

Ffmlzan, Mndy =, Tax Statoz: dacramd fmcaad Iadang: 1a/01/2001
E14-32-3437 Ba. af L-mmptaanz: @ Tag Aomimrc: 21
'EYELE Ostm af Baicm: 131{12/)199%3 Faycall ca. }: 11
Oirzpatch Fatm: 14.331
Camgmany Ba.:11 Coaft!Clazx: 341/aG2
Crmyw Ba.:i? LD DZ
daa Arma Fhazm O cace Fatm Tatal DR TOC WIo Tm rrl SLT 5
2. 1.1 - n.ni - - . -
imn 1nn1 o E1ns 14 .530 31.11 .11 - .00 11.10 11.01 3.1 -
n.ni - 1.1 - - - - -
1nn dnna 1a1 s 1.z .1 - .11 - - - - -
Erarz Wapmz: 1, 171.103% aT: IT.nt Cammmntz
Ormion Oomzx: 12.110 oT: 34.101
Tatal Acx: EE.N1I or:
Jdijnrtmamtx Omcho ct 2anz
Fraject daracmrc
Jdmin. danagmrc
CRIECTT 0 moil [ Al Theals [P v | ST

Figure 7.4 A Sample Input Sheet

The Input Sheet has a section for each unique group of Company/Job/Cost Codes on the right
and to the left is a grid with the time for each day of the week. Any adjustments or deductions

will be listed at the bottom. The top of the report has the basic employee information and the PE
Date.
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Input Summary Sheets

Input Summary Sheets are like the Input Sheets in that they show an entire weeks worth of time
sorted by Company/Job Number/Cost Codes for each Employee. However, this report
consolidates the information into a landscape report with more than one employee per page.

To run this report select the main menu item “Timesheets” and then “8 — Input Summary Sheets
The Report Setup form in Figure 7.5 will be displayed:
&% Input Summary Sheet by Payroll Company/Employee _ O] x|

Payrall Cormpary Mumber: I =I General Contractars Inc.

Periad Ending: IEIEHEIFHEEIEIEI =I sunday, Manye 7th, 2000
Beginning Employee: Adams, Anita A,

Ending Emploves: ‘Ailson, Wally W,

e 1 x| Q|| A

Select Employes Bange | Beqin | E xit |

Figure 7.5 Input Summary Sheets Report Form

This form allows you to select the Payroll Company Number and the Period Ending Date of the
target pay period. If needed, you can also select the range of employees to print. To run the

report click on 259 | (Alt B).
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General Contractors Inc.
Input Summary Sheet
FPayroll Compary Moo 10
Period Ending. Sunday, May 7ih, 2000
T P Trv s oA FEa [ Grurs | Grern [Greere ey T G T e T i3 E e
OamiEan, ouvld o. [3.%31] 3] 111} L1} L1} HI1H z0. SEh it LIS ) [N} [N 1] [N} i L
m AT R} R} T}
Implaaa Tatala: £4.99 4.99 9.9 4.9 4.9 4.99 4.99 11.99
qonac, Aslr Kk 45141 Lk ik 5k kb 111} L. 5ih E1d [N} [N}
o T T
Lk ik Likk kb 111} L. 5ih E1d [N} [N}
o
Lk ik Lkl kb 111} Lk E1d
o
Lk ik Lkl kb Thik LL. bhk E1d [N} bk
o .0 FR)
o Loras Totale waa|  tvas TR
Ery YTy T D o o PR TR (T T T
Ot E.hh E.hh
e [Ty pa—eT
FreeraT. e o o o PR TR (T
Ot 5. kb 5. kb
Lk ik Likk kb 111} L. 5ih E1d
Ot [N} i.hh FA Y
Teployes Tatala: 1144 LL.aa 2.a4
maleon, andy ©. LREEE] Lk ik Likk kb 111} Ld. 15k E1d Ed. hh [N} bk Lkl
o L ke 1.0 1.0 LL. bk LL bk 1.nh
Lk ik Ak L5k HIH Ld. 15k E1d [N} bk
o 1.0 1.0
o Loras Totale T T T ) ] )
mlLLLsresn, Allaur . T30 | M | Lk Lk T [T e |n I [T (AT (AT (AT (AT
[Maduld =bar Tacting Maduke Fapar [Inpd Summarw Shaal [Dawe] 5702 [Time | dud [Fage[ 1 |

Figure 7.6 Sample Input Summary Sheet

The Input Summary Sheet will list time for each unique group of Company/Job/Cost Codes
encounter for the week for each employee. Remember, the Labor Tracking Module makes a
distinction between the Payroll Company and the Work Company. Therefore, an employee could
work for several different companies and yet shows up only on the Input Sheets for the
employee’s Payroll Company. The Job Numbers and Cost Codes are always related to the Work
Company.




Labor Tracking Module User Guide| 94
Labor Reports — Internal Cost Report by Cost Codes

Internal Cost Report by Cost Codes

There are two versions of the Internal Cost Report by Cost Codes. The first version allows you to
select the beginning and ending pay periods. The other version allows you to enter in the
beginning and ending dates. Some folks prefer to think in terms of period ending dates when
reporting the progress of a project. Others may want to see the cost on a month to month basis or
some other period of time not based upon pay periods.

To open the Internal Cost Report by Cost Codes Report form select main menu item “Reports”,
then “1 — Internal Cost Reports” and then one of the following: “1 — by Cost Codes (Period
Endings)”, “2 — by Cost Codes (Date Range)”, “3 — by Employees”. Figure 7.7 displays the
Internal Cost Report by Cost Codes Report form by Period Endings.

=% Internal Cost Report by Cost Codes [Period Endings]

Select up to 3 Levels of Detail

Campany Murnber: 10 General Contractors Inc.
Job Mumber: 100 Store-A-LotWarehouse Project Level T Last Lode: Iﬁ -frea [
First Period Ending: 04/30/2000  Sunday, April 30th, 2000 Level 2 Cost Code: |6 - Phass [
Last Period Ending: 05/14,/2000 Sunday: kay 14th, 2000 Lewvel 3 Cost Code: IE - Opcode j

se] bl Q-] g

Select Comparnydlob F'airl Select Penod Endings | Beqgin | Exit |

Figure 7.7 Internal Cost Report by Cost Codes Report form by Period Endings.

There is a command button for selecting the Company/Job Pair. Another command button allows
you to select the Range of Period Ending Dates. There is a check box to activate the User
Defined Structure Filter if desired (see the section on User Defined Structures). Finally, there are
three drop down combo boxes to select which groups of cost codes you want the report to
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process. You can also select the hierarchy of cost codes by selecting which group of cost codes
gets placed at which level. For example, you can select cost code Group C as the level 1 cost
code and then Group A as the second level. The report will then print out in the order of the
Group C cost codes with the detail consisting of a line for each Group A cost code found that
was paired with the Group C cost code being processed. That is, the report would have this
format:

Group C cost code 1

Group A cost code 1 total
Group A cost code 2 total
Etc...

Group C cost codel subtotal

Group C cost code 2
Group A cost code 1 total
Group A cost code 2 total
Group A cost code 3 total

Group C cost code 2 subtotal
Etc

Notice in this example only two levels of detail will be printed since only two groups of cost

codes are selected. Figure 7.8 illustrates a sample cost report with all three levels selected. For a
three level report there is a new page started for each level 1 cost code.

To run the report click on ﬂl (Alt B).
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Gener al Contractors Inc.
Joh Cost by AreaPhase/Opcode
Job Mareber: 100 Store-&-Lot Warehouse Project
Frorn 040242000 to 0571 40000 (PE 0430/2000 to PE 0571472000}
Area: 900 - Materials Testing
Phose: 204 - Givil
O poaddiz Oasc riptian Haurs Oirosts Bancfis WCASL Tarcs Tatal
2003 Logiasbica 60.00 878.320 35.00 4B. 332 7942 1,083,894
e0oo Dicget Labac 428.00 10,708,328 211.02 221.55 9889.12 12,.210.08
Bhaas: 200 Sulbobala 422.00 11,327.38 330.02 267.287 1.043.33 12,234.02
Pha=o: & - Cansiruction Suppar
O poada Do ription Haurs Diracts Danafits WICHEL Taxa= Tatal
2003 Logiatica 6E.00 2,227.88 389.24 a.24 202.31 2, 494,87
6000 Diewckt Laboe 4.00 63.20 2.82 .28 .31 23.32
gooo Adminisbcabivg 220.00 6,070.04 186.40 12.235 S48.35 B, 227.04
Ehaus: 400 Sulbotala 302.00 2, 367.33 258.16 21.:% 737.17 9,405, 23
Acga: 900 Subbabala 780.00 18,955.11 609.18 2889.23 1,.805.72 22,659. 26
[Madul] abar Tracting Maduk Fepar [Jab Casl by Aea Pharal poods [Daw] Fa02  [Time | G0 [Fage[ 2 |

Figure 7.8 Sample Page From the Internal Cost Report by Cost Codes Report

The report lists the man hours, direct wages, benefits, insurance (WC/GL), employer taxes (from
the job cost constant) and the total.
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Internal Cost Report by Employee

The third version of the Internal Cost Report details the project costs by employee.

To open the Internal Cost Report by Employees Report form select main menu item “Reports”,
then “1 — Internal Cost Reports” and then “3 — by Employee”. Figure 7.9 displays the Internal
Cost Report by Employee Report form.

&% Internal Cost Report by Employee - |O] x|
Compary Mumber: 10 General Contractors Inc.
Job Mumber: 100 Store-A-Lot'Warehouse Project

Feriod Ending: IEIE;"EIF;"EEIEID sunday, May 7th, 2000

el M slw| aQ [v] |

Select CompanydJob F'airl Beqgin | E xit |

Figure 7.9 Internal Cost Report by Employee Form

Since this report is generally used to verify the data in the Labor Tracking Module against the
home office payroll run it is for a single Period Ending Date. Figure 7.10 is a sample of this
report.
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General Contractors Inc.
Internal Cost Reporthy Employee
Joh Muraber: 100 Stome-&-Lot Ware house Project
From 05/01r2000 to 05072300
Cmp. ¥ D plopec Hamea Hours Dirocls Boncfis WCAEL Takos Tatal
671209 Dawaon, Darid 0. 32.00 1.813.332 3l.04 4.13 174.12 2,142,232
43343 Jones, Walt i 21.00 333.62 12,83 10.10 28,46 I76.29
273663 Xaellee, Darid 10.00 1322.18 6.30 7.73 12.37 164 .93
40pe12 binckin, diack E. 12.00 244.92 .43 10.02 22.29 223.69
LELELE Helaon, Rody C. 66.00 1.1591.08 .80 “3.10 108 .33 1,333.28
283674 Killiamaon, Willuc O. 32.00 2.157.40 62.64 59.10 1896.34 247548
LELELT] Wilaon, Wally . 72.00 2,.643.892 63,64 io.oo 240.72 2,978,324
Fapark Tabals! Jiz.oo0 B.614.68 247 .82 164.58 TH3.95 §.811.03
Woduld Labar Trecting Wadulk [Fepan [inie mal Cast Repat iy Emphyes [Oadseme  [Time | 259 | Fagel 1

Figure 7.10 Internal Cost Report by Employee

The report lists the hours, direct wages including adjustments, benefits, insurance (WC/GL) and
total for each employee for the target Company/Job Number pair/Period Ending.
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Part 8 — Multiple Job Sites

The Labor Tracking Module allows you to use multiple job sites. Multiple job sites are typically
found on the home office computer, where copies of the databases from several remote sites are
placed. This section will describe how to add a new job site, create a download database in the
field and upload updates into the home office computer when downloads are received.

In the following example there are three databases: FAIRBANKS, PRUDHOE and VALDEZ.
The databases have been named after the locations where the projects are taking place. The
databases have been placed in folders under the folder called MMSDATA (Modular
Management Series Data) as shown in Figure 8.1

& MMSDATA i =]
J File Edit Miew Go Favortez:  Help |
b 73) »
« _ = 4| ¥
Each Farnard p Cut Copy Pazte
| Address [ C:AMMSDATA, =l
Hame | Tepe I
' File Folder
CIPRUDHOE Filz Falder
CIvALDEZ File Falder
1| | ]
|3 object[z] |_,%‘ by Computer o

Figure 8.1 Separate Folders for Each Job Site Under the Folder: MMSDATA

The Labor Tracking Module allows you to update the list of Job Sites. To display the Job Sites
Table Maintenance form select main menu option “Files” and the “2 — Job Sites” (Alt F2).
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Adding a Job Site

2% Job Sites ]|
Job Site Location of D atabaze Files =
FalRBAMES s MSDATAVFAIRBANES E
ALDES C:A\MMSDATAMWALDES a
End of List =
=
s
-
>

Add | Edit | Delete | Prink | Esil

Figure 8.2 Job Sites Table Maintenance Form

In this example the job site PRUDHOE will be added to the list. To add a job site click on
Add

(Alt A) and enter the job site name:

=5 Job Sites =10]

Job Site Location of D atabaze Files =
FalRBAMES i hbSDATANFAIRBAMES E
ALDES ChhMSDATANWALDES [
End af List [l
v
|
-
>

FRIJDHOE E
Update | Cancel

Figure 8.3 Adding the New Job Site

The next step is to define the path or location of the folder. You can type in the path directly or
click on the =] command button to display the path selection form as shown in Figure 8.4:
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m. Select a Location Ai=]E
Location: CAMMSDATANPRUDHOE

Disks

I =l j
Folders Double Click on a File Folder to Select

e

EYMMSDATA

: @& PRUDHOE

Database Files

DOWWMNLOAD mdb
MaAIN. mdb
MMSDLU.mdb
MMS5Y5. mdb

Select | Cancel |

Figure 8.4 The Location has been Selected by Clicking on the Folder PRUDHOE

To select your location first click on the “C:\* folder. Then find the next target folder (in this
example it is “MMSDATA”. Finally, to finish selecting the location click on the folder
containing the databases for the job site you are adding (in this example the PRUDHOE folder
was clicked to complete the full path as “C:\MMSDATA\PRUDOHE").

Click Select (ALT S) to select the location and return to the Job Sites Table Maintenance form.
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24 Job Sites o

Job Site Location of D atabaze Files =
FAIRBANES C MM SDAT AV AIRBAMES a
ALOEZ CAMMSDATANWALDES o
Erd of List =
v
=
]
>

PRUDHOE CAMMSDATANPRUDHOE =
Update | Cancel

Figure 8.5 Path for New Job Site Location has been Inserted
. Updat . . .
Click on ﬂl (ALT U) to add the new job site to the Job Sites Table.
a¥ Job Sites o=
Job Site Location of Databaze Files =
FAIRBAMES CAMMSDAT AV AIRBANES a
FRUDHOE CAMMSDATAVPRUDHOE a
L DEZ C-MMSDATANWALDES =
End of List
=
|
w
>
Add | Edit | Delete | Fint | it

Figure 8.6 The New Job Site PRUDHOE Has Been Added to the List
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Selecting a Job Site

To select the new database as the active database click on main menu item “File” and then “1 —
Select Database”. A small selection form will appear:

. Job Sites Ed

FAIRBANES
FRUDHOE
ValDES

Select I Cancel |

Figure 8.7 Job Site Selection Form

Enter |
Click on PRUDHOE and then click on or press to select the Job Site.

| Modular Management Series - Labor Tracking Module  Job Site: PRUDHOE
File  Time Sheet: Employees Cost Stucture  Support Tables  Heports  Work Qrders Add-lne  Utilities  Window  Help

Figure 8.8 Main Labor Tracking Form Caption Contains the Active Job Site Name

After making you selection the database becomes the active database with the name appearing in
the caption of the main Labor Tracking Module form.
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Creating a Direct Download

The Labor Tracking Module allows you to make a download file for a target period ending date.
This download file will contain all of the time card items for the pay period and duplicates of all
other tables so that any changes made to the list of Employees, Cost Codes, etc. will be included.
This download process is called a direct download because it is a direct copy of the working
database, not a payroll download file. The purpose of the direct downloads is to create a database
that can be zipped and emailed to the home office or placed on another computer. This database
will be smaller than the working database because there is only one pay period of time included.
Each remote database should have a unique Location Number assigned to it. The direct
download will contain that location number and can only be uploaded into a database with the
same number. The location number is installed when the database folder is set up. To see what
the location number is select main menu item “Help” and then select “About Labor Tracking
Module”. The location number is displayed at the bottom of the “About” form.

To create the download file select main menu option “File” and then *“3 — Direct Downloads”.
Figure 8.9 shows a new download being added. In this example the user has clicked on the Add
command button and the new item is automatically set to the next period ending date.

&k Direct Downloads by Period Ending

Pernod Ending | Description Status =
05072000 Sunday, May Fth, 2000 Downloaded on 5300 1271222 Ak E
NETAERENNN = |Sunday. kay 14th, 2000 &

-
|
-
x

deatel Cancel |

Figure 8.9 Adding a New Direct Download Item

To finish the user only needs to click on the Update command button and the new entry is added
to the list as shown in Figure 8.10.



Labor Tracking Module User Guide| 105
Multiple Job Sites — Creating a Direct Download

&k Direct Downloads by Period Ending

Pernod Ending | Description Status =
05072000 Sunday, May Fth, 2000 Downloaded on 5300 1271222 Ak E
05/14,/2000 Sunday, May 14th, 2000 Download Pending -

End of List. I

=

4

-

>

fgd | Edt | Delets | Eil Download Database | Exit |

Figure 8.10 New Download Item Added — Status is “Download Pending”

Notice the status of the newly added item is “Download Pending”. Now that the Direct
Download Item for the target period ending date has been added the download database can be

created. To do this click on the _Eil Pownload Database |

Figure 8.11 appears:

command button. The process window in

i, Fill Downlaod Database H=]E

Perod Ending:  Sunday, bay 14th, 2000
Froceszing T able;

Fecord Humber; of

Beqgin |

Figure 8.11 Fill Download Database Process Window

To start filling the direct download database click on El or key press Alt B. The process
window will list each table as the download database is filled. When this process is complete the
window will indicate “Download Finished”. Exit back to the list of direct downloads and the
status will be updated as shown in Figure 8.12.
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&k Direct Downloads by Period Ending

Feriod Ending | Description Status =
05/07 /2000 Sunday, kay Fth, 2000 Downloaded on 5A2/00 121 2:22 A E
054142000 Sunday, kay 14th, 2000 Downloaded on 5416/00 12:45:52 AR &

End af List. =

-

4

-

>

tdd | Edt | Delete | Fil Download Database Exit |

Figure 8.12 Status Updated After Direct Download Database Has Been Filled

After sending the data to the home office you may be asked to make some changes. Or you may
need to edit some time or other changes before closing out the pay period. If this happens, you
can create an update of the download database by moving to the direct download item and

cIicking on Eill Diownload Database |

made.

You will then refill the download database with the changes

& PRUDHOE =] k3
J File Edit View Go Favortes Help |
S *r
R S O
Back FEEmard p Cuit Copy
J.fi‘-.gdress 3 CAMMSDATAVPRUDHOE j

F1] M5 DLU. mdb

|4 object(z] |_A%‘ by Computer o

Figure 8.13 Contents of File Folder PRUDHOE

The download database is called DOWNLOAD.mdb as shown in Figure 8.13. It is strongly
recommended that you zip this file before emailing it as an attachment.
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Uploading a Direct Download Database

When an update is received place the new copy of DOWNLOAD.mdb into the working database
folder. Add an item to the list of direct downloads with the same period ending date that was
used to create the download. Once the item has been added press the F10 key. The “Load”
command button will appear as shown in Figure 8.14:

&k Direct Downloads by Period Ending

Period Ending | Description Status =
05/07 /2000 Sunday, May Fth, 2000 Downloaded on 5/A2/00 121 2:22 AW E
054142000 Sunday, Map 14th, 2000 Downloaded on 516400 12:43:52 A I

End of List. |

-

[

-

.

Add | Edit | Delete | Eill Download Databasze Load Databaze from Download E mit |

Figure 8.14 Load Command Button Appears After Pressing F10

To update the working database with new time and other changes made to the database click on

Load Database fiom Downlosd | (A1t ) and a process window will appear.

i, Load Databaze from Download H=]E

Perod Ending:  Sunday, bay 14th, 2000
Froceszing T able;

Fecord Humber; of

Beqgin |

Figure 8.15 Process Window for Uploading the Working Database with a Direct Download

Click on ﬂl to start the upload process. When finished the status of the direct download
item will be updated as shown in Figure 8.16.
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&k Direct Downloads by Period Ending

Period Ending | Description Status =
05/07 /2000 Sunday, May Fth, 2000 Downloaded on 5/A2/00 121 2:22 AW E
054142000 Sunday, kay 14th, 2000 IUploaded on 516000 1:18: 40 Abd I

End af List. =

-

[

-

¥

fdd | Edt | Delete | EilDownload Database Exit |

Figure 8.16 Status Updated for the Direct Download Item

The status will indicate the time and date of the last upload.



