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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 and
generate a variety of reports 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 Materials Tracking Module is one of several core modules designed to provide a local
database of project costs. The module is designed first as a tool to be used by the materials
coordinator in the field. It is also designed to let you post materials expenditures against the
same set of project cost codes that are used for labor and equipment costs. From the database you
can then print out reports such as: Internal Materials Cost Reports, Invoice Billing Summary
Sheets and Purchase Order Log by PO Number and Purchase Order Log by Vendor.

Purchase Orders can be entered in directly or created from a Material Requisition. In fact, if you
have a large Material Requisition with many items you can tag specific items and generate a PO
for only the items tagged. This means that one Material Requisition can be split up into a
maximum of 99 individual Purchase Orders.

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 Database

Before you can start entering time and miscellaneous expenses you first have to populate a
number of tables in the database. The Company Numbers, Job Numbers and Cost Code Groups
need to be entered to create the Cost Structure.

There are a number of support tables needed before you can enter Requisitions and POs such as
the list of Vendors and General Ledger Codes. Once the support tables are populated you can
begin to enter Requisitions and/or Purchase Orders.

The steps to setting up a new database are as follows:

Enter Company Numbers

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

Enter General Ledger Codes

Enter Vendors

You will then be ready to enter materials 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.

-~

£3 Select a Bitmap Image File g@ﬁ

File Location: < Program Files'L T=hShedia > Clogo. bmgp

Drives
| = j

Eolders Double Click on a File Faolder to Select
o
£ Program Files

ELTS
S MMSMedia

BMPF Files

Adamzdinitad, brop e
Adamzdnitad 0. bmp g
Adamzdnitadl D2 brap
Adamzdnitadl D3 brp

Select Cancel

Figure 2.3 Logo File Name Selection Form

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

o 1

B3+ Print Company Humbers g@

E- ] 1M P o - 5

Compay Humbers

T Mamr Canm sy M Fics iy Btm £

[

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

Figure 2.4 List of Company Numbers Report Form

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

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

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

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

il il Il 3 O - N Il i .

Cotrpany Manbers

Addrms

51T N L) P Y

Report Finizhed, Press 'P' to Print Restare |

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

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

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

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

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

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

Error Sound Selection

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

Update E xit

Figure 2.6 Job Site Settings — All modules Tab

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

-

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

Figure 2.7a The Job Number Browse Form

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

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

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

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

B+ Job Mumbers E]

Compaty Mo 2 General Services, Inc.

Jaob Murnber | Jab M arme Remarkz e

| 3 100 kL% Fadio Tower Erection ;

+ -
=
1w
-
>

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

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

-,

B3 Search Job Humbers

Job Numberz for Company: 10

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

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

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

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

Figure 2.8 The Job Number Search Form

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

below:

B3 Search Job Mumbers

=,

Job Humbers for Company: 10

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

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

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

Dezcription

Archic Mini Mall

Benson Office Center

Big Block Stare

Big Corparation Office Building
Crestview Condominiuns

E agle Elementary School Aenovations
Grand Gardens Greenhouses

Handy Hardware Stare

Jemzo Center Office Building

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

The Green Machine ShopSw arehouse

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

Lp 2|0

|4 [44] 4 |

| Select | Cancel |

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

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

-,

B3 Search Job Mumbers

Job Humbers for Company: 10

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

leagle

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

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

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

click on title bar af that calurn.

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

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

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

Group & Cozt Code Settings

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

Client Code Mame: Load Defaults

Set Defaultz

1
il

Group B Cogt Code Settings

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

Client Code Mame:

|
il

Load Defaults

Set Defaultz

Group C Cozt Code Settings

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

|
i

Client Code Marme: Load Defaults

Set Defaulks

Update | Cancel |

Figure 2.12 The Job Number Cost Code Settings Form

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

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

Set Defaults

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

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

Module functions when entering time. To select the Job Settings form click on the _>®%®

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

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

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

Text for Crew Sheet Signature Lines

Compary: |GC Cliert: | Stormore

Timecard D ata Enty Optionz

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

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

v Enter/Edit Bates?

v Enter/Edit Daouble Time?

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

v Update Emplovee Crew Mumbers when Time iz Entered?

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

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

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

Update | Cancel |

Figure 2.13 The Job Settings Form

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

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

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

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

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

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

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

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

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

A

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

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

Gog2 | Data Sheets for All Job Murnbers

Go 2 | List of Job Mumbers E it |

Figure 2.15 The Print Job Numbers Form

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

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

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

Figure 2.16 The Cost Code Table Maintenance Form

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

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

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

Figure 2.17 Company/Job Number Selection Control After Activation.

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

Enter
i
key.

Cost codes are displayed for a unique company/job number pair. The columns are:
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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=areh | . search for a Cost Code. Allows user to enter first few characters of the cost code to
see if there is a match.
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Part 3 — Support Tables

Before you can enter Material Requisitions and/or Purchase Orders you will need to populate a
few support tables. These are the Vendors, General Ledger Codes, Default Settings for all Job
Numbers you will be using and the list of Requisition Types.
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Vender Browse Form

From the main menu select “Support Tables” then “1 - Vendors” to display the Vendor Browse
form as shown below. 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.

ok Yendors =) =]

Vendor § | Vendor Name Phone Fax Contact I
A12121 | A & W wWholesale Co. [Q07) 4522938 | ] - |DanMelson E
ATBZ232 | Action Sign & Graphics [907) 5622124 | ) - =
A39834 | Airport M achinem Co. Inc (07 2720844 | ) - |—
A23232 | Alaska Bearing Corp. [g07 27e1408 | 1 -

AI0232 | Alazka Fasztener & Tool Supply | I T N I PR

ANDZ23 | Alazka Hydraulics. Inc. [Qo7)ee2-2217 | )1 -

&10237 | Alazka Industrial Hardware [907) 835-6676 | [907) 8958-4545 (Tim Green

A93342 | Alazka Mining & Diving Supply [909) 343-4342 | [907)893-4243 [Bob Hanzen

ATF248 | Alaska Rubber & Supply [go7)eE2-2200 | ) -

A29937  |Alaska Sales & Semvice [goo)a47e-7e28 | L1 - [Mark Eeller

BA0232 |B % B Tool Supply [907) 276-7714 | [907) 823-2323 Him wilzon

B10023 |B & C Supply [07) 5622047 | [0 -

BO0933 | Big Three Lincoln Alazka [907) BE2-2080 | [907] 653-3157 —
Ca33923 | CF Air Freight, Inc. [907) B23-2322 | [907) 823-4578 nad
C03334 | CompUSA Inc. [go7)ese-3432 | ) - |Mikelensen i
D09z23 Debenharn Electric Supply [907) BE2-2800 | [907]561-0346 |Bill Mckay >
add | Edt | Delte| View | Pint | Search| Exit |

Figure 3.1 The Vendor Browse Form

The Vendor 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:

ﬂl - Allows you to view the entire contents of a vendor record. Keyboard commands are
Alt-V or Spacebar

ﬂl - Clicking on this button will display the Vendor Report Form. Keyboard command is
Alt-P.

ﬂl - Search for an vendor using the standard search form. Keyboard command is Alt-S.

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

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

a8 Vendors - Edit !lil
Yendaor Mumber: Im 211
MNarne: | & W WHOLESALE CO.
Address: [1003 FIONEER ROAD
City: [FAIRBANKS
State/Zip/Plus 4: [ak  [ag701 |
Contact: [DAN NELSON
Phaone: |i307) 452-2138
Faux: |07y 452-2139
Femarks: ||
deatel Cancel |

Figure 3.2 The Vendor Information Form in Edit Mode
The basic vendor information is entered into this form including the vendor number.

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 this
form without making any changes or adding a new item 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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General Ledger Codes

From the main menu select “Support Tables” then “2 — General Ledger Codes” to display the
General Ledger Codes Table Maintenance Form in Figure 3.3. 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.

&% General Ledger Codes = |

Company Mumber: 10 General Cantractors, Inc.

G/L Code |Description =
1000 Office Supplies E
2000 Office Equipment Py
3000 Facilities Maintenance —
4000 ehicle Maintenance
4587 Binding Equipment —
5000 [ dvertising b
G000 Cormplter Saoftware E
G010 Compliters x>

Add | Edit | Qeletel Frirt | Eearchl Select Compary E xit |

Figure 3.3 General Ledger Codes Table Maintenance Form
General Ledgers Codes are entered in the PO line item detail in addition to the regular cost code
groups you have set up for a job number. General Ledger Codes are included in the module to
because many home office accounting systems have a separate set of accounts for material
expenditures.
Codes are entered for a Company Number.
The columns in this form are:

G/L Code — A six place alphanumeric code.

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

From the main menu select “Support Tables” then “3 — Job Number Defaults” to display the Job
Number Defaults browse form as shown below. 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.

&% Job Number Defaults =] =] |
Company Mame: General Contractors, Inc.
Job Mame: Store-A-LotWarehouse Project
Co # Job # Requizition Mumber Counter =
10 100 10042 E
10 200 40009 &
10 340 18000 —
10 400 10000 .
10 a00 2000 —
10 1234 1001 bt
End of List. b
>
add | Edi | Deete| Fint | View | Esit

Figure 3.4 The Job Number Defaults Browse Form

The Job Number Defaults Browse Form allow you to perform the standard table maintenance
functions of add, edit and delete. It also has some additional buttons which are:

e - Allows you to view the entire contents of an vendor record. Keyboard commands are
Alt-V or Spacebar

Erirk

- Clicking on this button will display an Job Number Defaults Report Form. Keyboard
command is Alt-P.

To exit this form click on il or press the Esc key.
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Job Number Defaults Form

The Job Number Defaults Form is displayed below as it appears in edit mode.

2% Job Number Defaults - Edit =[]
. Mote: You can set the staring requisition number anky at
Company Mumber: I =I dreq i
Pany 10 the start of & job. Once requisitions hawe been added the

Job Mumber:; |1 i] =I starting requisition numkber. company numkber or jok

Starting Pequisition No.: [[o04z number cannot be changed.

FOB: IAnchnrage
Terms: |Net 30 Days
Requisitioner: |TnmmyTestdata
Ship To: 7840 East 74th Anchorage, AK 89515
Ship Wl |Up5

Fequisition and Purchase Order Cost Code Caolumn Settings

. First ltem: |3 - Group & Cosgt Code

selectthe iterns wou
want printed in the cost =econd lterm: |4 - Group B Cost Code
code column below. Third ltem: |5 Group C Cost Code

(IUpta biterns.)

Fourth [tem: I? - Material Code
Fifth ltem: [& - G/L Number

Lef Lef e e e

deatel Cancel |

Figure 3.5 The Job Number Defaults Form in Edit Mode

This form allow you to set up defaults for a job number. First item is the starting requisition
number which must be in place prior to entering any new requisitions. The Materials Tracking
Module assigns a unique requisition number based upon this counter, the job number and
requisition type.

The default text for several fields in the main information form for requisitions and purchase
orders are entered here. The second part allows you to select which codes you want included in
the cost code column of the requisition or purchase order form when it is printed out.

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 this
form without making any changes or adding a new item 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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Requisition Types

From the main menu select “Support Tables” then “4 — Requisition Types” to display the
Requisition Types Table Maintenance Form in Figure 3.6. 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.

¥ Requizition Types !EIE
Req. Tepe | Descrption I
M Monreimburzable =
] Other a
R R eimburzable ]
* Expense Repart
Fresz <Entery to add a Line. -
-
x>
4dd | Edt | Delete| Pint | Exit |

Figure 3.6 Requisition Types Table Maintenance Form
Requisition Types are part of the header information that is entered when creating a new
requisition. If you are have the automatic assignment of PO numbers then this code becomes
part of the PO number.
The columns in this form are:

Req Type — A one character code.

Description — A string of text up to 16 characters long.
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Part 4 — Material Requisitions

Once the support tables are populated you are ready to begin entering material requisitions. A
useful feature of the Materials Tracking Module is that one or more purchase orders can be
created from a single requisitions. This means that line item detail entered into a requisition does
not have to be re-keyed to create a purchase order. A large material requisition can be split up
into several purchase orders and sent to different vendors.

Purchase orders are cut from a requisition by tagging line items and then posting those items to
create a new purchase order.

Once purchase orders have been created you can post payment and receiving detail to the line
items under each PO.

Requisition line items are entered against the same set of cost codes used for labor and
equipment costs. From this information material cost reports and project cost reports can be
generated.
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Main Browse Form

To display the browse form for material requisitions first select menu item Requisitions/POs and
then 1 — Requisitions. The keyboard sequence is Alt-R1. Refer to the section “The Standard
Table Maintenance Form” for information on how to use the controls on this form.

2% Requisitions =] =]

Company Mame: General Contractors, Inc.

Jdob Mame: Store-A-LotWarshouse Froject Requisition Status |
Req # PO # Prefis Co. Job # Date Wendor # | Vendor Mame Arnaunt Req. Statuz| =
10007 (100810007 10 100 02/15/2008 | 054454 OFFICEMax E40.31 Open E
10002 (100810002 10 100 05/20/2008 | B30232 B & B TOOL SUFPLY 136283 | ARG Sent =
10003 [ 100R 10003 10 100 05/21,/2005 | 054454 OFFICEMAX £3.02 Clogzed  |—
10004 100R 10004 10 100 05/22/2005 | E45061 EDI DISTRIBUTORS 292 56
10005 | 0100R10005 10 100 05/25/2008 | CO9334 COMPUSA IMC. 11,033.09 Open
10007 [ 0100R10012 10 100 0B/14/2008 | A30232 ALASKA FASTENERS AND TOOL 408.25 Clazed
10008 [ 0100R10008 10 100 0BME/2005 | T93434 THOMPSOM METAL FAB, IMC. 9.920.00 Open
10009 [ 100M100039 10 100 06/12/2008 | 429987 ALaSKA SALES & SERVICE 115,132.00 Open
10011 (100”1001 10 100 0B/M2/2008 | 430232 ALaSka FASTENERS aWND TOOL juil Open
10004 (O100R10074 10 100 0BA7/2008 (a12121 A & wOwWHOLESALE CO. 132.00 Open
10015 [100R1001S 10 100 11/27/2008 | 178772 INTERMET ALASKA, IMC. juil Open
10017 [010OM10017 10 100 11/28/2005 | G34343 GREER TANK AND WELDING oo Open
10019 [100R10019 10 100 11072008 | A12121 A %W WHOLESALE CO. oo Open  |—
10020 (100M10020 10 100 11/23/2008 (A12121 A %W WHOLESALE CO. 00 | REGSent |
10021 (100N T0021 10 100 02/04,/2008 | B30232 B & B TOOL SUFPLY 95,33 Open i
10022 (100N10022 10 100 10/M12/2008 | 430232 ALaSka FASTENERS aWND TOOL 3597 | AFQ Sent | X

Add | Editl Qeletel Eiewl Print | Find | ﬁearchl Search byﬂeywnldl Tag | Clear Tags | Browse Detaill | Browse F'Qsl E xit |

Fill Bequizition Dretail from a Spreadshest |

Figure 4.1 Material Requisitions Main Browse Form

Besides the standard command buttons for Add, Edit, Delete and View there are several others
on this form. They are:

EM |- print a Materials Requisition or a Request for Quotation form.

End |_Find a requisition number. Click on this command to get a dialog box where you can

enter the requisition number you are looking for (keyboard shortcut is Alt-F).

Search

=" |- Allows you to select a vendor and then select the desired requisition from a list
(keyboard sort cut is Alt-S).

Search by Kepword | Allows you to search all requisitions for a keyword in the description field of
the line items, such as “welding rods”(keyboard shortcut is Alt-K).
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Ml- Once a requisition has been added to the list you can then add line items. Click
on this command button to display the Requisition Detail Form (keyboard shortcuts are Alt-B or
Shift-Spacebar).

Ml— Allows you to browse the list of related purchase orders that were created from the
requisition (keyboard shortcut is Alt-O).

ﬂl - Allows you to tag/untag requisitions for batch printing. (Keyboard shortcut is Alt-T).

Clear Tags | - Clears tagged items. (Keyboard shortcut is Alt-C).

Fill Bequisiion Detail fiom a Spreadsheet | - Allows you to fill the line item detail of a requisition from

information contained in a spreadsheet. A valid spreadsheet template must first be added before
this option can be used. (Keyboard shortcut is Alt-R).

Requisition Status

Alt-U).

| - Click this button to change the status of a requisition. (Keyboard shortcut is
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Requisition Header

The Material Requisition Header Form is displayed below. This form allows you to enter
information needed in the header of a requisition.

=% Requisitions - Edit

Red. Mumber: 1000 ~vendor Infarmation

it - G403
Requisition Total: Wandor Number: |054454
Fequisition Type:  |EEEEIES Name: IOFFICEMA}{

Address: |DEPT 53-3520383017

Company Number: [io— =] |F.0.B0x 30292
Jok Number. 100 = City: [saLT Lake ity
VendorNumber.  [osa45s =] State/Zip/Plus 4: [UT [53:50 [o202
Date: |c|211 5/200% Contact [row
FOB: [ANCHORAGE, AK Phone: [(307) 456-6662
Fromised By IDEH 712004 Fa I(EDD:‘ TEE-8080
Terms: [NET 30 DAYS ElEmekE: |
Reguired By: IDEH 912005
Requisitioned By: [RALPH THOMPSON add ﬂl
vendor Contact  [KELLY JONES
Ship Tao: [ANCHORAGE WAREHOUSE - 3108 ARCTIC BLVD.
Ship WA [DELVERY AN
Intended Use: [suPPLIES FOR JOB SITE OFFICE
0 Lewel: |1_
Equipment /O # | =| Update | Cancel |

Form 4.2 Material Requisition Header Form
On the right side of the form is the Vendor Information frame. Within this frame are command
buttons to allow you to add or edit the vendor information.
Here is a summary of the labels and data entry fields on this form:

Requisition Number — Assigned automatically based upon the starting requisition number
established in the job number defaults and the number of requisitions entered so far.

Requisition Total — monetary total of all related requisition line items.
Requisition Type — Select the Requisition Type from the drop down combo box.

Company Number - 2 digit number.
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Job Number — 8 character alphanumeric string.

Vendor Number — 7 character alphanumeric string.

Date — 10 character field.

F.O.B. — Free On Board designation, 20 characters.

Promised By — 10 character field.

Date — 10 character field.

Terms — 20 character field.

Required By — 10 character field.

Requisitioned By — 30 character field.

Vendor Contact — 30 character field.

Ship To - 70 character field.

Ship Via - 70 character field.

Intended Use — 70 character field.

Q Level — 1 character field.

Equipment Work Order Number — A requisition can be linked to an equipment maintenance
work order in the Equipment Tracking Module if desired.

Remember that the enter key is the same as the tab key for moving to the next field.

Notice that the Vendor Information Frame has two command buttons that allow you to add a new
vendor or update (edit) the vendor information if needed directly from this form.

Once a requisition has been added and you return to the main browse form and enter detail by

clicking on the

Browse Detail

button (keyboard shortcuts are Alt-B or Shift-Spacebar).
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Requisition Detail

The Requisition Detail Form is displayed below. This form allows you to add, edit and delete

line items for the requisition. This form is displayed when you click on the M button
found on the Main Requisition Browse Form.

2% RBequisition Line Items == B

Requizition Mo.: 10001 Date:  02/15/20059  Yendorn: 054454 OFFICEMAX

PO Mumber: 100R 10001 Compary: 10 General Contractars, Inc.

Total; B40.31 Job Mumber: 100 Store-A-Lot W arehouze Project

Degcription: FAPER CLIPS Iwoice #

Itern| Gty Unit | dt | Invoice # | Description IUnit Price uf ArnaLint System Area Opcode  |mfc| GALH | PO E
1 3 PBOxES P&PER CLIPS 1.230 363 1000 180 3402 M| 5000 |01 A
2 4 E& DESK LaMPS 32120 128,48 1000 180 3402 M| 5000 | 01 (.
3 5 E& PEMCIL SHARP 15.340 TE.70 1000 180 3402 M | 3000 |02
4 1 E& CaLCULATOR 135.340 135,34 1000 180 3402 M | 5000 |02
5 5 E& LEGAL PADSA0 7450 725 1000 180 3402 M | BO0O | 02
6 20 E& LETTER TR&YS 4.440 82.80 1000 180 3402 M | 5000 |04
7 E EA LETTER OFEME 1.230 7.38 1000 180 3402 MW | BO0D |03
8 10 PBOx<ES MAMILLA EMVEL £.450 E4.50 1000 180 3402 k| 3000 |04
9 2 E& STAFPLERS 5.330 10.66 1000 180 3402 M| 3000 |04

10 4 PBOxES STAPLES 1.830 7.56 1000 180 3402 k| 3000 |04

11 E E& 10 PAK/LETTER 8.290 4374 1000 130 2005 M| 4000 |01

WHITE BOARD

12 5 E& MARKIMG PENS 3420 17.10 1000 180 3402 M | 2000 |04

13 5 PBOxES SCOTEH TAPE 2110 10.55 1000 180 3402 M | G000 |04 [

14 1 E& P&PER TOWELS 2560 256 1000 180 3402 k| 3000 3

0@ CEOADD O -

Add | Edit | Qeletel lnsertl Tag | SetQan_l,lElnl Eiewl Exit

¢

Reazzign ltem Mumbers

Figure 4.3 Material Requisition Detail Form

For your reference the top of this form shows information contained in the header part of the
requisition.

Besides the standard Add, Edit and Delete command buttons there are:
ﬂl - Allows you to insert 1 or more lines above or below the current highlighted line.

ﬂl - Allows you to tag individual line items for posting to a PO (keyboard shortcut is Alt-T).
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MI - Allows the user to turn on or off the Carry On feature which duplicates the last line
that has been added or edited when you add a new line. The new line can then be edited where
needed before you update the table.

M - Switches display from standard to full description view and back.

Reassign ltem Numb . . o . _
SR AR |- sometimes when you insert or delete line items you will need to click this

command button to reassign the line item numbers, sort of like a spreadsheet recalc.

The columns in this form are:

Item Number — Assigned by the application when a new item is added. Only lines with a
quantity are assigned an item number (an item can have the main line with a quantity and
multiple additional lines that are description only lines and are considered part of the main line
above them).

Qty. — A number with one decimal place.

Unit— A5 character string.

d/t — Document Type, optional field, 1 character. Indicates where the number in the next column
(Invoice Number) came from. Choices are: | — Invoice, P — Packing Slip or R — Reference
number. The default (blank) is set to Document Type: Invoice.

Invoice # - Invoice Number, optional field, 20 character string.

Description — 70 character string.

Unit Price — Number with 2 decimal places.

Unit Factor — 1 character string. Used to calculate amount when unit price is based upon a
multiplier other than one. Allowable characters are d — dozen, g — gross, ¢ — 100 and m — 1000.
As an example, if the unit price of some wire was $50.00 per 1000 ft and the quantity was 500 ft
and the unit factor was “m” the amount would be $25.00.

Amount — Calculated and displayed under program control.

Group A Cost Code — In Figure 4.3 the cost code name is “Area”. 1 —10 character code.

Group B Cost Code - In Figure 4.3 the cost code name is “Phase”. 1 —10 character code.

Group C Cost Code — In Figure 4.3 the cost code name is “Opcode”. 1 —10 character code.

M/C — Material Code, an optional 1 character string.
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G/L # - General Ledger Number, a 6 character string.

PO — Purchase Order prefix, blank or 1 — 99. Indicates which purchase order the line item
belongs to since one requisition can be split up into one or more purchase orders.

Remember that the enter key is the same as the tab key for moving to the next field.
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Creating a PO from Requisition Detail

As mentioned earlier, on of the unique features of the Materials Tracking Module is the ability to
cut one or more purchase orders directly from the requisition line items. To do this you need to
only “tag” or select the desired items and post them to a purchase order. Tag items by clicking

ﬁ
on the ﬂl command button or by pressing the [! key (notice that just the key needs to be
T |
pressed and not the Alt-T combination although that will work also). The [! key acts like the
T |
down arrow cursor key, moving you down to the next item. By holding the [! key down you

can quickly tag a group of items. Note: Shift-T tags all of the items that have not yet been
posted to a purchase order.

&% Requisition Line Items M= B
Requisition Mo.: 40001 Date:  02/02/2005  Wendor: E4R061 EDI DISTRIBUTORS
PO Mumber: 200R 400071 Compary: 10 General Contractars, Inc.
Total: 286,84 Job Mumber;, 200 Crestview Condominiums
Description: 200 FLOODLIGHT BULE Invaoice #
Itern| Gty Unit | dt | Invoice & | Description it Price uf Arnount W orkorder SubJob OpCode  |m'c| GAR |PO|E
[ 1 200 FLOODLI 7 ]
7 3 POxES 40'WATT BUULES 3450 10.35 VB0 5 VB4 M | 1000
8 5 PBOXES B0WATT BULES 4120 20.E0 Va0 5 74 M | 1000
9 1 BOXES 100WATT BULB 5.570 R.E7 Va0 5 74 M | 1000
10 2 EA LIGHT FIXTURE 87120 174.24 VB0 5 VB4 M | 1000
End of List.
I+
=
ol
|-
Add | Edit | Lelete | Inzert | Tag | Set Camp On | Wiew | Exit |
Post ta Mew PO | Tranzfer | Reazzign ltem Mumbers |

Figure 4.4 Tagging Line Items to be Posted to a New Purchase Order
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After tagging the first item the o2 New o |command button appears. To post your

tagged items click on this button. The following dialog box appears:

@ Create PO Murmber: 20054000707 7
Cancel |

Figure 4.5 Message Box for Verifying New PO

The new purchase order number is automatically created and consists of the Job Number,
Requisition Type, Requisition Number, and PO suffix. The PO suffix is a counter indicating
how many purchase orders have been cut from a single materials requisition. Click on OK to
begin posting.

When the process is complete the following message box appears displaying the new PO
Number and the number of line items that were posted

PO Created |

@ PO Mumber: 20084000707 with 3 ltermz Has Been Created.

Figure 4.6 Message Box Announcing the Newly Created Purchase Order

Itern| Gty Unit | dt | Invoice # | Description Unit Price | uf|  Amount ‘Workorder SubJob OpCode |mfc| GA# | PO E
1 6 PBOxES H#12'WIRE MUTS £.780 4068 780 5 784 M| 2000 07 |4
2 1 [ 10 &AwG 3COND 313780 33ra 224 5 784 M| 2000 |07 |
3 10 E&, GE LIGHT ST 2.390 2380 224 5 784 M| 4000 |01
4 E  PBOxES HF10WIRE MUTS 4120 2472 780 5 784 M | 2000
5 4 E&, LIGHT FIxTURE £7.450 269.80 780 5 784 M | 1000
6 1 E&, 200w FLOCDLI 2.200 2.20 780 5 784 M | 1000

Figure 4.7 New PO Suffix is Displayed in Far Right Hand Column

Notice that the new PO Suffix has been assigned to the newly posted items.
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When you are browsing the list of requisitions you can switch to the list of purchase orders

assigned to a requisition by clicking on the MI command button The keyboard shortcut
is Alt-O. The list of related purchase orders will appear as shown in the Figure 4.8

2% Purchase Orders M= 3
Campany Mame: General Contractors, Inc.
Job Mame: Store-A-LotWarehouse Project
PO Murmber Req # | Co Job # D ate Wendor # | Vendor Name AmnoLint PO Status |
100R1000701 10001 |10 100 10/14/2005 | 054454 | OFFICEMAX 181.91| Cloged E
100R1000102 10001 |10 100 10/14/2005 | 054454 | OFFICEMAX 243.29 | Closed |
100R1000103 10001 |10 100 10/22/2005| 054454 | OFFICEMAX 7.38| Open |—
100R1000104 10001 |10 100 10/22/2005 | 054454 | OFFICEMAX 19317 Urgent
100R1000105 10001 |10 100 102042005 | 054454 | OFFICEMA £3.02| Open
End of List
v
4
|
>
Add | Edit | Lelete | Wiew | FBrrint | Tag LClear Tags | Browsze Detail | Change PO Statuz | E it |

Search by P.O. Ho |

Tag Search by Kepword Besults | Yiew PO Statuz Grid | Search by Pay [ # |

Figure 4.8 Browsing the List of Related Purchase Orders for a Requisition
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Searching for a Keyword

A useful feature of the Materials Tracking Module is the ability to search for a keyword in the
description field of the requisition or purchase order line items. To search for a keyword click on

the =B Eemiad | o mmand button found on the main requisition and PO browse forms. After
clicking the following form appears:

i, Search for Text in Requizition Line Item Description

Text to Search for: Mote: After a successful search and exiting this form
wiou can use the F3 function key to jurmnp to each item
Yendor Mumber.  B90232 inthe list below . This listwill remain in place until

another search is initiated.
Wendor Mame: B & B Tool Supply

Fiequizition # Date Description s
10002 052041939  (Air Drill kit -~
10002 05/20/1333 [Elechic Diill: P
10002 052041939 (Dl Bit Index —
10021 02/04/2000 (144" Dl Bit
10021 02/04/2000 (18" Drill Bit =
10021 02/04/2000 (1432 Dl Bit ad
End of List b
o]

Last Search was for: DRILL Begin Search | Print | Select | Exit

Figure 4.9 Search by Keyword Form

The last keyword entered and results from that earlier search are retained. Type over the old
keyword and click on the MI command button. The form displays the results:

. Search for Text in Requizition Line Item Descrption

Text ta Search for: [0,e Mate: After a successful search and exiting this form
wou can use the F3 function key ta jump to each itern
Vendor Mumber.  BH0232 inthe list below . This listwill remain in place until

another search is initiated.
Wendor Mame: B & B Tool Supply

Fiequizition # Date Description s
10002 05/20/1999 [wark Gloves &
End of List Y

=~

et

|

.

Search Complete... Hew Search | Frint | Select | Exit |

Figure 4.10 Results From New Search for Keyword “gloves”
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If the results of your keyword search find more than one requisition or PO there is an easy way
to access each one on the list. After returning to the main browse form press the F3 function key
to jJump to the first item on the list. If you keep pressing F3 you can jump to each item on the list
eventually returning to the first item. This feature allows you to quickly access each item with
detail that contains the keyword.
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Printing a Requisition
The best way to review a completed requisition is to print it and then view the printed form in the
Report Viewer. In this section a few tips on viewing reports and forms in the report viewer

window will also be discussed

Erirk

To print a requisition click on the command button or key press Alt-P when in the

Requisition Browse form. The form in Figure 4.11 will be displayed.

ok Report Viewer - Requisitions

[~ Piint Cost Code Subtatals? Faper Size: Letter, §%x 11 in.

Bl DENR-SEE

11

Requizition Fequest for Quotation Blank Requigition Form

Figure 4.11 Report Viewer — Requisitions with Print Option Command Buttons

Notice the command buttons that allow you to print the requisition as a Request for Quotation for
as a standard Requisition. You can also print a blank requisition form if needed. At the top of
the form is a option to print subtotals for each unique combination of cost codes encountered in
the requisition line item detail. A label at the top of this form indicates the default printer’s
paper selection setting. The forms in this module can be printed on either standard letter sized
paper or A4 paper. The printer paper size needs to be pre-selected before selecting this form.
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After printing the completed requisition form is displayed in the report viewer as shown in

Figure 4.12.

ok Report Viewer - Requisitions

¥ Fiint Cost Code Subtotals?

3 4

12 vwl & [~ S

RE QUISITION

Genetal Contractors Inc.

241 ‘Wex Comod=ood Orve e 0 Aadiorgge, MK PRaDl-477

Report Ready to Print

TFTC CRhLT LAY, IR,
Rnehoeage Wacchouse - 3106 heekbic Elad. 1nn 10001

THEHE ] T oF
bDelivacy Yan Rnchocage, RR 1 1
TAFHEATF ROH G B TR T T, TERLCRCORTECT

06717889 Mek 20 Daya l00R10001 Kally Jonea

TTRLCRRLGT | AR

T 011 icas care 13/13/1888

bDepk 52-3520292017 P.O.Eax 20293

aTr ZTET| TS FRCRE FeE o | MFFREVED B

Salk Lake Ciby U | 83430-0232 907 436-6662 (200p JEE-2020 1

TIER JGUARTIT [ UMl DEZCRIFTIGH M1 HICE REAGUMD CGH CGlE =
L ihb| wa |aeTmar Tra e T TR T
H Li. b |ooxac [ranllle cnwlopac I6L0% LUK ane R H RN TR CPE S Y
Fl Gon| wa [N mebjaaTTar Mlce TAllod maTa radc [FL AL M LIz iR
4 | wa [Ablme oaszd T TR TR
5 ioh| ws |srsplace T TR T
E 4.0 |oaxac | STaplac (1] IR T T TR TR ER T
7 48| wa [rscting renc tor Anlte meascde 14k R
a b ouar SoaTsh Taps P T
] 1.k |ocar ripar Glipe (WL IR INT TR TR R R T
T] 40| ws [oact 2urac [P H (TR TR TR ETFE ST
1 S.h| wa [rancll Shemenesc 15 M I NG R
[¥] b wa [estantaza: [YTRT IR T
%] foh| ws [1agsl esdesinoest LN LR S T T R TR LT PR oYY
14 i.on| ws [aarrar oparace 1.2 roan i Lnn-az-n- g

E xit |

One way to see the complete form is to click on the £

button (Alt-M) in order to expand

the report viewer to the limits of the main Materials Tracking Module form. If the Materials




Materials Tracking Module User Guide| 48
Material Requisitions - Printing a Requisition

After clicking the “Max View” button the entire form can be displayed as shown in Figure 4.13

Hudulal Management Series - Matenals Tracking Module
E3.- File Hequisitionz/POz Reports Support Tables  Cost Stucture  Utilities  Window  Help

Database: ABATEST - [Report Yiewer - Requisitions]

W 2 W Q-] 5]

REQUISITION

General Contractors Ine,

12455 Wean Coumwond Dvive Suwe 500 Aocho ope, AR 94501-5577

T
Jncharscm Warmhonme - 3106 Aoctac Alwvd.
CET]

nnnnnnnnnnnnn TR
mt I Oayr

LI TTRGREET T

L o

TTOrETT
Dmgrt 30 -3520393011 F.0.Rac SHZ9T

L b} T TR
Salt lakm City OT | E4zi-EeRi

T

1501] 4SE-EEEZ

TIT ETTT
IR L TNk

e M2l1zfiges

AFFROVED B

1ER [aummnn -Tomn LE 07 IGH

LI

AACUNI e

ihh| aa |ascas warc

[NT IR AL

Li boutar [bunLlly Envalapee B:l2® LEE one

'BH AL

Gon| asx [N pabfaaTTar Slos Tellow moTe sadc

v AL | LML RN A

2.0 as [ablre oaecd

[THT] L8 GH [ERbT-Lih-2hbS i Lk

| as [smplacc

5.1 L | LHb b LR 14k - YRR R

(N1 tuplac

L ER TR R A T

[N} MATELNG PARE Ear AhlTe masrde

[BH T TRz

5h € [scaren wapw

FA LSS | LHbh-LR- T4k ShhE

1. €| ragas tllpe

[T TE0 | LRRR-LEE Tk SRR

[N} Dark 1amc

[FH¥ LZB A [ LN -LE- R s

50| asx [eancll Swsrpanacc

[TNT] 1630 [ LM R LR T T

L] as |esleulamar

[T LIS M [ LRbb-LRR- Tk - S

5. 2aqal radc/Lh Mk

1.45 12,25 [LHNR-LEN- IRz SRR

6 LATTAL UQRALE

(1) ER TR R TR T I R T

TR O W PR
Sopplimr Car Js=n Saitm DCCiem

T T
ntiles

TOTAL:

TFTEr R

Ko rrmnl RTE0s - Fmguand on 30 Fa redous noimia .

Feport Ready to Print

TR - Fmguasd on ageciad mamia b,

TOC -Faqued o amoimd maimiaia.

BRestare | Exit |

Figure 4.13 Viewing a Requisition After Clicking on the “Max View” Button
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You can also zoom in on parts of the form by placing the mouse pointer over the window area
and then clicking the left mouse button. You can then place the pointer over part of the window
and drag the enlarged form around by holding down the left mouse button while moving the
mouse. An example of viewing an enlarged portion of the form is displayed in Figure 4.14

Modulal Management Series - Matenals Tracking Module Database: AAATEST - [Report VYiewer - Requisitions]
5. File Redquisitions/P0z HReports Support Tables  Cost Structure Utilities  Window  Help _|5’|1|
EOECO D e =
|REQUISITION | General Contractors Inc.
73435 West Cottonwood Drive Suite 300 Ancharage, AK 99501-5577
SHIF T 40 E HUMEER
Anchorage Warehouse - 3106 Arctic Blwd. 100
SHIF N, E
Delivery Van Anchorac
GHIPWENT PROMIGED BY TERWS PO HUWEER VEHDOR COHTS
0e/17/99 Net 30 Davs 100R10001 Kelly J:
WEHDOR HU MEER WEHDDR
054454 OfficeMax
4ODRESS o#
Dept 58-3520393017 P.O.Box 30292
[153 STATE] ZIFFFLUZ FHCHE TR cever | APPROVEL
Zalt Lake City UT | 93430-0292 [907) 456-EREZ [g00y 78g-3ogao 1
ITEM | QUANTITY | UNIT DESCRIPTION UHIT PRICE
1 20.0( ea Letter Trawys 4.44
2 10.0|Boxes | Manilla Enwvelopes 97=x12" 100 cnt 6.45
3 6.0] ea |10 Pak/letter Size Yellow Mote Pads g.29
4 3.0| ea |White EBoard 34. 56
il 2.0] ea Staplers 5.33
1 4.0 |Boxes| Staples 1.589
7 4.0 ea |Marking Pens for White Boards 3.42
8 5.0|Boxes| Scotch Tane 2,11 T
4| | 3
Feport Ready ta Print Restore | E it |

Figure 4.14 Viewing an Enlarged Part of a Requisition Form

To send the form to a printer click on the printer button at the top of the report viewing window
(or key press P) and a standard Printer Dialog Box will appear for you to select the printer,
number of copies, etc.
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Filling a Requisition from a Spreadsheet

The Material Tracking Module now has a feature that allows you to upload spreadsheets with
material lists into a material requisition. The process uses a spreadsheet template which tells the
program which spreadsheet columns contain the information to be uploaded into the requisition
detail fields. Once the spreadsheet template is created it can be used repeatedly to upload your
spreadsheets into material requisitions.

Uploading a spreadsheet is done in two steps — adding a requisition record to the requisition
table and then uploading the requisition detail from the spreadsheet.

Creating a Spreadsheet Template

A typical spreadsheet may look like the sample in Figure 4.15. There are columns for quantity,
unit, size, description and a cost code.

EA Microzoft Excel - Materials List 01 .xls
DEES ERY B@F o- &= A4 @3 2

@ File Edit Wiew Insert Format Tools Data Window Help

|0 -|B 1|=

—

J 9 Snaglt | window -
F21 =] =]
A [ B | ¢ | D [ E | F Ij

| 1 | Quantity  Unit Size  Description Cost Code

2
| 3| 300 [E PY(C, Scheduls 50 6000
| 4| 514 [ PWC, Schedule 50 B000
| 5| 420 Koo PWC, Schedule B0 B000
| B | G958 o4 PWC, Schedule 50 B000
7] a0 [ PYC, Schedule 50 B000
| B | 480 [ PWC, Schedule 50 E000

E
10| 107 ga 1" PYC Schedule 80 end bell B000
11| 33 ea 2" PWC Schedule 50 end hell B000
12 17 E 3" PYC Schedule 80 end bell G000
13| 333 ea 4" PWC Schedule 50 end hell B000
I ea 5" PWC Schedule 50 end hell B000
|15 4 ea B PWC Schedule 80 end hell B000

15
17 2 ga 1" PYC Coupling, Schedule 80 B000
18| 26 ZE] 2" P C Coupling, Schedule 80 G000
119, N ea 3" F%C Coupling, Schedule 80 6000
|20 127 ea 4" PY%C Coupling, Schedule 80 6000

21 = ea A" P C Coupling, Schedule 50 E000 I ! -
P e - = s e teeatiate 0 ] S LIJJ
Ready (== [CAPS [MUM | 1z

Figure 4.15 A Sample Spreadsheet with a Materials List

There are no columns with pricing information, and this is typical, as figures will be obtained
from a vendor at a later time. The description field in the requisition will be a combination of
columns C and D.



Materials Tracking Module User Guide| 51
Material Requisitions — Filling a Requisition from a Spreadsheet

To add a new spreadsheet template select the menu option ' 2uppat Tables: from the main menu in
the Materials Tracking Module.

Next, select the sub menu item: “5 - Requisition Spreadsheet Upload Templates”. The
Requisition Spreadsheet Upload Templates form in Figure 4.16 will appear:

&% R equisition Spreadsheet Upload Templates =] =] |
Code D ezcription =
TOkR 1 TOM'S TEMPLATE MURBER 1 E

End of List P
-
=
bt
x
st | Edt | Delete| wiew | Bint | Seach|

Figure 4.16. The Requisition Spreadsheet Upload Templates Form

You can add a new template in one of three ways:

=]
Move down to the “End of List” line and press the key.

Use the mouse to click on the ﬂl button or use the keyboard shortcut: Alt-a.

When you do one of the above the Requisition to Spreadsheet Template Specs form in Figure
4.17 will appear.
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ok Bequisition to Spreadsheet Template Specs - Add

Code: I-

Deacriptiun:l

Spreadsheet to Database Links

Fequisition ltem | Spreadshest Columnis)

Cluantity:

LInit of kMeasure:

Diescription:

Unit Frice:
IUnit Factar:
Costcode #1:
Costocode #2:
Costcode #3:
baterial Code:
G/l Code:

JTETETTNT

deatel Cancel |

Figure 4.17. The Requisition to Spreadsheet Template Specs Form

The form contains text boxes for the Template Code and Description. Each field in the
requisition detail table has a corresponding text box where the column letter is entered.

There are text boxes for each field in the Requisition Line Items table. The fields are:

Quantity — a double precision number with up to two decimal places.
Unit of Measure — a character string, up to four characters in length.
Description — a character string, up to seventy characters in length.
Unit Price — a double precision number with up to three decimal places.
Unit Factor — a character string, one character in length (e.g. ¢, m, etc.)
Cost Code #1 — a character string, up to fifteen characters in length.
Cost Code #2 — a character string, up to fifteen characters in length.
Cost Code #3 — a character string, up to fifteen characters in length.
Material Code — a character string, one character in length.

G/L Code — a character string, up to six characters in length.
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The contents of your spreadsheet must be compatible with these field specifications. For
example, Unit of Measure should not be longer than four characters.

¥ R equizition to Spreadzheet Template Specs - Add M= ES |

Code: IEST—1

Cescription: IEP-.MP‘LE SPREADSHEET TEMPLATE 31

Spreadsheet to Database Links

Fequisition term | Spreadshest Column(s)

baterial Code:

Cluantity: IA—
Unit of Measure: IEI_
Description: IC ID I
IUnit Price: I—
IUnit Factar: I—
Costocode #1: IE—
Costcode #2: I—
Costcode #3: I_

I—

I-—

G/L Code:

deatel Cancel |

Figure 4.18. Spreadsheet Template Specs Have Been Entered
When the sample spreadsheet is examined it is found that the column for the first field, quantity,
is column A. Likewise, the unit of measure is in column B, the description is a combination of
columns C and D and Costcode #1 is listed in column E.

The text boxes in Figure 4.18 have the template specs entered. This template can be used with
any spreadsheet that has the same format as the sample spreadsheet in Figure 4.15.

Save the template specs by clicking on the %I button (keyboard shortcut is Alt-u).
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Now the list of templates contains the new template as shown in Figure 4.19 below:

& R equisition 5preadsheet Upload Templates M= EE |
Code D ezcription =
SS5TA1 SAMFLE SPREADSHEET TEMPLATE #1 E
TOM 1 TOM'S TEMPLATE NUMEER 1 l

End af List —
-
=
b
¥
add | Edt | Dekte| View | Pint | Seach| Est

Figure 4.19 List of Spreadsheet Templates with New Item

Notice that the newly added template is at the top of the list. This is because this list is sorted by
the template code.
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Creating a New Requisition

Before uploading any spreadsheet information a new requisition must be added to the List of
Material Requisitions. This establishes a new record from which information in the spreadsheet
can be linked to when it is loaded into the table of Requisition Detail.

To begin select the main menu heading: |Beuistions/F0s | and then select the sub menu item: 1-
Requisitions. The Requisitions browse form will appear as shown in Figure 4.20 below.

=% Requisitions M= E
Eampany Mame: General Contractors, Inc.
Job Mame: Store-A-Lot\Warehouse Project Req. Status |
Req. # PO # Prefis Co. Job i Date Wendor | Wendor Name Amount Feg. Status|=
10026 [100R10026 10 100 04,/22/1999 | E45061 EDI DISTRIBUTORS 33996 Open E
10027 [ 200R10027 10 200 04/17/2003 | A10237 ALASKA INDUSTRIAL HARDWARE 1.298.50 Opsn [
40008 | 200R 40008 10 200 0B/31/2003 | A23232 ALASKA BEARING COMPANY 1,120.00 | Submitted |—
10029 [100R10029 10 100 01,/18/2005 | 054454 OFFICEMAX 1,637.78 | AFE Sent
10031 [ 100M10031 10 100 04,/10/2008 | 450232 ALASKA FASTEMERS AMD TOOL an Open
End of List
=
-
|
>
Add | Edit | Delete | Wi | FPrrint | Find | §earch| Search b_l,lﬁeywnrdl Tag | QlearTagsl Browze Detaill | Browsze F'Qsl Exit |
Fill Bequisition Detail fram a Spreadsheet |

Figure 4.20 The Requisitions Browse Form

You can add a new requisition in one of three ways:

Move down to the “End of List” line and press the key.

Use the mouse to click on the ﬂl button (keyboard shortcut: is Alt-a).

When you do one of the above the Requisition Information form in Figure 4.21 will be
displayed.
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¥ Requisitions - Add _ (O] =]
Red. Mumber: 1001 ~vendor Infarmation
Reguisition Total: ‘endor Mumbar: I—
Reguisition Tywpe: | j Mame: I
FO Mo, Prefix: 1007003 Address: I
Cormpany NMumber: m I
Job Mumber: 100 = City: I
Vendarbumber. [ =] StetefzipPlus4 [ [ [
Daller I— Contact: I
FOB: I Fhone: I()—
Fromised By: I— Braie I()—
Terms: | Remarks: |
Reguired By: |—
Requisitioned By: | el Ed |
Vendor Contact |
Ship Ta: |
Ship Wl |
Intended Use: |
0 Lewvel: I_
|

Equipment ‘WO #:

j Update | LCancel |

Figure 4.21. The Requisition Information Form

The only required fields are the Requisition Type, Company Number and Job Number. The other
information can be entered by you later or by the Materials Coordinator. Notice the requisition
number is automatically assigned by the Materials Tracking Module.

Select the requisition type from the drop down combo box:

Feguisition Type: | KEEEE0EE
B M - Monreimbursable
FO Ma. Frefix: 0 Dther

Company NMumber: |F - Feimburzable
pany * - Enpenze Report

Job Murmber: |1EIIII =]

Just click on the desired item in the list. You can move to the next text box by pressing the

key or the key.

Dates can be entered as six digits (single digit months need a leading zero, e.g. 060405) or with
slashes (e.g. 06/04/05).
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Once the Company Number and Job Number have been entered those items will automatically
be placed in the respective text boxes the next time you add a new requisition. If these text

7
boxes are empty click on the =l button or press the key to display a Company Number or
Job Number selection box.

A vendor can be selected from a Search Vendors form by clicking on the =] button located on

7
the right side of the Vendor Number text box. Another way is to press the key when you
first move to the Vendor Number text box.

i, Search Yendors |
Yendors

1. Tepe the first few characters wou are looking far.
Jpug

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

MHurmber Mame

PO3a3 PUGET S0UMD FIFE & SUPPLY
RO3432 RIDGE WSS

509324 STAPLES, IMC.

Ta3434 THOMPSOM METAL FAR, IMC.
W01938 WA LIEESHA ALASKA, CORP.
=30933 #EROX CORPORATION
£343433 ZIDECO SERVICES

Ly e M

lI4 |44] 4 |

To zearch by the other column | Select I C | |
click on title bar af that calurn. = =

Figure 4.22. The Search Vendors Form

When the Search Vendors form is displayed type in the first few characters of the vendor name
and the list will change to display any items found that begin with those characters.
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=% Requisitions - Edit

Red. Mumber: 1002 ~vendor Infarmation

Requisition Total: 00 vendor Numbar: IW

Reduisition Type: [N - Norreimbursable =] MName: [PUGET SOUND PIFE & SUPPLY
FO Mo, Prefix: 100M10032 Addrass: IP' O 0N 54953

Cormpany NMumber: m I

Job Mumber: 100 = City: |8EA‘I‘I’LE

vendor humber. State/ZipPlus 4 [ve 52124 [5290

D Contact: [ JERRY HENDRICKS

FOB: |Anch0rage Fhone: Im

Fromised By: I Sape IW

Terms: [Net 30 Days ElEmekE: [

Reguired By: |

Requisitioned By: ITommyTestdata Add ﬂl
“endor Contact: |

Ship Ta: |TB4D East Tath Anchorage, &K 99515

Ship WA jurs

Intended Use:

0 Level: ID_

Equipment ‘WO #:

j Update | LCancel |

Figure 4.23. The Requisition Information Form with Vendor Added

When the Search Vendors form is displayed type in the first few characters of the vendor name
and the list will change to display any items found that begin with those characters.

Save the requisition by clicking on the %I button (keyboard shortcut is Alt-u).
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2% Requisitions | | ] I
Company Mame: General Contractars, Inc.
Job Name: Store-A-LotWarehouse Project Req. Status |
Req. # PO # Prefix Co. Job # Date Wendor # | Vendor Mame AmnoLint Req. Statuz| =
10026 [ 100R10026 10 100 04/22/1533 | E45067 EDIDISTRIBUTORS 339.96 Open E
10027 | 200R10027 10 200 04417/2003 | A10237 ALASKS INDUSTRIAL HARDWARE 1.298.50 Open [
40008 | 200R 40003 10 200 083/31/2003 | AZ3232 ALASKS BEARIMG COMPANY 112000 | Submitted [—
10023 [100R10023 10 100 01/18/2005 | 054454 OFFICE &2 1,637.78 | RECI Sent
10031 [100M10031 10 100 0441042005 | ASD232 ALASKA FASTEMERS AND TOOL 0o Open
10032 [100M10032 10 100 FOSE3 FUGET SOUND PIPE & SUPPLY .0o Open
End of Lizt
v
4
ol
x

Add | Editl Qeletel Eiewl Frint | Find | ﬁealchl Search hyﬂeywurdl Tag | Clear Tagz | Browse Detail | Browse F'Qsl E it |

Fill Bequigition Detail from a Spreadshest |

Figure 4.24. The Requisition Browse Form with the New Requisition

Now that the requisition is established in the list you can add line items directly from your
spreadsheet as explained in the next section.
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Uploading Requisition Detail from a Spreadsheet

To display the Upload Requisition Line Items from a Spreadsheet form click on the
Fill B equizition Detaill from a Spreadsheet | button (keyboard shortcut is AIt-r)

The form in Figure 4.25 will be displayed:

. Upload Requiszition Line Items from a Spreadzsheet

Fiequizition Mumber: 10032

Template Code: [ ] =
Spreadzheet; I ﬂ
Starting Row: I 1] MHate: Rows with BOTH Zero Gty and an Empty Description Cell(z) wil be skipped.

Ending Row: I 0 [~ Skip all itemnz where Oty = 0
Uploaded ltems

Drezcription:

Gty Unit | Dezcription Unit Price  JUAF]  Amount Cozt Code A | Cost Code B | Cost Code C(mfc| GAL #

A0

Commentz: Select Upload Template and Spreadsheet dbove

L M <]

Upload | LCancel

Figure 4.25. The Upload Requisition Line Items from a Spreadsheet Form
The first step is to select the Spreadsheet Template. Enter the desired code into the above

v
-

The next step is to select the spreadsheet file. You can enter the path and file name directly or
find the file using the Select a Spreadsheet File form. To display this form when the spreadsheet

T
s

The Select a Spreadsheet File form will then appear as shown in Figure 4.26.

Template Code text box or click on the = button or press the key to display a search form.

text box is selected click on the (=] button or press the key.
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. Select a Spreadsheet File M=l E3

Cpreadshest: CrWWorkSpace\baterials List 07 .uls

Drives
I (=Y j

Folders Double Click on a File Faolder to Select

RN

& W orkSpace

%ls Files

[MPEF Conduit TakelFf - Under Grd.»ls

Select | Cancel |

Figure 4.26. The Select a Spreadsheet File Form

This form is made up of three sections, The Drive box, the Folder box and the Files box. You
can select a drive by clicking on the button and then clicking on the desired drive.

Note: This form can only access drive letters. If your spreadsheets are in a folder on a network
server that folder must be mapped to a drive letter. For information on how to map a network
folder contact your system administrator. You will find the “Map Network Drive” option in the
tools menu in Windows Explorer. However, some Windows Explorer screens do not have a
tools menu option.

Select a folder by clicking on it. Finally, select a file by clicking on it and then clicking on the

Select

button (keyboard shortcut is Alt-s).

The selection is then displayed in the Spreadsheet text box as illustrated in Figure 4.27 below.
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. Upload Regquisition Line Items from a Spreadsheet

Requizsition Mumber: 10032

Template Code: |55T.1 il SAMPLE SPREADSHEET TEMPLATE #1
Spreadshest: IE: Wwdork S paceiMaterials List 07.xls ﬂ
Starting Fow: |3 Mote: Fows with BOTH Zero Gty and an Empty Description Cell(s) wil be skipped.

Ending Raw: I?B I~ Skip all iterns where Aty = 0

Uploaded Items

Dezcription:

Gty Uit | Description Urit Price  [U/F)]  Amount Cozt Code & | Cost Code B | Cost Code Cmdc| GAL #

A3

Comments: Select Upload Template and Spreadshest Above

Figure 4.27. The Path and File Name are Displayed After the Selection Process

This utility will skip rows in the spreadsheet where the description column(s) are blank. There is
a check box which when checked will cause the utility to skip any items with a zero quantity.

The beginning and ending rows have also been defined. These will change from spreadsheet to
spreadsheet so be sure not to ignore them. They tell the utility which area of the spreadsheet to
process. In this example material items start at row 3 (see Figure 4.15.) and end at row 78.

To start the upload process click on the 1 button (keyboard shortcut is Alt-u). The
comments line near the bottom of the form will display the upload progress.
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. Upload Regquisition Line Items from a Spreadsheet !E

Requizsition Mumber: 10032

Template Code: |55T.1 il SAMPLE SPREADSHEET TEMPLATE #1
Spreadshest: IE: Wwdork S paceiMaterials List 07.xls ﬂ
Starting Fow: |3 Mote: Fows with BOTH Zero Gty and an Empty Description Cell(s) wil be skipped.

Ending Raw: I?B I~ Skip all iterns where Aty = 0

Uploaded Items
Dezcription: 1" PYC, SCHEDLLE 80

Gty Uit | Description Urit Price  [U/F)]  Amount Cozt Code & | Cost Code B | Cost Code Cmdc| GAL # E
3000 | LF (1"PWC, SCHEDULE 0 G000 -
E140 | LF |2"PVC, SCHEDULE 80 B000 -
4200 | LF |3"PWC. SCHEDULE 80 RO00
£.968.0 | LF [4"PWC, SCHEDULE 80 FO00

300 LF |5"PWC, SCHEDULE 80 G000

450.0 | LF |E"PWC,SCHEDULE 80 RO00

101.0 | EA [1"PWCSCHEDULE 80E RO00

330 Ea |2"PCSCHEDULE 80E G000

Comments: Please Werify Lizt of Mew Items Prior to Adding them to the R equizsition.

L TIECIEN

Wiew Entire Degcnption [On/0Ff) | Add Above ltems to Req. Detall | Beplace all Detail with Above [tems | Exit

Figure 4.28 The Requisition Line Items are Displayed After the Upload Process

The uploaded line items are displayed in this form. This allows you to browse and review the
results before the final upload into the requisition. You can view the entire description by

icki Wiew Ertire Description (0n/0f
clicking on the button === escription [On/0F)

then change as shown in Figure 4.29:

(keyboard shortcut is Alt-v). The display will

Uploaded ltems
Descnphion; 1" PYC, SCHEDULE 80

Gty Unit | Description Z
300.0 LF (1" PWC, SCHEDLLE 80 -~
E14.0 LF |2"PYC, SCHEDLULE 80 -
420.0 LF | 3" PvC. SCHEDILE 80

%SEB.D LF (4" PWC, SCHEDLULE 80
300 LF | 5" PC. SCHEDILE 80
450.0 LF |E"PC. SCHEDIILE 80 :
101.0 EA [ 1" PWC SCHEDULE 80 EMD BELL E
330 Ea |2 PWC SCHEDULE 80 EMD BELL >

Figure 4.29. As an Option the Browse List Will Display the Entire Description
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Once you have reviewed the list you can either add the items to the requisition or replace all
existing detail with the current list that has just been uploaded into the buffer file. If you see any
changes that have to be made to the spreadsheet contents you can exit this form without running
the final upload into the spread sheet. Once the spreadsheet has been revised you can repeat the
above steps to get a revised list of items for final uploading.

£idd Above ltems o Req Detal | button (keyboard shortcut is Alt-a).

RBeplace All Detail with Abowe [tems

To add items click the

To replace existing items click on the button (keyboard shortcut

is Alt-r).

Once the items have been up

form by clicking on the ezt i button (keyboard shortcut is Alt- X). You can also exit this form

E
or any form in this application by pressing the key.

Once you return to the Requisition Browse form you can view the detail by clicking the

M button (keyboard shortcut is Alt-b). The requisition detail will be displayed as
shown in Figure 4.30:
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=% Requisition Line Items M=l

Requizition Mo: 10032 D ate: Yendar: PO933 PUGET SOUMD FIPE & SUPPLY

PO MHumber; 100M10032 Compary: 10 General Contractars, Inc.

Requisition Tatal: 0d Job Mumber: 100 Store-A-Lot Warehouse Froject

Description: 1" PYC, SCHEDULE 80 Invaoice #

ltem| Gy Unit | Invoice # | Description Unit Price  U/F] Amaount Spstem Area Opcode  |(mdfc| GAL# [PO E
1 300 LF 1" PWC, SCHEDU £000 &
2 E14 LF 2" PvC, SCHEDU £000 Y
3 420 LF 3" PV, SCHEDU £000
4 | BIEB | LF 4" PV, SCHEDU gO00
5 a0 LF 5" PV, SCHEDU £000
6 450 LF £" PWC, SCHEDU £000
7 101 E& 1" PWC SCHEDU £000
] 33 E& 2" PWC SCHEDU £000
9 17 E& 3" PWC SCHEDU gO00

10| 333 E& 4" PWC SCHEDU £000

11 ] E& 5" PWC SCHEDU go00

12 4 E& £" PWC SCHEDU gO00

13 2 E& 1" PWC COUPLIN £000

14 26 E& 2" PWC COUPLIM gO00

15 1 E& 3" PWC COUPLIN £000

16 | 127 E& 4" PVC COUPLIN £000

Add | Edit | Qeletel 1nsert| Tag | SetQarr}anl Eiewl

Exit

L CICCIEN]

Figure 4.30 Uploaded Items Displayed in the Requisition Detail Form

Click on the ﬂl button (keyboard shortcut is Alt-v) to view the entire description. You can
also make changes to the line items while in this form. Lines can be added, edited, inserted or

deleted. When you return to the main requisition browse form you can print the requisition for
final review and approval.
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Part 5 — Purchase Orders

Once the support tables are populated you are ready to begin entering purchase orders. Purchase
Orders can be entered directly into the database or created from the line items in a requisition.
As described in Part 4 of this user guide you can tag selected requisition line items and then post
them to a new purchase order. When you add purchase orders to the database directly the PO
number must be entered. When purchase orders are created from a requisition the PO number is
a combination of the Job Number, Requisition Type, Requisition Number, and PO suffix. The
PO suffix is a counter indicating how many purchase orders were cut from a single requisition.

When line items are added to a purchase order they are posted to the same set of cost codes as
those used for labor and equipment costs. From this information material cost reports and
overall project cost reports can be generated.

The Materials Tracking Module also allows you to post payment detail against each PO line
item. From this payment detail reports for invoice backup can be generated on those jobs where
materials are reimbursable. You can also post receiving detail to the line items. Based upon this
detail you can print a materials receiving report and track the status of your purchase orders as
open, closed or void.



Materials Tracking Module User Guide| 68
Purchase Orders — Main Browse Form

Main Browse Form

To display the browse form for purchase orders first select menu item Requisitions/POs and then

2 — Purchase Orders. The keyboard sequence is Alt-R2. Refer to the section “The Standard
Table Maintenance Form” for information on how to use the controls on this form.

2% Purchase Orders M= 3
Company Mame: General Contractors, Inc.
Job Mame: Store-A-LotWarehouse Project
PO Humber Feg # |Co. Job i Date Wendor # [ Yendor Mame Amount FO Status (&=
100R1000701 10001 |10 100 10/14/2005 | 054454 | OFFICEMAX 181.91| Cloged E
100R1000102 10001 |10 100 10/14/2005| 054454 | OFFICEMAX 243.23) Closed [
100R1000103 10001 10 100 104222005 | 054454 | OFFICEMA: 738 Open [—
100R10007104 10001 10 100 104222005 | 054454 | OFFICEMA: 13317 Urigent
100R1000105 10001 10 100 1042042005 | 054454 | OFFICEMA: E302| Open
100R1000201 10002 |10 100 10/26/2005 | B90232 (B &B TOOL SUPPLY 837898 Open
100R1000202 10002 |10 100 10/26/2005 | B90232 (B &B TOOL SUPPLY 4211.94 Open
100R1000203 10002 |10 100 10/26/2005 | B90232 (B &B TOOL SUPPLY 81.39( Clozed
100R1000204 10002 | 10 100 104272005 | BSO0Z32 |B&B TOOL SUPPLY 46680  Open
100R1000205 10002 | 10 100 T0A27/2006 [ A1 | A& W WHOLESALE CO. 00| Open
100R 1000407 10004 |10 100 10428/2005 | E45081 |EDI DISTRIBUTORS 245851 Open
100R 1000500 10005 | 10 100 10428/2005 | CO9334 | COMPUSA INC. 11,025.039| Open
100R1000700 10007 | 10 100 10/29/2005 | 490232 |ALASKA FASTEMERS AMD TOOL SUPPLY 120001 Open |—
100R1002301 10029 |10 100 10/30/2005 | 054454 | OFFICEMAX 57935 Open ¥
100R1002502 10023 | 10 100 11/01/2005 | 054454 | OFFICEMA 904000  Open i
100R 4000807 400028 | 10 100 11022005 | AZ3232 | ALASKEA BEARIMNG COMPAMNY 700 Open (X

add | Edt | Deete| wiew | Ein | Eind

| Taa | Clear Tags | Browse Detail | Change PO Statug |

d

E xit

Search by Wendor | Search by P.O. Ho | Search by Eeyword | Tag Search by Kepword Besults | Yiew PO Statuz Grid | Search by Pay [ # |

Figure 5.1 Purchase Orders Main Browse Form

From this form you can maintain the list of purchase orders. Notice that some of the purchase
orders were created from an existing material requisition (with the corresponding requisition
number indicated in the second column) while others have been entered directly into the
database. Also notice the color coded PO Status column. The colors are an option that can be
turned on or off in the PO Status Selection form.

Besides the standard command buttons for Add, Edit, and Delete there are several others on this
form. They are:

28 | _ \iew the PO header information (keyboard shortcuts are Alt-V or Shift-Spacebar).
_E" | printa purchase order or a Materials Receiving Report (keyboard shortcut is Alt-P).
End |_Find a purchase order number. Click on this command to get a dialog box where you

can enter the PO number you are looking for (keyboard shortcut is Alt-F).
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ﬂl - Tag a purchase order for batch printing (keyboard shortcut is Alt-T or just T).

ﬂl - Clear Tags from tagged purchase orders in order to tag a new group (keyboard
shortcut is Alt-C).

M- Once a purchase order has been added to the list you can then add line items.

Click on this command button to display the PO Detail Form (keyboard shortcuts are Alt-B or
Spacebar).

Change PO Statuz
0).

|— Allows you to change the status of a purchase order (keyboard shortcut is Alt-

When the _Ehangs P Staius | button is clicked the following PO Status Selection Form Appears:

. PO Status |

" Urgent

W Usze Colors

Eancell ok |

Figure 5.2 PO Status Selection Form
Just check the desired status bar and click on the OK button.

Search by endor

|Allows you to select a vendor and then select the desired PO from a list
(keyboard sort cut is Alt-S).

search by .0. Ho |Allows you to search by PO Number and then select the desired PO from a list

(keyboard sort cut is Alt-N).

Search byKepword | Allows you to search all purchase orders for a keyword in the description field
of the line items, such as “welding rods” (keyboard shortcut is Alt-K).




Materials Tracking Module User Guide| 70
Purchase Orders — Main Browse Form

Tag Search by kepword Results | - After searching for purchase orders with a specific keyword (i.e.,
“gloves™) you can then click this command button to tag all applicable POs. You can then print
out these POs as a batch (keyboard shortcut is Alt-R).

View PO Status Gid | Allows you to view what items have been received, backordered, or issued
to the job (keyboard shortcut is Alt-G).

Search by Pay Inv # | - This command button allows you to search for an invoice number that has
been entered into the payment detail for purchase orders.
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PO Header

The Purchase Order Header Form is displayed below. This form allows you to enter information
needed in the PO header. The form shows the related Requisition Number (if any), PO Total and
PO Status.

=% Purchase Orders - Edit ==l E3
Red. Mumber: 10002 ~vendor Infarmation
- 3,378.98
PO Total: Wandor Number: IEIQDESE
o Open
P s MName: |65 BTOOL SUPPLY
P.Q.Mumber.  100R1000201 Address: [208 E 2nD AVE.
Cormpany NMumber: |1 0 I
Job Mumber: I'IIJD City: |ANCHORAGE
vendar Number:  [Ba0232 State/Zip/Plus 4: [+ 5501 ||
Date: [1012572005 Contact [t wiLson
FOB: [ANCHORAGE Phone: [07) 2767714
Fromised By: I‘l 111472005 Fa I(gmr) 077-2333
Terms: [NET 30 DAYS Remarks: [BETVWEEN 15T AND ZND AVE.
Reguired By: |1 111 4/2004
Fequisitioned By IEIILL Add ﬂl

vendor Contact |SUSAN WILLIAMS

Ship Ta: [romsiTE

Ship WA [TRUCK

Intended Use: ITOOLS FOR ELECTRICIAMS. MAILS ARE NEEDED BY THE CARPETERS FOR FORMS.
0 Lewel: ID_

Equipment WO #: | =| deatel )

Figure 5.3 Purchase Order Header Form

On the right side of the form is the Vendor Information frame. Within this frame are command
buttons to allow you to add or edit the vendor information.

Here is a summary of the data entry fields on this form:
PO Number - 16 character alphanumeric string.
Company Number - 2 digit number.

Job Number — 8 character alphanumeric string.
Vendor Number — 7 character alphanumeric string.

Date — 10 character field.
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F.O.B. — Free On Board designation, 20 characters.
Promised By — 10 character field.
Date — 10 character field.

Terms — 20 character field.

Required By — 10 character field.
Requisitioned By — 30 character field.
Vendor Contact — 30 character field.
Ship To - 70 character field.

Ship Via - 70 character field.
Intended Use — 70 character field.

Q Level — 1 character field.

Equipment WO Number — 10 character field, used to reference an equipment work order if you
are using the Equipment Tracking Module.

Remember that the enter key is the same as the tab key for moving to the next field.

Notice that the Vendor Information Frame has two command buttons that allow you to add a new
vendor or update (edit) the vendor information if needed directly from this form.

Once a purchase order has been added and you return to the browse form line items can be

entered by clicking on the 222 P=al | b tton (keyboard shortcuts are Alt-B or Shift-

Spacebar).



Materials Tracking Module User Guide| 73
Purchase Orders — PO Detalil

Purchase Order Detail

The Purchase Order Detail form is displayed below. This form allows you to add, edit and delete

line items for a purchase order. This form is displayed when you click on the _2r2¥se Petal

button found on the Main PO Browse Form.

=% Purchase Order Line Items M=l
Requizition Ma.: [hone] Date:  11/09/2005  Yendor: A10237 ALASKA IMDUSTRIAL HARDWARE
PO MHumber; 3450111214 Compary: 10 General Contractars, Inc.
PO Tatal: 2,225 85 Job Mumber: 100 Store-A-Lot Warehouse Froject
Description: WELDING HELMETS Invoice # 20-092323
Itern|  Clty. Unit | dt | Invoice # | Description Unit Price uf Amont Spstem Area Opcode  |(mdfc| GAL# [PO E
1 E E& 20-09232 |WELDIMG HELK 77.000 462.00 1002 120 2010 M | 4587 |00 [&
2 5 E& 20-09232 |WIRE £7.000 335.00 1002 120 200 M| 4587 |00 |
3 4 Fair 20-09232 |WELDIMG GLOV 17.550 70.20 1002 120 200 M| 4537 |00
4 1 Pair 20-09232 [HATS £.330 2556 1002 120 2010 M | 4587 |00
5 2 Fair 20-09232 |EARPLUGS 200 40 3000 120 200 M | EOI0 |00
6 2 Tanks| |20-09232 |CO2 1004 BOTT 122.880 24576 1002 120 2010 M | 4587 |00
7 2 Tanks| [20-09232 |ARGOM 239.440 47888 1002 120 200 M | 4587 |00
] 10 E& 20-09232 |SOAPSTOME M 4,350 4350 1002 120 200 M| 4537 |00
9 10 E& 20-09232 |STRIKERS 2.970 29.70 1002 120 2010 M | 4587 |00
10 1 E& 20-09232 | TAMK CART £2.880 E2.88 1002 120 200 M| 4537 |00
11 2 E& 20-09232 |GOGGLES 12.820 2564 1002 120 2010 M | 4587 |00
12 1 E& 20-09232 |HAMD CART 53.220 h3z22 1002 120 2010 M | 4587 |00
13 10 E& 20-09232 | MARKING PENS 1.360 1360 1002 120 200 M| 4537 |00
14 1 E& 20-09232 |WISE GRIPS - 3" 7.820 n.z8 1002 120 2010 M | 4587 |00 :
BRA&ND MatME O E
TEST BEFORE S -
Add | Edit | Delete | Inzert | Tag | Set Carry On | Wigw | Payrment Detail RBeceiving Detail Material lzzuing Detail | Exit |
Reaszzign lem Numbers |

Figure 5.4 Purchase Order Line Items Browse Form

The top of this form shows information from the body of the purchase order along with the
complete text of the description and invoice number since those columns are to narrow to display
all of the text. The invoice number and description columns will expand when activated for
adding or editing a line item. The document type and invoice number are optional. They have to
be activated using the Job Site Settings utility. The following is a description of each column:

Item Number — Assigned by the application when a new item is added. Only lines with a
quantity are assigned an item number (an item can have the main line with a quantity and
multiple additional lines that are description only lines and are considered part of the main line
above them).

Qty. — A number with one decimal place.
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Unit — A 5 character string.

d/t — Document Type, optional field, 1 character. Indicates where the number in the next column
(Invoice Number) came from. Choices are: | — Invoice, P — Packing Slip or R — Reference
number. The default (blank) is set to Document Type: Invoice.

Invoice # - Invoice Number, optional field, 20 character string.

Description — 70 character string.

Unit Price — Number with 2 decimal places.

uf — 1 character string. Unit Factor is used to calculate amount when unit price is based upon a
multiplier other than one. Allowable characters are d — dozen, g — gross, ¢ — 100 and m — 1000.
As an example, if the unit price of some wire was $50.00 per 1000 ft and the quantity was 500 ft
and the unit factor was “m” the amount would be $25.00.

Amount — Calculated and displayed under program control.

Group A Cost Code - In Figure 5.4 the cost code name is “Area”. 1 —10 character code.

Group B Cost Code — In Figure 5.4 the cost code name is “Phase”. 1 —10 character code.
Group C Cost Code - In Figure 5.4 the cost code name is “Opcode”. 1 —10 character code.

m/c — Material Code, an optional 1 character string.

G/L # - General Ledger Number, a 6 character string.

Remember that the enter key is the same as the tab key for moving to the next field.

Besides the standard Add, Edit and Delete command buttons there are:
ﬂl - Allows you to insert 1 or more lines above or below the current highlighted line.

ﬂl - Allows you to tag individual line items for posting payment and receiving information
(keyboard shortcut is Alt-T).

MI - Allows the user to turn on or off the Carry On feature which duplicates the last line
that has been added or edited when you add a new line. The new line can then be edited where
needed before you update the table.

M - Switches display from standard to full description view and back.
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Eu”ent D=3l | - Displays the Payment Detail form (keyboard shortcut is Alt-P).

Beceiving Detal

|

- Displays the Receiving Detail form (keyboard shortcut is Alt-R).

Material Issuing Detai | Displays Material Issuing Detail form (keyboard shortcut is Alt-M).

Reassign ltem Numb . . o . N
csssin lem Humbers | Sometimes when you insert or delete line items you will need to click this

command button to reassign the line item numbers, sort of like a spreadsheet recalc (keyboard
shortcut is Alt-N).

Once you tag an item three other command buttons will appear that allow you to post specific
information to the items you have tagged:

1-Post Payment Deta | Post payment information (keyboard shortcut is Alt-1).

-2

PostReosiving Deta | Post receiving information (keyboard shortcut is Alt-2).

(5]

“Post Issuing Detal | Post material issuing information (keyboard shortcut is Alt-3).
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Payment Detail

When you click on the _2r2Wse Fayment infa |command button in the PO Detail form the Payment

Detail Form in Figure 5.5 is displayed. Payment detail includes information about the vendor
invoice, your company check number and date (sometimes required for invoice backup) and an
invoice code used to tie this backup to an invoice your company creates.

2% Payment Detail M=
PO Mumber: -01-
PDUI'DI'I er 345-01-11214 PO Amaunt 2 225 85
ke
ate: 11/09/2005 Irwaiced Amount: 1.777.88
Wendor Mo./Mame A ASKA MDUSTRIAL HARDWARE -
Wendor Invoice #: 20-092323 Balance: 447 97
Item Description: ‘WELDIMNG HELMETS
Line ltem GQhy.: 6.0
Unit/Unit Factor £,
Itk Price: 77.00
Line Item Amount; A62.00
FO Yendar Irrvoice Inwoice |
|tem | dt Invoice D ate Gy, Unit nit Price  |uf Arnotint R/M| Batch # | RFF Date Murmnber Code [&
1 44534534 30| EA 85.000 256,000 1 BEO3 | 11/05/2005 |  MI-009232 INWCODED2 f
2 44534534 RO| EA E7.000 335000 1 REO3 | 11/05/2005 |  MI-003232 INWCODEDZ |—
3 44534534 40| Pair 17.550 F0.200 1 BEO3 | 11/05/2005 |  MI-003232 INWCODED2
4 44534534 40| Pair E.390 2556 1 BEO3 | 11/05/2005 |  MI-003232 INWCODED2
5 44534534 20| Pair .200 40( 1 REO3 | 11/05/2005 |  MI-003232 INVCODEDZ ||
6 44534534 20| Tanks 122.880 245,76 1 REO3 | 11/05/2005 |  MI-003232 INVCODEDZ ||
7 44534534 20| Tanks 239.440 478.88] 1 BEO3 | 11/05/2005 |  MI-003232 INVCODED? |5
] 44534534 10,01 EA 4.350 43.50] 1 BEO3 | 11/05/2005 |  MI-009232 INWCODEDZ (=
Add | Edit | Delete | Print Request for F'a_l,lmentl Beazsign Line [tem | Sart by PO ke # | Tag | Post | Exit |

Figure 5.5a Payment Detail Form for Entering Payment Information Related to PO Line Items

At the top of this form the PO Number, PO Date and Vendor No./Name from the purchase order
are displayed. Also information from the purchase order line item that is tied to the highlighted

line of payment detail is also displayed This information will change as you move up and down
the list of payment items.

The columns on this form are:

PO Item — This is the item number of the line item in the PO detail, not the item number of the
payment detail. Payment detail can be displayed in order of the release number (the R/N column
above) or by PO line item.. Figure 5.5b shows the payment detail listed by PO Line Number.
Notice there are two lines of payment detail for PO line item 1. Both have a quantity of 3 for a
total quantity of 6 matching the total quantity of the PO line item.



Materials Tracking Module User Guide| 77
Purchase Orders — Payment Detail

FO Yendor Ivoice Imwoice

|tem | dt Invoice Date Gy, Unit Unit Price  |uf Amnount R/M| Batch # | FFF Date Mumber Code :
1 44534534 30| EA 85.000 255.00] 1 BEO3 | 11/05/2005 |  MI-003232 INVCODEDZ P2
1 20-092323 30| EA Fr.oo0 23000 2 | 5605 [11/16/2005( MI-009238 INWCODED =
2 44534534 RO| EA E7.000 335000 1 REO3 | 11/05/2005 |  MI-003232 INWCODEDZ
3 44534534 40| Pair 17.550 F0.200 1 BEO3 | 11/05/2005 |  MI-003232 INWCODED2
4 44534534 40| Pair E.390 2556 1 BEO3 | 11/05/2005 |  MI-003232 INWCODED2

Figure 5.5b Payment Detail Displayed in Order of PO Line Item Number

d/t — Document Type, optional field, 1 character. Indicates where the number in the next column
(Invoice Number) came from. Choices are: | — Invoice, P — Packing Slip or R — Reference
number. The default (blank) is set to Document Type: Invoice.

Invoice Number — A 20 character field used for entering the vendor’s invoice number. There
may be instances where you receive several invoices from a vendor for materials that are on a
single purchase order. This can happen if materials are sent to the job site in more than one
shipment. Or back ordered items may appear on a new invoice. This form allows you to enter a
unique vendor invoice number for each PO line item if needed or multiple invoices per PO line
item.

Vendor Invoice Date — A 10 character field.

Qty. — The quantity may be different from the original quantity of the PO line item. This can
happen if you receive partial shipments over time.

Unit — A 5 character string.
Unit Price — Number with 2 decimal places.

uf — 1 character string. The Unit Factor is used to calculate the amount when the unit price is
based upon a multiplier other than one. Allowable characters are d — dozen, g — gross, ¢ — 100
and m — 1000. As an example, if the unit price of some wire was $50.00 per 1000 ft and the
quantity was 500 ft and the unit factor was “m” the amount would be $25.00.

Amount - Calculated and displayed under program control.

R/N — Release Number. Payment detail is grouped and printed based upon this release number.
Only items with the same release number will be included on the Release for Payment Form
described below.

Batch Number — The name of this column is set up under the Utilities menu option — Job Site
Settings. This column can be used for a batch number as in this example, check number or other
reference number you may need to track payments made to vendors.
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RFP Date — This column name is also set up under the Utilities menu option — Job Site Settings.
In this example it is the Request for Payment Date.

Release Number — Determines which payment detail line items are to be printed on the
Authorization for Payment form.

Invoice Number — Determines which payment detail items are included on an invoice with the
same number. This number is used by the Electronic Invoicing Module.

Invoice Code — Determines which payment detail items are to be included on a report for
invoice backup.

This form basically allows you to post more than one line of payment detail to each individual
item on a purchase order. If you have a vendor invoice that includes everything on the purchase
order then you should tag the purchase order line items and post the payment information. This
process is described in the next section and is much faster than keying in payment information
for each purchase order item in this form. This form is generally used when you have a special
case where you have to enter more than one line of payment detail to an individual PO line item.

When adding a new line you will first select the PO line item from a list.
Besides the standard command buttons for add, edit and delete there are:

Frint Request for Payment

- You can print a Request for Payment form by clicking on this command
button (keyboard shortcut is Alt-P). Only items with the same release number as the active line
of payment detail you are currently on will be printed on the RFP. If you have more than one
release number you must cursor down to the line with the target release number and then click on
this command button to print the RFP for that release number.

Beagzign Line lkem to PO Detail |

If you need to change which PO Item the payment detail is related to
then you can click on this button and select the proper PO line item from a list (keyboard
shortcut is Alt-R).

Sort by PO ltem | - Toggles display to list items by Release Number or PO Item Number.

ﬂl - Tag/Untag line items for posting information to various columns.

ﬂl - Post information to columns of line items that have been tagged.

The Tag and Post command buttons allow you to quickly add redundant information to selected
columns such as invoice number and invoice code. Once you have tagged one or more lines the
form in Figure 5.6 appears:



i, Pozt Payment Information

Maotice: If an item below is left empty the
cooresponding column in the Fayment Detall
screen WILL NOT be changed during the Fost

operation.

To clear contents of an item click on the 'Erase

Text' Check Box.

Releaze Number: I [T Eraze Tex?

Batch & I [T Eraze Test?
RFF D ate:; I [T Eraze Test?
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]|

Invoice Mumber: Ir-.-1|.|:||:|:3234

[T Eraze Teut?

[rvaicing Code; ||NU|:|:|DEE|2

Eaveltemsl Hestore [tems | Pozt | Cancel |

ﬂ [T Eraze Teut?

Figure 5.6 Post Payment Information form

The above form allows you not only to post information to the five columns but also as an option
to empty the contents of the column. Note: Items where nothing is entered will be left
unchanged during the posting operation. They will not be overwritten with blanks. Only
items where you have entered information will be updated. However, any column where the
erase check box is checked will be cleared.

The M button is used to save the information to a temporary location (sort of like the
windows clipboard). When you are in another PO and in another batch of payment detail you

can then click the MI button to fill the above text boxes and then post the same
information to the new group of payment detail items. This is useful if you are including a
number of different Purchase Orders on the same target Invoice Number as shown in the
example above.
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Posting Payment Detail

When you have a vendor invoice that includes everything on the purchase order then you should
tag the purchase order line items and post the payment information. The “tag and post” option is
much faster than manually keying in payment detail for each individual line item. Even if there is
one or two items that have not been received or voided it is better to tag and post and then delete
the appropriate lines in the payment detail.

In Figure 5.7 all of the line items for a purchase order have been tagged and are ready for
posting. When the first line is tagged two command buttons appear on the lower right hand side
of the form. They allow you to post payment detail to the tagged items. Tagged items will have
a green back color and the active line will have a blue back color as opposed to the standard
yellow color reserved for the active line.

2% Purchase Order Line Items == B
Requizition Mo.: 10005 Date:  10/28/20059  Yendor: [msicict | COmMPUSA IMNC.
PO Mumber: 100R 1000500 Compary: 10 General Contractars, Inc.
PO Total: 11.029.09 Job Mumber: 100 Stare-d-Lot 'warehouse Project
Degcription: #IRCOM PCMCIA NETWORE CARDS Iwoice #

Idrit Price Amalint miz| GAL# [PO

1M PCRCIA 145450 ; 1001 20 1006 3000 00

End of List.

] 4]

Add | Edit | Qeletel lnsertl Tag | SetQan_l,lElnl Eiewl Payment Detail Beceiving Detail MateriallssuingDetaill Exit |

1 - Post Payment Detail | 2 - Post Receiving Detail | 3 - Post lzsuing Detail | Reazzign ltem Mumbers

Figure 5.7 Purchase Order Line Items Tagged and Ready for Posting
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When you click on the %25t Fayment Detail | button the dialog box in Figure 5.8 appears.

is. Post Payment Information |

Purchaze Order Mumber: 100R1000500
Mumber of Tagged Lines: 3

Tagged Lines Tatal: 11.039.09
[T Use PO Line ltem |nvoice Mumber

Diocument Type: II_
Wendaor [nvoice Mumber: |1 05-0023871

Wendor [rvoice D ate; |‘| 10242005

Releaze Mumber: |3_

Batch # 125

RFP Date I'I 140872005
Irevaice Mumber: IM-EIEIE!E'I 2
Inwaicing Code: IW

Post | Cancel |

Figure 5.8 Dialog Box for Posting Payment Information

This dialog box indicates the purchase order number you are working with, the number of tagged
items and their total. There is a check box that if checked will use the vendor invoice numbers
that have been entered on each PO line item instead of the vendor invoice number that can be
entered in this dialog box. Remember, you must activate the invoice column in the Job Site
Setup utility to use this feature.

Next are text boxes to enter the Document Type, Vendor Invoice Number,VVendor Invoice Date,
Release Number, Batch #, RFP Date, your company’s Invoice Number and and the Invoicing
Code. Batch # and RFP Date are titles that were assigned to the two cooresponding payment
columns using the Job Site Setup utility.

The Release Number determines which payment line items will appear on an individual Request
for Payment form. You may have a situation where only part of the PO line items are going to
be paid. Once the other items are received a second Request for Payment can be printed using a
different release number.

The Invoicing Code determines which payment detail line items you want to appear on invoice
backup for an invoice that you company is going to submit to your client.
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When you click on the ﬂl command button the payment detail will be posted and the
message box in Figure 5.9 will appear to verify that the posting process is complete:

Posting Complete |

@ Fayment Information Posted for 3 [tems.

Figure 5.9 Message Box Verifies Posting Process is Completed

When you activate the Payment Detail form you will see the payment detail that has been added
by the posting process as indicated in Figure 5.10

&4 Payment Detail M=l
PO Mumber: 100R1000500 PO Amount: 11,039.09
PO Date:

o Invaiced Amaunt: 11.039.09
Wendor Mo Mame CORMPLISA IMC. S
Yendor Invoice #: Balance: 0o

Item Diesenption: [Bk4 1750 | SERIES LAPTOF COMPUTERS
Ling Item Gty 4.0
Unit/Urit Factar E4
Unit Price: 2 399,00
Line Iten Amount: 9,596.00
FO Wendor Imvoice Inwoice |
[tem |dt Inwoice Date Gty it Unit Price [uf|  Amount R/M|Batch # | RFF Date Mumber Code [
1 (1 [105-0023871 11/02/2005 40| EA 2,399,000 9596.00 3 125 [11/08/2005 r4-009812 INWCODEDZ f
2 |1 [105-0023871 11/02/2005 40| EA 149.450 597.80( 3 125 [11/08/2005 b4-009812 INWCODEDZ |—
3 |1 [105-0023871 11/02/2005 1.0| EA 845,250 845,25 3 125 [11/08/2005 b4-00981 2 INWCODED2
End of List
=
=
-
|-
Add | Edit | Delete | Frint Request for Payment | Beassign Line [tem | Sart by PO Item # | Tag | Puost | E =it |

Figure 5.10 New Payment Detail Added Using the Posting Process
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Posting Receiving Detail

When you have shipping manifests and other documents to verify that everything on the
purchase order has been received then you should tag the purchase order line items and post the
receiving information. The “tag and post” option is much faster than manually keying in
receiving detail for each individual line item. Even if there is one or two items that have not been
received or voided it is better to tag and post and then delete the appropriate lines in the receiving
detail.

Refer to Figure 5.7 to see how PO line items are tagged so they can have related detail posted to
them. When the first line is tagged two command buttons appear on the lower right hand side of
the form. They allow you to post receiving detail to the tagged items. Tagged items will have a
green back color and the active line will have a blue back color as opposed to the standard
yellow color reserved for the active line.

2 - Pozt Recelving Detail

When you click on the button the dialog box in Figure 5.11 appears.

. Post Receiving Information

Use this form to automatically add Receiving information to all tagged items. Each
tagged itern will hawve Receiving detall added where quanity received = guantity ordered,
Any guantities that need to be adjusted must be changed in the Browse Recervdng Detall

form.

Furchase Order Mumber: 3450111214
MNurnber of Tagged Lines: 19

Date Received; |11.-’22£2EIEI5

Reference: JIR. 4 A104559

Puost | Eancell

Figure 5.11 Dialog Box for Posting Receiving Information

This dialog box indicates the purchase order number you are working with and the number of
tagged items that will have receiving information posted. There are two text boxes for the Date
Received and a Reference, either an invoice number, manifest number, or some other document
number you may wish to enter. This reference is an optional field and can be left blank.
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When you click on the ﬂl command button the receiving detail will be posted and the
message box in Figure 5.12 will appear to verify that the posting process is complete:

Posting Complete |

@ Receiving Information Posted for 15 ltems.

Figure 5.12 Message Box Verifies Posting Process is Completed

When you activate the Receiving Detail form you will see the receiving detail that has been
added by the posting process as indicated in Figure 5.13

¥ Material Received Detail

PO Number: 345-01-11214
PO Date: 1140942005
Wendor Ma./Name: A10237 ALASKA IMDUSTRIAL HARDWARE
Drescription: WELDIMG HELMETS
by, Unit | Description Date R'cwd | Gty Fc'vd | Gty Ri'nd | Gty BkOr'd | Reference Location =
£.0 Ed ELDING HELMETS 11/22/2005 [1] INY, # 4104893 E
5.0 Ed IRE 11/22/2005 1] INY, 44104893 Tl
4.0 Pair ELDIMG GLOVES 11/22/2005 4.0 (MY, 4104853 |—
40 Pair HATS 11/22/2005 4.0 (MY, 4104853
20 Pair [EARPLUGS 11/22/2005 20 (MY, 4104853 —
20 Tanks |[COZ2 100# BOTTLE 11/22/2005 20 (MY, 4104853 ;
20 Tanks PBRGOMN 11/22/2005 20 (MY, 4104853 ™
10,0 Ef [SOAPSTOME MARKERS 144" | 11/22/2005 100 INY, 44104893 x>
add | Edt | Delete | ReassignLine ltem to PO Detal | Exit |

Figure 5.13 Receiving Detail Added Via the Posting Process

The Receiving Detail form shows only the detail for an individual line item. To see the complete
results of the posting process print a Materials Receiving Report which you can then view in the
report viewer.
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Printing Purchase Orders

The best way to review a completed purchase order is to print it and then view the printed form
in the Report Viewer. The report viewer allows you to see the PO in its entirety where you can
double check header and detail information.

Frint

To print a purchase order or other related forms click on the command button or key
press Alt-P when in the Main Purchase Order Browse form. The form in Figure 5.14 will be
displayed.

ok Report Viewer - Purchase Orders

=10] x|

™ Print Cost Code Subtatals? Faper Size: Letter, 8% x 11 in.

4 _tn sl _QI-]

"

Purchaze Order | tdaterial Beceiving Report | Authonzation for Payment | PO Statusz | Billing Statuz |

Figure 5.14 Report Viewer — Purchase Orders with Print Option Command Buttons

The command buttons in this form allow you to print
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After printing the completed PO form is displayed in the Report viewer as shown in Figure 5.15.

ok Report Viewer - Purchasze Orders

[¥ Frint Cost Code Subtatals?

112

k]

o _a |-] S

=10] x|

Faper Size: Letter, 8% x 171 in.

[PURCHASE ORDER |

Genetal Contractors, Ine.
1241 Sttt Or. Sddbiorags, AF PRADI-1477

ZHFTD LR FSFTRIET.

7240 Bask 74Eh Rochocaye, KK 93515 100 J45-01-11214

SHFE FOl POk oF

Foneho e wga 1 2
SHFPHEWT P ROH AT WY TR FECU EITOh WuHER WERDOR COh TECT
Wek 30 Daya [FTTT)
103227 Rlaska Liduak
uabeial Haedwaoe omre D4F1272002

E T S

4106 014 Sewacd HigTay

ary ATeTR | TRFiL = FHORE Frx DUYEL APFROVED B¥

Ionehi e sy A | mmina (907} E95-GA76 | (807 BEE-4543

TIEPY QUUAM = (UMl LESCHINIGH UMl IICE APMCUMI RS A HE
L i1 [T Akldlng Ok lracc 15. 00 ELIN I RS I L IR R ] ] |
2 5.h - EI¥TY [ 1) 295 hb [ Lube-Lib-ZULh-Shkk
a d.h|palr |maldlng Glovac [ 11 Jh.ih | Lhbe-Lib-zalh-5hkh
4 4.0 | palc |osTe .31 5. 56 [LENZ-LIN-ZULE-SNNN

cacpluge

3 .0 (Tanbc |CO: LEbF DoTTle Lez. 11 A5 06 [Libe-Lib-zhlh-5hkk
] Z. 0 [Tantc [Argon FHI L] 43000 [ LURE-Lib-ZULE-SHNE
T Lh. b [T JosprTone reckesc Lfd4" 4.5 43,5k | Lobi-Lib-ZhLE-5hhk
L] L.k -k Srrlkare x. 11 070 [ Lbbe-Lib-zulh-Shkk
1 L.k [T TRt CarT iz.n G 00 | LERZ-LIN-ZOLE-ShNN
La . b [T Gogglec Li. L 5. 64 [ LubE-Lib-ZULh-Shkb
LL L.h - oand CuarT L1 B S8k Labz-Lib-ZhLE-Shhk

Fepont Ready to Frint

Figure 5.15 The Completed PO Form can be Viewed in the Report Viewer

One way to see the complete form is to click on the :

-

il Esit |

button (Alt-M) in order to expand

the report viewer to the limits of the main Materials Tracking Module form. If the Materials
Tracking Module MDI form is not already filling your computer screen you can maximize this

parent form before clicking the

your PO form.

| button in order to achieve the largest view possible of
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If you are adding receiving detail to you purchase orders then you may want to print a record of
this activity by printing a Material Receiving Report (MRR). To Print an MRR click on the

Material Beceiving iepert | ommand button in the PO Report Viewer — Purchase Orders form. A

separate form can be printed for each receiving date found in the detail. The module will
examine the PO receiving information and display the following form which lists each date
received encountered in the receiving detail of the parent PO.

. Print Matenal Receiving Report]z]

Purchaze Order Mumber: 345-01-11214

Click Check Box to Select ar Click "Select All" Buttan

Frint | Date Received | Refrence Text

02A6/2001 | Wendar Invoice A783-392355
0218/2001  |Wendor lhwoice Humber: A733-932355
041772002 | testing

L

Select Al | ]

LCancel

Figure 5.16 The MRR Date Received Selection Form

You can select which dates to print by checking the check boxes on the left and then clicking on

the ﬂl command button.
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Part 6 — Electronic Invoicing

If you are using the Electronic Invoicing Module in conjunction with the Materials Tracking
Module there are two items that need to be looked at. The first is the list of Invoicing Codes that
will appear in the body of the electronic invoice text file. The second is the optional Cost Code
Cross Reference table that links a combination of cost codes to a target cost object code needed

for electronic invoicing.
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Invoice Codes

From the main menu select “Cost Structure” then “6 — Invoice Codes” to display the Invoice
Codes Table Maintenance Form in Figure 6.1. The keyboard sequence is Alt-C6. Refer to the
section “The Standard Table Maintenance Form” for information on how to use the controls on
this form.

&k Invoice Codes M= E3 |
Comparny Mumber; 10 General Contractors, Inc.
Job Mumber: 100 Stare-A-Laot W arehouse Project
|revoice Code Description Unit of Meazure |
MY CODEDT Invoice Code Humnber One Ed E
INWVCODEDZ [reenice Code Mumnber Two Ed, -
INWVCODEPU Irvoice Code PU P I
End of List.
-
e
-
o
tdd | Edt | Deete | Fint | SelctCosob Esi |

Figure 6.1 Invoice Codes Table Maintenance Form
Invoice Codes are entered for a unique Company/Job Number pair. These Invoice Codes are
used by the Electronic Invoicing Module and will appear in the text file generated by the
invoicing program.
The columns in this form are:
Invoice Code — A ten character code that will be part of the electronic invoice text file.
Description — A string of text up to 30 characters long.

Unit of Measure — A three character string that will be part of the electronic invoice text file.

Select Co.Alob

Use the command button to select another Company/Job Number Pair.
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Electronic Invoicing - Cross Reference Table

From the main menu select “Cost Structure” then “7 — EIM X-Ref Table” to display the
Electronic Invoicing Cross Reference Table Maintenance Form in Figure 6.2. The keyboard
sequence is Alt-C7. Refer to the section “The Standard Table Maintenance Form” for
information on how to use the controls on this form.

ok Electronic Invoicing Client Codes X-Ref Lookup Table - Materials

Compary Murmber: 10 General Contractors, Inc.
Job Mumber: 100 Store-4-Lot wWarehouse Project
Itern & CC Group: B Area
ltem B CC Group: C  Opcode
Itern C CC Group: LRone:
Itern & Cost Code [ Itern B Cost Code | Itern C Cost Code| Cost Object Metwark Activity Code (28
120 200 PRO332345M 1200 E
200 1006 FPLE24234329 1005 a
200 il FRO0343434 1005 I~
400 1006 Fr03481 223 1005
400 i ili] PL21003321 4005 -
End of List. >
o
-
x
add | Edt | Deiete| Pint | Search| SelectConab] Exit |

Figure 6.2 Electronic Invoicing Cross Reference Table Maintenance Form

Cost Code Groups/Cost Object cross references line items are entered for a unique Company/Job
Number pair. The cross reference table has three columns, Items: A, B and C along with the
Cost Object and Network Activity Code. Each item has one of the three available cost code
groups assigned to that item. In the example above the first column has the B group of cost
codes linked to it. Likewise, the second column, the Item B column, has the C group of cost
codes linked to it. Item C is not used in the above example. In summary, a unique pair of B and
C cost codes are linked to a Cost Object and Network Activity Code. Note that in actual use
many pairs of cost codes may link to the same Cost Object or Network Activity Code. Each
unique pair of cost codes make up a single line in the above cross reference table.

Cost Code Groups are assigned to the Item A, B and C columns above in a set up form described
in the next section.

The Electronic Invoicing routine will use the cost codes that were entered for a line item of a
purhcase order being processed and look up the Cost Object and Network Activity Code in the
cross reference table. The Cost Object and Network Activity Code are included in the text of the
electronic invoice file that is being created by the invoicing program.
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The columns in this form are:

Item A Cost Code — Cost Code selected from the available list, 15character string.
Item B Cost Code — Cost Code selected from the available list, 15character string.
Item C Cost Code — Cost Code selected from the available list, 15character string.
Cost Object — A 24 character string.

Unit of Measure — A 4 character string.

Select Co.Aloh

Use the command button to select another Company/Job Number Pair.
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Electronic Invoicing - Cross Reference Table Setup

To setup the EIM X-Ref Table options from the main menu select “Utilities” then “2 — Job Site
Setup” to display the Job Site Settings Form. The keyboard sequence is Alt-U2. Next, click on
the Invoicing tab to display the Cost Codes/Client Invoice Codes Cross Reference Settings as
shown in Figure 6.3 below.

. Settings for Job Site: AAATEST

Job Hurnbers ] Labor ] Materials ] Equiprment ] Imrm-::mg

Cost Codez/Chent Invoice Codes Cross Reference Settings

Select which Cost Code Groups will be used in the Clent Codes Crozs Reference T able

— Labor

IGru:uup A Cost Codes j IGru:uup B Cost Codes j I[nu:une] j
— M aterialz

IGru:uup B Cozt Codes j IGru:uup C Cozt Codes j I[nu:une] j
— Equipment

IGru:uup C Cost Codes j IGru:uup A Cogt Codes j I[nu:une] j

Update E xit

Figure 6.3 Cost Codes/Client Invoice Codes Cross Reference Settings Form

The above form allows you to setup which cost code groups are used for which cross reference
table item for each of the three main modules. The drop down combo boxes will allow you to

Update

make your selections for each column. Click on the button to save your settings.
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This page was unintentionally left blank. Actually, it is not blank because it has these two
sentences printed on it.
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Part 7 — MTS Reports

The Material Tracking Module has numerous reports grouped into several categories. The first
category is reports for maintaining the database such as the list of vendors, requisition and PO
logs, etc.. The second catgory is internal cost reports and payment activity reports. The third
category are reports designed to act as backup for invoicing your client.
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MTS Reports — Requisition Log by Company/Job Number

To select the Requisition Log by Company/Job Number report from the main menu select
“Reports” then “1 — Requisition & PO Logs” and then “1- Requisition Log by Co./Job”
(Keyboard shortcut is Alt-E11). The form in Figure 7.1 will appear:

% Requisition Log by Company/ Job

Company Mumber: 10 General Contractars, Inc.
Job Mumber; 100 otore-A-Lot WWarehouse Project
Beginning Requizition 3: [ E

Ending Reguisition #: |4|:||:||:|8 =I
sl s b I 1 Faper Size: Lefter. 8% x 11 in.
sl o] s

1M

o<

SelectQDmpany#anF‘airl Beaqin | E xit |

Figure 7.1 Form for Printing the Requisition Log by Company/Job Number

This form will automatically insert the first and last requisiton numbers found for the
Company/Job Number that was selected. To select a Company/Job Number click on the

Select Company/lob Poi | button. The sub form in Figure 7.2 will appear:
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. Select Company Humber/Job Humber Pair

Campany Mumber: =|| General Contractors, Inc.

Job Mumber: | 100 =| Store-A-Lot\Warehouse Frojedt

Select | LCancel |

Figure 7.2 Company/Job Number Selection Sub Form

7
To display a search window for selecting the company or job number press the key when
the text box is selected. (Text will be highlighted in reverse when text box is selected). You can
also click on the =l button inside the text box to display the search window. After entering the

company number and job number click on the ﬂl button to make your selection and exit
the form.

Notice that the page number can also be entered in the report display form. The log is printed in
order of requisition number. If each new requisition is in sequence you do not have to reprint the
entire log. You can start the printing at any page you desire. Go to the last page of the log and
note the first requisition number at the top of the page. This number will then be entered as the
starting requisition number. Leave the ending requisition number alone. Then enter the page
number of the last page in the log. The report will start printing at the starting point you
selected.

After making your selections click on the ﬂl button to start printing the report. The report
will be displayed in the report viewer. To send the report to the printer press “P” or click on the
button with the little printer symbol at the top of the report viewer area.

An example of a Requisition Log by Company/Job Number is displayed in Figure 7.3:
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General Contractors, Inc.
Requisition Log by Company/Jobh Number
Job Number: 100 Siore-A-Lot Warehouse Project
Rog. & Dl Typz | Yendork Yo ndar PO Humbar Intended U= Aumeauni
lo0001 021372005 R 054454 OFFPICERAIN 100R10001 SUPPLIES POR JOE SIXE QFFICE 640,31
looo2 0s5/20/2005 R E90332 E & E TOOL SOPELY 100R10002 TOOLY TiO EIECTOOCCANY. BACL) AOE NECOED OT TOE CADFETER)) 13,626.31
ioo0z2 03/2173005 h 0544548 OFFICEsiA l10oR10002 FIELD OFFICE 62.02
10004 05/2372005 R E4i061 EODI DISTRIEUTORS 100R10004 IExPORARY ELECTRICAL SERVICE 2892. 58
10005 05/2372005 R Co9334 COREUSh THC . 0lo0R10005 COMMTER DjUE AXET TO0 ARCOODALE FUELT LrTLE 11,029.09
lioo07 O6/1l4y2005 R A90232 ALRSKAR PRITEWERS AHD IOOL SUPELY 0l100R10012 40225
o002 061642003 h 1832434 THOGE S0H WETRL FRE, TIHC. 0l00R10002 §,820.00
lo0009 061372005 o A288987 ALRSKAR SALEZ & SERVICE looMioo0o9 PFICKUES POR FOREXEM . 115,132.00
10011 061372005 R A90232 ALRSKAR PRITEWERS AHD IOOL SUPELY 100R10011 .oo
10014 0617372005 R A121321 A & O WHOLESALE CO. 0100R10014 132.00
10015 | 1173772005 R 172772 INIERWET RLASKR, INC, 100h1001%5 Toch £f A OEALLT LimG hoceS o8 Tor ceTesoco uc Tocao. o .on
io00? 112872005 o E34343 EHEER TAMK AWD WELODIMZ olpoWioo1? .oo
10019 11/0772005 R A121321 A & O WHOLESALE CO. 100R100189 .oo
lio00:20 1142372005 o A121321 A & O WHOLESALE CO. io0odio020 .oo
10021 02/04y2003 o ES0222 E o E IOOL SOEELY 100410021 83.323
iom2 1041372005 o AA0232 ALARSKAR FRITEWMERS AWD IOOL SUEBELY iomd10022 38.37
1002z 1042372005 R AODDI2Z ALRSKAR HYDRAROLICS, IMC. 100R100322 .oo
10025 07/0372005 R A121321 A & O WHOLESALE CO. 100R10025 9.00
10026 0472273003 h E43061 EDI DISIRIEUIORS 10010026 318.8s8
10028 01/1E/2003 h 034434 OFFICEMRR 100R10028 2,077.13
10031 o&f1072005 o A90232 ALRSKAR PRITEWERS AHD IOOL SUPELY 100M10031 oo
10033 o TIITIY rRRRnRNRIIRRRERRRRINN? 10mf10033 oo
10024 o EDBE3Z EUET S00Hh EIBE & SURELY 1004100324 7.481.04
10026 o REBEZ4 AIREQRY BRCHIWNERY CO. IWC 100410026 69.32
10038 061372005 o rE ki mRnRRRImIRnRRnmInann 100d10036 oo
10027 I 17TIITIT rRRRnRNNIIRRRERRRRINN? 10mf oo
igo:is " TIIINT RN io0od oo
io0o:9 h TIIINT RN 100R oo
ioo40 h TIWEEYY RN 100h oo
10041 h TIITIY rRRRnRNRIIRRRERRRRINN? 100h oo
w0002 OE¢/01/2003 h R22222 ALASKA EERRIMNS COwik Ry 10040002 73.00
Fage Tubal: 161.450.31
Tatal (A1]1 Raguisibians Far Coopany /T s 161.450.31
Wadule | Watarih Tracting Wodde | Repad [Requbkian Log by Comm mah Hamber [Om=] O 102008 | Time] <41 AW[Fage] 1

Figure 7.3 Requisition Log by Company/Job Number




