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Chapter 1: Welcome to Sage 100
Contractor

Sage 100 Contractor—A better way to run your business

Welcome to Sage 100 Contractor. Sage 100 Contractor is an integrated, construction-specific, estimating,
accounting, and project management software solution. Whether you are a general contractor, a
subcontractor, or service contractor, Sage 100 Contractor manages your business using one system.

Sage 100 Contractor provides many features that are beneficial for customers with complex environments
that may include remote connections, many simultaneous users, and/or multiple companies.

What is New in the Latest Release?

For detailed information about program enhancements, fixes, known issues, and comments for this release,
refer to the Release Notes. To open the Release Notes installed on your system, click Home & Resources
tab > Printable Documentation > Release Notes or Resources > Printable Documentation > Release
Notes if you have Activity Centers hidden.

About Sage Advisor Update

Sage Advisor Update is a notification and download service that alerts you when an update is available for
Sage 100 Contractor. You can use Sage Advisor Update to download and install updates available for Sage
100 Contractor and other Sage products for which you have a current Sage Business Care Plan.

Important! You must be connected to the Internet to use Sage Advisor Update.

Double-click the Sage Advisor Update icon in your Windows system tray at any time to:

« View and manually check for updates that are available for your Sage products.
« Specify the frequency and time of day to check for updates.

« Specify alocation on your computer to download updates.

« Set up email notifications.

« View update history for your Sage programs.

« View the status of your Sage Business Care plan.
You can also open Sage Advisor Update by clicking Start > Programs > Sage > Sage Advisor Update.

For help on using Sage Advisor Update, see the help for that application.

Tip: Use the Customize settings in the Windows system tray to make sure you can view the Sage
Advisor Update icon and notifications from the System Tray in your Taskbar.
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About Sage Payment Solutions

Using Sage Payment Solutions with Sage 100 Contractor saves you time, helps you get paid faster, and
eliminates the need to enter payment information twice. Simply enter your customer's card payment details
once in Sage 100 Contractor, and the payment will be processed in Sage 100 Contractor and Sage Payment
Solutions, in one easy step.

With the integration between Sage 100 Contractor and Sage Payment Solutions, you can process credit card
transactions without storing your customers’ sensitive card information in your database. Sage Exchange
transmits credit card details through a secure connection to Sage Payment Solutions, where they are stored in
a PCl-compliant vault, protecting you from exposure to non-compliance penalties and credit card fraud.

In addition to providing integrated payment processing, Sage Payment Solutions also offers gift and loyalty
card programs, merchant cash advances and loans, non-profit and healthcare payment solutions, and more.

To learn more about Sage Payment Solutions, visit http://na.sage.com/us/sage-payment-solutions.

Electronic receipt processing workflow

1. Open a Sage Payment Solutions account, linking it to the bank account to which you want to Sage
Payment Solutions to deposit funds.

2. When you have received your Merchant ID and Merchant Key from Sage Payment Solutions, enter
these credentials on the Electronic Receipts Setup tab in the 7-2 Company Information window.
Also on this tab:

« Enterthe Sage 100 Contractor ledger account that represents the bank account used to receive
deposits from Sage Payment Solutions.

« Specify whether to allow client credit card information to be securely stored in the Sage
Exchange Vault.

3. Use the 3-3-2 Electronic Receipts window to record and post credit card receipts in your Sage 100
Contractor general ledger and to transfer the payment details to Sage Exchange.

Alternatively, you can use the Electronic Receipts window to keep your Sage 100 Contractor ledger up
to date by recording and posting receipts that you entered directly in the Sage Exchange Portal.

4. Use the 1-3 Journal Transactions window to:
« View the journal entry created for an electronic receipt.
« View details of an electronic receipt.

« Print a copy of an electronic receipt.

About Sage Exchange

Sage Exchange is a secure payment-processing application that connects Sage 100 Contractor to Sage
Payment Solutions, allowing you to process credit card transactions directly in Sage 100 Contractor without
having to enter the transaction separately elsewhere.
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Note: To process credit card using Sage Exchange, and to store client credit card and bank account
information in the Sage Exchange Vault, you must have a valid account with Sage Payment Solutions.

Installing the Sage Exchange Desktop

The required components of Sage Exchange are downloaded and installed as needed. For example, if the
most recent version of Sage Exchange is not already installed on your machine, you are prompted to
download and install Sage Exchange when you process an electronic receipt in the 3-3-2 Electronic
Receipts window or validate your merchant account credentials in the 7-2 Company Information window.

After you install the Sage Exchange desktop, a new Sage Exchange icon appears in your system tray, and
Sage Exchange appears under Sage Payment Solutions in your Programs list.

Tip: Right-click the icon in the system tray, and then use the context menu that appears to get help for
the Sage Exchange Desktop, select hardware settings, and register your Sage Exchange Desktop with
the Sage Exchange Portal.

The Sage Exchange Vault

Sage Exchange can also store clients' credit card details securely in an online vault system. This feature
allows you to save and reuse credit card information without storing it in your company database, keeping
sensitive client information secure, and reducing your exposure to credit card fraud.

You select the option to use the Sage Exchange Vault to store client credit card and bank account information
on the Electronic Receipts Setup tab in the 7-2 Company Information window.

If a particular client does not want you to store this information, you can easily override the company setting
by selecting Do not use the Sage Exchange vault to store credit card and bank account information
for the client on the Billing and Payment tab in the 3-6 Receivable Clients window.

If you choose to store credit card or bank account information in the vault, you enter this information when you
process an electronic receipt for a client. This information is stored anonymously in the Sage Exchange Vault
along with a vault ID that is returned to Sage 100 Contractor.

Only the vault ID is associated with the client record in Sage 100 Contractor. The next time you process an
electronic receipt for that client, Sage Exchange uses the vault ID to identify the last credit card or bank
account number used for the client, or you can enter a different credit card or bank account number.

The Sage Exchange Portal

The Sage Exchange Portal is a secure website that you can use to:
« Review, process, or void current transactions
« View reports on transactions, batches, and expiring credit cards
« Export reports to an Excel spreadsheet, PDF, or XPS file

« Print receipts for credit card transactions

« Settle credit card transactions
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A record of each electronic receipt you process through Sage Exchange is maintained in the portal, so you can
sign in anytime to view current transaction information and reports.

Accessing the Sage Exchange Portal

When you sign up for a Sage Payment Solutions merchant account, you will receive a merchant ID (VT ID),
username, and password that you can use to sign in to the Sage Exchange Portal.

To view reports on credit card transactions, batches, expiration, and more for your Sage Payment Solutions
merchant account, sign in to the Sage Exchange Portal at https://www.sageexchange.com/sep/default.

For additional reporting resources, including 12-month summaries of transactions and chargebacks, daily
credit card batches for selected date ranges, and monthly statement searches, you can also signin to
https://www.myvirtualreports.com.

Finding Support and Resources
To learn more about Sage Exchange and find training and support resources:

« Signinto the Sage Exchange Portal, and use the Help menu to find step-by-step tutorials.

« Visit the Self Service Portal at na.sage.com/sage-payment-solutions to search the Knowledge Base,
browse merchant forms and resources, or contact the Sage Payment Solutions support team.

Sage 100 Contractor Printed and Printable Documentation

Sage 100 Contractor and Your Business

Sage 100 Contractor and Your Business provides basic information about key relationships in your business
and how they interact with Sage 100 Contractor. This book also explores Sage 100 Contractor's underlying
concepts for working with general ledger, accounts payable, accounts receivable, and more. In addition, you
will find detailed information about Sage 100 Contractor general operational features, accounting, analysis,
payroll, accounts receivable, accounts payable, and more.

Sage 100 Contractor Installation and License Administration Guide

The Sage 100 Contractor Installation and License Administration Guide provides explicit information about
how to install Sage 100 Contractor and set up the software in your specific environment. It also provides
information on how to set up and administer licensing. This guide is a “must read” for all systems
administrators and business owners.

Sage 100 Contractor Product Overview

Sage 100 Contractor Product Overview provides background information to help you understand the core
functionality of Sage 100 Contractor and how to use it to manage your business. If you are new to Sage 100
Contractor, we highly recommend that you read the specific background information about the tasks that you
will perform. If you are a company owner or administrator, we recommend that you read all the information in
this guide.
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Sage 100 Contractor User Guide

The Sage 100 Contractor User Guide is a printable-PDF version of the Sage 100 Contractor Help. You will find
that the Sage 100 Contractor User Guide is the most comprehensive yet. It provides extensive explanation of
Sage 100 Contractor functions and tools as well as hundreds of procedures for completing tasks.

Sage 100 Contractor Release Notes

The Release Notes document provides information about enhancements and previously reported issues in the
software that have been resolved for the current release.

It also provides, where applicable, information and comments about recently discovered issues that have not
yet been resolved before the latest software release.

Printing Sage 100 Contractor Documentation

Links to the printable documentation are located under the Home & Resources tab > Printable
Documentation menu on the Sage 100 Contractor main window.

Important! You must have the Adobe®Reader® installed on your computer to view and print Sage 100
Contractor guides. To download this free software for viewing and printing documents in PDF format, visit
http://get.adobe.com/reader/

To print a Sage 100 Contractor printable document:
1 On the main window, click Home & Resources tab > Printable Documentation.

2 From the menu list, select the printable document you want to open. Adobe Reader opens and loads the
guide.

3 From the File menu, click Print.

4 To print a section of pages, from the Adobe Reader Print window, select Print Range > Pages from, and
type a range of pages.

Customer Support and resources

Important! Before you contact the Customer Support Call Center, take advantage of the following
resources, which are available 24 hours a day, 7 days a week.

Sage 100 Contractor Help

From anywhere in the Sage 100 Contractor software, you can display this comprehensive library of
accessible topics to learn more about specific procedures, topics, fields, or buttons.

Product documentation

The software comes with several PDF guides, including Release Notes, Installation and License
Administration Guide, and User Guide, among others.
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To view the guides, click Home & Resources tab > Product Documentation or, if you have Activity
Centers hidden, click Resources > Printable Documentation.

Sage Knowledgebase

Depending on your Sage service plan, we offer a web-based Sage Knowledgebase and online user
community forums at www.na.sage.com or through the in-product menu. Our staff maintains an extensive
knowledge database of questions and answers covering everything from frequently asked questions to more
complex problems and solutions. In addition, we keep all product reference documentation available in the
Knowledgebase. This online tool is the same tool we use in our customer support call center to help answer
your call.

To log in to the Sage Knowledgebase:

Go to https://support.na.sage.com/.

1

2. Inthe upper-right section of the page, above the Search, click Login.
3. Enter your Customer Portal Username and Password.
4

Click Log on.

Contacting Customer Support

Depending on your Sage service plan, you may be able to contact the Sage Customer Support Call Center to
work with one of our highly trained customer support professionals. The Knowledgebase article How do | get
technical support for Sage 100 Contractor? provides contact information and hours of operation, and it can
help you to determine which service works best for you.

Our analysts work with you to respond accordingly to the urgency of your issue.

Call urgency can range from a simple explanation of software settings to critical situations in which work is
stopped or data integrity is compromised. Some calls may warrant further research and followup, in which
case our support analyst will place your call in his/her in-progress work list. At every step of the way, we work
with you until we reach a resolution or agreement.

Depending on your Sage service plan, you may check the status or update, or even create a new support
ticket online:

Visit www.na.sage.com.

In the upper-right section of the page, above the Search, click Login.
Enter your Customer Portal Username and Password.

Click Log on.

o~ 0D =

On the right, select Submit a customer support case.

Tip: You can also click the [Live Chat] button Monday through Friday, from 9 am to 8 pm ET to start a
conversation with a customer support analyst. The [Live Chat] button is available in the lower left corner
of the Home window.
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Before you call customer support

Be sure to have the following information on hand so we can handle your call efficiently.

Question

What is your Sage client
ID number?

What software version
are you using?

What application or area
in the software are you
calling about?

How can we help you?
Is there an error mes-
sage”?

Can you reproduce the
issue?

Is this the first time the
problem has happened?
Does the problem occur

on one workstation or sev-

eral?

Has anything changed
with your software, hard-
ware, or workflow?

Does the problem hap-
pen in the sample data
sets?

What kind of network are
you using?

What operating system s
on your computer?

How to Find the Answer

Your client ID number can be found on correspondence you receive from
Sage. If you do not know your Sage client ID, contact the person at your
company who maintains your relationship with Sage.

To find the version, open Sage 100 Contractor; click Help > About
Sage 100 Contractor and note the number listed.

On the menu list, identify the application and window where are you
are working (i.e. Selecting Invoices to Pay in 4-3-1, Accounts Payable
Vendor Payments).

Walk through the exact steps you completed with as much detail and
accuracy as possible.

Write down the exact wording of the message.

Were you able to walk through the same steps that led to the problem
and see whether it happened again?

Ask other users if they have experienced the same problem. Have
them test at their workstation to see if they experience the same prob-
lem. Also, have the original user try other workstations to see whether
the problem is specific to that user.

Ask your network administrator for technical information regarding any-
thing that may have changed behind the scenes: upgrades to Sage

100 Contractor, new third-party software installations, moving of data
from one server to another, new printers or print driver installation, or
anything else that might affect the network.

Select [File> Open Company], then change the drive letter on the
dropdown to C:, select Sample Company.

If you do not know, contact your network administrator.

For Windows 7: Click [Start], type winver in the ‘search’ window, and then
click [OK].
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Question How to Find the Answer

What printers and print

drivers are installed? If you do not know, contact your network administrator.

When was your last

backup? If you do not know, contact your network administrator.

Training resources

When you choose to take online classes from Sage or work with a Sage business partner, you will learn how
to use Sage 100 Contractor to support your business. Contact your business partner to find out about training
options or visit Sage University at http://www.sageu.com.

Online classes

Online classes help you maximize your use of Sage 100 Contractor. Online classes are a convenient training
option for your company and new users to learn more about Sage 100 Contractor so you can get the most out
of the software. You can select from classes on all aspects of Sage 100 Contractor, including project
management, estimating, scheduling, service management and payroll. Each online class is led by an
instructor with years of experience using Sage 100 Contractor. During the class, you will be able to follow
along as the instructor demonstrates functions and workflows in Sage 100 Contractor. In the online live
session, you can ask questions and benefit from hearing answers to other students' questions.

For more information, visit http://www.sageu.com.

Getting started as a new user

We recommend that all new users should begin with our New Customer Training (NCT) series, which is
included in our Essentials Training Package in recorded format for 24/7 access. If you prefer live online
training led by an instructor, you can register for the Realtime Learning version of these NCT courses. For
more information, visit http://www.sageu.com.

Business partners

To serve you better, Sage 100 Contractor products and services are available to you through an authorized
network of business partners. Business partners have local expertise and regional knowledge working with
contractors in the region.

Your business partner is available to serve you, from simple how-to questions and hands-on demonstrations,
to installation, implementation, and training. They're fully equipped to help you get where you want to be. For
more information, contact your Sage 100 Contractor business partner.

The Users Group

TUG, The Users Group for Sage 300 Construction and Real Estate, Sage 100 Contractor, and Sage
Estimating is a not-for-profit, professional organization committed to supporting the users of Sage 100
Contractor and other Sage construction software.
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You can find out more about the group, their services, and how to become a member at http://tugweb.site-
ym.com/default.asp?.

Business forms

Sage 100 Contractor is designed to work with generic cheques and forms that are available from many
sources. There is no single vendor that customers must use; however, you can get a complete portfolio of
forms, tax forms, and cheques through Sage Construction and Real Estate Forms by calling 800-760-7929 or
by visiting www.sagecreforms.biz.

Sage 100 Contractor Add-on Modules

There are currently five add-on modules for use with Sage 100 Contractor: “Estimating,” "Equipment,”
"Document Control," "Inventory," and the combined “Service Receivables/Inventory.”

Estimating

The Sage 100 Contractor Estimating Basic module allows you to stay on top of the estimating process from
start to finish thanks to multiple takeoff options, industry-specific pricing databases, and integration with Sage
100 Contractor accounting modules. By automating and streamlining your estimating processes, you'll ensure
that every detail is accounted for and your cost projections are accurate.

Global variables, formulas, and templates make your estimating process easier and more accurate. You can
selectively factor in cost increases, lock prices to prevent accidental edits, and add notes for clarity. Windows
functionality (such as cut, copy, and paste) allows you to import blocks of information from other estimates
with just a few clicks of the mouse. All grids are Microsoft® Excel® compatible —you will not have to learn a
new interface if you have been using spreadsheets. After the takeoff is complete, you can generate the
budget, the proposal, requests for proposals, purchase orders, and subcontracts. You can even email them
directly to your subs and suppliers without printing them out.

With the data import feature, you can import a parts list or update prices directly from your suppliers. The
simple assembly tools help you build new assemblies without leaving your takeoff (available in 9-5 Takeoffs).
With just a few mouse clicks, you can copy, adjust, or create assemblies from scratch.

For more information on the Estimating add-on module, visit http://na.sage.com/sage-100-
contractor/modules/estimating.

You can also step up to the next level with Sage Estimating Standard and Extended versions, powered by
trade-specific cost databases, enabling you to turbo-charge takeoffs and final proposals. Input your own costs
into a pre-built database or choose a database pre-populated with costs. For more information about Sage
Estimating, visit http://na.sage.com/sage-estimating.

Equipment

Build your bottom line by better managing equipment. Track and charge all equipment costs directly to your
jobs, helping your company recoup these outlays. Sage 100 Contractor equipment management includes:

« Job allocation capabilities. Improve job cost data—and job profitability analysis—by allocating
equipment costs to specific jobs.
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« Maintenance reports. Take advantage of down time and optimize your schedule with up-to-the-minute
equipment maintenance schedule reports.

« Financial information. Make more informed decisions by analyzing depreciation information with
automatically created reports and disbursements.

« Analysis reports. Use cost, maintenance, and revenue records to quickly determine equipment
profitability.

« Rent, lease, or buy analysis. Compare ownership, lease, or rental options to make the right equipment
decisions for your company.

« Cost recovery analysis. Determine the optimal cost recovery rate for each piece of equipment.

For more information on the Equipment add-on module, visit http://na.sage.com/sage-100-
contractor/modules/service-management .

Document Control

Complete project documentation with all the forms you need. Avoid disputes and communicate effectively
with employees, customers, and subcontractors with Sage 100 Contractor document control capabilities.
Create and track responses to critical project documents such as:

« Requests for Information (RFls). Document your requests and match to information received.
« Transmittals and submittals. Track all correspondence and replies.
« Plan records. Maintain plan revisions and document the delivery of critical reports to all parties.

« Daily field reports. Generate a complete diary of job site information including payroll, subcontract,
units complete, equipment use, meetings, incidents, and more.

« Punch lists. Effectively and completely close each phase of every job with up-to-the-minute to-do lists,
including who is assigned to the work and who is responsible for payment.

For more information on the Document Control add-on module, visit http://na.sage.com/sage-100-
contractor/modules/project-management.

Inventory

Keeping track of inventory items is easy with integrated estimating, purchase orders, accounts payable, job-
costing, and service work orders. Whether you need to track inventory for a central warehouse or for a number
of locations and service trucks, Sage 100 Contractor Inventory can handle it.

Inventory also can manage both basic stock and serialized items for all locations, bin numbers, Materials
Safety Data Numbers (MSDN), manufacturer identification, and multiple vendors with different order numbers
for the same part.

Truck restocking can be run from the work orders completed each day so that your warehouse staff can
restock trucks at night after your service technicians bring them in.

You can move inventory in Sage 100 Contractor from one location to another, apply inventory to a job, re-price
inventory, post shrinkage, or create finished goods inventory from stock items and labour. A template feature
can save repetitive transactions for future use.
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Resource reports from service work orders let you see which items will be needed in the future, making the
ordering easy. And since Estimating integrates into Inventory, your estimators will always know if items are in
stock and what your latest price is for any item.

Service Receivables and Inventory

Service Receivables include service contracts, service routes, service dispatch, on-call work orders, quotes,
point-of-sale and billing-of-service work and materials. This option is integrated with the Inventory module for
automatic decrementing of inventory from work orders. You can maintain your service truck inventory with
parts assigned to truck or warehouse inventory.

Service dispatch is displayed in 15-minute, hourly or daily increments. Work orders are displayed with user-
definable color codes showing client, priority, and postal code. You can review information about equipment
installed at the client’s site. Items can be billed individually or as part of an assembly. The flat-rate billing
option allows you to create and print your own price book for technicians to use. The same parts and
assemblies databases are used for estimating and for service, making it easy to keep your entire system
updated.

Service Receivables seamlessly integrates with payroll to eliminate the need for duplicate entry of labour
hours.

For more information on the Service Receivables and Inventory add-on module, visit
http://na.sage.com/sage-100-contractor/modules/service-management.
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Working with General Ledger

As the backbone of the accounting system, General Ledger pulls together information from Payroll,
Accounts Receivable, Accounts Payable, Inventory, Service Receivables, Equipment Management,
and other features. You can also make direct entries for cash, cheques, deposits, journal transactions, and
recurring transactions.

A tight audit trail creates a well-protected system from accounting to job costs and automatically audits all
stored balances back to their original entries.

General Ledger maintains true subsidiary ledgers with lookup windows for each controlling account to simplify
data entry to all 12 accounting periods for the current fiscal year, and you can control posting to any period.
Entries made to the prior year automatically update the prior year's ending balances as well as the current
year's beginning balances.

Tip: Sage 100 Contractor devotes an entire program section to major accounting reports in 2-
Accounting Reports.

General Ledger Reports

1-1 Cheques and Bank Charges

About cheques and bank charges

Using 1-1 Cheques/Bank Charges, you can produce general ledgercheques, transfer funds between cash
accounts, enter bank charges, and cancel cheque numbers. When entering a cheque, you can break down
costs by creating separate line items, and you can even post each item to a different ledger account. To pay a
vendor, however, you create the cheque using 4-3 Vendor Payments.

Suppose you want to issue a cheque to a telephone company for last month’s bill. To indicate to Sage 100
Contractor that a cheque will be printed for the transaction, you type a placeholder consisting of four zeros
(0000) in the Cheque# box. Then when selecting cheque records for printing, you indicate the cheque number
at which you want to begin printing. As Sage 100 Contractor prints cheques, it substitutes the placeholder in
the posted record with the appropriate cheque number.

You can also enter transactions that do not require printed cheques. For example, you might issue a hand
written cheque and will not need to print a cheque. In this case, you enter the cheque number you issued in the
Cheque# box.

In the grid, you can itemize the expenses and post them to different expense accounts. When you indicate a
direct expense account, equipment expense account, or WIP account, Sage 100 Contractor requires you to
create a job cost record in the Job Cost Distribution window. Job cost records are maintained in a separate
database from the accounting data, and therefore do not impact the general ledger.
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Entering general ledger cheques
For reference, you can enter the purchase order number in the Order# box.

When you enter a vendor number in the Vendor box, Sage 100 Contractor increases the Vendor T5018
balance by the total amount of the cheque.

When entering a bank charge, use the bank’s transaction number as the cheque number. You can also use a
dummy number that is outside the cheque number range, such as 99999, for all bank charges.
To enter a general ledger cheque
1 Open 1-1 Cheques/Bank Charges.
2 Inthe Account# box, enter the ledger account number for the chequing account
3 Inthe Cheque# box, type 0000.
a When you print the cheque, Sage 100 Contractor assigns the cheque number to the record.
b If you have already issued the cheque, enter the cheque number in the Cheque# box.
4 Inthe Date box, enter the transaction date of the cheque.
5 Inthe Description box, enter a brief statement about the transaction.
6 Inthe Status list, click the status of the entry.
7 Inthe grid, do the following:
a Inthe Description cell, enter a brief statement about the item.
b Inthe Account cell, enter the ledger account number.
¢ Inthe Subaccount cell, enter the subsidiary account number.
d Inthe Debit Amount cell, enter the amount.
8 Repeat step 7 for each item that you want to include in the cheque.

9 On the File menu, click Save.

Entering outstanding cheques or bank charges

When working with a bank charge, you can type Bank Charge in the Cheque# box on the 1-1
Cheques/Bank Charges window. You can also type it as BCdd/mm/yyyy (where dd/mm/yyyy is the actual
date of the bank charge). Sage 100 Contractor saves the information and displays the resulting transaction the
1-5 Bank Reconciliation window with Bank Charge in the transaction number (Trans#) column in the
cheques area.

Caution! Do not enter a vendor number. It would otherwise affect the Vendor T5018balances. The
Vendor T5018 balances are set up later.

To enter outstanding cheques or bank charges
1 Open 1-1 Cheques/Bank Charges.

2 Inthe Account# box, enter the ledger account number for the bank account.
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3 Inthe Cheque# box, enter the cheque number.
4 Inthe Date box, enter the transaction date of the cheque.
5 Inthe Description box, enter a brief statement about the transaction.
6 Inthe Status list, click 1-Open.
7 Inthe grid, do the following:
a Inthe Description cell, enter a brief statement about the item.
b Inthe Account cell, enter the clearing account number.
¢ Inthe Debit Amount cell, enter the amount.
8 Repeat step 7 for each item that you want to include in the cheque.
9 On the File menu, click Save.

10 Repeat steps 3—9 until you have entered all outstanding cheques for the account.

Setting the default ledger chequing account to a new account

To set the default ledger chequing account to a new account:

1 Open 1-1 Cheques/Bank Charges.

In the Account# box, type the number of the chequing account that you want to set as the default.
Press the Enter key.

Click inthe Account # box, and then press the F7 key.
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On the Field Properties Account# window, verify that the account you want to be the default is in the
Default Entry to box, and click OK.

6 Close 1-1 Cheques/Bank Charges, and then open it again.

7 When the window opens, note that the Account# box defaults to the new account.

Printing general ledger cheques

You can print general ledger cheques from the 1-1 Cheques/Bank Charges window; however, you must first
complete the cheque entry process.

To print general ledger cheques

1 Open 1-1 Cheques/Bank Charges.

2 Click the Print Records button. 1-1 Report Printing opens.

3 Inthe Account box, enter the account number, and click the Print Records button.
4 Inthe Cheque Printing window, enter a valid cheque number and a date.

5 Inthe confirmation box, click OK.

6 Inthe Assign/Post Cheques window, select Assign Cheque Numbers, and click Continue.

The cheque prints.
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About reprinting cheques

Occasionally a cheque is misprinted or lost. Sage 100 Contractor provides an easy way to reprint cheques
without having to enter a new record. You can recall a cheque record and reassign it a placeholder consisting
of four zeros (0000) in the cheque number box or transaction number box. When you reprint the cheque, Sage
100 Contractor assigns the record the new cheque number.

You can reprint a general ledger cheque using a two-step process. First you locate the cheque you want to
reprint in 1-3 Journal Transactions and change its number. Then you print it from the Report Printing
window.

Sage 100 Contractor automatically updates the existing ledger record and associated job cost/equipment
records with the new cheque number when it assigns the new cheque number to the existing ledger record.

Important! When you reprint a general ledger cheque, the transaction record remains unchanged, but no
record of the original cheque exists. To maintain an accurate cheque register, cancel the original cheque
number.

To reprint a general ledger cheque

Open 1-3 Journal Transactions, and select the cheque record that you want to reprint.
In the Trans# box, delete the original cheque number, and type 0000.

On the File menu, click Save.

Open 1-1 Cheques/Bank Charges.

Click the Print Records button. 1-1 Report Printing opens.

In the Account box, enter the account number, and click the Print Records button.

In the Cheque Printing window, enter a valid cheque number and a date.

In the confirmation box, click OK.
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On the Assign/Post Cheques window, select Assign Cheque Numbers, and click Continue.

The cheque prints.

Cancelling cheque numbers

When you cancel a cheque number, Sage 100 Contractor creates a record for the cheque number. Suppose
that you accidentally print an invoice on a few cheque forms. Because you cannot use the forms now, you
have to cancel the cheque numbers.

Important! To cancel a series of cheque numbers, you must cancel each number through a separate
transaction.

To cancel a cheque number
1 Open 1-1 Cheques/Bank Charges.

2 Inthe Account# box, enter the ledger account number for the chequing account.
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3 Inthe Cheque# box, enter the cheque number you want to cancel.

4 Inthe Date box, enter the date.

5 Inthe Description box, enter a brief statement about the transaction.
6 Inthe Status list, click 3-Void.

7 On the File menu, click Save.

About voiding cheques

Important! You cannot void a transaction in a different period than that in which it was originally posted.

When you create an accounts payable, general ledger, or equipment cheque and save it, Sage 100 Contractor
posts the cheque to the general ledger. You cannot void these cheques in the 1-3 Journal Transactions
window unless the status is 1-Open. When you do void a cheque, Sage 100 Contractor assigns the cheque
status 3-Void and adjusts the invoice and vendor balances accordingly. If the cheque was applied to an
invoice and the invoice was closed, Sage 100 Contractor reopens the invoice and adjusts the balance to what
is due. Best practices in accounting procedures require that you do not void transactions that have been
processed by the bank. Therefore, it is not possible to void transactions with a status of 2-Cleared.

After voiding all payments made to an invoice, you can void the invoice itself. Best practices in accounting
procedures require that you do not void transactions that have been processed by the bank. Therefore, it is not
possible to void transactions with a status of 2-Cleared.

Important! You cannot void a transaction in a different period than that in which it was originally posted.

To void a cheque:

1 Open 1-3 Journal Transactions.

2 Using the data control, select the record of the cheque (Trans#) you want to void.
3 Verify that the Status is 1-Open. cheques

4 If necessary, in the Status drop-down list, change the status to 1-Open.

5 On the Edit menu, click Void Transaction.

Payroll cheques are processed by Sage 100 Contractor differently from other types of cheques. Therefore,
you need to void payroll cheques through the 5-2-2 Payroll Records window. To void a payroll cheque, void
the timecard record that Sage 100 Contractor used to create the cheque. This reverses the amounts applied to
the employee quarterly totals and year-to-date totals, and voids the job costs.

Voiding general ledger cheques from an archived year

The Void Transaction command on the Edit menu is not available for cash transactions posted to archived
years. To maintain an audit trail, you must reverse transactions posted to archived years.

To reverse the general ledger cheque, you enter a reversing transaction, and then clear both the original
cheque and the reversing transaction. This task is in two parts.
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Note: Cheques and deposits from a prior year can also be cleared in the 1-5 Bank Reconciliation
window. For each item you want to clear, select the item, and then click the Clear button.

Part 1—Enter the reversing transaction:

Open 1-2 Deposits and Interest, and then from the Edit menu, choose Period.

In the Posting Period window, select the fiscal year, and then double-click 0-Prior Year.
At the message verifying that you want to use this period, click Yes.

In the Account# box, enter the account from which the original cheque was drawn.

In the Deposit# box, enter the original cheque number.

In the Date box, enter the date of the original cheque.

In the Description box, enter a brief statement about the transaction.
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In the grid, enter the following information:
a Inthe Account column, enter the general ledger account that was debited in the original transaction.
b Inthe Credit Amount column, enter the original amount of the cheque.

9 From the File menu, select Save.

Part 2—Clear the original cheque and reversing transaction:
1 Open 1-5 Bank Reconciliation.
2 Inthe Account# box, enter the bank account number.

3 Inthe Statement Cutoff Date box, enter the date of the transactions.

Note: The date of the reversing transaction should match the original cheque date.

4 Click the Display Items button.
5 Inthe grid, select the original cheque and the reversing transaction and then click the Clear button.

6 From the File menu, select Save.

Finding and resolving unprinted cheques when closing the books

When there is a credit to an account in the cash range with a transaction number of 0000 when you are closing
the books, Sage 100 Contractor displays a message stating that unprinted cheques were found.

Tip: This message is informational only. It does not stop you from closing your books; however, you
should resolve the unprinted cheques issue.

To find and resolve unprinted cheques:
1 Open 2-5 General Journals.
2 Print the 2-5-21 General Journal report with the following settings:

a Inthe Account box, use the range for all cash accounts listed in 1-8 General Ledger Setup.
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b Inthe Trans# box, select Equal, and type 0000.
¢ Inthe Credit box, select Greater or =, and type $0.01.

3 If the transaction is an unprinted cheque, open 1-1 Cheques/Bank Charges and click the Print Records
button to print the cheque if desired. If you don’t need to print a cheque, open 1-3 Ledger Transactions,
and change the Trans# to anything other than 0000.

Note: Ifitis a Source 16-Payroll, click on the Go To Source button to change the Cheque#. It's highly
unusual that the cheque number would have been changed to 0000 unless the paycheque had to be
reprinted immediately.

1-2 Deposits & Interest

You can enter deposits and accrued interest for chequing or savings accounts in the 1-2 Deposits/Interest
window. When you enter a deposit, enter individual cheques or accrued interest as separate line items. If you
have cash receipts for receivable or service invoices, enter these transactions using the 3-3-1 Cash Receipts
window.

To enter a deposit:

Open 1-2 Deposits/interest.

In the Account# box, enter the cash account number.

In the Deposit# box, enter the deposit transaction number.

In the Date box, enter the date of the deposit.

In the Description box, enter a brief statement about the transaction.

In the Status list, click the status of the entry.

N O a0 B~ ODN -

In the grid, do the following:

a Inthe Description cell, enter a brief statement about the transaction.
b Inthe Account cell, enter the general ledger account number.

¢ Inthe Subaccount cell, enter the subsidiary account number.

d Inthe Credit Amount cell, enter the amount.

8 Repeat step 7 for each item that you want to include in the deposit.

9 Onthe File menu, click Save.

About deposits on jobs

Some contracts require a client to supply a deposit before work can begin. When you receive the deposit, you
need to decide how to enter the deposit, as well as when and how to apply the deposit when invoicing the
client. This often depends on the terms agreed upon in the contract. The following outlines the most common
methods for handling job deposits:

You can enter the cheque for the job deposit in the 1-2 Deposits/Interest window. If you only receive a few
deposits each fiscal year, deposit the cheque to the chequing account and credit the Deposits on Jobs
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account. If you receive numerous deposits, create a subsidiary account for each deposit using the job number
as the subsidiary account number. This enables you to track deposits independently.

You can enter the job deposit as a receivable credit in the 3-2 Receivable Invoices/Credits window, debiting
the Deposits on Jobs account and crediting the accounts receivable account. You can enter the deposit as
an open credit, assigning it invoice status 1-Open, and invoice type 2-Memo.

Later, you can apply the credit as you enter receivable invoices or you can apply the credit as you enter
receipts in the 3-3-1 Cash Receipts window. The credit affects the statement balance, but does not affect the
contract balance.

Tip: By entering the job deposit as a credit, you can supply the client with a copy of the credit. This
allows the client to see how you applied the job deposit to invoices. Another way to inform the client about
the job deposit is to send the client a statement detailing the activity for the job.

Important! Best accounting practices require that you do not void transactions that have been processed
by the bank. Therefore, it is not possible to void transactions with a status of 2-Cleared.

To void a deposit:

1 Open 1-3 Journal Transactions.

2 Using the data control, select the record of the deposit (Trans#) you want to void.
3 Verify that the Status is 1-Open.

4 If necessary, in the Status drop-down list, change the status to 1-Open.

5 On the Edit menu, click Void Transaction.

Tip: After voiding all payments made to an invoice, you can void the invoice itself.

Transferring Funds among Accounts

Note: We recommend that you do not attempt to transfer funds directly between accounts in the 1-1
Cheques and Bank Charges or the 1-2 Deposits and Interest window. When you transfer funds
directly from one account to another, Sage 100 Contractor creates a single record for the transfer. The
record of the transfer appears in the cheque reconciliation of both accounts only until you clear it from one
account or the other. After you clear the transaction for one account, it no longer appears in the
reconciliation for the other account.

If you need to transfer funds between accounts, you should use a two-step procedure to transfer funds to and
from a clearing account. Using this method creates a transaction to reconcile for each account.

Before you try to transfer funds, make sure you have a clearing account in the Cash Accounts range in the
general ledger.

About clearing accounts

Some transactions can become quite complex. With clearing accounts, you can create transactions that
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prove you have posted the amounts correctly. In addition, clearing accounts provide a means of posting
transactions or balances to accounts that normally do not allow direct posting.

Note: Clearing accounts do not carry a balance for any length of time. If you want to hold a transaction in
an account, use a suspense account.

Before posting a transaction, make sure the clearing account does not contain a balance. Posting a
transaction to a clearing account moves a balance into the account. To move the balance from the clearing
account, post a transaction or series of transactions against the clearing account. When the account balance
reaches zero, you have completely posted the balance.

Suppose that you have transferred money from a general chequing account to a payroll chequing account.
Using a clearing account, you would create a transaction in each account.

Window of entry Debit Credit
Cheques/Bank Charges Clearing General Chequing
Deposits/Interest Payroll Chequing Clearing

To create a clearing account:

1. Open 1-7 General Ledger Accounts.
2. Inthe data control box, enter the ledger account number in the cash accounts range of 1000 to 1999.

3. Inthe Short Name box, enter a brief description of the clearing account.

Important! If an account uses departments or subsidiary accounts, the departments or subsidiary
accounts must be set up before posting transactions. In the Subsidiary list, click 1-Subaccounts
or 2-Departments.

4. As required, in the Subsidiary list, click 1-Subaccounts or 2-Departments.

You can assign a cost type to ledger accounts, providing an additional way to verify transactions are
posted to the proper accounts. When you post a transaction that has cost types, Sage 100 Contractor
compares the transaction’s cost type with the ledger account cost type. If the cost types do not match,
Sage 100 Contractor provides a warning, but does not prevent posting the transaction.

In the Cost Type list, click the cost type you want to assign the ledger account.

6. Onthe File menu, click Save.
To transfer funds

1. Transfer the funds from the source account to the clearing account:
1. Open 1-1 Cheques and Bank Charges.
2. Inthe Account# box, enter the cash account from which you need to transfer the funds.

3. Inthe Cheque# box, enter the bank transaction number or a dummy transaction number.

Product Overview 21



Chapter 1: General Ledger

In the Date box, enter the date of transfer.
In the Description box, type a brief description of the transfer.

In the Status list, click 1-Open.
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In the grid:
1. Inthe Account cell, enter the clearing account to which you are transferring funds.

2. If the selected account has subsidiary accounts, enter the number in the Subaccount
cell.

3. Inthe Debit Amount cell, enter the amount of the transfer.

8. Click Edit > Period, and then verify that the posting period is correct.

9. Click File > Save.
2. Transfer the funds from the clearing account to the destination account:

1. Open 1-2 Deposits and Interest.
In the Account# box, enter the cash account into which you need to transfer the funds.
In the Deposit# box, enter the bank transaction number or a dummy transaction number.
In the Date box, enter the date of the transfer.
In the Description box, type a brief description of the transfer.

In the Status list, click 1-Open.
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In the grid:
1. Inthe Account cell, enter the clearing account you used in step 1.

2. If the selected account has subsidiary accounts, enter the number in the Subaccount
cell.

3. Inthe Credit Amount cell, enter the amount of the transfer.
3. Click Edit > Period, and then verify the posting period.
4. Click File> Save.

Tip: You can verify the complete transfer of funds by viewing the clearing account balance in 1-7
General Ledger Accounts.

About suspense accounts

Suppose your company receives a corporate tax refund, and you want to deposit the cheque, but you do not
know how to correctly post the transaction. The correct approach is to deposit the cheque and credit it to a
suspense account in the Cash Accounts range. The amount remains in the suspense account until you
determine where to post the credit.

Suspense accounts provide a temporary location where you can post a transaction until you determine the
proper accounts. Similar in function to a clearing account, suspense accounts allow transactions to pass
through the account. When you post transactions to a suspense account, however, the transactions can
remain for an extended time until you determine the proper accounts.
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It is a good idea to use a suspense account in the account range to which you will eventually post the
transactions. For example, you are not sure how to post a transaction related to equipment. You can use a
suspense account in the Equipment range of ledger accounts.

1-3 Journal Transactions

Use the 1-3 Journal Transactions window to review most accounting records. You can also enter adjusting
journal entries and change the status of bank account records. You cannot, however, enter transactions or
adjusting journal entries for the Accounts Payable, Accounts Receivable, Service Receivables,
Inventory.

Best accounting practices require that you do not void transactions that have been processed by the bank.
Therefore, it is not possible to void transactions with a status of 2-Cleared.

Note: You can create a template for journal transactions from the File menu from an existing record or
from scratch.

Instead of creating the transaction from scratch, you can begin with an existing Journal Transaction template.
From File, select Load/Delete Template.

To enter a journal transaction

Open 1-3 Journal Transactions.

In the Trans# box, enter the transaction number.

In the Date box, enter the transaction date.

In the Description box, enter a brief statement about the line item.

In the Status list, click the record status.
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In the grid, do the following:

a Inthe Description cell, enter a brief statement about the line item.

b Inthe Account cell, enter the ledger account you want.

¢ Inthe Subaccount cell, enter the subsidiary account you want.

d Inthe appropriate Debit Amount or Credit Amount cell, enter the amount.
7 Repeat step 6 for each item.

8 Onthe File menu, click Save.
« If the transaction references a purchase order number, enter it in the Order# box.
« When using over/under billing, you can reverse the entry in the next period.

Editing records in 1-3 Journal Transactions

Some fields are generally available to be edited and have a white background. Editing those fields and saving
the record just updates the current record.
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Some fields have a gray background and are generally not editable. However, in some instances, gray fields
in 1-3 Journal Transactions can be edited. In editing one of these gray background fields, a message
displays advising that you are attempting to edit a posted transaction. To maintain the audit trail, saving an
unlocked transaction creates a new transaction and voids the currently displayed transaction record.
Inventory valuations are recalculated at current rates if applicable.

You can edit the locked field, such as the Account in the grid, by double-clicking on the field and clicking [Yes]
to confirm unlocking the posted transaction.

Because the original record is voided, a new field was added in the header to all of the menus that shows the
original record number. This allows you to view all the related original edited records which are now void.

Note: You must be the Supervisor user or have both save and void rights to unlock a posted transaction.
If you save the transaction after unlocking fields, a new record is created without having to reenter all the
information.

Important! To prevent data corruption, the ability to edit records in 1-3 Journal Transactions is limited.
You cannot change the record number.

To edit records in journal transactions
1 Open 1-3 Journal Transactions.

2 Using the data control, select the record.

3 Edit the record.

4 On the File menu, click Save.

Reversing a transaction in the next period

When entering a WIP adjustment in the 1-3 Journal Transactions window, you can reverse the transaction
in the following period. Doing so allows you to calculate the over or under billing without having to compensate
for previous WIP adjustments.

When you select the Reverse in Next Period check box and post the transaction, Sage 100 Contractor
simultaneously posts the transaction you entered and a reversing entry the next period.

To reverse a transaction in the next period, select the Reverse in Next Period check box.

Tip: If you receive a message stating that you cannot reverse the transaction in the next period because
the next fiscal year is not available, open the 1-6 Period/Flscal Year Management window, and then
advance to period 12 of the current year. You can then post to period 1 of the next fiscal year.

Changing the journal transaction record status

Important! You cannot change the status of a record to 3-Void. Instead, you must void the record.
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To change the record status:

1 Open 1-3 Journal Transactions.

2 Using the data control, select the record.

3 Inthe Status list, click 1-Open or 2-Cleared.

4 On the File menu, click Save.

Tip: If you accidentally clear a cheque or deposit in 1-5 Bank Reconciliation, you can change the
status of the record from 2-Cleared back to 1-Open. After changing the status, the record appears in the
1-5 Bank Reconciliation window.

Voiding records in 1-3 Journal Transactions

Records in 1-3 Journal Transactions can have a status of 1-Open or 2-Cleared.

Important!

« Best accounting practices require that you do not void transactions that have been processed by the
bank. Therefore, it is not possible to void transactions with a status of 2-Cleared.

« You can void an electronic receipt that has not been settled in Sage Exchange. If it has been settled
and you proceed to void the transaction in Sage 100 Contractor, the program will attempt to create a
credit transaction in Sage Exchange. If it cannot create the credit transaction, you must log on to Sage
Exchange to correct the receipt manually.

You can void records with a status of 1-Open.

About zeroing out the clearing account

Previously you entered the ledger account balances for the bank accounts, and those balances already reflect
the impact of the outstanding transactions. Entering the outstanding bank transactions, however, affects the
ledger balance. To clear the effect of the outstanding transactions, post a journal transaction for the net
balance of the clearing account.

For example, suppose you are entering the outstanding transactions for a chequing account. You enter $500 in
cheques and $750 in deposits. This is posted to the bank account and the cash clearing account. Because of
the entries, the bank account has a net debit of $250 and the clearing account has a net credit balance of
$250. Therefore, you post a journal transaction crediting the bank account and debiting the clearing account
for $250.

Once you have zeroed out the clearing account, the items have no impact on the ledger account balances.
You can then clear the open items when you next reconcile the account.

Important! We strongly recommend that you work on one account at a time from start to finish before
moving on to the next account.

To zero out the clearing account

1 Open 1-3 Journal Transactions.
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In the Trans# box, enter the transaction number.
In the Date box, enter the transaction date.

In the Description box, enter a brief statement.
In the Status list, click 2-Cleared.

o g A~ W DN

On a grid line, do the following for the bank account:

a Inthe Description cell, enter a brief statement about the line item.

b Inthe Account cell, enter the ledger account you want.

¢ Inthe appropriate Debit Amount or Credit Amount cell, enter the amount.
7 Repeat step 7 for the clearing account.

8 Onthe File menu, click Save.

9 To verify that the clearing account has a zero balance, double-click an Account box to display a Lookup
window. You can then locate the account and review its balance.

1-4 Recurring Journal Transactions

You can set up any transaction that you post on a regular basis for the same amount as a recurring
transaction. You can even set a reminder to prompt users in a specific security group when it is time to post
recurring transactions.

Note: You control the posting of recurring transactions to the general ledger. Sage 100 Contractor does
not automatically post recurring transactions.

Use the posting date to determine when to post a recurring transaction. After you post a recurring transaction,
Sage 100 Contractor advances the posting date based on the cycle assigned to the transaction.

The transaction date does not control or affect the period to which you post the transaction. If you need to post
a recurring transaction to a different period, change the posting period.

Examples of recurring transactions

You can set up recurring transactions for identical amounts that you post on a regular basis, such as rent. or
expense allocations.

Transaction Description
Recurring Regular payments such as rents, vehicle insurance, janitorial
Payments services, and subscriptions or dues.

Payments you need to expense over several periods, rather than a
single period, such as a quarterly vehicle insurance payment that

Pre-paid you need to expense monthly.
Expenses
Create a recurring transaction to post the monthly expense rate,

rather than the quarterly rate.
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Transaction Description

You can depreciate items such as office equipment on a monthly
basis.

After obtaining the annual depreciated amount from your company
accountant, calculate the monthly depreciation. Then set up a
transaction to post the monthly depreciation. You can depreciate
the value of equipment used on a job in the 8-6 Equipment
Depreciation window.

Depreciation

Note: You cannot set up recurring transactions for direct expenses, equipment expenses, inventory, or
service receivables.

Setting up recurring journal transactions

You can set up a recurring transaction for printing a cheque. In the Trans# box, type four zeros (0000). In the
Vendor# box enter the vendor number for whom you are printing the cheque. Sage 100 Contractor increases
the Vendor T5018 balance by the total amount of the cheque. Then, in the Account column, indicate the
chequing account number.

After posting the transaction, you can print the cheque from the 1-1 Cheques/Bank Charges window with
other cheques. As you have posted the transaction, do not enter it in 1-1 Cheques/Bank Charges.

To set up a recurring journal transaction

1 Open 14 Recurring Journal Transactions.

2 Inthe Trans# box, enter the transaction number.

3 Inthe Next Date box, enter the next date when the transaction needs to post.

4 Inthe Cycle box, enter the transaction cycle.

In Sage 100 Contractor, a cycle is represented by ##DY (a number of days), ##MO (a number of months),
and ##TH (a specified day every month). You replace the ## symbols with the number of days or months, or
the day of the month for the processing cycle. For example:

« 30DY means due every 30 days.
o 02MO means due every two months.
« 25TH means due on the 25th day of each month.
5 Inthe Description box, enter a brief statement about the line item.
6 Inthe grid, for each item:
a Inthe Description cell, enter a brief statement about the line item.
b Inthe Account cell, enter the ledger account.
¢ Inthe Subaccount cell, enter the subsidiary account.
d Enter the amount in the appropriate Debit Amount or Credit Amount cell.
7 Click File > Save.
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Setting up automatic reminders to post recurring transactions

When a user logs on to a company, Sage 100 Contractor checks the posting dates of recurring transactions. If
there are transactions to post and the user is part of the Recur. Trans. Group, Sage 100 Contractor prompts
you with a reminder. You can set up reminders for recurring transactions by following this procedure.

To set up reminders for recurring transactions

1 Open 7-2 Company Information.

2 Inthe Company Name box, enter the company name.

3 Inthe Recur. Trans. Group (Recurring Transactions Group) box, select the security group responsible for
posting recurring transactions.

Important! If youwant to post to a different period, you must change the posting period.

To post a single recurring transaction
1 Open 14 Recurring Journal Transactions.
2 Select the transaction.

3 Onthe Post menu, click This Transaction Only.

To post a group of transactions, use a cutoff date. Sage 100 Contractor posts all transactions through the
indicated date.

Important! If youwant to post to a different period, you must change the posting period.

To post a group of recurring transactions

1 Open 14 Recurring Journal Transactions.

2 Onthe Post menu, click Multiple Transactions.

3 The Posting Cutoff window appears.

4 Inthe Cutoff Date box, enter the cutoff date, and then click OK.

1-5 Bank Reconciliation

Important! When your cursor is in the grid area of the 1-5 Bank Reconciliation window, no function
keys except F1 are available. You may launch the calculator (F3) after displaying the 1-5 Bank
Reconciliation window by clicking in the Statement Cutoff Date text box and then pressing F3.

The 1-5 Bank Reconciliation window, similar to a cheque register, displays transactions that have not
cleared. As you compare the bank statement to the transactions in 1-5 Bank Reconciliation, clear the
transactions listed on the bank statement.
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You can display transactions using a specific date. In the Statement Cutoff Date box, enter the statement
ending date to display all transactions through the specified date. Sage 100 Contractor does not display
transactions entered after the indicated date.

Sage 100 Contractor displays transactions in transaction number order. If a cheque number falls out of
numbered sequence, Sage 100 Contractor displays an asterisk (*) next to the transaction number.

After clearing transactions, save the changes. Cleared items do not appear in the 1-5 Bank Reconciliation
window.

The Statement Beginning Balance box displays the balance as of the last reconciliation. The amount in the
Statement Beginning Balance box does not change until you have cleared transactions and saved the
changes.

When you display records for a chequing account, the Statement Ending Balance box displays the balance
as of the last reconciliation. As you change the status of transactions, the amount in the Statement Ending
Balance box changes. A P displayed with a transaction in the Record# column indicates that the transaction
is from a prior year.

After clearing the transactions, the ending balance in 1-5 Bank Reconciliation should match the ending
balance of your bank statement. After reconciling the account with the statement and you save the changes,
Sage 100 Contractor rolls the amount in the Statement Ending Balance box to the Statement Beginning
Balance box.

Note: When saving a reconciliation as Final, the records are updated permanently. You cannot undo a
reconciliation once you have clicked [Final].

Sage 100 Contractor lets you save a trial reconciliation that is only partially completed. You can then return
later to finish the reconciliation.

Tip: The default location when saving the Bank Reconciliation Report as a .pdf file is \MB\your
company\Reports. You can save it to a different location.

Reconciling bank accounts with bank statements

Important! When your cursor is in the grid area of the 1-5 Bank Reconciliation window, no function
keys except F1 are available. You may launch the calculator (F3) after displaying the 1-56 Bank
Reconciliation window by clicking in the Statement Cutoff Date text box and then pressing F3.

Before you reconcile a bank account with a bank statement, enter any extra charges orincome in 1-3 Journal
Transactions that appear on your bank statement that you have not already entered in Sage 100 Contractor.
These include automatic transfers, interest, or cheque charges. To maintain accurate records, it is a good idea
to reconcile accounts each month when you receive the bank statements.

If you need to clear a majority of the transactions, it might be easier to clear all transactions and reopen only
the items that do not appear on your bank statement. Select all items, and then click the Clear button. Then
you can reopen individual items by selecting the item and clicking the Open button.

To reconcile a bank account with a bank statement

1 Open 1-5 Bank Reconciliation.
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In the Account# box, enter the bank account number.
In the Statement Cutoff Date box, enter the statement ending date.
Click the Display button.

For each item you want to clear, select the item and click the Clear button.
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Compare the amount displayed in the Statement Ending Balance box to the ending balance on the
statement.

7 If the amount in the Statement Ending Balance box does not match the ending balance on the bank
statement, you need to determine the cause of the discrepancy and correct the problem.

8 On the File menu, click Save.

Important! To save a copy of the Reconciliation report for future reference, make sure the Create PDF
of the report file check box is selected before you click [Final]. If check box is cleared before you click
Final, a report is not created. You cannot go back and perform the reconciliation again to create the same
report.

9 Onthe Save Bank Reconciliation window, do one of the following:

« If you are not finished reconciling the account, click the Trial button.

« If you are finished reconciling the account, click the Final button.

Note: A "P"displayed with a transaction in the Record# column indicates that the transaction is from a
prior year.

About saving trial reconciliations

Sage 100 Contractor lets you save a reconciliation that is only partially completed. Sage 100 Contractor
saves each transaction with the status that you have assigned to it. You can then retumn later to finish the
reconciliation.

Note: When you display the trial reconciliation, Sage 100 Contractor displays any records entered since
saving the trial reconciliation.

To save a trial reconciliation

1 Open 1-5 Bank Reconciliation.

2 Inthe Account# box, enter the bank account number.
3 Onthe File menu, click Save.

4 Onthe Save Bank Reconciliation window, click the Trial button.

To recall a trial reconciliation
1 Open 1-5 Bank Reconciliation.

2 Inthe Account# box, enter the bank account number.

30 Sage 100 Contractor



Chapter 1: General Ledger

3 Click the Display button.

Tip: When you save a trial reconciliation, the next time you recall the reconciliation, the cheques and
deposits that were cleared still display with a Clear status. However, any new transactions appear with
an Open status. The computed balance will be the same. To start the reconciliation over again, clear out
the trial reconciliation.

Important! To save a copy of the Reconciliation report for future reference, make sure the Create PDF
of the report file check box is selected before you click [Final]. If check box is cleared before you click
Final, a report is not created. You cannot go back and perform the reconciliation again to create the same
report.

To clear a trial reconciliation

Open 1-5 Bank Reconciliation.

In the Account# box, enter the bank account number.
Click the Display button.

Select the Status column.

Click the Open button.

On the File menu, click Save.
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On the Save Bank Reconciliation window, click the Final button.

Reconciliation-in-process check box

In the 1-3 Journal Transactions window, Sage 100 Contractor selects the Active in Cheque
Reconciliation check box on all transactions that are included in trial bank reconciliation. After the
reconciliation is completed, Sage 100 Contractor clears the check box.

About clearing outstanding bank transactions

Before entering outstanding transactions, you may need to clear existing transactions. Such transactions are
usually the result of entering the beginning and period balances.

If you posted individual transactions to enter the ledger account balances using Method 4 as described in the
topic Methods for entering financial activity for the current year, clear the items that have been cleared by the
bank.

For the first time reconciliation for a new company, work on only one account at a time. For each bank
account, enter the open bank transactions that are part of the startup ledger balances. If you have written
cheques or made deposits that are not included in the startup ledger balances, do not enter them at this time.
Wait until you have finished entering all start up data.

Because the effect of the outstanding bank transactions are already encompassed by the ledger account
balances set up earlier, post the transactions to a clearing account in the period prior to the current period.
Suppose you are setting up during period 7. Post each open transaction to period 6. Then post the journal
transaction to the end of period 6.
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Working on the outstanding items for one bank account at a time helps prevent startup errors. After entering
the cheques and deposits, enter the journal transaction to zero out the clearing account. Compare your results
to the last reconciliation. Then proceed to the next bank account. You can use the same clearing account to
enter the balances for each bank account.

To clear an outstanding bank transaction

1 Open 1-5 Bank Reconciliation.

2 Inthe Account# box, enter the ledger account number for the bank account.

3 Click the Display button.

4 For each item you want to clear, select the item and click the Clear button.

5 On the File menu, click Save.

6 Repeat steps 2-5 for each bank account.

Comparing open transactions with bank statements

It is often easier to discover errors with a printed copy of the bank reconciliation. You can then compare the
records assigned 1-Open status with the bank statement for discrepancies.

To compare open transactions with the bank statement
1 Open 1-5 Bank Reconciliation.

2 Onthe menu bar, click Print Records.

About incorrect statement beginning balances

When the amount in the Statement Beginning Balance box does not agree with the ending balance from the
previous reconciliation and your account reconciled last period, examine the transactions since the last
reconciliation.

Determine the difference between the statement beginning balance in Sage 100 Contractor and the statement
ending balance from the last statement you reconciled. Then try searching for a transaction with that amount.
It might prove helpful to print a copy of the cheque register from 2-6 Cheque Register.

It is possible that you accidentally cleared a transaction before it cleared the bank. If this is the cause of the
error, change the transaction status back to 1-Open.

Look for a transaction that you cleared in a prior reconciliation that has status 1-Open. If you find such a
transaction, clear the transaction in 1-5 Bank Reconciliation.

A voided transaction can also create an incorrect beginning balance. If a transaction was accidentally voided,
you need to re-enter the transaction.

Locating specific amounts in 2-5 General Journals

When the bank reconciliation does not agree with the bank statement, search the journals for a specific
amount.
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To locate a specific amount

1 Open 2-5 General Journals.

2 Select the Short Journal report.

3 If you are searching for a deposit, enter the amount in the Debit box.
4 If you are searching for a credit, enter the amount in the Credit box.

5 On the File menu, click Print Preview.

About reconciliation errors

When you cannot reconcile an account with the bank statement, you need to determine the cause of the error.
You can display all open records when you eliminate the statement cutoff date. This allows you to
immediately search for transactions assigned to an incorrect date or period.

Common reconciliation errors

The following table lists some common reconciliation errors.

Type of

Correction
Error

Incorrect | If you posted a transaction with an incorrect amount, the transaction amount between the
posting | reconciliation report and bank statement differs.

Cheques occasionally clear the bank for a different amount. Look at the magnetic coding at the
base of the cheque to determine the amount paid by the bank. Compare this amount to the
amount appearing on the bank statement and to the actual amount for which the cheque was
written.

Incorrect
bank
posting

If a transaction appears on the bank statement but does not appear in the 1-5 Bank
Reconciliation window, you might have posted the transaction with incorrect dates. To locate
the transaction, use 1-3 Journal Transactions and search for the missing transaction.

Incorrect
dates

Missing | When charges or credits appear on the bank statement but do not appear in your records, post
entries the charges and reopen 1-5 Bank Reconciliation.

Returned | If the bank returns a cheque due to insufficient funds, reverse the cheque and post the charge for
items insufficient funds.

While rare, it is possible that someone has altered a cheque amount. Another possibility is that

Forged someone has stolen cheque forms and forged cheques.

items It is important to identify forgery and alert the bank, thereby eliminating additional problems and

preserving your ability to recover lost funds.
Processing prior year reconciliation items into the next fiscal year

If you notice that cheques, deposits, or adjustments are missing from your bank reconciliation after archiving
afiscal year, this topic can help you to resolve those issues.
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Solutions

You might be missing cheques, deposits, adjustments, or a combination of these. Choose the solution
according to your situation:

« Solution A: You are missing cheques or negative adjustments.
« Solution B: You are missing deposits or positive adjustments.

« Solution C: You are missing a combination of cheques, deposits, and adjustments.

Solution A
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Open 1-1 Cheques/Bank Charges, and then enter each missing cheque.

For each missing cheque:

a Inthe Account# box, enter the account from which original cheque was written.
b Inthe Cheque# box, enter the original cheque number.

¢ Inthe Date box, enter the date of the original cheque.

d Inthe Description box, type a description.
It could be the description from the original entry. You may want to make a note that this was re-entered
after the entry was removed during the close books process at year-end.

e Type information in other boxes in the header section, as required.
f Leave the Status set to 1-Open.
In the grid, do the following:

a Inthe Account cell, enter a clearing account in the cash range. If you do not have a clearing account set
up, go to 1-7 General Ledger Accounts and create one. Be sure the number is in the Cash Accounts
range defined in 1-8 General Ledger Setup.

b Inthe Debit cell, type the amount of the original cheque.

From the Edit menu, select Period and then select Period 00 — Prior Year. Any entries posted to Period
00 cannot be voided after they have been entered. Verify all of your entry information is correct before you
save the entry.

Save the entry.

Repeat steps 1 through 3 for each missing cheque.

Enter a deposit in 1-2 Deposits/Interest for the total amount of cheques from step 1,
Then do the following:

a Inthe Account# box, enter the original cash account from the original cheque.

b Inthe Deposit# box, type an entry, as required.

¢ Inthe Date box, enter the date of original cheque.
If there are multiple cheques, you may use the last day of your last fiscal year.

d Inthe Description box, type a description, as required.

e Type information in other boxes in the header section, as required.
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9

f Leave the Status set to 1-Open.

In the grid, do the following:
a Inthe Account cell, use the same cash clearing account used in step 1.

b Inthe Credit Amount cell, type the total of all chequesentered in step 1.

10 From the Edit menu, select Period and double-click Period 00 — Prior Year. Any entries posted to

Period 00 cannot be voided after they have been entered. Verify all of your entry information is correct
before you save the entry.

11 Save the entry, but select No when prompted to Post to Archive because it already exists in the archive.

12 Open 1-3 Journal Transactions, and find the deposit transaction created in steps 5 through 7; then

change the Status to 2-Cleared, and finally save the transaction.

Solution B

1
2
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Open 1-2 Deposits/Interest, and then enter each missing deposit.

For each missing deposit:

a Inthe Account# box, enter the account to which the original cheque was entered.
b Inthe Deposit# box, enter the original deposit number.

¢ Inthe Date box, enter the date of the original deposit.

d Inthe Description box, type a description.

e Leave the Status set to 1-Open.

In the grid, do the following:

a Inthe Account cell, enter a clearing account in the cash range. If you do not have a clearing account set
up, go to 1-7 General Ledger Accounts and create one. Be sure the number is in the Cash Accounts
range defined in 1-8 General Ledger Setup.

b Inthe Credit Amount cell, type the amount of original deposit.

From the Edit menu, select Period and then select Period 00 — Prior Year. Any entries posted to
Period 00 cannot be voided after they have been entered. Verify all of your entry information is correct
before you save the entry.

Save the entry, but select No when prompted to Post to Archive because it already exists in the archive.
Repeat steps 1 through 3 for each missing deposit.

Open 1-1 Cheques/Bank Charges, and enter the total amount of the deposit from step 1.

For each item:

a Inthe Account# box, type the cash account from which original deposit was entered.

b Inthe Cheque# box, type a number, as required.

¢ Inthe Date box, type the date of original deposit.

d Inthe Description box, type a description.

e Type information in other boxes in the header section, as required.

f Leave the Status set to 1-Open.
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9 Inthe grid, do the following:
a Inthe Account cell, enter the same clearing account used in step 1.
b Inthe Debit cell, type the total of all deposits entered in step 1.
10 From the Edit menu, select Period and then select Period 00 — Prior Year.
11 Save the entry, but select No when prompted to Post to Archive because it already exists in the archive.

12 Open 1-3 Journal Transactions, find the cheque transaction created in steps 5 through 7, change the
Status to 2-Cleared, and then save the transaction.

Solution C

Create the cheques as stated in Solution A steps 1, 2, 3, and 4, but skip all other steps.
Create the deposits as stated in Solution B steps 1, 2, 3, and 4, but skip all other steps.
Open 2-4-21 General Ledger report.

In the Account selection box, enter the cash clearing account used in steps 1 and 2.
From the File menu, select Print Preview.

Note the Totals in the Balance column, and write this amount down. You will need it |ater.
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Open 1-3 Journal Transactions, create an adjusting entry to zero out the amount in your cash clearing
account.

8 Do the following:
a Inthe Trans# box, type any transaction number; for example ADJ2007.
b Inthe Date box, type the date of your fiscal year-end.
¢ Inthe Description box, type a description.
9 Inthe grid, do the following:
a Row 1—Account box: Enter the same cash account used for your cheques and deposits.
b If the noted amount from step 3 was positive, debit that amount.
c If the noted amount from step 3 was negative, credit that amount.
d Row 2—Account box: Enter the same cash clearing account used for your cheques and deposits.
e If the noted amount from step 3 was positive, credit that amount.
f If the noted amount from step 3 was negative, debit that amount.

10 From the Edit menu, select Period, and then select Period 00 — Prior Year. Any entries posted to
Period 00 cannot be voided after they have been entered. Verify all of your entry information is correct
before you save the entry.

11 Save the entry, but select No when prompted to Post to Archive because it already exists in the archive.
12 From the File menu, select Recall the transaction.
13 Change the Status to 2-Cleared.
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Reconciling beginning and ending balances
There are several reasons a statement ending balance may not match the next month’s beginning balance.
Causes

« A transaction with a future date that falls beyond the Statement Cutoff Date was entered. See
clearing the Statement Cutoff date.

« A transfer was made from one cash account to another cash account without using a clearing account.
When the first cash account is reconciled, it balances correctly. When the second account is
reconciled, the transaction is already cleared so the beginning balance is off by the amount of cleared
transaction. See transferring cash without using a clearing account.

« The status of a transaction was changed outside of the 1-5 Bank Reconciliation. For example, the
status of a transaction was changed in 1-3 Journal Transactions to 2-Cleared. See have you
changed the status of any transaction that posts to your cash account through 1-3 Journal
Transactions?

Important! This step-by-step reconciliation process will help you locate the out-of-balance cause and
provide a solution. More than one cause may apply, however, and if you resolve a problem in one of the
steps below, fix it, and then look at the 1-5 Bank Reconciliation balances again. If they are still out or
balance, continue to the next step.

In the 1-5 Bank Reconciliation window, do you type a Statement Cutoff Date? If you do,
clear the Statement Cutoff Date. Are the balances still wrong?

Consider the following:

« Ifthe balances are correct, you have a transaction with a future date (a date beyond the Statement
Cutoff Date you entered) which has been cleared.

« If the balances are still incorrect, but you see the transaction on the bank reconciliation grid, that
transaction has a future date. If the date of the transaction is incorrect, go to 1-3 Journal
Transactions and change the date to the correct date.

« If the balances are still incorrect, proceed to step 2.
Is this the first bank reconciliation of the new fiscal year?

« Ifyes, you may have prior year outstanding transactions that were removed during the close fiscal year
process. See the topic, Processing prior year reconciliation items in to the next fiscal year.

« If no, continue with step 3.

Did you transfer cash from one cash account to another cash account without using a
clearing account?

If yes, follow these steps to correct the problem:

o Find the cleared items from the first cash account.

« Open 1-3 Journal Transactions, and change the Status on the transaction to 1-Open.
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« Void the transaction.

« Re-enterthe transfer in two transactions using a clearing account. See the topic Entering clearing
account transfers.

« Display the transaction that represents the cash account that was previously cleared, and change the
Status to 2-Cleared.

« Open 1-5 Bank Reconciliation to verify the balances are correct.

Have you changed the status of any transaction that posts to your cash account through
1-3 Journal Transactions?

If yes, the beginning balance will be incorrect. To correct the beginning balance, open 1-3 Journal
Transactions and display the transaction.

If the status is Open change it to Cleared
If the status is Cleared, change it to Open.

If you do not know whether or not the status of any transactions has been changed, refer to the topic Creating
a query for transaction status changes made in 1-3 Journal Transactions.

Entering clearing account transfers

Before you start

Make sure you have a clearing account in the Cash Accounts range in the general ledger.
To enter clearing account transfers:

1. Transfer the funds from the source account to the clearing account:

1. Open 1-1 Cheques and Bank Charges.
In the Account# box, enter the cash account from which you need to transfer the funds.
In the Cheque# box, enter the bank transaction number or a dummy transaction number.
In the Date box, enter the date of transfer.
In the Description box, type a brief description of the transfer.

In the Status list, click 1-Open.
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In the grid:
1. Inthe Account cell, enter the clearing account to which you are transferring funds.

2. If the selected account has subsidiary accounts, enter the number in the Subaccount
cell.

3. Inthe Debit Amount cell, enter the amount of the transfer.
8. Click Edit > Period, and then verify that the posting period is correct.
9. Click File > Save.
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2. Transfer the funds from the clearing account to the destination account:

1. Open 1-2 Deposits and Interest.
In the Account# box, enter the cash account into which you need to transfer the funds.
In the Deposit# box, enter the bank transaction number or a dummy transaction number.
In the Date box, enter the date of the transfer.
In the Description box, type a brief description of the transfer.

In the Status list, click 1-Open.
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In the grid:
1. Inthe Account cell, enter the clearing account you used in step 1.

2. If the selected account has subsidiary accounts, enter the number in the Subaccount
cell.

3. Inthe Credit Amount cell, enter the amount of the transfer.
3. Click Edit > Period, and then verify the posting period.
4. Click File> Save.

Tip: You can verify the complete transfer of funds by viewing the clearing account balance in 1-7
General Ledger Accounts.

Creating a query for finding transaction status changes made in 1-3
Journal Transactions

This query’s output shows you entries that were cleared on previous bank reconciliations and helps you find
entries that do not appear on the 1-5 Bank Reconciliation.

Creating the query for finding transaction status changes:

1 Open 1-3 Journal Transactions.

2 Select File > Find to display the list of available queries.

3 Inthe Query List window, select Open Ledger Transactions—by Period, and then click Edit.
4 Inthe upper left area of the Display Fields window, click Ledger Transaction Lines.

5 That action selects the table from which you can pick fields for the query.

6 Under Fields, double-click the following fields to select them for display:

« lIgtnin.lgract Account
« lgtnin.dbtamt Debit Amount
« lgtnin.crdamt Credit Amount
The new fields appear with the original fields under Fields to Display. If you select an incorrect field, click the

field under Fields to Display, and press the Delete key. Then click Next to accept your changes in the
Display Fields window.
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7 Click Next through the Group Fields and Sort Fields windows.

8 Inthe Selection Fields window, double-click the Igtnin.Igract Account field. It will be added to the list of
fields under Fields to Select By.

9 Click Next to display the Selection Criteria window, and then click Next again to return to the Query List
window.

To run the query:

This query can be used to reconcile previous bank statements again and to look for journal transactions on the
results of the query that are not on the bank statements. If you discover a transaction on the bank statement
that is not on the results of the query, then the status on a transaction has been changed from 2-Cleared to 1-
Open or 3-Void.

1 Inthe Query List,click the Open Ledger Transactions—by Period query, and then click Run.
2 Inthe Selection Criteria window:
a Leave the Period, Record#, and Source fields blank.
b Inthe Status field, type 2 to display Cleared transactions.
¢ Inthe Account field, enter the cash account you want to reconcile.
3 Click Runto display the transactions within the selection criteria. These results can be printed or exported.

4 Select File > Print to print the information, or select File > Save As to export the information.

1-6 Period and Fiscal Year Management

The 1-6 Period and Fiscal Year Management window provides options for advancing to the next fiscal year
and archiving data from your previous fiscal accounting year. The 1-6 Period and Fiscal Year Management
window includes the following options:

« Change Period. Opens the Change Period window. You can set the posting period to any period
from 0 to 12. If you are on period 12, you can also advance the period to the next fiscal year. When you
advance the posting period, the program performs an audit automatically and logs the audit results. For
more details about this functionality, see the topics in the section, Change Posting Periods.

« Audit Books. Opens the Audit Books window. Click at any time to perform an audit, and the audit
results are logged. For more details about this functionality, see the topics in the section, Audit the
Books.

« Recalculate Balances. Opens the Recalculate Balances window. Click to recalculate account, job,
vendor, client, and equipment balances. Recalculating the balances repairs certain period audit errors,
and the remaining audit errors are logged. For more details about this functionality, see the topics in the
section, Recalculate Balances.

« Archive Fiscal Year. Click to open the Archive Data window. Formerly the Close Year wizard, the
Archive Data wizard leads you through the process of archiving your data from previous fiscal periods.
You can archive up to 12 periods at one time. You do not have to close your fiscal year before archiving
your data. For more details about this functionality, see Archive Data at year end.

Note: Archive Fiscal Year is only available if your posting period is set to 12.
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« Manage Period Availability. If you log on to Sage 100 Contractor as a Supervisor, click Manage
Period Availability to open the Manage Period Availability window. Use the Manage Period
Availability window to restrict other operator's access to selected posting periods. You must be logged
on as a Supervisor to make changes in this window.

« Audit History. Every time you initiate an audit, the program logs audit history in the window’s grid.
The Audit History window displays three columns, Date, User Name, and Audit Result. The results
displayed can be:

« Audit successful. No errors were found.
« Repair successful. Errors were found and repaired when the balances were recalculated.

« [n] errors detected. A number of errors that couldn’t be repaired and were logged.
For more details about this functionality, see the topics in the section, Audit History.

Sage 100 Contractor includes separate year-end processes:

« A process for closing payroll
« A process for advancing the fiscal year

« A process for archiving data in General Ledger

For many companies, the fiscal year end is the same as the calendar year end on December 31, while other
companies have afiscal year end other than December 31. Throughout this guide, we provide steps for both
your fiscal year end and your calendar year end.

The fiscal and calendar year end can be a busy time. To keep your ledgers current and accurate, audit your
books monthly. Sage recommends performing an additional audit several weeks before your year end to
resolve any errors before beginning transactions for the next fiscal year. However, if you are on period 12 of
your current fiscal year, you can begin entering transactions for period 1 of the new fiscal year even if you are
still resolving auditing errors.

After you enter accounting adjustments, resolve any audit errors, and archive your data, make at least two
backup copies of your data for your permanent records.

The time required to complete your year-end processes depends on many factors, such as the size of your
company, any audit errors, and any accounting adjustments. If all of the following conditions are true, you may
be able to finish your year end in a few hours:

« You have already backed up your data.
« You have been keeping up with accounting period audits.

« You only have repairable period audit errors.

What happens when you advance the fiscal year?

Beginning with version 19.2, Sage 100 Contractor no longer requires you to close your books at the end of the
fiscal year.

When you advance the fiscal year (from period 12 of the current year to period 1 of the next fiscal year), Sage
100 Contractor audits your accounting records to verify that valid, balanced transactions support the account
balances. If no errors are present, Sage 100 Contractor advances the accounting period to period 1 of the next
fiscal year. Periods 2-12 of the new fiscal year become available.
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If you are on period 12 of your current fiscal year, you can begin entering transactions for period 1 of the new
fiscal year by selecting Period 1 from the Posting Period window or by changing the company period in 1-6
Change Period.

Sage 100 Contractor does not archive your data automatically when you advance the fiscal year. You can
archive your data after advancing the fiscal year by clicking [Archive Fiscal Year] from within the 1-6 Period
and Fiscal Year Management window.

Important! Make sure you have posted all the transactions for the year you are archiving. After archiving,
you can post an entry to period 0 in the current books, but you must also open the archive and make the
entry for the previous year.

What about entering transactions?

If you are on period 12 of your current fiscal year, you can enter transactions for period 1 of the next fiscal
year. Periods 2 through 12 of the next fiscal year become available when you advance to period 1 of the next
fiscal year using the Change Period window. If you need to make adjustments to the previous fiscal year,
you can do so by posting transactions to period 0.

To post a period 0-Prior Year transaction, post the transaction to period 0 of the current year. Then, to post the
transaction to the archive, open the archive company then post the transaction to period 12. Sage 100
Contractor no longer supports posting simultaneously to period 0 of the current company and period 12 of the
archive company.

When a fiscal year's data is no longer needed in the current books, archive your data, which removes your
ledger data from the current books and places it in a company archive. Creating an archive removes all
accounting activity from the oldest fiscal year in your company and adjusts the current balances for asset,
liability, and equity accounts and sub-accounts, as well as jobs, vendors, service clients, and equipment to
match the archive year's ending balances. Income and expense balances roll into the Retained Earnings
account beginning balance.

The archive company contains all the data from the oldest 12 periods (your oldest fiscal year) existing in your
company at the time you create the archive. If you have more than 12 periods of data in your company that
require archiving, perform the archive process more than once.

How does Sage 100 Contractor handle audit errors?

Every time you close a period, and when you advance the default posting period to period 1 of the next fiscal
year, Sage 100 Contractor audits all transactions to verify that complete and balanced transactions support
each account balance. If any transactions are out of balance, you are prompted to print an audit report. The
audit report provides information you can use to resolve the errors.

Audit errors that refer specifically to periods contain the word “Period” in the row. You can resolve most period
audit errors by recalculating the ledger balances: open 1-6 Period and Fiscal Year Management >
Recalculate Balances, then Recalculate Balances again.

Any remaining audit errors require assistance from Sage Customer Support. The Knowledgebase article How
do | get technical support for Sage 100 Contractor? provides contact information and hours of operation. A
Sage Customer Support analyst may request additional reports to help determine the cause and resolution of
the error.
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Change Posting Periods
About the Change Period window

Use the Change Period window to change the default current posting period for the entire program. If you are
on period 12 of your current fiscal year, the window allows you to select period 1 of the next fiscal year. This
feature replaces the "close year" requirement for previous Sage 100 Contractor releases. Instead of closing
your fiscal year, select period 1 of the next fiscal year. You can then archive your data at your earliest
convenience.

Click the arrow key to the right of the Change Period to box Posting Period window to select the default
period and fiscal year.

When you advance to the next posting period or a future posting period, for example from period 1 to period 2
or 2t0 9, the program performs an audit automatically. The audit results are logged in the Audit History
window. After the audit has been completed, you click the button to change the period.

To change the posting period, under Period Selection, type a period number or click the arrow button to open
the Posting Period window from which you can select a posting period.

Tip: No audit is performed when you go backward, for example, from period 2 to period 1.

Standard posting procedures and reporting

If you do not have standard posting procedures, it is a good idea to establish them for your company. For
example, post any corrections to the current fiscal period unless there are other reasons not to do so. Set a
date when you change the period each month. You can post to prior accounting periods after changing the
period, but it is essential to change prior periods so that reports are accurate.

Suppose you have issued financial reports to a lender based on information from period 3. Now in period 5,
you find that you need to make a correction related to data in period 3. Posting the corrections to period 3
changes the data in that period, which impacts the financial reports you have already produced and sent to the
lender. To avoid any problems this might cause, it is better to post the corrections to the current fiscal period.

Changing posting periods

You use the Change Period window to change from one posting period to another, either forward or
backward.

Important! You must open the company with exclusive access to change posting periods.

To change a period:
1 Open 1-6 Period and Fiscal Year Management, and click Change Period.
2 Onthe Change Period window, click the arrow next to the Change period to box.

3 Onthe Posting Period window, double-click a posting period.

Alternatively, you can type a number in the box.
4 Click Change Period.

Product Overview 43



Chapter 1: General Ledger

5 Click Yes to change the period if:

« The program performed an audit, and you accept the posting period, or

« The program changed the posting period you selected.

Locking access to posting periods

Caution! Do not confuse changing periods with locking access to a fiscal period. Locking access to a
posting period only prevents posting.

If you log on to Sage 100 Contractor as a Supervisor, you can control which fiscal periods accept posting by
locking access to any posting periods except the current period. When you lock access to a fiscal period,
operators cannot post to that period.

For example, suppose it is the end of period 6, and access to all other periods is locked. When you close the
books, Sage 100 Contractor opens period 7, which becomes the current period. You then have to manually
lock period 6.

You can restrict access to posting periods on any window that deals with posting periods. These windows
appear throughout Sage 100 Contractor. For example, you can lock access in these windows: 1-1
Cheques/Bank Charges, 1-2 Deposits/Interest, 1-3 Journal Transactions, 1-4 Recurring Journal
Transactions, 3-2 Receivable Invoices/Credits, 4-2 Payable Invoices/Credits, 11-2 Work Orders/
Invoices/Credits, 12-2 Inventory Allocation, and more.

Important! To lock access to posting periods, you first must log on to Sage 100 Contractor as
supervisor.

To lock access to posting periods:

1 Inthe 1-6 Period and Fiscal Year Management window, click Manage Period Availability.

2 Inthe Management Period Availability window, select the period to which you want to restrict access.
3 Click Lock Access.

Note: Toopen access to a posting period if it is locked, click Open Access.

About posting to period 0

When you want to enter the startup balances and invoices for a new company or when you want to adjust the
beginning balances for a company, post to period 0. Period 0 is not part of the fiscal year. Therefore, Sage 100
Contractor does not include transactions posted to period 0 in any year-to-date reports.

Tip: Sage 100 Contractor posts the transactions to the selected fiscal period until you change the period
again or close the window.

When you post to the asset or liability accounts in period 0, Sage 100 Contractor adjusts the beginning
balances. If you post to income or expense accounts in period 0, Sage 100 Contractor adjusts the beginning
balance of the Retained Earnings ledger account because income and expense accounts do not have
beginning balances.
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Posting to period 0 does not affect the data in your archive company. Change archive company totals by
opening the archive company and making changes directly. When you change data in an archive, back up the
archived data. (We recommend making two backup copies.) The archived records are your permanent
records.

Audit the Books
About the Audit Books window and auditing the books

When you audit the books of a company, Sage 100 Contractor verifies that the accounts are balanced and
that valid transactions support the balances.

You can audit the books at any time by opening 1-6 Period and Fiscal Year Management > Audit Books
and clicking the Audit Books button. When you audit the books, the program does not make any changes,
but it does log any errors using the Audit History function.

When you advance to a new period in the future, the program audits the books automatically as part of the
process to change the default posting period.

When you start a new company or suspect data corruption, it is a good idea to audit the books and recalculate
balances. If unbalanced data exists, the program alerts you so that you can correct the errors as early as
possible.

Tip: Additional entries cannot fix imbalances and errors. If recalculating balances does not fix the errors,
you may have accounting errors that can only be fixed with the help of Customer Support.

About audit errors

When you advance to the next posting period, click the Audit Books button, or archive a fiscal year, Sage
100 Contractor audits the books to verify that valid, balanced transactions support each account balance. If
the books are out of balance, then the program notifies you that there are audit errors.

Sage 100 Contractor tracks audit errors in alog. You can access the log from the View Audit History link on
the 1-6 Period and Fiscal Year Management window.

Period Audit Errors

Some audit errors refer specifically to periods. If period audit errors exist, the Audit report displays them
prominently. For example, a period audit error will contain the word Period in the row.

You can resolve most period audit errors by recalculating the ledger balances. To recalculate the ledger
balances, open 1-6 Period and Fiscal Year Management > Recalculate Balances, and then click
Recalculate Balances.

Audit Errors Requiring Customer Support Assistance to Repair

Any remaining audit errors cannot be repaired by clicking Recalculate Balances on 1-6 Period and Fiscal
Year Management > Recalculate Balances. These audit errors might originate in accounts receivable, jobs,
vendors, service clients, equipment, or other areas of the program where transactions originate.

Product Overview 45



Chapter 1: General Ledger

Caution! Resolving remaining audit errors after a repair requires assistance from Customer Support. The
Knowledgebase article How do | get technical support for Sage 100 Contractor? provides contact
information and hours of operation. Be prepared to provide your company name, telephone number, and
the company contact person. At that time, a Customer Support technician may request additional reports
to help determine the cause of the error.

Additional audit error reports are now included with Sage 100 Contractor to assist Customer Support
technicians in identifying the transaction sources of audit errors.

Recalculate Balances

About the Recalculate Balances window and repairing the balances

Clicking Recalculate Balances recalculates and repairs the ledger balances, audits, and may resolve period
audit errors. For example, if you notice “Period” errors on the error report, clicking Recalculate Balances often
resolves them.

Resolving remaining audit errors after a repair requires assistance from Customer Support. You can contact
them at 800-866-8049. Be prepared to provide your company name, telephone number, and the company
contact person. At that time, a Customer Support technician may request additional reports to help determine
the cause of the error.

During the repair, Sage 100 Contractor recalculates account and subsidiary account balances. In addition,
Sage 100 Contractor recalculates balances for jobs, vendors, service clients, and equipment.

To repair the ledger balances:
1 Open 1-6 Period and Fiscal Year Management.

2 Click the Recalculate Balances button.

Important! After completing the ledger balance repair, Sage 100 Contractor audits the books. Resolving
remaining audit errors after a repair requires assistance from Customer Support. The Knowledgebase
article How do | get technical support for Sage 100 Contractor? provides contact information and hours of
operation. Be prepared to provide your company name, telephone number, and the company contact
person. At that time, a Customer Support technician may request additional reports to help determine the
cause of the error. There are specific audit error reports to help Customer Support technicians identify the
transactions related to some audit errors.

Audit History
About the Audit History window

You open the Audit History window from 1-6 Period and Fiscal Year Management by way of the View
Audit History link located at the bottom-left of the window. Every time you initiate an audit, the program logs
audit history in the window’s grid.

The Audit History window displays three columns, Date, User Name, and Audit Results. The results
displayed can be:

Audit successful. No errors were found.
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Repair successful. Errors were found and repaired when the balances were recalculated.
[n] errors detected. A number of errors that couldn’t be repaired and were logged.

The Audit History window also provides menu commands for saving your audit history in several file formats
and for printing the audit history file.

Viewing audit history

Each time you change the default posting to the next or future period or close the accounting at fiscal year-
end, the program performs a full audit of the accounting. If the audit finds discrepancies in the accounting,
they are logged. You can view the log using the link on 1-6 Period and Fiscal Year Management.

To view the audit history:
1 Open 1-6 Period and Fiscal Year Management, and click the View Audit History link.
2 The Audit History window opens providing a list of your audit history.

3 Use the menu commands to open or print the audit history file.

Over the course of a year, the accounting and payroll databases grow as you enter records. In a manual
accounting system, you might move previous years' records to storage boxes or a storage facility. Similarly,
you can move Sage 100 Contractor records to an archive file when you no longer need the data for a fiscal
year.

When you archive company data, Sage 100 Contractor:

« Removes the accounting activity from the oldest fiscal year (12 periods) in your current company, and
places it in an archive company.

« Inyour current company books, adjusts the beginning balances for asset, liability and equity accounts
and sub-accounts, as well as jobs, vendors, service clients, and equipment to match the archive year's
corresponding ending balances.

« Rolls income and expense balances for the archive year roll into the beginning balance for the Retained
Earnings account in the current company.

At year end, if | don't have enough hard disk drive space to create an archive company,
what can | do?

If you do not have enough disk space, free up disk space by deleting unnecessary files or programs, or
manually copy the data to another hard disk drive, CD, or DVD.

When do | create the company archive?

You can create a company archive at any time after you have advanced to at least period 1 of the next fiscal
year.

We recommend that you archive as soon as you have resolved all audit errors, and you have received and
entered all accounting entries, including adjustments.

Important!
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« If you have more than one fiscal year to archive, you may perform the archive process more than once.

« If you have only one year's worth of data to archive, you must advance to at least period 1 of the next
fiscal year in your current company books.

« The company folder cannot be in the same fiscal year that you are trying to archive.
Where in the program do | create a company archive?
Create your company archives using 1-6 Period and Fiscal Year Management.
Create an archive of your Payroll data using 5-3-8 Close Payroll Year.
What about data backup?

To prevent loss of data, we highly recommend that you make two backup copies of the company data before
creating the company archive. Remember that these copies are your permanent records. We recommend that
you always store one copy off site for added security.

After creating the company archive, review it to make certain that all records were copied correctly. If you find
that the archive is incomplete, restore from a backup copy, and then create a new archive.

You can archive your company data at any time to preserve it for future access. You do not have to archive
your records prior to advancing to the next fiscal year.

Important! The archive process archives only one year of data at a time. If you need to archive more
than one year of data, you must run the archive process for each year.

You can also use the Archive Data wizard to remove old jobs and invoices.
The archive process:

« Moves your oldest fiscal year data into a separate archive company.
« Removes all accounting activity for the oldest fiscal year in your company.

« Adjusts the beginning balances for asset, liability and equity accounts and sub-accounts, as well as
jobs, vendors, service clients and equipment to match the archive year's corresponding ending
balances. Income and expense balances for the archive year roll into the Retained Earnings account
beginning balance.

Before you begin

« Allow sufficient time to proceed through the entire archive process for each company you keep on
Sage 100 Contractor. The time it takes to archive each company will vary.

« Ensure that your accounting and payroll systems are as up to date as possible.
« Ensure that you have two backup copies of your company data.
The archiving process

The archiving process consists of the following steps.
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Preparation
During the Preparation step, the Archive Data wizard:

« Rebuilds indexes after removing deleted records
« Searches for unprinted cheques

« Audits the general ledger

« Audits inventory, if you use the Inventory module

« Creates atemporary backup

If issues are found or errors are encountered, the process stops and the text on this button changes to
[Resume Preparation]. Click [Resume Preparation] to continue running subsequent tasks to see if there
are additional items that require your attention.

Note: General ledger audit errors must be fixed before you can proceed with archiving. Exit the wizard
and contact Customer Support to correct the errors before you proceed.

Maintenance Options
You can select one or more of the following tasks to perform on the database after archiving your data.

« Remove jobs with Closed or Refused status, and all related records. (Only jobs that do not have job
costs or ledger activity in the current books are removed .)

« Remove payable invoices with Paid or Void status and no Job #.

« Remove service invoices with Paid, Completed, or Void status (option not displayed if you do not have
service invoices).

« Remove purchase orders with Closed status and no Job #.

Archive Data
During this step, the wizard performs the following tasks:

« Creates the company archive. During this process the wizard:

« Copies company data to the designated company archive folder. (The copied data includes
Images, Attachments, Aatrix Forms, Direct Deposit and Reports subfolders.)

« Removes accounting data that was posted to afiscal year later than the year you are archiving,
and recalculates ending balances, invoice balances (where payment was recorded in a future
year), and inventory quantities, as necessary.

Note: If jobs, vendors, employees, and equipment records created in subsequent years
exist at the time you archive, these records are copied to the archive company, although the
associated accounting data is removed.

« Verifies the archive

« Removes fiscal year information from the archived year for the current company
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Performs maintenance tasks, if any were selected

Verifies the current company

Finished

Create backup of the company archive: When backing up your data, be sure to make a full backup
and not an incremental or differential backup. An incremental or differential backup only records
alterations to the data since the last backup.

Make changes to existing general ledger accounts: You can make prior year adjustments by
posting transactions to period 0—Prior Year.

« Transactions posted to period 0—Prior Year update the beginning balance in your current
company.

« Prioryear adjustments posted to income and expense accounts update the Retained Earnings
account in the current year in period zero(0).

After archiving, if you post an entry to period 0 in the current books, you must also open the archive and
make the entry for the previous year.

Change security in the archive company: If required, change security in the archive company by
changing the rights of all user groups in 7-3-1 Security Groups to No for Save, Delete, Void, Change
Period, and Print Cheques. This prevents users from accidentally saving or printing records in the
archive.

Print filtered reports for the archive company: When printing the 6-1-7 Over/Under Billing, 6-1-8
Bonding, and 6-1-12 Committed Cost reports for the archive company, print by fiscal period to
exclude information for jobs, vendors, employees, and equipment records created in subsequent
years.

The following tasks are performed during this step in the wizard.

Rebuild Indexes

Search for unprinted cheques

General ledger audit

Inventory audit (optional, but strongly recommended if you use the Inventory module)

Create temporary backup

When completed, each task displays one of the following icons:

The green « icon indicates that the task ran successfully.
An orange ! icon indicates that the task has issues that should be reviewed before continuing.

A red #€ icon indicates that the task “failed” and you cannot close the books until the issue is resolved.

To begin preparation:

1 Click [Begin Preparation] to start performing all the tasks on this page.
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Note: [f issues are found or errors are encountered, the process stops and the text on this button
changes to [Resume Preparation]. Click [Resume Preparation] to continue running subsequent tasks
to see if there are additional items that require your attention.

2 After all tasks have been completed without errors, click [Next].

Note: While Sage 100 Contractor does create a temporary backup in this wizard step, you should always
create the backup copy suggested before you begin.

Issue—Search for unprinted cheques

This task searches for chequing account transactions that have "0000" as the Transaction #, which may
indicate that this cheque entry was never printed. If any such transaction records are found, click [View
Results] to see the records in a grid.

= Ifitis an unprinted cheque (a physical cheque needs to be produced for this transaction), you'll need to exit
the wizard, go to 1-1 Cheques/Bank Charges, and print the cheque(s).

= If this cheque was printed but just needed the Transaction # assigned, drill down to the transaction record
and enter the appropriate Transaction #.

= After making all needed corrections, click [Try Again] to run this task again.
Issue—Ledger audit

The wizard will not continue if audit errors are found. Click the [View Results] link for an audit report, then
cancel out of the wizard to resolve the audit errors.

Issue—Inventory Audit (if Inventory data exists)

If there are no audit errors but the total value of parts does not match the ledger balance for the Inventory
account, you can post an adjusting entry for the difference.

You can select one or more of the following options to be performed on the database after archiving your data.

« Remove jobs with Closed or Refused status, and all related records.

Caution! If you have closed or refused jobs in the current fiscal year, do not select this option.
Instead, use the Remove Closed/Refused Jobs option in the 3-5 Jobs window.

« Remove payable invoices with Paid or Void status and no Job #.

« Remove service invoices with Paid, Completed, or Void status (this option does not appear if you do
not have service invoices).

« Remove purchase orders with Closed status and no Job #.

When the archive process removes a job record, it also removes job-related records, including schedules, job
costs, takeoffs, progress billing, time and materials setup, closed purchase orders, subcontracts, change
orders, budgets, proposals, and accounts payable and receivable invoices assigned status 4-Paid or 5-Void.
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Note: The archive process does not remove a closed job unless the job has a $0 balance and all invoices
and credits have been assigned status 4-Paid or 5-Void.

If you select the Remove service invoices with Paid, Completed, or Void status dated prior to or
Remove purchase orders with Closed status and no Job # dated prior to options, you must provide a
date in the date field before clicking [Next].

About removing jobs at fiscal year end

Caution! If you need to review any deleted records, refer to the company’s archive or restore a backup
made prior to the archiving of your fiscal year.

When archiving your accounting data, you can remove job records from the company database. When a job is
completed, fully invoiced, completely paid, and you do not want to carry its data into the next fiscal year,
change the job record status to 6-Closed.

Important! All jobs with a job record status of 2-Refused will also be removed when archiving your data
if you select the Remove jobs with closed or refused status maintenance option.

When Sage 100 Contractor removes a job record, it also removes job-related records, including schedules,
takeoffs, progress billing, time and materials setup, closed purchase orders, subcontracts, change orders,
budgets, proposals, and accounts payable and receivable invoices assigned status 4-Paid or 5-Void.

The archive process does not remove a closed or refused job unless the job has a zero balance, no open
payable invoices/credits, no job costs in the current books, no payable invoices/credits in the current books
(even if they are paid or void), and no balance in a WIP account. You can confirm that the jobs meet the
criteria for removal.

Note: If jobs, vendors, employees, and equipment records created in subsequent years exist at the time
you archive, these records are copied to the archive company, although the associated accounting data is
removed.

Removing and Verifying Refused/Closed Jobs

Use the Remove Refused/Closed Jobs window to select and remove jobs with a Closed or Refused status
from your current company.

Note: You must have Supervisor permissions and exclusive company access to open this window.

When Sage 100 Contractor removes a job record, it also removes job-related records, including schedules, job
costs, takeoffs, progress billing, time and materials setup, closed purchase orders, subcontracts, change
orders, budgets, proposals, and accounts payable and receivable invoices assigned status 4-Paid or 5-Void.

Before removing jobs, make sure jobs assigned status 2-Refused or 6-Closed meet the criteria for removal—
$0 balance and all invoices and credits are status 4-Paid or 5-Void, for example. Verify jobs selected for
removal by clicking [Verify Job Removal].
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To remove refused or closed jobs:
1 Create a backup copy of your current company.
2 Open 3-5 Jobs (Accounts Receivable) and select Options > Remove Refused/Closed Jobs.

3 Inthe Remove Refused/Closed Jobs window, select either the Refused or Closed jobs status option to
display a corresponding list of jobs.

4 Select one or more jobs from the list for removal or click [Remove All] to select all jobs in the list.

5 Click [Verify Job Removal]. Sage 100 Contractor checks each selected job to confirm its status and
confirm that it is ready to be removed. If a job cannot be removed for one or more reasons (it has
outstanding invoices against it, for example), Sage 100 Contractor displays the reasons in a message.

6 Click [Remove Jobs] after verifying the selected jobs to remove them from your company.
The following tasks are performed during this step in the wizard.

o Preparation
o General Maintenance

« Archive your data: Archives 12 periods of data in one company
You can click [Next] only when all tasks have been completed successfully.

To archive your data:

1 From the introductory window, click [Next] then click [Preparation] to begin.
A progress bar shows next to each task as it is running.
When completed, each task displays one of the following icons:

o The green « icon indicates that the task ran successfully.

« Anorange : icon indicates that the task has issues that should be reviewed before continuing.

. Ared % icon indicates that the task “failed” and you cannot continue until the issue is resolved. Click
View Results link to display detailed information about the error.

2 Click [Next].
3 Select one or more maintenance options you want to perform prior to archiving then click [Next].

4 Type a name for the company archive in the Enter name for the company archive box. The box cannot
contain any special characters.

Note: If the archive folder already exists, it must be empty. Click [Yes] to continue the process or click
[No] to go back to the window.

5 Click [Archive Data] to begin the archive process.

6 Click [Close] to finish the archiving process.
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Create backup of the company archive

When backing up data as part of the archiving process, it is important to count the number of files and folders
in your company.

1 In Windows Explorer, right-click the company folder and select Properties.

2 On the Properties window, the General tab, look in the list for the Contains line for the number of files and
folders.

Write this number down so that you can refer to it after you have made the two copies. The number of files and
folders must be exactly the same in both the company and the backup copy.

Note: If you are working across a network, you must back up company folders, report folders, and form
folders that reside at the server.

We strongly recommend that you back up:

« Each company folder that contains financial data \MB7\your company\).
« Custom reports and custom form designs.

« Shared custom reports on a network. Back up the Custom Reports folder in the MB7 folder on
your network.

« Shared custom report forms on a network. Back up the Report Forms folder in the MB7 folder
on your network.

« Private custom reports on a local drive. Back up the Custom Reports folder located in Users>
{User Name}>AppData>Local>Sage>Sage 100 Contractor.

« Private report forms on alocal drive. Back up the Report Forms folder located in Users>{User
Name}>AppData>Local>Sage>Sage 100 Contractor.

Caution! When backing up your data, be sure to make a full backup and not an incremental or differential
backup. An incremental or differential backup only records alterations to the data since the last backup.

Make changes to existing general ledger accounts

You can make prior year adjustments by posting transactions to period 0 in the current company folder and
then logging into the archive company to update the ending balance.

Notes:
« Transactions posted to period 0 update the beginning balance in your current company.

« Prior year adjustments posted to income and expense accounts update the Retained Earnings
account in the current year.

Change security in the archive company

If required, change security in the archive company by changing the rights of all user groups in 7-3-1 Security
Groups to No for Save, Delete, Void, Change Period, and Print Cheques. This prevents users from
accidentally saving or printing records in the archive.
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Note: By setting Groups to No, reports can still be printed, but cheques cannot be printed. Then each
user will have access to everything they had access to before closing. They will be able to print reports
but only view cheques.

Year-End Checklists
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The following instructions assume that these steps are performed at the Sage 100 Contractor server location.
Sage strongly recommends this method because it avoids network irregularities that can disrupt the closing
process.

Important! You must have exclusive access to your company file to perform these steps.

Each task listed below should be completed in preparation for fiscal year end. Resolve audit errors as found
during each step.

« Verify posting period

« Backup and verification

« Rebuild indexes

« Inventory audit (optional, but we strongly recommend it if you use the Inventory module)
« Verify cheques

» Job status and removal

« Print reports and record counts for verification

Important! You must complete these preparation steps prior to archiving the general ledger.

Note: These steps assume you will not have your bank statement before you archive. If you have your
bank statement, you may complete your bank reconciliation before you archive in the current company or
after you archive in the new company file. If you do your bank reconciliation after you archive your books
in the new file, the archive file is not updated. If you want the archive file updated, you will need to do the
bank reconciliation again in your archive.

Verify Posting Period

O in1-6 Period and Fiscal Year Management > Change Period, ensure the posting period is set to
Period 12.

Backup and verification

O Back up and validate your company file by following your regular backup and verification procedures.
Rebuild indexes

[0 Open 7-4 Rebuild Indexes, select Options > Rebuild All Tables, and then click Start.

Inventory audit (optional, but strongly recommended if you use the Inventory module)
O If you use inventory, open 12-5 Inventory Audit, click Audit.

Verify cheques

O Verify that there are no unprinted cheques.

Product Overview 57



To find and resolve unprinted cheques:

1. Open 2-5 General Journals.

2. Print the 2-5-21 General Journal report with the following settings:
a. Inthe Account box, use the range for all cash accounts listed in 1-8 General Ledger Setup.
b. Inthe Transaction# box, select Equal, and type 0000.
c. Inthe Credit Amount box, select Greater or =, and type $0.01.

3. Ifthe transaction is an unprinted cheque, open 1-1 Cheques/Bank Charges, and then click the Print
records button to print the cheque, if desired.

If you don’'t need to print a cheque, open 1-3 Ledger Transactions, and change the Transaction# to
anything other than 0000.

Note: Ifitis a Source 16-Payroll, click the Go To Source button to change the Check#. It's highly
unusual that the cheque number would have been changed to 0000 unless the cheque had to be reprinted
immediately.

Period Audit Errors

Some audit errors refer specifically to periods. If period audit errors exist, the Audit report displays them
prominently. For example, a period audit error will contain the word Period in the row.

You can resolve most period audit errors by recalculating the ledger balances. To recalculate the ledger
balances, open 1-6 Period and Fiscal Year Management > Recalculate Balances, and then click
Recalculate Balances.

Audit Errors Requiring Customer Support Assistance to Repair

Any remaining audit errors cannot be repaired by clicking Recalculate Balances on 1-6 Period and Fiscal
Year Management > Recalculate Balances. These audit errors might originate in accounts receivable, jobs,
vendors, service clients, equipment, or other areas of the program where transactions originate.

Caution! Resolving remaining audit errors after a repair requires assistance from Customer Support. The
Knowledgebase article How do | get technical support for Sage 100 Contractor? provides contact
information and hours of operation. Be prepared to provide your company name, telephone number, and
the company contact person. At that time, a Customer Support technician may request additional reports
to help determine the cause of the error.

Additional audit error reports are now included with Sage 100 Contractor to assist Customer Support
technicians in identifying the transaction sources of audit errors.

Job status and removal

O Verify that the status on each job in 3-5 Jobs (Accounts Receivable) is correct. Any job that should be
removed at year-end must have a status of 6-Closed or 2-Refused.
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Note: If you need to change several jobs' statuses to 6-Closed, you can use a Picklist window to
close multiple jobs at once. To access this command, open 3-5 Jobs (Accounts Receivable) and
select Update > Closed Status.

Print reports and record counts for after year-end verification

O Printthe following reports that will be used for verification purposes after the books have been closed:

2-2-21 Balance Sheet report for period 12

2-3-21 Income Statement report for periods 1 through 12

3-1-3-26 AR Invoice Aging report for period 12

4-1-3-26 AP Invoice Aging report for period 12

5-1-2-41 Payroll Check Register report with “totals for status” equal to 3-Posted
6-1-6-21 Job Cost Totals report for periods 1 through 12

11-1-3-26 Service Invoice Aging report for period 12, if you use Service Receivables

Back up your Sage 100 Contractor data

O Back up and verify two copies of your Sage 100 Contractor data. Put one copy in a safe storage area.
Save at least one copy to a separate removable storage device.

Note: A backup created at this point in the process reveals whether or not the program has discovered
data problems during the year-end close. You can use this backup to verify data integrity if you have to
close again.

Advance the fiscal period

O Open 1-6 Period and Fiscal Year Management > Change Period, and then under Change period to,
select period 1 of the next fiscal year.

You are now in the current fiscal year in your company file.

Note: You do not have to advance to period 1 of a new fiscal year before you can make transactions init.
If you are on period 12 of your current fiscal year, period 1 of the next fiscal year is available for
transactions. Periods 2-12 of the next fiscal year become available only after you advance to period 1 of
the new year.

Rebuild indexes and tables

0 Open 7-4 Rebuild Indexes, select Options > Rebuild All Tables, and then click Start.

Verification tasks in the new company

O Open 3-5 Jobs (Accounts Receivable), and verify that the jobs you selected to be removed have been
removed.
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Important! If you need to restore a backup and re-close the file, delete the archive file and the current
company file because they are not valid or correct files.

Make changes to existing general ledger accounts

At this point, you can make changes to existing general ledger accounts and make entries for the new fiscal
year.

To post a period 00-Prior Year transaction, post the transaction to period 00 of the current year. Then, to post
the transaction to the archive, open the archive company then post the transaction to period 12. As of the
version 19.2 release, Sage 100 Contractor no longer supports posting simultaneously to period zero of the
current company and period 12 of the archive company.

Prior year adjustments posted to income and expense accounts update the Retained Earnings account in
the current year in period zero(0).

Change security in the archive company

O i you archived your previous fiscal year after advancing the fiscal period (recommended), change security
in the archive company if required by changing the rights of all user groups in 7-3-1 Security Groups to No for
Save, Delete, Void, Change Period, and Print Cheques. This prevents users from accidentally saving or
printing records in the archive.

By setting Groups to No, reports can still be printed, but cheques cannot be printed. Then each user will have
access to everything they had access to before closing. They will be able to print reports but only view
cheques.

O For additional security, in 7-3-2 User List, change the password for the supervisor.

60 Sage 100 Contractor



About closing the payroll

Important! Closing the payroll is not the same as closing the accounting books. All companies close
payroll at the end of the calendar year, but not all companies close the fiscal year in the general ledger at
the end of the calendar year.

At the end of the calendar year, close the payroll to prepare for the new calendar year. During the close, Sage
100 Contractor removes all payroll records and resets the quarter-to-date and year-to-date totals to $0. It is
important to note that closing payroll does not affect the accrued vacation, sick, and compensation times in
the employee records that you choose to retain. You can also delete old or unnecessary employee records.

Before entering timecards for the new calendar year, audit, back up, and then close/archive the payroll.
Although you may back up your company data at any time, in the context of closing the payroll, it makes
sense to back up your data after you have audited it and corrected any errors.

Closing payroll can be time consuming, and the time necessary to create an archive may be considerable
depending on the number of payroll records and employees contained in each company. We recommend
creating a schedule of tasks to perform leading up to the close. For example, consider auditing the payroll a
month in advance of the scheduled closing date. This should provide enough time to resolve any errors that
might exist.

While it is not recommended, Sage 100 Contractor lets you close payroll with uncomputed records, unposted
records, even payroll audit errors. If you close with unfinished work, you must go back to the archive later and
compute and post the records, repair the audit errors, and then adjust the payroll records in the active
company. From the archive, you can also prepare and print the federal reports (including T4 forms).

Important! The following instructions assume that these steps are performed at the Sage 100 Contractor
server location. Sage strongly recommends this method because it avoids network irregularities that can
disrupt the closing process.

Each task listed below should be completed in preparation for a calendar year-end close. Resolve audit errors
as found during each step.

« Back up and verification

« Payroll audit
« Employee status and removal

« Print reports for after-close verification

« Verify vendor information

Important! You must have exclusive access to your company file to perform these steps.

Back up and verification

O Back up and validate your company file by following your regular backup and verification procedures.
Payroll audit

O Open 5-3-7 Payroll Audit, click Audit.
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If payroll is outsourced, it is okay to close with payroll audit errors.

If you have any errors, first try to resolve them by clicking Repair in 5-3-7 Payroll Audit.
Employee status and removal

O Open 5-2-1 Employees, and review employee statuses.

If you want to remove employees, they must have a status of Quit, Laid Off, Terminated, or Deceased.
Print reports for after-close verification

O Open 5-2-2 Payroll Records, and select File > Count, and write down the number of files.
The number of files will be used for verification purposes after the books have been closed.

O Print the 5-1-2-41 Payroll Check Register ~Totals Page report.

This report will be used for verification purposes after the books have been closed.

Verify vendor information

O Verify Vendor Tax ID and Vendor T5018 Types by printing the 4-1-1-31 Vendor List Report. Be sure to
verify that the tax ID for each vendor is correct.

O Verify T5018 balances using the 4-1-5-61 Vendor Payment report by date.

Before you begin to close your payroll, make sure that you are in your current company and not in your general
ledger archive company.

Back up and verification

O Back up and verify two copies of your Sage 100 Contractor data.

Put one copy in a safe storage area. Save at least one of your backup copies on a separate removable storage
device.

Note: You can use this backup copy to verify data integrity if you have to close again.

Designate your archive, select employee removal options, and close year

O Open 5-3-8 Close Payroll Year, and enter a name for the archive.

Note: There are different ways to name your payroll archive company file. We suggest including the
following information:

« 2014 Payroll [Your Company Name] (for example).
« Theyear of the archive file.
« Thetype of archive file you are making.

« The name of the company.

O select employee removal options.
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O cClick Close Payroll.

Notes:
« During close, the program removes all 5-2-2 Payroll Records and resets all employee quarter-to-
date and year-to-date totals.

« The payroll archive company is different than the general ledger archive company.

Rebuild indexes and tables

O Open 7-4 Rebuild Indexes, select Options > Rebuild All Tables, and then click Start.

Note: The program is now in the new payroll year.

Verification tasks
O inthe current file, open 5-2-2 Payroll Records, select File > Count, and verify that you find zero records.

O inthe payroll archive company, open 5-2-2 Payroll Records, select File > Count, and compare this
record count to the record count done in the preparation steps above.

O inthe archive company, print the 5-1-2-41 Payroll Check Register~Totals Page report and compare it to
the one printed during preparation. If the verification of the record count and Payroll Check Register report do
not match what was expected, there was a problem during the close process. Restore the most recent
backup made before closing payroll and re-close by starting with the Payroll Close steps.

Note: If a backup needs to be restored, and the file re-closed, delete the payroll archive company file
created during the payroll close process as it is not a valid or correct file.

Backup and validate files

0 Back up and validate your current and archive company files.
Install year-end tax update

[ Install the year-end tax update included in the software notice.
Rebuild indexes

O When you open your current company for the first time, you will be prompted to rebuild indexes. Click
Start to rebuild all tables.

Update payroll calculations

O Update any payroll calculations, as needed, in 5-3-1 Payroll Calculations. Delete calculations that will
no longer be used or update rates if required.

O Adjust the Default Max to the correct maximums for the selected Max Type. Save the calculations, recall
the calculations, and select Options > Update Employees > ALL Employees.
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Important! Updating employee calculations using 5-3-1 Payroll Calculations > Options > Update
Employees for calculations that involve different rates per employee can reset values to zero. If you have
variable rates on your payroll calculations, do not update your employee rates from 5-3-1 Payroll
Calculations. Calculations that involve different rates per employee need to be updated in each
employee's record on the Calculations tab of 5-2-1 Employees.

Note: The Default Max may need to be updated manually with employees who are having wages
garnished.

Change security in the archive company

O if required, change security in the archive company by changing the rights of all user groups in 7-3-1
Security Groups to No for Save, Delete, Void, Change Period, and Print Checks. This prevents users
from accidentally saving or printing records in the archive.

By setting Groups to No, reports can still be printed, but cheques cannot be printed. Then each user will have
access to everything they had access to before closing. They will be able to print reports but only view
cheques.

O Foradditional security, in 7-3-2 User List, change the password for the supervisor.
Print year-end reports

O print required year-end reports:

o T-4s from 5-4-1 Federal Forms
« 15018 from 4-5 Vendor T5018 Forms

Preparing payroll for the new calendar year

Before you process your first payroll in the new year, we recommend that you adjust rates for unemployment,
adjust thresholds for payroll calculations, and reset vacation and sick accrual.

Make the corrections and adjustments from the menu option Payroll Calculations (5-3-1) in your active
company folder:

« Correct Employment Insurance (El) default rates and default maximums. Do not forget to select
Options > Update Employees > Employees with this calculation after saving the changes.

« Correct Canada Pension Plan/Quebec Pension Plan default maximums. Do not forget to select
Options > Update Employees > All Employees after saving the changes.

« Verify if you need to update default maximums for Registered Pension Plan (RPP) contributions. After
saving the changes and only if all employees with this calculation have the same maximum, select
Options > Update Employees > Update Maximum Only > All Employees with this calculation.
Do not update the rate from 5-3-1 because this has to be done for each individual employee in the 5-2-1
> Compensation tab.

« Delete, alter, or add payroll calculations (5-3-1). If the changes apply to all employees with these
calculations, carefully select the appropriate update option from the Options menu.
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« Reset sick and vacation time accrual for eligible employees (5-2-1 > Compensation tab) only if

leftover hours do not carry over to the next year.

« Adjust Employees (5-2-1) calculation maximums to reflect what has been collected in prior years on
the Calculations tab. For example, you may need to adjust employee loan repayment or employee

garnishment maximums.

Tip: For more information on closing the payroll year, look in Help and search for “closing.”
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The following instructions assume that these steps are performed at the Sage 100 Contractor server location.
Sage 100 Contractor strongly recommends this method because it avoids network irregularities that can
disrupt the closing process.

Important! You must have exclusive access to your company file to perform these steps.

Each task listed below should be completed in preparation for a combined fiscal year end and calendar year
end. Resolve audit errors as found during each step.

« Verify Posting Period

« Backup and verification

« Record counts
« Inventory audit (optional)

» Verify cheques
« Job status and removal

« Payroll Audit
« Reconcile quarterlies

« Employee status and removal

« Verify vendor information

« Print reports for after-close verification

Note: These steps assume you will not have your bank statement before your year end. If you have your
bank statement, you may complete your bank reconciliation before your year end in the current company
or after you archive your fiscal year in the new company file. If you do your bank reconciliation after you
archive your data, the archive file is not updated. If you want the archive file updated, you will need to do
the bank reconciliation again in your archive.

Verify Posting Period

O in1-6 Period and Fiscal Year Management > Change Period, the posting period must be set to
Period 12.

Backup and verification
O Back up and validate your company file by following your regular backup and verification procedures.
Record Counts

O onthe5-2-2 Payroll Records window, select File > Count, and then write down the record number
counts. This record count will be used for verification after closing payroll.

Inventory Audit (optional)

O if you use inventory, open 12-5 Inventory Audit, click Audit.
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Verify cheques
O Verify that there are no unprinted cheques.
To find and resolve unprinted cheques:

1. Open 2-5 General Journals.

2. Print the 2-5-21 General Journal report with the following settings:
a. Inthe Account box, use the range for all cash accounts listed in 1-8 General Ledger Setup.
b. Inthe Trans# box, select Equal, and type 0000.
c. Inthe Credit box, select Greater or =, and type $0.01.

3. If the transaction is an unprinted cheque, open 1-1 Cheques/Bank Charges and click the Print
Records button to print the cheque if desired. If you don’t need to print a cheque, open 1-3 Ledger
Transactions, and change the Trans# to anything other than 0000.

Note: Ifitis a Source 16-Payroll, click on the Go To Source button to change the Check#. It's highly
unusual that the cheque number would have been changed to 0000 unless the cheque had to be reprinted
immediately.

Job status and removal

O Verify that the status on each job in 3-5 Jobs (Accounts Receivable) is correct. Any job that should be
removed at year-end must have a status of 6-Closed or 2-Refused.

Note: If you need to change several jobs' statuses to 6-Closed, you can use a Picklist window to
close multiple jobs at once. To access this command, open 3-5 Jobs (Accounts Receivable) and
select Update > Closed Status.

Payroll Audit
O Open 5-3-7 Payroll Audit, and click Audit.

Note: If Payroll is outsourced, it is okay to close with payroll audit errors.

Important! If there are audit errors, resolve them before continuing.

Period Audit Errors

Some audit errors refer specifically to periods. If period audit errors exist, the Audit report displays them
prominently. For example, a period audit error will contain the word Period in the row.

You can resolve most period audit errors by recalculating the ledger balances. To recalculate the ledger
balances, open 1-6 Period and Fiscal Year Management > Recalculate Balances, and then click
Recalculate Balances.
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Audit Errors Requiring Customer Support Assistance to Repair

Any remaining audit errors cannot be repaired by clicking Recalculate Balances on 1-6 Period and Fiscal
Year Management > Recalculate Balances. These audit errors might originate in accounts receivable, jobs,
vendors, service clients, equipment, or other areas of the program where transactions originate.

Caution! Resolving remaining audit errors after a repair requires assistance from Customer Support. You
can contact Customer Support at 800-866-8049. Be prepared to provide your company hame, telephone
number, and the company contact person. At that time, a Customer Support technician may request
additional reports to help determine the cause of the error.

Additional audit error reports are now included with Sage 100 Contractor to assist Customer Support
technicians in identifying the transaction sources of audit errors.

Reconcile quarterlies

O Reconcile quarterlies.

Employee status and removal

O Review employee statuses in 5-2-1 Employees, and change employee statuses as needed.

If you want to remove employees, they must have a status of Quit, Laid Off, Terminated, or Deceased.
Verify vendor information

O Verify Vendor Tax ID and Vendor T5018 Types by printing the 4-1-1-31 Vendor List report.

Important! Be sure to verify that the tax ID for each vendor is correct.

O Verify T5018 balances using the 4-1-5-21 Vendor Payment report by date.
Print reports for after year-end verification
O Printthe following reports to use for verification purposes after year end:
« 2-2-21 Balance Sheet report for period 12
o 2-3-21 Income Statement report for periods 1 through 12
o 3-1-3-26 AR Invoice Aging report for period 12
o 4-1-3-26 AP Invoice Aging report for period 12
« 5-1-2-41 Payroll Check Register report with totals for status equal to 3-Posted
« 6-1-6-21 Job Cost Totals report for periods 1 through 12

« 11-1-3-26 Service Invoice Aging report for period 12, if you use Service Receivables
Back up your Sage 100 Contractor data

O Back up and verify two copies of your Sage 100 Contractor data. Put one copy in a safe storage area.
Save at least one of your backup copies to a separate removable storage device.
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Note: A backup created at this point can be used to verify whether or not the program has data
problems during the year-end process. You can use this backup to verify data integrity.

Advance the Fiscal Period

O Open 1-6 Period and Fiscal Year Management > Change Period; and under Change period to,
select period1 of the next fiscal year.

You are now in the current fiscal year in your company file. Payroll will be closed from the current fiscal year
company file.

Archive your fiscal year (recommended)

You can perform this step at any time; however, Sage recommends archiving your data after advancing your
fiscal period. Sage 100 Contractor moves the oldest 12 periods of data into a separate archive company. If
you have more than 12 periods of data to archive, perform this step more than once.

O Open 1-6 Period and Fiscal Year Management > Archive Fiscal Year. Perform all steps in the wizard,
including selecting the appropriate maintenance options for removing invoices, purchase orders, or job-related
records.

Note: There are different ways to name your archive company file. We suggest it include the following
information.

« Theyear of the archive file.
« Thetype of archive file you are making.

o The name of the company.

For example, you could name it “2013 GL [Your Company Name]” or “2013 PR [Your Company Name].”

Important! Do not rebuild indexes for your company database at this time, even if prompted. Rebuilding
indexes for the company database will be performed later in the process.

Important! Before you begin to close your calendar year in payroll, make sure that you are in your current
company and not in your archive company.

Select employee removal options and close payroll

During close, the program removes the employee records from 5-2-2 Payroll Records and resets all
employee Year to Date totals.

O Open 5-3-8 Close Payroll Year, and enter and archive name.
O select Employee removal options, and click Close Payroll.
Rebuild Indexes

O Open 7-4 Rebuild Indexes, and select Options > Rebuild All Tables > Start.
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Note: You are now in the new year for your payroll and fiscal years.

After finishing the year-end process, you can verify the process was successful by doing the following tasks.
Verification tasks in the new company

O Open 3-5 Jobs (Accounts Receivable), and verify that the jobs you selected to be removed have been
removed.

O Open 5-2-2 Payroll Records, select File > Count and verify that you find zero records.
Install year-end tax update

O install the year-end tax update included in the software notice.

Rebuild indexes

O when you open your current company for the first time, you will be prompted to rebuild indexes. Click
Start to rebuild all tables.

Update payroll calculations

O Update any payroll calculations, as needed, in 5-3-1 Payroll Calculations. Delete calculations that will
no longer be used or update rates if required.

O Adjust the Default Max to the correct maximums for the selected Max Type. Save the calculations, recall
the calculations, and select Options > Update Employees > ALL Employees.

Important! Updating employee calculations using 5-3-1 Payroll Calculations > Options > Update
Employees for calculations that involve different rates per employee can reset values to zero. If you have
variable rates on your payroll calculations, do not update your employee rates from 5-3-1 Payroll
Calculations. Calculations that involve different rates per employee need to be updated in each
employee's record on the Calculations tab of 5-2-1 Employees.

Note: The Default Max may need to be updated manually with employees who are having wages
garnished.

Change security in the archive company

O if required, change security in the archive company by changing the rights of all user groups in 7-3-1
Security Groups to No for Save, Delete, Void, Change Period, and Print Checks. This prevents users
from accidentally saving or printing records in the archive.

By setting Groups to No, reports can still be printed, but cheques cannot be printed. Then each user will have
access to everything they had access to before closing. They will be able to print reports but only view
cheques.

O For additional security, in 7-3-2 User List, change the password for the supervisor.
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Print year-end reports
O Print required year-end reports:

e T-4s from 5-4-1 Federal Forms
o 15018 from 4-5 Vendor T5018 Forms

Preparing payroll for the new calendar year

Before you process your first payroll in the new year, we recommend that you adjust rates for unemployment,
adjust thresholds for payroll calculations, and reset vacation and sick accrual.

Make the corrections and adjustments from the menu option Payroll Calculations (5-3-1) in your active
company folder:

« Correct Employment Insurance (El) default rates and default maximums. Do not forget to select
Options > Update Employees > Employees with this calculation after saving the changes.

« Correct Canada Pension Plan/Quebec Pension Plan default maximums. Do not forget to select
Options > Update Employees > All Employees after saving the changes.

« Verify if you need to update default maximums for Registered Pension Plan (RPP) contributions. After
saving the changes and only if all employees with this calculation have the same maximum, select
Options > Update Employees > Update Maximum Only > All Employees with this calculation.
Do not update the rate from 5-3-1 because this has to be done for each individual employee in the 5-2-1
> Compensation tab.

« Delete, alter, or add payroll calculations (5-3-1). If the changes apply to all employees with these
calculations, carefully select the appropriate update option from the Options menu.

« Reset sick and vacation time accrual for eligible employees (5-2-1 > Compensation tab) only if
leftover hours do not carry over to the next year.

« Adjust Employees (5-2-1) calculation maximums to reflect what has been collected in prior years on
the Calculations tab. For example, you may need to adjust employee loan repayment or employee
garnishment maximums.

Tip: For more information on closing the payroll year, look in Help and search for “closing.”

1-7 General Ledger Accounts

Learning about Ledger and Subsidiary Accounts

Inthe 1-7 General Ledger Accounts window, you can view a summary of activity for an account broken
down by fiscal period. As an aid to organizing the financial data, you can use subsidiary accounts or
departments.

You can manually enter a budget for each ledger account that takes into consideration the activity of each
period within the fiscal year. Over the course of the fiscal year, you can generate reports detailing the budget
versus actual account activity. Sage 100 Contractor also stores period balances for the previous fiscal year.
When you close the books at the fiscal year-end, Sage 100 Contractor transfers the period balances from the
This Year column to the Last Year column.
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Comparisons between the account activity of the current year and the budget or account activity for the prior
year provide a valuable way for you to analyze the company finances. The comparisons enable you to create
budgets with greater accuracy, determine areas in the company that are over or under budgeted, and compare
projections to the actual activity.

Because the 1-7 General Ledger Accounts window only displays account activity, you cannot enter
adjusting entries in this window. If you need to correct a period balance, you can enter the transaction using
the 1-3 Journal Transactions window.

In ledger accounts, you can organize data using departments or subsidiary accounts. Departments allow you
to group data across the income and expense accounts, whereas subsidiary accounts allow you to divide data
under a single, controlling ledger account. Sage 100 Contractor also allows you to set up summary accounts,
which allow you to combine ledger accounts for financial reports.

Ledger accounts are divided into two categories: permanent accounts (also called balance sheet accounts)
and temporary accounts (also called profit and loss or income statements).

Asset, liability, and equity accounts are permanent accounts. With permanent accounts, a period’s ending
balance carries forward to become the beginning balance for the following period. Therefore, the period
balances provide you with a running total over the course of afiscal year.

The income and expense accounts are temporary accounts. With temporary accounts, the balance for each
period is recorded separately. When a period closes, the following period starts with a zero balance.
Temporary accounts only provide the activity for each individual period and not the year to date.

When you choose a pre-built chart of accounts, Sage 100 Contractor creates the ledger accounts. You can
then edit the ledgers to create the type of accounts needed. When you post the first transaction to a
company’s books, Sage 100 Contractor locks the system of ledger account ranges. To change the account
number for a ledger account after having posted a transaction to it, create a new ledger account manually and
transfer the balance through an adjusting journal entry.

You can rename a ledger account at any time. Sage 100 Contractor uses the short name for Picklists and
most accounting reports, and uses the long name for the Balance Sheet, Financial Report, and Income
Statement reports.

Subsidiary: If an account uses departments or subsidiary accounts, the departments or subsidiary accounts
must be set up before posting transactions. In the Subsidiary list, click departments or subsidiary accounts.

Summary Account: Using summary accounts, you can combine multiple ledgers into a single ledger for
generating a financial report in 2-8 Financial Reports. When you generate a financial report, Sage 100
Contractor looks to the Summary Account box in each ledger. If Sage 100 Contractor finds an account
number, it combines the balance of that account into the indicated summary account.

Account Type: Displays the account range to which an account belongs and whether the account maintains
a debit or credit balance. Ledger accounts that fall within specific account ranges are assigned certain
properties:

« Ledgers inthe Cash Accounts range cannot use subsidiary accounts.

« When posting to WIP Assets or Direct Expense ranges, Sage 100 Contractor requires you to create
job costs before posting transactions.

« When posting to equipment accounts, Sage 100 Contractor requires you to create equipment costs.
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Starting Balance: Displays the account balance at the beginning of the fiscal year, and that balance does not
change by posting transactions to period zero.

Beginning Balance: Displays the account balance at the beginning of the fiscal year. The beginning balance
is adjusted to reflect any postings made to period zero. Temporary accounts start with a $0 balance, and
permanent accounts carry forward the ending balance from the prior fiscal year.

Ending Balance: Displays the ending balance as it appears in period 12 for permanent accounts. It is
important to note that with temporary accounts, Sage 100 Contractor displays the total of all period balances.
Posting to period 0 changes the beginning balances of the active company, and changes the ending balances
in the archived company.

Caution! Once set up and saved, you cannot delete a chart of accounts, and you cannot edit it after you
have entered a transaction. Call Customer Support or your business partner if you need more information.

About account ranges

You can set up the ranges for the ledger accounts. The Account Range boxes determine the overall range of
accounts for the entire chart of accounts. If you are creating a chart of accounts manually, indicate the lowest
and highest account numbers in the range. Then set the individual accounts ranges within the chart of
accounts. The range for a chart of accounts usually begins with one (100, 1000, or 10,000) and ends with eight
(800, 8000, or 80,000). You can create ledger accounts that use up to ten digits. The range of the largest chart
of accounts that you can create is 1,000,000,000 to 9,999,999,999.

When an account is set up, its account number cannot exceed the range limit. Suppose the Current
Liabilities range of accounts is from 200 to 249. You cannot create a current liability using an account number
below 200 or above 249.

Note: You cannot use decimals in the account numbers.

Designating ledger accounts to accept departments

After you determine that your company is going to use departments to track income and expenses, you must
designate which ledger accounts will accept departments.

Important! Before you create departments, you must designate ledger accounts to accept departments.

To designate ledger accounts to accept departments:

1 Open 1-7 General Ledger Accounts.

2 Open the account that you want to designate to accept departments.

3 Inthe Subsidiary box drop-down menu, select 2-Departments and then click Save.

4 Repeat steps 1 through 3 to designate other accounts.

To create a ledger account
1 Open 1-7 General Ledger Accounts.

2 Inthe data control box, enter the ledger account number.
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3 Inthe Short Name box, enter a brief description of the ledger account.

4 If an account uses departments or subsidiary accounts, the departments or subsidiary accounts must be
set up before posting transactions. In the Subsidiary list, click 1-Subaccounts or 2-Departments.

5 On the File menu, click Save.

Tip: Summary accounts let you combine ledger accounts for reports.

Creating summary accounts

Using summary accounts, you can combine multiple ledgers into a single ledger for generating a financial
report in 2-8 Financial Reports. \When you generate a financial report, Sage 100 Contractor looks to the
Summary Account box in each ledger. If Sage 100 Contractor finds an account number, it combines the
balance of that account into the indicated summary account.

Suppose that you have four cash accounts: 1000-General Chequing, 1002-Payroll Chequing, 1011-Petty
Cash, and 1020-Savings. To combine all the cash account balances into the General Chequing ledger
account, enter [1000] in the Summary Account box of the Payroll Chequing, Petty Cash, and Savings
ledger accounts.

You must always use the lowest account number of the ledgers you want to combine. In the above example,
the cash accounts used 1000-General Chequing for the summary account because it had the lowest
account number.

To combine ledger accounts into a summary account

1 Open 1-7 Ledger Accounts, and select the account.

2 Inthe Summary Account box, enter the ledger account number to which you want to add the current
account balance.

3 On the File menu, click Save.

« The Financial Report uses the long name of each account. Before printing the report, you can change
the long name of each summary account to accurately represent the data.

« The Financial Report gives you the ability to produce a single report that combines two or more
companies.

« If you produce summarized reports frequently, create accounts dedicated to this purpose. Dedicated
summary accounts eliminate the need to rename summary accounts each time you produce a report.

About controlling accounts

A controlling account is a ledger account in the general ledger that summarizes the balances for a group of
similar subsidiary accounts. With specific, dedicated controlling accounts, the program uses the accounts
you designate to automatically post certain transactions to the correct ledger accounts.

When you select a pre-built chart of accounts, Sage 100 Contractor assigns the account numbers to the
ledger accounts. You can change the account numbers during setup; each account number must fall within
the correct range.
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Under Controlling Accounts, Sage 100 Contractor uses the accounts you designate to automatically post
certain transactions to the correct ledger accounts. For example, when you post a receivable invoice, you do
not need to supply the accounts receivable ledger account. After posting a transaction to the general ledger,
Sage 100 Contractor locks the account numbers for the accounts under Controlling Accounts. The account
numbers will appear shaded.

You can change the account numbers on the Receivables, Payables, Equipment, and Inventory tabs
whether or not you have posted transactions. If you change the account number on the Receivables,
Payables or Equipment tabs, you will have to move the balances to the new account through a journal
transaction.

Verifying the date and period

When you save a transaction, Sage 100 Contractor can compare the transaction date to the period to ensure
you post to the correct period. If the transaction date does not fall under the correct posting period, Sage 100
Contractor provides a warning, but does not prevent posting the transaction.

To verify the date and period, in the 1-8 General Ledger Setup window, select the Verify Date/Period check
box.

Adding ledger accounts to an existing account structure

When you first set up your account structure, you would typically use the pre-build chart of accounts. The pre-
build chart of accounts may not have all the accounts that you need for your business needs; however, you
can add ledger accounts to the your existing account structure.

To add a ledger account to an existing account structure:
1 Open 1-7 General Ledger Accounts, and click the data control drop-down arrow.

2 Onthe Ledger Accounts window, review the account numbers that are available in the Current
Liabilities range. If you have three business credit cards by three different issuers, determine three
account numbers to use.

3 Close the Ledger Accounts window, and in the data control box, enter a ledger account number.

4 Inthe Short Name and Long Name boxes, type names.
For example, for a bank issued credit card, you could type, “Bank name—VISA.”

5 Press Ctrl+S or File > Save.

Deleting ledger accounts

You cannot delete an account if it has a balance or any activity during the fiscal year.
To delete a ledger account

1 Open 1-7 General Ledger Accounts.

2 Using the data control, select the ledger account number.

3 Onthe Edit menu, click Delete Account.
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About general ledger accounts

Inthe 1-7 General Ledger Accounts window, you can view a summary of activity for an account broken
down by fiscal period. As an aid to organizing the financial data, you can use subsidiary accounts or
departments.

You can manually enter a budget for each ledger account that takes into consideration the activity of each
period within the fiscal year. Over the course of the fiscal year, you can generate reports detailing the budget
versus actual account activity. Sage 100 Contractor also stores period balances for the previous fiscal year.
When you archive at the fiscal year-end, Sage 100 Contractor transfers the period balances from the This
Year column to the Last Year column.

Comparisons between the account activity of the current year and the budget or account activity for the prior
year provide a valuable way for you to analyze the company finances. The comparisons enable you to create
budgets with greater accuracy, determine areas in the company that are over or under budgeted, and compare
projections to the actual activity.

Because the 1-7 General Ledger Accounts window only displays account activity, you cannot enter
adjusting entries in this window. If you need to correct a period balance, you can enter the transaction using
the 1-3 Journal Transactions window.

In ledger accounts, you can organize data using departments or subsidiary accounts. Departments allow you
to group data across the income and expense accounts, whereas subsidiary accounts allow you to divide data
under a single, controlling ledger account. Sage 100 Contractor also allows you to set up summary accounts,
which allow you to combine ledger accounts for financial reports.

Learning more about ledger accounts

Ledger accounts are divided into two categories: permanent accounts (also called balance sheet accounts)
and temporary accounts (also called profit and loss orincome statements). Assets, liabilities, and equity
accounts are referred to as permanent accounts. With permanent accounts, a period’s ending balance carries
forward to become the beginning balance for the following period. Therefore, the period balances provide you
with a running total over the course of a fiscal year.

The income and expense accounts are referred to as temporary accounts. With temporary accounts, the
balance for each period is recorded separately. When a period closes, the following period starts with a zero
balance. Temporary accounts only provide the activity for each individual period and not the year to date.

When you choose a pre-built chart of accounts, Sage 100 Contractor creates the ledger accounts. You can
then edit the ledgers to create the type of accounts needed. When you post the first transaction to a
company’s books, Sage 100 Contractor locks the system of ledger account ranges. To change the account
number for a ledger account after having posted a transaction to it, create a new ledger account manually and
transfer the balance through an adjusting journal entry.

You can rename a ledger account at any time. Sage 100 Contractor uses the short name for Picklists and
most accounting reports, and uses the long name for the Balance Sheet, Financial Report, and Income
Statement reports.

Subsidiary: If an account uses departments or subsidiary accounts, the departments or subsidiary accounts
must be set up before posting transactions. In the Subsidiary list, click departments or subsidiary accounts.

Summary Account: Using summary accounts, you can combine multiple ledgers into a single ledger for
generating a financial report in 2-8 Financial Reports. WWhen you generate a financial report, Sage 100
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Contractor looks to the Summary Account box in each ledger. If Sage 100 Contractor finds an account
number, it combines the balance of that account into the indicated summary account.

Account Type: Displays the account range to which an account belongs and whether the account maintains
a debit or credit balance. Ledger accounts that fall within specific account ranges are assigned certain
properties:

« Ledgers inthe Cash Accounts range cannot use subsidiary accounts.

« When posting to WIP Assets or Direct Expense ranges, Sage 100 Contractor requires you to create
job costs before posting transactions.

« When posting to equipment accounts, Sage 100 Contractor requires you to create equipment costs.

Starting Balance: Displays the account balance at the beginning of the fiscal year, and that balance does not
change by posting transactions to period zero.

Beginning Balance: Displays the account balance at the beginning of the fiscal year. The beginning balance
is adjusted to reflect any postings made to period zero. Temporary accounts start with a $0 balance, and
permanent accounts carry forward the ending balance from the prior fiscal year.

Ending Balance: Displays the ending balance as it appears in period 12 for permanent accounts. It is
important to note that with temporary accounts, Sage 100 Contractor displays the total of all period balances.
Posting to period 0 changes the beginning balances of the active company, and changes the ending balances
in the archived company.

Caution! Once set up and saved, you cannot delete a chart of accounts, and you cannot edit it after you
have entered a transaction. Call Customer Support or your business partner if you need more information.

About account ranges

You can set up the ranges for the ledger accounts. The Account Range boxes determine the overall range of
accounts for the entire chart of accounts. If you are creating a chart of accounts manually, indicate the lowest
and highest account numbers in the range. Then set the individual accounts ranges within the chart of
accounts. The range for a chart of accounts usually begins with one (100, 1000, or 10,000) and ends with eight
(800, 8000, or 80,000). You can create ledger accounts that use up to ten digits. The range of the largest chart
of accounts that you can create is 1,000,000,000 to 9,999,999,999.

When an account is set up, its account number cannot exceed the range limit. Suppose the Current
Liabilities range of accounts is from 200 to 249. You cannot create a current liability using an account number
below 200 or above 249.

Note: You cannot use decimals in the account numbers.

Designating ledger accounts to accept departments

After you determine that your company is going to use departments to track income and expenses, you must
designate which ledger accounts will accept departments.

Important! Before you create departments, you must designate ledger accounts to accept departments.
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To designate ledger accounts to accept departments:

1 Open 1-7 General Ledger Accounts.

2 Open the account that you want to designate to accept departments.

3 Inthe Subsidiary box drop-down menu, select 2-Departments and then click Save.

4 Repeat steps 1 through 3 to designate other accounts.

About controlling accounts

A controlling account is a ledger account in the general ledger that summarizes the balances for a group of
similar subsidiary accounts. With specific, dedicated controlling accounts, the program uses the accounts
you designate to automatically post certain transactions to the correct ledger accounts.

When you select a pre-built chart of accounts, Sage 100 Contractor assigns the account numbers to the
ledger accounts. You can change the account numbers during setup; each account number must fall within
the correct range.

Under Controlling Accounts, Sage 100 Contractor uses the accounts you designate to automatically post
certain transactions to the correct ledger accounts. For example, when you post a receivable invoice, you do
not need to supply the accounts receivable ledger account. After posting a transaction to the general ledger,
Sage 100 Contractor locks the account numbers for the accounts under Controlling Accounts. The account
numbers will appear shaded.

You can change the account numbers on the Receivables, Payables, Equipment, and Inventory tabs
whether or not you have posted transactions. If you change the account number on the Receivables,
Payables or Equipment tabs, you will have to move the balances to the new account through a journal
transaction.

Working with Subsidiary Accounts

Using subsidiary accounts, you can arrange financial information into related categories under a single ledger
account, providing quick access to specific information. A ledger account that uses subsidiary accounts is
known as the controlling account. You use subsidiary accounts primarily with asset and liability accounts, but
you can also use subsidiary accounts with income and expense accounts.

Note: You cannot create subsidiary accounts for cash accounts.

Suppose that you want to track telephone expenses. You can split the telephone account into subsidiary
accounts such as Basic Service, Long Distance, Cellular, and Paging. The Telephone ledger account
then provides you with the overall expenses as well as a breakdown of the expenses by the subsidiary
accounts.

Sage 100 Contractor automatically sets up subsidiary accounts for accounts receivable, accounts payable,
and service receivables using the job, vendor, and client numbers as the subsidiary account numbers.
However, Sage 100 Contractor does not provide access to these subsidiary accounts through the Ledger
Accounts window because you can view the subsidiary account balances in the Job, Vendor, and Client
windows. Sage 100 Contractor also sets up subsidiary accounts for Equipment Assets, Equipment
Depreciation, and Equipment Loans using the equipment numbers as the subsidiary account numbers.
Similarly, you view the subsidiary account balances for equipment in the Equipment window.
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Setting up subsidiary accounts takes careful planning. Like ledger accounts, you cannot change the
subsidiary account number after posting a transaction to a subsidiary account. It is important to note that you
can always add subsidiary accounts to an existing controlling account.

You cannot make a ledger account into a controlling account if that ledger account that has had any activity or
carried a balance. You can, however, create a new controlling account, set up subsidiary accounts, and
transfer the balance from the ledger account into the subsidiary accounts of the new controlling account.

Creating subaccounts automatically

Subaccounts can be created automatically when you create and save a job in the 3-5 Jobs (Accounts
Receivable)window, when the job is specified for WIP posting. This will create the subaccounts with the
same job number and name as the job.

To allow for the generation of subaccounts from 3-5 Jobs for any given general ledger account, you must
specify for each general ledger account that you want to activate this feature.

To set up automatic subaccount generation

Open 1-7 General Ledger Accounts.

Using the data control, select or specify the ledger account.

In the Subsidiary list, click 1-Subaccounts.

Select Job# as Subaccount#.

Repeat steps 2—3 for all general ledger accounts that you want to activate this feature for.

Open 3-5 Jobs (Accounts Receivable).

Using the data control, select or create the job.

Complete any necessary data.
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Select Post expenses to WIP asset account.
10 On the File menu, click Save.

11 A prompt appears listing all the general ledger accounts that you designated as controlling accounts. You
have the option of automatically creating subaccounts under each of the displayed accounts.

12 Select OK.

Tip: When creating subaccounts, either manually or automatically, it is critical to plan wisely before you
make your designations.

To view subsidiary accounts

1 Open 1-7 General Ledger Accounts.
2 Select the ledger account.

3 Click the Subaccount button.

To delete a subaccount:

1 Open 1-7 General Ledger Accounts.
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2 Using the data control, locate the ledger account with the subaccount you want to delete.
3 Ledger accounts with subaccounts display 1 — Subaccounts in the Subsidiary box.
4 From the Edit menu, select Delete Account.

5 On the verify delete message, click Yes.

Transferring balances from ledger accounts to subsidiary accounts

Important! Before you can transfer the balance from a ledger account to a subsidiary account, you must
create the new controlling account and subsidiary accounts or departments.

To transfer balances from a ledger account to a subsidiary account:
1 Open 1-3 Journal Transactions.
2 Inthe Trans# box, enter the transaction number.
3 Inthe Date box, enter the transaction date.
4 Inthe Description box, enter a brief statement about the transaction.
5 Inthe grid, create a line that clears the old ledger account’s balance:
a Inthe Description cell, enter a brief statement about the line item.
b Inthe Account cell, enter the ledger account you want to clear.
¢ Enter the amount in the appropriate Debit Amount cell or Credit Amount cell.

6 Inthe grid, create as many lines as necessary to move the balance into the appropriate subsidiary accounts
under the new controlling account:

a Inthe Description cell, enter a brief statement about the line item.

b Inthe Account cell, enter the controlling account.

¢ Inthe Subaccount cell, enter the subsidiary account you want.

d Enter the amount in the appropriate Debit Amount cell or Credit Amount cell.

7 On the File menu, click Save.

Setting up controlling ledger accounts and subaccounts

Important!

« You cannot create subsidiary accounts for accounts receivable, accounts payable, or equipment.

« If you transfer an account balance to a new controlling account with subsidiary accounts, do not delete
the original ledger account. The original account is necessary to maintain a complete audit trail through
the current fiscal year.

« If departments are set up during the fiscal year, departmental income statements will not include non-
departmentalized transactions.
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To set up a controlling ledger account and subaccounts:
Open 1-7 General Ledger Accounts.

Using the data control, select the ledger account.

In the Subsidiary list, click 1-Subaccounts or 2-Departments.
On the File menu, click Save, and then recall the ledger account.

On the Options menu, click Subaccount.
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In the Subsidiary Accounts window, do the following to manually create a subaccount:
a Inthe data control box, enter the subsidiary account or department number.

b Inthe Short Name box, enter the short name.

¢ Inthe Long Name box, enter the short name.

d Onthe File menu, click Save.

7 Repeat step 6 for each subsidiary account to be located under the controlling account.

« You can automatically create subaccounts for jobs that are using the WIP posting feature.

« To create a new ledger account, enter the account number in the data control box.

Verifying the date and period

When you save a transaction, Sage 100 Contractor can compare the transaction date to the period to ensure
you post to the correct period. If the transaction date does not fall in the correct posting period, Sage 100
Contractor provides a warning, but does not prevent posting the transaction.

To verify the date and period, in the 1-8 General Ledger Setup window, select the Verify Date/Period check
box.

Creating summary accounts

Using summary accounts, you can combine multiple ledgers into a single ledger for generating a financial
report in 2-8 Financial Reports. When you generate a financial report, Sage 100 Contractor looks to the
Summary Account box in each ledger. If Sage 100 Contractor finds an account number, it combines the
balance of that account into the indicated summary account.

Suppose that you have four cash accounts: 1000-General Chequing, 1002-Payroll Chequing, 1011-Petty
Cash, and 1020-Savings. To combine all the cash account balances into the General Chequing ledger
account, enter [1000] in the Summary Account box of the Payroll Chequing, Petty Cash, and Savings
ledger accounts.

You must always use the lowest account number of the ledgers you want to combine. In the above example,
the cash accounts used 1000-General Chequing for the summary account because it had the lowest
account number.

To combine ledger accounts into a summary account:
1 Open 1-7 Ledger Accounts, and select the account.

2 Inthe Summary Account box, enter the ledger account number to which you want to add the current
account balance.
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3 On the File menu, click Save.

Tips:
« TheFinancial Report uses the long name of each account. Before printing the report, you can
change the long name of each summary account to accurately represent the data.

« The Financial Report gives you the ability to produce a single report that combines two or more
companies.

« If you produce summarized reports frequently, create accounts dedicated to this purpose.
Dedicated summary accounts eliminate the need to rename summary accounts each time you
produce a report.

Adding ledger accounts to an existing account structure

When you first set up your account structure, you would typically use the pre-build chart of accounts. The pre-
build chart of accounts may not have all the accounts that you need for your business needs; however, you
can add ledger accounts to the your existing account structure.

To add a ledger account to an existing account structure:
1 Open 1-7 General Ledger Accounts, and click the data control drop-down arrow.

2 Onthe Ledger Accounts window, review the account numbers that are available in the Current
Liabilities range. If you have three business credit cards by three different issuers, determine three
account numbers to use.

3 Close the Ledger Accounts window, and in the data control box, enter a ledger account number.

4 Inthe Short Name and Long Name boxes, type names.
For example, for a bank issued credit card, you could type, “Bank name—VISA.”

5 Press Ctrl+S or File > Save.

Deleting ledger accounts

You cannot delete an account if it has a balance or any activity during the fiscal year.
To delete a ledger account:

1 Open 1-7 General Ledger Accounts.

2 Using the data control, select the ledger account number.

3 On the Edit menu, click Delete Account.

1-8 General Ledger Setup

One of the first tasks when creating a new company in Sage 100 Contractor is to set up the general ledger
structure. When you select a pre-built ledger, Sage 100 Contractor creates the ledger accounts for you.

You can also set up the general ledger manually. If you choose to enter the account ranges, controlling
accounts, and posting accounts manually, Sage 100 Contractor will not create the ledger accounts. You will
then need to create each ledger account in the 1-7 General Ledger Accounts window.
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Note: Unless you have prior experience setting up general ledgers, it is a good idea to choose a pre-built
chart of accounts.

Accounting setup considerations

Before you begin to set up your general ledger and other parts of accounting, there are several things that you
should consider. For example, what is your startup date? It is going to take days and perhaps a couple of
weeks to set up your company, so you need to have a startup date for your company in Sage 100 Contractor.
You also must know your company’s fiscal year-end. In addition, you’ll need to consider the amount of
information that you plan to bring into Sage 100 Contractor and its level of detail.

Here is a list of suggested information:

« Balance sheet and income statement as of now. If it's currently mid-year, you have to merge the
income statement from Sage 100 Contractor with the prior system for year-to-date reporting.

- Balance sheet as of beginning of fiscal year and year-to-date activity as of Sage 100
Contractor start date. You do not need month-by-month income statements, and you do not need
prior year history.

« Balance sheet as of the beginning of the fiscal year and activity for each month. You do not
need details. All detailed information must come from your prior system.

« Balance sheet as of beginning of fiscal year and all transactions. Starting up your accounting
this way requires a lot of work unless only a few hundred entries need to be made.

In addition, you need the following information:

« A chart of accounts

« Listing of open accounts payable invoices

« Listing of accounts receivable invoices (including fully paid) for jobs that are in progress
« Jobinformation: names, clients, and addresses

« Contract amounts

« Payroll information regarding employee balances, unions, company deductions, local taxes, and so
forth.

Caution! Once you have set up and saved a chart of accounts, you cannot delete it, and you cannot edit
it after you have entered a transaction. Call Customer Support or your business partner if you need more
information.

Pre-built chart of accounts

When you select the pre-built chart of accounts, Sage 100 Contractor automatically sets up the account
ranges, controlling account numbers, posting account numbers, and then creates the ledger accounts. You
can then modify the ledger setup to meet your particular needs. However, you will then need to edit the ledger
accounts to match any changes made in the 1-8 General Ledger Setup window.

You can select from four different pre-built charts of accounts:
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« General Contractor Accounts (Four-Digit or Five-Digit)
« Subcontractor Accounts (Four-Digit or Five-Digit)
« Home Builder Accounts

« Remodeler Accounts

After setting up the chart of accounts, you can edit account numbers, delete unnecessary accounts, and set
up controlling accounts for subsidiary accounts or departments in the 1-7 Ledger Accounts window. If you
change a controlling or posting account number in 1-8 General Ledger Setup, you must also change the
ledger account number.

Caution! Once you have set up and saved a chart of accounts, you cannot delete it, and you cannot edit
it after you have entered a transaction. Call Customer Support or your business partner if you need more
information.

Selecting pre-built general ledger structure

When you create a new company in Sage 100 Contractor, you must set up a minimum number of items in
addition to selecting a chart of accounts. You must also set program defaults for the following:

« Date forthe Fiscal Year End.
« Set the Current Period, which is the program default posting period.

« Select aninventory Valuation Method (if you have the Inventory add-on module).

Important! When you create a new company and set up accounting, you must set the program default
Current Period. After that initial setup, you can only change the Current Period using 1-6 Period/Fiscal
Year Management > Change Period.

To select a pre-built general ledger structure:
1 Open 1-8 General Ledger Setup.
2 Onthe Options menu, select one of the four pre-built chart of accounts.

3 Modify the account ranges.

Important! You must make any changes to the account structure or to ledger accounts before posting
transactions to the general ledger.

4 Inthe Fiscal Year End box, enter the date of the fiscal year-end.

5 Do one of the following:

« Tobegin entering transactions for the current fiscal year, enter the number of the current period in the
Current Period box.

« Toenter afew startup transactions, set the current period in the Current Period box. You can change
the period in the window of entry for individual transaction records without changing the programs
default for the current posting period.
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« Toenter alarge number of startup transactions, type 0 in the Current Period box. Then after entering
the startup transactions, enter the current accounting period in the Current Period box using 1-6
Period/Fiscal Year Management.

6 On the File menu, click Save.

Tip: After selecting an account structure, print the entire chart of accounts from 2-7 Chart of Accounts.
Review the accounts and determine which accounts you want to edit or delete before you enter any
transactions.

About posting periods

Based on the fiscal year-end date in the 1-8 General Ledger Setup window, Sage 100 Contractor determines
the current default posting period, which is used program-wide. The Current Period in 1-8 General Ledger
Setup corresponds to the Change Period in 1-6 Period/Fiscal Year Management > Change Period.

Note: When you create a new company, you must set the program default Current Period. After the
initial setup, you can only change the Current Period using 1-6 Period/Fiscal Year Management >
Change Period. When you create a new company from existing company data, the new company's
default posting period is set to the same posting period as the existing company. If you want to change the
default posting period, you can only change it using 1-6 Period/Fiscal Year Management > Change
Period.

In any accounting transactions window, such as 4-2 Payable Invoice/Credits, you can, if necessary, post
individual transaction records to a different posting period. The following bullet points describe some of the
features related to posting periods:

Accounting transaction windows contain a Change the posting period button that displays the posting
period to which you are posting transactions. By changing the posting period, you can post transactions to the
specified period until you change the period again or close the window. When the window opens again, the
posting period is set to the current default posting period.

Users at different workstations can work in the same window and post to different periods. For example, while
Andy and Melissa are entering invoices in the Accounts Payable Invoices window, Andy finds a few
invoices that need posting to a previous period. While Melissa continues entering invoices in the current fiscal
period, Andy can change the fiscal period and enter those invoices.

When you change the posting period to something other than the default current posting period, Sage 100
Contractor changes the color of the Posting Period button to yellow.

At the end of the period, open 1-6 Period/Fiscal Year Management > Change Period and advance the
current default posting period to the next one.

When advancing to the next posting period, the program performs a complete audit of the books. If you
discover audit errors, you can view them and possibly repair the ledger balances at that time rather than at the
end of the fiscal year.
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Important! We strongly recommend that you recalculate balances to repair discrepancies if they are
discovered during audits at the end of each posting period. Repairing audit errors as you advance to the
next posting period is much more efficient than waiting until the year-end close to repair a year’s worth of
audit errors.

You can restrict users from posting transactions to previous or future periods.

If you have an archive from the previous year, you can simultaneously post transactions to period 0 of the
current year and period 12 in the archive.

When using Sage 100 Contractor across a network, changing the current period using 1-6 Period/Fiscal Year
Management > Change Period affects all workstations that access Sage 100 Contractor.

About starting balances

You can enter the starting balances for asset and liability accounts by posting a journal transaction—usually
to period zero. As journal transactions can contain up to 999 lines, it is possible to enter most starting
balances in a single journal transaction. Enter each account balance on a separate line.

Larger companies may not be able to enter the balances in one transaction. If you need to enter two journal
transactions, use a clearing account to create a balanced entry.

At the end of the first transaction, enter the clearing account number and the amount necessary to balance the
transaction. In the second journal transaction, finish entering the starting balances. Then at the end of the
second transaction, enter the clearing account number and the amount necessary to balance the transaction.
After you complete the entry of the starting balances, the clearing account returns to a zero balance.

To enter starting balances

Open 1-3 Journal Transactions.

On the Edit menu, click Period, and then select period 0.

In the Trans# box, enter the transaction number.

In the Date box, enter the transaction date.

In the Description box, type Starting balances.

In the Status list, click 1-Open.
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In the grid, do the following:

a Inthe Description cell, enter a brief statement about the line item.

b Inthe Account cell, enter the ledger account you want.

¢ Inthe Subaccount cell, enter the subsidiary account you want.

d Enter the amount in the appropriate Debit Amount cell or Credit Amount cell.
8 Repeat step 7 for each account.

9 Onthe File menu, click Save.
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Methods for entering financial activity for the current year

After you have entered the starting balances, enter the net activity of the ledger accounts for the current year.
It is important to note that you cannot directly enter the startup balances for the dedicated ledger accounts:
Accounts Receivable, Accounts Payable, Service Receivables, and Inventory.

You can choose from four methods for entering the net activity. Entering the current activity for ledger
accounts is nearly identical to entering the starting balances. Remember to adjust the posting period as
necessary, and provide a description of what is reflected in the period balances.

Each successive method provides more detail for reports than the previous method and requires more time to
enter data. Read each of the methods thoroughly before deciding which to use. Except where noted, you must
first enter the starting balances of all the ledger accounts.

Method 1

When you post the starting balances, include all the period activity in the beginning balance. Post a single
journal transaction to the period before the current posting period. Suppose you are setting up a new company
during period 2. The net activity for period 1 is added to the starting balances. In the journal transaction, enter
the total for each ledger account (beginning balance + period one net activity) and post the transaction to the
end of period 1.

Method 1 is best suited for use near the start of a fiscal year. The method does not include the entry of
historical information. It is not recommended for use during the middle of the fiscal year.

Method 2

Post the starting balances to period O; then post a journal transaction that contains the net activity for each
ledger account during the current fiscal year. Post the transaction to the period before the current posting
period. Suppose you are setting up during period 7. Create a journal transaction that contains the net activity
for each account through the end of period 6. Then post the journal transaction to the end of period 6.

Method 2 provides data for a Year-to-Date Income Statement, and lets you view the entire activity for the
year, but does not provide data for reports in periods before the setup.

When you close the books at the fiscal year-end, the balances roll over to the Last Year column in the Ledger
Accounts window. This method does not set up individual period balances, so the period balances do not
represent the true period activity.

Method 3

Post the starting balances to period O; then in each of the prior periods, post a journal transaction that contains
the net activity of each ledger account for that period. Suppose you are setting up during period 7. Create and
post a journal transaction that contains the net activity for each account during period 1. Then repeat the
process for periods 2 through 6.

Method 3 provides accurate period balances. Each account contains its correct period balances for the current
fiscal year. When you close books at the fiscal year-end, the balances roll over to the Last Year column in the
Ledger Accounts window. The ledger accounts therefore reflect the true activity in each period. This method
lets you generate reports that compare data from the previous year to data in the current year.
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Method 4

Post the starting balances to period 0; then enter each transaction for the current year. Method 4 requires a
great deal of work. This method is only practical when no accounting has been posted for the current year, or it
is only a few weeks into the new fiscal year.

About dedicated accounts

Sage 100 Contractor does not let you post journal transactions directly to the Accounts Receivable,
Accounts Payable, Service Receivables, or Inventory ledger accounts. You can post to those accounts
only through invoices. Therefore, entering the starting balances is a two-part process.

During the first part of the process, the Accounts Receivable, Accounts Payable, Service Receivables,
and Inventory balances are posted to clearing accounts. Later, the individual open invoices are posted
against the clearing accounts, thereby moving the balances into the proper accounts.

Similarly, you cannot directly post to the Inventory ledger account. Normally, you move inventory into the
accounting system through payable invoices. For startup purposes, however, it is necessary to post a journal
transaction to an Inventory clearing account. Later, the inventory is posted against the clearing account and
allocated to specific inventory locations and parts, thereby moving the balances into the Inventory ledger
account.

In this portion of the setup process, post the starting balances to the clearing accounts. If you are using a pre-
built general ledger structure, Sage 100 Contractor already has the necessary clearing accounts established.
At the fiscal year-end, you can delete the setup clearing accounts, as they are no longer needed.

Important! After posting the invoice and allocations for inventory, your clearing accounts should have a
zero balance. If they do not, review your data to find out why.

About setting up accounts for posting equipment
Direct Equipment: Enter the ledger account to which you are posting equipment expenses attributable to a
job.

When you enter a direct equipment expense in the 5-5 Daily Payroll or 8-4 Equipment Allocation windows,
Sage 100 Contractor posts a debit to the account in the Direct Equipment box, and a credit to the account in
the Equipment Revenue box.

Equipment Repair: Enter the ledger account to which you are posting equipment expenses attributable to
equipment repair or maintenance.

When you enter an equipment expense for repairs or maintenance in the 5-5 Daily Payroll or 8-4 Equipment
Allocation window, Sage 100 Contractor posts a debit to the account in the Equipment Repair box, and a
credit to the account in the Equipment Revenue box.

Equipment Revenue: Enter the ledger account to which you are posting equipment expenses.

When you enter an equipment expense, Sage 100 Contractor always posts the credit to the account in the
Equipment Revenue box.
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About setting up accounts for posting payable invoices

Sage 100 Contractor uses the accounts indicated on the Payables tab in the 1-8 General Ledger Setup
window to post payable invoice transactions.

Workers’ Compensation: Enter the ledger account to which you are posting the charge to subcontractors for
Workers’ Compensation insurance.

Discounts Earned: Enter the ledger account to which you are posting discounts taken on payable invoices.
Freight
WIP Cost Account: Enter the WIP cost account to which you are posting freight costs.

When posting the invoiced costs against a job, Sage 100 Contractor looks at the WIP Posting check box in
the job file. If you selected the WIP Posting check box, Sage 100 Contractor posts freight costs to the
account in the WIP Cost Account box.

Direct Cost Account: Enter the direct cost account to which you are posting freight costs.

When posting the invoiced costs against a job, Sage 100 Contractor looks at the WIP Posting check box in
the job file. If the WIP Posting check box is clear, Sage 100 Contractor posts freight costs to the account in
the Direct Cost Account box.

Overhead Costs Account: Enter the overhead cost account to which you are posting freight costs.

When posting the invoiced costs to overhead (posting the invoice without a job number), Sage 100 Contractor
posts costs to the account in the Overhead Cost Account box.

Note: When posting the invoiced costs against a job, Sage 100 Contractor assigns the total of the freight
costs to the first job cost record.

Variance

Variances in materials costs are posted to the Overhead Costs Account.

Note: Freight costs and the variance in materials costs each appear as separate lines in the journal
transaction.

About setting up accounts for posting receivable invoices
Finance Charges: Enter the ledger account to which you are posting the finance charges.

When printing client statements, you can create the finance charges for overdue invoices. Select the
Calculate Finance Charges check box, and generate the statements. Sage 100 Contractor uses the finance
rate set up in the job record to compute the finance charge and create a separate invoice for the amount.

Discounts Given: Enter the ledger account to which you are posting discounts given to cash receipts.

WIP Payroll: Enter the ledger account to which you are posting WIP payroll.
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When posting the invoiced costs against a job, Sage 100 Contractor looks at the WIP Posting check box in
the job file. If you selected the WIP Posting check box, Sage 100 Contractor posts payroll costs to the
account in the WIP Payroll box.

Retained Earnings: Enter the ledger account to which you are posting the net profit when closing the books
at the fiscal year-end.

You can change the account numbers on the Receivables tab regardless of whether you have posted
transactions. If you change the account number, you have to move the balances to the new account through a
journal transaction.

Accounting setup considerations

Before you begin to set up your general ledger and other parts of accounting, there are several things that you
should consider. For example, what is your startup date? It is going to take days and perhaps a couple of
weeks to set up your company, so you need to have a startup date for your company in Sage 100 Contractor.
You also must know your company’s fiscal year-end. In addition, you'll need to consider the amount of
information that you plan to bring into Sage 100 Contractor and its level of detail.

Here is a list of suggested information:

. Balance sheet and income statement as of now: If it's currently mid-year, you have to merge the
income statement from Sage 100 Contractor with the prior system for year-to-date reporting.

« Balance sheet as of beginning of fiscal year and year-to-date activity as of Sage 100
Contractor start date: You do not need month-by-month income statements, and you do not need
prior year history.

« Balance sheet as of the beginning of the fiscal year and activity for each month: You do not
need details. All detailed information must come from your prior system.

- Balance sheet as of beginning of fiscal year and all transactions: Starting up your accounting
this way requires a lot of work unless only a few hundred entries need to be made.

In addition, you need the following information:

« A chart of accounts

« Listing of open accounts payable invoices

« Listing of accounts receivable invoices (including fully paid) for jobs that are in progress
« Jobinformation: names, clients, and addresses

« Contract amounts

« Payroll information regarding employee balances, unions, company deductions, local taxes, and so
forth.

Caution! Once set up and saved, you cannot delete a chart of accounts, and you cannot edit it after you
have entered a transaction. Call Customer Support or your business partner if you need more information.
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About general ledger setup

One of the first tasks when creating a new company in Sage 100 Contractor is to set up the general ledger
structure. When you select a pre-built ledger, Sage 100 Contractor creates the ledger accounts for you.

You can also set up the general ledger manually. If you choose to enter the account ranges, controlling
accounts, and posting accounts manually, Sage 100 Contractor will not create the ledger accounts. You will
then need to create each ledger account in the 1-7 General Ledger Accounts window.

Caution! Once set up and saved, you cannot delete a chart of accounts, and you cannot edit it after you
have entered a transaction. Call Customer Support or your business partner if you need more information.

Note: Unless you have prior experience setting up general ledgers, it is a good idea to choose a pre-built
chart of accounts.

Pre-built chart of accounts

When you select the pre-built chart of accounts, Sage 100 Contractor automatically sets up the account
ranges, controlling account numbers, posting account numbers, and then creates the ledger accounts. You
can then modify the ledger setup to meet your particular needs. However, you will then need to edit the ledger
accounts to match any changes made in the 1-8 General Ledger Setup window.

You can select from four different pre-built charts of accounts:

« General Contractor Accounts (Four-Digit or Five-Digit)
o Subcontractor Accounts (Four-Digit or Five-Digit)
« Home Builder Accounts

« Remodeler Accounts

After setting up the chart of accounts, you can edit account numbers, delete unnecessary accounts, and set
up controlling accounts for subsidiary accounts or departments in the 1-7 Ledger Accounts window. If you
change a controlling or posting account number in 1-8 General Ledger Setup, you must also change the
ledger account number.

Caution! You cannot delete a chart of accounts after you set it up and save it, and you cannot edit it after
you have entered a transaction. Call Customer Support or your business partner if you need more
information.

About posting periods
Use the Posting Period window to select the period where you want to post your transactions.

In any accounting transactions window, such as 4-2 Payable Invoice/Credits, you can post individual
transaction records to a different posting period. For example, if you need to post a transaction to period 1 of a
new fiscal year, but you are still currently in period 12 of the current fiscal year, use this window to post the
transaction to period 1 of the new fiscal year.
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Note: If youwant to change the default posting period for all transactions, you can only change it using 1-
6 Period and Fiscal Year Management > Change Period.

Period 1 of the next fiscal year becomes available only after you advance your current fiscal period to period
12. Advance your current period to period 1 to make periods 2 through 12 available for the next fiscal year.

To use Posting Period:

Select the period to which you want to post transactions and click [Select].

Important Posting Period features

The following bullet points describe some of the features related to posting periods:

= Accounting transaction windows contain a Change the posting period button that displays the posting
period to which you are posting transactions. By changing the posting period, you can post transactions to
the specified period until you change the period again or close the window. When the window opens again,
the posting period is set to the current default posting period.

= Users at different workstations can work in the same window and post to different periods. For example,
while Andy and Melissa are entering invoices in the Accounts Payable Invoices window, Andy finds a few
invoices that need posting to a previous period. While Melissa continues entering invoices in the current
fiscal period, Andy can change the fiscal period and enter those invoices.

= When you change the posting period to something other than the default current posting period, Sage 100
Contractor changes the color of the Posting Period button to yellow.

= At the end of the period, open 1-6 Period and Fiscal Year Management > Change Period and advance
the current default posting period to the next one.

= When advancing to the next posting period, the program performs a complete audit of the books. If you
discover audit errors, you can view them and possibly repair the ledger balances at that time rather than at
the end of the fiscal year.

Important! We strongly recommend that you recalculate balances to repair discrepancies if they are
discovered during audits at the end of each posting period. Repairing audit errors as you advance to the
next posting period is much more efficient than waiting until year-end to repair a year's worth of audit
errors.

= You can restrict users from posting transactions to previous or future periods.

= If you have an archive from a previous year, you can post transactions to the archive; however, you must
open the archive company first. Sage 100 Contractor does not post entries simultaneously to period 12 of
an archive company and period 0 of the current company.

= When using Sage 100 Contractor across a network, changing the current period using 1-6 Period and
Fiscal Year Management > Change Period affects all workstations that access Sage 100 Contractor.

Selecting pre-built general ledger structure

When you create a new company in Sage 100 Contractor, you must set up a minimum number of items in
addition to selecting a chart of accounts. You must also set program defaults for the following:
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« Date forthe Fiscal Year End.
« Set the Current Period, which is the program default posting period.

« Select aninventory Valuation Method (if you have the Inventory add-on module).

Important! When you create a new company and set up accounting, you must set the program default
Current Period. After that initial setup, you can only change the Current Period using 1-6 Period/Fiscal
Year Management > Change Period.

To select a pre-built general ledger structure:
1 Open 1-8 General Ledger Setup.
2 Onthe Options menu, select one of the four pre-built chart of accounts.

3 Modify the account ranges.

Important! You must make any changes to the account structure or to ledger accounts before posting
transactions to the general ledger.

4 Inthe Fiscal Year End box, enter the date of the fiscal year-end.

5 Do one of the following:

« Tobegin entering transactions for the current fiscal year, enter the number of the current period in the
Current Period box.

« Toenter afew startup transactions, set the current period in the Current Period box. You can change
the period in the window of entry for individual transaction records without changing the programs
default for the current posting period.

« Toenter alarge number of startup transactions, type 0 in the Current Period box. Then after entering
the startup transactions, enter the current accounting period in the Current Period box using 1-6
Period/Fiscal Year Management.

6 On the File menu, click Save.

Tip: After selecting an account structure, print the entire chart of accounts from 2-7 Chart of Accounts.
Review the accounts and determine which accounts you want to edit or delete before you enter any
transactions.

About starting balances

You can enter the starting balances for asset and liability accounts by posting a journal transaction—usually
to period zero. As journal transactions can contain up to 999 lines, it is possible to enter most starting
balances in a single journal transaction. Enter each account balance on a separate line.

Larger companies may not be able to enter the balances in one transaction. If you need to enter two journal
transactions, use a clearing account to create a balanced entry.

At the end of the first transaction, enter the clearing account number and the amount necessary to balance the
transaction. In the second journal transaction, finish entering the starting balances. Then at the end of the
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second transaction, enter the clearing account number and the amount necessary to balance the transaction.
After you complete the entry of the starting balances, the clearing account returns to a zero balance.

About dedicated accounts

Sage 100 Contractor does not let you post journal transactions directly to the Accounts Receivable,
Accounts Payable, Service Receivables, or Inventory ledger accounts; you can only post to those
accounts through invoices. Therefore, entering the starting balances is a two-part process.

During the first part of the process, the Accounts Receivable, Accounts Payable, Service Receivables,
and Inventory balances are posted to clearing accounts. Later, the individual open invoices are posted
against the clearing accounts, thereby moving the balances into the proper accounts.

Similarly, you cannot directly post to the Inventory ledger account. Normally, you move inventory into the
accounting system through payable invoices. For startup purposes, however, it is necessary to post a journal
transaction to an Inventory clearing account. Later, the inventory is posted against the clearing account and
allocated to specific inventory locations and parts, thereby moving the balances into the Inventory ledger
account.

In this portion of the setup process, post the starting balances to the clearing accounts. If you are using a pre-
built general ledger structure, Sage 100 Contractor already has the necessary clearing accounts established.
At the fiscal year-end, you can delete the setup clearing accounts, as they are no longer needed.

Important! After posting the invoice and allocations for inventory, your clearing accounts should have a
zero balance. If not, review your data to find out why.

Entering starting balances

To enter starting balances:

Open 1-3 Journal Transactions.

On the Edit menu, click Period. Select period 0.
In the Trans# box, enter the transaction number.
In the Date box, enter the transaction date.

In the Description box, type Starting balances.

In the Status list, click 1-Open.

N O a0 A WODN =

In the grid, do the following:

a Inthe Description cell, enter a brief statement about the line item.

b Inthe Account cell, enter the ledger account you want.

¢ Inthe Subaccount cell, enter the subsidiary account you want.

d Enter the amount in the appropriate Debit Amount cell or Credit Amount cell.
8 Repeat step 7 for each account.

9 Onthe File menu, click Save.
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Methods for entering financial activity for the current year

After you have entered the starting balances, enter the net activity of the ledger accounts for the current year.
It is important to note that you cannot directly enter the startup balances for the dedicated ledger accounts:
Accounts Receivable, Accounts Payable, Service Receivables, and Inventory.

You can choose from four methods for entering the net activity. Entering the current activity for ledger
accounts is nearly identical to entering the starting balances. Remember to adjust the posting period as
necessary, and provide a description of what is reflected in the period balances.

Each successive method provides more detail for reports than the previous method and requires more time to
enter data. Read each of the methods thoroughly before deciding which to use. Except where noted, you must
first enter the starting balances of all the ledger accounts.

Method 1

When you post the starting balances, include all the period activity in the beginning balance. Post a single
journal transaction to the period before the current posting period. Suppose you are setting up a new company
during period 2. The net activity for period 1 is added to the starting balances. In the journal transaction, enter
the total for each ledger account (beginning balance + period one net activity) and post the transaction to the
end of period 1.

Method 1 is best suited for use near the start of a fiscal year. The method does not include the entry of
historical information. It is not recommended for use during the middle of the fiscal year.

Method 2

Post the starting balances to period O; then post a journal transaction that contains the net activity for each
ledger account during the current fiscal year. Post the transaction to the period before the current posting
period. Suppose you are setting up during period 7. Create a journal transaction that contains the net activity
for each account through the end of period 6. Then post the journal transaction to the end of period 6.

Method 2 provides data for a Year-to-Date Income Statement, and lets you view the entire activity for the
year, but does not provide data for reports in periods before the setup.

When you close the books at the fiscal year-end, the balances roll over to the Last Year column in the Ledger
Accounts window. This method does not set up individual period balances, so the period balances do not
represent the true period activity.

Method 3

Post the starting balances to period O; then in each of the prior periods, post a journal transaction that contains
the net activity of each ledger account for that period. Suppose you are setting up during period 7. Create and
post a journal transaction that contains the net activity for each account during period 1. Then repeat the
process for periods 2 through 6.

Method 3 provides accurate period balances. Each account contains its correct period balances for the current
fiscal year. When you close books at the fiscal year-end, the balances roll over to the Last Year column in the
Ledger Accounts window. The ledger accounts therefore reflect the true activity in each period. This method
lets you generate reports that compare data from the previous year to data in the current year.
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Method 4

Post the starting balances to period 0; then enter each transaction for the current year. Method 4 requires a
great deal of work. This method is only practical when no accounting has been posted for the current year, or it
is only a few weeks into the new fiscal year.

Creating ledger accounts

To create a ledger account:

1 Open 1-7 General Ledger Accounts.

2 Inthe data control box, enter the ledger account number.

3 Inthe Short Name box, enter a brief description of the ledger account.

4 If an account uses departments or subsidiary accounts, the departments or subsidiary accounts must be
set up before posting transactions. In the Subsidiary list, click 1-Subaccounts or 2-Departments.

5 On the File menu, click Save.

Tip: Summary accounts let you combine ledger accounts for reports.

About setting up accounts for posting equipment

Direct Equipment: Enter the ledger account to which you are posting equipment expenses attributable to a
job.

When you enter a direct equipment expense in the 5-5 Daily Payroll or 8-4 Equipment Allocation windows,
Sage 100 Contractor posts a debit to the account in the Direct Equipment box, and a credit to the account in
the Equipment Revenue box.

Equipment Repair: Enter the ledger account to which you are posting equipment expenses attributable to
equipment repair or maintenance.

When you enter an equipment expense for repairs or maintenance in the 5-5 Daily Payroll or 8-4 Equipment
Allocation window, Sage 100 Contractor posts a debit to the account in the Equipment Repair box, and a
credit to the account in the Equipment Revenue box.

Equipment Revenue: Enter the ledger account to which you are posting equipment expenses.

When you enter an equipment expense, Sage 100 Contractor always posts the credit to the account in the
Equipment Revenue box.

About setting up accounts for posting payable invoices

Sage 100 Contractor uses the accounts indicated on the Payables tab in the 1-8 General Ledger Setup
window to post payable invoice transactions.

Workers’ Compensation: Enter the ledger account to which you are posting the charge to subcontractors for
Workers’ Compensation insurance.

Discounts Earned: Enter the ledger account to which you are posting discounts taken on payable invoices.
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Freight
WIP Cost Account: Enter the WIP cost account to which you are posting freight costs.

When posting the invoiced costs against a job, Sage 100 Contractor looks at the WIP Posting check box in
the job file. If you selected the WIP Posting check box, Sage 100 Contractor posts freight costs to the
account in the WIP Cost Account box.

Direct Cost Account: Enter the direct cost account to which you are posting freight costs.

When posting the invoiced costs against a job, Sage 100 Contractor looks at the WIP Posting check box in
the job file. If the WIP Posting check box is clear, Sage 100 Contractor posts freight costs to the account in
the Direct Cost Account box.

Overhead Costs Account: Enter the overhead cost account to which you are posting freight costs.

When posting the invoiced costs to overhead (posting the invoice without a job number), Sage 100 Contractor
posts costs to the account in the Overhead Cost Account box.

Note: When posting the invoiced costs against a job, Sage 100 Contractor assigns the total of the freight
costs to the first job cost record.

Variance

Variances in materials costs are posted to the Overhead Costs Account.

Note: Freight costs and the variance in materials costs each appear as separate lines in the journal
transaction.

About setting up accounts for posting receivable invoices
Finance Charges: Enter the ledger account to which you are posting the finance charges.

When printing client statements, you can create the finance charges for overdue invoices. Select the
Calculate Finance Charges check box, and generate the statements. Sage 100 Contractor uses the finance
rate set up in the job record to compute the finance charge and create a separate invoice for the amount.

Discounts Given: Enter the ledger account to which you are posting discounts given to cash receipts.
WIP Payroll: Enter the ledger account to which you are posting WIP payroll.

When posting the invoiced costs against a job, Sage 100 Contractor looks at the WIP Posting check box in
the job file. If you selected the WIP Posting check box, Sage 100 Contractor posts payroll costs to the
account in the WIP Payroll box.

Retained Earnings: Enter the ledger account to which you are posting the net profit when closing the books
at the fiscal year-end.

You can change the account numbers on the Receivables tab regardless of whether you have posted
transactions. If you change the account number, you have to move the balances to the new account through a
journal transaction.
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About 2-8 Financial Reports

A Financial Report gives you the ability to summarize ledger accounts and consolidate company books into
a single cohesive report (combined financial) that combines an income statement with a balance sheet for
presentation to financial institutions.

You can combine ledger account balances together under a summary account. The summary account
provides you with a means of combining many similar accounts under a single heading.

Important! You can consolidate company books into a single financial report only if all the data is on the
same network drive.

Note: To consolidate the company books, Sage 100 Contractor combines the general ledgers based on
the account numbering structures. It is important that the different companies use the same ledger
structures; otherwise, the combined financial data is meaningless.

Printing Financial Reports

To print a financial report:

1 Open 2-8 Financial Reports.

2 Inthe Period box, enter the fiscal period.
3 Click the Print Records button.

4 Inthe Combine Companies dialog box, select the companies you want to combine by clicking on the
check boxes, and click OK.

5 Sage 100 Contractor prints your report automatically.

1-9 Company Departments

Company departments help organize income and expense data and provide a means to evaluate the profit and
loss for a company. Departments and subsidiary accounts both arrange data in meaningful ways, but with a
significant difference in how the data is used. While a single controlling account uses a set of subsidiary
accounts tailored to the controlling account, income and expense controlling accounts share departments.

With departments in place, you can analyze your income and expenses. For example, to determine which
departments are profitable, you can generate a departmental income statement. You can also view a
department balance for either all ledger accounts or for a specific ledger account.

After you set up the controlling accounts and create your list of departments, you can add the departments to
the controlling accounts. Because Sage 100 Contractor simultaneously updates departments to all controlling
accounts, you can add departments, or change the department names or numbering structure at any time.

Important! Before you create departments, you must designate ledger accounts to accept departments.

You cannot transform a ledger account into a controlling account if that ledger account has had any activity or
carries a balance. The ideal time to create departments is at the start of a new fiscal year after all account
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balances have been cleared. If necessary, however, you can create departments for a ledger account in the
middle of the fiscal year. To do this, create a new controlling account to handle departments, and transfer the
balance from the ledger account into the departments in the new controlling account.

Departments and subsidiary accounts both provide tools to evaluate the profit and loss for companies. Both
arrange data in meaningful ways; however, there are significant differences in how the data is used. A single
controlling account uses a set of subsidiary accounts tailored to the controlling account. In contrast, income
and expense controlling accounts share the same set of departments, and each controlling account that uses
departments has the same set of subsidiary accounts.

Creating departments

Important! Before you create departments, you must designate ledger accounts to accept departments.

To create a department

1 Open 1-9 Company Departments.

2 Inthe Department# box, enter the department number.

3 Inthe Department Name box, enter a description of the department.
4 Repeat steps 2—3 for each department.

5 On the File menu, click Save.

To assign departments
1 Open 1-9 Company Departments.

2 Onthe menu bar, click Update Accounts.

Tip: If aledger account is not set up to use departments, Sage 100 Contractor does not create any
departments for that ledger account.

About Company Departments

Company departments help organize income and expense data and provide a means to evaluate the profit and
loss for a company. Departments and subsidiary accounts both arrange data in meaningful ways, but with a
significant difference in how the data is used. While a single controlling account uses a set of subsidiary
accounts tailored to the controlling account, income and expense controlling accounts share departments.

With departments in place, you can analyze your income and expenses. For example, to determine which
departments are profitable, you can generate a departmental income statement. You can also view a
department balance for either all ledger accounts or for a specific ledger account.

After you set up the controlling accounts and create your list of departments, you can add the departments to
the controlling accounts. Because Sage 100 Contractor simultaneously updates departments to all controlling
accounts, you can add departments, or change the department names or numbering structure at any time.

Important! Before you create departments, you must designate ledger accounts to accept departments.
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You cannot transform a ledger account into a controlling account if that ledger account has had any activity or
carries a balance. The ideal time to create departments is at the start of a new fiscal year after all account
balances have been cleared. If necessary, however, you can create departments for a ledger account in the
middle of the fiscal year. To do this, create a new controlling account to handle departments, and transfer the
balance from the ledger account into the departments in the new controlling account.

Departments and subsidiary accounts both provide tools to evaluate the profit and loss for companies. Both
arrange data in meaningful ways; however, there are significant differences in how the data is used. A single
controlling account uses a set of subsidiary accounts tailored to the controlling account. In contrast, income
and expense controlling accounts share the same set of departments, and each controlling account that uses
departments has the same set of subsidiary accounts.

Creating departments

Important! Before you create departments, you must designate ledger accounts to accept departments.

To create a department:

1 Open 1-9 Company Departments.

2 Inthe Department# box, enter the department number.

3 Inthe Department Name box, enter a description of the department.
4 Repeat steps 2-3 for each department.

5 Onthe File menu, click Save.

Assigning departments

To assign departments:
1 Open 1-9 Company Departments.

2 Onthe menu bar, click Update Accounts.

Tip: If aledger account is not set up to use departments, Sage 100 Contractor does not create any
departments for that ledger account.
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Chapter 2: Accounting Reports

Working with Accounting Reports

Sage 100 Contractor provides the 2-Accounting Reports module for important reports that are more general
in scope for the purpose of reporting on your company as a whole. There are other reports in other Sage 100
Contractor modules, but they tend to be more focused on certain areas. For example, in 2-Accounting
Reports, you'll find 2-2 Balance Sheet and 2-3 Income Statement. If you need more detail, in 6-Project
Management, you'll find such reports as 6-1-1 Job Status Report and 6-1-8 Bonding Report.

For a listing of all the other reports available in Sage 100 Contractor, see Appendix B, Sage 100 Contractor

Reports.

2-1 Trial Balance Reports

Report Name
21—Trial Balance

31—Trial Balance~Working

2-2 Balance Sheet Reports

Report Name
21—Balance Sheet

31—Balance Sheet~This Year/Last Year Comparison

2-3 Income Statement Reports

Report Name

21—Income Statement

31—Income Statement~Period and YTD

32—Income Statement~This Year/Last Year Comparison
33—Income Statement~Actual/Budget Comparison

34—Income Statement~All Periods
For details about printing this report on legal-sized paper, see
the note in the Help topic, About report printing.

41—Dept. Income Statement

51—Dept. Income Statement~Period/Year

Locked
Yes

Yes

Locked
Yes

Yes

Locked
Yes
Yes
Yes

Yes

Yes

Yes

Yes
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Report Name
53—Dept. Income Statement~Actual/Budget Comparison
61—General Ledger Cost Comparison

71—Income Summary~with Subaccount Detail Period
and YTD

2-4 General Ledger Reports

Report Name

21—General Ledger
31—General Ledger~Land
41—General Ledger~Summary
51—Subsidiary Ledger
53—Subsidiary Ledger~Land
61—Subsidiary Summary

2-5 General Journal Reports

Report Name
21—General Journal

31—Journal Summary

2-6 Cheque Register Reports

Report Name

21—Cheque Register~Cheques Only
31—Cheque Register

41—Cheque Register~Deposits Only

2-7 Chart of Accounts Reports

Report Name
21—Chart of Accounts
22—Chart of Accounts~with Notes

Locked
Yes

Yes

Yes

Locked
Yes
Yes
Yes
Yes
Yes

Yes

Locked
Yes

Yes

Locked
Yes
Yes

Yes

Locked
No
No
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Report Name Locked
31—Chart of Subsidiary Accounts No
41—Subsidiary Account Balances No

2-8 Financial Reports
Report Name Locked

21—Financial Report Yes

2-9 Statement of Cash Flows Reports

Report Name Locked

21—Statement of Cash Flows Yes
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Working with Accounts Receivable

Using Sage 100 Contractor’s robust accounts receivable system, you can receive payments, customize
invoices, statements, overdue reminders, and more to present your clients with professional and personalized
documents. You can also use the sales information in the client database to track customers from initial
contact to job completion.

Sage 100 Contractor provides call sheets and aging reports to improve collection efficiency. For example, you
can produce aging reports at any time, which can reflect the end of any prior fiscal period to match financial
reports for the same period.

The billing options available are contract, progress (custom and generic) unitary, and time and materials
billing, plus loan draws.

Each billing option offers records of prior and current billing application; prior ones are maintained in full detail
so that you can examine earlier transactions for amounts carried forward.

3-1 Receivable Reports

See Appendix B for a complete list of 3-1 Receivable Reports.

3-2 Receivable Invoices & Credits

You use the 3-2 Receivable Invoices/Credits window to enter transactions that affect receivable accounts.
You can create invoices or credit invoices, track holdback, or view a history of payments for a specific
invoice.

You can also create a simple invoice based on the percentage of work completed for the contract. This type of
billing is suitable for subcontractors or small projects.

Overriding sales taxes

The Options menu in the 3-2 Receivable Invoices/Credits window provide the following selections that let
you override the sales taxes calculated for the current invoice:

« Override Sales Tax Rates. When you click this option, a separate window opens where you can enter
a different tax rate for GST, PST, QST, or HST.

« Override Sales Tax Amounts. When you click this option, you can overwrite the tax amounts
calculated in the grid.

Caution! If you select this option, the program will not calculate any taxes for the current invoice.

About receivable invoice status

The status of a receivable record indicates its location in the process.
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Important! You can change the status of records assigned status 1-Open, 2-Review, or 3-Dispute to
another of the first three status settings. However, you cannot assign status 4-Paid or 5-Void.

Status Description
1-Open Indicates a record posted to the general ledger.

5 . Indicates the management or bookkeeping staff should

-Review .
review the record.

3-Dispute | Indicates arecord disputed by the client.

4-Paid Indicates a record paid in full.

5-Void Indicates a void record.

Note: When an invoice or credit is fully paid, Sage 100 Contractor automatically assigns status 4-Paid. If
you void the record, Sage 100 Contractor automatically assigns status 5-Void.

About receivable invoice types

Type Description

Use type 1-Contract when the invoice affects the billing
for the contract.

1-Contract A receivable invoice assigned type 1-Contract increases

the job balance, and a credit invoice with this type reduces
the job balance.

Use type 2-Memo when the invoice does not affect the job
billing for the contract.

For example, when you enter a job deposit as a credit
invoice, assign it 2-Memo so that the credit does not affect

Z:Memo the invoiced to date amount.

You can also use this type with bad debts. Entering a
credit invoice assigned 2-Memo does not reduce the
invoiced to date amount, but clears the debt.

Entering receivable invoices

« You can review the record totals before saving the invoice or credit. On the Options menu, click
Calculate.

« You can provide part numbers on an invoice. Sage 100 Contractor only includes the parts on the
invoice, and does not use the part information elsewhere.

To enter a receivable invoice

1 Open 3-2 Receivable Invoices/Credits.
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2 Do the following:
a Inthe Invoice# text box, enter the invoice number.
In the Date text box, enter the date of the invoice.
In the Job text box, enter the job number.
If the job uses phases, enter the phase number in the Phase text box.

In the Description text box, enter a brief statement about the invoice.

= 0®o o O T

In the Due Date text box, enter the invoice due date.

In the Discount Date text box, enter the due date by which you must receive payment for the client to
receive the discount.

«Q

h Inthe Status list, click the invoice status.

i Inthe Type list, click the invoice type. The contract affects the invoiced balance when Type 1-Contract
is selected. Type 2-Memo does not affect the invoiced balance.

3 Inthe grid, for each item on the invoice:
a Inthe Description cell, enter a brief statement about the item.
b Inthe Quantity cell, enter the quantity of items.
¢ Inthe Price cell, enter the price for a single item.
d Inthe Account cell, enter the ledger account number.
4 Inthe Discount text box, enter the discount for early payment.

5 On the File menu, click Save.

Voiding receivable invoices

If you discover an invoice was entered incorrectly, determine the best method to correct the error. For
example, if the error is in the header information, you can edit the information contained in any of the text
boxes, except in the Job text box, and re-save the record.

When the invoice contains an incorrect job number, ledger account, or amount, void the invoice and then re-
enter it with the correct information. By voiding and re-entering the invoice, you create a clear audit trail.

There are also circumstances when you cannot void the original record. For example, you cannot void a credit
invoice that has been applied in full, or an invoice posted to period 0. Because you cannot void these types of
transactions, it is necessary to enter an adjusting invoice.

Before voiding an invoice, reverse all the payments posted to it. You can then enter the invoice correctly and
reapply the payments.

You can void a receivable invoice with an assigned status of 1-Open, 2-Review, or 3-Dispute.

When voiding an invoice that contains discretionary taxes, Sage 100 Contractor also voids the tax amount. If
the voided invoice reduces the discretionary taxes below the billing maximum, Sage 100 Contractor continues
to calculate the discretionary taxes until the tax maximum is met.

To void a receivable invoice

1 Open 3-2 Receivable Invoices/Credits.
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2 Using the data control, select the record.
3 If an amount appears in the Paid text box, reverse the payments.

4 On the Edit menu, click Void Invoice.

Creating invoices based on contract balances

You can create a receivable invoice for a job based on the amount of work completed. Using the original
contract amount or the new contract amount and the amount you have invoiced to date, Sage 100 Contractor
determines the balance remaining on the contract.

When you supply the percentage of the contract that is completed, Sage 100 Contractor computes the
amount to bill. This method is similar to progress billing, but does not provide a detailed breakdown by cost
code of the progress. Instead, the invoice contains a single line describing the percentage of work completed
and the invoice amount. This method of billing is best suited for subcontractors.

To create an invoice based on the contract balance

1 Open 3-2 Receivable Invoices/Credits.

2 Entertheinvoice.

3 Onthe Options menu, click Contract Summary.

4 Choose the type of invoice you want to create by selecting the Percentage of Contract or Percentage of
New Contract option.

5 Inthe Percent Complete text box, enter the total amount of the contract that is completed.
6 The Amount to Bill text box displays the computed amount. You can edit both figures if necessary.

7 Click OK.

Note: Sage 100 Contractor automatically increments the new contract amount as change orders are
approved. The amount billed does not change, but the percent billed changes since it is determined from
the new contract amount.

About receivable credits

Important! You cannot reverse a credit invoice after applying it to an invoice. If you apply a credit invoice
to the wrong invoice, make adjusting invoice entries to correct the error.

Many situations could cause you to enter a credit invoice. Suppose a client provides a prepayment on a job, or
overpays an invoice. In either case, it is necessary to reduce the accounts receivable.

When you save a credit invoice, Sage 100 Contractor reduces the job balance. However, the credit invoice
retains status 1-Open until you apply it against other invoices in the 3-3-1 Cash Receipts window. After you
have applied the credit balance to other invoices, Sage 100 Contractor assigns the credit invoice status 4-
Paid.

You can also apply a credit invoice to an invoice at the time you save the record. If the invoice is fully paid by
means of the credit invoice, Sage 100 Contractor changes the status of the invoice to 4-Paid. If the invoice
still has a balance after applying the credit, the invoice status is not changed. Likewise, if the entire amount of
the credit is applied, the status of the credit invoice changes to 4-Paid. If a credit invoice still has a balance
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after applying it to an invoice, the status of the credit invoice remains unchanged. You can then apply the
remaining credit invoice balance to other invoices in the 3-3-1 Cash Receipts window.

Recalculating invoices or credits

After making changes, you can recalculate the new totals.

To recalculate an invoice or credit

To calculate the invoice balances, on the Options menu, click Calculate.

Issuing refund cheques to customers

Situations arise where you might have to issue a refund cheque to a customer. This process progresses
through several windows and multiple steps.

You begin the process to issue a refund in 3-2 Receivable Invoices, then you work in 1-3 Journal
Transactions, 1-1 Cheques/ Bank Charges,and you complete the process in 3-2 Receivable Invoices.

Refunding a service receivables cheque uses a procedure similar to refunding an accounts receivable cheque.

To issue a refund cheque to a customer:

1 Open 3-2 Receivable Invoices, and create a type 2-Memo accounts receivable invoice. In 11-2 Service
Receivables, create an invoice with a status of 1-Open.

2 Inthe Invoice# box, enter 0000.
3 Inthe grid, in the Quantity column, type 1.
4 Inthe grid in the Price column, type the amount of the refund.

5 Inthe grid, use your chequing account as the offsetting account.

Important! You must use transaction number 0000 in order to print the cheque. If you have recorded
other journal transactions with the 0000 number and they are still in an open status, they will also print
when you print the cheque.

6 From the File menu, select Save.

7 From the File menu, select Recall.

8 Click Go to Transaction to open the 1-3 Journal Transactions window for this invoice.

9 Inthe Payee box, enter the name of the customer.

10 From the File menu, select Save.

11 Open 1-1 Cheques/Bank Charges.

12 From the File menu, select Print.

13 From the drop-down list in the first field on the first line, choose the appropriate report form.

14 In the blank field on the Account line, enter the appropriate chequing account number.

Tip: If you need alist of accounts, double-click in the blank field.
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15 From the File menu, choose Print.
16 Verify that the cheque number and date are correct, and then click OK to print the cheque.

17 Open 3-2 Receivable Invoices, change the number in the Invoice# box to match the printed cheque
number.

Note: In11-2 Service Receivables, you cannot change the Invoice #.

18 Create a credit to apply to the invoice created in step 1.

Managing old debts in accounts receivable

Sometimes there are situations where you have completely billed a contract, but you never receive full
payment. You can post a credit invoice to the job, crediting the Bad Debt Expense account, for the
uncollected amount. By not applying the credit to the open invoice, the credit invoice creates a $0 job balance
but the invoice remains open. If you eventually collect the remaining contract balance, you can still post the
payment to the invoice and void the credit.

At the fiscal year-end, you can close the job and remove it from the job database as long as it meets all the
closing criteria.

About accounts receivable payment history

Each time you post a payment to an invoice, Sage 100 Contractor creates a separate record of the payment.
To review the individual payments made to a particular invoice, you can select the invoice and display its
payment history.

When you void an accounts receivable payment, Sage 100 Contractor deletes the historical record of the
payment and increases the invoice balance by the amount of the voided cheque.

Suppose you void a payment that applies to five invoices. Sage 100 Contractor deletes the record for payment
in each of the related invoice histories and increases each invoice’s balance appropriately.

When you reverse a cash receipt, Sage 100 Contractor creates an additional record in the payment history for
a negative amount.

You can use the payment history to reconstruct account balances for aging reports. To do this, first determine
the fiscal period for which you want to recreate the aging. Then subtract the payments made after that fiscal
period from the ending balance.

To view accounts receivable payment history for an invoice

1 Open 3-2 Receivable Invoices/Credits.

2 Select the invoice for which you want to view a payment history.

3 On the Options menu, click Payment History.
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Receivable Credits

Important! You cannot reverse a credit invoice after applying it to an invoice. If you apply a credit invoice
to the wrong invoice, make adjusting invoice entries to correct the error.

Many situations could cause you to enter a credit invoice. Suppose a client provides a prepayment on a job, or
overpays an invoice. In either case, it is necessary to reduce the accounts receivable.

Here are some points to consider:

« When entering cash receipts, you can apply the credit invoice.

« You can review the record totals before saving the invoice or credit. On the Options menu, click

Calculate.

« You can provide part numbers on an invoice. Sage 100 Contractor only includes the parts on the

invoice, and does not use the part information elsewhere.

When you save a credit invoice, Sage 100 Contractor reduces the job balance. However, the credit invoice
retains status 1-Open until you apply it against other invoices in the 3-3-1 Cash Receipts window. After you
have applied the credit balance to other invoices, Sage 100 Contractor assigns the credit invoice status 4-
Paid.

To enter a credit invoice

1 Open 3-2 Receivable Invoices/Credits.

2 Do the following:

a

= 0 o O T

«

h

In the Invoice# text box, enter the credit invoice number.

In the Date text box, enter the date of the invoice.

In the Job text box, enter the job number.

If the job uses phases, enter the phase number in the Phase text box.
In the Description text box, enter a brief statement about the invoice.
In the Due Date text box, enter the invoice due date.

In the Discount Date text box, enter the due date by which payment must be received for the discount to
apply.
In the Status list, click the invoice status.

In the Type list, click the invoice type.

3 Inthe grid, do the following:

a
b
c
d

In the Description cell, enter a brief statement about the item.
In the Quantity cell, enter the quantity of items as a negative amount.
In the Price cell, enter the price for a single item.

In the Account cell, enter the ledger account number.

4 Repeat step 3 for each item.
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5 On the File menu, click Save.

You can also apply a credit invoice to an invoice at the time you save the record. If the invoice is fully paid by
means of the credit invoice, Sage 100 Contractor changes the status of the invoice to 4-Paid. If the invoice
still has a balance after applying the credit, the invoice status is not changed. Likewise, if the entire amount of
the credit is applied, the status of the credit invoice changes to 4-Paid. If a credit invoice still has a balance
after applying it to an invoice, the status of the credit invoice remains unchanged. You can then apply the
remaining credit invoice balance to other invoices in the 3-3-1 Cash Receipts window.
To enter a credit invoice and apply it to an invoice
1 Open 3-2 Receivable Invoices/Credits.
2 Do the following:

a Inthe Invoice# text box, enter the credit invoice number.

b Inthe Date text box, enter the date of the invoice.

In the Job text box, enter the job number.

c
d If the job uses phases, enter the phase number in the Phase text box.

(1]

In the Description text box, enter a brief statement about the invoice.

=n

In the Reference# text box, enter the receivable invoice number to which you want to apply the credit.
g Inthe Due Date text box, enter the invoice due date.
h Inthe Discount Date text box, enter the due date by which must be received for the discount to apply.
i Inthe Status list, enter the invoice status.
j Inthe Type list, enter the invoice type.
3 Inthe grid, do the following:
a Inthe Description cell, enter a brief statement about the item.
b Inthe Quantity cell, enter the quantity of items as a negative amount.
¢ Inthe Price cell, enter the price for a single item.
d Inthe Account cell, enter the ledger account number.
4 Repeat step 3 for each item.

5 On the File menu, click Save.

3-3-1 Cash Receipts

You use the 3-3-1 Cash Receipts window to enter payments for receivable invoices, discounts for early
payment of invoices, and overpayments. You can also reverse payments.

You also use the Cash Receipts window to reverse payments and discounts. To reverse payments, enter a
negative amount in the paid column and discount column if you have taken a discount. If the reversal is for a
credit invoice enter a positive amount in the paid column.

To enter a payment against an invoice

1 Open 3-3-1 Cash Receipts.

114 Sage 100 Contractor



Chapter 3: Accounts Receivable

2 Do the following:
a Inthe Account text box, enter the ledger account number for the cash account.
b Inthe Deposit# text box, enter the deposit number.
¢ Inthe Date text box, enter the deposit date.
d Inthe Description text box, enter a brief statement about the transaction.

3 Do one of the following:

« Inthe Client text box, enter the client number.

« Inthe Job text box, enter the job number.
4 Do one of the following:

o Click the Contract Invoices tab.

« Click the Service Invoices tab.

5 Click the Display button.
6 Inthe grid, do the following:

a Inthe Paid cell, enter the total amount received.
Do not include any discount or credit in this amount.

b If you are using discounts, in the Disc Available cell, enter the amount of the discount.
If you are not using discounts, skip step b.

Important! To enter an overpayment for an invoice, the total of the Paid and Discount cells must equal
the amount in the Balance text box. Then in the Overpayment cell, enter the amount paid in addition to
the invoice payment, not the total amount.

7 Repeat step 6 for each invoice you want to pay.

8 On the File menu, click Save.

Tip: If you do not enter a job number or client number, Sage 100 Contractor displays all invoices.

Entering payments and applying credits to invoices simultaneously

You can simultaneously enter a payment and apply a credit invoice. Suppose a job has a $500.00 credit
invoice, a $1,000 invoice, and a $3,000 invoice. The client sends a payment of $3,500, the total amount due.
You can apply the credit to either invoice, then apply the payment to the remaining balance.
To enter a payment and apply a credit to an invoice
1 Open 3-3-1 Cash Receipts.
2 Do the following:

a Inthe Account text box, enter the ledger account number for the cash account.

b Inthe Deposit# text box, enter the deposit transaction number.
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7
8

¢ Inthe Date text box, enter the deposit date.
d Inthe Description text box, enter a brief statement about the transaction.

Do one of the following:

« Inthe Client text box, enter the client number.

« Inthe Job text box, enter the job number.
Do one of the following:

o Click the Contract Invoices tab.

« Click the Service Invoices tab.

Click the Display button.

In the grid, do the following:

a Inthe Paid cell, enter the total amount received.

b Inthe Discount Available cell, enter the amount of the discount.

¢ To apply the credit in the Paid cell of the credit invoice, enter the credit as a negative amount.
Repeat step 6 for each item.

On the File menu, click Save.

Applying credit invoices to receivable invoices

You can apply the balance of a credit invoice to one or more receivable invoices. It is also possible to apply
only a portion of the credit invoice balance to an invoice and apply the remaining balance later.

To apply a credit invoice to a receivable invoice

1
2

Open 3-3-1 Cash Receipts.

Do the following:

a Inthe Account text box, enter the ledger account number for the cash account.
b Inthe Deposit# text box, enter the deposit transaction number.

¢ Inthe Date text box, enter the deposit date.

d Inthe Description text box, enter a brief statement about the transaction.

Do one of the following:

« Inthe Client text box, enter the client number.

« Inthe Job text box, enter the job number.
Do one of the following:

« Click the Service Invoices tab.

« Click the Contract Invoices tab.

Click the Display button.
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6 Inthe grid, do the following:
a Inthe Paid cell, enter the credit as a negative amount.
7 Repeat step 6 for each invoice to which you want to apply a credit.

8 On the File menu, click Save.

Reversing cash receipts

Important! After you apply a credit invoice to an invoice and save the transaction, you cannot reverse
the credit. If you have applied a credit invoice to the wrong invoice, enter an invoice to correct the error.

To reverse a cash receipt
1 Open 3-3-1 Cash Receipts.
2 Do the following:
a Inthe Account text box, enter the ledger account number for the cash account.
b Inthe Deposit# text box, enter the deposit transaction number.
¢ Inthe Date text box, enter the deposit date.
d Inthe Description text box, enter a brief statement about the transaction.

3 Do one of the following:

« Inthe Client text box, enter the client number.

« Inthe Job text box, enter the job number.
4 Do one of the following:

o Click the Contract Invoices tab.

« Click the Service Invoices tab.

5 Consider the following:
a If the invoices are partially paid, the Open only option should be selected.
b If the invoices are completely paid, select the Paid only option.

¢ If you have a combination of paid and partially paid invoices, select the All option.

(<]

Click the Display button.

~

In the grid, do the following:
a Inthe Paid cell, enter the amount as a negative amount.

b Inthe Discount cell, enter the discount amount, if any, as a negative amount.

(o]

Repeat step 7 for each payment you want to reverse.

©

On the File menu, click Save.

Notes:
« When you reverse a payment made to an invoice with status 4-Paid, Sage 100 Contractor
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Reversing an Accounts Receivable Credit Applied to an Invoice with a
Reference Number

To reverse an applied credit

1 Open 3-3-1 Cash Receipts.

2 Inthe Job field, select the correct Job.
3 Click the [All Invoices] button.

4 Click [Display Invoices].
5

On the Contract Invoices tab grid, locate the accounts receivable invoice and the accounts receivable
credit which was applied to the invoice.

6 On the grid line for the accounts receivable credit memo, click the Discount field and enter the amount of
the credit you wish to reverse as a positive sum.

7 On the grid line for the accounts receivable invoice, click the Discount field and enter the amount of the
credit you wish to reverse as a negative sum.

8 Inthe Account field, enter the correct cash account.
9 Inthe Deposit #field, enter a number.

10 Inthe Description field, enter a description.

11 In the Date field, enter the correct date.

12 Select the correct Posting Period.

13 Select File > Save.

Entering receivable two-party cheques

There are several ways to handle two-party cheques. If the other payee has signed the cheque over to your
company, deposit and receive the cheque normally. When you have to sign over the cheque to a second
payee, it is necessary to enter two transactions in the accounting. Make the first transaction in 3-3-1 Cash
Receipts, and the second in 4-3-1 Select Invoices to Pay and 4-3-2 Pay Vendors.
To enter a receivable two-party cheque
1 Open 3-3-1 Cash Receipts.
2 Do the following:

a Inthe Account text box, enter the cash clearing account number.

b Inthe Deposit# text box, enter the deposit transaction number.

¢ Inthe Date text box, enter the deposit date.

d Inthe Description text box, enter a brief statement about the transaction.

3 Do one of the following:
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« Inthe Client text box, enter a client number.

« Inthe Job text box, enter a job number.
4 Do one of the following:

o Click the Contract Invoices tab.
« Click the Service Invoices tab.

« Click the Display button.
5 Inthe grid, do the following:

a Inthe Paid cell, enter the total amount received. Do not include any discount or credit in this amount.
b Inthe Discount Available cell, enter the amount of the discount.
6 Repeat step 5 for each invoice.
7 Onthe File menu, click Save.
8 Open 4-3-1 Select Invoices to Pay.
9 Inthe Invoice Selection window:
a Enter the selection criteria.
b Select other options as desired.
c Click OK.
10 Locate the invoice.
11 Inthe Set to Pay text box, enter the total amount to be paid.
12 Do not include a discount in this amount.
13 On the File menu, click Save.
14 Open 4-3-2 Pay Vendors.
15 Select the payee.
16 Select Cheque in the Pay By field.
17 Click [OK]. Print the cheque to blank paper in the 4-3-5 Report Printing window.

Note: The account used should be the same cheque clearing account used when you received the two
party cheque, not your regular chequing account.

« Entering the two transactions produces the same audit trail as if you cashed the client’s payment and
then sent a cheque to the vendor. If you do not have to send a cheque, immediately print the cheque on
blank paper instead of a cheque form. This will help prevent any confusion about the transaction the
next time you print cheques.

« lItis agood idea to include a note referencing the client cheque number in both transactions. This
connects the two transactions together, providing a clear audit trail.
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About cash receipts

In the 3-3-1 Cash Receipts window, you can enter payments for invoices, discounts for early payment of
invoices, and overpayments. You can also reverse payments using this window.

If you have a merchant account with Sage Payment Solutions, you can use the 3-3-2 Electronic Receipts
window to enter credit card payments electronically for your clients.

For information about electronic receipts, see "About electronic receipts" on page 123
Applying receipts

To process receipts, you display client invoices in the 3-3-1 Cash Receipts window, select the invoice being
paid, and then enter the amount of the payment and any applicable discount or overpayment. If the payment
includes a credit invoice, you enter a negative amount for that invoice.

Entering overpayments

When a client pays more than the total balance of an invoice, you can enter the additional money as an
overpayment. The total amount of the Paid and Discount cells must equal the amount in the Balance cell
before Sage 100 Contractor allows you to enter the overpayment. When you save the cash receipts, Sage 100
Contractor reduces the job balance by the amount of the overpayment. In addition, the invoice now carries a
negative balance and acts as a credit invoice.

Suppose a client informs you that he is going on vacation for a few weeks. The client wants to make sure you
have enough money to continue building while he is gone, so instead of paying the $5,000 he was billed, he
pays $10,000. For the invoice, enter $5,000 in the Paid cell and $5,000 in the Overpayment cell. After saving
transactions, the invoice now carries a—$5,000 balance. The next time you invoice the client, you can apply
the credit.

Applying discounts

Sometimes clients receive a discount for early payment. Sage 100 Contractor automatically determines
whether a discount is available based on the due date you indicated on the invoice. When a discount is
available, it is shown in the Discount Available text box. If a discount is not available, you can still apply a
discount to an invoice.

About reversing payments and discounts

The Cash Receipts window also allows you to reverse payments and discounts. To reverse payments, you
enter a negative amount in the Paid column and in the discount column, if the client took a discount.

If the reversal is for a credit invoice, you enter a positive amount in the Paid column.

3-3-2 Electronic Receipts

You use the 3-3-2 Electronic Receipts window to process credit card payments for receivable invoices.

Note: Before you can process electronic receipts, you must open a merchant account with Sage
Payment Solutions. You must also enter your merchant credentials, as well as the general ledger account
associated with your merchant account, in the 7-2 Company Information window.
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For more information about Sage Exchange and the Sage Exchange Vault, see "About Sage Exchange" on
page 2.

For conceptual information about processing electronic receipts, see "About electronic receipts" on page 123.

Entering a payment against an invoice

Entering an electronic payment is similar to entering a cash receipt. Because you enter electronic invoices for
only one client at a time,you need to enter only the Client number in the transaction header.

To enter a payment against an invoice

1 Open 3-3-2 Electronic Receipts.

2 Inthe Client text box, enter the client number.

3 Do one of the following:

« Click the Contract Invoices tab.

o Click the Service Invoices tab.

4 Click the Display button.
5 Foreach invoice you want to pay, in the grid:

a Inthe Paid cell, enter the total amount received.
Do not include any discount or credit in this amount.

b If you are using discounts, in the Disc Available cell, enter the amount of the discount.
If you are not using discounts, skip step b.

Important! To enter an overpayment for an invoice, the total of the Paid and Discount cells must equal
the amount in the Balance text box. Then in the Overpayment cell, enter the amount paid in addition to
the invoice payment, not the total amount.

If you use the company option to store client information in the Sage Exchange Vault:

« You can select Save payment information to save payment information that you enter fora
transaction and client securely in the Sage Exchange Vault.

« If you processed a payment for the client previously, you can choose to use the same payment method
as before.

If you processed a payment for the client previously and you also saved the client's payment
information in the vault, you can select Use last credit card. If you select this option, when you click
Process and Post, the credit card details stored in the vault for this customer appear on the Sage
Exchange integration screen. You can change the credit card information on the Sage Exchange
screen.

6 Choose to process and post the payment, or only post the payment to your ledger, as follows:
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« Toprocess the payment through Sage Payment Solutions and post the transaction to your ledger, click
Process and Post.

A separate Sage Exchange integration window appears, where you can proceed with payment
(entering credit card information as needed), cancel the payment, or change payment card details.

« Topost a payment to your ledger that has already been processed through Sage Virtual Terminal or
through a third-party payment service, click Post Only.

A separate Electronic Receipt window appears, where you enter details about the receipt, including
the date, reference number, payer's name, the last four digits of the deposit account number, and the
type of credit card used.

Entering payments and applying credits to invoices simultaneously

You can simultaneously enter a payment and apply a credit invoice. Suppose a job has a $500.00 credit
invoice, a $1,000 invoice, and a $3,000 invoice. The client sends a payment of $3,500, the total amount due.
You can apply the credit to either invoice, then apply the payment to the remaining balance.

To enter a payment and apply a credit to an invoice
1 Open 3-3-2 Electronic Receipts.
2 Inthe Client text box, enter the client number.

3 Do one of the following:

« Click the Contract Invoices tab.

« Click the Service Invoices tab.

4 Click the Display button.
5 Foreach item in the grid:
a Inthe Paid cell, enter the total amount received.
b Inthe Discount Available cell, enter the amount of the discount.
¢ To apply the credit in the Paid cell of the credit invoice, enter the credit as a negative amount.

6 Choose to process and post the payment, or only post the payment to your ledger, as follows:

« To process the payment through Sage Payment Solutions and post the transaction to your ledger, click
Process and Post.

A separate Sage Exchange integration window appears, where you can proceed with payment
(entering credit card information as needed), cancel the payment, or change payment card details.

« Topost a payment to your ledger that has already been processed through Sage Virtual Terminal or
through a third-party payment service, click Post Only.

A separate Electronic Receipt window appears, where you enter details about the receipt, including
the date, reference number, payer's name, the last four digits of the deposit account number, and the
type of credit card used.
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Applying credit invoices to receivable invoices

You can apply the balance of a credit invoice to one or more receivable invoices. It is also possible to apply
only a portion of the credit invoice balance to an invoice and apply the remaining balance later.

To apply a credit invoice to a receivable invoice

1 Open 3-3-2 Electronic Receipts.

2 Inthe Client text box, enter the client number.

3 Do one of the following:

« Click the Service Invoices tab.

« Click the Contract Invoices tab.

4 Click the Display button.

5 Foreach invoice to which you want to apply a credit, in the grid, enter the credit as a negative amount in the
Paid cell.

6 Choose to process and post the payment, or only post the payment to your ledger, as follows:

« To process the payment through Sage Payment Solutions and post the transaction to your ledger, click
Process and Post.

A separate Sage Exchange integration window appears, where you can proceed with payment
(entering credit card information as needed), cancel the payment, or change payment card details.

« To post a payment to your ledger that has already been processed through Sage Virtual Terminal or
through a third-party payment service, click Post Only.

A separate Electronic Receipt window appears, where you enter details about the receipt, including
the date, reference number, payer's name, the last four digits of the deposit account number, and the
type of credit card used.

About electronic receipts

If you have a merchant account with Sage Payment Solutions, you can use the 3-3-2 Electronic Receipts
window to enter credit card payments electronically for your clients.

Note: Before you can process electronic receipts, you must enter your Sage Payment Solutions
merchant ID and merchant key, as well as the general ledger account associated with your merchant
account, on the Electronic Receipts Setup tab in the 7-2 Company Information window.

Processing electronic receipts is very similar to processing cash receipts using the 3-3-1 Cash Receipts
window, with a few notable differences:

« You process an electronic receipt for one client at a time. Therefore:
« You need to enter only the Client number in the transaction header.

« Youdisplay invoices for the selected client in the grid.
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« If you use the company option to store client information in the Sage Exchange Vault:

« You can select Save payment information to save payment information that you enter fora
transaction and client securely in the Sage Exchange Vault.

« If you processed a payment for the client previously, you can choose to use the same payment
method as before.

If you processed a payment for the client previously and you also saved the client's payment
information in the vault, you can select Use last credit card. If you select this option, when you
click Process and Post, the credit card details stored in the vault for this customer appear on
the Sage Exchange integration screen. You can change the credit card information on the Sage
Exchange screen.

« Rather than clicking Save to store receipt transactions, you use the following icons or Options menu
items:

« Youclick Process and Post to process a receipt electronically through Sage Payment
Solutions, where it will be deposited to your bank account, and post the transaction to your
Sage 100 Contractor General Ledger.

« Youclick Post to post a transaction to your Sage 100 Contractor general ledger that you entered
directly through the Sage Virtual Terminal or using another payment processing service.

Applying receipts

To process receipts, you display client invoices the 3-3-2 Electronic Receipts window, select the invoice
being paid, and then enter the amount of the payment and any applicable discount or overpayment. If the
payment includes a credit invoice, you enter a negative amount for that invoice.

Entering overpayments

When a client pays more than the total balance of an invoice, you can enter the additional money as an
overpayment. The total amount of the Paid and Discount cells must equal the amount in the Balance cell
before Sage 100 Contractor allows you to enter the overpayment. When you save the cash receipts, Sage 100
Contractor reduces the job balance by the amount of the overpayment. In addition, the invoice now carries a
negative balance and acts as a credit invoice.

Suppose a client informs you that he is going on vacation for a few weeks. The client wants to make sure you
have enough money to continue building while he is gone, so instead of paying the $5,000 he was billed, he
pays $10,000. For the invoice, enter $5,000 in the Paid cell and $5,000 in the Overpayment cell. After saving
transactions, the invoice now carries a —$5,000 balance. The next time you invoice the client, you can apply
the credit.

Applying discounts

Sometimes clients receive a discount for early payment. Sage 100 Contractor automatically determines
whether a discount is available based on the due date you indicated on the invoice. When a discount is
available, it is shown in the Discount Available text box. If a discount is not available, you can still apply a
discount to an invoice.
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3-4 Statements

Note: If you have purchased the Service Receivables Add-on Module, invoices from Service
Receivables are also included on the Client Contract Statement.

A statement summarizes the activity of invoices, payments, credit invoices, and holdbacks for a job.
Statements help keep clients informed of the financial activity for a job. It is a good idea to print the
statements at the end of each month and send them to your clients.

When printing a statement, Sage 100 Contractor automatically generates a receivable invoice using the
finance rate from the job record. The statement only includes the finance amount in the statement if the
Calculate Finance Charges check box has been selected. Service receivable finance charge invoices,
however, are based on the finance rate defined for client in 3-6 Receivable Clients.

You can create the finance charges by printing the statements, or you can click the Preview report on
screen button to review it before printing it. You can also print a single statement for a client with whom you
have multiple job contracts. The Client Contract Statement lists the invoices by job and provides the total
amount and remaining balance of each invoice.

3-5 Jobs (Accounts Receivable)

When you create a job in the 3-5 Jobs (Accounts Receivable) window, Sage 100 Contractor creates a
record containing job-related information such as important contract dates, job financial information, and job-
related contacts. In addition, the 3-5 Jobs (Accounts Receivable) window provides a variety of tools to help
you manage contracts, such as pre-liens and lien releases. You may also create phases or bid items to divide
work into more manageable sections.

Billing information such as the client, job architect, engineer, or project lender, may also be included as part of
the job record. For example, when you supply the client number, Sage 100 Contractor includes the client
information on invoices printed for that job. If you include the architect or engineer's name in the job record
when using progress or unitary billing, Sage 100 Contractor uses that information when creating a progress or
unitary bill. If you include the lender, Sage 100 Contractor uses the lender information when creating a loan
draw document. You can also set job level security for each job.

You may manage all your jobs directly from your Project Work Center. You may also create a desktop
shortcut to Project Work Center and place it on the Sage 100 Contractor Desktop. This gives you the
power to access all your job-related data from one place.

Entering jobs

If you select the Post expenses to WIP asset account check box, and you have selected Job# as
Subaccount# on a general ledger account(s), upon job save, you will be prompted to create subaccounts
under those ledger accounts.

Upon saving the job, Sage 100 Contractor checks the client’s balance for any past due invoices and displays
a message indicating the amount past due, if any. To turn this option off, in the Options menu, click Check
Client Balance.
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To enter a job
1 Open 3-5 Jobs (Accounts Receivable).
2 Enter header information, as follows:
a Inthe data control text box, enter the job number.
b Inthe Job Name text box, enter the full job name.
¢ Inthe Short Name text box, enter an abbreviated name for the job.
d Inthe Job Status list, click the job status.
e Inthe Job Type list, click the type of job.
3 Inthe General Information tab:
a Inthe Client text box, enter the client number.
b Inthe Address 1, Address 2, City, Provincial, and Postal text boxes, enter the client's address.
¢ Inthe Income Account text box, enter the default income account.
d If you departmentalize income, enter the default department number in the Department text box.

e Ifthe job is exempt from PST for billing, select the PST Exempt check box.

Note: QST is not processed for job costs.

f Ifthe jobis exempt from GST/HST for billing, select the GST/HST Exempt check box.

g If the job requires posting payroll to WIP asset accounts, select the Post expenses to WIP asset
account check box.

h Inthe Due Terms text box, enter the cycle for the date when the invoice is due.

i Inthe Discount Terms text box, enter the cycle by which payment must be received for the discount to
apply.

j Inthe Discount Rate text box, enter the discount rate.

k Inthe Finance Rate text box, enter the annual finance rate.

I Inthe Holdback Rate text box, enter the rate of holdback.

m If the customer provides a purchase order for the job, enter the purchase order number in the Client PO#
text box.

n If the customer provides a contract number for the job, enter the contract number in the Contract# text
box.

o Inthe Contract Amount text box, enter the amount of the original contract.
4 Inthe Contacts and Personnel tab:
a Inthe Architect text box, enter the vendor number of the architect or engineer.
b Inthe Lender text box, enter the vendor number of the lending institution.
¢ Inthe Estimator text box, enter the employee number of the estimator.

d Inthe Salesperson text box, enter the employee number of the salesperson.
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e Inthe Supervisor text box, enter the employee number of the job supervisor.

f Inthe Job Access List text box, click the Edit list of users with security access to job button to
select up to 5 users with security access to this job.

g Inthe Contact grid:

i Inthe Contact Name text box, enter the contact's name.

Note: The first contact in the list is considered to be the primary contact in reports.

In the Job Title text box, enter the contact's job title.

i
iii Inthe Phone# text box, enter the contact’s telephone number.
iv Inthe Extension text box, enter the contact's telephone extension, as necessary.
v Inthe Email text box, enter the contact's email address.
vi Inthe Cell Phone# text box, enter the contact’s cellular number.
vii In the Fax# text box, enter the contact’s fax number.
viiiln the Other# text box, enter the contact’s other telephone number.
ix Inthe Other Description text box, enter the contact’s other telephone number description.
x Inthe Notes text box, enter any applicable notes about the contact.
5 Inthe Project Dates and Sales Information tab:
a Inthe Project Dates section, enter the job dates in the appropriate text boxes.
b Inthe Sales Information section, enter the project and sales details in the appropriate text boxes.
6 If you are using phases, click [Phases] and enter the phases.
7 If you are using bid items, click [Bid Items] and enter the bid items.

8 Onthe File menu, click Save.

« The Post expenses to WIP asset account check box does not affect whether the job appears in the
WIP report.

« The contract dates allow you to track important aspects of the project, but Sage 100 Contractor does
not use these dates for any reports or documents.

To set up the default cost type taxability

About contract terms

Important! When entering the discount date and due date for a job, you must also indicate the billing
cycle.
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Term Description

gg,?e nee Enter the finance rate to apply when payments are late.

Holdback | Enter the percent of the entire contract withheld as holdback. When you enter an invoice, Sage
Rate 100 Contractor automatically calculates holdback for the invoice.

Discount

Enter the discount rate.
Rate

Due Date | Indicates the date payment is due.

?ésrrcr:]c;unt Indicates the date by which payment is due for the client to receive a discount.
Gl Indicates the total amount of the contract.
Amount

Tip: If you have indicated a client number in the job record, Sage 100 Contractor uses the term rates from
the client record.

About beginning and ending balances for jobs

The 3-5 Jobs (Accounts Receivable) window displays the contract balance for the current fiscal year.

Box Description

Displays the balance of outstanding invoices at the beginning of the fiscal

Beginning e

Balance The Beginning Balance box only displays an amount when the ending
balance carries over to a new fiscal year.

Ending Displays the total balance to-date for outstanding invoices posted to the job

Balance for the current fiscal year.

About job status

The job status lets you follow the condition of a job, and does not affect your ability to post to a job. You can
change the status of a job record at any time and still post invoices or credits to it.

Note: The Job Status list is not editable. The six existing job statuses are defaults for the program.
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Status Description
1-Bid You are currently bidding for the job.

You submitted a bid for the job, but it was awarded to another contractor.
2-Refused

At the fiscal year-end, you can remove job files assigned status 2-Refused.
3-Contract You won the contract but have not begun work.
4-Current Work is in progress on the contracted job.

You have completed work on the contracted job.

5-Complete At the fiscal year-end, Sage 100 Contractor does not remove job files assigned

this status.

You have completely invoiced the job and received full payment and have
6-Closed approved the deletion of the job file.

At the fiscal year-end, you can remove job files assigned status 6-Closed.

Setting up job types
You can classify jobs that your company performs by contract, work performed, or any other means.
Example 1: Invoice Method

The following table shows a list for a general contractor based on the method of invoicing:

Job Type # Type Name

1 Time and Materials Projects
2 Progress Billing Projects
3 Government Projects

Example 2: Type of Work

The following table shows a list based on the type of work performed:

Job Type # Type Name

1 Remodeling

2 New Residential

3 New Commercial

4 Schools

5 Tenant Improvements

To set up job types
1 Open 3-5 Jobs (Accounts Receivable).
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2 Next to the Job Types list, click the detail button.

3 Inthe Job Type# text box, enter the number of the job type.

4 Inthe Type Name text box, enter a description of the job type.
5 Inthe Notes text box, enter notes about the job type.

6 Repeat steps 3-5 for each job type.

7 On the File menu, click Save.

To assign status 5S-Complete to a group of jobs

1 Open 3-5 Jobs (Accounts Receivable).

2 Onthe Update menu, click Completed Status.

3 Inthe Picklist window, select the jobs to which you want to assign status 5-Complete.
4 Click the check mark button.

To close a job

Open 3-5 Jobs (Accounts Receivable), and select the job that you want to close.

In the Current Balance text box, verify that the job-ending balance is $0.00.

On the Options menu, click Invoices.

Verify that the status of each invoice/credit is 4-Paid and close the Receivable Invoices window.
In the Status list, click 6-Closed.

On the File menu, click Save and close the Jobs window.

Open 4-1-2-23 AP Invoice List~with Payments, and print the report for job that you are closing.

0 N 6O a0 A ON =

Verify that all the invoices are paid or void.

Tips:
« Add a copy of the Payable Invoice List report to the physical job file.

« You can always post invoices or credits to a job assigned status 6-Closed. Posting an invoice or
credit invoice does not affect the job’s status.

« When you close the books at the fiscal year-end, you can remove all closed jobs and their related
records.

To close a group of jobs

1 Open 3-5 Jobs (Accounts Receivable).

2 Onthe Update menu, click Closed Status.

3 Inthe Picklist window, double-click the jobs to which you want to assign status 6-Closed.

4 Alternatively, you can select a job, press the Ctrl key, and then drag the cursor over several jobs. Red text
indicates the jobs are selected.

5 Click the check mark button.
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6 Open 4-1-2-23 AP Invoice List~with Payments, and print the report for jobs that you are closing.
7 Verify that all the invoices are paid or void.
8 Open 3-1-2-23 AR Invoice List~with Payments, and print the report for jobs that you are closing.

9 Verify that all the invoices are paid or void.

Deleting jobs

Deleting ajob in the 3-5 Jobs (Accounts Receivable) window requires that the job have a status of Closed
or Refused. In addition, the job cost records existing in the current year must have a status of Open.

You may not delete a job in 3-5 Jobs (Accounts Receivable) if:

« Thereis abalance in a WIP Asset subaccount that matches the job number, and;

« Thejobis marked as Post expenses to WIP asset accountin 3-5 Jobs (Accounts Receivable),
and;

« The WIP Asset account is marked to use the Job# as Subaccount in 1-7 Ledger Accounts.

These restrictions help maintain the balance between job costs and the general ledger and the consistency
between deleting jobs in 3-5 Jobs (Accounts Receivable) and removing jobs in 1-6 Period/Fiscal Year
Management.

To delete a job:

1 Open 3-5 Jobs (Accounts Receivable).
2 Using the data control, select the record.
3 Onthe Edit menu, click Delete Job.

Note: If a WIP job with a balance does not have any current year job costs, you may delete it, but first
you have to clear the Post expenses to WIP asset account check box.

About billing holdbacks

After releasing the holdbacks for a job contract or invoice, you need to create an invoice for any holdbacks that
is due. You can also print a statement reflecting the release of the holdbacks.

Editing statements to bill for holdbacks

To edit a statement to create an invoice for a holdback:

1 Open 34 Statements.

2 The Report Window opens.

3 Onthe menu bar, click Edit, then click Form Design.

4 Consider maximizing the Form Design window to bring everything into view.
5 Delete the form title, Statement, and enter a new title.

6 Delete the gray detail box.
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7 Inits place, type a sentence such as the following: This invoice requests payment for all previously
withheld holdbacks.

8 Do any of the following:
a Delete the Aging text boxes and the boxes.
b Delete the Contract Summary boxes.

9 Onthe File menu, click Save.

About job documents

The 3-1-8 Job Document window opens to a Report Printer window that prints documents designed in the
13-5 Form/Report Page Design menu for jobs. The types of job documents created can include transmittal
forms, form letters, contracts, and proposal forms. When designing a job document, you can merge
information from the job, client, employee, and vendor files. Save the job documents using the *.docs_job file
name extension.

Job Phases

Note: Job phases, in contrast to bid items, affect estimates and some billing items and follow through the
entire job.

Important! Phase 0-None is merely a place holder representing the fact that you are not using phases.
To use phases, you must begin with phase 1 or higher.

Using phases in a job affects all its aspects, for example:

« Job schedules
« The job budget
« All document control
o Purchase orders
« Subcontracts
« Change orders
« Proposals
« Project management reports and analysis
« Jobcosts
« Change orders
« Payables
« Billing
Phases organize jobs and can represent different sections of a job, such as different buildings or lots. You can

also use phases to distinguish different types of work, such as change orders or site work. Because phases
flow through the entire job, they do not restrict which billing methods you can use.
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Suppose a contract is for the construction of five houses. To track costs that benefit the entire project, create
a phase for the project costs. Then create a phase for each lot. The list of phases might look like following:

Phase # Description

100 Project costs

200 116 Maple Street
300 124 Maple Street
400 130 Maple Street
500 140 Maple Street
600 160 Maple Street

Phases can include the billing amount and model number. The billing amount represents the total amount you
are billing for the phase. When working on subdivisions, you can track which model home to build on each lot
by assigning the appropriate model number to each phase.

You can also include a unit of measure and quantity measured in each phase. To continue the example above,
the plans provide the total square footage for each house; therefore, enter square feet as the units and the total
square footage of the house as the quantity.

Entering job phases

Note: Job phases, in contrast to bid items, affect estimates and some billing items and follow through the
entire job.

To use Phases, you must begin with Phase 1 or higher. Phase 0-None is a place holder if you are not using
Phases.

To enter job phases:

1 Open 3-5 Jobs (Accounts Receivable), and then select the job.

From the Options menu, select Job Phases.

On the Job Phases window, in the Phase# column, enter the phase number.

In the Description column, enter a brief statement about the phase.

a A ODN

Do any of the following, as required:

a Inthe Billing Amount column, enter the amount that you want to bill per phase when creating invoices
by phase.

b Inthe Holdback column, enter the holdback rate for the phase.
¢ Inthe Model column, enter the model.

d In the Unit column, enter the unit of measurement.

e Inthe Quantity column, enter the measurement.

6 Repeat steps 3—4 for each phase.
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7 Repeat step 5 for each phase only as required.

8 On the File menu, click Save.

Tip: Instead of setting a holdback rate for the entire job, you can set a separate holdback rate for each
phase.

Bid Items

Important! Bid items, in contrast to job phases, only affect estimates and some billing items and do not
follow through the entire job.

Bid items provide a way to divide estimates into smaller parts. You use bid items to segment estimates into
smaller units and/or to satisfy external requirements for bidding and billing a job. Bid items affect these line
items: Daily Field Reports, Proposal, and Unitary Billing.

Bid items can be entered in either 9-5 Takeoffs orin 3-5 Jobs (Accounts Receivable). There are four bid
item types: 1-Base Bid, 2-Allowance, 3-Alternate, and 4-Change Order. Bid items may follow the general
schema of the Construction Specifications Institute (CSl), such as 1-General Conditions, 2-Site Work, 3-
Concrete, and so on, or they may be specific to your business needs.

Bid items can provide a solution when a client or lender requires you to submit a proposal based on bid items.
Some contractors even use bid items internally as another way to track project data. The bid item categories
can differ from job to job and are not necessarily determined by types of work performed. After the list of bid
items is set up for a job, you can use the bid items when creating an estimate budget and proposal. In addition,
you can create unitary bills by bid item. You can also use the ltem Code column to reference alphanumeric
codes, which are required by many projects.

You can provide overhead and profit rates for each bid item. When you calculate a takeoff the first time, Sage
100 Contractor applies the appropriate overhead and profit rates to the extended costs of the assemblies and
parts listed under each bid item. You can update or change the overhead and profit rates from the Bid ltems
window at any time.

Examples of bid items

Some jobs require contractors to use bid items as a means of breaking apart costs into different categories.
Bid items can vary greatly from job to job. Some jobs might only use a few bid items, while others might use
well over 100 bid items.

The following example illustrates a short list of bid items for the repair of a water system:

Row Item# Item Code Description

1 0 None 1—Base Bid
2 1000 Tie in to 8” water main
3 2000 6” water line
4 3000 4” water line
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Row Item#
5 5000
6 6000

Item Code Description
Fire hydrant

Water service with meter

Some jobs require a more extensive list of bid items. The following example illustrates a more comprehensive
list for the construction of an elementary school:

Row Item#
0

1000
2000
3000
5000
6000
7000
8000
9000

—_

© 00l N OO o b~ W DN

Item Code Description

None 1—Base Bid
General requirements
Rough grading/utilities
Site concrete
Paving
Landscaping
Foundation slabs
Wood framing

Insulation

About bid item types

As you enter bid items, you can assign each item a type.

Item Type
1-Base Bid

2-Allowance

Description
Indicates standard items on the proposal.

Indicates that the item provides for an allowance in the
costs.

Suppose you are building a residential home but the
client has yet to decide on carpets. A carpet allowance
sets the costs for carpets at a specified amount, which
is included in the contract.
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Item Type Description

Indicates the cost for the work performed based on
additions or alternate plans.

Suppose that plans for a commercial building call for an
asphalt roof and an alternate cost for a ceramic tile roof.
On the proposal, you can list the cost for the asphalt
roof. Then you can list the additional cost for the
ceramic tile roof as the alternate.

3-Alternate

Indicates the bid item contains only change work. In a
takeoff, you can create a bid item for each change order.
When you export change orders from a takeoff, Sage
100 Contractor only exports information contained in bid
items with this type.

4-Change
Order

About using phases and bid items together

There are significant differences and some similarities to understand when using phases and bid items in jobs.
For example, both phases and bid items can be used in the 9-5 Takeoffs window to develop an estimate for a
job. However, phases affect all aspects of a job while bid items only affect job estimates.

Phases, for example, affect and follow through the entire job, including:

« Schedules
« Budgets
« All document control
o Purchase orders
« Subcontracts
« Change orders
« Proposals
« Project management reports and analysis
« Jobcosts
« Change orders
« Payables
« Billing
Phases organize jobs and can represent different sections of a job, such as different buildings or lots. You can

also use phases to distinguish different types of work, such as change orders or site work. Because phases
flow through the entire job, they do not restrict which billing methods you can use.

Bid items, by contrast, only affect estimates and some billing items and do not follow through the entire job.
You use bid items to segment an estimate into smaller units and/or to satisfy external requirements for bidding
and billing a job. Bid items affect these items: Units in Daily Field Reports, Proposals based on Bid Items
and Unitary Proposals, and Unitary Billing.
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In an estimate, phases and bid items can work together like a spreadsheet. You can enter data in a takeoff
grid for a specific combination of bid item and phase through the Bid Items and Job Phases windows
accessible on the Takeoff Details tab on 9-5 Takeoffs.

Important! Bid item 0-None and Phase 0-None are place holders if you are not using bid items or
phases. To use bid items and/or phases, you must begin numbering them with 1 or higher.

Entering bid items

To enter bid items:
1 Open 3-5 Jobs (Accounts Receivable), and select the job.

2 Do one of the following:

o Onthe Options menu, click Bid Items.
« Click the detail button next to Bid Item in 9-5 Takeoffs.

In the Item# text box, enter your bid item number.

In the Item Code text box, enter the bid item code required by the client.
In the Description text box, enter a brief statement about the bid item.
In the Unit text box, enter the unit of measurement.

In the Quantity text box, enter the number of units.

In the Item Type text box, enter the bid item type: 1-Base Bid, 2-Allowances, 3-Alternate, or 4-Changes.
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In the Overhead text box, enter the default overhead rate.
10 In the Profit text box, enter the default profit rate.
11 Repeat steps 3 through 10 for each bid item.

12 On the File menu, click Save.

Pre-liens

About pre-lien notices

In the Pre-Lien Information window, provide the appropriate names and addresses for pre-lien notices. Your
particular circumstances will determine what information to supply. Suppose that Jones Electrical was
subcontracted to do the electrical work in a commercial building. Because Jones Electrical has to supply a
pre-lien notice to the contractor, it is therefore necessary to complete the text boxes under Contractor.

Sage 100 Contractor comes with a system report form design for a pre-lien and a public lien. To include
different information in the printed pre-liens, change the fields in the pre-lien or public lien form designs.
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Note: To printan example of a pre-lien notice,
open 3-1-10 Pre-Lien Notices, print one of the
examples, 21-Pre-Lien Notice and 31-Pre-Lien
Notice~CA Public Works.

Entering pre-lien notices

Caution! Inthe Sage 100 Contractor application, functionality regarding pre-liens and public liens is
based on requirements in California. Check with an attorney or the local builder's exchange to determine
your rights under the laws of your jurisdiction, and then customize the form design to meet the state
requirements.

To enter a pre-lien notice:

1

2
3
4

5

Open 3-5 Jobs (Accounts Receivable), and then select the job.

On the Options menu, click Pre-Lien Information.

In the Description of Work text box, enter a brief statement about the work you are performing.
Do any of the following:

a Under Lender, enter the lender’'s name and address.

b Under Contractor, enter the contractor's name and address.

¢ Under Owner, enter the owner’s name and address.

d Under Contracted By, enter the name and address of the person or company who contracted your
company.

e Under Subcontractor, enter the subcontractor's name and address.

On the File menu, click Save.

Printing pre-lien notices

To print pre-lien notices:

1
2
3
4
5
6
7

Open 3-1-10 Pre-Lien Notices.

The 3-1-10 Report Printing window opens for printing pre-lien notices.
On the Report Criteria tab, select a report style.

In the Job# drop-down box, select the operator, and then the job number.
For example, you may enter Equal for the operator.

Click the Preview report on screen to preview your pre-lien notice.

If everything looks correct, click the Print records button.
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Paygroups for Jobs

Companies that work different prevailing-wage jobs at the same time can use paygroups to manage the wage
and benefit requirements for each job. For each prevailing-wage job, you can set up a table of paygroups and
employee positions.

When you enter a job number on a timecard, Sage 100 Contractor looks at the job record to determine if it
contains a table of paygroups. Sage 100 Contractor then compares the employee’s position number from the
employee record with the position number assigned to each paygroup in the job record. When Sage 100
Contractor matches the employee’s position with a position assigned to a paygroup, it inserts the paygroup in
the timecard line.

Because Sage 100 Contractor uses employee positions to determine the correct paygroup, it is important to
assign a different employee position to each paygroup in the table. Otherwise, Sage 100 Contractor uses the
first paygroup it finds with the correct position, ignoring other paygroups that contain the same employee
position.

In some companies, employees perform different types of work over the course of a job, and a single
paygroup cannot cover the different wages and benefits paid based on the type of work performed. Therefore,
it is necessary to set up the list of job-specific paygroups differently.

Entering job-specific paygroups

You can set up the job-specific paygroups to handle employees who work a variety of positions on a single
job.

To enter job-specific paygroups:

Open 3-5 Jobs (Accounts Receivable).

Select the job.

On the Options menu, click Job Paygroups.

In the Position cell, enter the employee position.

In the Paygroup cell, enter the paygroup number.
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If the job involves piecework, enter the rate in the Piece Rate cell. Otherwise, Sage 100 Contractor uses
the rates specified in the Paygroups window.

~

Repeat steps 3—6 for each paygroup.

8 On the File menu, click Save.

Tip: You can set up the job-specific paygroups to handle employees who work a variety of positions on a
single job.

Setting up job-specific paygroups for employees working multiple positions

When an employee works a variety of positions on a job, you can use paygroups to control the payment of
wages and benefits according to the position worked. To do this, you set up a “dummy” paygroup that does not
contain any rates. Then you set up the job paygroup positions in the 3-5 Jobs (Accounts Receivable)
window to refer only to the dummy paygroup.
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When you enter a timecard, Sage 100 Contractor selects a paygroup by comparing an employee’s position to
the list of job-specific paygroups and the associated positions. Regardless which position you enter in the
timecard, Sage 100 Contractor selects the dummy paygroup. You can then use a Lookup window to select
the correct paygroup based on the position worked by the employee.

Suppose you are setting up paygroups for job number 200, a prevailing-wage contract for a housing
development. Each member of the crew performs several different tasks, so you set up the following
paygroups in 5-3-4 Paygroups. Paygroup number 200-Sonoma Job is a dummy paygroup and does not use
any wage rates. Paygroups 210-Project Manager, 220-Superintendent, and 230-Foreman are assigned
wage rates.

Then the list of job-specific paygroups is set up using only paygroup 200-Sonoma Job. Because each
employee is working several different positions, enter the dummy paygroup on a separate line for each
employee position required by job 200.

When entering a timecard information for job 200, Sage 100 Contractor selects paygroup 200-Sonoma Job
when the employee’s file contains position 5, 6, or 7. You can then enter the appropriate paygroup, or select a
paygroup by displaying a Picklist.

Important! As you press the Enter key to move through the grid, notice that as you move from cell to
cell, Sage 100 Contractor autopopulates the cell with information in bold text. You have to press Enter
again for Sage 100 Contractor to accept that information and write it to the database. As long as there is
bold text in a cell, that information is not yet recognized. Pressing the drop-down arrow in a cell with bold
text does not open the “dummy” paygroup.

To set up job-specific paygroups:
1. Open 5-3-4 Paygroups.

2. Create a dummy paygroup for the job that uses the job name and job number as the paygroup
description.

Do not include any rates in this paygroup.
3. Enter the actual paygroups you want to use for the job, and include the wage and benefit rates.
When creating the paygroups, organize the paygroups by job.

When numbering the paygroups, skip a few numbers between groups in case you need to add other
paygroups later.

Open 3-5 Jobs (Accounts Payable).
From the Options menu, select Job Paygroups.
6. Set up job paygroups using a “dummy” paygroup for each of the positions.

For each position that requires you to use a separate paygroup, enter the dummy paygroup on a
separate line and assign an employee position to it.

7. When you are finished, the job-specific paygroups table should contain a list of the same dummy
paygroup assigned different employee positions.

8. Open 5-2-2 Job Payroll Records.

9. Create atimecard.
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10. Press the Enter key to move through the grid to the paygroups.
11. Go back to the paygroup cell, and click the drop-down arrow.

12. The correct job paygroup appears.

Tip: Todisplay only the job paygroups from the grid, use the ENTER key to move through the “dummy”
paygroup that defaults into the grid cell of the timecard lines. Then go back to the timecard line. The
dummy paygroup is no longer bold. Click the drop-down arrow to display the Lookup window. Now only
the correct Job Paygroups appear. Alternatively, you can enter the correct Job Paygroup number in the
timecard line cell, and then click the drop-down arrow to display the dummy Job Paygroups.

3-6 Receivable Clients

Use the 3-6 Receivable Clients window to store information about past, current, and future clients as well as
manage the sales process and track client related issues. To help manage sales, you can keep track of
referrals, appointments, and call back dates. You can even keep track of when you last mailed a brochure to a
client. In addition, you can set up customized lists to provide information about the lead source, region,
company size, and to which mailing list they have been assigned.

Using information from the client database, you can create all kinds of client-related documents and reports.
For example, the Greeting text box, in which you can enter a personalized greeting such as the owner's
nickname, provides a way to personalize documents. When creating the form design, you can insert a field
representing the information in the Greeting text box. Then when you print the document, Sage 100
Contractor replaces the field with the information from the Greeting text box.

Entering receivable clients

Be sure to enter all the important information regarding receivable clients. Entries made in the 3-6 Receivable
Clients window are used for other functions, such as fax and email scheduling.

Important! Sage 100 Contractor uses information entered on the 3-6 Receivable Clients window and
Vendors window for other functions such as the scheduling and sending of faxes and email messages. If
fax numbers and email addresses for clients are not entered in these windows, then client and vendor
contacts do not appear on the fax and email distribution lists.

To enter a receivable client:

Open 3-6 Receivable Clients.

In the data control text box, enter the client number.

In the Client Name text box, enter the full client name.

In the Short Name text box, enter a brief name for the client.
In the Status list, click the client status.

In the Type list, click the client type.
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On the General Information tab, do the following:

a Inthe Address 1, Address 2, City,Province, and Postal text boxes, enter the address information.
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b Inthe Cross Street text box, enter the nearest cross street.
¢ Inthe Map Location text box, enter the map coordinates.

d Inthe Due Terms text box, enter the cycle for the date when the invoice is due.

In Sage 100 Contractor, a cycle is represented by ##DY (a number of days), #MO (a number of months),
and ##TH (a specified day every month). You replace the ## symbols with the number of days or months,
or the day of the month for the processing cycle. For example:

« 30DY means due every 30 days.
« 02MO means due every two months.
« 25TH means due on the 25th day of each month.

e Inthe Discount Terms text box, enter the cycle by which payment must be received for the discount to
apply.

f Inthe Discount Rate text box, enter the discount rate.

g Inthe Finance Rate text box, enter the annual finance rate.

h In the Contact grid, do the following:

i Inthe Contact Name text box, enter the contact's name.

Important! The first contact in the list is considered to be the primary contact in reports.

ii Inthe Job Title text box, enter the contact's job title.
iii Inthe Phone# text box, enter the contact’s telephone number.
iv Inthe Extension text box, enter the contact's telephone extension, as necessary.
v Inthe Email text box, enter the contact's email address.
vi Inthe Cell#text box, enter the contact’s cellular number.
vii In the Fax# text box, enter the contact’s fax number.
viiiln the Other# text box, enter the contact’s other telephone number.
ix Inthe Other Description text box, enter the contact’s other telephone number description.
x Inthe Notes text box, enter any applicable notes about the contact.
8 On the Other Addresses tab, do the following:

a Inthe Bill Address 1, Bill Address 2, Bill City, Bill Province, and Bill Postal text boxes, enter the
billing address information.

b Inthe Ship Address 1, Ship Address 2, Ship City, Ship Province, and Ship Postal text boxes, enter
the shipping location information.

9 Onthe Billing and Payment tab, do the following:
a Inthe Credit Card Type text box, enter the type.
b Inthe Credit Card# text box, enter the client’s credit card number.

¢ Inthe Cardholder Name text box, enter the name as it appears on the credit card.
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In the Expiration text box, enter the date of expiration.
In the Discount text box, enter the client's discount rate (%) on products.
In the PO# text box, enter the purchase order number for service invoices.

If the client is exempt from PST for service billing, select the PST Exempt check box. (If the client uses
a QST tax code, this check box is labeled QST Exempt.)

If the client is exempt from GST/HST for service billing, select the GST/HST Exempt check box.

Under Part Billing Basis, select how you want to bill the client for parts.

100n the Sales and Marketing tab, do the following:

a
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In the Purchase text box, enter the date of the last product purchase.

In the Received text box, enter the date you received the sales lead.

In the Call Back text box, enter the date when the account manager should next call the client.
In the Contact text box, enter the date when the client was last contacted.

In the Reference text box, enter the date when you last contacted the client for a reference.

In the Greeting text box, enter a greeting or name that you want to use for client documents.

In the Mail Piece, click the type of mail piece last sent to the client. You must manually update the
information in the Mail Piece text box.

In the Date Mailed text box, enter the last piece of mail that was mailed to the client. You must manually
update the information in the Mail Piece text box.

In the Product list, click the last product purchased by the client.
In the Source list, click the source of the lead.
In the Area list, click the region where the client is located.

In the Size list, click the company size.

m In the Mail Listlist, click the mail list.

n

o

In the Manager text box, enter the employee number for the employee managing the client’s account.

In the Salesperson text box, enter the employee number for the employee who sold the account.

11 (Optional) In the User Def , User Def2, User Def3, User Def4, and User Def5 text boxes, enter the user-
defined information as necessary.

120n the File menu, click Save.

Setting up receivable client status

Use the client status to provide information about your clients such as sales cycles, credit limits, or other
client characteristics. You can even design the status settings to separate client prospects, current clients,
and past clients.
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Example 1: Using client status settings for credit limits

Client Status # Status Name

1 No Credit

2 Credit Limit $1000
3 Credit Limit $2000
4 No Credit Limit

Example 2: Using client status settings for current and past clients

Client Status # Status Name

1 Contact

Prospect

Current Customer
Customer 2-5 Years Ago

Customer 6-10 Years Ago
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Do Not Accept Contract Again

To set up client status:

1 Open 3-6 Receivable Clients.

2 Next to the Status list, click the detail button.

3 Inthe Client Status# text box, enter the status number.

4 Inthe Status Name text box, enter a description of the client status.
5 Repeat steps 3-4 for each status.

6 On the File menu, click Save.

Setting up receivable client types

Client types allow you to categorize clients. A subdivision developer, for example, can use client types to list
the subdivisions, or the release of homes in subdivisions or to track the interests of prospective home buyers.
For some companies such as service/repair contractors, the geographic area is more important because all
the clients are homeowners or commercial businesses.

Setting up receivable client sizes
In the Client Size window, you can set up a list of the different sizes of your clients’ projects.

For example, a developer might use the following list to classify the size of house built for a client:
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Client Size # Size Description

1 <1500 sq. ft.
2 1501-2000 sq. ft.
3 2001-2500 sq. ft.
4 > 2501 sq. ft.

Or, an electrical contractor might use the following list to classify service panels by ampere:

Client Size # Size Description

1 <1000 amp
2 1001-2000 amp
3 > 2001 amp

To set up client sizes:

Open 3-6 Receivable Clients.

Click the Sales and Marketing tab.

On the right side of the window, next to the Size drop-down, click the detail button.
The Client Size List window opens.

In the Client Size# text box, enter the client size number.

In the Size Description text box, enter a brief statement about the client size.

Repeat steps 56 for each size.
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On the File menu, click Save.

Setting up receivable client product lines
In the Client Product Line window, you can set up a list of the different products you supply.

To set up client product lines:

Open 3-6 Receivable Clients.

Click the Sales and Marketing tab.

Next to the Product drop-down, click the detail button.

In the Product# text box, enter the product number.

In the Description text box, enter a brief statement about the product.

Repeat steps 4-5 for each product.
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On the File menu, click Save.
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Setting up product discounts for receivable clients

Setting up a product discount for a client is a three-step process using 3-6 Receivable Clients, 9-2 Parts,
and 11-2 Work Orders/Invoices/Credits.

To set up product discounts for clients:
1 Open 3-6 Receivable Clients, and select a client.
On the General Information tab, in the Discount Rate text box, enter the product discount.

For example, entering 10 means that your client gets a 10 percent discount.
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Click the Billing and Payment tab. Under Part Billing Basis, select either Last Cost, Average Cost
(Inventory), or Billing Amount.

Click Save.
Open 9-2 Parts, and locate the part that you want to discount for the client.

Under Cost/Billing, enter the appropriate cost in the appropriate text box.
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If this is an inventory item and you need to job cost in 11-2 Work Orders/Invoices/Credits, under
Inventory/Ordering, select the Required from Inv. check box.

9 Click Save.

10 Open 11-2 Work Orders/Invoices/Credits, and select the same client as you did on 3-6 Receivable
Clients.

11 Select a Status of 1-Open and select a Type.

12 Click the Invoice Details tab, and enter the Part#.

13 The Description text box auto-populates with the part description.
14 The Price text box auto-populates with the discounted price.

15 Click Save.

Notes:
« Last Costin 3-6 Receivable Clients maps to Default Costin 9-2 Parts.

« Average Cost (Inventory) in 3-6 Receivable Clients maps to Average Costin 9-2 Parts.

« Billing Amountin 3-6 Receivable Clients maps to Billing Amountin 9-2 Parts.

About receivable client documents

In the 3-1-7 Client Document window, you can print documents designed in 13-5 Form/Report Page
Design for clients. The types of client documents created can include transmittal forms, form letters,
contracts, and proposal forms. When designing a client document, you can merge information from the client
files. Save the client documents using the *.docs_client file name extension.
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Service Contracts

Entering service contracts for clients

In

the Service Contracts window, you can track the locations or equipment covered by a contract you have

with the client. For each client, you can enter multiple contracts.

To enter service contracts for a client:
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9

Open 3-6 Receivable Clients.

Select the client.

On the Options menu, click Service Contracts.

In the Contract# text box, enter the contract number.

In the Description text box, enter a brief statement about the contract.

In the Expiration text box, enter the date when the contract expires.

In the Type text box, enter the number of the service contract type.

In the Coverage list, select the coverage.

a Ifyou click All Locations/All Equipment, go to step 9.

b If you click Specified Locations Only, then enter the locations in the Locations Grid.
c Ifyou click Specified Equipment Only, then enter the client’s equipment in the Equipment Grid.

On the File menu, click Save.

Setting up service contract types

If you perform service work, you can categorize the types of service contracts you fulfill.

Example 1: Service contract types using projects

Contract# Description

1
2
3

Time and Materials Projects
Progress Billing Projects

Government Projects

Example 2: Service contract types using time increments

Contract# Description

1
2
3

Weekly
Monthly
Bi-monthly
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Contract # Description
4 Semi-yearly
5 Yearly

To set up service contract types:

Open 3-6 Receivable Clients.

Select the client.

On the Options menu, click Service Contracts.

Next to the Type list, click the detail button.

In the Contract# text box, enter the number.

In the Description text box, enter a brief statement about the type of contract.

Repeat steps 56 for each type.
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On the File menu, click Save.

Setting up client service areas based on regions

Some service companies dispatch technicians based on geographic regions. In the Service Areas window,
you can set up a list of the different areas in which your clients are based.

To set up a list of client service areas:
Open 3-6 Receivable Clients.
Click the Sales and Marketing tab.
Next to the Area text box, click the detail button.

In the Area# text box, enter the area number.

1
2
3
4
5 Inthe Description text box, enter a brief statement about the area.
6 Double-click the Dispatch Color text box.

7 Double-click the color you want to use.

8 Repeat steps 3—7 for each service area.

9

On the File menu, click Save.

Note: Both client records and service receivable records use the same table of service areas.

Entering the service locations for clients
For service work, you can set up a table of the different locations that you must service.
To enter service locations for a client:

1 Open 3-6 Receivable Clients.

2 Onthe Options menu, click Locations.
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3 Inthe Client Locations window, do the following:

a
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In the Location# text box, enter the number you want to assign the client location.

In the Name text box, enter a brief description of the location.

Inthe Address 1, Address 2, City, Province, and Postal text boxes, enter the address.
In the Phone# text box, enter the telephone number for the location.

In the Contact text box, enter the name of the person to contact at the location.

In the Area drop-down, select the client region.

In the Map Locate text box, enter the map coordinates.

Inthe Cross Street text box, enter the name of the nearest cross street.

(Optional) In the User Defined text box, enter the user-defined information as necessary.

4 Repeat step 3 for each location.

5 On the File menu, click Save.

Entering appointments

In the Appointments window, you can track appointments made with clients.

To enter appointments:
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Open 3-6 Receivable Clients.

On the Options menu, click Appointments. The Appointments window opens.

In the Date text box, enter the date when the appointment is to occur.

In the Start text box, enter the time when the appointment begins.

In the End text box, enter the time when the appointment ends.

Inthe Appt. Type text box, enter the type number for the kind of appointment.

In the Employee text box, enter the employee number of the person who has the appointment.
In the Notes text box, you can enter a note about the appointment.

Repeat steps 3-8 for each appointment.

10 On the File menu, click Save.

Tip: You can also access the Calendar by pressing F2, and then you can enter appointments by clicking
Appointment on the Edit menu to open the Calendar Appointments window.

Entering the equipment owned by a client

For service work, you can maintain records of the client’s equipment you install, service, or repair.

To enter equipment owned by a client:

1 Open 3-6 Receivable Clients.

2 Click Options > Equipment on the menu.
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3 Inthe Equipment window, for each piece of equipment:
a Inthe Equipment# text box, enter the equipment number.
In the Description text box, enter a brief statement about the equipment.
In the Manufacturer text box, enter the name of the equipment manufacturer.
In the Man Part# text box, enter the part number assigned by the manufacturer.

In the Serial# text box, enter the serial number of the equipment.
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In the Client Location text box, enter the location number for the location of the equipment.

In the Site Location text box, enter the location of the site.
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In the Installed Date text box, enter the date when you installed the equipment.

In the In Service Date text box, enter the date when the item will start being used.

j Inthe OEM Warranty Exp text box, enter the original equipment manufacturer's warranty expiration
date.

k Inthe Start Date text box, enter the starting date.
I Inthe Expiration Date text box, enter the expiration date of the warranty.
m In the Last Service text box, enter the date when the equipment was last serviced.

n Inthe Service Cycle text box, enter the cycle when the next service is due.

In Sage 100 Contractor, a cycle is represented by ##DY (a number of days), ##MO (a number of months),
and ##TH (a specified day every month). You replace the ## symbols with the number of days or months,
or the day of the month for the processing cycle. For example:

« 30DY means due every 30 days.

« 02MO means due every two months.

« 25TH means due on the 25th day of each month.
o Inthe Next Service text box, enter the date when the equipment is scheduled for its next service.
p (Optional) In the User Defined text box, enter the user-defined information as necessary.

4 On the File menu, click Save.

Lead Management

Use the Sales and Marketing tab in the 3-6 Receivable Clients window to manage clients and sales leads.
You can provide information such as the date when you received the sales lead, indicate the source of the
lead, and determine which mail list to use for that particular client.

Using the client information, you can create custom reports to examine your customer base, create targeted
customer newsletters or marketing campaigns, or even create a mailing list for holiday cards.

Setting up client lead sources

Lead sources let you track how the company gets job leads. With this information, you can make informed
decisions about how to effectively market your business. Suppose that AAA Contracting places an
advertisement in the telephone book and adds it to the list of lead sources. As new leads come in the office
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staff notes when a new client selected the company based on that particular advertisement. To determine
how many new leads resulted from the advertisement, the owner prints a list of clients using the lead source
as a selection criterion.

You can also include referrals from industry professionals such as architects, as well as from materials
suppliers and subcontractors. If you want to track referrals from companies, leave plenty of room in the
numbering system to add new referrals as they come in.

To set up a lead source list:

Open 3-6 Receivable Clients.

Click the Sales and Marketing tab.

Next to the Source list, click the detail button.

In the Lead Source# text box, enter the lead source number.

In the Source Name text box, enter a description of the lead source.

Repeat steps 4-5 for each source.
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On the File menu, click Save.

Setting up client mail lists

You can create a mailing list to group clients together for targeted mailings. Assigning a client to a specific
mailing list allows you to print client lists or documents using the mailing list as a selection criterion.

Following are two examples of how you can set up mail list categories:

Example 1: Categories using Mail Types

Mail List# List Name

1 Direct Mail Pieces
5 Newsletters
9 Greeting Cards

Example 2: Categories using Customer Type

Mail List# List Name

1 Bathroom Remodels

2 Kitchen Remodels

3 Home Owners

4 Commercial Customers

To set up client mail lists:
1 Open 3-6 Receivable Clients.
2 Click the Sales and Marketing tab.
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3 Next to the Mail List drop-down list, click the View/Add records button.

4 Onthe Client Mail List window, in the Mail List# column, enter the mail list number.
5 Inthe List Name column, enter a description of the mail list.

6 Repeat steps 4-5 for each mail list.

7 On the File menu, click Save.

Entering by whom the client was referred
In the Referred By window, you can note who referred the client to your company.

To enter by whom the client was referred:

Open 3-6 Receivable Clients.

On the Options menu, point to Referrals, then click Referred By.

In the Client cell, enter the client number of the client who provided a referral to the current customer.
In the Date cell, enter the date of the referral.

In the Sale (Y/N) cell, type Y if the referral resulted in a sale, or N if the referral did not result in a sale.

Repeat steps 3-5 for each referral.
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In the File menu, click Save.

Entering whom the client has referred

In the Referred window, you can note who the client has referred to your company.

To enter whom the client has referred:

Open 3-6 Receivable Clients.

On the Options menu, point to Referrals, then click Referred.

In the Referred cell, enter the client number of the client who was referred to your company.

In the Date cell, enter the date of the referral.

In the Sale (Y/N) cell, type Y if the referral resulted in a sale, or N if the referral did not result in a sale.

Repeat steps 3-5 for each referral.
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On the File menu, click Save.

3-7 Progress Billing

About progress billing for jobs

The 3-7 Progress Billing window provides a system for creating progress billings, with each new application
building on the previous submitted application for a job. Then under each job, Sage 100 Contractor assigns
each application its own application number.
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Creating a progress bill requires that you provide some basic information in the Progress Billing Setup
window. You can provide the name of the architect and the architect’s job number for the project, as well as
the income posting account, holdback rates, and a maximum for holdback.

To create an application, import the cost codes or divisions from the job’s budget or proposal. You can then
select several ways to automatically update the cost information from the job cost records. When you select
the Percent from Costs option, Sage 100 Contractor displays the actual job costs and calculates the percent
of work completed by comparing the job costs against the budget. You can instead select either the From
Cost Amounts or From Billing Amounts option to display only the amounts for each cost code.

When you create an application, Sage 100 Contractor assigns it status 1-Open. After you have submitted the
application, submit the record in Sage 100 Contractor by clicking the Submit button. Sage 100 Contractor
then changes the application’s status to 2-Submitted. When the billing is approved, post the billing by clicking
the Post button. Sage 100 Contractor creates an invoice, posts it to the general ledger, and then changes the
application’s status to 3-Posted. WWhen you want to create the next application, click the Next button. Sage
100 Contractor assigns the posted application status 4-Closed, moves the costs from the Current Quantity
column to the Previous Quantity column, and advances the number in the Application# text box.

You can also update the costs of the change work to the progress bill. You can either incorporate the changes
to the costs in the cost codes or divisions, or include the total amount of the change order as a separate line
item.

Entering setup data for progress bills

In order to create a progress bill, you have to provide some basic information in the Progress Billing Setup
window, such as the name of the architect, the architect’s job number for the project, the income posting
account, the holdback rates, and a maximum for holdback.

To enter setup data for a progress bill:
1 Open 3-7 Progress Billing and click the Setup button at the bottom left.

2 Inthe Progress Billing Setup window, in the Architect text box, enter the vendor number of the architect
or engineer.

In the Architect’s Job# text box, enter the number the architect uses to refer to the job.
In the Income Account text box, enter the income account.
If you are using subsidiary accounts, enter the account number in the Subaccount text box.

In the User Def1 and User Def2 text boxes, enter the user-defined information as necessary.
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In the Holdback section, do the following:
a Inthe Holdback Rate text box, enter the rate of holdback.
b Inthe Material Rate text box, enter the rate of holdback for stored materials.

8 Onthe menu bar, click Save.

Creating new progress bills for jobs

When you create a new progress bill for a job, you can enter the scheduled costs for each cost code or
division in the Scheduled column. After saving the first application, Sage 100 Contractor does not allow any
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changes to the scheduled costs unless the Allow Editing Scheduled $ option is selected. On subsequent
applications, enter changes to costs in the Changes column.

In the Current Stored column, you can enter the amount of material currently being stored. When you create
the next application, Sage 100 Contractor moves the costs from the Current Stored column to the Previous
Stored column. As you complete work, remove the costs foritems no longer being stored. To remove costs,
enter the costs as a negative amount.

To create a new progress bill for a job:
1 Open 3-7 Progress Billing.
2 Inthe header:

In the Job text box, enter the job number.

If the job uses phases, enter the phase number in the Phase text box.

In the Description text box, enter a brief statement about the work completed.

In the Application# text box, enter the number of the application you are submitting.

In the Billing Date text box, enter the date ending the period for which you are submitting the request.
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In the Billing Cycle text box, enter the billing cycle.

In Sage 100 Contractor, a cycle is represented by ##DY (a number of days), #MO (a number of
months), and ##TH (a specified day every month). You replace the ## symbols with the number of
days or months, or the day of the month for the processing cycle. For example:

« 30DY means due every 30 days.

o 02MO means due every two months.

« 25TH means due on the 25th day of each month.
g. Inthe Submitted text box, enter the submittal date.

h. Inthe Approved text box, enter the approval date.

3 Under Billing Basis, select the Bill by cost codes or Bill by cost divisions option.
4 On the Options menu, click Setup and complete the Progress Billing Setup window.

5 Do one of the following:

« Onthe Options menu, select Import, then click Import Budget.

« Onthe Options menu, select Import, then click Import Proposal.
6 Inthe grid, for each item:

a. Inthe Current Complete text box, you can enter the costs incurred. If you provide the costs incurred,
do not provide the percent of work completed in the % Completed text box.

b. Inthe HoldbackRate text box, you can accept the default primary rate from the Progress Billing
Setup window, or you can enter a different rate for the item.

c. Inthe Current Stored text box, enter the current cost of materials stored for the job.
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d. Inthe % Completed text box, you can enter the percent of work completed. If you provide the percent
of work completed, do not provide the current costs incurred in the Current Complete text box.

e. Inthe Subject to GST, Subject to PST, and Subject to HST text boxes, type Yes if the item is
taxable or No if the item is non-taxable.

Note: QST is not processed for job costs.

7 Onthe menu bar, click Calculate to select one option in the Calculate Grid window, then click
[Calculate].

a. Calculate the Current column based on the amounts entered in the Percentage column (this is
based on the amount entered in the % Completed text box in step 10e)

b. Calculate the Percent column based on the amounts entered in the Current and Stored
columns (this is based on the amounts entered in the Current Complete and Current Stored text boxes
in step 10a and 10c, respectively)

Note: Sage 100 Contractor creates a separate series of applications for each phase.

Creating new progress bills manually

Here is some additional information. In the Current Stored column, you can enter the amount of material
currently being stored. When you create the next application, Sage 100 Contractor moves the costs from the
Current Stored column to the Previous Stored column. As you complete work, remove the costs for items
no longer being stored. To remove costs, enter the costs as a negative amount.

Important! The Options menu command Allow Editing Scheduled $ can only be turned on and off by
a supervisor. This command allows anyone to edit the Scheduled column on any application that has a
status of 1-Open or 2-Submitted.

To create a new progress bill manually:
1 Open 3-7 Progress Billing.
2 Inthe header, do the following:
a Inthe Job text box, enter the job number.
b If the job uses phases, enter the phase number in the Phase text box.
¢ Inthe Description text box, enter a brief statement about the work completed.
d Inthe Application# text box, enter the number of the application you are submitting.
e Inthe Billing Date text box, enter the date ending the period for which you are submitting the request.

f Inthe Billing Cycle text box, enter the billing cycle.

Note:
In Sage 100 Contractor, a cycle is represented by ##DY (a number of days), #MO (a number of months),

« 30DY means due every 30 days.
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g Under Billing Basis, select the Cost Codes or Divisions option.

3 Onthe Options menu, click Setup, and then enter the appropriate information in the Progress Billing
Setup window.

4 After entering the information, from the File menu, click Save.
5 Inthe grid, do the following:

a Depending on the billing basis, right-click the Cost Code or Divisions text box, and select Display
Picklist Window.

b Create a Picklist of cost codes or divisions, and then click the check mark button to insert the list into
the grid.

c If avendoris associated with the item, enter the vendor number in the Vendor text box.
d Inthe Scheduled text box, enter the scheduled amount.

e Inthe Current Complete text box, you can enter the costs incurred. If you provide the costs incurred, do
not provide the percent of work completed in the Percent Complete text box.

f Inthe Holdback Rate text box, you can accept the default primary rate from the Progress Billing
Setup window, or you can enter a different rate for the item.

g Inthe Current Stored text box, enter the current cost of materials stored for the job.

h Inthe Percent Complete text box, you can enter the percent of work completed. If you provide the
percent of work completed, do not provide the current costs incurred in the Current Complete text box.

i Inthe Subject to GST, Subject to PST, and Subject to HST text boxes, type Yes if the item is taxable
or No if the item is non-taxable.

6 Repeat step 5foreach item.

7 Onthe menu bar, click Calculate to select one option in the Calculate Grid window, then click
[Calculate].

a Calculate the Current column based on the amounts entered in the Percentage column (this is
based on the amount entered in the % Completed text box in step 10e).

b Calculate the Percent column based on the amounts entered in the Current and Stored columns
(this is based on the amounts entered in the Current Complete and Current Stored text boxes in step 10a
and 10c, respectively)

Note: Sage 100 Contractor creates a separate series of applications for each phase.

About updating costs in progress bills from change orders

You can automatically or manually update costs in the progress bill from change orders. Choose from two
methods to automatically update the costs from change orders. You can either incorporate the changes to
costs in the individual cost codes, orinclude the total amount of the change order as a separate line item.

Important! When using the Append as New Lines option, do not change the Description values as
you have entered them into the grid. Sage 100 Contractor uses an exact match of the text in the
Description column to match the items from the Change Order grid to the Progress Billing grid.
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Method 1: Incorporate changes to costs in the individual cost codes

When you select the Add to Existing Lines option in 3-7 Progress Billing, Sage 100 Contractor only
updates cost codes or divisions present in both the change order and the progress bill. If the change order
contains cost codes that do not correspond to cost codes or divisions in the progress bill, Sage 100 Contractor
will notify you. Review the new cost codes in the change orders, and if necessary, manually add the new cost
codes or divisions and update the progress bill again. Sage 100 Contractor displays the amount of change to
each cost code in the Changes column and the new contract amount in the Contract column.

Method 2: Include the total amount of the change order as a separate line item

Instead of updating the individual cost codes, you can append each change order as a separate line item at the
end of the progress bill. Suppose the client approves change order number 1, and you only want to show the
total amount of the changes on the progress bill. When you select the Append as New Lines option, Sage
100 Contractor creates a separate line for each change order. Sage 100 Contractor inserts the statement
Change Order #1 in the Description column, and displays the total amount of the change order in the
Changes column and the new contract amount in the Contract column.

Updating costs in progress bills from change orders automatically
You can update the data from change orders as often as necessary.

To automatically update costs from change orders:

1 Open 3-7 Progress Billing.

2 Using the data control, select the last application for the job and phase you want to update.
3 Onthe Update menu, point to Change Orders, and click Add to Existing Lines.

4 If Sage 100 Contractor finds cost codes or divisions that are not present in the progress bill, review the
change orders and manually enter the cost codes or divisions that you want to include in the progress bill.

5 Repeat steps 3-4 until you have resolved all cost codes.

6 Onthe menu bar, click Calculate to select one option in the Calculate Grid window, then click
[Calculate].

a Calculate the Current column based on the amounts entered in the Percentage column (this is
based on the amount entered in the % Completed text box in step 10e)

b Calculate the Percent column based on the amounts entered in the Current and Stored columns
(this is based on the amounts entered in the Current Complete and Current Stored text boxes in step 10a
and 10c, respectively)

Updating costs in progress bills from change orders manually
When you recalculate the progress bill, the contract balances reflect the effect of the change orders.
To manually update costs from change orders:

1 Open 3-7 Progress Billing.

2 Using the data control, select the last application of the job and phase you want to update.

3 Select acost code.
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4 Inthe Changes text box, enter the amount of change.
5 Repeat steps 3—4 for each cost code you want to update.

6 Onthe menu bar, click Calculate to select one option in the Calculate Grid window, then click
[Calculate].

a Calculate the Current column based on the amounts entered in the Percentage column (this is
based on the amount entered in the % Completed text box in step 10e)

b Calculate the Percent column based on the amounts entered in the Current and Stored columns
(this is based on the amounts entered in the Current Complete and Current Stored text boxes in step 10a
and 10c, respectively)

Appending costs from change orders to progress bills

Important! If you are using this update option, do not change the Description values as you have
entered them into the grid. Sage 100 Contractor uses an exact match of the text in the Description
column to match the items from the Change Order grid to the Progress Billing grid.

To append costs from change orders to progress bills:

1 Open 3-7 Progress Billing.

2 Using the data control, select the last application of the job and phase you want to update.
3 On the Update menu, point to Change Orders, and click Append as New Lines.

4 On the menu bar, click Calculate.

Tip: You can update the data from change orders as often as necessary.

About progress billing holdback

Many job contracts include holdbacks. In the Progress Billing Setup window, you can set up holdback
rates.

When you calculate a progress bill for the first time, Sage 100 Contractor inserts the holdback rate for
completed work in the Holdback Rate column for all line items. If certain line items require different rates of
holdback, type the rates in the appropriate Holdback Rate cells. If you leave a Holdback Rate cell blank,
Sage 100 Contractor will not compute holdback for that particular line item. You can then recalculate the
holdback for the application.

If you want to withhold a holdback for stored materials, type the rate in the Material Rate box. WWhen you enter
costs for stored materials in the Current Stored column, Sage 100 Contractor calculates the holdback using
the rate in the Material Rate box from the Progress Billing Setup window.

While you include holdback on billings, payment is not due until you create holdback invoices using the 3-2
Receivable Invoices/Credits window. Posting an invoice declares the gross amount of the invoice as
income. However, a percentage of the gross amount is withheld as holdback, so the client is actually billed for
the net amount (gross invoice amount — holdback = net invoice amount). Therefore, holdback is already
declared income but is not yet due. Consequently, Sage 100 Contractor does not include holdback in the
invoice aging, and does not apply finance charges to it.
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Releasing holdbacks for progress bills

You can bill for work and release holdbacks on the same billing. After you create or update the progress bill,
remove the holdback rates and post an invoice.

To release holdbacksonly for specific line items, delete the rate in the Holdback Rate text box of each line
item for which you want to release holdbacks. Then calculate the application.

If you need to release holdbacks and print a statement, see the topic Releasing holdbacks for progress bills
and printing statements.

To bill for work and release holdbacks for a progress bill

1 Open 3-7 Progress Billing.

2 Select the last billing.

3 At the message stating that all holdbacks will be set to zero, click Yes.
4 Onthe Calculate Grid window that appears, click [Calculate].

5 Onthe File menu, click Save.

6 Open 3-2 Receivable Invoices/Credits.

7 From the Options menu, select Create Holdback Billing.

8 Inthe Create Holdback Billing window that appears:

a. Inthe Job field, enter the job for which you are billing the holdback.

b. Click Display Invoices, and then select one of the following options:
« Manually enter billing amounts
« Bill all remaining holdback
« Adjust remaining holdback to [ ]1% of Invoice Total

c. Click Calculate Billing Amounts.

d. Click Create Bill.

9 Inthe 3-2 Receivable Invoices/Credits window, fill in the Invoice#, Due Date, and Discount Date fields.

100n the File menu, click Save.

Releasing holdbacks for progress bills and printing statements

When you complete a project, or at intervals determined by contract with your customer, you need to invoice
for any holdback that is due.

Part 1—To close your current bill, release holdbacks, and print a progress billing report

1 Open 3-7 Progress Billing.

2 Open the last application with a Status 3-Posted for the job, and click Next.

3 Tothe message, Reminder: A new record will be created and this one will become Closed. Do you
want to continue? click Yes.
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Note: Be sure to note the amount in the Holdback Total field.

4 From the Update menu, select Release Holdback.

5 Tothe message, This will reset all holdback rates to zero and recalculate the application. Do you
want to continue? click Yes.

6 On the Calculate grid, choose a method to calculate the progress billing, and then click OK.

Note: The released holdback becomes part of the invoice total.

7 From the File menu, select Save.

8 From the File menu, select Recall.

9 From the Options menu, select Submit Application.
10 From the File menu, select Print.

11 Print the appropriate progress billing report, reports 21—42, and send this report to your customer to show
the holdback amount is now due.

12 If the job is continuing and you need to create a new application, post the application.

13 Close the 3-7 Report Printing window.
Part 2—Create the holdback billing

1 Open the 3-2 Receivable Invoices/Credits window.
2 Onthe Options menu, click Create Holdback Billing.
3 Inthe Create Holdback Billing that appears:
a. Inthe Job text box, enter the job for which you are invoicing the holdback.
b. Click Display Invoices.
c. Select an option to adjust the holdback by a percentage, or to bill all or a portion or the holdback.
« If you select Manually enter billing amounts, enter the billing amounts in the grid.

« Ifyou select Adjust remaining holdback to [ ]% of Invoice Total, specify the percentage
by which to adjust the holdback in the box provided, and then click Calculate Billing
Amounts.

« If you select Bill all remaining holdback, click Calculate Billing Amounts.
4 When you are satisfied with the invoice details in the grid, click Create Bill.
5 Inthe 3-2 Receivable invoices/Credits window, fill in the Invoice#, Due Date, and Discount Date fields.
6 Click File > Save.

Part 3—Print statement for detailed billing information
1 Goto 3-4 Statements.
2 Select the 21-Job Statements report.
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3
4
5
6
7
8
9

In the Job# box, type the job number.

Select the Include Paid Invoices check box.

Select the Include Payment History check box.

From the File menu, select Print.

On the Statement Variables window, type the Statement Date.
Click OK.

Your statement prints showing all outstanding amounts due, including the released holdback.

10 Close the 3-4 Report Printing window.

Processing progress bills

The following bullet points provide some important insights about processing progress bills:

« You can calculate holdbacks using a rate for completed work and another rate for stored materials.

« Inthe Current Stored column, you can enter the amount of material currently being stored. When you
create the next application, Sage 100 Contractor moves the costs to the Prev. Stored column. As you
complete work, remove the costs for items no longer being stored. To remove costs, enter the costs as
a negative amount in the Current Stored column, then enter the costs as a positive amount in the
Current Comp. column. (Otherwise, the negative amount in the Current Stored column subtracts
from the actual Current Complete and reduces the invoice amount.)

« You can bill for work and release holdbacks on the same application. After updating the application,
remove the holdback rates.

To process a progress bill:

1
2

Open 3-7 Progress Billing.

Do one of the following:

o Create the progress bill automatically.

o Create the progress bill manually.

If you have issued change orders for the job, update the progress bill application to reflect the affects of the
change orders.

Update the costs.

5 You can then adjust the amounts in the Current Completed cells, or the percent of work completed in the

Percent Completed cells.
Calculate the project costs.
Print the progress bill application.

When you submit the progress bill application, do the following:

a. Inthe Submitted text box, enter the date you submitted the request. If you leave the Submitted text
box blank, Sage 100 Contractor enters the current date for you.
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b. Onthe Options menu, click Submit Application.

9 After submitting the application, you can create an invoice by posting the application. On the Options
menu, click Post Application.

10 Prepare the next progress bill application.

Preparing the next progress bill

After submitting an application, you can prepare the next application. Sage 100 Contractor will assign the
current application status 4-Closed, move the costs from the Current Completed column to the Previous
Completed column, and advance the number in the Application# text box.

To prepare the next progress bill:
1 Open 3-7 Progress Billing.
2 Using the data control, select the last application for the job and phase.

3 Onthe Options menu, click Create Next Application.

Voiding progress bills

You can void an application assigned status 4-Closed. If the application precedes a series of applications,
Sage 100 Contractor reopens the application, assigning it status 2-Submitted, and voids the subsequent
applications. If you have posted an application, and payments have been made to the invoice, you must
reverse the payments before voiding the application.

Suppose you have just created application 3. However, application 3 contains an error caused in application 2.
To remove the error, it is necessary to correct application 2 and recreate application 3. When you void
application 2, Sage 100 Contractor changes its status from 4-Closed to 2-Submitted. In addition, Sage 100
Contractor changes the status of application 3 to 5-Void. You can then make the necessary adjustment to
application 2, and from it create application 3.

To void a progress bill:
1 Open 3-7 Progress Billing.
2 Using the data control, select the record.

3 Onthe Edit menu, click Void Application.

3-8 Loan Draw Requests

About loan draw requests

The 3-8 Loan Draw Requests window provides a system for creating loan draw applications. For each job,
you create a series of applications with each new application building on the previous application submitted to
the lender. Under each job, Sage 100 Contractor assigns each application its own application number.

To create the first loan draw application, import the cost codes from the job’s budget or proposal. You can then
select from several ways to automatically update the cost information from the job cost records. When you
select the Percent from Costs option, Sage 100 Contractor displays the actual job costs and calculates the
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percent of work completed by comparing the job costs against the budget. You can instead select the From
Cost Amounts or From Billing Amounts option to display only the amounts for each cost code.

If the lender requires specific classes that differ from your cost codes, you can manually enter the lender's
classes. However, there is no relationship between the lender’s classes and your cost codes. Therefore, you
will have to update the loan draw applications manually.

When you create an application, Sage 100 Contractor assigns it status 1-Open. After you have submitted the
application to the lender, submit the record in Sage 100 Contractor by clicking the Submit button. Sage 100
Contractor then changes the application’s status to 2-Submitted. When you want to create the next
application, click the Next button. Sage 100 Contractor assigns the submitted application status 4-Closed,
and then creates the next application in the series.

In the 6-4-1 Change Orders window, you can also automatically update the costs of the change work to the
loan draw application. You can either incorporate the changes to costs in the individual cost codes, orinclude
the total amount of the change order as a separate line item.

Creating new loan draw applications automatically

If the lender requires a classification system other than cost codes, enter the classification system in the
Description column.

Loan draws do not post to the general ledger and do not affect accounts receivable. After the lender transfers
funds to your account, enter a deposit that credits the loan-payable subsidiary account for the loan.

To automatically create a new loan draw application:

Open 3-8 Loan Draw Requests.

In the Job text box, enter the job number.

If the job uses phases, enter the phase number in the Phase text box.

In the Description text box, enter a brief statement about the work completed.

In the Billing Date text box, enter the date ending the period for which you are submitting the request.
In the Application# text box, enter the number of the application you are submitting.

In the Loan# text box, enter your loan number.

In the Lender text box, enter the vendor number of the lender.
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On the Options menu, point to Import, and then click one of the following:

« Import Budget

« Import Proposal

10 On the menu bar, click Calculate.

11 On the File menu, click Save.

Note: Sage 100 Contractor creates a separate series of applications for each phase.
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Creating new loan draw applications manually

If the lender requires a classification system other than cost codes, enter the classification system in the
Description column.

Loan draws do not post to the general ledger and do not affect accounts receivable. After the lender transfers
funds to your account, enter a deposit that credits the loan-payable subsidiary account for the loan.

To manually create a new loan draw application:
1 Open 3-8 Loan Draw Requests.
2 Inthe header:

In the Job text box, enter the job number.

If the job uses phases, enter the phase number in the Phase text box.

In the Description text box, enter a brief statement about the work completed.

In the Billing Date text box, enter the date ending the period for which you are submitting the request.
In the Application# text box, enter the number of the application you are submitting.

In the Loan# text box, enter your loan number.
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In the Lender text box, enter the vendor number of the lender.

3 Ina Cost Code text box, right-click, and select Display Picklist Window.

4 Create a Picklist of cost codes, and then click the check mark button to insert them in the Cost Code
column.

5 Inthe grid, for each item:

a. Inthe Scheduled cell, enter the scheduled amount.
b. Do one of the following:

« Inthe Current cell, you can enter the costs incurred. If you provide the costs incurred, do not
provide the percent of work completed in the % Comp cell.

« Inthe % Comp cell, you can enter the percent of work completed. If you provide the percent of
work completed, do not provide the current costs incurred in the Current cell.

6 Onthe menu bar, click Calculate.

7 Onthe File menu, click Save.

Note: Sage 100 Contractor creates a separate series of applications for each phase.

Preparing the next loan draw application

After submitting a loan draw application, you can create the next application. Sage 100 Contractor assigns the
current application status 4-Closed, moves costs from the Current column to the Previous column, and
advances the number in the Application# text box.

164 Sage 100 Contractor



Chapter 3: Accounts Receivable

To create the next loan draw application:
1 Open 3-8 Loan Draw Requests.
2 Using the data control, select the last application for the job and phase you want to update.

3 Onthe Options menu, click Create Next Application.

Tip: Loan draws do not post to the general ledger and do not affect accounts receivable. After the lender
transfers funds to your account, enter a deposit that credits the loan-payable subsidiary account for the
loan.

About updating costs in loan draw applications from change orders

You can automatically or manually update costs in the loan draw application from change orders. Choose from
two methods to automatically update the costs from change orders. You can either incorporate the changes to
costs in the individual cost codes, orinclude the total amount of the change order as a separate line item.

When you select the Add to Existing Lines option, Sage 100 Contractor only updates cost codes present in
both the change order and the loan draw application. If the change order contains cost codes that do not
appear in the loan draw application, Sage 100 Contractor will notify you. Review the new cost codes in the
change orders, and if necessary, manually add the new cost codes to the loan draw application and update the
loan draw application again. Sage 100 Contractor displays the amount of change to each cost code in the
Changes column and the new contract amount in the Contract column.

Instead of updating the individual cost codes, you can append each change order as a separate line item at the
end of the loan draw application. Suppose the client approves change order number 1, and you only want to
show the total amount of the changes on the loan draw application. When you select the Append as New
Lines option, Sage 100 Contractor creates a separate line for each change order. Sage 100 Contractor inserts
the statement Change Order# 1 in the Description column, and displays the total amount of the change
order in the Changes column and the new contract amount in the Contract column.

Important! If you are using the Append as New Lines option, do not change the Description values as
you have entered them into the grid. Sage 100 Contractor uses an exact match of the text in the
Description column to match the items from the Change Order grid to the Loan Draw grid.

When the lender requires a classification system that differs from your cost codes, manually enter the costs
of the change work.

Updating costs from change orders for loan draws automatically
Consider these points:

« If Sage 100 Contractor finds cost codes that are not present in the loan draw application, review the
change orders, and then manually enter the cost codes that you want to include in the loan draw.

« You can update the data from change orders as often as necessary.

« Loan draws do not post to the general ledger and do not affect accounts receivable. After the lender
transfers funds to your account, enter a deposit that credits the loan-payable subsidiary account for the
loan.
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To update costs from change orders for loan draws:

1 Open 3-8 Loan Draw Requests.

2 Using the data control, select the last application of the job and phase you want to update.
3 Onthe Update menu, point to Change Orders, and click Add to Existing Lines.

4 Repeat step 3 until you have resolved all cost codes.

5 Onthe menu bar, click Calculate.

Updating costs from change orders for loan draws manually

Loan draws do not post to the general ledger and do not affect accounts receivable. After the lender transfers
funds to your account, enter a deposit that credits the loan-payable subsidiary account for the loan.

To manually update costs from change orders:

1 Open 3-8 Loan Draw Requests.

2 Using the data control, select the last application of the job and phase you want to update.
3 Select a cost code.

4 Inthe Changes text box, enter the amount of change.

5 Repeat steps 3—4 for each cost code you want to update.

6 On the Options menu, click Calculate.

Note: When you recalculate the loan draw, the contract balances reflect the effect of the change orders.

Appending costs from change orders to loan draw applications

Loan draws do not post to the general ledger and do not affect accounts receivable. After the lender transfers
funds to your account, enter a deposit that credits the loan-payable subsidiary account for the loan.

You can update the data from change orders as often as necessary.

Important! If you are using this update option, do not change the entries in the Description column on 3-
8 Loan Draw Requests as you have entered them into the grid. Sage 100 Contractor uses an exact
match of the text in the Description column to match the items from the Change Order grid to the Loan
Draw grid.

To append costs from change orders to loan draw applications:

1 Open 3-8 Loan Draw Requests.

2 Using the data control, select the last application of the job and phase you want to update.
3 On the Update menu, point to Change Orders, and click Append as New Lines.

4 Onthe menu bar, click Calculate.
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About updating project costs automatically

You can choose from three methods to automatically update the costs from the job cost records. Because the
costs only represent an estimate of the work actually completed, you can edit the amounts in the Current or
Percent Complete columns.

Option What it does

Updates the current costs from the job costs, and

fPrg:r?eC?;sts computes the percent of work completed by comparing the

budgeted costs to the total job costs.

Updates the current costs from the job costs. Use this
From Cost . !

when a project has no budget entered in Sage 100
Amounts

Contractor.

- Updates the current costs using the Billing Amounts from

From Billing : o : . N
Totals the job costs. Use this in conjunction with Time and

Materials Billing.

Tip: When the lender requires a classification system that differs from your cost codes, manually enter
the costs incurred since the last application in the Current text box for each cost code.

Processing loan draw applications

To process a loan draw application:
1 Open 3-8 Loan Draw Request.

2 Do one of the following:

« Automatically create the loan draw application.

« Manually create the loan draw application.

3 If you have issued change orders for the job, update the loan draw application to reflect the effects of the
change orders.

4 Update the costs.

5 You can then adjust the amounts in the Current cells, or the percent of work completed in Percent
Completed cells.

6 Calculate the project costs.

7 When you submit the loan draw application to the lender, do the following:

a. Inthe Submitted text box, enter the date you submitted the request. If you leave the Submitted text
box blank, Sage 100 Contractor enters the current date for you.

b. Onthe Options menu, click Submit Application.

8 Prepare the next loan draw application.

Product Overview 167



Chapter 3: Accounts Receivable

Voiding loan draw applications

You can void an application assigned status 4-Closed. If the application precedes a series of applications,
Sage 100 Contractor reopens the application, assigning it status 2-Submitted, and voids the subsequent
applications.

Suppose you have just created application 3. However, application 3 contains an error caused in application 2.
To remove the error, you must correct application 2 and recreate application 3. When you void application 2,
Sage 100 Contractor changes its status from 4-Closed to 2-Submitted and changes the status of application
3to 5-Void. You can then make the necessary adjustment to application 2, and from it create application 3.

To void a loan draw application:
1 Open 3-8 Loan Draw Requests.
2 Using the data control, select the record.

3 On the Edit menu, click Void Application.

3-9 Unitary Billing

About unitary billing for jobs

With certain types of work, it is more difficult to estimate the amount of work necessary to complete the job.
For example, with grading or excavation work it proves easier for a contractor to bill for the number of units of
earth moved. The Unitary Billing window provides a system for creating a series of unit-based applications,
with each new application building on the previous application for a job.

Creating a unitary bill requires that you provide some basic information in the Unitary Billing Setup window.
You can provide the name of the architect and the architect’s job number for the project, as well as the income
posting account, and the holdback rate.

To create an application, import the bid items from the job’s unitary proposal. You can then enter the number of
units of work completed. If change orders are issued, you can also enter the units of change. When you
calculate the application, Sage 100 Contractor determines the billing amount based on the units of change and
the units of work completed.

When you create an application, Sage 100 Contractor assigns it status 1-Open. After you have submitted the
application, submit the record in Sage 100 Contractor by clicking the Submit button. Sage 100 Contractor
then changes the application’s status to 2-Submitted. When the billing is approved, post the billing by clicking
the Post button. Sage 100 Contractor creates an invoice, posts it to the general ledger, and then changes the
application’s status to 3-Posted. When you want to create the next application, click the Next button. Sage
100 Contractor assigns the posted application status 4-Closed, moves the costs from the Current Quantity
column to the Previous Quantity column, and advances the number in the Application# text box.

Entering setup data for unitary bills

In order to create a unitary bill, you have to provide some basic information in the Unitary Billing Setup
window, such as the name of the architect, the architect’s job number for the project, the income posting
account, and the holdback rate.
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To enter setup data for a unitary bill:
1 Open 3-9 Unitary Billing and click the Setup button at the bottom left.

2 Inthe Unitary Billing Setup window, in the Architect text box, enter the vendor number of the architect or
engineer.

In the Architect’s Job# text box, enter the number the architect uses to refer to the job.

In the Income Account text box, enter the income account.

If you are using subsidiary accounts, enter the account number in the Subaccount text box.
In the Holdback Rate text box, enter the rate of holdback.
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On the menu bar, click Save.

Creating new unitary bills using Unitary Proposal

When you create a new unitary bill for a job, you can enter the unit price and quantity of units scheduled for
each bid item in the Unit Price and Scheduled Quantity columns. After saving the first application, Sage 100
Contractor does not allow any changes to the scheduled quantities. On subsequent applications, enter any
changes to the quantity of units in the Change Quantity column.

Important! After posting the first application, the unit price cannot be edited.

To create a new unitary bill using Unitary Proposal:

Open 3-9 Unitary Billing.

In the Job text box, enter the job number.

If the job uses phases, enter the phase number in the Phase text box.

In the Description text box, enter a brief statement about the job.

In the Application# text box, enter the number of the application you are submitting.

In the Billing Date text box, enter the date ending the period for which you are submitting the request.
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In the Billing Cycle text box, enter the billing cycle.

Note:

In Sage 100 Contractor, a cycle is represented by ##DY (a number of days), ##MO (a number of months),
and ##TH (a specified day every month). You replace the ## symbols with the number of days or months,
or the day of the month for the processing cycle. For example:

« 30DY means due every 30 days.

« 02MO means due every two months.

o 25TH means due on the 25th day of each month.

8 On the Options menu, click Import Unitary Proposal.
9 Onthe Options menu, click Setup and complete the Unitary Billing Setup window.
10 Inthe grid, do the following:
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a Inthe Item Code cell, enter the client’s item code.
b Inthe Current Quantity cell, enter the current number of units for which you want to bill.

¢ Inthe Holdback Rate cell, you can accept the default holdback rate from the Unitary Billing Setup
window, or you can enter a different rate for the item.

11 Repeat step 10 for each item.
12 On the menu bar, click Calculate.

13 On the File menu, click Save.

Creating new unitary bills manually

When you create a new unitary bill for a job, you can enter the unit price and quantity of units scheduled for
each bid item in the Unit Price and Scheduled Quantity columns. After saving the first application, Sage 100
Contractor does not allow any changes to the scheduled quantities. On subsequent applications, enter any
changes to the quantity of units in the Change Quantity column.

Important! After posting the first application, the unit price cannot be edited.

To manually create a new unitary bill:
1 Open 3-9 Unitary Billing.
2 Inthe header, do the following:
a Inthe Job text box, enter the job number.
b If the job uses phases, enter the phase number in the Phase text box.
¢ Inthe Description text box, enter a brief statement about the job.
d Inthe Application# text box, enter the number of the application you are submitting.
e Inthe Billing Date text box, enter the date ending the period for which you are submitting the request.

f Inthe Billing Cycle text box, enter the billing cycle.

Note:

In Sage 100 Contractor, a cycle is represented by ##DY (a number of days), #MO (a number of months),
and ##TH (a specified day every month). You replace the ## symbols with the number of days or months,
or the day of the month for the processing cycle. For example:

« 30DY means due every 30 days.
« 02MO means due every two months.

« 25TH means due on the 25th day of each month.

3 Onthe Options menu, click Setup, and then complete the Unitary Billing Setup window.
4 InaBid Items text box, right-click, and then select Display Picklist Window.
5 Create a Picklist of bid items, and then click the check mark button to insert the list into the grid.

6 Inthe grid, do the following:
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In the Item Code cell, enter the client’s item code.

In the Description cell, enter a brief statement about the bid item.

a

b

¢ Inthe Unit cell, enter the unit of measurement.

d Inthe Unit Price cell, enter the price per unit.

e Inthe Scheduled Quantity cell, enter the quantity of units.

f Inthe Current Quantity cell, enter the current number of units for which you want to bill.

g Inthe Holdback Rate cell, you can accept the default holdback rate from the Unitary Billing Setup
window, or you can enter a different rate for the item.

7 Repeat step 6 for each item.
8 Onthe menu bar, click Calculate.

9 Onthe File menu, click Save.

Importing unitary proposals into Unitary Billing

To import a unitary proposal into Unitary Billing:

Open 3-9 Unitary Billing.

In the Job text box, enter the job number.

If the job uses phases, enter the phase number in the Phase text box.

In the Description text box, enter a brief statement about the job.

In the Application# text box, enter the number of the application you are submitting.

In the Billing Date text box, enter the date ending the period for which you are submitting the request.
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In the Billing Cycle text box, enter the billing cycle.

In Sage 100 Contractor, a cycle is represented by ##DY (a number of days), #MO (a number of months),
and ##TH (a specified day every month). You replace the ## symbols with the number of days or months, or
the day of the month for the processing cycle. For example:

« 30DY means due every 30 days.
o 02MO means due every two months.
o 25TH means due on the 25th day of each month.

8 Click Options > Import Unitary Proposal on the menu.

Updating the total quantity from field reports

When you update, Sage 100 Contractor fills in the total number of units completed based on the daily field
reports.

To update the total quantity from field reports:
1 Open 3-9 Unitary Billing.

2 Using the data control, select the last application for the job and phase.
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3 Onthe Update menu, click Total Quantity from Daily Field Report.

About unitary billing holdbacks

Many job contracts include holdbacks. While you include the holdback on the billings, payment is not due until
you complete the project or change the holdback rates. In the Unitary Billing Setup window, you can set the
holdback rate.

When you calculate a unitary bill the first time, Sage 100 Contractor inserts the holdback rate for completed
work in the Holdback Rate column for all line items, then it calculates the holdback. If the holdback rate
differs between line items, you can enter the individual rates in the appropriate Holdback Rate cells. If you
leave a Holdback Rate cell blank, Sage 100 Contractor does not compute the holdback for that particular line
item.

To change the holdback rate for the entire project, first change the rate in the Holdback Rate box in the
Unitary Billing Setup window. Then change the rates in the Holdback Rate column and recalculate the
unitary bill. If you lower the rate of holdback, you effectively release a portion of the holdback previously
withheld.

Posting an invoice declares the gross amount of the invoice as income. However, a percentage of the gross
amount is retained as holdback, so the client is actually billed for the net amount (gross invoice amount —
holdback = net invoice amount). Therefore, the holdback is already declared income but is not yet due.
Consequently, Sage 100 Contractor does not include holdbacks in the invoice aging, and does not apply
finance charges toit.

When you are ready to bill the client for a holdback, create a holdback invoice in 3-2 Receivable
Invoices/Credits. The holdback has already been declared income, so you release the holdback in unitary
billing by changing the holdback rates and then create the holdback invoice in accounts receivable. You can
create holdback invoices individually or for the entire job at one time. The next application for payment will
include the released holdback. You can then send the client a statement reflecting the amount that is due your
company.

Releasing holdback for unitary bills

To release holdbacks for a unitary bill

Open 3-9 Unitary Billing.

Select the record for which you want to release the holdbacks.
On the Options menu, click Setup.

In the Holdback Rate text box, delete the rate.

On the File menu, click Save.

In the Holdback Rate column in the grid, delete the rate.

On the Options menu, click Calculate.

On the File menu, click Save.
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Create the holdback billing in accounts receivable.
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About changing unitary bills

You cannot use the 6-4-1 Change Orders window to update unitary billing. Change orders must be entered in
3-9 Unitary Billing on an entry by entry basis.

To change the unit price, you need to create two additional lines to the billing; one that backs out the units you
need to back out and one that brings them back in at the correct price.

To change the quantity, you need only make the adjustments in the Quantity column.

Adding change orders to 3-9 Unitary Billing

If change orders are issued for a job, you can enter the units of change in your billing. When you calculate the
billing application, Sage 100 Contractor determines the billing amount based on the units of change and the
units of work completed.

To enter the units of change:
1 Open 3-9 Unitary Billing.
2 Using the data control, select the last application of the job and phase you want to update.

3 On the appropriate bid item line, enter the units of the change in the Change Qty column.

Note: You can create a new bid item line for the change if it does not apply to one of the existing lines.

4 Repeat step 3 for each line item you want to update.

5 Onthe menu bar, click Options, then Calculate.

Processing unitary bills

You can bill for work and release holdbacks on the same application. After updating the application, remove
the holdback rates.

To process a unitary bill:
1 Open 3-9 Unitary Billing.
2 Do one of the following:
« Create the unitary bill automatically.

« Create the unitary bill manually.

3 If you have issued change orders for the job, enter the approved changes. In the Change Quantity column,
enter the quantity of units of change.

In the Current Quantity column, enter the quantity of units completed for each item.
On the menu bar, click Calculate.

Print the unitary bill application.
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When you submit the unitary bill application, do the following:
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a Inthe Submitted text box, enter the date you submitted the request. If you leave the Submitted text box
blank, Sage 100 Contractor enters the current date for you.

b On the Options menu, click Submit Application.

8 After submitting the application, you can create an invoice by posting the application. On the Options,
menu, click Post Application.

9 Prepare the next unitary bill application.

Preparing the next unitary bill

After submitting an application, you can prepare the next application. Sage 100 Contractor will assign the
current application status 4-Closed, move the costs from the Current Qty column to the Previous Qty
column, and advance the number in the Application# text box.

To prepare the next unitary bill:
1 Open 3-9 Unitary Billing.
2 Using the data control, select the last application for the job and phase.

3 Onthe Options menu, click Create Next Application.

Voiding unitary bills

You can void an application assigned status 4-Closed. If the application precedes a series of applications,
Sage 100 Contractor reopens the application, assigning it status 2-Submitted, and voids the subsequent
applications.

Suppose you have just created application 3. However, application 3 contains an error caused in application 2.
To remove the error, you must correct application 2 and recreate application 3. When you void application 2,
Sage 100 Contractor changes its status from 4-Closed to 2-Submitted. In addition, Sage 100 Contractor
changes the status of application 3 to 5-Void. You can then make the necessary adjustment to application 2,
and from it then create application 3.

Important! If you have posted an application, and payments have been made to the invoice, you must
reverse the payments before voiding the application.

To void a unitary bill:
1 Open 3-9 Unitary Billing.
2 Using data control, select the record.

3 On the Edit menu, click Void Application.

About time and materials billing

You can bill clients on a cost-plus basis, which is the cost for time and materials plus overhead and profit.
Sage 100 Contractor uses the job cost records as the basis for the billing amounts on the time and materials
(T&M) invoices.

When setting up a job for T&M billing, you can:
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Assign separate overhead and profit markup rates to each cost type.
Assign a shown markup rate to each cost type.

Assign a hidden markup rate to each cost type. When you calculate T&M invoices, Sage 100
Contractor adds the hidden markup to the job cost. The other markups shown, overhead and profit, are
computed on top of the new billing amount. The hidden markup does not appear on the T&M invoice.

Assign wage rate and equipment rate tables to the job. You can use the tables in place of using labour
and equipment costs plus hidden markup. In addition, you can set a minimum daily charge, which is
the minimum number of hours per labourer , or you can set the minimum units per piece of equipment to
charge.

Suppose you own a backhoe and determine it is necessary to charge a minimum of three hours to recover the
costs of ownership, maintenance, and mobilization. At a job site, you only use the backhoe for one hour.
When you allocate the equipment use, Sage 100 Contractor bills the client for three hours instead of one.

Consider the following additional points:

If equipment records contain rental billing rates, Sage 100 Contractor creates the job cost with the
rental billing rate in the Billing Amount text box and with the Override check box selected. The
program uses this amount when calculating the T&M Invoices even if an Equipment Rate table is
selected forthe T & M job.

If you want to use the T & M Equipment Rate table you must either: (1) clear the Override check box
on the job cost record and exclude billing rates from the equipment record before the job cost records
are created; or (2) enter the job cost record directly into 6-3 Job Cost record.

If equipment records do not contain billing rates when you calculate the T & M invoices, Sage 100
Contractor replaces the billing amount with the rate from the Equipment Rate table. If an Equipment
Rate table is not assigned to the T&M job, Sage 100 Contractor replaces the billing amount with the
cost plus hidden markup.

3-10-1 T&M Billing Setup

Setting up time and materials jobs

The following are additional points to consider when setting up T&M jobs:

Sage 100 Contractor does not create job costs for payroll until you compute timecards.

If the client requires you to provide source documents and invoices, do not use the hidden markup.
Otherwise, the amounts displayed on your time and materials invoices will not match the amounts on
the source documents and invoices.

When using a wage rate table, the hidden markup does not apply to labour .

When using an equipment rate table, the hidden markup does not apply to equipment.

To set up a job for time and materials billing:
1 Open 3-10-1 T&M Billing Setup.

2 Inthe data control text box, enter the job number of the job you want to set up.

3 Inthe Wage Rate text box, enter the wage rate table you want to use.
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4 Inthe Equipment Rate text box, enter the equipment rate table you want to use.

5 Inthe Hidden column, enter the markup rate that the customer does not see.

Note: T&M hidden markups do not increase the T&M invoice for labour if a wage rate is present.

6 Inthe Shown column, enter the markup rate.

7 Inthe Overhead column, enter the markup rate for overhead.

8 Inthe Profit column, enter the markup rate for profit.

9 Inthe Income Account text box, enter the ledger account number.

10 In the Subaccount text box, enter the subaccount number, as needed.

11 On the File menu, click Save.

Creating time and materials invoices by phase

Important! Itis necessary to follow these steps in this exact order. Each phase must be computed
separately.

To create time and materials invoices by phase:

1 Compute the invoice by job and phase using the 3-10-2 Compute T&M Invoices window.
2 Print the invoice using the 3-10-3 Print T&M Invoices window.

3 Post the invoice using the 3-10-4 Post T&M Invoices window.

4 Repeat steps 1-3 for each phase.

Voiding time and materials invoices

When voiding a time and materials invoice, you can reset the billing status of the job cost records.

To void time and materials invoices:

1 Open 3-2 Receivable Invoices/Credits.

2 Using data control, select the record.

3 If an amount appears in the Paid text box, reverse the payments.

4 On the Edit menu, click Void Invoice.

Note: Toreset the billing status of the job cost records to 1-Open, click Yes. Resetting the billing status
lets you re-invoice those job costs.

Note: To retain billing status 3-Billed on the job cost records, click No. Sage 100 Contractor leaves the
job cost billing status as Billed and the job cost record as 1-Open.
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3-10-2 Compute T&M Invoices

About computing time and materials invoices

Sage 100 Contractor computes billing amounts from job cost records assigned billing status 1-Open. When
you compute a single job and phase, you can include the phase on the invoice. If you compute more than one
job and phase at a time, invoices are posted by job, not by job and phase.

In the Job Costs window, the In Process check box indicates the cost record has been computed. If you do
not want to invoice the cost at all, change the billing status.

In the Time and Materials Billing window, the Calculated check box indicates that invoices have been
calculated in the Time and Materials Billing window for the jobs computed. When you post invoices, Sage
100 Contractor clears the Calculated check box.

Note: During the compute, the window's status bar displays “Skipping job XXX without a billing setup”
when it is computing records across a range of jobs and some of the jobs do not have T&M billing setup.

Computing time and materials invoices

During the compute, the window's status bar displays “Skipping job XXX without a billing setup” when it is
computing records across a range of jobs and some of the jobs do not have T&M billing setup.

To compute a time and materials invoice:

1 Open 3-10-2 Compute T&M Invoices.

2 Inthe Invoice Date text box, enter the date you want to assign the invoices.
3 Select the criteria to choose the invoices you want to calculate.

4 Click Compute.

3-10-3 Print T&M Invoices

About the 3-10-3 Print T and M Invoices window

Clicking 3-10-3 Print T&M Invoices launches the 3-10-3 Report Printing window to be used to for printing
T&M invoice reports and viewing sample reports.

About the time and materials parts details addendum

Caution! The addendum must be printed after the T&M invoice is computed, but before it is posted. You
will not be able to create the addendum before the T&M invoice has been computed or after the invoice
has been posted, as no records will exist.

The 3-10-3 Print T&M Invoices, 61-Parts Details Addendum Report can be printed and attached to a
regular invoice. The addendum will obtain the parts data from Accounts Payable, Recurring Payables, PO
Receipts, and Inventory.

The addendum lists the following:
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o Part#
o Part name

o Quantity
Processing time and materials invoices
Consider these points when processing time and materials invoices:

« When you post time and materials invoices, Sage 100 Contractor assigns billing status 3-Billed to the
cost records.

« You can select which invoices to print or post in 3-10-4 Post T&M Invoices. All computed invoices are
printed or posted.

« You can create an addendum to the invoice to list the parts’ details associated with the invoice.

To process a time and materials invoice:

Enter all the payables and receivables to date for the job.
Compute the invoices.

Open 3-10-3 Print T&M Invoices.

Print and review the invoices.

Edit the job cost records, if necessary.

Repeat steps 4 and 5 until you create the final invoice you want to send the client.
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On 3-104 Post Invoices, post the invoices.

3-10-4 Post T&M Invoices
About posting T&M invoices

After you have printed your T&M invoices using the 3-10-3 Print T&M Invoices window, you can then post
them to the general ledger using the 3-10-4 Post T&M Invoices window.

Posting time and materials invoices

To post time and materials invoices:
1 Open 3-10-4 Post T&M Invoices.

2 Select the invoices you want to post.

3 Click Post.

3-10-5 T&M Wage Rates

About wage rates for time and materials billing

You can assign a table of wage rates to a time and materials (T&M) job in the 3-10-1 T&M Billing Setup
window. Sage 100 Contractor determines the billing amounts using the wage rate table instead of the labour
costs.
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You can set up wage rates for:

« Employees assigned specific cost codes. For example, you create two lines in the table for
Michael. On the first line, you assign Michael a cost code for rough carpentry and the associated wage
rates. On the second line, you assign him a cost code for supervision and the associated wage rates.
When Michael supervises, Sage 100 Contractor knows to bill out his time differently from when he
works as a carpenter.

« Employees. For example, you list Michael, Robert, Steve, and Gerald in the table with the appropriate
wage rates. Because there are no cost codes assigned to the employees, Sage 100 Contractor bills for
employee time based on the billing rates assigned to each employee.

« Cost codes. For example, you list cost codes for rough carpentry and finish carpentry and the
associated wage rates. No matter who performs rough or finish carpentry, that employee is billed out at
the appropriate rate based on the cost code.

« No employee or cost code. You can only enter one set of default wage rates—rates that do not have
employees and cost codes attached to the wage rates.

For example, you set up a line that does not reference an employee or cost code and has the following wage
rates at $15, $22.50, and $30. Sage 100 Contractor bills out the work using the indicated rates for any
employee or cost code that does not appear in the list.

Sage 100 Contractor first computes billing amounts for employees appearing in the wage rate table that have
been assigned cost codes.

Next, Sage 100 Contractor computes billing amounts for employees appearing in the table that have not been
assigned cost codes.

Then Sage 100 Contractor computes billing amounts for cost codes appearing in the table that have not been
assigned to specific employees.

Finally, Sage 100 Contractor computes billing amounts for all remaining employees and cost codes that do not
appear in the wage rate table.

Entering time and materials wage rates
Consider these the following points when entering time and materials wage rates:

« If the employee works under multiple cost codes, enter the employee on a separate line for each cost
code.

« When using a wage rate table, hidden markups do not apply to labour .

To enter T&M wage rates:

1 Open 3-10-5 T&M Wage Rates.

2 Inthe Description text box, enter a brief statement about the wage rates table.

3 Inthe Employee cell, enter the employee number.

4 If you want to assign a cost code to an employee, enter the cost code in the Cost Code cell.
5 Inthe Rate 1 cell, enter the regular billing rate.

6 Inthe Rate 2 cell, enter the overtime billing rate.
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7 Inthe Rate 3 cell, enter the premium billing rate.
8 If you want to charge for a minimum number of hours, enter the minimum in the Minimum Hours cell.

9 If an employee works less than the minimum number of hours, Sage 100 Contractor bills for the minimum
number of hours.

10Repeat steps 3-8 for each employee you want to include.

110n the File menu, click Save.

3-10-6 T&M Equipment Rates

About equipment rates for time and materials billing

You can assign a table of equipment rates to a time and materials (T&M) job in the T&M Billing Setup
window. Sage 100 Contractor determines the billing amounts using the equipment rate table instead of the
equipment costs.

You can set up equipment rates for:

« Equipment types. For example, you list large excavators and medium excavators in the table with the
appropriate billing rates. No matter which specific piece of equipment within the type performs work, it
is billed out at the appropriate rate assigned to its type.

« Equipment. For example, you list individual backhoes in the table each with its own billing rate. Sage
100 Contractor bills for each piece of equipment according to the rates assigned to each piece of
equipment.

Entering time and materials equipment rates

You can set up the table of equipment rates to charge a flat rate instead of equipment costs plus markup.

To enter T&M equipment rates:

Open 3-10-6 T&M Equipment Rates.

In the Description box, enter a brief statement about the equipment rates table.
In the grid in the Equipment Type cell, enter the equipment number.

In the grid in the Equipment cell, enter the equipment number.

In the grid in the Operated cell, enter the rate for equipment operation.

In the grid in the Idle cell, enter the rate for idle equipment.

In the grid in the Standby cell, enter the rate for equipment at standby.

If you want to charge for a minimum number of hours, enter the minimum in the Minimum Hours cell.

© 00 N OO g A ODN -

If equipment is used less than the minimum number of hours, Sage 100 Contractor bills for the minimum
number of hours.

10 On the File menu, click Save.

Note: When using an equipment rate table, hidden markups do not apply to equipment.
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3-10-7 T&M Journal

About 3-10-7 T and M Journal

Clicking 3-10-7 T&M Journal launches the 3-10-7 Report Printing window to be used to for printing T&M
journal reports and viewing sample reports.

3-10-8 T&M Summary

About 3-10-8 T and M Summary

Clicking 3-10-8 T&M Summary launches the 3-10-8 Report Printing window to be used to for printing T&M
Summary reports and viewing sample reports.

Job Costs and Time and Materials

About editing job costs for time and materials invoices

Job cost records display the time and materials billing information. In the job cost records, you can change the
billing status of a record, control whether a specific job cost record is taxable, or override the billing amount.

The billing amount is comprised of the job cost plus the hidden markup. You can change the billing amount,
but Sage 100 Contractor does not apply the hidden markup to the new billing amount.

By overriding the billing amount, you can:

« Increase the billing amounts. Suppose that halfway through a job contract you negotiate a volume
discount with the lumber vendor. Because the contract stipulates that you do not have to pass
contractor discounts to the client, you need to increase the billing amounts.

« Reduce the billing amounts. For example, the contract stipulates that the cost for site work is not to
exceed $15,000 but the subcontractor billed you for $16,500. To reflect the cap placed on the cost for
site work in the invoice, reduce the billing amount.

« Create job costs for work that does not cost you anything to produce. Suppose a potential client
requests design plans for some home remodeling work, but will only pay a $1,000 design fee to the
contractor who wins the job contract. When the client awards the contract to you, enter a job cost for
the design fee in the Job Costs window.

« Include a job cost on an invoice, but not bill for the work. On a remodeling job, suppose your
crew applies the wrong texture to the walls of a room. The crew re-textures the room correctly but you
must bear the costs of the mistake and cannot charge the client for it. On the invoice, you can show the
work was performed twice, but you are only charging for the correct work. In each job cost record that
you want to show but not charge for, you can delete the billing amount.

« Exclude a job cost from an invoice and not bill for the work. For example, assume that you
posted a payable invoice to the wrong job. A reversing entry corrects the error, but the original error and
the reversing entry show on the time and materials invoice. To remove both transactions from the
invoice, change the bill status to 2-Not Billable in each of the two job cost records.

Editing the billing amount of job cost records

When you compute invoices, Sage 100 Contractor calculates the billing amount from the job cost plus hidden
markup. If the cost is for labour or equipment and you have assigned a wage or equipment table to the job,
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Sage 100 Contractor calculates the billing amount from the table. You can also manually replace the
calculated billing amount.

To edit the billing amount of a job cost record:

1 Open 6-3 Job Costs.

2 Using the data control, select the record.

3 Inthe Billing Amount text box, enter the billing amount.
4 Select the Override Calculation check box.

5 On the File menu, click Save.

About billing status for job costs

Sage 100 Contractor uses the billing status for time and materials invoices.

Status Description

1-Open The job cost has not been calculated or posted.

>-Not Billable _The;ob cost is not billable and will not appear on an
invoice.

3-Billed The job cost has been calculated and posted to the

general ledger.

Changing the billing status of job cost records

To change the billing status of a job cost record:
1 Open 6-3 Job Costs, and using the data control, select a job cost record.

2 From the Time and Materials Billing section of the window, in the Billing Status list, click the new billing
status.

3 On the File menu, click Save.

3-11 Recurring Receivables

About recurring receivables

You use the 3-11 Recurring Receivables window to set up recurring transactions for receivable invoices that
you post regularly the same amount.

You can set up any transaction that you post on a regular basis for the same amount as a recurring
transaction. You can even set a reminder to prompt users in a specific security group when it is time to post
recurring transactions.

Note: You control the posting of recurring transactions to the general ledger. Sage 100 Contractor does
not automatically post recurring transactions.
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Use the posting date to determine when to post a recurring transaction. After you post a recurring transaction,
Sage 100 Contractor advances the posting date based on the cycle assigned to the transaction.

The transaction date does not control or affect the period to which you post the transaction. If you need to post
a recurring transaction to a different period, change the posting period.

To prevent the duplication of invoice numbers, Sage 100 Contractor assigns a unique invoice number to each
recurring receivable transaction. The invoice number is the combination of a record number and an invoice
sequence number.

Setting up recurring receivable transactions in 3-11 Recurring
Receivables
To set up a recurring receivable transaction:
1 Open 3-11 Recurring Receivables.
2 Enter header information for the recurring receivable as follows:
a Inthe Job text box, enter the job number.
b If the job uses phases, enter the phase number in the Phase text box.
¢ Inthe Description text box, enter a brief statement about the transaction.
d Inthe Next Date text box, enter the next date when the transaction needs to post.
e

In the Cycle text box, enter the transaction cycle.

In Sage 100 Contractor, a cycle is represented by ##DY (a number of days), ##MO (a number of months),
and ##TH (a specified day every month). You replace the ## symbols with the number of days or months,
or the day of the month for the processing cycle. For example:

« 30DY means due every 30 days.
« 02MO means due every two months.
« 25TH means due on the 25th day of each month.
f Inthe Due Terms text box, enter the cycle for the date when the invoice is due.

g Inthe Discount Terms text box, enter the cycle for the date by which the vendor must receive payment
for the discount to apply.

h In the Status list, click the invoice status.
i Inthe Type list, click the invoice type.

3 Enteritem lines for the recurring receivable in the grid. For each item:
a Inthe Description cell, enter a brief statement about the line item.
b Inthe Quantity cell, enter the quantity purchased.
¢ Inthe Price cell, enter the price per unit.
d Inthe Account cell, enter the ledger account.

4 On the File menu, click Save.
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Posting single recurring transactions in 3-11 Recurring Receivables

Important! If youwant to post to a different period, you must change the posting period.

To post a single recurring receivable transaction:
1 Open 3-11 Recurring Receivables.
2 Select the transaction.

3 Onthe Post menu, click This Invoice Only.

Posting groups of recurring transactions in 3-11 Recurring Receivables

To post a group of transactions, use a cutoff date. Sage 100 Contractor posts all transactions through the
indicated date.

Important! If youwant to post to a different period, you must change the posting period.

To post a group of recurring transactions:

1 Open 3-11 Recurring Receivables.

2 Onthe Post menu, click Multiple Invoices.

3 The Posting Cutoff window appears.

4 Inthe Cutoff Date box, enter the cutoff date, and click OK.

Accounts Receivable Startup Information

Methods for entering historical accounts receivable records

Important! We strongly recommend that you work with your business partner and accounting
professionals before you begin with accounts receivable startup.

You can choose from three methods of entry. Each successive method provides more detail for reports than
the previous method, and requires more time to enter data. No matter which method you select, post the
transaction to the period before the current posting period. For example, if you are setting up during period 7,
post the records to period 6.

Method 1

For each job, enter a single and separate record for the total outstanding balance. While this method is the
quickest, it has numerous limitations:

« The statements do not list the invoices.

« The agings do not reflect the invoices entered during startup because the balance is entered as a single
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amount.
« The detail for prime contract audits is limited.
Method 2

For each job, enter a record for the outstanding balance of each unpaid or partially paid item. When entering a
partially paid invoice, make two separate entries.

Using Method 2, you enter a significant amount of information with each item.

Method 3

For each job, enter a record for each receivable invoice or credit. Not only are you entering the outstanding
balances for unpaid and partially paid items, but also fully paid invoices and credits. When entering a partially
paid invoice, make two separate entries.

Assign paid record status 4-Paid.
Assign open records status 1-Open.

Enter all items in chronological order so that Statements and Contract Audits display the invoices in
sequence.

It is not necessary to enter the individual parts as line items in the grid. A single line containing a quantity,
price, and ledger account number is all that is necessary.

About entering partially paid items on receivable invoices

Important! We strongly recommend that you work with your business partner and accounting
professionals before you begin with accounts receivable startup.

If you have partially paid items, you must enter them as two separate transactions. For example, an invoice is
fully paid but the holdback has not been fully released. The first transaction contains the paid amount, which is
entered in the Paid box, and is assigned status 4-Paid. The second transaction contains the grid entry for the
holdback. The entire amount is entered in the Holdback box, and is assigned status 1-Open.

Use the same invoice or credit number for both transactions. But for the paid invoice, type PD at the end of the
invoice or credit number. The open record retains the original invoice or credit number.

Some invoices may have discounts or holdbacks. You can include the discount or holdback by entering the
amount in the Discount Available or Holdback box.

About entering accounts receivable invoices and credits

Important! We strongly recommend that you work with your business partner and accounting
professionals before you set up Accounts Receivable .

Post the accounts receivable items against the same clearing account you used to enter the accounts
receivable balances. The process transfers the balances into the Accounts Receivable ledger account.
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When entering the receivable items, post the records to the appropriate posting periods. Post any open items
from the prior year to period 0.
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Working with Accounts Payable
This section of Sage 100 Contractor, 4-Accounts Payable, contains the following subsections:

« 4-1 Payable Reports—You can run reports to gather and analyze data about your payables. For more
information, see

« 4-2 Payable Invoice/Credits—You can enter transactions, create invoices or credit invoices that
affect vendors, track and release holdbacks, view a history of payments for specific invoices, and print
and post two-party cheques. For more information, see

« 4-3 Vendor Payments—You can print (single-party or two-party) cheques, vouchers, and lien waivers
for payable invoices and apply credit invoices to invoices. For more information, see

« 4-4 Vendors (Accounts Payable)—You can access to vendor information for payable invoices,
T5018 balances, ordering materials, and subcontract management. Create a vendor record for each
business that sends you invoices and each business to which you owe money or make regular
payments. For more information, see

o 4-5Vendor T5018 Forms—The program tracks and maintains balances for the T5018 form reports.
Including the vendor number on a vendor cheque or general ledger cheque, increases the T5018
balance for that vendor. Voiding the cheque, decreases the T5018 balance by the cheque amount for
that vendor.

« 4-6 Recurring Payables—You can set up recurring payable transactions that have a consistent
amount from invoice to invoice and post them on a regular basis. This feature allows you to retain
complete control of when to post transactions.

« 4-7 Credit Card Management—You can set up the accounting to manage your business credit cards
as part of your regular accounting. Features include setting up accounts, entering receipts, reconciling
statements, and paying your credit card bill.

Using the Accounts Payable tools in Sage 100 Contractor, you can manage payable invoices with an
accounts payable system that is fully integrated with purchase orders, subcontracts, change orders, job
costing, and inventory functions. For example, you can enter a purchase order number to complete your
invoice entry in one step. The payable invoice window automatically fills in and performs job costing to ensure
that you're not overcharged or receiving items that you have not approved.

The system automatically posts recurring invoices for expenses such as rent, loan payments, and vehicle
purchases. You can track Workers’ Compensation, liability insurance, and license expiration dates of
subcontractors. You can even track individual subcontracts, enabling you to manage holdback and prevent
payment in case there is a dispute.

You can select from a wide variety of cheque and voucher formats or create your own. Choose multiple
cheque stubs or special cheque reports to list all invoices paid and automatically generate lien releases with
cheques or vouchers. You can make partial payments and designate multiple payees on any invoice, and then
you can decide which credits to apply to a payment prior to running cheques. You can run aging reports “as of”
the end of any prior period to match financials even after the period has been closed. The extensive reporting
options include compliance reports and T5018 forms.
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Most businesses use credit cards for purchases and payments and Sage 100 Contractor helps you manage
your credit card accounts. You can create and edit card issuer accounts and then and manage your receipts
and charges. Then you can follow those tasks with reconciling your statements and monitoring your
payments.

4-1 Payable Reports

See Appendix B for a complete list of 4-1 Payable Reports.

Accounts Payable Startup

Methods for entering historical accounts payable records

You can choose from three methods of entry when entering the open invoices and credits for Accounts
Payable. Each successive method provides more detail for reports than the previous method, and requires
more time to enter data.

No matter which method you select, post the transaction to the period before the current posting period. For
example, if you are setting up during period 7, post the records to period 6.

Method 1

For each vendor, enter a single and separate record for the total outstanding balance. While this method is the
quickest, it has numerous limitations:

« You cannot print a Set to Pay report, which details the invoices that are being paid when printing A/P
cheques.

« Thelist of invoices paid by a cheque is not included on the cheque stub.

« The agings do not reflect the invoices entered during startup because the balance is entered as a single
amount.

« The detail for subcontract audits is inaccurate.
Method 2

For each vendor, enter a record for the outstanding balance of each unpaid or partially paid item. When
entering a partially paid invoice, make two separate entries.

Using Method 2, you enter a significant amount of information with each item. There is one limitation—the
detail for subcontract audits is inaccurate.

Method 3

For each vendor, enter a record for each payable invoice or credit for current projects. Not only are you
entering the outstanding balances for unpaid and partially paid items, but also fully paid invoices and credits.
When entering a partially paid invoice, make two separate entries.

« Assign paid records status 4-Paid.

« Assign open records status 1-Open.
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Enter all items in chronological order so that Statements and Contract Audits display the invoices in
sequence.

It is not necessary to enter the individual parts as line items in the grid. A single line containing a quantity,
price, and ledger account number is all that is necessary.

Note: A paid invoice will not be included in the 6-1-12 Committed Cost Report.

About partially paid items on payable invoices

If you have partially paid items, but the holdback has not been fully released, create a holdback billing for any
remaining holdback. If the holdback has already been paid, create the holdback billing with a status of [4-
Paid].

About job numbers on payable invoices

Sage 100 Contractor uses the job numbers for job cost records, selecting invoices for payment, and a variety
of reports. The job number is not required. However, if you want to include the job number, you must include it
at the time of entry.

Entering accounts payable invoices and credits

Earlier you entered the beginning balance for the Accounts Payable ledger account, posting it to a clearing
account. Next you post the payable items against the same clearing account. Doing so transfers the balances
into the Accounts Payable ledger account.

When entering the payable items, post the records to the appropriate posting periods. Post any open items
from the prior year to period 0.

4-2 Payable Invoices & Credits

About payable invoices

In the 4-2 Payable Invoices/Credits window, you can enter transactions that affect vendor accounts. You
can create payable invoices or credit invoices, track and release holdbacks, or view a history of payments for
a specific invoice.

Another critical tool for managing vendors is the ability to print and post two-party cheques. From the 4-2
Payable Invoices/Credits window, you can access the Secondary Payees window to manage such
invoices. Secondary payees are most often involved with subcontractor invoices because they have sub-
vendor suppliers who have lien rights to the project. It is critical to ensure that these suppliers get paid. The
use of two-party cheques provides this assurance.

A number of other features enhance record entry. When you select the Manufacturer Details option, Sage
100 Contractor includes the manufacturer's name and part number in the description of each part. To help
manage inventory, select the Allow Freight/Variance option to post variances in material or freight costs.
When you have finished entering records, use the batch list to verify the invoice totals against the actual
invoice totals.

Use the Remove Paid/Void Invoices option to remove paid or voided invoices meeting the following criteria:
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« The status is Paid or Void.
« Theinvoice does not have a job number.

« Associated payments have been posted prior to the current year.

About the 4-2 Payable Invoices/Credits Budget Verification option

When you enable the Budget Verification option, Sage 100 Contractor checks the cost codes used in the
budget against the cost codes used to post an invoice. If there is any discrepancy, the program notifies you.

When viewing the Budget Recap by cost codes, you may notice that division cost codes are in all capital
letters and have no assigned amount. These division cost codes have been used as place holder cost codes.
When the 4-2 Payable Invoices/Credits Budget Verification option is activated and when using place
holder cost codes, be sure to avoid posting to the place holder cost codes instead of the budgeted cost codes.

Notes:
« You can be notified when your costs exceed the budget when you activate the Over Budget
Warning.

« Budget verification can also be used for payroll records at 5-2-2 Payroll Records > Options >
Budget Verification.

Entering payable invoices
Consider the following points when entering payable invoices:

« When using the Inventory module, you can assign inventory to a specific location.

« Totrack parts using the serial numbers, enter each part as a separate item. Then for each item, enter
the serial number in the Part Serial# box. Sage 100 Contractor does not check for duplicate entry of
serial numbers.

To enter a payable invoice:
1 Open 4-2 Payable Invoices/Credits.
2 Inthe Invoice# box, enter the invoice number.

3 The Order# box and Subcontract# box are mutually exclusive. Do one of the following:

« Iftheinvoice is for a purchase order, in the Order# box enter the purchase order number, and press the
Enter key.

« Iftheinvoice is for a subcontract, in the Subcontract# box enter the subcontract number, and press
the Enter key.

4 After pressing the Enter key, the program may autofill some boxes and grid cells with data and values.

Tip: You can turn on an option to verify the contract balance against the invoice.

5 Inthe Vendor box, enter the vendor number.

6 Inthe Job box, enter the job number.
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7 If the job uses phases, enter the phase number in the Phase box.
8 Inthe Description box, enter a description.

9 Inthe Invoice Date box, enter the date of the invoice.

10 In the Due Date box, enter the invoice due date.

11 In the Discount Date box, enter the discount due date. This is the last day by which the vendor can
receive payment for you to receive a discount.

12 If needed, in the Shipping# box, enter the shipping tag or ticket number.

13 If needed, in the Reference# box, enter an invoice or credit number to apply this entry to.
14 If needed, check the Hot List button to add the record to the hot list.

15 In the Status list, click the invoice status.

16 Inthe Type list, click the invoice type.

17 (Optional) In the User Def and User Def2 text boxes, enter the user-defined information as necessary.

18 If the vendor is set up with a Workers’ Compensation rate, and you want it to be calculated with this record,
click the Wk/Comp button.

Important! You have to manually click the Wk/Comp button in order for the record to calculate the
vendor's Workers' Compensation rate. You can set up the Workers' Compensation rate on the Invoice
Details tab of 4-4 Vendors (Accounts Payable).

19 In the grid, do the following:
a Inthe Description cell, enter a brief statement about the item.
b Inthe Price cell, enter the price per unit.
¢ Inthe Account cell, enter the ledger account number.

d Inthe Holdback cell, enter the amount of holdback. By default, Sage 100 Contractor calculates the
holdback (if applicable) using the rate from the subcontract, which is found in 6-7-1-Subcontracts.

20 Repeat step 19 for each item.

21 Below the grid, in the Discount box, enter the discount for early payment. By default, Sage 100 Contractor
calculates the discount amount using the rate from the vendor record.

22 Save the invoice.

Entering accounts payable invoices for subcontract lines

There are situations where you may need to invoice a portion of a subcontract. For example, you may want to
invoice only the amount of one or more subcontract lines.

To enter a invoice for a portion of a subcontract:
1 Open 4-2 Payable Invoices/Credits.
2 Inthe Invoice# box, enter the invoice number.

3 Inthe Subcontract# text box, enter the contract number, and press the Enter key.
Information from the subcontract autofills the grid.
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4 Inthe Description box, enter a description.

5 Inthe grid, locate the Quantity column, and then do one of the following:

« Delete the quantity or quantities of the line or lines you do not want to invoice.

« Enter a quantity between 1 and —1. For example, .5 for 50 percent.

6 Click the Automatically job cost while saving this record toolbar button.

7 Recall the record, and note the amounts displayed in the Invoice Total, Balance, and Net Due boxes
located near the bottom-right of the window.

8 Open 6-7-1 Subcontracts, and recall the subcontract record that you partially invoiced.

9 Note the amounts in the Invoiced and Remaining Total boxes.

Entering settings for the Invoice Over Purchase Order Warning

The Set Over PO Warning command notifies you if the invoice exceeds the purchase order for a job. When
you select the Set Over PO Warning option, Sage 100 Contractor compares the invoice total amount (not
including PST/HST/GST) against the total PO balance. If it exceeds it, then it is compared against the
tolerance settings.

Notes:

« The Invoice Over Purchase Order warning in 4-2 Payable Invoices/Credits is global and set for all
vendors except the vendors that have the Vendor Invoice Over Purchase Order warning set in 4-4
Vendors. The Vendor Invoice Over Purchase Order warning set in 4-4 overrides the Invoice Over
Purchase Order warning setting in 4-2.

« When you save the Invoice Over Purchase Order warning setting in 4-2 Payable Invoices/Credits,
if vendors have Vendor Invoice Over Purchase Order warning settings you get the following
message with the list of vendors with settings: The following vendors have their own invoice over
PO Warning Settings that supersede this company wide Invoice Over PO Warning.

« QST calculations do not trigger these warnings.

Example: Using the Flat Amount with Warning

Message Type Warning
Tolerance Type Flat amount
Tolerance Amount $100
Tolerance Percent N/A

Tolerance Amount Not To Exceed  N/A

A warning dialog box displays "Warning: The invoiced amount of this record exceeds the remaining balance
on the designated purchase order plus the tolerance amount." You can now save the record by clicking [Yes]
or cancel out by clicking [No]. An alert is also sent to the Dashboard Alert Viewer if you have selected
Payable invoices exceed purchase order total in the 7-9 Alerts Manager Program Warning Subscriptions
tab.
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To set the Invoice Over Purchase Order Warning
1 In4-2 Payable Invoices/Credits, select Options > Set Over PO Warning.

2 Inthe Message Type dropdown, the choices are mutually exclusive. Select one of the following:

- No message. No message is generated. All options for tolerance are grayed out.
« Warning. A warning and/or alert is generated, but you are allowed to save the record.

« Not allow. A warning and/or alert is generated, but you are not allowed to save the record.

3 If you select Warning or Not Allow, you must select one of the following choices in from Tolerance Type
list:

« Notolerance
o Flat amount
o Percent

« Percent/not to exceed
4 Once a Tolerance Type has been selected, enter the amount or percent for the type:

« Flat amount. Enter the amount in the Tolerance Amount text box.
« Percent. Enter the percent in the Tolerance Percent text box.

« Percent/not to exceed. Enter the percent of the purchase order allowed in the Tolerance Percent text
box, and the amount of tolerance in the Tolerance Amount Not To Exceed text box.

5 Click OK.

Entering settings for the Vendor Invoice Over Purchase Order Warning

The Set Over PO Warning command notifies you if invoice quantity amount exceeds the purchase order limit
for the vendor. When you select the Set Over PO Warning option, Sage 100 Contractor compares the
invoice total amount (not including PST/HST/GST) against the total PO balance. If it exceeds it, thenitis
compared against the tolerance settings. The Percent tolerance is based on a percentage of the PO subtotal
amount less the PO canceled amount.

Notes:
« The existing PO Warning field in the Invoice Defaults tab in 4-4 Vendors only shows choices 0, 1,
and 2. Choices 3 and 4 have been replaced by this Vendor Invoice Over Purchase Order Warning.

« The Invoice Over Purchase Order warning in 4-2 Payable Invoices/Credits is global and set for all
vendors except the vendors that have the Vendor Invoice Over Purchase Order warning set in 4-4
Vendors. The Vendor Invoice Over Purchase Order warning set in 4-4 overrides the Invoice Over
Purchase Order warning setting in 4-2.

« When you save the Invoice Over Purchase Order warning setting in 4-2 Payable Invoices/Credits,
if vendors have Vendor Invoice Over Purchase Order warning settings you get the following
message with the list of vendors with settings: The following vendors have their own invoice over

« QST calculations do not trigger these warnings.
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Example: Using the Flat Amount with Warning

Message Type Warning
Tolerance Type Flat amount
Tolerance Amount $100
Tolerance Percent N/A

Tolerance Amount Not To Exceed | N/A

A warning dialog box displays "Warning: The invoiced amount of this record exceeds the remaining balance
on the designated purchase order plus the tolerance amount." You can now save the record by clicking [Yes]
or cancel out by clicking [No].

To set the Vendor Invoice Over Purchase Order Warning:
1 Open 4-4 Vendors (Accounts Payable).
2 Select Options, then select Set Over PO Warning.

3 Inthe Message Type dropdown, the choices are mutually exclusive. Select one of the following:

« No message. No message is generated. All options for tolerance are grayed out.
« Warning.A warning and/or alert is generated, but you are allowed to save the record.

« Not allow. A warning and/or alert is generated, but you are not allowed to save the record.

4 If you select Warning or Not Allow, you must select one of the following choices in the Tolerance Type
dropdown:

« Notolerance
o Flat amount
o Percent

« Percent/not to exceed
5 Once a Tolerance Type has been selected, enter the amount or percent for the type:

« Flat amount. Enter the amount in the Tolerance Amount text box.
« Percent. Enter the percent in the Tolerance Percent text box.

« Percent/not to exceed. Enter the percent of the purchase order allowed in the Tolerance Percent text
box, and the amount of tolerance in the Tolerance Amount Not To Exceed text box.

6 Click OK.

Entering settings for the Invoice Over Subcontract Warning

When you select the Set Over Subcontract Warning option, Sage 100 Contractor compares each line of the
invoice against the corresponding subcontract line.
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When an invoice is saved with a subcontract, the individual lines on the invoice are compared to the
corresponding lines on the subcontract line remaining amount, plus the tolerance. The percent of tolerance is
calculated from the line's subcontract amount.

Notes:
« This option is only visible to the "supervisor" user.

« This warning will not work for subcontracts entered prior to version 14.2 when new columns were
added to the subcontract grid.

Example: Using the Flat Amount with Warning

Message Type Warning
Tolerance Type Flat amount
Tolerance Amount $100
Tolerance Percent N/A

Tolerance Amount Not To Exceed  N/A

To set the invoice over subcontract warning:
1 In 4-2 Payable Invoices/Credits, select Options > Set Over Subcontract Warning.

2 Inthe Message Type dropdown, the choices are mutually exclusive. Select one of the following:

« No message. No message is generated. All options for tolerance are grayed out.
« Warning. A warning and/or alert is generated, but you are allowed to save the record.

« Not allow. A warning and/or alert is generated, but you are not allowed to save the record.

3 If you select Warning or Not Allow, you must select one of the following choices in the Tolerance Type
dropdown:

« Notolerance
o Flat amount
o Percent

« Percent/not to exceed
4 Once a Tolerance Type has been selected, enter the applicable amount or percent for the type:

« Flat amount. Enter the amount in the Tolerance Amount text box.
« Percent. Enter the percent in the Tolerance Percent text box.

« Percent/not to exceed. Enter the percent of the subcontract line contract amount allowed in the
Tolerance Percent text box, and the amount of tolerance in the Tolerance Amount Not To Exceed
text box.

5 Click OK.
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About payable invoice status

The status of a payable invoice record indicates its location in the process.

Status Description
1-Open Indicates a record posted to the general ledger.
2-Review Indicates the management or bookkeeping staff should

review the record.
3-Dispute | Indicates arecord disputed by the vendor.
4-Paid Indicates a record paid in full.

5-Void Indicates a void record.

Note: You can change the status of records assigned status 1-Open, 2-Review, or 3-Dispute to any of
the first three status settings, but you cannot assign status 4-Paid or 5-Void.

Note: When an invoice or credit is fully paid, Sage 100 Contractor automatically assigns status 4-Paid. If
you void the record, Sage 100 Contractor automatically assigns status 5-Void.

About payable invoice types

Type Description

Use 1-Contract when the invoice affects the billing for the
referenced subcontract.

1-Contract ' A payable invoice with this type increases the vendor
balance, but a credit invoice assigned this type reduces the
vendor balance.
Use 2-Memo when the invoice does not affect the billing for
2-Memo

the referenced subcontract.

Options for saving payable invoices

From the File menu, you can select from three ways to save an invoice.
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Menu

Command What it does

Saves the invoice or credit.

If you indicated an account in the direct expense or WIP
range of accounts, Sage 100 Contractor prompts you to
Save create a job cost record.

If you indicated an account in the equipment expense range
of accounts, Sage 100 Contractor prompts you to create an
equipment cost record.

Inserts the invoice total in the Set to Pay box, and saves
the invoice or credit.

If you indicated an account in the direct expense or WIP
range of accounts, Sage 100 Contractor prompts you to

Set/Set to Pay create a job cost record.

If you indicated an account in the equipment expense range
of accounts, Sage 100 Contractor prompts you to create an
equipment cost record.

Saves the invoice or credit and creates the cost records for
you.

If you indicated an account in the direct expense or WIP
range of accounts, Sage 100 Contractor automatically

Save/Autocost )
creates a job cost record.

If you indicated an account in the equipment expense range
of accounts, Sage 100 Contractor automatically creates an
equipment cost record.

Verifying subcontract balances

When saving a payable invoice for a vendor, Sage 100 Contractor refers to the Set Over Subcontract
Warning option to determine if the invoice amount exceeds the subcontract balance. If the payable invoice
does exceed the balance, Sage 100 Contractor provides you with a warning.
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Notes:
« After setting, the warning stays on until it is manually changed. In addition, you must be logged in
as supervisor to turn this feature on and off.

« When Subcontracts are exported from 9-5 Takeoffs, the warning that the subcontract exceeds the
budget amount plus approved change orders for the job/phase/cost code/ cost type combination is
not displayed. After exporting subcontracts through 9-5 Takeoffs, you should run the 6-1-12-21
Committed Costs report for the correct job to verify that subcontracts have not exceeded the
budget.

« Toenable the program alert for Payable invoices exceed subcontract you must have a setting of
Warning for the Message Type.

To verify subcontract balances:

1 Open 4-2 Payable Invoices/Credits.

2 Select Options, then select Set Over Subcontract Warning.

3 Inthe Invoice Over Subcontract Warning Settings window, select the applicable fields.

4 Inthe Message Type dropdown, the choices are mutually exclusive. Select one of the following:

« No message. No message is generated. All options for tolerance are grayed out.
« Warning. A warning and/or alert is generated, but you are allowed to save the record.

« Not allow. A warning and/or alert is generated, but you are not allowed to save the record.

5 If you select Warning or Not Allow, you must select one of the following choices in the Tolerance Type
list:

« Notolerance
o Flat amount
« Percent

« Percent/not to exceed
6 Once a Tolerance Type has been selected, enter the amount or percent for the type:

« Flat amount. Enter the amount in the Tolerance Amount text box.
« Percent. Enter the percent in the Tolerance Percent text box.

« Percent/not to exceed. Enter the percent of the subcontract line contract amount allowed in the
Tolerance Percent text box, and the amount of tolerance in the Tolerance Amount Not To Exceed
text box.

7 Click OK.

Reprinting accounts payable cheques

To reprint an accounts payable cheque:
1 Void the cheque.
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2 Open 4-3 Vendor Payments.
3 Select the invoices for payment.
4 Set the invoice you want to pay.

5 Print the cheque.

Viewing accounts payable payment history for invoices

Each time you post a payment to an invoice, Sage 100 Contractor creates a separate record of the payment.
To review the individual payments made to a particular invoice, you can select the invoice and display its
payment history.

Suppose you void a payment that applies to five invoices. Sage 100 Contractor deletes the record for payment
in each of the related invoice histories and increases each invoice’s balance appropriately.

When you reverse a cash receipt, Sage 100 Contractor creates an additional record in the payment history for
a negative amount.

When you void an accounts payable cheque, Sage 100 Contractor deletes the historical record of the cheque
and increases the invoice balance by the amount of the voided cheque.

To view accounts payable payment history for an invoice:
1 Select the invoice for which you want to view a payment history in 4-2 Payable Invoices/Credits.

2 Onthe Options menu, click Payments.

Tip: You can use the payment history to reconstruct account balances for aging reports. To do this, first
determine the fiscal period for which you want to recreate the aging. Then subtract the payments made
after that fiscal period from the ending balance.

About managing old debts in accounts payable

Sometimes there are situations where a subcontract or invoice will never be fully paid. To clear the debt from
the books, you can post a credit invoice against a specific invoice to the Bad Debt Expense account. Sage
100 Contractor then changes the status of both invoices to 4-Paid.

If you enter a credit invoice but do not reference it against a specific invoice, apply the credit in the 4-3 Vendor
Payments window. Then print a $0 cheque to blank paper using a cheque number outside the normal range of
cheque numbers.

Charging for Workers Compensation insurance on invoices

Insurance charges appear as credits on the subcontractor’s invoice, but are not included on the Workers’
Compensation report. Sage 100 Contractor creates the report from payroll records.

To charge for insurance on an invoice:
1 Open 4-2 Payable Invoices/Credits.

2 Create the payable invoice.

3 Click the Comp button.
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4 Onthe File menu, click Save.

About payable credits

There are many circumstances when you might have to enter a credit invoice. Suppose you return materials to
a vendor. With the return of the materials, it is necessary to reduce the accounts payable.

When you save a credit invoice, Sage 100 Contractor reduces the vendor balance. However, the credit
invoice retains status 1-Open until you apply it against other invoices in the Vendor Payments window. After
you have applied the credit balance to other invoices, Sage 100 Contractor assigns the credit invoice status 4-
Paid.

You can also apply a credit invoice to an invoice at the time you save the record. If the invoice is fully paid by
means of the credit invoice, Sage 100 Contractor changes the status of the invoice to 4-Paid. If the invoice
still has a balance after applying the credit, the invoice status is not changed. Likewise, if the entire amount of
the credit is applied, the status of the credit invoice changes to 4-Paid. If a credit invoice still has a balance
after applying it to an invoice, the status of the credit invoice remains unchanged. You can then apply the
remaining credit invoice balance to other invoices in the Vendor Payments window.

Important! You cannot reverse a credit invoice after applying it to an invoice. If you have applied a credit
invoice to the wrong invoice, make reversing entries to correct the error.

Credit invoices and applying them to invoices in 4-2 Payable Invoices-
Credits

When you apply a credit, Sage 100 Contractor adjusts the invoice and vendor balance. If the credit has a
balance after applying it to an invoice, Sage 100 Contractor assigns the credit status 1-Open, but if the entire
amount of the credit is applied, Sage 100 Contractor assigns it status 4-Paid.

To enter a credit invoice and apply it to an invoice:
1 Open 4-2 Payable Invoices/Credits.
2 Do the following:
a Inthe Invoice# text box, enter the credit invoice number.
b If the credit invoice is for a purchase order, in the Order# text box enter the purchase order number.
If the credit invoice is for a subcontract, in the Subcontract# text box enter the subcontract number.

c
d Inthe Vendor text box, enter the vendor number.

(1]

In the Job text box, enter the job number.

=n

If the job uses phases, enter the phase number in the Phase text box.

In the Description text box, enter a brief statement about the credit.

> @

In the Invoice Date text box, enter the invoice date.

In the Due Date text box, enter the date payment is due.

j Inthe Discount Date text box, enter the due date. This is the last day by which the vendor can receive
payment for you to receive a discount.
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k Inthe Shipping text box, enter the shipping tag or ticket number.
I Inthe Reference# text box, enter the payable invoice number to which you want to apply the credit.
m In the Status list, click the invoice status.
n Inthe Type list, click the invoice type.
3 Inthe grid, do the following:
a Inthe Description cell, enter a brief statement about the credit.
b Inthe Quantity cell, enter the quantity of items as a negative amount.
¢ Inthe Price cell, enter the price for a single item.
d Inthe Account cell, enter the ledger account number.
4 Repeat step 3 for each item.

5 Save the credit invoice.

Applying a vendor cheque to an outstanding accounts payable credit
invoice

If you already have a credit invoice in 4-2 Payable Invoices/Credits, and you have received a cheque from a
vendor, use this procedure to apply the cheque to your account.

To apply a vendor cheque to an outstanding accounts payable credit invoice:
Open 4-2 Accounts Payable Invoices/Credits.

Locate the outstanding credit invoice.

From the menu, select Edit > Copy Invoice.

From the menu, select File > New.

From the menu, select Edit > Paste Invoice.

Type the original Invoice# in the Reference# box.

Change the original Invoice# to the cheque number sent by the vendor.

In the grid, change the original Quantity to a positive value.
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For example, if the number is -1, change it to 1.
10 Press the Enter key, and verify that the Total is now a positive value.
11 In the grid, change the original Account to the chequing account that will receive the deposit.

12 Save the invoice, and on the message stating that the reference invoice was found, select Yes to apply
this invoice to the original payable credit invoice.

Entering open credit invoices

When you apply a credit, Sage 100 Contractor adjusts the invoice and vendor balance. If the credit has a
balance after applying it to an invoice, Sage 100 Contractor assigns the credit status 1-Open, but if the entire
amount of the credit is applied, Sage 100 Contractor assigns it status 4-Paid.
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To enter an open credit invoice:
1 Open 4-2 Payable Invoices/Credits.
2 Do the following:

a Inthe Invoice# text box, enter the credit invoice number.

b If the credit invoice is for a purchase order, in the Order# text box, enter the purchase order number.
If the credit invoice is for a subcontract, in the Subcontract# text box, enter the subcontract number.
In the Vendor text box, enter the vendor number.

In the Job text box, enter the job number.

- 0 QO O

If the job uses phases, enter the phase number in the Phase text box.

In the Description text box, enter a brief statement about the credit.

> @

In the Invoice Date text box, enter the invoice date.

In the Due Date text box, enter the date payment is due.

j Inthe Discount Date text box, enter the date the discount expires. This is the last day by which the
vendor can receive payment for you to receive a discount.

k Inthe Shipping text box, enter the shipping tag or ticket number.
I Inthe Reference# text box, enter the payable invoice number to which you want to apply the credit.
m In the Status list, click the invoice status.
n Inthe Type list, click the invoice type.
3 Inthe grid, do the following:
a Inthe Description cell, enter a brief statement about the credit.
b Inthe Quantity cell, enter the quantity of items as a negative amount.
¢ Inthe Price cell, enter the price for a single item.
d Inthe Account cell, enter the ledger account number.
4 Repeat step 3 for each item.

5 Save the credit invoice.

Tip: When making vendor payments, you can apply the credit invoice.

Reversing accounts payable cheques from an archived year

In your current company, create a 4-2 Payable Invoice that debits your chequing account. When you use
your chequing account in the grid of the invoice, and post the invoice to period 00-Prior Year, your chequing
account is increased by the amount of the cheque, and your beginning balances are adjusted.

Important! When you reverse a cheque from an archived year, it’s usually necessary to reverse the
resulting prior year invoice.
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To reverse an accounts payable cheque from an archived year:
1 Open the 4-2 Payable Invoices/Credits window in the current directory.

2 From the Edit menu, choose Period, and from the Posting Period list, double-click Archived Fiscal Year
— Period 0.

In the confirmation message, click Yes to verify that you want this period.

In the Invoice# box, type the cheque number for the cheque you are reversing.
In the Vendor box, type the vendor number.

In the Description box, type an appropriate description.

In the Invoice Date box, type the original invoice due date.

In the Due Date box, type the date of the original cheque.
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In the Discount Date box, type the original discount date.
10 From the Type drop-down list, select 2-Memo.
11 Inthe grid:
a Inthe description box, type a description.
b Inthe Quantity box, type 1.
¢ Inthe Price box, type the amount of the cheque you are reversing.
d Inthe Account box, enter the chequing account from which the original cheque was posted.
12 From the File menu, Save to record the transaction.

13 If the check was originally posted to a year that you have archived, you must also reverse the transaction
in period 12 for the archived year and company.

Tip: Select the archived year and company using the 7-2 Company Information window..

The prior year accounts payable cheque is now reversed.

Notes:
« The reversing entry created using the steps above appears as a deposit to chequing in the general
ledger and creates a new zero difference between the original AP cheque and the AP invoice
created to reverse it.

« If you need to repay the invoice that the reversed cheque originally paid, pay this invoice.

« If you need to reverse the AP invoice from prior year, see the topic, Reversing accounts payable
invoices from a prior year.

Reversing accounts payable invoices from a prior year

Providing you have not archived the year in which it was posted, you can reverse an accounts payable invoice
from a prior year by voiding it, just as you would for an invoice posted in the current year.
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To reverse an accounts payable invoice that was posted in a year that you have archived, you must enter an
accounts payable credit invoice.

To reverse an accounts payable invoice from an archived year:
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Open the 4-2 Payable Invoices/Credits window in the current directory.
Display the account payable invoice you need to reverse.

From the Edit menu, select Copy Invoice.

From the File menu, select New.

From the Edit menu, select Paste Invoice.

In the Invoice# box type an entry so that you can recognize it in the window. For example, add CR to the
end of the invoice number.

From the Edit menu, choose Period, and in the Posting Period list, double-click Archived Fiscal Year —
Period 0.

In the confirmation message, click Yes to verify that you want this period.

In the grid, change the Quantity to a negative number.

10 Press the Enter key.

11 In the Reference# check box, enter the invoice number that you are applying the credit against.

12 From the File menu, select Save.

13 In the confirmation message, click Yes to apply the credit to the referenced invoice. The Payable

Invoices Job Costs window appears (if you have job costs).

Note: If you have more than one invoice to which you need to apply credit, set the credit and invoices to
pay, and then print a $0.00 dollar cheque.

14 In the grid, do the following:

a Inthe Job box, enter the job.

b Inthe Description box, enter a description.
¢ Inthe Cost Code box, enter the cost code.
d Inthe Cost Type box, enter the cost type.

e Inthe Cost Amount box, enter the cost as a negative amount.

15 From the File menu, select Save.

16 If the invoice was originally posted to a year that you have archived, you must also reverse the transaction

in period 12 for the archived year and company.

Tip: Select the archived year and company using the 7-2 Company Information window..

The prior year accounts payable invoice is now reversed.
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About voiding payable invoices

If you discover an invoice was entered incorrectly, you need to determine the best method to correct the error.
For example, if the error is in the header information, you can often correct the error by editing that information.

When the invoice contains an incorrect job number, ledger account, or amount, you can void the invoice and
then re-enter it with the correct information. By voiding and re-entering the invoice, you create a clear audit
trail.

There are also circumstances when you cannot void the original record. For example, you cannot void a credit
invoice that has been applied in full or an invoice posted to period 0. Because you cannot void these types of
transactions, it is necessary to enter an adjusting invoice.

Before voiding an invoice, however, you need to reverse all the payments posted to it. Then you can enter the
invoice correctly and reapply the payments.

Voiding payable invoices
Consider these points before voiding payable invoices:

« Before you void an invoice, consider displaying the payment history to determine which cheques to
void.

« Display the payment history to determine which cheques to void. Before voiding each cheque, note its
record status.

« If you void payments, you may need to re-enter the payments through the 4-3 Vendor Payments
window. Print the cheques to blank paper because you do not need to reissue the cheques. If a
payment covers more than one invoice, re-enter the cheque for all affected invoices.

After reentering payments, assign the correct record status to each payment through the 1-3 Journal
Transactions window.

To void a payable invoice:
1 Open 4-2 Payable Invoices/Credits.
2 Using the data control, select the record.

3 If an amount appears in the Paid box, click the Payments button to obtain the Trans# (the same as the
check number), and then void the payments.

4 On the Edit menu, click Void Invoice.

Freight Costs

About allowing freight costs and variances in materials costs

You can allow or prevent the entry of freight costs and variances to the cost of materials in the 4-2 Payable
Invoices/Credits window. Before entering an invoice, make sure the Allow Freight/Variance command on
the Options menu is selected.
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Entering freight costs and variances in materials costs

Sage 100 Contractor creates a payable invoice from a record saved in the 12-4 Purchase Order Receipts
window. You have the option of selecting the invoice’s status (2-Review or 3-Dispute) when entering
purchase order receipts. When you receive the invoice, enter the freight costs or variances in materials costs
in the 4-2 Payable Invoices/Credits window.

Consider these points before entering the costs and variances:

« You can only post freight costs or variances in materials costs to an invoice assigned status 1-Open,
2-Review, or 3-Dispute.

« Sage 100 Contractor allows one entry per text box. You can enter a freight amount, save the invoice,
then go back later to the same invoice and add a variance amount. After an amount is entered in a text
box, that box is unavailable and is no longer available.

« Freight costs and the variance in materials costs each appear as separate lines in the journal
transaction.

« When posting the invoiced costs against a job, Sage 100 Contractor assigns the freight costs to the
first job cost record.

To enter freight costs or variances in materials costs:

1 Open 4-2 Payable Invoices/Credits.

2 Using the data control, select the invoice.

3 Inthe Variance text box, enter the total variance in the cost of materials.
4 Inthe Freight text box, enter the shipping costs.

5 On the File menu, click Save.

Work in Progress and Percentage Complete Accounting

About work in progress (WIP)

Many contractors refer to any project in the process of completion as a work-in-progress (WIP). You can print
a WIP report for any job to determine the WIP adjustment for percentage complete accounting. Using this
adjustment, you can post a transaction that allows you to compare the revenue generated during a given fiscal
period to the expenses incurred during the same fiscal period.

WIP also refers to a method of accounting used with speculative projects. Because the contractor owns the
project, the contractor must declare improvements to the property as an asset. When the contractor sells the
property, he or she then declares the revenue and expense.

Work in progress accounting

Caution! Consult your accountant for detailed information about WIP transactions before proceeding to
use WIP accounting.

Contractors who own and develop projects sometimes use a different method of accounting than those who
develop projects for a client. When a contractor is involved in speculative work, bookkeepers or accountants
often use work-in-progress (WIP) accounting. Because the company owning the project is performing the
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work, the company cannot expense the costs incurred during improvement of the property. While
improvements do not generate income, they increase the value of the asset.

In WIP accounting, when you improve the property the costs incurred are posted to WIP accounts, located in
the asset range of the general ledger. Liabilities, such as loans, post to the standard liability accounts until the
sale of the property. Upon completion and sale of the project, the expenses and income are declared.

Important!

« If you have turned on the WIP Verification for job costs, and are posting job costs to a job that is
marked Post expenses to WIP asset account, you cannot post to a direct expense account. A
message appears: WIP Posting is not = to job costs. You must correct your posting before you can
save.

« If you have turned on the WIP Verification for job costs, and are posting job costs to a WIP (Asset)
ledger account for a job that is marked for Post expenses to WIP asset account, a message
appears: WIP Posting is not = to job costs. You must correct your posting before you can save.

When you create the asset accounts for a speculative project, designate at least one WIP account in the
asset range. It is far more common, however, to establish a ledger account for each cost type such as labour,
materials, or equipment. The pre-built ledger account structures supplied with Sage 100 Contractor include
WIP accounts. If your company is working on several speculative projects, set up subsidiary accounts using
the job number as the subsidiary account number.

Setting up WIP verification

WIP verification can be turned on or off for each transaction that has job costs associated with it.

Important! If you have tumed on the WIP Verification for job costs, and are posting job costs to a job
that is marked Post expenses to WIP asset account, you cannot post to a direct expense account. A
message appears: WIP Posting is not = to job costs. You must correct your posting before you can
save.

To set up WIP verification:

1 Open the transaction that has job costs onit.

2 Forexample, from 4-2 Payable Invoices/Credits, open a transaction.
3 From the main menu, click Costs, then click Job Costs.

4 From the Job Costs window menu, click Options.

5 From the Options menu, click WIP Verification.

6 Click Options again to verify that there is a check mark in front of the WIP verification.

About percentage complete accounting

Using percentage complete accounting, also referred to as over/under billing, you declare income during the
period that you earn it, determined by the percentage of work completed. The percentage complete accounting
method allows you to compare the expenses and income generated during the same period. Otherwise,
reports such as income statements provide a misleading view of the profitability because it contains the
expenses for the current period and income for previous periods.
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Instead of determining the WIP adjustment manually, you can print the 6-1-7 Over/Under Billing Report to
determine the over or under billing for any job currently in progress. Because the report calculates the WIP
adjustment, you only need to post the necessary journal transactions.

Sage 100 Contractor uses the following process to determine the WIP adjustment. To establish the
percentage of work completed, the program divides the accumulated costs by the amount of the current
budget. Then to determine the income earned, it multiplies the revised contract (the amount of the original
contract plus approved change orders) by the percentage of work completed. Finally, the program subtracts
the total amount of the receivable invoices assigned type 1-Contact from the amount of income earned. The
resulting amount is the WIP adjustment.

For example, a contractor is working on a home remodel that was budgeted at $100,000 and contracted for
$150,000. With $50,000 in costs at the time of billing, the project is 50% complete. The contractor has
therefore earned 50% of the contracted amount, which is $75,000. As the contractor has not previously billed
anything for the project, there are no billed invoices to deduct from the earnings. The resulting $75,000 WIP
adjustment is posted in the 1-3 Journal Transactions window.

Usually an Over Billing account is set up in the Payable range of accounts and an Under Billing account is
set up in the Receivable range of accounts. In addition, an Over/Under Billing account is set up in the
Income range of accounts. When you have determined the amount of the WIP adjustment, post a journal
transaction. If the WIP adjustment is a positive amount, debit the receivable account and credit the income
account. If the WIP adjustment is a negative amount, credit the payable account and debit the income
account.

Note: Some companies reverse the WIP adjustment in the subsequent fiscal period.

4-3 Vendor Payments

About 4-3 Vendor Payments

This section of Sage 100 Contractor includes 4-3-1 Select Invoices to Pay, 4-3-2 Pay Vendors, and 4-3-3
EFT Payment File Manager.

4-3-1 Select Invoices to Pay

When you open 4-3-1 Select Invoices to Pay, the program displays the Invoice Selection window on top of
it. The Invoice Selection window provides several ways to select criteria by which you pick the vendors you
want to pay. After you set your search criteria and click OK, the vendor data populates the grid on 4-3-1
Select Invoices to Pay. To review a record, select a row and click the Drill Down button. To pay the full
amount on the invoice, select a row and click the Pay button. You can also type an amount in the Set to Pay
column. Save your work, and open 4-3-2 Pay Vendors.

4-3-2 Pay Vendors

In 4-3-2 Pay Vendors, you see the list of vendors in the grid. The invoices are totaled by vendor. Use the
Select All button to pay all vendors, or click a check box to pick individual vendor to pay.

You can select several methods of payment using the Pay By drop-down list: Cheque, Voucher, Credit
Card, or EFT Payment. A text link also provides a way to print lien waivers for payable invoices. You can
also apply credit invoices to invoices.
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You can print several reports directly from text links on the window.

o Print Set to Pay Report
« Print Cheque Transmittal Report

« Print Lien Waivers
Using the Pay By box, you can select to pay by:
o Cheque

« Voucher
e Credit Card
o EFT Payment

4-3-3 EFT Payment File Manager

When you open 4-3-3 EFTPayment File Manager, you can retract an EFT payment batch. This removes all
vendor payment records associated with that batch number, and voids the associated general ledger
payment. On the Options menu, you can also clickk Print EFT Payment File Report and Reprint or Email
EFT Payment Email Receipts.

About the Invoice Selection window

When you click 4-3-1 Set Invoices to Pay on the menu tree, the program displays the Invoice Selection
window overlaying the 4-3-1 Set Invoices to Pay window. You use the Invoice Selection window to set the
criteria by which the invoices will be displayed in the 4-3-1 Set Invoices to Pay grid area.

The window offers six sets of criteria. The following list describes some examples of what you find:

« Under Selection Criteria: Vendor, Job, Due Date, Disc. Date

« Under Pay Options: Exclude Vendors with Overdue Certificates
« Under Sort: Record#, Vendor, Job, Vendor/Job

o Under Status: Open, Review, Dispute

« Under Sort By: Number, Name

« Under Display: All Invoices, Job Invoices Only

Notes:
« Save a specific combination of criteria by clicking Defaults > Save.

« If you do not select any criteria, the programs selects all Open invoices.

Selecting invoices

You use the Invoice Selection window to set the criteria by which the invoices will be displayed in the 4-3-1
Set Invoices to Pay grid area.
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To select invoices:
1 Onthe Invoice Selection window, do any of the following as required:
a Under Selection Criteria, enter selection criteria.
b Under Pay Options, select from among the check boxes.
¢ Under Include, accept the default status of Open status invoices, or select a different status.
d Under Sort on, select the sort criteria.
e Under Sort By, select to either sort the invoices by Number or Name.

2 Click Display Invoices.

Tip: You can save the selection criteria set up by clicking Defaults > Save.

Tip: If you do not select any criteria, the programs selects all Open invoices.

About 4-3-1 Select Invoices to Pay

When you open 4-3-1 Select Invoices to Pay, the program displays the Invoice Selection window first with
the primary window in the background. This allows you to set the criteria by which you will select invoices.
After you select the criteria and click OK, the program populates the 4-3-1 Select Invoices to Pay window
with invoices.

The window contains five buttons providing tools for working with the selected invoices.

When you click:

« Open—Assigns the status of Open to selected invoices.

« Review—Assigns the status Review to selected invoices.

« Pay—Sets selected invoices to pay their full default amount.

« No Pay—Removes the set to pay amount for the selected invoices.

« Past—Sets selected invoices to pay with a discount, even if they are past the discount date.

To pay the full invoice balance, select the invoice and click the Pay button. If you do not want to pay the entire
balance of the invoice, enter a different amount. For example, you can make partial payments to vendors and
their second payees by entering a Set To Pay amount for any amount less than the stated invoice.

If an invoice was previously set to pay and you decided not to pay it at this time, then select the invoice, and
click the No Pay button.

When the invoices are displayed, select an invoice and enter the amount to pay and any applicable discount.
If the invoice has already been set to pay, that amount appears on the Set To Pay column. When you set an
invoice to pay, Sage 100 Contractor deducts the available discount from the invoice balance and displays the
result in the Set To Pay column.

If the payment date to receive a discount has passed, Sage 100 Contractor displays past in the Discount
column next to the discount amount and does not deduct the discount from the invoice balance. To take the
discount, select the invoice, and click the Past button instead of the Pay button.
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Important!
« You must save your changes in order for the program to recognize the Set To Pay amount.

« If vendors’ certificates are expired, invoices will not appear unless you clear the Exclude Vendors
with Overdue Certificates check box on the Invoice Selection window.

« If you select Exclude Vendors with Overdue Certificates and have indicated Yes in the Stop
Pay text box in the Certificates window in 4-4 Vendors (Accounts Payable), the program
excludes the vendors from the invoice selection in 4-3-1 Select Invoices to Pay.

About 4-3-2 Pay Vendors

Using the 4-3-2 Pay Vendors window, you can print cheques, vouchers, and lien waivers for payable
invoices. You can also pay by EFT payment or print zero dollar cheques.

In addition to printing regular, single-party cheques, you can print two-party cheques with a secondary payee.
When working with secondary payees, the grid displays the secondary payee name appended to the vendor,
along with the word “and.” This is similar to the way the payee appears on the printed cheque.

When you open the 4-3-2 Pay Vendors window after setting invoices to pay using 4-3-1 Set Invoices to
Pay, the selected vendors appear in the grid area. When you select a vendor using the Payee check box, the
program displays the amount in the Total Selected for Payment box. Then you select a method of payment.
You can pay by cheque, voucher, credit card, or EFT payment. You can click the Change the posting
period button in the top right to change the posting period.

Printing Reports and Waivers
The window displays three text links:

« Print Set to Pay Report—Opens the 4-3-1 Report Printing window with the 21-Set to Pay Report
selected.

« Print Cheque Transmittals - Opens the 4-3-2 Report Printing window with the 21-Cheque
Transmittal Report selected.

« Print Lien Waivers—Opens the 4-3-3 Report Printing window with the 21-Lien Waiver selected.

Vendor EFT Payment File Creator

When you create an EFT file, payment information is recorded for vendors who have authorized EFT
payments to their accounts. Once the file is created, transfer the file using your bank's specified procedure.

1 Onthe Vendor EFT Payment File Creator window, enter the appropriate Transaction Date, Deposit
Date and click the Create File button.

2 Click the [Save] button to save the EFT Payment file.

3 Click [OK].

4 Do one of the following:
o Click [Yes] to print and email the 4-3-7-21 EFT Payment Receipt report.
« Click [No] to exit.
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5 |Ifyou clicked [Yes], click the Print button on the toolbar.

6 Click [Yes] to send the emails to those listed for emailing and print the 4-3-7-21 EFT Payment Receipt for
those without an email address, or click [No] to send all of the EFT Payment Receipts to the printer.

Note: If you are sending through Microsoft Outlook and a message is displayed about a
program sending an email message on your behalf, click [Allow].

7 Ifyouclicked [Yes]in step 6:

« Toprint the EFT payment receipts that were emailed, click [Yes].

« Toprint only the EFT payment receipts for those that were not emailed, click [No] to exit.

Printing vendor payment cheques
Before printing vendor payment cheques, consider these two points:

« If applicable and before printing cheques, you must print lien waivers. Click the Print lien waivers text
link in the lower-left corner of the window.

« If the amount of payment to a vendor results in a zero amount through the application of a credit, you
must print a $0 cheque. Printing the $0 cheque is necessary to complete the invoice payment process.
In the Report Printing window, select the Print $0 Cheques check box.

Caution! Only print accounts payable cheques from one company and from one computer at a time.
Printing accounts payable cheques from one company and more than one computer at a time may cause
duplicate cheque numbers and duplicate payments.

To print vendor payment cheques:
1 Open 4-3-2 Pay Vendors.

The total invoices of the vendors you have selected using 4-3-1 Set Invoices to Pay appear in the grid area.
2 Click the Select All button, or alternatively select vendors individually.

3 Click the Pay By drop-down arrow, and select either to pay by cheque, voucher, or credit card.

4 Click OK.

a If you are paying by cheque, on the 4-3-5 Report Printing window, select the Report Form that suits
your business. Your choices are 21-Open Stub, 22-Formatted Stub, and 23-No Job Stub. Then click
the Print records icon.

When you print cheques, Sage 100 Contractor creates ledger transactions. You can also specify the
sorting of the invoices on your cheque stub. Select the option to sort the invoices in the 4-3-5 Report
Printing window. Sage 100 Contractor prints the invoice numbers on the cheque stub; however,
sometimes more than one cheque stub is required to print all the invoices. You can print additional
cheque stubs with void cheques to complete the printing of the invoices. In the Report Printing window,
select the Multiple Cheques check box.

b If you are paying by voucher, on the 4-3-4 Report Printing window, select the appropriate Report Form
and click the Print records icon.
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¢ If you are paying by credit card, the program displays the Credit Card Selection window. Specify a
Card Issuer Account, a Credit Card, a Trans#, a Trans Date, and click OK.

Printing separate cheques per invoice by vendor

When you enter a vendor or edit a vendor’s information, you can specify that you want the system to print
separate cheques per invoice for that vendor when you pay them.

To print separate cheques per invoice by vendor:
1 Open 4-4 Vendors (Accounts Payable), and select a vendor.
2 Select the Separate Cheques check box.

3 On the file menu, click File > Save.

Applying open credits to payable invoices
When applying an open credit to a payable invoice, consider the following:

« If the amount of payment to a vendor results in a zero amount through the application of a credit, you
must print a $0 cheque. Printing the $0 cheque is a necessary procedure to complete the invoice
payment process. In the Report Printing window, select the Print $0 Cheques check box.

« Sage 100 Contractor prints the invoice numbers on the cheque stub; however, sometimes more than
one cheque stub is required to print all the invoices. You can print additional cheque stubs with void
cheques to complete the printing of the invoices. In the Report Printing window, select the Multiple
Cheques check box.

To apply an open credit to a payable invoice:
1 Open 4-3-1 Set Invoices to Pay.

2 OntheInvoice Selection window, select the invoices you want to display in the 4-3-1 Set Invoices to
Pay grid area, and click OK.

3 Select an invoice.

4 Under the Set to Pay column for that invoice, enter the amount to which you want to apply a credit. This
must be a positive amount.

5 Locate the credit invoice, and enter the credit amount to apply. This must be a negative amount.
6 Repeat steps 3, 4 and 5 for each invoice to which you want to apply a credit.

7 On the File menu, click Save.

Applying accounts payable credits to accounts payable invoices

When you need to apply accounts payable invoices and accounts payable invoice credits, use 4-3-1 Set
Invoices to Pay.

Tip: Credit invoices (invoices with a negative value) appear in the grid under the Invoice Total column
along with other invoices. Setting the invoice selection criteria to display invoices by vendor will group
invoices together.
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To apply credits to invoices:

1
2

N o o b~

8
9

Open 4-3-1 Set Invoices to Pay.

On the Invoice Selection window under Selection Criteria, select a vendor or a job, and click OK.
The grid populates with all open invoices for that vendor or job.

Inthe Set to Pay column, enter the invoice amount to pay, and repeat for all invoices that need to be paid.
This must be a positive amount.

Locate the credit invoice, and enter the credit amount to apply. This must be a negative amount.
Click File > Save.
Open 4-3-2 Pay Vendors, and select the check boxes of the vendor payee.

As required, click the Change the posting period icon to select the appropriate posting period, and then
click OK.

On 4-3-5 Report Printing, on the Report Criteria tab:

Select the desired report number.

10 Select the desired Report Form from the list.

11 In the Vendor field, type the vendor number.
12 Select the Print $0 Cheques box.

13 From the File menu, click Print.

14 On the Cheque Printing window, in the Chequing Account box, type the appropriate cash account.

15 In the Starting Cheque Number box, type the appropriate cheque number.

16 Inthe Cheque Date box, type the date of the cheque.
17 Click OK.

18 Tothe message, Reminder: [number] cheque(s) will be printed, verify that the information is correct,

and then click OK.

19 Finally, select Assign cheque numbers for ALL cheques on the Assign/Post Cheques window if the

cheque has correctly printed.

Changing the status of payable invoices

Inthe 4-3-1 Set Invoices to Pay window, you can change the status of an invoice between 1-Open and 2-
Review. You cannot change the status of invoices that have a status of 3-Dispute, 4-Paid, or 5-Void.

To change the status of payable invoices:

1
2

3
4

Open 4-3-1 Set Invoices to Pay.

On the Invoice Selection window under Selection Criteria, select criteria with which to populate the grid
area on 4-3-1 Set Invoices to Pay.

Review the Status column for invoices whose status you want to change.

Select the row of that invoice, and then click Open or Review.
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About vendor payment reports

The 4-3-2 Pay Vendors window provides text links to these reports.

Report To

Review the invoices for each vendor that you have set to pay. The report
Print Set to  provides the invoice balance, invoice holdback, discount available, and the
Pay report | amount set to pay for each invoice. The report also summarizes the data for
each vendor and provides grand totals.

Lists the invoices that you are paying. When the list of invoices is too long to fit
the chequestub, you can supply the vendor with a cheque report.

The Minimum Number of Invoices box on the Cheque Transmittal Minimum
Invoice Number window controls the minimum number of invoices that the

. payment references.
Print

cheque To set a minimum number before writing a cheque, enter a number in the
transmittals Minimum Number of Invoices box.

Leave the box blank if you do not need to set a minimum number of invoice
references.

When you print the Cheque Transmittal Report, Sage 100 Contractor
determines which cheques meet the minimum and prints a report for each.

Print lien Displays the lien waiver information for the contractor for invoice or invoices
waivers that are set to pay.

Note: The cheque report uses the set-to-pay information; therefore, you must print the cheque report
before printing the vendor cheques.

Lien Waivers and Vouchers

About lien waivers

A lien waiver is a document signed by a contractor, subcontractor, or other supplier of goods or services
stating that the supplier has been paid for the work performed or goods supplied and waiving the supplier's
right to file a claim against the property.

In the 3-5 Jobs (Accounts Receivable) window, you can track the lien waivers that you receive for each job.
You can also print lien waivers for vendors receiving payment through the 4-3 Vendor Payments window.

Important! You must print lien waivers before printing payable cheques or vouchers. You can also save
the lien waiver as a PDF file and reprint it later.

Entering lien waivers

To enter a lien waiver:

1 Open 3-5 Jobs (Accounts Receivable).
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2 Using the data control, select the job.

3 Onthe Options menu, click Lien Waivers.

E=N

In the Pre-lien# text box, enter the pre-lien number.
The pre-lien number is a reference number provided by the vendor.

5 Inthe Vendor text box, enter the vendor number of the vendor who sent the pre-lien.

6 If the pre-lien includes a second vendor, enter the vendor number in the Second Vendor text box.
7 Inthe Received text box, type Yes if you received a pre-lien from the vendor.

8 Inthe Date Received text box, enter the date when you received the pre-lien.

9 Inthe First Date text box, enter the date when the vendor first appeared on the job.

10 Inthe Last Date text box, enter the date when the vendor finished the job.

11 Inthe Lien Rights text box, type Yes if the vendor has lien rights.

12 In the Joint Cheque text box, type Yes if the vendor is paid with a joint cheque.

13 Inthe Final Waiver text box, type Yes if you have received the final lien waiver from the vendor.
14 In the Final Date text box, enter the date when the final lien waiver was received.

15 Repeat steps 4—14 for each pre-lien you receive.

16 On the File menu, click Save.

Printing lien waivers

You can print lien waivers for subcontractors to sign upon receipt of payment. The waiver details the invoices,
invoice balances, and amount paid. The generic text can be modified so that the lien waiver complies with
your provincial requirements.

Important! You must print lien waivers before printing payable cheques or vouchers. You can also save
the lien waiver as a PDF file and reprint it later.

To print a lien waiver:
1 Open 4-3-1 Set Invoices to Pay.

2 Onthe Invoice Selection window under Selection Criteria, select criteria with which to populate the grid
area on 4-3-1 Set Invoices to Pay.

3 On4-3-1 Set Invoices to Pay for each invoice, enter the amount you want to pay in the Set to Pay box.
4 Click File > Save, and then open 4-3-2 Pay Invoices.

5 Select the check boxes of the invoices for which you want print lien waivers, and then click the text link,
Print Lien Waivers.

6 On the 4-3-3 Report Printing window on the Report Criteria tab, select the report number, report form,
and set the criteria.

7 On the toolbar, click one of the printing options, such as the Print records icon.
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Paying by vouchers

Lending institutions use vouchers to control the job expenditures of a contractor's speculative work. When
you are ready to pay materials suppliers and subcontractors, print and send the vouchers to the lender. The
lender then pays the vendors based on the amounts indicated on the vouchers.

Because the lender is making the payments, vouchers do not affect your cash balance. They do, however,
affect the balance of your Loan Payable account.

To pay by voucher:

1 Open 4-3-2 Pay Vendors.
Invoices that you have selected using 4-3-1 Set Invoices to Pay appear in the grid area.

Click the Select All button, or alternatively select invoices individually.
Click the Pay By drop-down arrow, and select pay by Voucher.
Click [Pay Vendors].

On the 4-3-5 Report Printing window, select the appropriate Report Form and click the Print records
icon.
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Enter a transaction to record the loan disbursement.

7 Select the [Update T5018 Balance] check box to add the voucher to the T5018 balances when printing
vouchers.

8 Click [OK].

Tip: The vouchers work like cheques in that you can print vouchers to paper. The program displays these
options: Post ALL vouchers, Post vouchers through voucher#, or Do not post any vouchers.

Posting loan disbursements

After printing the vouchers, you need to enter a transaction showing the lender’s disbursement of funds to the
vendors.

For speculative jobs, enter a transaction in the 1-2 Deposits and Interest window that debits the Voucher
Clearing account and credits the Loan Payable account.

For all other jobs, enter a transaction in the 3-3-1 Cash Receipts window that debits the Voucher Clearing
account and credits the appropriate receivable invoices.

About 4-4 Vendors (Accounts Payable)

In the 4-4 Vendors (Accounts Payable) window, you can review vendor-related information such as
subcontracts, purchase orders, and invoices. You can also record any additional certificates a vendor is
required to supply.

Vendor records provide quick access to vendor information for payable invoices, T5018 balances, ordering
materials, and subcontract management. Create a vendor record for each business that sends you invoices
and each business to which you owe money or make regular payments. These vendors may include
subcontractors, architects, engineers, and lenders.
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« Vendor financial information tab fields

« Vendorinvoice defaults tab fields

« Vendor other defaults tab fields

« Vendor EFT Payment Setup fields

« Vendor purchase order warnings

» Vendor types
« Vendor records

« Vendor certifications and expiration dates

« Vendor remittance

« Workers' Compensation rates on vendor records

« Deleting vendors

Important! Sage 100 Contractor uses information entered in the 3-6 Receivable Clients window and 4-4
Vendors (Accounts Payable) window for other functions such as scheduling and sending faxes and
email messages. If fax numbers and email addresses for vendors are not entered in these windows, client
and vendor contacts do not appear on the fax and email distribution lists.

Internal vendors

You would select the Internal Vendor check box to keep track of someone you need in the vendor database,
but not someone from whom you get invoices. Flagging a vendor as “internal” causes the program to display a
message if you try to enter a payable invoice for that vendor. Examples of internal vendors are architects,
engineers, or other professionals who are involved with projects that you work on, but you are not the one
contracting with them because you are not the general contractor or owner. You might, however, want to keep
that information in the job record. Internal vendors may also be fictitious entities, such as a generic lumber
supply or generic tile subcontractor. You might want to use that entity for putting a “type” of vendor on parts for
estimating and bid request reasons.

Vendor financial information fields

Box What it does
The T5018 recipient ID nhumber.

o Ifthe T5018 type is 1, the T5018 ID# number entered
T5018 ID# is the individual's Social Insurance Number (SIN).

o Ifthe T5018 type is 2, the T5018 ID# number entered
is the CRA Program Account number.

GST/HST ID# | The GST or HST ID number.
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Box

T5018 Type

Beginning
Balance

Current
Balance

What it does
Indicates the type of T5018 status.
o 0—Undetermined
o 1—Individual
o 2—Business
o 3—Do not report

Displays the beginning balance of outstanding invoices for
your current books. You cannot enter or edit an amount in
this box.

Displays the beginning balance of outstanding invoices for
your current books. You cannot enter or edit an amount in
this box.

Vendor invoice defaults

The information you provide on the Invoice Defaults tab helps Sage 100 Contractor post an invoice and
create the job cost records.

Default

Due
Terms

Discount
Terms

Discount
Rate

Work
Comp
Rate

What it does

Determines the date by which payment is due.

In Sage 100 Contractor, a cycle is represented by ##DY (a number of days), #MO (a number of
months), and ##TH (a specified day every month). You replace the ## symbols with the number
of days or months, or the day of the month for the processing cycle. For example:

« 30DY means due every 30 days.
« 02MO means due every two months.

o 25TH means due on the 25th day of each month.

Determines the date by which payment is due for your business to receive a discount.

Determines the discount rate for early payment.

Sets up the vendor record of a subcontractor with the employer's compensation rate. When
entering the payable invoice, you can charge the subcontractor for coverage based on the
invoiced amount. The charge appears as a credit on the subcontractor’s invoice.
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Default

Tax
Code
Override

Ledger
Account

Cost
Code

Cost
Type

Invoice
Status

Purchase
Order
Warning

Allow
Duplicate
Invoice
Number

Separate
cheque
for each
invoice

Put on the
Hot List

What it does

Use this box when you need to assign a tax code to a vendor that is not subject to the primary
tax code for the vendor's province.

For example, you could assign a tax code that has a zero tax rate to vendors that are tax
exempt. (You must first set up the tax code in the 1-8 Canada Sales Tax Setup window,)

Leave this field blank to use the primary tax code for the vendor’s province as the default for
new transactions.

If the vendor record does not include a province or a tax code override, Sage 100 Contractor
does not calculate taxes for the vendor.

Determines the default ledger account to which invoices are posted. For a materials supplier, for
example, enter the materials expense account number. When you enter a payable invoice, the
material expense account defaults to the grid.

Some vendors may not post to one account regularly. If there is not a common account used by
avendor, leave the Ledger Account box blank.

Determines the cost code to which you post the vendor. Because cost codes may vary each
time you post a record, consider leaving the Cost Code box blank.

Alternately, you can enter the lowest numbered cost code used by the vendor. You can then use
the Lookup window to display cost codes starting in the appropriate area.

Determines the cost type to which you post the vendor. Usually the cost type corresponds to
the ledger account.

If you want to review all invoices or payments for a vendor, assign the vendor record Invoice
status 2-Review. Otherwise, Sage 100 Contractor assigns status 1-Open.

Restricts the ability to save payable invoices.

Lets you enter duplicate invoice numbers for a vendor.

The Invoice Number text box in the Payable Invoices window can be set up to require a

unique invoice number. The Allow Duplicate Invoice Number check box lets you supersede
the requirement for a unique invoice number for specific vendors such as the phone company.

Tells the system to print separate cheques for each invoice for each vendor.

Automatically puts the vendor's invoices on the Hot List.

Other vendor defaults

The information you provide on the Other Defaults tab helps Sage 100 Contractor create or export records.
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Default What it does

Purchase Determines the type of purchase order you normally
Order Type create for the vendor.

Subcontract | Determines the type of subcontract you normally create
Type for the vendor.

Vendor EFT Payment Setup fields

Field Description
Institution ID# Vendor's bank institution identification number.
Branch Routing# Vendor's bank routing number

Bank Account Number ' Vendor's bank account number.

Email Receipt to The email address to receive the vendor EFT payment receipt.

Vendor purchase order warnings

When saving a payable invoice for a vendor, Sage 100 Contractor refers to the selection made in the
Purchase Order Warning list in the vendor’s record. If the payable invoice does not meet the criteria, Sage
100 Contractor provides you with a warning. These warnings are set on the Invoice Defaults tab of 4-4
Vendors and warn if there is no PO available for the invoice or you can require a PO for the invoice.

Status Description
0-None Provides no warning.

1-Warnif no | Provides a warning if the invoice does not contain a purchase order number, but allows you to
PO save the invoice.

?,OR equire Requires a purchase order number to save the invoice.

Vendor Invoice Over Purchase Order settings

The Set Over PO Warning option in 4-4 Vendors notifies you if the invoice quantity amount exceeds the
purchase order. When you select the Set Over PO Warning option in the Options menu, Sage 100
Contractor compares the invoice total amount against the total PO balance. The Vendor Invoice Over
Purchase Order warning settings supersedes the settings for Invoice Over Purchase Order warning settings in
4-2. How?

Setting up vendor types

You can use vendor types to group or categorize vendors. Types give you the ability to select specific vendors
when printing bid requests, vendor lists, or other vendor related documents.
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If you create a long list of vendor types, you can simplify it by abbreviating vendor categories. For example,
use M for material suppliers and S for subcontractors in the Type Name. For example, the description for a
lumber supplier is M-Lumber, and an electrical supplier is S-Electrical.

To set up vendor types

Entering vendor records

Consider these points before entering vendor records:

« Be sure to enter all the important information regarding vendors. Entries made in the 4-4 Vendors
(Accounts Payable) window are used for other functions, such as fax and email scheduling.

« Select the Internal Vendor check box to mark the vendor as an internal supplier, which only affects
vendor reports.

« Select the Separate cheque for each invoice check box to tell the system to print separate cheques
for each invoice for each vendor.
To add a vendor
Open 4-4 Vendors (Accounts Payable).
In the data control text box, enter the vendor number.
In the Vendor Name text box, enter the full vendor name.
In the Short Name text box, enter a brief name for the vendor.

In the Vendor Type list, click the vendor type.
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In the General Information tab:
a Inthe Owner text box, enter the name of the person to contact at the vendor’s office.
b Inthe Address 1, Address 2, City, Province, and Postal text boxes, enter the address.

¢ Inthe User Def1 and User Def2 text boxes, enter the user-defined information as necessary.

7 Inthe Financial Information tab:
a Inthe Federal Id# text box, enter the vendor's Federal Identification Number.
b Inthe Province Id# text box, enter the vendor's Province Identification number.
¢ Inthe Account# text box, enter your account number the vendor uses to identify your company.
d Inthe License# text box, enter the contractor’s license number.
e Inthe Resale# text box, enter the vendor’s resale number.
f Inthe T5018 Type list, click the T5018 status.
8 As necessary, select the Internal Vendor check box.
9 Click the Invoice Defaults tab, and then:

a Inthe Due Terms text box, enter the cycle for the date when the invoice is due.
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b Inthe Discount Terms text box, enter the cycle for the date by which the vendor must receive payment
for the discount to apply.

In Sage 100 Contractor, a cycle is represented by ##DY (a number of days), ##MO (a number of months), and
##TH (a specified day every month). You replace the ## symbols with the number of days or months, or the
day of the month for the processing cycle. For example:

« 30DY means due every 30 days.

« 02MO means due every two months.

« 25TH means due on the 25th day of each month.

In the Discount Rate text box, enter the discount rate.

Inthe Work Comp Rate text box, enter the workers' compensation rate.

In the Ledger Account text box, enter the ledger account to which you want to post.
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In the Cost Code text box, enter the default cost code.

In the Cost Type list, click the default cost type to assign.
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In the Invoice Status list, click the status to assign an invoice or credit.

In the PO Warning list, click the waring status you want to assign to the vendor.

j Ifyou need to send a separate cheque for each invoice, select the Separate cheque for each invoice
check box.

k If youwant to automatically put the vendor's invoices on the Hot List, select the Put on the Hot List
check box.

I If youwant to allow duplicate invoice numbers, select the Allow duplicate invoice numbers check
box.

10Click the Other Defaults tab, and then:
a Inthe RFP Type list, click the type of RFP you often create for the vendor.
b Inthe Description text box, enter the default description for RFPs.
¢ Inthe Purchase Order Type list, click the type of order you often create for the vendor.
d Inthe Description text box, enter a brief statement about the purchase order.
e Inthe Subcontract Type list, click the type of subcontract you often create for the vendor.
f Inthe Description text box, enter a brief statement about the subcontract.
11 Click the EFTPayment Setup tab, and then:
a Select the Enable EFT payment box.
b Inthe Institution ID# text box, enter the bank institution's identification number.
¢ Inthe Branch Routing# text box, enter the vendor's bank routing number.
d Inthe Bank Account# text box, enter the vendor's bank account number.

e Inthe Transaction Type text box, enter the transaction code approved by the CPA Standard 005 in
Section E, Appendix 2 or leave the text box blank for a generic vendor payment.

f Inthe Email Receipt to text box, enter the email address to receive the EFT payment receipt.
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120n the Contact grid:

a Inthe Contact Name text box, enter the contact's name.

Important! The first contact in the list is considered to be the primary contact in reports.

b Inthe Job Title text box, enter the contact's job title.
In the Phone# text box, enter the contact’s telephone number.

c
d Inthe Extension text box, enter the contact's telephone extension, as necessary.

(1]

In the Email text box, enter the contact's email address.
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In the Cell# text box, enter the contact’s cellular number.
g Inthe Fax# text box, enter the contact’s fax number.
h Inthe Other# text box, enter the contact’s other telephone number.
i Inthe Other Description text box, enter the contact’s other telephone number description.
j Inthe Notes text box, enter any applicable notes about the contact.
13 Enter the vendor licenses and certificates.
14 Click File > Save.
15 If you want to set the vendor's T5018 balance for the calendar year:

a Refresh the vendor record by clicking the back arrow button (next to the record number in the upper left-
hand comer), and then clicking the forward arrow button to advance to the new record again.

b Select Options > T5018 Balance Startup/Adjustment to open the T5018 Balance Startup/Adjustment
window.

¢ Select the current date in the Adjustment Date box; then type the vendor's starting T5018 balance in the
T5018 Balance Startup/Adjustment box.

d Click File > Save.

Vendor certificates and expiration dates

You can track the expiration dates for Workers’ Compensation, liability insurance, contractor’s licenses, and
other required certificates and licenses. When you enter a certificate or license, always enter an expiration
date. If you do not have a date, enter one that is obviously expired such as 01/01/1980. Later, you can
determine which vendors have insurance or licenses that have expired.

Important! The 4-1-5-31 Vendor Worker's Comp Report requires that the Workers’ Compensation
insurance certificate information be in Row 1 of the Certificates window grid.

You can control whether you receive a warning that a certificate has expired when creating a subcontract. You
can also stop payment to a vendor if a certificate has expired.

When selecting vendor invoices for payment, you can exclude vendors with expired licenses. You can also
print documents that you can send to vendors with expired licenses, requesting the new expiration dates to
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update your records. When you do not need dates for vendors such as lending institutions, leave the text
boxes blank.

Reports on vendor certificates and expiration dates
You can run insurance reports to view which vendors have current and/or expired certificates. How?

e 4-1-1-41 Insurance Report

o 4-1-1-42 Insurance Report~by Vendor Type

e 4-1-1-43 Insurance Report~Alpha

o 4-1-1-46 Insurance Report~with Notes

o 4-1-1-47 Insurance Report~by Vendor Type; with Notes
o 4-1-1-48 Insurance Report~Alpha; with Notes

In the Certificates window, you can create a list of the certificates a vendor must supply. For example, you
might list the Workers’ Compensation insurance certificate, liability insurance certificate, contractor’s license,
and hazardous materials certificate.

Because you can generate expired certificate reports based on a specific line number, consider entering the
certificates in a specific order for each vendor. For example, Row 1 is the Workers’ Compensation insurance
certificate, Row 2 is the liability insurance certificate, and Row 3 is the contractor’s license.

To enter vendor certificates

1 Inthe 44 Vendors window, display the vendor.

2 Click Options > Certificates

3 Inthe Description text box, enter a brief statement about the certificate.

For example, type Workers’ Compensation.
4 Inthe Received text box, enter the date you received the certificate.
5 Inthe Expires text box, enter the date when the certificate has expired.

6 Inthe Warning text box, type Y if you want to receive a warning. Type N if you do not want to receive a
warning even though the certificate has expired.

The Warning column lets you control whether you receive a warning when creating a subcontract for a vendor
with an expired certificate. You must select Exclude Vendors with Overdue Certificates or Warn on
Vendors with Overdue Certificates in the 4-3 Vendor Payments window. To activate these options, click
the Selection button in 4-3 Vendor Payments.

7 Inthe Stop Pay text box, type Y to stop payments to the vendor when the certificate expires. Type N if you
want to pay the vendor even though the certificate has expired.

The Stop Pay column lets you control payments to the vendor by accessing the Invoice Selection window
from the 4-3 Vendor Payments window. In the Invoice Selection window, you must also select Exclude
Vendors with Overdue Certificates in order to exclude those vendors who meet the expiration criteria from
receiving payment. It does not affect payments through the 1-1 Cheques/Bank Charges window.

8 Repeat steps 3—7 for each certificate.

Product Overview 225



Chapter 4: Accounts Payable

9 Click File > Save.

Setting up vendor remittance

Occasionally, it is necessary to substitute a different name on a vendor cheque. In the Vendor Remit
window, you can add more lines to the grid by clicking in the last cell in the last row and pressing the ENTER

key.

When you print the vendor cheques, Sage 100 Contractor looks to the vendor remit table. If the vendor
appears in the table, Sage 100 Contractor uses the payee information from the table in place of the information
from the vendor record.

To set up vendor remittance:
1 Open 44 Vendors (Accounts Payable).

2 Click Options > Vendor Remit on the menu.

The Vendor Remit Information window opens.
3 Foreach vendor you want to include:
a Inthe Vendor cell, enter the vendor number.
b Inthe Payee Remit cell, enter the payee’s name.
¢ Inthe Address 1 cell, enter the payee’s address.
d Inthe Address 2 cell, enter any remainder of the payee’s address, if necessary.
e Inthe City/Province cell, enter the payee’s city and province.
f Inthe Postal cell, enter the payee’s postal code.

4 Click File > Save.

Deleting vendors

If a vendor has current year ledger activity or open invoices from a prior year, you cannot delete that vendor.

Caution! When you delete a vendor, all prior year, paid, or void invoices related to that vendor are also
deleted. This can affect invoices associated with current jobs. In addition, because the vendor has been
deleted, only the vendor number will appear in job cost records.

To delete a vendor

1 Open 4-4 Vendors (Accounts Payable).
2 Using the data control, select the record.
3 On the Edit menu, click Delete Vendor.
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Setting up Workers Compensation rates for payable invoices

Each province and territory has its own exclusive Workers’ Compensation Board/Commission (WCB). Check
with your provincial WCB for compliance requirements, as laws may vary in each province and territory.

Sage 100 Contractor uses the Workers’ Compensation account indicated on the Payables tab in the General
Ledger Setup window to post payable invoice transactions.

To set up a Workers’ Compensation rate for payable invoices:
Open 4-4 Vendors (Accounts Payable).

Using the data control, select the vendor.

Click the Invoice Defaults tab.

Inthe Work Comp Rate box, enter the rate at which you are charging the subcontractor.
On the File menu, click Save.

Open 1-8 General Ledger Setup.
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On the Payables tab, enter the ledger account to which you are posting the charge to subcontractors in the
Workers’ Compensation box.

8 Click File > Save.

Tip: The credit does not appear on the Workers’ Compensation report, which only uses data from payroll
records. To track and report the costs, create a separate Workers’ Compensation ledger account.

About 4-4 Vendors (Accounts Payable)

Vendor records provide quick access to vendor information for payable invoices, T5018 balances, ordering
materials, and subcontract management. Create a vendor record for each business that sends you invoices
and each business to which you owe money or make regular payments. These vendors may include
subcontractors, architects, engineers, and lenders.

In the 4-4 Vendors (Accounts Payable) window, you can review vendor-related information such as
subcontracts, purchase orders, and invoices. You can also record any additional certificates a vendor is
required to supply.

You would select the Internal Vendor check box to keep track someone you need in the vendor database,
but not someone from whom you get invoices. Flagging a vendor as “internal” cause the program to display a
message if you try to enter a payable invoice for that vendor.

Examples of internal vendors are architects, engineers, or other professionals who are involved with projects
that you work on, but you are not the one contracting with them because you are not the general contractor or
owner. You might, however, want to keep that information in the job record.

Internal vendors may also be fictitious entities, such as a generic lumber supply or generic tile subcontractor.
You might want to use that entity for putting a “type” of vendor on parts for estimating and bid request reasons.
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Entering vendor records
Consider these points before entering vendor records:

« Be sure to enter all the important information regarding vendors. Entries made in the 4-4 Vendors
(Accounts Payable) window are used for other functions, such as fax and email scheduling.

« Select the Internal Vendor check box to mark the vendor as an internal supplier, which only affects
vendor reports.

« Select the Separate cheque for each invoice check box to tell the system to print separate cheques
for each invoice for each vendor.

Important! Sage 100 Contractor uses information entered in the 3-6 Receivable Clients window and 4-4
Vendors (Accounts Payable) window for other functions such as scheduling and sending faxes and
email messages. If fax numbers and email addresses for vendors are not entered in these windows, then
client and vendor contacts do not appear on the fax and email distribution lists.

To enter a vendor:

Open 4-4 Vendors (Accounts Payable).

In the data control text box, enter the vendor number.

In the Vendor Name text box, enter the full vendor name.

In the Short Name text box, enter a brief name for the vendor.

In the Vendor Type list, click the vendor type.
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In the General Information tab, do the following:
a Inthe Owner text box, enter the name of the person to contact at the vendor’s office.
b Inthe Address 1, Address 2, City, Province, and Postal text boxes, enter the address.

¢ Inthe User Def1 and User Def2 text boxes, enter the user-defined information as necessary.

7 Inthe Financial Information tab, do the following:
a Inthe T5018 ID# text box, enter the vendor’s federal identification number.
b Inthe GST/HST ID# text box, enter the vendor's GST/HST number.
¢ Inthe Account# text box, enter your account number the vendor uses to identify your company.
d Inthe License# text box, enter the contractor’s license number.
e Inthe Resale# text box, enter the vendor’s resale number.
f Inthe T5018 Type list, select the type of GST/HST report required for this vendor.
8 As necessary, select the Internal Vendor check box.
9 Click the Invoice Defaults tab, then do the following:

a Inthe Due Terms text box, enter the cycle for the date when the invoice is due.
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In Sage 100 Contractor, a cycle is represented by ##DY (a number of days), ##MO (a number of months),
and ##TH (a specified day every month). You replace the ## symbols with the number of days or months,
or the day of the month for the processing cycle. For example:

« 30DY means due every 30 days.
« 02MO means due every two months.
« 25TH means due on the 25th day of each month.

b Inthe Discount Terms text box, enter the cycle for the date by which the vendor must receive payment
for the discount to apply.

¢ Inthe Discount Rate text box, enter the discount rate.
d Inthe Work Comp Rate text box, enter the workers' compensation rate.

e Inthe Tax Code Override text box, if the vendor is not subject to the primary tax code for the vendor's
province, enter the tax code for this vendor. (Leave this box blank if you want to use the primary tax code
as the default for new transactions for the vendor.)
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In the Ledger Account text box, enter the ledger account to which you want to post.

In the Cost Code text box, enter the default cost code.
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In the Cost Type list, click the default cost type to assign.

In the Invoice Status list, click the status to assign an invoice or credit.

In the PO Warning list, click the warning status you want to assign to the vendor.
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k If you need to send a separate cheque for each invoice, select the Separate cheque for each invoice
check box.

I If youwant to automatically put the vendor's invoices on the Hot List, select the Put on the Hot List
check box.

m If you want to allow duplicate invoice numbers, select the Allow duplicate invoice numbers check
box.

10Click the Other Defaults tab, then do the following:
a Inthe RFP Type list, click the type of RFP you often create for the vendor.
b Inthe Description text box, enter the default description for RFPs.
¢ Inthe Purchase Order Type list, click the type of order you often create for the vendor.
d Inthe Description text box, enter a brief statement about the purchase order.
e Inthe Subcontract Type list, click the type of subcontract you often create for the vendor.
f Inthe Description text box, enter a brief statement about the subcontract.
11 Click the EFTPayment Setup tab, then do the following:
a Select the Enable EFT payment box.
b Inthe Institution ID# text box, enter the bank institution's identification number.
¢ Inthe Branch Routing# text box, enter the vendor's bank routing number.

d Inthe Bank Account# text box, enter the vendor's bank account number.
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e Inthe Transaction Type text box, enter the transaction code approved by the CPA Standard 005 in
Section E, Appendix 2 or leave the text box blank for a generic vendor payment.

f Inthe Email Receipt to text box, enter the email address to receive the EFT payment receipt.
12Click the Contact grid, do the following:

a Inthe Contact Name text box, enter the contact's name.

Important! The first contact in the list is considered to be the primary contact in reports.

b Inthe Job Title text box, enter the contact's job title.
In the Phone# text box, enter the contact’s telephone number.

c
d Inthe Extension text box, enter the contact's telephone extension, as necessary.

(1]

In the Email text box, enter the contact's email address.
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In the Cell# text box, enter the contact’s cellular number.
g Inthe Fax# text box, enter the contact’s fax number.
h Inthe Other# text box, enter the contact’s other telephone number.
i Inthe Other Description text box, enter the contact’s other telephone number description.
j Inthe Notes text box, enter any applicable notes about the contact.
13 Enter the vendor licenses and certificates.
14 On the File menu, click Save.
15 If you want to set the vendor's T5018 balance for the calendar year:

a Refresh the vendor record by clicking the back arrow button (next to the record number in the upper left-
hand comer) then clicking the forward arrow button advance to the new record again.

b Select Options > T5018 Balance Startup/Adjustment to open the T5018 Balance Startup/Adjustment
window.

¢ Select the current date in the Adjustment Date box, and then type the vendor's starting T5018 balance
in the T5018 Balance Startup/Adjustment box.

d Click [Save].

T5018 Balance Startup and Adjustment

Use the T5018 Balance Startup and Adjustment window to set or adjust the T5018 balance for the calendar
year for a selected vendor.

Sage 100 Contractor tracks vendor T5018 totals by calendar year. If you are transferring vendor totals from
another software package, use this window to add the previous T5018 total to the calendar year.

Note: If you have vendor voucher totals from a Sage 100 Contractor version prior to 19.2, Sage 100
Contractor adds those totals to the T5018 balance automatically.
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To make adjustments for your T5018 totals

1 Open the 4-4 Vendors (Accounts Payable) window and select the vendor whose totals you want to adjust
then click Options > T5018Balance Startup/Adjustment.

2 Inthe T5018 Balance Startup/Adjustment window, set the adjustment date by clicking in the
Adjustment Date box and typing the date in DD/MM/YYYY format.

Sage 100 Contractor tracks T5018 totals by calendar year. The T5018 balance displayed in the Current
T5018 Balance For Calendar Year box changes according to the date you enter.

3 Type the adjustment amount in the T5018 Balance Startup/Adjustment box. For example, if you know
you paid the selected vendor a $500 voucher earlier in the calendar year, but the T5018 total does not reflect
it, type 500 in the T5018 Balance Startup/Adjustment box to add it.

The ResultingT5018 Balance box displays the new T5018 balance.
4 Click [Save] to close the window and save your changes.

5 Repeat steps 1-5 for any other vendors whose T5018 totals you want to adjust.

Update or Delete T5018 Adjustments by Date

When you upgrade from a version earlier than 19.2, Sage 100 Contractor may need to make adjustments to
T5018 starting balances to adapt your existing data for multi-year functionality in the new version.

Occasionally, these automatic adjustments can be assigned to the wrong fiscal year, or they may duplicate
existing adjustments (made if you reset T5018 starting balances before upgrading, for example). In such
cases, you need to use the Update or Delete T5018 Adjustments by Date window to reassign the dates or
to remove all adjustments that were created for a specific date by the upgrade process.

You open the Update or Delete T5018 Adjustments by Date window by clicking the Update or delete
existing adjustments link on the T5018 Balance Startup/Adjustment window.

Note: You must be logged in as Supervisor to view the Update or Delete T5018Adjustments by Date
link and to modify these adjustments.

To change the date of existing adjustments

1 Inthe Update or Delete T5018 Adjustments by Date window, in the Date of existing adjustments box,
specify the date assigned to the adjustments you want to change. All existing T5018 adjustments that have
the date you specify will be assigned the new date that you specify in the next step.

Tip: To check the dates of existing adjustments, click View all existing adjustments.

2 Inthe New date to assign to adjustments box, type the date you want to assign to the adjustments.

Note: You must enter dates in both date fields.

3 Click [Update] to assign the new date.

4 Click Yes at the message asking you to confirm the changes.

Product Overview 231



Chapter 4: Accounts Payable

To remove all existing adjustments for a specific date

1 Inthe Update or Delete T5018 Adjustments by Date window, in the Date of existing adjustments box,
specify the date assigned to the adjustments you want to delete. All existing T5018 adjustments that have
the date you specify will be removed for all vendors.

Tip: To check the dates of existing adjustments, click View all existing adjustments.

2 Click [Delete] to remove all the adjustments for the specified date.

3 Click Yes at the message asking you to confirm the deletions.

About vendor financial information

Box What it does
The T5018 recipient ID number.

« Ifthe T5018 typeis 1, the T5018 ID# number entered
T5018 ID# is the individual's Social Insurance Number (SIN).

« Ifthe T5018 type is 2, the T5018 ID# number entered
is the CRA Program Account number.

GST/HST ID# | The GST or HST ID number.
Indicates the type of T5018 status.
« 0—Undetermined
T5018 Type o 1—Individual
o 2—Business
o 3—Do not report

Displays the beginning balance of outstanding invoices for

Beginning your current books. You cannot enter or edit an amount in
Balance !

this box.

Displays the current books' total balance for outstanding
Current oo : L
Balance invoices to date. You cannot enter or edit an amount in this

box.

About vendor invoice defaults

The information you provide on the Invoice Defaults tab helps Sage 100 Contractor post an invoice and
create the job cost records.
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Default

Due
Terms

Discount
Terms

Discount
Rate

Work
Comp
Rate

Ledger
Account

Cost
Code

Cost
Type

Invoice
Status

Purchase
Order
Warning

Allow
Duplicate
Invoice
Number

What it does
Determines the date by which payment is due.

In Sage 100 Contractor, a cycle is represented by ##DY (a number of days), #MO (a number of
months), and ##TH (a specified day every month). You replace the ## symbols with the number
of days or months, or the day of the month for the processing cycle. For example:

« 30DY means due every 30 days.
« 02MO means due every two months.

« 25TH means due on the 25th day of each month.

Determines the date by which payment is due for your business to receive a discount.

Determines the discount rate for early payment.

Sets up the vendor record of a subcontractor with the employer's compensation rate. When
entering the payable invoice, you can charge the subcontractor for coverage based on the
invoiced amount. The charge appears as a credit on the subcontractor’s invoice.

Determines the default ledger account to which invoices are posted. For a materials supplier, for
example, enter the materials expense account number. When you enter a payable invoice, the
material expense account defaults to the grid.

Some vendors may not post to one account regularly. If there is not a common account used by
avendor, leave the Ledger Account box blank.

Determines the cost code to which you post the vendor. Because cost codes may vary each
time you post a record, consider leaving the Cost Code box blank.

Alternately, you can enter the lowest numbered cost code used by the vendor. You can then use
the Lookup window to display cost codes starting in the appropriate area.

Determines the cost type to which you post the vendor. Usually the cost type corresponds to
the ledger account.

If you want to review all invoices or payments for a vendor, assign the vendor record Invoice
status 2-Review. Otherwise, Sage 100 Contractor assigns status 1-Open.

Restricts the ability to save payable invoices.

Lets you enter duplicate invoice numbers for a vendor.

The Invoice Number text box in the Payable Invoices window can be set up to require a
unique invoice number. The Allow Duplicate Invoice Number check box lets you supersede
the requirement for a unique invoice number for specific vendors such as the phone company.
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Default What it does

Separate
cheque
for each
invoice

Tells the system to print separate cheques for each invoice for each vendor.

Put on the

Hot List Automatically puts the vendor's invoices on the Hot List.

About other vendor defaults

The information you provide on the Other Defaults tab helps Sage 100 Contractor create or export records.

Default What it does

Purchase Determines the type of purchase order you normally
Order Type create for the vendor.

Subcontract | Determines the type of subcontract you normally create
Type for the vendor.

About purchase order warnings

When saving a payable invoice for a vendor, Sage 100 Contractor refers to the selection made in the
Purchase Order Warning list in the vendor’s record. If the payable invoice does not meet the criteria, Sage
100 Contractor provides you with a warning. These warnings are set on the Invoice Defaults tab of 4-4
Vendors and warn if there is no PO available for the invoice or you can require a PO for the invoice.

Status Description

0-None Provides no warning.

1-Warnif no | Provides a warning if the invoice does not contain a purchase order number, but allows you to
PO save the invoice.

I%OR equire Requires a purchase order number to save the invoice.

Vendor Invoice Over Purchase Order settings

The Set Over PO Warning option in 4-4 Vendors notifies you if the invoice quantity amount exceeds the
purchase order. When you select the Set Over PO Warning option in the Options menu, Sage 100
Contractor compares the invoice total amount (not including PST/HST/GST) against the total PO balance.
The Vendor Invoice Over Purchase Order waming settings supersedes the settings for Invoice Over Purchase
Order warning settings in 4-2. How?

QST calculations do not trigger these warnings.
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Setting up vendor types

You can use vendor types to group or categorize vendors. Types give you the ability to select specific vendors
when printing bid requests, vendor lists, or other vendor related documents.

If you create a long list of vendor types, you can simplify it by abbreviating vendor categories. For example,
use M for material suppliers and S for subcontractors in the Type Name. For example, the description for a
lumber supplier is M-Lumber, and an electrical supplier is S-Electrical.

About vendor certificates and expiration dates

You can track the expiration dates for Workers’ Compensation, liability insurance, contractor’s licenses, and
other required certificates and licenses. When you enter a certificate or license, always enter an expiration
date. If you do not have a date, enter one that is obviously expired such as 01/01/1980. Later, you can
determine which vendors have insurance or licenses that have expired.

Important! The 4-1-5-31 Vendor Worker's Comp Report requires that the Workers’ Compensation
insurance certificate information be in Row 1 of the Certificates window grid.

You can control whether you receive a warning that a certificate has expired when creating a subcontract. You
can also stop payment to a vendor if a certificate has expired.

When selecting vendor invoices for payment, you can exclude vendors with expired licenses. You can also
print documents that you can send to vendors with expired licenses, requesting the new expiration dates to
update your records. When you do not need dates for vendors such as lending institutions, leave the text
boxes blank.

Reports on vendor certificates and expiration dates
You can run insurance reports to view which vendors have current and/or expired certificates. How?

e 4-1-1-41 Insurance Report

e 4-1-1-42 Insurance Report~by Vendor Type

e 4-1-1-43 Insurance Report~Alpha

o 4-1-1-46 Insurance Report~with Notes

o 4-1-1-47 Insurance Report~by Vendor Type; with Notes
o 4-1-1-48 Insurance Report~Alpha; with Notes

Entering vendor certificates

In the Certificates window, you can create a list of the certificates a vendor must supply. For example, you
might list the Workers’ Compensation insurance certificate, liability insurance certificate, contractor’s license,
and hazardous materials certificate.

Because you can generate expired certificate reports based on a specific line number, consider entering the
certificates in a specific order for each vendor. For example, Row 1 is the Workers’ Compensation insurance
certificate, Row 2 is the liability insurance certificate, and Row 3 is the contractor’s license.
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Important! The 4-1-5-31 Vendor Worker's Comp Report requires that the Workers’ Compensation
insurance certificate information be in Row 1 of the Certificates window grid. To verify that Workers’
Compensation insurance certificate information is in Row 1, follow this procedure to view the information
in the Certificates window.

To enter vendor certificates:

1 Open 4-4 Vendors, and display the vendor.

2 Onthe Options menu, click Certificates.

3 Inthe Description text box, enter a brief statement about the certificate.
a Forexample, type Workers’ Compensation.

4 Inthe Received text box, enter the date you received the certificate.

5 Inthe Expires text box, enter the date when the certificate has expired.

6 Inthe Warning text box, type Y if you want to receive a warning. Type N if you do not want to receive a
warning even though the certificate has expired.

7 The Warning column lets you control whether you receive a warning when creating a subcontract for a
vendor with an expired certificate. You must select Exclude Vendors with Overdue Certificates or Warn
on Vendors with Overdue Certificates in the 4-3 Vendor Payments window. To activate these options,
click the Selection button in 4-3 Vendor Payments.

8 Inthe Stop Pay text box, type Y to stop payments to the vendor when the certificate expires. Type N if you
want to pay the vendor even though the certificate has expired.

9 The Stop Pay column lets you control payments to the vendor by accessing the Invoice Selection window
from the 4-3 Vendor Payments window. In the Invoice Selection window, you must also select Exclude
Vendors with Overdue Certificates in order to exclude those vendors who meet the expiration criteria
from receiving payment. It does not affect payments through the 1-1 Cheques/Bank Charges window.

10 Repeat steps 3—7 for each certificate.

11 On the File menu, click Save.

Setting up vendor remittance

On occasion, it is necessary to substitute a different name on a vendor cheque. In the Vendor Remit window,
you can add more lines to the grid by clicking in the last cell in the last row and pressing the Enter key.

When you print the vendor cheques, Sage 100 Contractor looks to the vendor remit table. If the vendor
appears in the table, Sage 100 Contractor uses the payee information from the table in place of the information
from the vendor record.

To set up vendor remittance:

1 Open 4-4 Vendors (Accounts Payable).

2 On the Options menu, click Vendor Remit.

3 The Vendor Remit Information window opens.

4 Inthe Vendor cell, enter the vendor number.
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5 Inthe Payee Remit cell, enter the payee’s name.

6 Inthe Address 1 cell, enter the payee’s address.

7 Inthe Address 2 cell, enter any remainder of the payee’s address, if necessary.
8 Inthe City/Province cell, enter the payee’s city and province.

9 Inthe Postal cell, enter the payee’s Postal Code.

10 Repeat steps 3—9 for each vendor you want to include.

11 On the File menu, click Save.

Deleting vendors

If a vendor has current year ledger activity or open invoices from a prior year, you cannot delete that vendor.

Caution! When you delete a vendor, all prior year, paid, or void invoices related to that vendor are also
deleted. This can affect invoices associated with current jobs. In addition, because the vendor has been
deleted, only the vendor number will appear in job cost records.

To delete a vendor:

1 Open 4-4 Vendors (Accounts Payable).
2 Using the data control, select the record.
3 On the Edit menu, click Delete Vendor.

About vendor documents

4-1-6 Vendor Documents prints documents designed in 13-5 Form/Report Page Design for vendors. The
type of vendor documents created can include transmittal forms, form letters, contracts, and proposal forms.
When designing a vendor document, you can merge information from the vendor files. Save the vendor
documents using the *.docs_vendor file name extension.

Setting up Workers Compensation rates for payable invoices

Each province and territory has its own exclusive Workers’ Compensation Board/Commission (WCB). Check
with your provincial WCB for compliance requirements, as laws may vary in each province and territory.

Sage 100 Contractor uses the Workers’ Compensation account indicated on the Payables tab in the General
Ledger Setup window to post payable invoice transactions.

To set up a Workers’ Compensation rate for payable invoices:

1 Open 4-4 Vendors (Accounts Payable).

2 Using the data control, select the vendor.

3 Click the Invoice Defaults tab.

4 Inthe Work Comp Rate box, enter the rate at which you are charging the subcontractor.
5 On the File menu, click Save.

6 Open 1-8 General Ledger Setup.
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7 Onthe Payables tab, enter the ledger account to which you are posting the charge to subcontractors in the
Workers’ Compensation box.

8 On the File menu, click Save.

Tip: The credit does not appear on the Workers’ Compensation report, which only uses data from payroll
records. To track and report the costs, create a separate Workers’ Compensation ledger account.

Secondary Payees

The Secondary Payees window provides a way to add secondary payees to invoices. Secondary payees are
most often involved with subcontractor invoices because they have sub-vendor suppliers who have lien rights
to the project. It is critical to ensure that these suppliers get paid. The use of two-party cheques provides this
assurance.

There are several ways to enter the secondary payees. You can do so when you enter a new subcontractor's
invoice in the 4-2 Payable Invoices/Credits window by entering the name and amount payable to each
supplier in the Secondary Payees window. You can also add one or more secondary payees to existing
vendor invoices.

You will notice upon looking at the Secondary Payees window that it has three main parts: the grid, the
vendor line, and the totals line.

Grid Columns Description

ﬁz;ggdary The name for the second party that will appear on the two-party cheque.
Amount The total amount that should be paid on two-party cheques to the payee.
Paid The total amount of payment made to this payee. This column is not editable.
The Amount minus the Paid as calculated by Sage 100 Contractor. This column is not
Balance .
editable.
To Pay The amount scheduled for a two-party cheque. This column allows you to enter or edit the

amount.

The vendor line appears under the grid. The information in the vendor line reflects information related to the
grid columns for the vendor on the invoice.

Vendor Line Description
Vendor Name | Displays the vendor name and the invoice information that applies directly to the vendor.

The amount is reduced as entry is made in the Amount column in the grid. In other words,

AT the vendor receives whatever funds remain after the secondary payee(s) are paid.

Paid The total amount of payment that has been made directly to the vendor.
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Vendor Line Description

The Amount minus the Paid. It is likewise adjusted whenever the Amount on this line

Balance
changes.

The amount scheduled for payment directly to the vendor. This text box allows you to enter

To Pay !
or edit the amount.

The totals line appears under the double line and reflects the entire invoice. The To Pay total reflects the sum

of all To Pay amounts on this window. Upon saving it is sent back to its corresponding field at the bottom of

the 4-2 Payable Invoices/Credits window.

Holdback values are not reflected on this window. Holdback that is entered on 4-2 Payable Invoices/Credits
is held against the vendor’s balance. You cannot hold a portion of the invoice holdback against a secondary
payee. However, you can pay 90% on one cheque and the remaining 10% on a later cheque.

Discounts are not reflected on this screen. They are applied against the vendor's balance. You cannot apply a
portion of the invoice’s discount against the balance of a secondary payee.

After saving the information in the Secondary Payees window and subsequently the 4-2 Payable
Invoices/Credits window, the next logical step could be to print and post the cheques using the 4-3 Vendor
Payments window. You will notice that the single invoice appears in the grid as multiple lines with the second
payee lines directly under the vendor's portion. When you sort the grid, these lines stay together.

Here is an example. Suppose you subcontracted the electrical work on the construction of a home. Upon
completion of the job, the subcontractor sends an $8,500 invoice, the amount of the contract. The invoice lists
three suppliers and the associated costs: a materials supplier—$2,000; a lighting supplier—$1,500; and an
equipment supplier for a backhoe to perform ground work—$300. To ensure that each of the subcontractor's
suppliers is paid, you can print a two-party cheque for each supplier.

When you print cheques from the 4-3 Vendor Payments window, Sage 100 Contractor prints four cheques
based on the amounts in the Secondary Payees window. A cheque to the subcontractor and materials
supplier for $2,000; a cheque to the subcontractor and lighting supplier for $1,500; a cheque to the
subcontractor and equipment supplier for $300; and a cheque to the subcontractor for $4,700, which is the
vendor’s portion that is not attributed to a second payee.

Notes:
« Noinformation on the Secondary Payees window may be edited when the invoice has a status of
4-Paid or 5-Void.

« You can add multiple additional secondary payees to an invoice.
« You can change amounts to be paid to secondary payees as long as no payment has been made.
« You can change the name of the secondary payee as long as no payments have been made.

« You can remove secondary payees as long as no payments have been made.

Entering payable invoices that include secondary payees

In your contracting work, you receive a payable invoice from a new vendor for their work. Part of the invoice is
to be paid as a two-party cheque to one of their suppliers. Use the following procedure to handle this situation.
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Notes:

« You must manually click the Wk/Comp button for the record to calculate the vendor's workers'
compensation rate. You can set up the compensation rate on the Invoice Default tab of 4-4
Vendors (Accounts Payable).

« Payable invoice status can be: 1-Open, 2-Review, 3-Dispute, 4-Paid, or 5-Void.
« Payable invoices can have two different types: 1-Contract and 2-Memo.

« Payable invoices can be saved as: Save, Save/Set To Pay, and Save/Autocost.

To enter a payable invoice that includes a secondary payee

1 Open 4-2 Payable Invoices/Credits.

2 Do the following:

a
b

Cc

= o0

> @«

k
I

In the Invoice# box, enter the invoice number.
If the invoice is for a purchase order, in the Order# box enter the purchase order number.

If the invoice is for a subcontract, in the Contract# box enter the subcontract number. You can turn on an
option to verify the contract balance against the invoice.

In the Vendor box, enter the vendor number.

In the Job box, enter the job number.

If the job uses phases, enter the phase number in the Phase box.
In the Description box, enter a description.

In the Invoice Date box, enter the date of the invoice.

In the Due Date box, enter the invoice due date.

In the Discount Date box, enter the discount due date. This is the last day by which the vendor can
receive payment for you to receive a discount.

In the Shipping# box, enter the shipping tag or ticket number.

In the Reference# box, enter an invoice or credit number to apply this entry to.

m In the Status list, click the invoice status.

n

In the Type list, click the invoice type.

3 Inthe grid, do the following:

a
b

Cc

In the Description cell, enter a brief statement about the item.
In the Price cell, enter the price per unit.

In the Account cell, enter the ledger account number.

4 Repeat step 3 for each item.

5 Below the grid, in the Discount box, enter the discount for early payment. By default, Sage 100 Contractor
calculates the discount amount using the rate from the vendor record.
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6 Inthe Holdback box, enter the amount of holdback. By default, Sage 100 Contractor calculates the
holdback (if applicable) using the rate from the subcontract, which is found on 6-7-1 Subcontracts.

7 Click the Secondary Payees button. The Secondary Payees window opens.

8 Inthe Second Payee column, enter the name of the secondary payee.

9 Inthe Amount column, enter the amount payable to the secondary payee.

10 Click the Save toolbar button, which saves your entries and closes the window.

11 If the vendor is set up with a Workers’ Compensation rate, and you want it to be calculated with this record,
click the Wk/Comp button.

Important! You have to manually click the Wk/Comp button in order for the record to calculate the
vendor's Workers' Compensation rate. You can set up the Workers' Compensation rate on the Invoice
Details tab of 4-4 Vendors (Accounts Payable).

12 In 4-2 Payable Invoices/Credits, click Save.

Adding secondary payees to existing payable invoices

Note: You can add secondary payees as long as the amount does not cause the vendor’s balance to
become negative.

In your contracting work, you receive and enter a payable invoice from a existing vendor for subcontract work.
You enter and save the invoice, which exists in your database with a record number. Subsequently the
contractor informs you that a portion of that invoice should be paid as a two-party cheque to one of the
vendor's suppliers. Use the following procedure to handle this situation.

To add a secondary payee to an existing payable invoice

Open 4-2 Payable Invoices/Credits.

Using the data control, locate and open the existing invoice.

Click the Secondary Payees button. The Secondary Payees window opens.

In the Second Payee column, enter the name of the secondary payee.

In the Amount column, enter the amount to be paid to the secondary payee.

Click the Save toolbar button, which saves your entries and closes the window.

N OO a0 A WODN =

In the 4-2 Payable Invoices/Credits window, click Save.

Increasing amounts payable to second payees

Important! You canincrease the amount payable to secondary payees as long as the amount does not
cause the vendor’s balance to become negative.

In your contracting work, you enter and save a payable invoice from a vendor for their work. The invoice is to
be paid with one cheque going to the vendor in addition to a two-party cheque going to one of their suppliers.
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The vendor requests that you increase the amount of the two-party cheque. Use the following procedure to
handle this scenario.

To increase the amount payable to a second payee
Open 4-2 Payable Invoices/Credits.
Using the data control, locate and open the existing invoice.

Click the Secondary Payees button.

In the Amount column, increase the payable amount.

1
2
3
4 The Secondary Payees window opens.
5
6 Click the Save button.

7

Open 4-3 Vendor Payments to print and post the cheques.

Decreasing amounts payable to secondary payees

Important! The amount to be paid to secondary payees cannot be decreased to less than the amount
already paid.

In your contracting work, you enter and save a payable invoice from a vendor for their work. The invoice is to
be paid with one cheque going to the vendor in addition to a two-party cheque going to one of their suppliers.
The vendor requests that you decrease the amount of the two-party cheque. Use the following procedure to
handle this situation.

To decrease the amount payable to a second payee

1 Open 4-2 Payable Invoices/Credits.

2 Using the data control, locate and open the existing invoice.

3 Click the Secondary Payee button.

4 The Secondary Payee window opens.

5 Inthe Amount column, decrease the payable amount.

6 Click the Save button.

7 Open 4-3 Vendor Payments to print and post the cheques.

About secondary payees

The Secondary Payees window provides a way to add secondary payees to invoices. Secondary payees are
most often involved with subcontractor invoices because they have sub-vendor suppliers who have lien rights
to the project. It is critical to ensure that these suppliers get paid. The use of two-party cheques provides this
assurance.

There are several ways to enter the secondary payees. You can do so when you enter a new subcontractor’s
invoice in the 4-2 Payable Invoices/Credits window by entering the name and amount payable to each
supplier in the Secondary Payees window. You can also add one or more secondary payees to existing
vendor invoices.
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You will notice upon looking at the Secondary Payees window that it has three main parts: the grid, the
vendor line, and the totals line.

Grid Columns Description

ﬁg;ggdaw The name for the second party that will appear on the two-party cheque.
Amount The total amount that should be paid on two-party cheques to the payee.
Paid The total amount of payment made to this payee. This column is not editable.
The Amount minus the Paid as calculated by Sage 100 Contractor. This column is not
Balance .
editable.
To Pay The amount scheduled for a two-party cheque. This column allows you to enter or edit the

amount.

The vendor line appears under the grid. The information in the vendor line reflects information related to the
grid columns for the vendor on the invoice.

Ve Description
Line P
Vendor . L . . .
Name Displays the vendor name and the invoice information that applies directly to the vendor.
A The amount is reduced as entry is made in the Amount column in the grid. In other words, the
mount . ) :
vendor receives whatever funds remain after the secondary payee(s) are paid.
Paid The total amount of payment that has been made directly to the vendor.

Balance The Amount minus the Paid. It is likewise adjusted whenever the Amount on this line changes.

ToPa The amount scheduled for payment directly to the vendor. This text box allows you to enter or edit
Y the amount.

The totals line appears under the double line and reflects the entire invoice. The To Pay total reflects the sum

of all To Pay amounts on this window. Upon saving it is sent back to its corresponding field at the bottom of

the 4-2 Payable Invoices/Credits window.

Holdback values are not reflected on this window. Holdback that is entered on 4-2 Payable Invoices/Credits
is held against the vendor’s balance. You cannot hold a portion of the invoice holdback against a secondary
payee; however, you can pay 90% on one cheque and the remaining 10% on a later cheque.

Discounts are not reflected on this screen. They are applied against the vendor’s balance. You cannot apply a
portion of the invoice’s discount against the balance of a secondary payee.

After saving the information in the Secondary Payees window and subsequently the 4-2 Payable
Invoice