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Chapter 1: Welcome to Sage 100
Contractor—A better way to run your
business

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.

Sage 100 Contractor Printable Documentation KQ

Sage 100 Contractor and Your Business
Sage 100 Contractor and Your Business provides basic information about k hips in your business
and how they interact with Sage 100 Contractor. This book also explores Sa ontractor’'s underlying

concepts for working with general ledger, accounts payable, accounts re and more. In addition, you

will find detailed information about Sage 100 Contractor general oper: ures, accounting, analysis,
payroll, accounts receivable, accounts payable, and more. %

Sage 100 Contractor Installation and Lice dministration Guide

The Sage 100 Contractor Installation and License Ad Guide provides explicit information about
how to install Sage 100 Contractor and set up the gpft our specific environment. It also provides
information on how to set up and administer Iicens%his uide is a “must read” for all systems

administrators and business owners.
Sage 100 Contractor Produ Qlew b'
ides bacl@ ation to help you understand the core

ow to use ge your business. If you are new to Sage 100
u read th @ background information about the tasks that you

Sage 100 Contractor Product Overvi
functionality of Sage 100 Contraeto
Contractor, we highly recomm
will perform. If you are a co
this guide.

Sage 100 Co zar User

r, we recommend that you read all the information in

The Sage 100 Contrac r User Gui printable-PDF version of the Sage 100 Contractor Help. You will find
that the Sag ontractor U |s the most comprehensive yet. It provides extensive explanation of
Sage 100 N or functl d jbols as well as hundreds of procedures for completing tasks.

e 0 Cont act atabase and Company Administration Guide

the Database A ration for Sage 100 Contractor tool and how to use it to: create and maintain Sage 100

The Sdge 100 C% Database and Company Administration Guide provides detailed information about
Contract% s; control user and program access to your company database; migrate version 19.8
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data and upgrade subsequent Sage 100 Contractor databases to the latest version; schedule maintenance
and backup of your company data; and restore your company data from a backup copy.

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 on the Home & Resources > Product Do @ menu in
the Sage 100 Contractor main window.

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

To print a Sage 100 Contractor printable document:
1. Inthe main window, click Home & Resources > Product Do@nts
2. Onthe menu, click the guide you want to open. @

Adobe Reader opens, displaying the guide.
3. In Adobe Reader, from the File menu, click Prin®
Tip: To print a section of pages, from thgA . sbe Reader@rint window, select Print Range >
Pages from, and then type a range of &

Sage 100 Contracton@@oduc\&@
Using Help % Q
The in-product Help sy @ rated W|th 0 Contractor and accessible from the Help menu. On

the Help menu, you ca ontents About This Window F1, and Quick Links Shift+F1.

Contents and In ens the Hel m to the main page. From this Help window, you have access to
the entire HeIp system. @

When you Sage 100 C tor window, clicking About This Window or pressing the F1 key
laun p windo es information about the currently active Sage 100 Contractor window.

ing Quick Linksggr pres$ing Shift+F1 opens a Help window that provides a list of topics directly related
to thexgurrently acti\%dow

\(\’b
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About the Help navigation

The window opens automatically with the left-hand navigation pane in view displaying three tabs.

Tab Navigation/Search Option

A table of contents displays a list of headings and subheadings with lists of all the topics in the
Contents Help
Index The index displays subjects by keywords and sub-keywords.

By typing in a keyword and clicking List Topics, the system searches all Help topics for the

entered words.
Button  Action K
Back Opens the topic viewed previously. @
Forward ' Opens the next topic in a previously viewed sequence. \
Home Loads the Help title page. &

Customer response system for Help topics

Search

the Help topics. We want to know, “Did this topic help you?” iifreview your comments and consider
them when making changes to our documentation. Q
When you respond, your responses are sent via theg Int t 1® our Web-based collection system. Please

understand that when you respond, no personally i@€ntifiable information is collected. We cannot respond to

To improve our in-product Help documentation, we are solicit\i/r@ponse based on your experience using

only if you are logged on to or have ac8§ss ™ the Int‘ern )

L
Customer Supp N res &

Important! Beforey ct the Customer Support Call Center, take advantage of the following
resources, which a ble 24 hoyfs aNay, 7 days a week.

Sage 10®ntractor
Fro x inthe S tractor software, you can display this comprehensive library of
esSWle tOpics to learn bout specific procedures, topics, fields, or buttons.

\(\’b

customers individually. E
Note: The Web pages connected tot stomer respon@ for in-product Help topics appear
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Product documentation

The software comes with several PDF guides, including Release Notes, Installation and License
Administration Guide, and User Guide, among others.

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 questiEs to more

complex problems and solutions. In addition, we keep all product reference documentation avai in the
Knowledgebase. This online tool is the same tool we use in our customer support call cente nswer
your call.

To log in to the Sage Knowledgebase: %
. Goto https://support.na.sage.com/. \
In the upper-right section of the page, above the Search, click Logib

1

2

3. Enteryour Customer Portal Username and Password.

: <

“,

Depending on your Sage service plan, you may be abl@t the Sage Customer Support Call Center to
work with one of our highly trained customer supp& jonals. The Knowledgebase article How do | get

. Click Log on.

Contacting Customer Support

technical support for Sage 100 Contractor? providésygontact information and hours of operation, and it can
help you to determine which service works bes@n

Our analysts work with you to respond acgg othe urg
Call urgency can range from a simpleggoNgnation of soft\& Ings to critical situations in which work is

stopped or data integrity is comr Some cal rrant further research and followup, in which
case our support analyst will pl allin hisk@ ress work list. At every step of the way, we work

with you until we reach ares agreement
Depending on your Sag e plan, you ma&eck the status or update, or even create a new support
ticket online:
1. Visit www. e com.
In we -right section e above the Search, click Login.
usto er ername and Password.

ck og on.
n the nght ubmit a customer support case.

4 Sage 100 Contractor


http://www.sagecre.com/
https://support.na.sage.com/
https://support.na.sage.com/selfservice/viewdocument.do?externalId=32073
https://support.na.sage.com/selfservice/viewdocument.do?externalId=32073
http://www.sagecre.com/
http://www.sagecre.com/

Contents

of the Home window.

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

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

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 H@out
Sage 100 Contractor and note the number listed. %
ere are you

On the menu list, identify the application and wi
are working (i.e. Selecting Invoices to Payi
Vendor Payments).

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

ccounts Payable

Write down the exact wordir@m message.

Were you able to wa@ the same steps that led to the problem
and see whethert hap d again?

Ask other use ey have e enced the same problem. Have
problem has happened? Q

them test at th orkstatig f they experience the same prob-
Does the problem occur .

. lem. Al e the origi try other workstations to see whether

on one workstation or sev-

the is speC| ser.
eral?

ur networ, strator for technical information regarding any-

Has anything changed that ma anged behind the scenes: upgrades to Sage

100 Contract ew third-party software installations, moving of data

from o ver to another, new printers or print driver installation, or

with your software,
ware, or workflowz

Does the p%m hap-
pen in th% e dat
s

t kind of net
you using?

\(\’0

se that might affect the network.

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

w%re If you do not know, contact your network administrator.
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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 Q&
V

Online classes help you maximize your use of Sage 100 Contractor. Online class$
8, |

enient training
an get the most out

option for your company and new users to learn more about Sage 100 Contragtg
Wy, IMCluding project

of the software. You can select from classes on all aspects of Sage 100 Corfys
management, estimating, scheduling, service management and payroll. Eggh &glin€ class is led by an
instructor with years of experience using Sage 100 Contractor. During the % , you will be able to follow
along as the instructor demonstrates functions and workflows in Sag ghtractor. In the online live

session, you can ask questions and benefit from hearing answers to O students' questions.

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

Getting started as a new user ®

We recommend that all new users should begin wigour New Customer Training (NCT) series, which is
included in our Essentials Training Package in rg )
training led by an instructor, you can register fo ealtime Le version of these NCT courses. For

more information, visit http://www.sageu.gam. @
< >, K

Business partners

To serve you better, Sage 10 Xtor producmxwices are available to you through an authorized

network of business partnegs. fmess partn ocal expertise and regional knowledge working with
contractors in the regio

Your business partneRis ilable to s y&, from simple how-to questions and hands-on demonstrations,
to installation, imple tation, and@u They're fully equipped to help you get where you want to be. For

more info’rma’%contact your @ Contractor business partner.
T s@rs G rb@

U@\ The Users Gr%r Sage 300 Construction and Real Estate, Sage 100 Contractor, and Sage
0

Estimatingis a fit, professional organization committed to supporting the users of Sage 100
Contractor and &t age construction software.

A\

o,
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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,” "Eq @
"Document Control," "Inventory," and the combined “Service Receivables/Inventory.” {

Estimating

The Sage 100 Contractor Estimating Basic module allows you to stay on to imating process from
start to finish thanks to multiple takeoff options, industry-specific pricing datg@s nd integration with Sage
100 Contractor accounting modules. By automating and streamlining yourge§inNting processes, you'll ensure

that every detail is accounted for and your cost projections are accurate.

Global variables, formulas, and templates make your estimating proc %Sier and more accurate. You can
selectively factor in cost increases, lock prices to prevent acci | edits, and add notes for clarity. Windows
functionality (such as cut, copy, and paste) allows you to impo@ks of information from other estimates
with just a few clicks of the mouse. All grids are Micros compatible —you will not have to learn a
new interface if you have been using spreadsheets. Axta eoff is complete, you can generate the
budget, the proposal, requests for proposals, purc and subcontracts. You can even email them
directly to your subs and suppliers without prmtm m out.

With the data import feature, you can import a tor updatﬁ directly from your suppliers. The
simple assembly tools help you build new gssemblies witho our takeoff (available in 9-5 Takeoffs).
With just a few mouse clicks, you can c@wst orcre, mbhes from scratch.

For more information on the Estma d-on mod

contractor/modules/estlmatln%

Equipment

Build your bottom lin er managi ment Track and charge all equipment costs directly to your
jobs, helping your any recoup utlays. Sage 100 Contractor equipment management includes:

ttp://na.sage.com/sage-100-

costs tosp jobs.

nance re advantage of down time and optimize your schedule with up-to-the-minute
& quipment malnten schedule reports.

Financial i t|on Make more informed decisions by analyzing depreciation information with
automagiic eated reports and disbursements.

A\

. Job cation capabiliti ve job cost data—and job profitability analysis—by allocating
Ee
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+ 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 ¢ flities.
Create and track responses to critical project documents such as:

+ Requests for Information (RFIs). Document your requests and match to informm&eived.
« Transmittals and submittals. Track all correspondence and replies.

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

« Planrecords. Maintain plan revisions and document the delivery of ggi s to all parties.
& payroll, subcontract,

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

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

Inventory s&\v

estimatind@purchase orders, accounts payable, job-
@ or a central warehouse or for a number
amandle it.

Keeping track of inventory items is easy with i
costing, and service work orders. Whether you o track inve

of locations and service trucks, Sage 10 ntractor Inventg ‘,
Inventory also can manage both basje8§08 and seriefi &t? for all locations, bin numbers, Materials
Safety Data Numbers (MSDN), @ rer identi% , &nd multiple vendors with different order numbers

for the same part.
Truck restocking can be ru€gro e work or s&leted each day so that your warehouse staff can
ni s bring them in.

restock trucks at night Q r service tech
You can move inv%e age 100 C@or from one location to another, apply inventory to a job, re-price
rin ,

inventory, post sh or creat goods inventory from stock items and labour. A template feature

can save’rep%e transaction

Resqurt % from j orders let you see which items will be needed in the future, making the

or; %. And since ting integrates into Inventory, your estimators will always know if items are in
k a

hat you%t priee is for any item.

use.
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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 ¢ our
hours.

For more information on the Service Receivables and Inventory add-on module, visif P%

http://na.sage.com/sage-100-contractor/modules/service-management.

About Sage 100 Contractor Intelligence séfng

Sage 100 Contractor integrates with Sage Intelligence Reporting, a xcel-based business
intelligence reporting tool designed to help you to make timely, inform isions for your business, while
reducing spreadsheet chaos.
You use Sage Intelligence Reporting to create financial nalyze Sage 100 Contractor data using
the familiar Microsoft Excel application. It includes th odules:

+ Report Manager. Use this module to cr t reports using Sage 100 Contractor data

containers, and to run reports.
+ Report Designer. Use this module to new flnanorts You can easily:

+ "Drag and drop" columns an f|ned calcul @
» Create additional cagul s using th Builder.
» Change amounts (@ when fg and budgeting.

+« Report Viewer. U S ghodule to vj ing reports.

+ License Man this module to &gter or edit Sage Intelligence Reporting module licenses.

. Security% . Use this n@o define security for reports and users.

« Connector. USe th|s mod onnect to unlimited ODBC data sources or additional Sage 100

he first tin
mm rator A user with Wiihdows administrator privileges must register the ActiveX component,
re.exe, that %rtelligence Reporting requires. To register this component, open any Sage
Intel igence R odule. Once the component is registered, other users can use Sage Intelligence
Reporting.

4‘6
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The following predefined reports come with Sage Intelligence Reporting:
+ 2-3 Income Statement: 21 — Income Statement
+ 2-3 Income Statement: 31 — Income Statement ~Period and YTD
# 2-3 Income Statement: Dept. Income Statement ~Actual/Budget Comparison
+ 3-1-3 Receivables Aging: 26 — AR Invoice Aging ~Land
+ 4-1-3 Payable Aging: 26 — AP Invoice Aging ~Land
+ 6-1-1 Job Status Report: 31 — Job Status Report ~Land
s 6-1-12 Committed Cost Report: 31 — Committed Costs ~Land

# 6-1-13 Home Builder Reports: 21 — Committed Budget/Cost Variance~by Cost Co
# 6-1-13 Home Builder Reports: 51 — Gross Profit ~by Job

# 6-1-4 Job Summary Report: 21 —Job Cost Summary @
# 6-1-4 Job Summary Report: 51 — Job Billing Summary \
# 6-1-4 Job Summary Report: 71 —Job Income Statement &

# 6-1-7 Over/Under Billing Report: 31 — Over/Under Billings ~ XE? @

s 6-1-12 Committed Cost Report: 61 — Committed Costs ~With Cost to Complete @

+ 6-1-8 Bonding Report: 21 — Bonding Report
# 6-6-3 Purchase Order Audit: 31 — Purchase Order Aud@d

For information on using Sage Intelligence Reporti g, Sage Intelligence Reporting help and supporting
documentation.

You can also visit the following websites for m tance:
+ Sage Intelligence Community (|nclud ess tot elligence Knowledgebase)

+ Sage Intelligence Academy K

Document Conv

Understanding mentatlon nventions
Standard text format edinall thQsto help you find information.

@
,QQ ‘Q
‘(\
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Definition
Convention
Indicates a component such as a menu, menu command, dialog box, check box, button, list
or option.
Bold Indicates the names of ledger accounts, account ranges, and reports.
Indicates the names of operators and fields.
Indicates the syntax of queries.
Courler Indicates text that you must type into Sage 100 Contractor.
Bold font

Indicates the names of expressions and functions. @
%zl:rler Indicates the name of a file or a folder. @K

The plus (+) sign indicates that you should press and hold down the ey while you press
Key1+Key2 | the second key. For example, Alt+C indicates that you shou Alt key and hold it

while you press the C key; then release both.

Indicates the titles of printed or printable documents. O
Italic
Indicates variable values or parameters within expres

. (Help only) Indicates that there is a hypertext li topic related to that step in the
(See links} procedure.

procedure. Look for it in the links list at t
How? (Help only) Indicates that there is a hyp& ink to a specific procedural topic.
About note styles and their me
There are four levels of notes in this gwde Cau 7, Impo and Tip.

Caution! Read all information p in a cautlm %wses you that failure to take or avoid a
specific action could result in ata

Important! This type of ides |nfor sential to the completion of a task. You can
disregard the |nform regular note and II complete a task, but you should not disregard an

important note. g
Note: A ovides positi
text T tionin note

f|c versi

,06

A\

tion that emphasizes or supplements important points of the main
nly apply in special cases, such as memory limitation or details that
e 100 Contractor.
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Tip: Atipis atype of note that helps you apply the techniques and procedures described in the text to
their specific needs. A tip may suggest alternative methods that may not be obvious and help you
understand the benefits and capabilities of Sage 100 Contractor.

12 Sage 100 Contractor



Chapter 2: Companies, Security, and
Users

Working with Utilities

You use the 7-Utilities windows to set up security, create users, create companies, and to perform
maintenance functions. A company administrator with exclusive access rights must perform many of these
tasks.

List of 7-Utilities Windows

+ 7-1 Company Information—Enter company information into the system, such as ad license
numbers, tax numbers, direct deposit information, and more. K

s 7-2 Company Security—Contains two sub-menu windows: @
+ 7-2-1 Security Groups—Create security groups and set security for S e, Void, Print

Cheques, and more.

+ 7-2-2 User List—Set up a list of users in the current company. We, you can also copy

user defaults Q
+ 7-3 Repair Database—Opens the Support Password windoys” e function of this window is to
repair damaged databases (for example, due to a power failuN®0r Jlard disk failure), and requires

Customer Support
Important! You must contact Customer Sup gsistance with database repair.

+ 7-4 Contact Manager—7-4 Contact Ma rall you to add and update 3-5 Jobs (Accounts
Receivable), 3-6 Receivables Clients, Vendors (Accounts Payable) contact records in your
Outlook contacts .

+ 7-5 Scheduled Reports Mana View and dele ecorded when scheduled reports are
executed.
+ 7-6 Alerts Manager—l&se §Man w, created, edit, and import custom alerts and
program alerts that are | n the D r nd ema|l
License Admj tlon to
License Adrw',&s ation wirNjo
Usethe L|ce dmlnlstratlon o view and maintain your licensing information, which includes:
er of lice
Th sers who md on to Sage 100 Contractor.
& Llcensmg

The licenses gl%access to the various modules of Sage 100 Contractor.

A\
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Your Sage 100 Contractor software automatically retrieves license information from Sage every day. As you
purchase or remove license activations, the Sage license server automatically updates this information in
your system. You can also update the licensing information from Sage on demand.

Database Administration for Sage 100 Contractor

The Database Administration tool is intended for designated system administrators and company
administrators. You use it to set up and maintain your company databases, and to select advanced settings to
manage communications with and access to your Microsoft SQL Server instance from other programs.

Important! We highly recommend that you use Database Administration, rather than SQL Management
Studio®, to perform the database administration tasks listed below, even if you are an experienced SQL
Server user. Besides handling all the database tasks that you are likely to perform in a typical 100
Contractor system, Database Administration was designed to optimize your data for Sag
Contractor, for example, by keeping related data in expected locations and creating b%
se SQL

automatically before performing certain critical processes. In the rare event that you
' u should

Management Studio® to perform a task that is not provided in Database Administ
contact Customer Support for assistance.

Database Administration includes the following database and company nm ent utilities:

ew Microsoft SQL Server

+ Create Company Based on Existing and Create Compa r
databases. l'%

+« Rename Company and Delete Companyare conve tilities when working with existing
companies.

+ Deploy Sample Company helps you install % the sample data that comes with Sage 100
Contractor.

« Tune Up Company Databases perfo &)us maint
functioning efficiently.

ance tasks to keep your database

+« Back Up Company Database bles you to ba data "on demand," whenever needed.

+ Restore Company from B restores as cked-up copy of your database.

« Upgrade Company Da prepares y ompany data so that it is compatible with the
most recent version c@ 00 Contram

« Migrate Compan${Date€ind Migrat Reports transfer your version 19.8 company data
and customre new location foNylicrosoft SQL Server. Migrated files are located in shared
folders undeg\ rName\C Name, organized using a folder structure similar to earlier
versions.

@ utilities enable you to schedule backup and maintenance
her users are not logged into the system. You can also select the number
eep.

. Sch le Nightly Mai
for times w
cutive
mins/SQL Logins utilities enable you to set up or delete logins to the SQL

anage Compan
Server dat and to designate a user as a company administrator for a specified Sage 100

Contra%%any.
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« Server Management tools enable you to control the SQL Server instances you use with Sage 100
Contractor easily and efficiently. You can create a new instance on your computer, move companies
to the new instance, and remove an instance you no longer need.

+ Advanced Company Settings lets you specify how long to keep history about database changes
for each company, including details about changed records, such as the date and user ID of the
employee made the change. Details older than the retention period you specify are cleared during
nightly maintenance. (This history is maintained in separate audit tables, which you can query using
SQL Server Management Studio.)

+ The Toolbox provides a variety of troubleshooting tools to help you track changes in your database,
and to diagnose and fix certain types of problems.

+ Advanced SQL Server Settings include convenient, sophisticated access and memory
management controls for your SQL database.

For detailed information about these utilities and how to use them, see the Database Admin&elp or

refer to the Database and Company Administration Guide. %

Security features of Sage 100 Contractor ‘\

Sage 100 Contractor provides a variety of security features that enab estrict access to datain each
company. You can:

Security Groups and Users

« Create a list of users and passwords for each con@. You use this list to restrict access to
individual companies.

Note: Restricting access to a compangalso ts access to its archive.
« Create groups of users. You create ityNgroups to Qiganize users by function, such as project
managers, payables clerks, or payroll . You can a¢ % gach user to up to five security groups.

s Assign access rights to gro users. You C@Aser access to windows through security
groups, assigning access rn each sect‘it\ﬁ
i

+ Restrict access to spe’ Control K&O in windows, such as text boxes, lists, check
boxes, and grid colu imiting the j n a security group can enter or view in a window,
you also restrict a tgithat same j 'on in queries and reports. For example, you might not
want to allow t oll clerks secur&oup access to salaries and wage rates in the employee
files. The payri ks will not ble to' view salaries and wage rates in the employee files, or while
entering time > or by runniffg anfepayroll reports.

Each companain Sage 100 Contra n use different user names, passwords, security groups, and
access r@ht% only have t ecurity groups and access rights one time for each company. As you
add orr rs frong t ist, you can simply assign or reassign users to the proper security

gar

ImPprtant! Man@ws in Sage 100 Contractor can be performed only by a company administrator.
When setting y, you must add a password for each company administrator.
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About security groups
Use the 7-2-1 Security Groups window to set up security groups for your company’s employees.

Security groups let you control users’ ability to open windows as well as perform specific actions within a
window. The 7-2-1 Security Groups window contains a grid with numbered rows on the left and eight
columns:

« Group# (User input is required to save the record.)

« Group Name (User input is required to save the record.)

+ Save

» Delete

+ Void K@

« Chg Period

+ Print Cheques %
» Notes x
u

When you set up user groups, you type a group number and group name. The etermine whether or not
that group will have rights to Save, Delete, and Void records, as well as t§ e the accounting period and
print cheques. You may use the Notes column to add any pertinent in oy about each group.

While you might create security groups for specific employees, itis a g&®U idea to build each security group
for the tasks performed by the employee. This allows you to a move employees from security groups
rather than having to build new security groups for each e.

As the company size increases, the need for additi na&' y groups increases. For example, a large
company has an office staff that includes several ounts¥bayable clerks, an accounts receivables clerk, a
payroll clerk, a controller, project managers, a tors. In thig company, six different security groups are

set up to accommodate the specific needs of thg ployees eng in six different task areas.

In addition to creating task-oriented secug roups itisag 0 create one security group with full
access to the entire program. This allg rs or man g in with full access, but prevents
t only administrator can use.

unauthorized access to programefea

users as well as the number of users that access
pd, examine which users need access to specific
security groups, you can then set up window and menu-

It is important to consider the
Sage 100 Contractor. Befor ing securit

windows in Sage 100 C or. After you se
level security.

For example, a sr%mpany has erks: a general accounting clerk, an accounts payable and
accounts recejyable clerk, and a p lerk. For this company, it is only necessary to create three security
groups. 'I%le oup, titled P erk, only provides access to payroll operations. The second group,

titled A/ rk, provi s to accounts payable and accounts receivable operations. The third
neral Le rk, provides access to general ledger operations not covered by accounts
% d accounts recel e.
Cons

rthe fol% ore setting up security groups:
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+ Do you need to create separate security groups for employees who perform specific tasks? For
example, does your company have a payables clerk who only enters payables data?

+ Do you need to create separate security groups for accounts payable, accounts receivable, and
payroll supervisors, or can you just create one group for the supervisors?

+ Do estimators perform different tasks than project managers?
+ Do you need to provide differing levels of access to owners, controllers, or managers?

+ Are you going to use the Sage 100 Contractor API to integrate with other programs? If so, create a
security group named API with a group number such as 51.

Important! To use the Sage 100 Contractor API program, you must create an AP security group that is
named exactly API. At least one user must be added to the AP security group. You have to seffights to
save, void, and so on.

About setting field properties

You open the Field Properties window by pressing the F7 key when you are entry window, for
example, 4-2 Payable Invoices/Credits. Using the Field Properties wind set up the default
properties for almost any text box, check box, grid cell, or column within a u can set the following
options:
« Default Entry to. Provides a list of entries from which you c@e the default. Enter the default
data, or click the item in the list you want to appear as the defawdi#entry.
s« Permit Access to. Lets you select which user group access to a window, text box, list, or grid

column. If no user groups are selected, then all @ have access. If the user groups appear

shaded, then you cannot restrict access x
= When a user group is not granted acce§g to a wihdow, that user group cannot open the window. In
addition, the user group cannot acce; informatioby printing documents or reports.

= When a user group is not granted a to atext bo , that user group cannot enter or
access information in that te X or list, or acc ormatlon using a query, quick list, or
Lookup window. In addltlon er gro%) C agcess the information by printing documents
or reports. (

= When auser grou ted ac d column, that grid column is hidden from view

and is not accesgi the userg ddition, the user group cannot access the information
by printing doc% r reports. g

« SKip Durin uring dat age 100 Contractor skips over the field or list. You can still
enter datgw select it.
. Req e Ent Requwes ,or Sage 100 Contractor will not save the record.
e)List Match. es that the entry match an item on the Quick List.

,QQ ‘Q

\(\’b
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+ Require Unique. Prevents users from entering duplicate information. This is available for indexed
text boxes that let you enter character-based information.

= When you select this property for the Invoice# box in 3-2 Receivable Invoices, 6-6-1 Purchase
Orders, or 6-7-1 Subcontracts, Sage 100 Contractor ignores records that have status 5-Void.

= When you select this property for the Work Order and Invoice# boxes in 11-2 Work
Orders/invoices/Credits, Sage 100 Contractor ignores records that have status 5-Void.

= When you select this property for the Invoice# box in 4-2 Payable Invoices, Sage 100 Contractor
ignores records that have status 5-Void for a given vendor. You can set up a vendor to use
duplicate invoice numbers.

+ Lock After Save. Prevents users from editing the information after saving the record. Only a
company administrator can edit the information.

Lock Quick List. Prevents users from editing a Quick List. Only a company adminj @an edit
the information. K

Check Spelling. Checks the spelling when you move to another text box or %ge 100
Contractor finds a misspelled word, it displays the Spelling dialog box.

+ Mixed Case. Allows text entry in upper and lower case. &\

Upper Case. Displays text only in upper case.
+ Lower Case. Converts entry to lower case text.

+ User Defined Field Type. Lets you select the type of inforr@ the field accepts.
System Description. Displays the default descriptio@ field.
User Description. Lets you change the desc iw fi
again, delete the user description.

System Prompt. Displays the default pr&tthat appears in the status bar at the bottom of the

ield. To display the system description

When the user prompt is delete system prom

window. @
User Prompt. Allows you to change t ault prompt tatus bar at the bottom of the window.
;(;%s red.

*
Setting up propertiescfo boxes\ﬂ;és, check boxes, columns, and
the Dashboard 6\ @
Setting up properties K K
Using the F7 key, yo t up the def roperties for almost any text box, list, check box, grid cell, or
column within a WQ.

*
e Y

+ Acc to set up these igs is limited to the company administrators.
%ot restrict

s)lo system-required fields.

F e%@you may wa topopulate certain fields in a window to speed up the work. In some cases, it
ential for cena@ds t0 be hidden from view for business purposes.

\(\’b
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About the 7-2-2 User List window

The 7-2-2 User List window controls several important aspects of program security, including user access to
a Sage 100 Contractor company. If you are a company administrator, you can use this window to set up alist
of users who are permitted access to a Sage 100 Contractor company.

Because Sage 100 Contractor determines access through the user names, a user can log on to Sage 100
Contractor from any workstation in a network environment.

Notes:
+« When setting up access rights to a Sage 100 Contractor company, you can add users that
already have a SQL Server login, and you can add new users. If a user does not already have a
SQL Server login, the program creates a SQL Server login for the user, allowing acc the
SQL Server database. @

+ When setting up user access in a network environment, you must include the s domainin
the user name (for example, DOMAIN\Dennis42).

Using Integrated Security to simplify the login process s§

Note: Integrated security works only with the Windows authentication

Assigning Integrated Security to a user can simplify the login process®

To assign Integrated Security to a user, enter "Yes" beside the
Sage 100 Contractor will check the user's Windows cre
they supply a password when signing into Windows, t
logging into the company.

name in the Integrated Security column.
n they log into the company. Because
ot required to enter another password when

If Integrated Security is blank or "No," the user pply their QL Login and password to open the Sage
100 Contractor company.

Using security groups for finer a s control

By setting up security groups and a the gro 3 er names, you can further limit access to certain
modules or windows, and text b3 , and colu itMin windows.

If you want certain users to ated infol nIy for the jobs they manage, you can assign them to

job-level security using the to Job Sé&guriyColumn.

Note: Any userca ember of security group. However, we recommend that you create a
specific user to e API, for e “APIUser.”
ou &@a ny rato rs
e Deen set up as m|n|strator for a company, you have access rights to the entire Sage 100
cto appllcat| ile you are logged into the company.

‘(\
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Important! To maintain security, we highly recommend that each company administrator has a strong
password. Be sure to write it down and keep it in a safe place.

Following is a list of actions only company administrators can perform:
« Create security groups in 7-2-1 Security Groups.

« Grant access rights to security groups for windows and items within windows such as text boxes,
lists, and grid columns in 7-2-1 Security Groups.

« Grant job-level security to specific users in 7-2-2 User List.

+ Use the F7 key to display the Field Properties dialog box to set the individual security properties for
a text box, list, check box, or grid column, as well as set security for certain menu commands from
the main menus. You can also customize the window, set defaults in specific fields, a@system
user prompts.

+ Create user names and passwords, and assign user names to security groups i% ser List.

« Create new companies in 7-1 Create New Company.
« Make and save changes to the General Ledger in 1-8 General Led I&
= Archive the accounting at the fiscal year-end using Archive Old 18gal Year in Database

e
Administration. 6

+ Archive payroll at the calendar year-end using Archive Pay ta in Database Administration.

» Restrict posting to specific accounting posting period example 4-2 Payable Invoices/Credits
and other windows.

About window and menu-level se ur
Window-level security lets you limit a security gro ablllty to ogen specific windows within Sage 100

0
Contractor. You can set up window-level securj atnenu con@thet opens a window or sub-level

window.

Suppose a small company has three se oups Ge ger Clerk, A/P A/R Clerk, and Payroll
Clerk. Using the window and menu urlty yoﬂ ls) onIy members of the General Ledger Clerk
group access to windows relatea I Iedger o] ; the A/IP A/R Clerk group to accounts payable
and accounts receivable oper. nd the Pay@ group to payroll operations.

For menu commands that indow, Sa ntractor allows access only by users in the selected
security groups, and a access ri hts igned to each group.

For menu commaﬁ pen a dlff u item, Sage 100 Contractor allows access only by users in the
selected security gro Forexa can provide the General Ledger Clerk group access through
menu 1- Qen edger. How does not apply the access rights to the items under menu 1-General
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About access rights regarding window and menu-level security

Caution! If window and menu-level security is not set up, Sage 100 Contractor gives all access rights to
any user opening the window.

When you assign a user to a security group, that user gains the access rights associated with its security
group. Sage 100 Contractor applies the access rights only when you have set up window-level and menu-level
security on a menu command that opens a window.

Suppose you assign to a security group titled General Ledger Clerk only the right to save and delete records.
Then, you set up window and menu-level security for each window under the general ledger—1-1
Cheques/Bank Charges, 1-2 Deposits/Interest, 1-3 Journal Transactions, 1-4 Recurring Journal
Transactions, 1-5 Bank Reconciliation, 1-6 Period/Fiscal Year Management, 1-7 Ledger nts, 1-8
General Ledger Setup, and 1-9 Company Departments—selecting only the General Le k group
to have access to those windows.

« Example 1. Gerald is assigned to the General Ledger Clerk group. When G&a ens the 1-1
Cheques/Bank Charges window, he can only save and delete records.

« Example 2. A security group titled Payroll Clerk has rights to savée % hange posting periods,
print cheques, and void or delete records. Each window under pa I;assigned window and menu-
level security. Only users assigned to the Payroll security group @ pen those windows.

« Example 3. Diannais assigned to both the General Ledger%( and Payroll Clerk groups. When
Dianna opens any of the payroll windows, she has the access fights assigned to the Payroll Clerk
group. And when Dianna opens any of the general led dows, she has the access rights

assigned to the General Ledger Clerk group. Q
To set up window and menu-level security, \
Log on to the company as Administrator. &

1

2. Select the menu command, and then pre: 6
3 rovide acces

4

. Select the groups to which you wa %
. Click Save. O . \K

L 4

About exclusive acc? ge
While users in a network eriirorffient can sin‘% sly work in the same company’s data, some operations
ted

require that access to t any is restric asingle user.

For example, excl access is reguirédgd when rebuilding indexes, copying a company to create a new one,
or archiving the accouriting at the fi% r-end. To protect the data, limit the access of a company to a
single wqgks during rebuil I es and archiving the fiscal year.

N\
L8 Q}CJ‘Q
A\
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Chapter 3: General Ledger

Chapter 1: General Ledger

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 gudits all
stored balances back to their original entries. é

simplify data entry to all 12 accounting periods for the current fiscal year, and you can sting to any
period. Entries made to the prior year automatically update the prior year's ending b well as the

current year's beginning balances.
Tip: Sage 100 Contractor devotes an entire program section to major a ﬁ g reports in 2-

Accounting Reports.

General Ledger maintains true subsidiary ledgers with lookup windows for each controllj ount to
e&

Ledger and Subsidiary Accounts @

About general ledger accounts \?

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

You can manually enter a budget for eac er account th s Tnto consideration the activity of each
period within the fiscal year. Over the go the f|s§al can generate reports detailing the budget
versus actual account activity. Sag O tracto es period balances for the previous fiscal year.
When you archive at the fiscal age 100 adtor transfers the period balances from the This

Year column to the Last Yea

Comparisons between e@ ount activity of&ﬁurrent year and the budget or account activity for the prior

year provide a valuab, oryoutoa the company finances. The comparisons enable you to create
budgets with greater cy, determi s in the company that are over or under budgeted, and compare
projections to the ac activity.

Becauset eneral Led ; unts window only displays account activity, you cannot enter
adju ti n this need to correct a period balance, you can enter the transaction using
| Transac |ndow
er accounts, n organize data using departments or subsidiary accounts. Departments allow you

under a single, ing ledger account. Sage 100 Contractor also allows you to set up summary accounts,

which aII% mbine ledger accounts for financial reports.

to gro data acr% come and expense accounts, whereas subsidiary accounts allow you to divide data
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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 afiscal 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

company’s books, Sage 100 Contractor locks the system of ledger account ranges. To cha count
number for a ledger account after having posted a transaction to it, create a new ledger a anually and
transfer the balance through an adjusting journal entry. %

You can rename a ledger account at any time. Sage 100 Contractor uses the s o@or Picklists and
most accounting reports, and uses the long name for the Balance Sheet, Fi ia port, and Income
Statement reports.

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

Summary Account: Using summary accounts, you can comb, ultiple ledgers into a single ledger for
generating a financial report in 2-8 Financial Reports. When %erate a financial report, Sage 100

Contractor looks to the Summary Account box in each age 100 Contractor finds an account
number, it combines the balance of that account into t% ated summary account.
Account Type: Displays the account range to whi#§ an account belongs and whether the account maintains

a debit or credit balance. Ledger accounts that f, it specific ount ranges are assigned certain
properties:

« Ledgers inthe Cash Accounts fye cannot use s@ accounts.
+ When posting to WIP Asse Dérect Expe ngdes, Sage 100 Contractor requires you to create

job costs before posting

+« When posting to eq i@%ccounts, S@ ontractor requires you to create equipment costs.
Starting Balance: Disée account bala&at the beginning of the fiscal year, and that balance does not
I

Z

s to perio

change by posting tr 0.

Beginning BaIan&isplays the balance at the beginning of the fiscal year. The beginning balance
is adjusted togaflect any postings e o period zero. Temporary accounts start with a $0 balance, and
permaneftt.a ts carry fom@e ending balance from the prior fiscal year.

&ce: Displ@ending balance as it appears in period 12 for permanent accounts. It is
tht (o]

ortang to hote that wi rary accounts, Sage 100 Contractor displays the total of all period balances.

g to period 0 %es the beginning balances of the active company, and changes the ending balances

in the archived %

E
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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.

General Ledger Setup

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, y 0 merge the
income statement from Sage 100 Contractor with the prior system for year-to4jat orting.

« Balance sheet as of beginning of fiscal year and year-to-date activi
Contractor start date: You do not need month-by-month income s
prior year history.

s Balance sheet as of the beginning of the fiscal year and K@or each month: You do not
need details. All detailed information must come from your p%s em.

« Balance sheet as of beginning of fiscal year and ?@nsa ions: Starting up your accounting

Sage 100
and you do not need

this way requires a lot of work unless only a few hund ries need to be made.

In addition, you need the following information: Q
« A chart of accounts \
Listing of open accounts payable invoi &
Listing of accounts receivable invoicesmding fully pjobs that are in progress
« Jobinformation: names, cIient@ddresses @
Contract amounts * 9 * K
ployee b x\nions, company deductions, local taxes, and so

Payroll information re%\
Caution! Once se saved, yo n&elete a chart of accounts, and you cannot edit it after you
ran% ¥

forth.
have entered at . Call Cust¥gner§upport or your business partner if you need more information.

About ger@edger set
One%:\ asks w% a new company in Sage 100 Contractor is to set up the general ledger
tRg. lec

siglic en you se -built ledger, Sage 100 Contractor creates the ledger accounts for you.
You¥gn also set up neral ledger manually. If you choose to enter the account ranges, controlling
accounts, and pg%% ounts manually, Sage 100 Contractor will not create the ledger accounts. You will
then needt% h ledger account in the 1-7 General Ledger Accounts window.
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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: K
+ 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, necessary accounts, and set
up controlling accounts for subsidiary accounts or departments in the 1= Jledger Accounts window. If you

change a controlling or posting account number in 1-8 General er Setup, you must also change the
ledger account number.

Caution! You cannot delete a chart of accounts aft t it up and save it, and you cannot edit it after
you have entered a transaction. Call Customer %ﬂt our business partner if you need more

information. e
About posting periods Qb
Use the Posting Period window to s Qariod wiherqy/o nt to post your transactions.

L 4
In any accounting transactions ww@uch as 4-2%& Invoice/Credits, you can post individual
transaction records to a differ g period. ple, if you need to post a transaction to period 1 of a
new fiscal year, but you arq$ti ently in p the current fiscal year, use this window to post the
transaction to period 1 w fiscal year.

hange the dgfguMposting period for all transactions, you can only change it using 1-
ear Manafjgfhgnt > Change Period.

es available only after you advance your current fiscal period to period
to period 1 to make periods 2 through 12 available for the next fiscal year.

Periad i :
1 n our current 8§
o Nge Posting %d:

Select the perio@mh you want to post transactions and click [Select].

A\
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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 perio ge 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 P, &nd advance
the current default posting period to the next one.

discover audit errors, you can view them and possibly repair the ledger ba at time rather than at

= When advancing to the next posting period, the program performs a complet e books. If you
S
the end of the fiscal year. %

discovered during audits at the end of each posting period. Repairin t errors as you advance to the
next posting period is much more efficient than waiting until y repair a year’s worth of audit
errors.

Important! We strongly recommend that you recalculate balances% iscrepancies if they are

end

= You can restrict users from posting transactions to Ns or future periods.
n

= If you have an archive from a previous year, yo posttransactions to the archive; however, you must
open the archive company first. Sage 100 Co; does not fgst entries simultaneously to period 12 of
an archive company and period 0 of the curr pany.

= When using Sage 100 Contractor acro network, chan rrent period using 1-6 Period and
Fiscal Year Management > Chang e@d affecis tions that access Sage 100 Contractor.

About inventory valuation¥ @ s \

Y .4

Note: This functionalityé’ av i & avg/the Inventory Add-On Module.
d that youNgonsWlt with your accountant and tax advisor before selecting an

Important! Were
inventory valuati thod in Sa ontractor.

*
Inventory @1 methods h%he accounting aspects of an inventory account. Your inventory valuation

me ines the 0 d inventory, which impacts the inventory general ledger account. The
al si€al movement 8§ig¥entory is not dictated by your inventory valuation method selection. In other
o) I

inventory pa an be used in any order regardless of the valuation method used.

Sage 100 Contr; ides three different inventory valuation methods:

A\
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+ Weighted Average Cost (WAC)
+ Last-in First-out (LIFO)
+ First-in First-out (FIFO)

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 necessaryance the
transaction. In the second journal transaction, finish entering the starting balances. Then at IRdgf the
second transaction, enter the clearing account number and the amount necessary to bal transaction.
After you complete the entry of the starting balances, the clearing account returns to a @ence.

About dedicated accounts
Sage 100 Contractor does not let you post journal transactions directly to the&j&ts Receivable,

Accounts Payable, Service Receivables, or Inventory ledger account only post to those
accounts through invoices. Therefore, entering the starting balances % rt process.

During the first part of the process, the Accounts Receivable, Accou ayable, Service Receivables,
and Inventory balances are posted to clearing accounts. Later individual open invoices are posted
against the clearing accounts, thereby moving the balances int roper accounts.

Similarly, you cannot directly post to the Inventory le ount. Normally, you move inventory into the
accounting system through payable invoices. For gtartup oses, however, it is necessary to post a journal
transaction to an Inventory clearing account. Late#&e inventory is posted against the clearing account and
allocated to specific inventory locations and pa@e by movind$ke balances into the Inventory ledger
account.

In this portion of the setup process, postghe Sarting balan e@e clearing accounts. If you are using a pre-
built general ledger structure, Sage @ ractor alrx%d e necessary clearing accounts established.
t C

At the fiscal year-end, you can d& etup clea nts, as they are no longer needed.

Important! After postin vgice and all ng/for inventory, your clearing accounts should have a
zero balance. If not, r% our data to find&w Y.

Working Wi dger A@Qts

About acc ranges

Yo @the rang ;dger accounts. The Account Range boxes determine the overall range of
o]

urieg, for'the entire cha ccounts. If you are creating a chart of accounts manually, indicate the lowest
andWgighest accoun bers in the range. Then set the individual accounts ranges within the chart of
accoutts. Thera %chan of accounts usually begins with one (100, 1000, or 10,000) and ends with eight
(800, 8000, or 8¢, ou can create ledger accounts that use up to ten digits. The range of the largest chart
of accou can create is 1,000,000,000 to 9,999,999,999.
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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.

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.

ledger accounts. You can change the account numbers during setup; each account number ithin

the correct range. {
@vatically post
ad€invoice, you do

he general ledger,
ccounts. The account

When you select a pre-built chart of accounts, Sage 100 Contractor assigns the account numb@?e

Under Controlling Accounts, Sage 100 Contractor uses the accounts you designat
certain transactions to the correct ledger accounts. For example, when you post a r
not need to supply the accounts receivable ledger account. After posting a tr i
Sage 100 Contractor locks the account numbers for the accounts under Co
numbers will appear shaded.

You can change the account numbers on the Receivables, Payables ent, and Inventory tabs
whether or not you have posted transactions. If you change the acco ber on the Receivables,
Payables or Equipment tabs, you will have to move the balances to th&hew account through a journal
transaction. @

Subsidiary Accounts ®
About subsidiary accounts &

Using subsidiary accounts, you can arrange fi informatio elated categories under a single ledger

nt that uses subsidiary accounts is
arily use subsidiary accounts, though you
nts.

Suppose that you want to track te%I expenses%n split the telephone account into subsidiary
accounts such as Basic Se g Distanc@l ar, and Paging. The Telephone ledger account

then provides you with the uer penses a a breakdown of the expenses by the subsidiary
accounts. @

L 2

Sage 100 Contrac% tically set@sidiary accounts for accounts receivable, accounts payable,
and service receiva using the j r, and client numbers as the subsidiary account numbers.
However, S 100 Contractor rovide access to these subsidiary accounts through the Ledger

Accoun 5@ because yol view the subsidiary account balances in the Job, Vendor, and Client

win 00Co sets up subsidiary accounts for Equipment Assets, Equipment

D, % and Equip oans using the equipment numbers as the subsidiary account numbers.

IMyilarly %ou view tg:si ary account balances for equipment in the Equipment window.
unts takes careful planning. Like ledger accounts, you cannot change the

Setting up subsij
subsidiary ac ber after posting a transaction to a subsidiary account. It is important to note that you
can alwa'% sidiary accounts to an existing controlling account.
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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.

Company Departments

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 det e yrhich
departments are profitable, you can generate a departmental income statement. You can iew a
department balance for either all ledger accounts or for a specific ledger account.

the departments to
ments to all controlling
tructure at any time.

After you set up the controlling accounts and create your list of departments, you ca
the controlling accounts. Because Sage 100 Contractor simultaneously upd
accounts, you can add departments, or change the department names or nu

nts to accept departments.

Important! Before you create departments, you must designate Ie%

You cannot transform a ledger account into a controlling accou
carries a balance. The ideal time to create departments is at th
balances have been cleared. If necessary, however, yo
middle of the fiscal year. To do this, create a new cont

balance from the ledger account into the departm int
Departments and subsidiary accounts both proysee to evalud
arrange data in meaningful ways; however, the Q ignificant g

controlling account uses a set of subsidiaggaccounts tailored
and expense controlling accounts shar e e set of d{

departments has the same set of su accounts® \

hat ledger account has had any activity or
of a new fiscal year after all account
departments for a ledger account in the
ccount to handle departments, and transfer the
w controlling account.

e the profit and loss for companies. Both
ances in how the datais used. A single
aeontrolling account. In contrast, income
#nts, and each controlling account that uses

Cheques and B{ arg

About cheques ank c

Using 1-1 Chequﬁnk Charge an produce general ledger cheques, transfer funds between cash
accounts, enter bank charges, and %I cheque numbers. When entering a cheque, you can break down
costs by eredli eparate line j . @nd you can even post each item to a different ledger account. To pay a
vendor, ON ou creat ue through 4-3 Vendor Payments.

posS{ yot want to issue que to a telephone company for last month’s bill. To indicate to Sage 100

ONgractor that a ch will be printed for the transaction, you type a placeholder consisting of four zeros
(0000%%n the Che 2 . Then when selecting cheque records for printing, you indicate the cheque number

at which you w egin printing. As Sage 100 Contractor prints cheques, it substitutes the placeholder in
the post the appropriate cheque number.
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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 cost record.

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 ch g@period
again or close the window.

4

When you post to the asset or liability accounts in period 0, Sage 100 Contractor ad he beginning
balances. If you post to income or expense accounts in period 0, Sage 100 & justs the beginning
balance of the Retained Earnings ledger account because income and exp‘& ounts do not have
beginning balances.

Posting to period 0 does not affect the data in your archive company. rchive company totals by
opening the archive company and making changes directly. When yo ge data in an archive, back up the
archived data. (We recommend making two backup copies.) T?@hived records are your permanent
records.

Deposits and Interest s\\?

About deposits and interest

You can enter deposits and accrued inter or chequing or ccounts in the 1-2 Deposits/Interest
window. When you enter a deposit, ent ual cheq agerued interest as separate line items. If you
have cash receipts for recelvable or nv0|ce\\ ese transactions using the 3-3-1 Cash Receipts
window.

About deposits or&

Some contracts requi ignt to supply,
need to decide how t he deposit$
client. This often de s on the te

methods for |ng job deposi
You ca cheq eposit in the 1-2 Deposits/Interest window. If you only receive a few
ma

ep& before work can begin. When you receive the deposit, you
Il as when and how to apply the deposit when invoicing the
ed upon in the contract. The following outlines the most common

|scaI year, |t the cheque to the chequing account and credit the Deposits on Jobs
you receive numewdus deposits, create a subsidiary account for each deposit using the job number
subS|d|ary ac@ number. This enables you to track deposits independently.

\(\’b
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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.

Transferring Funds among Accounts

Cheques and Bank Charges or the 1-2 Deposits and Interest window. When yo funds
directly from one account to another, Sage 100 Contractor creates a single record ansfer. The
record of the transfer appears in the cheque reconciliation of both account u clear it from one
account or the other. After you clear the transaction for one account, it no| ears in the
reconciliation for the other account.

Note: We recommend that you do not attempt to transfer funds directly between acc% he 11
e

If you need to transfer funds between accounts, you should use a twc%procedure to transfer funds to and
from a clearing account. Using this method creates a transaction to rec@#Cile for each account.

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

About clearing accounts s\S'
clearing ac

Some transactions can become quite complex
prove you have posted the amounts correctly. | ition, cleari
transactions or balances to accounts th ally do not all

s, you can create transactions that
@' bunts provide a means of posting
eCt posting.

Note: Clearing accounts do n® balancef th of time. If you want to hold a transaction in

an account, use a suspens % -
Before posting a transac ake sure thec éccount does not contain a balance. Posting a

transactionto a cleann@ t moves alanc into the account. To move the balance from the clearing
account, post atrans r series of tions against the clearing account. When the account balance
reaches zero, you completely he balance.

Suppose&h ave transfe y from a general chequing account to a payroll chequing account.

Usmg a cI coun y create a transaction in each account.
(o] entry ebit Credit

CheQues/Bank C Clearing General Chequing

Deposits/Intert Payroll Chequing Clearing

‘(\
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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.

In the 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 trans s are
posted to the proper accounts. When you post a transaction that has cost types, Sag tractor
compares the transaction’s cost type with the ledger account cost type. If the cost o not match,
Sage 100 Contractor provides a warning, but does not prevent posting the trans c@

5. Inthe Cost Type list, click the cost type you want to assign the ledger accoui{

6. On the File menu, click Save. s\\'

To transfer funds
1. Transfer the funds from the source account to the clearing accc@

a. Open 1-1 Cheques and Bank Charges.

b. Inthe Account# box, enter the cash account f] u need to transfer the funds.
c. Inthe Cheque# box, enter the bank transact ber or a dummy transaction number.
d. Inthe Date box, enter the date of transfe

e. Inthe Description box, type a brief d@t of the t@.

f. Inthe Status list, click 1-Open.

g

In the grid: Q . &)@
i. Inthe Accountcelf, r@ clearing x& which you are transferring funds.
ii. If the selected a%&as subsidi ts, enter the number in the Subaccount cell.
ii. Inthe Debit oucell, enterga nt of the transfer.
h. Click E(Iig;@, and then yeRfy that t

he posting period is correct.

i. Click Fi ve
2. Tra’nsf%funds from t@@ account to the destination account:
a. (& Deposi terest.
Qﬁe Accoun&nterthe cash account into which you need to transfer the funds.
&. Inthe De box, enter the bank transaction number or a dummy transaction number.
d. Inthe , enter the date of the transfer.
e.

@ cription box, type a brief description of the transfer.
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f. Inthe Status list, click 1-Open.
g. Inthe grid:
i. Inthe Account cell, enter the clearing account you used in step 1.
ii. Ifthe selected account has subsidiary accounts, enter the number in the Subaccount cell.
ii. 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 th 7 but you do not
know how to correctly post the transaction. The correct approach is to deposit and creditittoa
suspense account in the Cash Accounts range. The amount remains in the nsS®account until you
determine where to post the credit.

proper accounts. Similar in function to a clearing account, suspense ts allow transactions to pass
through the account. When you post transactions to a suspense accou owever, the transactions can
remain for an extended time until you determine the proper acc

It is a good idea to use a suspense account in the acc nggto which you will eventually post the
transactions. For example, you are not sure how to o& saction related to equipment. You can use a

suspense account in the Equipment range of leddggpaccoits.

Suspense accounts provide a temporary location where you can post % ion until you determine the

Note: We recommend that you do not attem @
Cheques and Bank Charges or the 1-2 Depo

directly from one account to another,
record of the transfer appears in th
account or the other. After yo

s a single record for the transfer. The

geN 00 Contrac
e reconcrlta‘u{a accounts only until you clear it from one
transacti ccount, it no longer appears in the

ansfer fund ctly between accounts in the 1-1
s and In % dow. When you transfer funds

reconciliation for the other ac u
If you need to transfer tween account&u should use a two-step procedure to transfer funds to and
from a clearing accou his meth reate€s a transaction to reconcile for each account.

Before you try tot rfunds ma ou have a clearing account in the Cash Accounts range in the

general Iedg

About cI accoun
e tlons can be qurte complex. With clearing accounts, you can create transactions that
ave post he aniounts correctly. In addition, clearing accounts provide a means of posting
trans

tlons or bi:? accounts that normally do not allow direct posting.
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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 %‘

About suspense accounts

Suppose your company receives a corporate tax refund, and you want to de e ®heque, but you do not
know how to correctly post the transaction. The correct approach is to depo e MMeque and creditittoa
suspense account in the Cash Accounts range. The amount remains in !@s nse account until you

proper accounts. Similar in function to a clearing account, sus accounts allow transactions to pass
through the account. When you post transactions toa s ount, however, the transactions can
remain for an extended time until you determine the pr@nts.

Itis a good idea to use a suspense account in the §geoun ge to which you will eventually post the

transactions. For example, you are not sure how to P8st a transagfion related to equipment. You can use a
suspense account in the Equipment range of | @ accounts.

Journal Transactions Q @
*

About journal transactions O x\&
ndow tore

Use the 1-3 Journal Transa t accounting records. You can also enter adjusting
journal entries and change of bank cords. However, you cannot enter transactions or
adjusting journal entries ounts Payab ccounts Receivable, Service Receivables, or Inventory.

determine where to post the credit %‘
Suspense accounts provide a temporary location where you can Eost a saction until you determine the

Generally accepted ng pr|n0|pl ire that you do not void transactions that have been processed
by the bank. There jt is not posgf 0|d transactions with a status of 2-Cleared.

Note: V&@reate atem r Journal transactions from the File menu from an existing record or
fr Q

A\
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Recurring Transactions

About recurring journal transactions
Every business has transactions that recur on a regular basis.

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 recu '@saction,
Sage 100 Contractor advances the posting date based on the cycle assigned to the transa &

The transaction date does not control or affect the period to which you post the transaagi ‘ou 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 @ lar basis, such as rent. or

expense allocations. %
Transaction Description
Recurring Regular payments such as rents, \%@ance, janitorial

Payments services, and subscriptions ord
Payments you need to expefsg ov eral periods, rather than a
single period, such as a qua vehicle ingurance payment that
Pre-paid you need to expense mor@
Expenses
Create arecurring trgpsaction to post t expense rate,

-
rather than the quagierigate.
L 2
You can doprt ms suc equipment on a monthly
basis. \

. After gbt the annu ated amount from your company
Depreciation a nt, calculate theWgonthly depreciation. Then set up a
on

agtion to pos m ly depreciation. You can depreciate
e Value of equi nt®sed on a job in the 8-6 Equipment

preciatio .

ables.

,06

A\

ot se\@mnsactions for direct expenses, equipment expenses, inventory, or
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Bank Reconciliation

About 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 1-56 Bank Reconciliation, clear the
transactions listed on the bank statement.

You can display transactions using a specific date. In the Statement Cutoff Date box, enter th ment
ending date to display all transactions through the specified date. Sage 100 Contractor does( y

transactions entered after the indicated date.
Sage 100 Contractor displays transactions in transaction number order. If a cheque nu @s out of
numbered sequence, Sage 100 Contractor displays an asterisk (*) next to the tra number.

After clearing transactions, save the changes. Cleared items do not appear i& -5 Bank Reconciliation

window. Q
The Statement Beginning Balance box displays the balance as of t onciliation. The amount in the
Statement Beginning Balance box does not change until you have &¥€agd transactions and saved the

as of the last reconciliation. As you change the status sadtions, the amount in the Statement Ending

changes.

When you display records for a chequing account, the S%@-ding Balance box displays the balance

Balance box changes. A P displayed with a transK Record# column indicates that the transaction
1-

is from a prior year.

After clearing the transactions, the ending bala
nQuefe

balance of your bank statement. After reconcili account wi tatement and you save the changes,
Sage 100 Contractor rolls the amount in jfie §tatement End@a ance box to the Statement Beginning
Balance box.

Bank ciliation should match the ending

Note: When saving a recongi$
reconciliation once you h

Sage 100 Contractor e%
later to finish the reco n.
t location wh

ompany\

earing outstan

are updated permanently. You cannot undo a

tion that is only partially completed. You can then retumn

Tip: The
\\Sage

the Bank Reconciliation Report as a .pdf file is
mpany]\Files\Reports. You can save it to a different location.

ou g bank transactions

usually the res ering the beginning and period balances.

A\

Befor@entering o? g transactions, you may need to clear existing transactions. Such transactions are
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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.

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. @

About reconciliation errors

When you cannot reconcile an account with the bank statement, you need to determin @se of the error.
You can display all open records when you eliminate the statement cutoff date. Thi outo

immediately search for transactions assigned to an incorrect date or period. &\

Common reconciliation errors
The following table lists some common reconciliation errors. %O
Type of

Correction
Error

Incorrect | If you posted a transaction with an incorreit@:;e transaction amount between the

posting | reconciliation report and bank statemept di

Cheques occasionally clear the bank foha different amqpount. Look at the magnetic coding at the
base of the cheque to determine th paid by t ank. Compare this amount to the
amount appearing on the bank stat and to the mount for which the cheque was

written. @

If a transaction appears g k state’ne& es not appear in the 1-5 Bank

Reconciliation winlig @ ight hav he transaction with incorrect dates. To locate
ournal Tra and search for the missing transaction.

the transaction, u%s
Missing | When charges appear o@k statement but do not appear in your records, post

Incorrect
bank
posting

Incorrect
dates

entries the chargeg pen 1-5 Bank onciliation.
Returned | If the banir s a chequ insufficient funds, reverse the cheque and post the charge for
items insuffic unds.

are itis po @someone has altered a cheque amount. Another possibility is that

ne h ue forms and forged cheques
|s |mportant tify forgery and alert the bank, thereby eliminating additional problems and
preserv ur ability to recover lost funds.
Sage 100 Contr@vc udes separate year-end processes:

A\
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+ 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, as of version 19.2, 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, mai@t two

backup copies of your data for your permanent records. @
The time required to complete your year-end processes depends on many factors, e size of your
company, any audit errors, and any accounting adjustments. If all of the followj ns are true, you may
be able to finish your year end in a few hours:

+ You have already backed up your data. O

+ You have been keeping up with accounting period audits. 6

+ You only have repairable period audit errors.

About 1-6 Period and Fiscal Year Ma

The 1-6 Period and Fiscal Year Management wij do&' es options for advancing to the next fiscal year
and archiving data from your previous fiscal accm%ye > You use this window to advance from one fiscal

period to the next.
If you are on period 12 of your current fiscal yeaQ this windoance to the first period of the next

fiscal year.

Tip: Period 1 of the next fiscabye@ ilable wigi re still on your current year. You can begin
entering transactions for perig x next fisc selecting the next available fiscal year from the
Posting Period window.Pe é become a%e when you advance to the next fiscal year by
clicking [Change Perio

Note: This win% ces the "clo%" function in previous releases. Beginning with version 19.2,
Sage 100 Contrac u to close your fiscal year.

*
W ns
e 1 ontractordges no

WhenYou adva cal year (from period 12 of the current year to period 1 of the next fiscal year), Sage
100 Contractor our accounting records to verify that valid, balanced transactions support the account

A\

advance the fiscal year?

quire you to close your books at the end of the fiscal year.
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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.

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.

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.

Change Posting Periods
About the Change Period window @

Use the Change Period window to change the default current posting period for the entj m. If you are
on period 12 of your current fiscal year, the window allows you to select period 1 of thege cal year. This
feature replaces the "close year" requirement for previous Sage 100 Contractor rele Instead of closing
your fiscal year, select period 1 of the next fiscal year. You can then archive t your earliest
convenience. K

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

When you advance to the next posting period or a future postin
or 2to0 9, the program performs an audit automatically. The aud
window. After the audit has been completed, you click t

iod, for example from period 1 to period 2
sflts are logged in the Audit History
change the period.

To change the posting period, under Period Selec#ion, thge & period number or click the arrow button to open
the Posting Period window from which you can s@§&ct a posting period.

Tip: No audit is performed when you go bac , for exampl period 2 to period 1.

Standard posting procedures ep rtmg.

If you do not have standard posti’ ures, iti |s ea to establish them for your company. For
example, post any correction urrent fisc nless there are other reasons not to do so. Set a
date when you change the p€ri ch month, post to prior accounting periods after changing the
period, but it is essenti nge prior perioc&) that reports are accurate.

Suppose you have is jhancial rep © lender based on information from period 3. Now in period 5,

you find that you n make aco ated to data in period 3. Posting the corrections to period 3
changes the in that period, whi acts the financial reports you have already produced and sent to the
|

lender. T® \B y problems @ g t cause, it is better to post the corrections to the current fiscal period.

ooks

& the Audlt%(s window and auditing the books

When you audit@oks of a company, Sage 100 Contractor verifies that the accounts are balanced and
that vali s support the balances.
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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 archiv % year, Sage
100 Contractor audits the books to verify that valid, balanced transactions support unt balance. If

the books are out of balance, then the program notifies you that there are audi KW
Audit History link on

Sage 100 Contractor tracks audit errors in alog. You can access the log fro
the 1-6 Period and Fiscal Year Management window.

Period Audit Errors 6

Some audit errors refer specifically to periods. If period audit e XISt the Audit report displays them
prominently. For example, a period audit error will contal% riod in the row.

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

Audit Errors Requiring Customer Sup 55|stana®epalr

Any remaining audit errors cannot be re y clicking ate Balances on 1-6 Period and Fiscal
Year Management > Recalculate B Theseeu |ght originate in accounts receivable, jobs,

vendors, service clients, equipnfent @ er areas ram where transactions originate.

Knowledgebase article HSw dOT get technic&support for Sage 100 Contractor? provides contact
ation. Bﬁre 0 provide your company name, telephone number, and

Caution! Resolving remgirag ahdit errors % rdpair requires assistance from Customer Support. The

gOn. At that § Customer Support technician may request additional reports

the company conta§ |8 e
to help determin ause of the@r.

Add|t|ona? epyor reports ari included with Sage 100 Contractor to assist Customer Support
tec& entifyin tion sources of audit errors.

\(\’b
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Recalculate Balances

About the Recalculate Balances window and repairing the balances

When you click Recalculate Balances in the 1-6 Period and Fiscal Year Management window, Sage 100
Contractor:

+ Recalculates and repairs account and subsidiary account balances.
+ Recalculates balances for jobs, vendors, service clients, and equipment.

+ Audits and may resolve period audit errors. For example, if you notice “Period” errors on the error
report, clicking Recalculate Balances often resolves them.

To repair ledger balances @
1. Open 1-6 Period and Fiscal Year Management. K

2. Click Recalculate Balances.

Important! After completing the ledger balance repair, Sage 100 Contractonauel books. If any audit
errors remain, you will need assistance from Customer Support to resolve

The Knowledgebase article How do | get technical support for Sage 100
information and hours of operation. Be prepared to provide your comp, , telephone number, and the
company contact person. At that time, a Customer Support technician request additional reports to help
determine the cause of the error. There are specific audit error r s to help Customer Support technicians

identify the transactions related to some audit errors. Q

tor? provides contact

Audit History
About the Audit History window &
You open the Audit History window from 1-6 P and Flscal Management by way of the View

audit history in the window’s grid. .

The Audit History window disp 5@ columns,&\&er Name, and Audit Results. The results
displayed can be: g @
Audit successful. No err ound. &
Repair successful r@ere found waired when the balances were recalculated.
t

[n] errors detectead™¥umber of er; couldn’t be repaired and were logged.

The Audit window als S menu commands for saving your audit history in several file formats
and % audit his

Audit History link located at the bottom@the window. @ e you initiate an audit, the program logs
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Archive Fiscal Year

About archiving company data

You can archive your data from a given fiscal year at any time. You can advance your fiscal period and archive
fiscal data separately. You do not need to close the books at year end, and you do not have to archive your
data before advancing to the next fiscal year.

You can archive up to 12 periods at one time. If you have more than one year of fiscal data to archive, perform
the archive process more than once.

The Archive Data wizard leads you through the process of archiving your data from previous fiscal periods. It
removes the oldest fiscal year of data from your current company, and places it in a separate archive
company. Therefore, before archiving afiscal year, ensure your current period is not in the sam

the following year. You must advance your fiscal period using the Change Period wi
Contractor application.

e Sage 100

Note: You cannot archive a fiscal year until you advance the default posting period tm

Il companies close

payroll at the end of the calendar year, but not all companies close the fi edr in the general ledger at

the end of the calendar year. c.

Important! Closing the payroll is not the same as closing the accountini
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Chapter 4: Accounts Receivable

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 an enals
billing, plus loan draws.

Each billing option offers records of prior and current billing application; prior ones are rai d in full detail
so that you can examine earlier transactions for amounts carried forward.

Invoices, Credits, and Statements 6{&

The 3-2 Receivable Invoices/Credits window lets you enter transacjs affect receivable accounts.
You can create invoices or credit invoices, track holdback, or view a ftofly of payments for a specific

invoice
You can also create a simple invoice based on the percegt Qk completed for the contract. This type of
billing is suitable for subcontractors or small projects. %

About receivable invoice status

The status of areceivable record indicates its I in the pro

Important! You can change the stat@ords assi
another of the first three status’ se w

us 1-Open, 2-Review, or 3-Dispute to
not assign status 4-Paid or 5-Void.

Status Description

1-Open Indicates @&d posted to the&eral ledger.
2-Review Ind!cat anageme@okkeepmg staff should
rewa& record.

3- Dlspu@ %ates a recor by the client.
icates

& Indicates avo
?ﬁe

or credit is fully paid, Sage 100 Contractor automatically assigns status 4-Paid. If

Note: When
you voiﬂ t§ , Sage 100 Contractor automatically assigns status 5-Void.

in full.

record.
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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 K
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

2-Memo

You can review the record totals before saving the invoice or credit. O@Options menu, click Calculate.

You can provide part numbers on an invoice. Sage 100 Contra olly 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.

2 Do the following: 6
a Inthe Invoice# text box, enter the i number. @

In the Date text box, enter tbe e invoi \K

In the Job text box, ente

ber
If the job uses phases%< e phase n&t@he Phase text box.
In the Descri ptior@) entera sta®ement about the invoice.
In the Due Dﬁ( 0X, enter ;@e due date.
In the Diggount Date text box@ the due date by which you must receive payment for the client to
receve count.

us list, c@ ice status.
In {9 Type list, click th&nvoice type. The contract affects the invoiced balance when Type 1-Contract

selected. Ty emo does not affect the invoiced balance.

= OO o O T

«Q
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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 Repeat step 3 for each item.
5 Inthe Discount text box, enter the discount for early payment.

6 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 o text
boxes, except in the Job text box, and re-save the record.

&nd thenre-

dit trail.

When the invoice contains an incorrect job number, ledger account, or amount, void the i
enter it with the correct information. By voiding and re-entering the invoice, you create

There are also circumstances when you cannot void the original record. For e
invoice that has been applied in full, or an invoice posted to period 0. Becau
transactions, it is necessary to enter an adjusting invoice.

) cannot void a credit
cafhot void these types of

Before voiding an invoice, reverse all the payments posted toit. You ¢ t@nter the invoice correctly and
reapply the payments. %

You can void a receivable invoice with an assigned status of 1 , 2-Review, or 3-Dispute.

When voiding an invoice that contains discretionary tax%% Contractor also voids the tax amount. If

the voided invoice reduces the discretionary taxes bel illing maximum, Sage 100 Contractor continues

to calculate the discretionary taxes until the tax m

To void a receivable invoice 6

1 Open 3-2 Receivable Invoices/Credit:

2 Using the data control, select the re Q

3 If an amount appears in the P&i @)X revers \&nents

4 Onthe Edit menu, click Vo @
ed on co&a

Creating invoic ct balances

You can create ar c invoice for sed on the amount of work completed. Using the original
contract amount o ew contra and the amount you have invoiced to date, Sage 100 Contractor
determmgs t lance remaini contract.

he contract that is completed, Sage 100 Contractor computes the
ilar to progress billing, but does not provide a detailed breakdown by cost

Whepy, the p

a @ his metho

f progress. lps ¢the invoice contains a single line describing the percentage of work completed
invoice amo%hls method of billing is best suited for subcontractors.

To create e based on the contract balance
1 Open %vable Invoices/Credits.
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2 Entertheinvoice.
3 On the 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 invoi ly 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 cIiei es a prepayment on a job, or
overpays an invoice. In either case, it is necessary to reduce the acc% eivable.
b

retains status 1-Open until you apply it against other invoices i -3-1 Cash Receipts window. After you

have applied the credit balance to other invoices, Sage or assigns the credit invoice status 4-
Paid.
e tim

You can also apply a credit invoice to an invoice a ime'you save the record. If the invoice is fully paid by
means of the credit invoice, Sage 100 ContractgpelaNges the stays of the invoice to 4-Paid. If the invoice
still has a balance after applying the credit, the status is %nged. Likewise, if the entire amount of
the credit is applied, the status of the credjiinvoiC€ changes {g- 'If a credit invoice still has a balance
after applying it to an invoice, the statusegf tigcredit invoi %ns unchanged. You can then apply the
remaining credit invoice balance ’to OG ices in tHe 3%¢-1 h Receipts window.

Recalculating invoi \ creditsg\}
After making changes, you& alculate th&

When you save a credit invoice, Sage 100 Contractor reduces @ ance. However, the credit invoice

als.
To calculate the balagc the Optio nu, click Calculate.
About re ivaée credit@
credit invoice after applying it to an invoice. If you apply a credit invoice
% usting invoice entries to correct the error.

TN wri invoice, ma

ituations ¢ L%se you to enter a credit invoice. Suppose a client provides a prepayment on a job, or
overpays an invgi ither case, it is necessary to reduce the accounts receivable.

Here are% s to consider:
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+« 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 Inthe Invoice# text box, enter the credit invoice number. %
b Inthe Date text box, enter the date of the invoice. $
¢ Inthe Job text box, enter the job number. &\
d If the job uses phases, enter the phase number in the Phase text bo>O

In the Description text box, enter a brief statement about the m%

- 0

In the Due Date text box, enter the invoice due date
g Inthe Discount Date text box, enter the due date b%@'nent must be received for the discount to

apply.
h Inthe Status list, click the invoice status. \
i Inthe Type list, click the invoice type. O& 6
a Inthe Description cell, enter a bri ment about tr@.
b In the Quantity cell, enterthe ? ms &1 Ive amount.
¢ Inthe Price cell, enterthe |ngle| \
d Inthe Account cell, e dger acc @7
4 Repeat step 3 forea
5 Onthe File me u

3 Inthe grid, do the following:

Y -

You can also y a credlt invoice gandnvoice at the time you save the record. If the invoice is fully paid by
means ofet |nv0|ce Sa g ontractor changes the status of the invoice to 4-Paid. If the invoice
i redit, the invoice status is not changed. Likewise, if the entire amount of

st|II as }
lied, the s @ f the credit invoice changes to 4-Paid. If a credit invoice still has a balance
mg it to an invoicene status of the credit invoice remains unchanged. You can then apply the
rem |ng credit mv%alance to other invoices in the 3-3-1 Cash Receipts window

To enter a cr voice and apply it to an invoice
1 Open ?%wable Invoices/Credits.
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2 Do the following:
a Inthe 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.

= 0®o o O T

In the Reference# text box, enter the receivable invoice number to which you want to apply the credit.
In the Due Date text box, enter the invoice due date.
In the Discount Date text box, enter the due date by which must be received for the discoui: to apply.

> @

i Inthe Status list, enter the invoice status.

j Inthe Type list, enter the invoice type. K
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. 6

4 Repeat step 3 for each item. @
5 On the File menu, click Save.

About statements

Note: If you have purchased the Service Re % blés Add-on ule, invoices from Service
Receivables are also included on the Client act Statem

A statement summarizes the activit nices, payme& t invoices, and holdbacks for a job.

Statements help keep clients informgg he financi fora job. It is a good idea to print the

statements at the end of each 0 send the, clients.
g

When printing a statement ¢%a 0 Contra atically generates a receivable invoice using the
finance rate from the jo The statement 8gly includes the finance amount in the statement if the

Calculate Finance check bo: been selected. Service receivable finance charge invoices,
however, are bas%h Inance ra @ for client in 3-6 Receivable Clients.

You can cre he finance char nting the statements, or you can click the Preview report on
screen bt %view it befo@ting it. You can also print a single statement for a client with whom you
hav \ contrag £ nt Contract Statement lists the invoices by job and provides the total
&%@;maining bf each invoice.

S
\(\’0
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About Accounts Receivable Holdbacks

Many job contracts include holdback. When you create a receivable invoice, Sage 100 Contractor retains a
holdback at the rate specified in the job file. If you do not set up a default rate in the job file, you can withhold a
flat amount on each individual invoice.

Posting an invoice declares the gross amount of the invoice as income. However, a percentage of the gross
amount is retained as a holdback, so the client is actually billed for the net amount (gross invoice amount —
holdback = net invoice amount). Therefore, the holdback is already declared as 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, it is not necessary to create a new invoice. The holdback
has already been declared income, so you only need to release the holdback that has been retaj @' oucan
release the holdback on each invoice individually, or you can release the holdback for the enfife Wogt one
time. Having released the holdback, you can then send the client a statement reflecting %unt that is due

your company
Cash Receipts and Electronic Receipts @

About cash receipts

In the 3-3-1 Cash Receipts window, you can enter payments for inv@discounts for early payment of
invoices, and overpayments. You can also reverse payments uﬁhi indow.

If you have a merchant account with Sage Payment Solyti an use the 3-3-2 Electronic Receipts

includes a credit invoice, you enter
*

Entering overpayments E\

When a client pays more t tal balanc r@/oice, you can enter the additional money as an
overpayment. The tota% of the Paid andWRiscount cells must equal the amount in the Balance cell

before Sage 100 Co rBllows you t er the overpayment. When you save the cash receipts, Sage 100
Contractor reduceg,th§job balance by tfiganunt of the overpayment. In addition, the invoice now carries a
negative balance and &ets as a cre ICe

Suppose forms you t is going on vacation for a few weeks. The client wants to make sure you
havee ey to dlng while he is gone, so instead of paying the $5,000 he was billed, he

W Forthe inv ter $5,000 in the Paid cell and $5,000 in the Overpayment cell. After saving
acti®ns, the i |nv e now*carries a —$5,000 balance. The next time you invoice the client, you can apply

thec

‘(\
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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 you have a merchant account with Sage Payment Solutions, you can use the 3-3-2 EI%& Receipts

If the reversal is for a credit invoice, you enter a positive amount in the Paid column.

About electronic receipts

window to enter credit card payments electronically for your clients.

Note: Before you can process electronic receipts, you must enter your S & nt Solutions
merchant ID and merchant key, as well as the general ledger account ass t ith your merchant

account, on the Electronic Receipts Setup tab in the 7-1 Company I@l window.

Processing electronic receipts is very similar to processing cash rec@sing the 3-3-1 Cash Receipts
window, with a few notable differences:

# You process an electronic receipt for one client at i:n@erefore:

+ You need to enter only the Client number irx ns&ction header.

+ Youdisplay invoices for the selected c& grid
« If you use the company option to storeg ormation INthe Sage Exchange Vault:
+ You can select Save payment info ion to sav
transaction and client securWe Sage Exch
+ If you processed a pay e clien ;* %
method as before. X \
If you processed t for the cI| V|ously and you also saved the client's payment
information in t fyou can s Iast credit card. If you select this option, when you
click Proce ost the credlt d details stored in the vault for this customer appear on the
Sage Ex tegratlon . You can change the credit card information on the Sage
aé&creen

nt information that you enter for a

you can choose to use the same payment

Exch

+ Rathgethan clicking Sa e receipt transactions, you use the following icons or Options menu

click Pr: Post to process a receipt electronically through Sage Payment Solutions,
where it will be S|ted to your bank account, and post the transaction to your Sage 100

Contrac%neral Ledger.
= Yo t to post a transaction to your Sage 100 Contractor general ledger that you entered
% ough the Sage Virtual Terminal or using another payment processing service.
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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 t r@ure you
%a

have enough money to continue building while he is gone, so instead of paying the $5,000 h ed, he
pays $10,000. For the invoice, enter $5,000 in the Paid cell and $5,000 in the Overpay After saving
transactions, the invoice now carries a —$5,000 balance. The next time you invoice theycli ou can apply
the credit.

Applying discounts X\'

Sometimes clients receive a discount for early payment. Sage 100 Contr omatically determines
whether a discount is available based on the due date you indicated opftheSaudice. When a discount is
available, it is shown in the Discount Available text box. If adiscou t available, you can still apply a

discount to an invoice.
About Sage Payment Solutions @

Using Sage Payment Solutions with Sage 100 Co ra@ you time, helps you get paid faster, and
. Si

eliminates the need to enter payment information {§gce ly enter your customer's card payment details
once in Sage 100 Contractor, and the payment wi rocessed #g Sage 100 Contractor and Sage Payment
Solutions, in one easy step.

ation in your database. Sage Exchange

transactions without storing your cust nsitivgc i
transmits credit card details thrwgh@ conne% age Payment Solutions, where they are stored in

a PCl-compliant vault, protectin exposure compliance penalties and credit card fraud.

With the integration between Sage 100 %tor and Sage Solutions, you can process credit card

card programs, merchal advances and s, non-profit and healthcare payment solutions, and more.

To learn more abo%r yment So?visit http://na.sage.com/us/sage-payment-solutions.
Electronic receip ocessin@ low

In addition to providing integ yment prc& Sage Payment Solutions also offers gift and loyalty

1. Op® Payment s account, linking it to the bank account to which you want to Sage
olutiongt wiunds.
en you have recel our Merchant ID and Merchant Key from Sage Payment Solutions, enter

these credent@ the Electronic Receipts Setup tab in the 7-1 Company Information window. Also

n this tab'®
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= Enter the 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. Usethe 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. Usethe 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.

Jobs s\
About 3-5 Jobs (Accounts Receivable)

When you create a job in the 3-5 Jobs (Accounts Receivable) wind%ge 100 Contractor creates a
record containing job-related information such as important contract dat®€, job financial information, and job-
related contacts. In addition, the 3-5 Jobs (Accounts Receiv indow provides a variety of tools to help
you manage contracts, such as pre-liens and lien releas also create phases or bid items to divide

work into more manageable sections x
Billing information such as the client, job architectSgnginee®or project lender, may also be included as part of
the job record. For example, when you supply the 3 &2ge 100 Contractor includes the client

information on invoices printed for that job. If ya Im de the arc or engineer’'s name in the job record
when using progress or unitary billing, Sage 100 @sfitractor us ormation when creating a progress or
unitary bill. If you include the lender, Sa Contractor us@ ender information when creating a loan
draw document. You can also set JO ecurity foge j

You may manage all your jobs d|r your Pr t k Center. You may also create a desktop
shortcut to Project Work Ce place it on 100 Contractor Desktop. This gives you the
power to access all your jO data from

Phases

Note: Job phases, |! contrast toQif itkms, affect estimates and some billing items and follow through the
entire job.
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= Job schedules

+ The job budget

= All document control

= Purchase orders

= Subcontracts

+ Change orders

+ Proposals

+ Project management reports and analysis

+ Job costs

+ Change orders @
+« Payables K
= Billing @
Phases organize jobs and can represent different sections of a job, such as K ildings or lots. You can
I

also use phases to distinguish different types of work, such as change orde ork. Because phases
flow through the entire job, they do not restrict which billing methods you

Suppose a contract is for the construction of five houses. To track co; enefit the entire project, create
a phase for the project costs. Then create a phase for each lot. The lis ases might look like following:

Phase # Description @
100 Project costs Q

200 116 Maple Street &\

300 124 Maple Street O

400 130 Maple Street 6

500 140 Maple Street Q &

600 160 Maple Street ’ \
Phases can include the billi %nt and mo @er The billing amount represents the total amount you
are billing for the phase. ﬁv rking on subdgisions, you can track which model home to build on each lot
by assigning the appro del num 0 each phase.

You can alsoincl nit of meas quantlty measured in each phase. To continue the example above,
the plans provide he total square f g for each house; therefore, enter square feet as the units and the total
square feota he house as
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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 aI@meric

codes, which are required by many projects. &

You can provide overhead and profit rates for each bid item. When you calculate a takeof t time, Sage
100 Contractor applies the appropriate overhead and profit rates to the extended costs ie ASsemblies and
parts listed under each bid item. You can update or change the overhead and profit r. rom the Bid Items
window at any time. \

Examples of bid items &

Some jobs require contractors to use bid items as a means of breakin sts into different categories.
Bid items can vary greatly from job to job. Some jobs might only use id items, while others might use

well over 100 bid items.

The following example illustrates a short list of bid items%@r of a water system:
Row Item# Item Code Description &\

1 0 None 1—Base Bid

1000 Tieinto 8” wa@in 6
2000 6 watQ @
3000 o ‘ \K
5000 % ydrant Q\
6000 K ater servi eter
Some jobs require a e ensive |IS tems The following example illustrates a more comprehensive
list for the const of an elemen a hool:
Row I;e tem Code tion

NoneQ Base Bid
& General requirements

2000 Rough grading/utilities

% Site concrete

o o~ W DN

56 Sage 100 Contractor



Contents

Row Item# Item Code Description

5 5000 Paving

6 6000 Landscaping

7 7000 Foundation slabs
8 8000 Wood framing

9 9000 Insulation

Paygroups for Jobs

Companies that work different prevailing-wage jobs at the same time can use paygroups to ma e wage
and benefit requirements for each job. For each prevailing-wage job, you can set up a table ps and
employee positions.

When you enter a job number on a timecard, Sage 100 Contractor looks at the job recoly t§gdetermine if it

contains a table of paygroups. Sage 100 Contractor then compares the employee, n number from the
employee record with the position number assigned to each paygroup in the j C When Sage 100
Contractor matches the employee’s position with a position assigned to a pa it inserts the paygroup in

the timecard line. Q
Because Sage 100 Contractor uses employee positions to determine@ ect paygroup, it is important to

assign a different employee position to each paygroup in the table. Othegsfise, Sage 100 Contractor uses the
first paygroup it finds with the correct position, ignoring other p@lps that contain the same employee

position.
In some companies, employees perform different type@verthe course of a job, and a single
paygroup cannot cover the different wages and b its pAg@based on the type of work performed. Therefore,

it is necessary to set up the list of job-specific pa s differen

Receivable Clients
Q)reinfo

Use the 3-6 Receivable Clients winge st ﬁ%t past, current, and future clients as well as
manage the sales process and t %v related is elp manage sales, you can keep track of
referrals, appointments, and ¢ do eep track of when you last mailed a brochure to a

tes. You
client. In addition, youcan s stomized li t@ovide information about the lead source, region,
company size, and to whicignaiffig list they & n assigned.

You can also set acli @rd "Inactiv, nsure that no further entries are processed for the client.
rﬁ&

Using information f he client da®‘I ®you can create all kinds of client-related documents and reports.
For example Greeting text ich you can enter a personalized greeting such as the owner’s
nickname, %s awaytop lize documents. When creating the form design, you can insert a field
repr e Informal reeting text box. Then when you print the document, Sage 100

traqior reéplaces the fiel the information from the Greeting text box.

\(\’b
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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.

Progress Billing

About progress billing for jobs
Qpllcatlon

The 3-7 Progress Billing window provides a system for creating progress billings, with ea
building on the previous submitted application for a job. Then under each job, Sage 100 0% or assigns

each application its own application number.
Creating a progress bill requires that you provide some basic information in the P%Billing Setup

window. You can provide the name of the architect and the architect’s job n e project, as well as
the income posting account, holdback rates, and a maximum for holdback.

select several ways to automatically update the cost information fro cost records. When you select
the Percent from Costs option, Sage 100 Contractor displays the act b costs and calculates the percent
of work completed by comparing the job costs against the bud u can instead select either the From
Cost Amounts or From Billing Amounts option to displ amounts for each cost code.

To create an application, import the cost codes or divisions from thejog’ t or proposal. You can then
'9)e

When you create an application, Sage 100 Contractor & it status 1-Open. After you have submitted the
application, submit the record in Sage 100 Contra by ing the Submit button. Sage 100 Contractor
then changes the application’s status to 2-Submi When the
the Post button. Sage 100 Contractor creates i i
application’s status to 3-Posted. WWhen you wa reate the né lication, click the Next button. Sage
100 Contractor assigns the posted appl status 4-CIo es the costs from the Current Quantity

column to the Previous Quantity col antradvange g er in the Application# text box.
ﬁb e

You can also update the costs o? ge work t ss bill. You can either incorporate the changes
to the costs in the cost codes % ns, orincl taI amount of the change order as a separate line

item. K

Rilling is approved, post the billing by clicking
Aghe general ledger, and then changes the

Loan Draw @Oests

About Io draw req

The -8 w Re ue - w provides a system for creating loan draw applications. For each job,
te ries of app - s with each new application building on the previous application submitted to

Under each job, S®¥ge 100 Contractor assigns each application its own application number.

select from sev§r, ys to automatically update the cost information from the job cost records. When you

select th%

To create the fw% w application, import the cost codes from the job’s budget or proposal. You can then

om 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 chang rk to the
loan draw application. You can either incorporate the changes to costs in the individual cost ¢ include
the total amount of the change order as a separate line item. {

Unitary .BiIIin?. | 0\\'$

About unitary billing for jobs

With certain types of work, it is more difficult to estimate the amount of w cessary to complete the job.
For example, with grading or excavation work it proves easier for a ¢ o bill for the number of units of
earth moved. The Unitary Billing window provides a system for crea series of unit-based applications,

with each new application building on the previous application f@
Creating a unitary bill requires that you provide some bagj onin the Unitary Billing Setup window.
You can provide the name of the architect and the arc number for the project, as well as the income

posting account, and the holdback rate.
To create an application, import the bid items f job’s unitarffyoroposal. You can then enter the number of
units of work completed. If change orders are is you can aI r the units of change. When you
calculate the application, Sage 100 Contragtor det€rmines th ount based on the units of change and
the units of work completed.

¢
When you create an application,‘Sa V) ontract% it status 1-Open. After you have submitted the

application, submit the record i 0 Contrac king the Submit button. Sage 100 Contractor
then changes the apphcatlon o] 2-Subm en the billing is approved, post the billing by clicking
the Post button. Sage 100 or creates e, posts it to the general ledger, and then changes the

application’s status to When you wa o create the next application, click the Next button. Sage
100 Contractor assig sted applj status 4-Closed, moves the costs from the Current Quantity
column to the Prew antlty (ofo) and advances the number in the Application# text box.

Ti me’ ateria

nfne and rmlals billing
You bill client %)st-plus basis, which is the cost for time and materials plus overhead and profit.
Sage 100 Contr@ s the job cost records as the basis for the billing amounts on the time and materials

(T&M) in@b
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When setting up a job for T&M billing, you can:
« 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 ho over the
costs of ownership, maintenance, and mobilization. At a job site, you only use the backh o ne hour.
When you allocate the equipment use, Sage 100 Contractor bills the client for three ho, ad of one.

Consider the following additional points:

« |f equipment records contain rental billing rates, Sage 100 Contract he job cost with the
rental billing rate in the Billing Amount text box and with the Ov heck box selected. The
program uses this amount when calculating the T&M Invoices e@n Equipment Rate table is
selected forthe T & M job.

+ If youwant to use the T & M Equipment Rate table youmust &fner: (1) clear the Override check
box on the job cost record and exclude billing rates fro@equipment record before the job cost
records are created; or (2) enter the job cost rec% nto 6-3 Job Cost record.

+ If equipment records do not contain billing ate& you calculate the T & M invoices, Sage 100
Contractor replaces the billing amount witgshe rat®from the Equipment Rate table. If an
Equipment Rate table is not assigned tg AT &M job, e 100 Contractor replaces the billing
amount with the cost plus hidden mark

Recurring Receivableso \KQ

About recurring recej

You use the 3-11 Recurri ables M@et up recurring transactions for receivable invoices that

you post regularly the s z
You can set up an on that yougostgna regular basis for the same amount as a recurring
transaction. You c nseta re prompt users in a specific security group when it is time to post
recurring trangactions.

*

ntrol th ecurring transactions to the general ledger. Sage 100 Contractor does
ically post re g transactions.

posting % termine when to post a recurring transaction. After you post a recurring transaction,

Sage 100 Cont vances the posting date based on the cycle assigned to the transaction.
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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.
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Chapter 5: Accounts Payable

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, ien
waivers for payable invoices and apply credit invoices to invoices. For more informK

+ 4-4 Vendors (Accounts Payable)—You can access to vendor information for nvoices,
T5018 balances, ordering materials, and subcontract management. Create a cord for each
business that sends you invoices and each business to which you owe mo r make regular

payments. For more information, see x
+ 4-5 Vendor T5018 Forms—The program tracks and maintains bal % the T5018 form reports.

Including the vendor number on a vendor cheque or general Iedgﬁ , increases the T5018
balance for that vendor. Voiding the cheque, decreases the T, nce by the cheque amount for
that vendor.

+ 4-6 Recurring Payables—You can set up recurring p transactions that have a consistent
amount from invoice to invoice and post them on a r Basis. This feature allows you to retain
complete control of when to post transactions %

& ccounting to manage your business credit
ures include setting up accounts, entering receipts,

ard bill.

« 4-7 Credit Card Management—You ca
cards as part of your regular accounting.

accounts payable system that is fully in§
costing, and inventory functions. Fo

invoice entry in one step. The pd; tically fills in and performs job costing to ensure
that you're not overcharged or ggse

bice wind x
& items tha& not approved.
The system automatically p@st urring invaie xpenses such as rent, loan payments, and vehicle
purchases. You can tr ers’ Compensati§y, liability insurance, and license expiration dates of

subcontractors. You vén track indj | subcontracts, enabling you to manage holdback and prevent
payment in case t% adispute.

tractor, anage payable invoices with an
gd with purc @ers, subcontracts, change orders, job
chase order number to complete your

You can sel rom a wide vari

que and voucher formats or create your own. Choose multiple
cheque s? ecial chequ

s tolist all invoices paid and automatically generate lien releases with
che chers. Y partial payments and designate multiple payees on any invoice, and then
V. %ﬁe which cre pply to a payment prior to running cheques. You can run aging reports “as of”
d oPany prior pgeod to match financials even after the period has been closed. The extensive reporting
optio include co %e reports and T5018 forms.

Most busine redit cards for purchases and payments and Sage 100 Contractor helps you manage
your cred@ ounts. You can create and edit card issuer accounts and then and manage your receipts
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and charges. Then you can follow those tasks with reconciling your statements and monitoring your
payments.

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 manag h
invoices. Secondary payees are most often involved with subcontractor invoices because t vV
subvendor suppliers who have lien rights to the project. It is critical to ensure that these s % get paid.
The use of two-party cheques provides this assurance.

A number of other features enhance record entry. When you select the Manufactur ails option, Sage
100 Contractor includes the manufacturer's name and part number in the de m each part. To help
manage inventory, select the Allow Freight/Variance option to post vananX terial or freight costs.
When you have finished entering records, use the batch list to verify the i tals against the actual
invoice totals. l'@

Use the Remove Paid/Void Invoices option to remove paid or voide@ices that meet the following

criteria: @
+ The status is Paid or Void.

+ The invoice does not have a job number. ®

+ Associated payments have been posted rto the current year.

About payable credits O

There are many circumstances when y t have to d|t invoice. Suppose you return materials to
a vendor. With the retumn of the mat s necess e the accounts payable.

When you save a credit invoic Contrac s the vendor balance. However, the credit
invoice retains status 1-0p apply it 3 er invoices in the Vendor Payments window. After
you have applied the credlt lana€'to other i |n age 100 Contractor assigns the credit invoice status 4-
Paid.

You can also appl%e nvoice to a@e at the time you save the record. If the invoice is fully paid by
means of the credit ice, Sage 1 actor changes the status of the invoice to 4-Paid. If the invoice

t, the invoice status is not changed. Likewise, if the entire amount of
credit invoice changes to 4-Paid. If a credit invoice still has a balance
atus of the credit invoice remains unchanged. You can then apply the
to other invoices in the Vendor Payments window.

still has b after applyin
the cred|t | , the status
after oanin

c d|t invoice ba

reverse a credit invoice after applying it to an invoice. If you have applied a credit

invoice to the invoice, make reversing entries to correct the error.
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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
use WIP accounting.

roceeding to

Contractors who own and develop projects sometimes use a different meth unting than those who
develop projects for a client. When a contractor is involved in speculative@ okkeepers or accountants
often use work-in-progress (WIP) accounting. Because the company e project is performing the
work, the company cannot expense the costs incurred during improv% of the property. While

improvements do not generate income, they increase the value @ej asSet.

In WIP accounting, when you improve the property the
the asset range of the general ledger. Liabilities, such

sale of the property. Upon completion and sale of Q

are posted to WIP accounts, located in
s, $ost to the standard liability accounts until the
he expenses and income are declared.

Important!

marked Post expenses to WI account, ot post to a direct expense account. A
message appears: WIP P not = s S. You must correct your posting before you

» If you have turned on the WIP V catlon for job C@Qre posting job costs to ajob that is
a

cansave. \

» Ifyouhavetumnedo Verificati jO costs and are posting job costs to a WIP (Asset)
ledger account for t is marke or t expenses to WIP asset account, a message
appears: WIP is not = to jOb sts. You must correct your posting before you can save.

When you create accounts folNg sp@culative project, designate at least one WIP account in the
assetrange. It is far e common r, to establish a ledger account for each cost type such as labour,
matenals or, ment The pri ger account structures supplied with Sage 100 Contractor include
WIP acco f our compan rking on several speculative projects, set up subsidiary accounts using
the j as the s count number.

ut'perce e complete accounting

Using percenta ete accounting, also referred to as over/under billing, you declare income during the
period th% , determined by the percentage of work completed. The percentage complete accounting
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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.

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 eamned, 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&J ed for
$150,000. With $50,000 in costs at the time of billing, the project is 50% complete. The r has
therefore earned 50% of the contracted amount, which is $75,000. As the contractor h eviously billed
anything for the project, there are no billed invoices to deduct from the earnings. Th ting $75,000 WIP
adjustment is posted in the 1-3 Journal Transactions window.

an&%an Under Billing account is
y account is set up in the
adjustment, post a journal
transaction. If the WIP adjustment is a positive amount, debit the rece account and credit the income
account. If the WIP adjustment is a negative amount, credit th(—‘®able account and debit the income

Usually an Over Billing account is set up in the Payable range of accoun

account.

Note: Some companies reverse the WIP adjust e&ssubsequent fiscal period.

Vendor Payments O 6

About vendor payments Q . @
This section of Sage 100 Contraﬁ@es 4-31 % oices to Pay and 4-3-2 Pay Vendors. Using
; e

these windows, you can selec S to pay or p# ues, vouchers, lien waivers, or use

ACH payments for payable . Youcan ply credit invoices to invoices.

You can open 4-3-1 Se ices to Pay win¥w, and then using the Invoices Selection window, set the
criteria by which tcﬁ tejthe windov@ith invoices.

After opening the 4-3-2@ay Vendo@ W, you can use the Payeecheck boxes to select vendors to pay.
The invoiges%otaled by ven

Youga N eral re i from text links on the window:

& SettoPay R

Print cheq mittals

« Print Ii@ers
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Using the Pay By box, you can select to pay by:
+« Cheque
= Voucher
« Credit Card
+« EFT Payment

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 y@
+ Under Selection Criteria: Vendor, Job, Due Date, Disc. Date

+ Under Pay Options: Exclude Vendors with Overdue Certificates $®
+ Under Sort: Record#, Vendor, Job, Vendor/Job \

+ Under Status: Open, Review, Dispute &

+ Under Sort By: Number, Name O

+ Under Display: All Invoices, Job Invoices Only 6

Notes:
+ Save a specific combination of criteria by clic aults > Save.

« If you do not select any criteria, the proggams s all Open invoices.

About 4-3-1 Select Invoices to I@

When you open 4-3-1 Select Invoices tg , the program @/ he Invoice Selection window first with
the primary window in the backgroundld Mg alfows yoy t‘ﬁ riteria by which you will select invoices.

After you select the criteria and ol the progra% tes the 4-3-1 Select Invoices to Pay window

with invoices.

The window contains five t@oviding to&rking with the selected invoices.

When you click:
« Open—Agsidps he status o n ® selected invoices.
+ Revigw—Assigns the stat iew to selected invoices.

. 3 s selected ir@ to pay their full default amount.
y—Remc@ set to pay amount for the selected invoices.
. st—Sets%:te invoices to pay with a discount, even if they are past the discount date.

A\
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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. ake the

discount, select the invoice, and click the Past button instead of the Pay button.
Important! ;

+ You must save your changes in order for the program to recognize the Set mount.

« If vendors’ certificates are expired, invoices will not appear unless Exclude
Vendors with Overdue Certificates check box on the Invoice %ﬂl indow.

« If you select Exclude Vendors with Overdue Certificates a dicated Yes in the Stop
Pay text box in the Certificates window in 4-4 Vendors (A ayable), the program
excludes the vendors from the invoice selection in 4-3-1 S%nvoices to Pay.

About 4-3-2 Pay Vendors @

Using the 4-3-2 Pay Vendors window, you can print cma vouchers, and lien waivers for payable
invoices. You can also pay by EFT payment or pri%o r cheques.
In addition to printing regular, single-party cheq can print &Y

When working with secondary payees, the grid ys the secq
along with the word “and.” This is similar tg

When you open the 4-3-2 Pay Vend .@ dow after'et& gices to pay using 4-3-1 Set Invoices to
S

Pay, the selected vendors appefr,i area. x elect a vendor using the Payee check box, the
x Selecte ment box. Then you select a method of payment.

-party cheques with a secondary payee.
payee name appended to the vendor,
6 on the printed cheque.

program displays the amount i

You can pay by cheque, vo edit card, o yment. You can click the Change the posting
period button in the top ri 0 nge the po&{in 1od.
Printing Reports: ivers Q
The window display ee text link
s Bri to Pay Rep, ns the 4-3-1 Report Printing window with the 21-Set to Pay Report
ew :
rikt Cheque @ﬁals - Opens the 4-3-2 Report Printing window with the 21-Cheque
ansmittal/Report Selected.

ifers—Opens the 4-3-3 Report Printing window with the 21-Lien Waiver selected.
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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. @

P\

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 Invoice ear in the grid area.
2 Click the Select All button, or alternatively select vendors individually. K

4 Click OK.

a If you are paying by cheque, on the 4-3-5 Report Printin ow, select the Report Form that suits
your business. Your choices are 21-Open Stub, 22-F Stub, and 23-No Job Stub. Then click
the Print records icon.

When you print cheques, Sage 100 Contractg crx& ger transactions. You can also specify the
sorting of the invoices on your cheque stub. Sggect the®option to sort the invoices in the 4-3-5 Report

Printing window. Sage 100 Contractor pri Qinvoice nuigbers on the cheque stub; however,
pd to print al invoices. You can print additional

sometimes more than one cheque stub is
e printin oices. In the Report Printing window,
select the Multiple Cheques che
b If you are paying by vouche o] Rep ﬂng window, select the appropriate Report Form
and click the Print records |
¢ If you are paying by cre; |% e prog yS the Credit Card Selection window. Specify a
Card Issuer Accoun t Card, a&  a Trans Date, and click OK.

About vendg ent re;@

The 4-3-2 P endors window pr text links to these reports.

\(\’b

3 Click the Pay By drop-down arrow, and select either to pay by che % gher, or credit card.

cheque stubs with void cheques to complett
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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. K

Leave the box blank if you do not need to set a minimum number of inv i@
references.

When you print the Cheque Transmittal Report, Sage 100
determines which cheques meet the minimum and prints a r ach.

Print lien Displays the lien waiver information for the contractor for @ e orinvoices
waivers that are set to pay.

Note: The cheque report uses the set-to-pay information; th@, you must print the cheque report

before printing the vendor cheques. %
Lien Waivers and Vouchers s\
About lien waivers

A lien waiver is a document signed by a ctor, subcontr other supplier of goods or services
stating that the supplier has been paid folhe Work pe@or ods supplied and waiving the supplier's

right to file a claim against the prpp

In the 3-5 Jobs (Accounts R

i e) window track the lien waivers that you receive for each job.
You can also print lien waiv,

ndors rec{ ment through the 4-3 Vendor Payments window.

lien waive fore printing payable cheques or vouchers. You can also save
Ile and reprilf\it |2%r.

Important! You
the lien waivera%

Printing li ivers
Yo int4en waive ntractors to sign upon receipt of payment. The waiver details the invoices,
ipgoicegalafces, and amol id. The generic text can be modified so that the lien waiver complies with

oyorovihcial requi@ts.

70 Sage 100 Contractor



Contents

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 '@text link,
Print Lien Waivers.

form, and set the criteria.

7. On the toolbar, click one of the printing options, such as the Print rec%
Paying by vouchers

Lending institutions use vouchers to control the job expenditures of a or's speculative work. When
you are ready to pay materials suppliers and subcontractors, print an the vouchers to the lender. The
lender then pays the vendors based on the amounts indicated vouchers.

6. On the 4-3-3 Report Printing window on the Report Criteria tab, select t@er, report
o)

Because the lender is making the payments, vouchers 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. Q
Invoices that you have selected using 4- t Invoic appear in the grid area.

Click the Select All button, or altégately select @dlwdually.

2.

3. Click the Pay By drop-dovn a d selec% oucher.

4. Click [Pay Vendors].

5. Onthe4-3-5 Report wmdow appropriate Report Form and click the Print records
icon.

6.

Entera tran% ecord the bursement.
7. Select the [Update T5018 B@e check box to add the voucher to the T5018 balances when printing
voych

‘Q

voucher: ork like cheques in that you can print vouchers to paper. The program displays these
?‘E hers, Post vouchers through voucher#, or Do not post any vouchers.
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Vendors (Accounts Payable)

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, invoices, and payments. 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 ve atibase,
but not someone from whom you get invoices. Flagging a vendor as “internal” causes the m 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 2@ olved with projects
that you work on, but you are not the one contracting with them because yo 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 @ or generic tile subcontractor.
You might want to use that entity for putting a “type” of vendor on partg1Qsg ating and bid request reasons.

About vendor certificates and expiration S

other required certificates and licenses. When you ent ificate or license, always enter an expiration

date. If you do not have a date, enter one that is olipu ired such as 01/01/1980. Later, you can
determine which vendors have insurance or Iicené at have expired.

You can track the expiration dates for Workers’ CompenSgfiomyliability insurance, contractor’s licenses, and
i

hat the Workers’ Compensation

You can control whether you rec%j&

can also stop payment to a ve% ifi z ised.
When selecting vendor inv% payment, & xclude vendors with expired licenses. You can also

nd to vendors expired licenses, requesting the new expiration dates to

print documents that y
update your records. nyou do not ates for vendors such as lending institutions, leave the text
boxes blank.

@d expiration dates

Reportg o dor certifi

which vendors have current and/or expired certificates. How?

+ ¥¢-1-1-41 Insuranc port
4-1-1-42 In@ce Report~by Vendor Type

+ 411 @rance Report~Alpha

Youga ance r
1
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+ 4-1-1-46 Insurance Report~with Notes
+ 4-1-1-47 Insurance Report~by Vendor Type; with Notes
+ 4-1-1-48 Insurance Report~Alpha; with Notes

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). K@
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 chargin & tractor.
5. Onthe File menu, click Save. g&
6. Open 1-8 General Ledger Setup. O
7. Onthe Payables tab, enter the ledger account to which you are g the charge to subcontractors in
the Workers’ Compensation box.
8. Onthe File menu, click Save. @
Tip: The credit does not appear on the WorkersgCom tion report, which only uses data from payroll
records. To track and report the costs, create a rate Workers’ Compensation ledger account.

O

Secondary Payees
The Secondary Payees window pro 'y to adg sﬁ/@ payees to invoices. Secondary payees are

most often involved with subcor#rad oices be have subvendor suppliers who have lien rights
to the project. It is critical to engyyre ese suppli aid. The use of two-party cheques provides this
assurance. % %

There are several ways the secondary%ees. You can do so when you enter a new subcontractor’s
invoice in the 4-2 Pa voices/Cr window by entering the name and amount payable to each
supplierin the Secé ayees win%u can also add one or more secondary payees to existing
vendor invoices.

You will i%n looking at condary Payees window that it has three main parts: the grid, the

L o
A\
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Grid Columns Description

ﬁ:;gzdary 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(@o the

grid columns for the vendor on the invoice. 2

ly to the vendor.

Vendor Line Description

Vendor Name | Displays the vendor name and the invoice information that

The amount is reduced as entry is made in the Amount ¢
the vendor receives whatever funds remain after the se

e grid. In other words,

Amount ayee(s) are paid.

Paid The total amount of payment that has been made di to the vendor.

changes.

ToPa The amount scheduled for payment %e vendor. This text box allows you to enter
y or edit the amount.

The totals line appears under the double line an x the entiri gvoice. The To Pay total reflects the sum

Balance The Amount minus the Paid. It is likewise a@d whenever the Amount on this line

of all To Pay amounts on this window. Upon S is sent bag @ corresponding field at the bottom of

the 4-2 Payable Invoices/Credits win @
Holdback values are not reflected o Q)W Holeb s entered on 4-2 Payable Invoices/Credits

is held against the vendor's balatige @ annot ho of the invoice holdback against a secondary
payee. However, you can pay N e chequ emaining 10% on a later cheque.

Discounts are not reflect creen Th plied against the vendor’s balance. You cannot apply a
portion of the invoice’ s against the balahge of a secondary payee.

After saving the i |n ol n the Sec@Payees window and subsequently the 4-2 Payable
Inv0|celered|ts w, the nex could be to print and post the cheques using the 4-3 Vendor

Payments ow. You will notj e single invoice appears in the grid as multiple lines with the second
under the v@s portion. When you sort the grid, these lines stay together.

payee lin Xﬂ
ple. Su u subcontracted the electrical work on the construction of a home. Upon
of the job, u ntractor sends an $8,500 invoice, the amount of the contract. The invoice lists
thre uppllers and ociated costs: a materials supplier—$2,000; a lighting supplie—$1,500; and an
equipment sup ackhoe to perform ground work—$300. To ensure that each of the subcontractor's

suppliers i % an print a two-party cheque for each supplier.
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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 bee@e.

+ You can remove secondary payees as long as no payments have been made.

Entering payable invoices that include secondary paye

In your contracting work, you receive a payable invoice from a new vendor f woOrk. Part of the invoice is
to be paid as a two-party cheque to one of their suppliers. Use the foIIowin@ dure to handle this situation.

Notes:
+ You must manually click the Wk/Comp button for the reco@alculate the vendor's workers'
compensation rate. You can set up the compensati on the Invoice Default tab of 4-4
Vendors (Accounts Payable).

Payable invoice status can be: 1-Open, Z-N ispute, 4-Paid, or 5-Void.
pes

Payable invoices can have two differe

Payable invoices can be saved as: &ve/Set To§y, and Save/Autocost.
To enter a payable invoice that in@ a seconda@yee
N \K

1 Open 4-2 Payable Invoicele“re@

2 Do the following: \ \
a IntheInvoice# box, € %ﬁvoice nur{@
e

der# box enter the purchase order number.

ontract and 2-Memo.

b If theinvoice is for, rcNase order, in th

c Ifthe invoice % contract, iNthe ®ontract# box enter the subcontract number. You can turn on an
option to verify ontract ba ainst the invoice.

d Inthe V% box, entert
e 0oX, ent

& job uses phases, r the phase number in the Phase box.
g Wthe Descri @)x, enter a description.

h In th@te box, enter the date of the invoice.

number.

mber.

Product Overview 75



Contents

i Inthe Due Date box, enter the invoice due date.

j Inthe 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.

k Inthe Shipping# box, enter the shipping tag or ticket number.
I Inthe Reference# box, enter an invoice or credit number to apply this entry to.
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 item.

b Inthe Price cell, enter the price per unit. @

¢ Inthe 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. B d@age 100 Contractor
calculates the discount amount using the rate from the vendor record.

6 Inthe Holdback box, enter the amount of holdback. By default, Sage 1 ractor calculates the
holdback (if applicable) using the rate from the subcontract, which is fo dh 6-7-1 Subcontracts.

7 Click the Secondary Payees button. The Secondary Payees win%)ens.

8 Inthe Second Payee column, enter the name of the second yee.

9 Inthe Amount column, enter the amount payable to t payee.

10 Click the Save toolbar button, which saves your en& d closes the window.

11 If the vendor is set up with a Workers’ Compen3étion rate, and you want it to be calculated with this record,
click the Wk/Comp button.

Important! You have to manually clic Wk/Comp bu ) er for the record to calculate the
vendor's Workers' Compensation rateéY ouan set up { orfers' Compensation rate on the Invoice

Details tab of 4-4 Vendors (&:@ yable)., *
12 In 4-2 Payable |nvoices/c@ lick Save.@e

Adding secondQ%yees to ex¥§ting payable invoices
4

Note: Youcan condary pa long as the amount does not cause the vendor’s balance to
become negative.

In yqur g workqygemetairde and enter a payable invoice from a existing vendor for subcontract work.
Yot eNer save thein hich exists in your database with a record number. Subsequently the

act®informs yagupthat aportion of that invoice should be paid as a two-party cheque to one of the
vena¥gs suppliers. %

Toadd as payee to an existing payable invoice
1 Open tb@ole Invoices/Credits.

e following procedure to handle this situation.
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2 Using the data control, locate and open the existing invoice.

3 Click the Secondary Payees button. The Secondary Payees window opens.
4 Inthe Second Payee column, enter the name of the secondary payee.

5 Inthe Amount column, enter the amount to be paid to the secondary payee.

6 Click the Save toolbar button, which saves your entries and closes the window.

7 Inthe 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 w
be paid with one cheque going to the vendor in addition to a two-party cheque going to

handle this scenario.
To increase the amount payable to a second payee O&
Open 4-2 Payable Invoices/Credits. %

Using the data control, locate and open the existing invoice.
Click the Secondary Payees button. @

1

2

3

4 The Secondary Payees window opens. Q
5 K

6

7

In the Amount column, increase the payable agffount.
Click the Save button.
Open 4-3 Vendor Payments to print and pos@:heques. 6

Decreasing amounts pay secp
Important! The amount to b econda

already paid.

annot be decreased to less than the amount

In your contracting wor@ terand s a payable invoice from a vendor for their work. The invoice is to
be paid with one che ing to the vegdorag addition to a two-party cheque going to one of their suppliers.
The vendor reques mount of the two-party cheque. Use the following procedure to

t you decre
handle this sijgtion.
*
To dec & am e to a second payee
& -2 Payable Invoi redits.

2 thedatac ocate and open the existing invoice.
3 Click the Se Payee button.
4 The Se ayee window opens.
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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 subvendor 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 fagach
supplier in the Secondary Payees window. You can also add one or more secondary payees c@ng
vendor invoices.

You will notice upon looking at the Secondary Payees window that it has three main @grid, the
vendor line, and the totals line.

Grid Columns Description &\

Secondary . :
Payee The name for the second party that will appear on the rty cheque.
Amount The total amount that should be paid on two-party %es to the payee.
Paid The total amount of payment made to this This column is not editable.
The Amount minus the Paid as ¢ e Sage 100 Contractor. This column is not
Balance ]
editable.
The amount scheduled for a tw& aarty chequeg This column allows you to enter or edit the
To Pay é
amount.
The vendor line appears under the grid. T, formation in th ine reflects information related to the

grid columns for the vendor on the inv .

. \
Ly Description \
W L~

\r\/lirrﬁl:r Displays th@&name and the inWgice information that applies directly to the vendor.

The an%/s reduced a is made in the Amount column in the grid. In other words, the
Amount . .
vendor receives whatev@is remain after the secondary payee(s) are paid.

Paid ’@I amount of @ent that has been made directly to the vendor.
e

2

B W Amount he Paid. It is likewise adjusted whenever the Amount on this line changes.
To The amo heduled for payment directly to the vendor. This text box allows you to enter or edit
the a

A\
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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 wi e second
payee lines directly under the vendor's portion. When you sort the grid, these lines stay toget @

completion of the job, the subcontractor sends an $8,500 invoice, the amount of the ¢ he invoice lists
three suppliers and the associated costs: a materials supplier—$2,000; a lighting s 1,500; and an
equipment supplier for a backhoe to perform ground work—$300. To ensure t e subcontractor's
suppliers is paid, you can print a two-party cheque for each supplier.

Here is an example. Suppose you subcontracted the electrical work on the construction @ e. Upon

When you print cheques from the 4-3 Vendor Payments window, Sage 1@ actor prints four cheques
based on the amounts in the Secondary Payees window. A cheque t ontractor and materials
supplier for $2,000; a cheque to the subcontractor and lighting suppli%1 ,500; a cheque to the
subcontractor and equipment supplier for $300; and a cheque to the sub&ntractor for $4,700, which is the
vendor’s portion that is not attributed to a second payee. @

In additional, consider the following points:
+ No information on the Secondary Payee ir&way be edited when the invoice has a status of 4-

Paid or 5-Void.

+ You can add multiple additional secon yees to anfivce.

+ You can change amounts to be to secondary p ong as no payment has been made.

+ You can change the name condary pa g as no payments have been made.

+ You canremove second es as Iong &a ments have been made.
Holdbacks
About acco &/able acks
Many job subcontrac clude hol hen you create a payable invoice, Sage 100 Contractor retains
holdbackg a te specified contract record. If you do not indicate a holdback rate in the
subcontra , you can oI}l a flat amount on each individual invoice.
P, p able mvmc@es the entire amount of the invoice as an expense. However, a percentage of

mount is ned ds holdback, so the client is actually billed for the net amount (gross invoice

amoult — holdback voice amount). Therefore, the holdback is already declared as an expense, but is
not paid out yet ently, Sage 100 Contractor does not include holdback in the invoice aging.

N4
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Invoicing holdbacks on payable invoices

To invoice holdbacks on a payable invoice

1 Open 4-2 Payable Invoices/Credits.

Select Enter Holdback Invoice in the Options menu.
Select a vendor in the Vendor dropdown menu.

Click [Display Invoices].

a A~ ODN

In the top right, select the Invoice All Remaining Holdback option and click [Calculate Invoice
Amounts] to have the holdback remaining amount copied to the Amount to Invoice column for each

invoice,
6 Click [Enter Invoice]. @
7 Inthe 4-2 Payable Invoices/Credits window, do the following:

a Enter an invoice number in the Invoice# field. %
b Enter the due date for the payment in the Due Date field. \
¢ Enter the date when the discount will expire in the Discount Date fiel &

8 Onthe File menu, click Save.

About accounts payable holdbacks

Many job subcontracts include holdback. When you create a p@ invoice, Sage 100 Contractor withholds
holdback at the rate specified in the subcontract record. indicate a holdback rate in the
subcontract record, you can withhold a flat amount on dual invoice.

Posting a payable invoice declares the entire amo of the'invoice as an expense. However, a percentage of

the gross amount is withheld as holdback, so t js actuallyNgilled for the net amount (gross invoice
amount — holdback = net invoice amount). The @ holdback i dy declared as an expense but is not
paid out yet. Consequently, Sage 100 Sor does not in@ ack in the invoice aging.
Batches . Q ¢ K

Batch numbers group together j at you @ Payable Invoices window during a single

session. To verify the accur; e invoices
entered amounts against th&ac invoice a

Sage 100 Contractors@\s a separ. ries of batch numbers for each user name.

When you open a payable invoice age 100 Contractor establishes the next batch number in your
series by de ing the larges mber last used and incrementing it by 1. Sage 100 Contractor
transaction you enter until the window is closed.

assigns i umberto e
\a new re@ can change the batch number. For example, you might want to include an
ice I prior batc ssign a previous batch number to a new invoice, that batch number works for
oice, and th anges back to the new batch number.

After you save @ngnhieice, you cannot change its batch number.

you can display a list of the invoices and compare the
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Changing batch numbers

If you assign a previous batch number to a new invoice, that batch number works for one invoice, and then it
changes back to the new batch number.

To change the batch number
1. Open 4-2 Payable Invoices/Credits.

2. Inthe Batch text box, enter the batch number you want to assign to the invoice.
Viewing batch lists for invoices being entered

To view the batch list for invoices being entered @

1. Open 4-2 Payable Invoices/Credits.

¢ patch you want to view. Then on the

2. Onthe Options menu, click Batch List.

Viewing prior batch lists

Consider the following points before viewing a prior batch list:

+ To view the batch list of another user, select an invoice fzom th
Options menu, click Batch List.

To view a prior batch list

3. Onthe Options menu, click Batch List.

1. Open 4-2 Payable Invoices/Credits. &
2. Inthe Batch text box, enter the number o @ you waEto view.
About batch totals Q \@

Batch numbers group together i |n t you ent ayable Invoices window during a single
session. To verify the accura |nv0|ces e u can display a list of the invoices and compare the
entered amounts against t nvoice am

Sage 100 Contractor a separate serie f batch numbers for each user name.

When you open a%ee Invoice wi Sage 100 Contractor establishes the next batch number in your
series by determining largest b ber last used and incrementing it by 1. Sage 100 Contractor
assigns me numberto e nsaction you enter until the window is closed.

new re change the batch number. For example, you might want to include an
or batch. If ign a previous batch number to a new invoice, that batch number works for

and the %an s back to the new batch number.

After you save %

ou cannot change its batch number.
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Vendor 1099
About Federal T5018 forms

If you are an individual, partnership, trust, or corporation involved in construction activities which provide your
primary source of business income and you make payments to subcontractors for construction services, you
must report amounts paid or credited (whether by cheque, cash, barter, or offset against an amount owing).

Construction activities relate to the erection, excavation, installation, alteration, modification, repair,
improvement, demolition, destruction, dismantling, or removal of any part of a building, structure, surface or
sub-surface construction. For examples of construction activities, see the Canada Revenue Agency list:
http://www.cra-arc.gc.ca/tx/bsnss/cntrct/frmt5018/pyr/ctvty-eng.htmi

Information, in a drop-down list with the title 1099.
\

About T5018 types @
You can locate the list of T5018 types on the 4-4 Vendors (Accounts Payable) window ui&l ncial

Note: The T5018 is tracked by vendor and not by T5018 type.

T5018 Type Description O
No choice has been made.

0-Undetermined a
Sage 100 Contractor will not report when you En yod™15018 slips.

The vendor provides a service, but the v s in individual. A social insurance number
is required in Box 24 of the T5018 f

The vendor provides a sewice,@ dor is a business or corporation.

1-Individual

2-Business A Canada Revenue Agency account fymber is required in Box 24 of the T5018
form

3-Do Not .

Report Sage 100 Contrac@not regor( when you run your T5018 slips.

About recurring pa

| N\ N
Recurring Payableig &Q\'

You use the 4-6 Rec ayables to set up recurring transactions for payable invoices that you

post regularly for e amount.

You can get transaction ost on a regular basis for the same amount as a recurring

transactio\a an even s der to prompt users in a specific security group when it is time to post
i ctions. Y )

: You contro%osting of recurring transactions to the general ledger. Sage 100 Contractor does
0;

not automatic% curring 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 payable transaction. The invoice number is the combination of a record number and an invoice
sequence number. For example, when you enter the first recurring payables record, Sage 100 Contractor
assigns it invoice number RP00010001 (RP—recurring payable, 0001—record number, 0001—invoice
sequence number). Each time you post the transaction, Sage 100 Contractor advances the invoice sequence
number within the invoice number. The next invoice number in the sequence becomes RR00010002.

Credit Card Management @
g. Features

Accounting for your business credit cards is now tightly integrated into your business acc g.
include setting up accounts, entering receipts, reconciling statements, and paying your % d bills.
+ 4-7-1 Add/Edit Issuer Accounts—Add credit card issuer accounts in you edgerin the

When you set up issuer accounts you are prompted to add credit ca subaccounts for the issuer

Current Liabilities range of accounts. Return to this window to edity count information.
accounts.

add one card or multiple cards to one issuer account. Return window to edit credit card

+« 4-7-2 Add/Edit Credit Cards—Add credit cards as subaccoz. e card issuer account. You can
information.

+ 4-7-3 Enter Credit Card Receipts—Enter the dat r@dcopy credit card receipts. You have a
choice of entering a vendor or not. If you enter,a e program creates a paid accounts-payable
invoice and a general ledger transaction. If the@§is Wg vendor on the receipt, the program only creates
a general ledger transaction.

+ 4-7-4 Enter Recurring Charges—If yg@Rav§ charges W
in this window. This amount is charged @ ur credit cagl
ard charges and payments. When you

+ 4-7-5 Reconcile Credit Card ents—Verify
review your statement, the p. g o) ganize;trm tion for each credit card by issuer account

a constant recurring amount, enter them
3 regular basis.

and by credit card. Payge ISted at t he grid. If there is a question about the charge or
payment, you can click a 9o to the trE ctn. The program also provides a way to add

transactions “on-the- rom this w|

accounting. C edger traggaction®in 1-3 Journal Transactions. You can then print a cheque
k Chargeglif use “0000” for the transaction number.

o gD
&
A\ A

\({b

+ 4-7-6 Pay Cred'E ds—Sends cre&a payment information through your general ledger
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Chapter 6: Payroli

Working with Payroll

You can automatically calculate all payroll simply by entering the job, cost code, and time worked. Payroll
helps generate accurate labour and job costs by calculating all accruals as well as basic pay items for each
line on every timecard. You can even include liability insurance (based on per $1000) and small tool costs,
which are automatically posted to job costs in your payroll calculations.

You can use advanced features to manage prevailing-wage, union benefits, and qualified benefit plans. You
can set up a benefit system and assign it to a paygroup. For example, you can set variable-rate payroll to
override basic employee calculations as well as calculate rates and benefits only for the assigned localities or
specific unions.

Using Payroll, you can take advantage of benefit-cost offsets in addition to separately cl s&i shop and
site time. Customizable entry windows speed up your daily operations.

5-5 Daily Payroll, which enables daily batch entry of employee time, is ideal for lar: mpanies. You can
import employee time from 6-11-6 Daily Field Reports or the Service Recej -on module to verify
payroll hours. 5-5 Daily Payroll also integrates with 8-Equipment Manag that you can allocate
equipment repair time and costs to projects.

Here are more features of Sage 100 Contractor Payroll: %
t ourly calculations, and employee

+ Supports Workers’ Compensation systems, including split ra
and employer portions.

+ Calculates standard retirement pension plans Q

+ Includes direct deposit capabilities. \

+ Calculates union payroll reports. &

+ Supports electronic reporting and fiIingO 6

+ Supports piece work payment. Q

+ Applies per diem to any Job ate job 08 | onee reimbursements.

« Automatically converts ;N b|week:éi i-monthly timecards.
Employees
About 5-2-1 ;yees Q

Using tth- ployees wi
calendar y record stor
ypayr

A\

create an employee record for each employee who works during the
onal and work-related information, and acts as the source for each

rates, or paygroups. In addition, you can accrue sick and vacation time,
ees, and automatically recover payroll advances.
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On the Compensation tab, you can enter information about Paygroups, Pay Classification, Standard
Regular Rate, Commission%, Salary, Accrued Sick Hours, Accrual Rate, and more.You can also enter
information about Other Authorized Deductions, Deduction for Prescribed Zone, Labour-Sponsored
Funds, and Additional Tax to Withhold to include the appropriate information when preparing the T4
electronic file.

On the Direct Deposit tab, you enter employees’ direct deposit information and email address for the direct
deposit pay stub.

On the Calculations tab, you can select which payroll calculations to use and customize the calculation rates
for each employee. Each employee record stores its own calculation rates; you can create one payroll
calculation but set up different calculation rates for each employee. When you trial-compute or final-compute
payroll, Sage 100 Contractor uses calculation rates from the employee records to compute the deductions and

benefits for each employee. @
On the Additional Contacts tab, you can add multiple additional contacts for each employ

Important! Contacts entered in employee records are not synchronized with Outlod
reasons.

0 security

, generic employee can
assign employee resources to
e work, you can use the
ispatch Board window.

represent an entire crew, such as a framing crew. Use the generic emplo
tasks in a schedule, thereby preventing the over-allocation of labour . A
generic employee as a placeholder for scheduling work orders in the

Important! Do not enter more than one employee record for e employee. For example, if you make
a mistake on an employee record, do not correct the aking a second record for that
employee. K

Employee Payroll Calculations O t

About calculations in payroll recoys
The Calculations tab in the 5-2-2 P @

Records thd&| ou view the deduction and benefit amounts
for a timecard after the trial or firfl-c e. Afters N new employee record or adding a new payroll
calculation to an employee recggg, Wis'a good ide ieW the computed amounts after a trial-compute. The
review ensures that the pay tion and @Jlation rates in the employee record have been set up
correctly. {

For a single timecard Can also man enter an amount for a payroll calculation and override what Sage
100 Contractor waogld §thefwise com @ng a trial or final-compute, Sage 100 Contractor looks at the
Override column. an Overri@ ntains Yes, Sage 100 Contractor uses the amount you have
entered fort culation. Aft e performed a final-compute for timecards, you cannot change the
computed on those tir@ds.

S ;@ you advan500, and set up a calculation to recover the advance at a rate of $50 per pay
ue. Bne week, work$ far more than usual and suggests that you deduct $200 from this pay cheque.

If yoU\yere to chan%ualculation rate for the payroll advance in Rob’s employee record, you would then

have to change ack after the final-compute. Because the $200 deduction is only for one pay cheque,

A\
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adjust the computed amount on the timecard. On the Calculations tab, locate the Payroll Advance
calculation, enter $200 in the Amount cell, and type Yes in the Override cell.

You can also use the Calculations tab to adjust the deduction or benefit balances for a specific employee.
When you enter a hand-computed cheque, you can subtract from the balance of one payroll calculation and
add it to another.

About non-union shops and prevailing-wage jobs

When an open-shop contractor receives a contract for a Davis-Bacon job, the contractor is required to provide
his employees the wages and benefits package as stipulated by the governing agency, usually union scale for
the area.

work performed on the prevailing-wage job, the contractor is required to pay his employees the that

For example, a union local might provide a health care benefit that the open-shop contractor does not. For
would otherwise be paid for a health care benefit if it were a union shop. @

The governing agency determines the prevailing wage and benefits package requirem n%ach job. To
manage the requirements for each prevailing-wage job, use paygroups to set up a sgpakat&fage group for
each category of worker. When entering a timecard, you specify the paygrou ecard line, and
Sage 100 Contractor uses the wages and benefits package from the paygrog4tiglac®of the wages and
benefits package in the employee record.

credit, determined by the job’s governing agency. In some cases, yo t be required to pay the employee
the difference between the regular benefit and the prevailing benefit. Setp the payroll calculation for the
benefit as a cash add-on, and include the offsetting credit for t calculation in the employee’s record.
When you compute payroll, Sage 100 Contractor uses t dit to determine the difference between
the benefit provided and the prevailing benefit. The emx isWaid the difference as cash.

When your company offers a benefit that is also in the prevailing beneﬁ" ge, your company receives a

For example, you pay a health benefit of $180 per fg@nth oMBehalf of Joe, and $120 per month on behalf of Bill
using Calculation A: Company Health (paid b mployer).
include a $2 per hour health benefit. To calculat equired hea nefit correctly, you set up a new
calculation, called Calculation B: Davis/Baco alth (cash a and add it to the employee records.
The new calculation has a calculation ty, dd to Gross, rate of $2 per hour.

e requirements for a prevailing-wage job

for Joe’s health care benefit and Y er hour cre il's health care benefit.
After setting up the paygrou %eneﬁts pa %Mhich includes Calculation B, enter the health care
credit in the Calculation ’& e employeeWgcorQs. In Joe’'s employee record, enter the $1 credit in the
Offset cell for Calcula@. hen in Billig empl®yee record, enter the $0.67 credit in the Offset cell for
Calculation B. !

k 40

Joe and Bill w hotrs on the p@g-wagejob. When entering their timecards, you indicate the
appropriae ups. When y, te payroll, Sage 100 Contractor determines the amount to add to

The goveming agency, after revigwi alth be% supply, determines you get a $1 per hour credit
0

between the health benefit you provide and the prevailing health care

each che \1 his thed

be @a rate — of T credit) * hours worked].
@el es an addjp®nal $40 [($2 — $1) * 40] on his cheque; and Bill receives an additional $53.20 [($2 —
$0.6

a
40] on hi % For the certified payroll report, Sage 100 Contractor computes the health benefit at
tgtb

$2 per hour for and Bill.

A\
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For companies that perform considerable amounts of prevailing-wage work, you can create a table of
paygroups to use with each job. When you enter the job number on a timecard, Sage 100 Contractor
determines which paygroup to use based on the employee’s position.

Payroll Records

About 5-2-2 Payroll Records

In the 5-2-2 Payroll Records window, you can enter timecards for employees as well as hand-computed
records, advances, bonuses, and third-party payments. Payroll records for advances, bonuses, and salaried
employees do not require timecard information. For non-salaried employees, you enter timecards with a
breakdown of the hours spent working each job or repairing equipment.

When you enter a payroll record, Sage 100 Contractor inserts default information from thejo& egyployee

records. You can accept or change any of the default information. After timecard entry, y compute the
timecards.
You might find this additional functionality beneficial too. The related scope of WO@Gd in 6-11-6 Daily

Options > Data Import > Import Daily Field Reports. This provides awa information to become

Field Report line notes from the employees grid can be imported into 5-2-2 % cords using the
part of your payroll and job costing records.

necessary adjustments. On the Calculations tab, you can review th racy of computed amounts or
r you final-compute timecards, the
s Jhe job and equipment costs, and updates

A trial-compute allows you to review the amounts computed for each% Iculation and make any
e

override the calculation results by supplying different amounts.
computed amounts cannot be changed; Sage 100 Contractg
the wage and payroll calculation balances in the emploKe

About payroll record errors x

Payroll record errors result from inaccurate tim ry, employdg record setup, or payroll calculation
setup. Before attempting to correct the error, detega#ne its caus st cases correct the setup problem

first, and then correct the payroll record e

Important! If the wrong payral accounts xo p in the 5-3-3 Employee Positions window,
& ding the p rds first ensures that reversing transactions are

window. Finally, enter th&gorresf payroll re

void the erroneous payroll r
posted to the same accou t% enter the E osting accounts in the 5-3-3 Employee Positions

There are two %‘ tings: Q
. 1-Open Sage®100 Contra@s not created cost records, printed pay cheques, or posted payroll to

I ledger. Yo most information in the record. If the record is a duplicate, you can
you hav d the wrong payroll type, void the record
mputed I@e not printed a cheque, void the original record. Then enter a new record with
correct YoUlrcan trial-compute the record to make sure all the data is correct before the final-
compute

‘(\
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If you printed a cheque but did not issue it to the employee, void the original record. Then enter a new record
with the correct data. You can trial-compute the record to make sure all the data is correct before the final-
compute. To maintain an accurate audit trail, cancel the cheque number of the erroneous cheque.

If you issued the cheque to the employee, void the original record. Then enter a payroll advance for the net
amount of the cheque. To maintain an accurate audit trail, enter the original cheque number in the Cheque
Number box. Then enter a new record with the correct data. You can trial-compute the record to make sure all
the data is correct before the final-compute.

Sage 100 Contractor recovers the payroll advance from the subsequent pay cheques. If you overpaid the
employee due to error, and the subsequent cheque results in a net $0 amount, print the cheque to plain paper
and provide a copy to the employee. If you underpaid the employee due to error, print the new pay cheque and
give it to the employee. Always provide the employee with a copy of the correct payroll information.

Entering Payroll @

About entering payroll records

For each non-salaried employee, you enter a separate record with a breakdown of hi er time on the
Timecard tab. On each timecard line you can enter the hours workedona's & or the hours worked
performing repairs and maintenance on a piece of equipment. Each timecard& requires a pay type,
which indicates the type of wages to compute the wages for the line. Wh al-compute the payroll,
Sage 100 Contractor creates the job and equipment costs based on t EE d lines.

There are two ways to enter payroll records for salaried employees. lary records only require the
salary amount and do not need a breakdown of the employee’s you need to create job or equipment
costs for a salaried employee’s time, you need to classify hi ryime on the Timecard tab.

Payroll records for hand-computed cheques, advance hir@-party payments do not use timecard
information. A hand-computed cheque lets you ad st th oll calculation balances stored in an employee’s
record. You can enter a bonus as a separate recor m a timecard, or you can include in on the timecard.

About payroll advances

When you give a payroll advance to an ee, Sage 100 ctor debits the Payroll Advance ledger
account and records the amount in thes8 nces Du.t he employee’s record. Payroll advances
are considered a type of short-t ‘\ are not payroll deductions.

You can deduct the advancef mployee x cheque, or a flat amount each pay period until the
advance has been recover u recover ce Sage 100 Contractor updates the Advances Due
text box to reflect the ¢ ount due. Whel¢he amount in the Advances Due text box reaches $0, Sage

100 Contractor stop: nf a deductio @ the employee’s pay.
About employee

Some co’n rowde Iong s or interest-bearing loans to employees. Instead of writing a payroll
che ue ance I al ledger cheque to the employee. Post the amount to the loans
le ount If yo ave a subaccount for loans receivable, you can set one up.

fy ive several ees long term loans, consider using subsidiary accounts to track each loan
separately. Bec are posted to different ledger accounts than payroll advances, set up a separate
payroll calculati cover the loan.
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Job costing salaried employees

If a salaried employee spends time working on a job or repairing equipment, you can create the appropriate job
or equipment cost records. On the Timecard tab, enter the hours the employee has spent working jobs or
repairing equipment during the pay period. Also, include the hours spent in an overhead or administrative
capacity.

When you compute payroll, Sage 100 Contractor calculates the gross hourly wage (employee salary / total
hours = gross hourly wage). If a salaried employee works more than 40 hours in a week, the calculated gross
hourly wage is lower. Therefore, to compute a gross hourly wage based on a 40-hour week, enter a timecard
line for negative hours and attribute them to a dummy job (created strictly for this purpose). The dummy job
allows you to enter all hours worked without affecting the costs attributed to the jobs or equipment.

Suppose Robert, a salaried administrator, worked eight hours as a carpenter on a job. He also w,
hours as an administrator. The first timecard line contains the job, cost code, payroll line type s fand
Workers’ Compensation code. The second timecard line contains the payroll line type, non—!

related hours worked, and the Workers’ Compensation code. When you final-compute t
Sage 100 Contractor attributes the cost of eight hours labour to the job and 32 hoursl$1 dministration.

To job cost a salaried employee: \
1 Open 5-2-2 Payroll Records. &
2 Inthe Employee box, enter the employee number. O

3 Inthe Period Start box, enter the date when the payroll period beg@
4 Inthe Period End box, enter the date when the payroll perio@s.
iIssued

5 Inthe Cheque Date box, enter the date when the ch
6 Inthe Cheque# box, type 0000. \

When you print the cheque, Sage 100 Contractor a5S%gns the chegue number to the record.
7 If you have already issued the cheque, enter eque numb e Cheque# text box.
8 Inthe Payroll Type list, click 1-Reg @

9 Inthe Quarter box, enter the pay Q K

10In the Province text box, ente rovmce \\

11 Inthe Salary box, enter
12 In the Timecard tab following:
a Inthe Date c%{ e date on Qve employee worked.
b If the employee Wrked on aja@a job number in the Job cell.

c If thc e repaired g nter the equipment number in the Equipment cell.

ses phas* e phase number in the Phase cell.
employee %‘Erke a job or repaired equipment, enter the cost code number in the Cost Code

f Inthe Pay@ I, enter the payroll line type.
g In th@ s

ation Code cell, enter the Workers’ Compensation code number.
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h If you are using departments, enter the department number in the Department cell.
13 Repeat step 12 for each payroll item.

14 On the File menu, click Save.

Tip: To compute payroll records correctly, enter the timecard line containing the negative hours first. This
ensures deductions, benefits, or other calculations that use calculation maximums compute properly.

Payroll Bonuses
About bonus cheques

You can enter bonus cheques in two ways. Q
rowacial

+ As a separate pay cheque. Sage 100 Contractor computes Federal Income Tax an
Income Tax based on the federal and provincial formulas for bonus payouts.
x and Provincial

+ Include it in a regular pay cheque. Sage 100 Contractor computes Federal Inc
Income Tax using the standard tax formulas.

Hand-computed Cheques s\\o

About hand-computed cheques %
Important! When adjusting any calculation balances, itis i ant to consider the impact to the
employee’s taxable wages. Additional adjustments to the w ay be necessary.

Use hand-computed payroll cheques to make small a
employee record. When you assign pay type 3-H
limits entry to the Calculations tab.

To adjust the balance of an employer cost, entngative sum o depuct from the balance, or enter a
positive sum to add to the balance. The tment does no%
To adjust employee costs, transfer them rom one atl alance to another. Depending on which
balance you are adjusting, you cag d @ he net ch% nt to Federal Income Tax or Payroll
Advance.
+ Use Federal Incn@o adjust fﬁ@!es suchas CPP or El.
a

« Use Payroll A@c
"‘%‘;
mo

Suppose that you ver—deducté for CPP from Dick’s gross wages. On the Calculations tab, you

to changegthe unt of the net pay cheque.

t cell fort oyee CPP calculation. Then in the Amount cell of Federal

enter—$10inthe A
Income Ja $10. Sage actor deducts the $10 from the Employee CPP balance and adds it
to the Fed%n ome Tax . alf@cgl Rather than moving the balance to Federal Income Tax, you could

en tin Payrc ance. Sage 100 Contractor would then add $10 to the employee’s next pay
q

,06

A\

ue:
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About third-party sick pay

In some provinces, a third party pays for employees receiving sick pay or disability insurance. In most
instances, the employer is responsible for reporting the deductions and wages. If your company is responsible
for reporting the sick pay wages, you can enter payroll records using pay type 6-Third Party.

When you post a payroll record with pay type 6-Third Party, Sage 100 Contractor:
+ Adds the employee costs to the calculation balances stored in the employee’s record.
+ Adds the employer costs to the calculation balances stored in the employee’s record.

+ Posts the employer costs to the general ledger.

Employee Record Calculations @

e%yroll
mployee record

ation rates and

About calculations in employee records

When setting up a new employee record, Sage 100 Contractor inserts the package of
calculations, including the calculation rates and maximums, on the Calculations t
has its own set of payroll calculation rates, maximums, and totals. You can egli

maximums in one employee record without affecting others. When you com , Sage 100 Contractor
reads the calculation rates and maximums from the Calculations tab.

Before editing the individual calculation rates and maximums, familiarj If with how payroll
calculations are set up. Most calculations that refer to tax tables do n editing. Sage 100 Contractor

determines the tax table number, but does not display the data @C ulations tab.

You can manage the TD1 Claim Codes for federal and pgovi calculations. For example, Steve works
in Manitoba. Steve claims Code 7 for federal, but for a, Ne claims Code 9. Inthe TD1 Claim Code
column, you can enter the appropriate TD1 claim cgpde h&¢federal and provincial calculations.

You can also control whether a payroll calculatio tive orinag
for a calculation, Sage 100 Contractor does no e"that payrq
For example, John was given a $500 payroll ad , and the Pz

onn has said that the next few weeks are

employee record was set up to recover %r pay cheque éf'

difficult and that he would like to susp e repayment while. In John’s employee record, type No
in the Active cell of the Payroll &d calculatio ou are ready to resume recovering the advance,
type Yes in the Active cell of th Advance %on.

Compute Pay ﬂ

About com ayrol ords

ive. When you type No in the Active cell
alculation in the compute for timecards.
Advances calculation in John’s

You can perf trial-comput -compute of the payroll records. During a compute, Sage 100
Contract \n IFtes the wag uctions, benefits, and employer costs for each timecard.

Afier &fria pute, yo@/iew the individual payroll records, check the accuracy of the payroll
ulat®gs, and make any [38t-minute adjustments. Before the final-compute, you can override a payroll
calctgtion in a sped{iiggmycord and provide the amount you want Sage 100 Contractor to use.

When a final-co@is completed, Sage 100 Contractor changes the status of the records to 2-Computed
and crea i osts. In the employee records, Sage 100 Contractor updates the quarterly and year-to-
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date totals for gross wages, Canada Pension Plan, and Employment Insurance. Sage 100 Contractor also
updates the quarterly totals of the payroll calculations.

After you have done the final-compute of the payroll, you can print payroll cheques and post the records. If the
posting period has changed between the time of the final compute and posting to the general ledger, Sage 100
Contractor updates the posting period of the job cost records.

Job costs are created as part of the final compute of the payroll. At that time, however, neither the cheque
number nor the accounting period of the cheque transaction is available. The job cost records are updated later
with the cheque number when the cheque is printed. Then the accounting period and the ledger transaction

link are updated when the cheque is posted to the general ledger.

Direct Deposit
4

About direct deposit

Direct deposit allows your employees to have their pay cheques deposited directly int ank account.
Banks require electronic delivery of payroll information by companies wanting to pro mployees with

direct deposit. Sage 100 Contractor supports the creation of a file in electronj % fer (EFT) format. You
can then send this file to your bank. Your bank will extract records from the f& eate files that are routed

through EFT providers to the various employee banks.

Notes:

+ Contact your bank to determine any delivery requirements, i ding encryption, additional file
format requirements, or other requirements. After es@wing and agreeing on a method of
delivery with your bank, you can create the fil WfT it in the agreed-upon method.

+ Whenever any changes are made to your di@t file format by changing any of the
formatting options, you should contact rba nd request a retest to be sure your bank is
ready for the changes.

« After creating the Direct Deposit Fi@ge 100 Con
Deposit File Report that sho our Direct Depgei

3 prompts you to print a Direct
@information. If you do not print that

report at that time and need t the report, ions > Reprint Direct Deposit Report.
®
*
Two documents can be created d& irect depo&\ e Direct Deposit File and the Direct Deposit

File Report. %
s Direct Deposit F&d irect Dep®it s created in Electronic File Transer (EFT) format and is
by the bank. ByNlefault it is saved in the x:\\[ServerName]\

saved as a .tx

[Company irect DepgSitSglder (where x: is your network drive). The next time you save

your dire sit file, Sa@ ontractor defaults to the directory where the file was last saved.
t C

The exact location of your ile appears on the Direct Deposit File Report.
. 6 posit File @ The generated report is saved in the \\[ServerName]\
anyNa folder as an .rtf or .pdf.

ed Qques hav uniq: cheque number and an electronic deposit number that correspond to the
iaa

payrd§record numb e 100 Contractor users with cheques pre-printed with cheque numbers should

process cheque% quence.
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Printing direct deposit payroll cheques creates and prints a non-negotiable cheque and supplies the employee
with a record of the payroll. You have three options for printing direct deposit cheques in 5-2-4 Payroll
Cheques.

Direct deposit is limited to employee payroll. Sage 100 Contractor does not support electronic payment or
electronic transfer of funds for such things as:

+ Federal or provincial taxes
+ Child care support payments

+« Wage garmishment

About setting up direct deposit

+ Obtain the account and routing numbers from each employee for the bank acco 1M which they

want their pay cheque deposited.
+ Contact your bank to determine any delivery requirements, including enc@a ditional file format

requirements, or other requirements specific to an individual bank. s

Before you begin to set up and process direct deposit, consider the following: &

any Information and 5-2-1

Setting up direct deposit involves entering information in two windows, 7-
Employees.

Under Payroll Direct Deposit Setup in the 7-1 Company Informat@ndow, you set up the parameters
that control the movement of information between your companysgnd yoUr bank. This is where you enter your
company originator ID, destination data centre, and any option@ired by your bank.

%

Caution! Whenever any changes are made to your& eposit file format by changing any of the
formatting options, you should contact your bani{gnd reQuest a retest to be sure your bank is ready for the
changes.

employee must provide you with the follgfvifginformation fo account to which he or she wants funds
deposited: institution ID, routing numba count numberira pe, and rate. You can deposit funds in up to
four different bank accounts for @n efnployee.

You can set up direct deposit of pay cheques us e Direci I R tab in 5-2-1 Employees. The

Important!

« Sage 100 Con@ es not sypoort arPemployee receiving a combination of direct deposit and a
physical pa .
« Account $is setby t Qministrator. It is not provided by the employee.
¢
PogtiQyPayr e General Ledger

&Jt ostingrpayroll

You can enter ti , compute payroll, and even print payroll cheques without posting the payroll records.
When yo% you can post individual payroll records or all payroll records for a specified pay period.
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When you post payroll, Sage 100 Contractor:
+ Debits gross payroll:

Job costs post to the direct expense account. If you have selected the Post Payroll to WIP check
box in the job record, payroll posts to a WIP account. If the WIP account uses subsidiary accounts,
payroll posts to a subsidiary account that uses the job number as the account number.

Equipment repair or maintenance costs post to the equipment/shop account.

All remaining costs post to the overhead or administrative account, which is determined by the
employee position.

+ Debits payroll expenses to the ledger accounts as indicated in the payroll calculation.

« Credits net payroll to the chequing account entered in the Payroll Posting window.
« Credits the ledger accounts as indicated in the payroll calculation. @

Tip: You can receive a warning when you try post payroll to a period that does n ﬁ check date
or when the end date of the pay period falls outside the posting period. If y eive awarning,
select the Verify Check Date Is within Posting Periodoption or the Ver eriod Ending Date Is
within Posting Period option in the 5-2-6 Post Payroll to GL window n choose whether to post
the payroll record if you receive this message. G

If you do not specify which records or pay periods to post, Sage 100 C%;or posts all payroll records
assigned 2-Computed or 4-Reverse. After posting is complet e 100 Contractor changes records with
status 2-Computed to status 3-Posted, and records wi everse to status 5-Void.

Payroll Calculations §<\r

About payroll calculations

Payroll calculations provide the rules for, uting deductio@jneﬁts, and employer costs. You can set up
payroll calculations manually, or youG cate the sqf calculations supplied by Sage 100

Contractor. *
lations ca{

After you have set up culations, @ add them to the employee records. Each employee record
maintains its own i calculatlon Iculation maximums, and quarterly totals for the payroll
calculations. @e Calculatio infthe 5-2-1 Employees window, you can edit the calculation rates and

Caution! Setting up payr
partner.

plex. If you need assistance, consult your business

maximu employee I |thout affecting the others.

ou pute payro e 100 Contractor reads the calculation rates and maximums from the
loyegrecord, and uses pSe rates with the payroll calculations. Depending on the type of calculation you
set up, Sag%:ontractor (1) makes certain calculation selections for you that you cannot change;
g

and (2) makes c% estions about what you may change:
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+ Federal and provincial taxes (Canada Pension Plan and El). Sage 100 Contractor contains the
tax tables necessary for computing federal and province income taxes.

+ Calculated amounts that add to or deduct from pay for specific reasons. In some cases, it is
necessary to create different payroll calculations for the same purpose. For example you may need
different methods to calculate wage garnishments, retirement plans or union deductions.

Building Payroll Calculations

+ Creating standard payroll calculations. To get started, we recommend that you take advantage of
the standard calculations that Sage 100 Contractor can automatically create for you. If you choose to
create the set of standard calculations, you will need to review and possibly adjust and/or manually
add additional calculations later. "About pre-built standard payroll calculations" below

+ Setting up payroll calculations. You can set up payroll calculations manually by defipiag each type
of calculation that you will need. There are many parameters for each calculation tha
carefully reviewed before setup.

(Employer Medicare). Having more than one calculation for these causes audit errors.

Notes: %
# Do not set up more than one calculation for Tax Type 3 (Employe% urity) or Tax Type 4
t

# Also, do not set up more than one calculation for Tax Types 5, 12 and 15.

About pre-built standard payroll calculations

Sage 100 Contractor comes with a set of standard payroll caIc@s. We recommend that you use these
standard payroll calculations as a starting point.

calculations set up. It is important to review and m the standard calculations after you set them up to
ensure they meet your regional requirements. Q

Sage 100 Contractor creates the following calcu ns
« Canada Pension Plan (CPP)—&gplSyee .
« Employee Insurance (Byee \K

« Federal Income Tax \/ee @

You can use the pre-built standard calculations onQa ompany that does not already have the
ify

« Provincial Tax K
« CanadaPen i@n (CPP)—| loyer
. EmployeArance (EI— er
. Per%
*
\WObkers’ Comp@w
CreN

ng standa@yroll calculations

If you choose t the standard calculations, you must do so before setting up any calculations manually.

A\
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To create standard payroll calculations

1. Open 5-3-1 Payroll Calculations.

2. Onthe menu bar, click Options, then click Create Standard Calculations.
3. Carefully review each standard payroll calculation.
4

. Some of the account numbers may need to be modified. If you used the Sage 100 Contractor standard
4-digit or 5-digit chart of accounts and have not made modifications, the account numbers will be
correct. If you have used or created another chart of accounts or modified one of the standard ones, you
will need to review each of the account numbers carefully.

5. Foreach provincial tax calculation, you must enter the province abbreviation in the Tax Province text
box.

6. Set up any additional calculations. @

Setting up payroll calculations

The taxes to which calculations are subject vary by province or territory. Verify the %vith your
accountant, or if it is a benefit, the benefit plan administrator.
Caution! Verify that all your calculations are correct before running a trj ute of your payroll. If you

()
are unsure about the results, contact Customer Support or your busiggner for assistance.

To set up payroll calculations
1. Open 5-3-1 Payroll Calculations. @
2. Inthe data control box, enter the number you waxsi n the new calculation.
3. Inthe Description box, enter a brief statem%)ou e calculation.
4. Inthe Tax Type list, click the type of earrﬁ rual, or d(ﬁ)n that you are setting up.
5. Depending on the tax type you selected, additio ns as required for:

n
s Calculation Type. If you seleCtgd N®ene as ;he{@, you need to specify the type of earning,

accrual, or deduction. o Q

s Calculation Method \ s availablgs lected None or 19 - Employee
RPP Contributio ax Type e method to use to compute the earning, accrual, or
deduction, \

s Based On. %is availabl ou selected None as the Tax Type and 7 - %Other Calculation
for the Calc ethod. CI€g th&type of amount on which to base the payroll calculation.

t Rate.Enter the st@i calculation rate.

ant! &e calculation method 17-Tables for federal or provincial income taxes,
e 100 Cont sets the rate. The rate does not appear in the payroll calculation or the
employee tecord.

+ Def:

&Fnter the calculation maximum.

[ ]
O
o
o
c
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= Max Type. Click the type of maximum for the calculation.

Note: If you plan to set maximum wages for workers' compensation codes for states other than
Onhio, New York, and Nevada, you must select 4-Wages/Year.

6. Specify the accounts that will be affected by this payroll calculation:

a. Inthe Job Expense, Shop Expense, Overhead Expense, and Admin Expense boxes, enter the
ledger account numbers to debit for each type of expense.

b. Inthe Credit Account box, enter the liability account number to credit.

c. Inthe Credit Subaccount box, enter the ledger subaccount number to credit.

Note: If youwant to use the employee number as the subsidiary account number. @lse
employee# as subaccount.

unts. You
endent upon your

Important! The Credit Account and Credit Subaccount are typically liakili
must specify a Credit Account, but a Credit Subaccountis only ne
general ledger setup.

Under Subject to, verify the deductions to which the calculation is act.

8. Inthe Tax Area, if the calculation is for a specific province, ent@province abbreviation in the Tax
Province box.

9. Under Reporting: @
a. Toinclude the calculation on a union report, the\union from the Union list.

b. Toinclude the payroll calculation on cert{igd pa reports, select the type of benefit in the Benefit
list.

c. Toreport the calculation total in a box@ slips, ente ox number in the T4 Box field.
d. Toexclude the calculation fro slips, select th@ e from T4 slips box.
10. Select the following check bo&ply tot & Iculation:
=+ Usein Paygroup Beneﬁ h&\

+ Display on Chequ 6 @

» Disposable E

= Default to loyees Q
11. Onthe File$ click Save®
g
Ab ations ee records
@ ing up a ng empﬂe record, Sage 100 Contractor inserts the package of default payroll

calciwgtions, includi% calculation rates and maximums, on the Calculations tab. Each employee record
has its own set calculation rates, maximums, and totals. You can edit the calculation rates and

A\
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maximums in one employee record without affecting others. When you compute payroll, Sage 100 Contractor
reads the calculation rates and maximums from the Calculations tab.

Before editing the individual calculation rates and maximums, familiarize yourself with how payroll
calculations are set up. Most calculations that refer to tax tables do not allow editing. Sage 100 Contractor
determines the tax table number, but does not display the data in the Calculations tab.

You can manage the TD1 Claim Codes for federal and provincial tax calculations. For example, Steve works
in Manitoba. Steve claims Code 7 for federal, but for Manitoba, he claims Code 9. In the TD1 Claim Code
column, you can enter the appropriate TD1 claim code for the federal and provincial calculations.

You can also control whether a payroll calculation is active or inactive. When you type No in the Active cell
for a calculation, Sage 100 Contractor does not include that payroll calculation in the compute for timecards.
For example, John was given a $500 payroll advance, and the Payroll Advances calculation in n's
employee record was set up to recover $100 per pay cheque. But John has said that the next @ks are

difficult and that he would like to suspend the repayment for a little while. In John’s employe% , type No
in the Active cell of the Payroll Advance calculation. When you are ready to resume re the advance,

type Yes in the Active cell of the Payroll Advance calculation.
Adding payroll calculations to employee records xﬂ
tiyctoPinserts the package of

tab. You caninsert

default payroll calculations, calculation rates, and maximums on the Calq
additional payroll calculations at any time. 6

To add payroll calculations @

1. Open 5-2-1 Employees.
2. Click the Calculations tab. XQ

3. Inthe Calculation column, in an empty cell} and then click the down arrow button to display

the Payroll Calculations Lookup wmdo
4. Select and insert the calculation(s).
Tip: Alternatively, you can right-cli Qmpty ulatlon column and select from the
menu of Pick Lists. Press thef5 Q » Open the K alculations Lookup, or F8 to open the
Payroll Calculations Lookup Wirtas/ as a Pickl

[ 4

About tax tables for s& p federa r@ovincial tax calculations
Sage 100 Contractor the tax t@ cessary for computing federal and provincial income taxes. For
c

G

each province yo in, create a culation for the province income tax. The calculation is
necessary to mamtam e correct g totals for each employee, and to ensure accurate provincial
quarterly gep, rovincial tax nd T-4 forms.

AbaQ ation t@
&c tion type dgtermirtes how a payroll calculation affects a timecard. For example, when you assign a

payrd§calculation 1%@ from Employee, Sage 100 Contractor deducts the result of the calculation from
the employee’s

A\
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For most payroll calculations, the program determines the calculation type and the taxes that a calculation is
subject to based on the tax type.

If you select tax type 0-None, however, you can select the calculation type.
Calculation type 1-Deduct from Employee
Payroll Taxes. For each payroll tax, set up a payroll calculation.

If your company performs work in different provinces, set up a payroll calculation for every province in which
your employees work.

At the calendar year-end, verify the tax rates and maximums for each calculation. Sage 100 Contractor
provides Federal and Provincial tax updates each year.

Payroll Advance. Create a calculation for payroll advances. Sage 100 Contractor automahi vers the

advance for you.

Tool Purchases. Some companies allow employees to purchase personal tools from S using the
company account. You can set up a payroll calculation to deduct the employee sp rom his or her
pay cheque.

When you post the vendor’s original invoice for the tool purchase, post it to the Tools account in the
Overhead Expense range of accounts. To then deduct the tool purchase @ an employee’s pay cheque,
set up the payroll calculation to post a credit to the Small Tools acco Besuse the amount deducted from
an employee’s pay cheque varies based on the cost of the tools purch®5eg), select calculation method 18-
Variable (manual calculation).

While you can deduct the cost of tools from the employ ue, it is a better practice for employees
to reimburse tool purchases through personal cheques padyable to your company.

Health Insurance. Create a payroll calculation to employee s portion of the cost for medical

insurance. Usually this is a fixed amount per mg

If you need to deduct the health insurance each erlod, conv monthly amount to a per-period

amount. From the monthly amount, com the annual am ivide by the number of pay periods in a

year. If your company pays its employe ly, for, ex& ide the annual amount by 52. Then enter
u

N
the per-period amount in each empl cord on lations tab.

o weather or other circumstances, set up the
-Dollars/Month. Then on the Calculations tab in the
a onthly maximum for the payroll calculation.

Health Insurance calculati maximu
employee records, enter ce rated rate a

When employees cannot earn%ques regul

calculation for ea of gam|sh S|m|Iar garnishments require different methods of calculation,

Garnishments. (Chl! rt, PreV|o r Income Taxes, Court Judgments, and so on) Create a payroll
create a separze calculation for ea mshment

Suppose to gamish t es of two employees for child support, and a third employee’s wages for
yxe first emPiglyeRs Garnishment is for a set dollar amount each pay period and the second
's garnishment is W percentage of the net pay. Set up two separate calculations for child support
ishmeénts, thou th can post to the same payable account. Then set up a third calculation for the
garnisiment of b , which posts to a different payable account.
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If you want to post each garnishment to a different ledger account, create the separate ledger accounts in the
Current Liabilities range of accounts. Select the Employee Number as Subaccount check box to post the
garnishment to a subsidiary ledger account using the employee’s record number as the subsidiary account
number.

Some methods of computing garnishments might be too complex for Sage 100 Contractor to automatically
calculate, such as a percentage of the net pay with a minimum or maximum amount. In this case, set up a
payroll calculation with a variable calculation method.

Pension Plans. Many pension plans allow employees to contribute a flat amount or a percent of the
employee’s pay cheque. You may need to create two payroll calculations and assign the appropriate
calculation to each employee based on how he or she wants to contribute.

To create a pension plan deduction, set up the payroll calculation with tax type 19-Employee R
Contributions and calculation type 1-Deduct from Employee. Because each employee ca % the flat
amount or percent of his or her pay cheque to contribute, enter the employee’s amount or rat&

Calculations tab of each employee record.

nts. Select the
subsidiary ledger
bsidiary accounts help
onh behalf of each employee.

To post the credit, set up a separate ledger account in the Current Liabilities range
Employee Number as Subaccount check box to post each employee’s copty
account using the employee’s record number as the subsidiary account nu
you manage the individual employee contributions, and know what amoun

Calculation type 2-Add to Gross %
prefa

Cash benefits for prevailing wage. Non-union contractors working
employees a cash equivalent to the union wage and benefits.
calculation for each benefit, such as vacation, pension,

Because the benefit is being paid as cash, set up the CM
post the credit to the ledger account number of thelgayroll

result of the calculation to the employee’s gross

iling-wage jobs must pay
tting up the paygroups, set up a payroll
d welfare.

n using calculation type 2-Add to Gross, and
quing account. Sage 100 Contractor adds the

Tip: You can include cash benefits in the Ce
benefit the calculation represents.

d Payro the Benefit list, click the type of

Calculation type 3-Emp|oy’

Note: Calculations typ
employer cost.

ed can be used to accrue virtually any type of

Payroll Taxes. F%h payroll tax a payroll calculation.

If your co orms work 4 t provinces, set up a payroll calculation for every province in which
your emp (\

@ar year-en @he tax rates and maximums for each calculation. Sage 100 Contractor
desWederal and Rrovinctal tax updates each year.

Workers’ Com r@s Insurance. When you set up a payroll calculation for Workers’ Compensation,

?ﬁ

Sage 100 Cont es the rates set up in the Workers’ Compensation window. Select 17-Tables as the

calculahc@
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Liability Insurance. You can set up the liability insurance calculation to use the rates from the Workers’
Compensation window. Select 17-Tables as the calculation method, and credit the account to which you post
the insurance payments.

Generally, liability insurance covers field employees and sometimes the owner, but not office employees. For
each exempt employee, change the payroll calculation’s rate to 0 on the Calculations tab of the employee
record.

Some companies compute the liability insurance as a percent of gross pay. In the Tax Type list, click 0-
None. In the Calculation Method list, click 1-Percent Gross Pay. The rate is usually the same as the
payroll rate on the insurance policy.

Health Insurance. Set up a payroll calculation to deduct the employer’s portion of the cost for medical

insurance. The amount is usually a fixed rate per month.

To deduct the health insurance each pay period, convert the monthly amount to a per-period @First,
convert the monthly amount to an annual amount, then divide by the number of pay perioge% ear. If your
company pays its employees weekly, for example, divide the annual amount by 52.

Pension Plans. To create a pension deduction, set up the payroll calculation gs fgll tax type 0-None and

calculation type 3-Employer Cost. Because each employee can choose to ither a flat amount or

percent of his or her pay cheque, you might have to create two calculations.

plan, or you can set up a separate ledger account in the Current Liab{li##®s range of accounts. Whether you

To post the credit, you can post to the same account used to post the @s' deductions for the pension
post the employer portion of the pension plans to subsidiary account:%nds on your particular needs.

accounts to track the individual matching amounts. To ayment, each subsidiary account would
have to be referenced on the cheque. Instead, you canxJ certified payroll reports to track the amounts

Union shops or open shops that perform Davis-Bacon or preyag#g-Wage work should not use subsidiary
Ne éN
e
paid. If you are using paygroups, you need to entefithe pertson rates in the Paygroup Benefits window.

subsidiary ledger account using the employee’ d number a ubsidiary account number. The

Select the Employee Number as Subaccou ox to postach employee’s contribution to a
subsidiary accounts help you manage tr@idual employ tions, and know what amount to pay on

behalf of each employee. o

Tool Use: You can recover the tx‘ all tools b&NSup a calculation for a flat rate per hour that

applies to all working field empleye®g. To determi rly rate, look at the amount your company spent
purchasing small tools for a § ch as the p, ear. Then divide that amount by the number of hours
worked by field employees &ri e same tiﬁ mployees that do not work in the field, change the rate

toQinthe Calculations@ employeg reco
Calculation typg&« d/Deduzé
vehicle to an employee as a benefit.

Vehicle gse%e companiea
Set calculati Iculation type 4-Add/Deduct (taxable). The calculation adds the dollar
v

%ross wages,@.ﬂes the taxes, and then deducts the dollar value from the gross wages. The
lati®» results in g incredse to the taxable wage.

Union Vacatio tors are responsible for computing the taxes for vacation pay and filing the
necessary repo en dealing with two or more unions, you might need to create a separate payroll
calculati te the union vacation for each union local.
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Set up the payroll calculation with calculation type 4-Add/Deduct (taxable). The calculation adds the dollar
value to the gross wages, computes the taxes, and then deducts the dollar value from the gross wages. The
calculation results in an increase to the taxable wage.

To include the calculation in the default set of paygroup benefits, select the Use in Paygroup Benefits check
box.

Calculation type 5-Accrued Hours

You can use calculation type 5-Accrued Hours to create a calculation that builds up hours. For example, you
could use this calculation to keep track of hours used to determine an employee’s vacation time.

A payroll calculation that uses calculation type 5-Accrued Hours does not post to the general ledger or create
job costs.

About calculation methods @

The calculation method tells Sage 100 Contractor how to use the calculation. Q
[tiples the number of

For example, if a calculation uses a per hour calculation method, Sage 100 Contrac
hours worked by the rate assigned to the calculation.

+ Percent Gross Pay (unadjusted): Computes a percent of the gro

+ Percent Total Taxable Wages: Computes a percentage of t es (Taxable wages = gross
pay + taxable add-ons — non-taxable deductions). You can u% calculation method for employer
calculations that are not subject to taxes, and employee dedu s that are subject to all taxes and
do not use calculation types 2-Add to Gross or 4-Add/ t (taxable). Do not use calculation
method 2-Percent Total Taxable Wages for a dedu is not subject to all taxes, such as most
retirement plans.

+ Percent Gross + Paygroup Benefits:
gross pay + taxable add-ons — non-taxabl
paygroup benefit packages because S
taxable deductions in the paygroup. C

requires the calculation to have culatlon numb emfian the calculation that adds the benefit
to the gross wage. Sage 100 C r exec‘ute{ yroll calculation in the order established by

the calculation number@

= Percent Regular Pa ours onhy: utes a percent of the regular pay based on regular
hours only, and d de any p hours marked as overtime or premium. For example, if

an employee worl hours of overtime, Sage 100 Contractor computes the

percent based@ hours of r .
+ Percent %‘n ay (all ho : @omputes a percent of the regular pay based on all hours worked,

including o rs. For example, if an employee works an eight-hour day plus two
hour overtime, Sa tractor computes the percent based on ten hours of regular pay.

e means of calcu &0n, you may need to combine the calculations to withhold the correct amount.

‘(\

|spo ab e (net): Computes a percent of the net pay after taxes. If two or more
& ttachmen . y to the same employee and you use 6-Percent Disposable Income (net) as
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Percent Other Calculation : Computes an amount based on the result from another calculation.
Calculation method 7-Percent Other Calculation requires you to select the prior calculation on which
you are basing this calculation. In the Based on list, click the calculation you want to use. The based
on calculation on must have a calculation number smaller than the current, payroll calculation
number. Sage 100 Contractor executes each payroll calculation in the order established by the
calculation numbers.

Per Hour (all hours): Multiplies the rate by the number of hours worked.

Per Hour (regular hours only): Multiplies the rate by the number of regular hours worked. This
excludes overtime and premium hours.

Per Day: Computes an amount based on the number of days worked.

Per Pay Period: Computes a flat amount each pay period.

Regular/Overtime/Premium (0*, 1*, 1*): Computes overtime and premium wages @ns or
benefits using overtime and premium wage rates indicated in the employee recor e 100

Contractor calculates overtime wages at the rate, and calculates premium wa rate.

s for add-ons or
d. Sage 100
mium wages at 2

Regular/Overtime/Premium (0*, 1.5*, 2*): Computes overtime and premi
benefits using overtime and premium wage rates indicated in the e
Contractor calculates overtime wages at 1.5 times the rate, and carlrk

using regular, overtime, and premium wage rates indicated i mployee record. Sage 100
Contractor calculates overtime wages at 1.5 times the rate, an&@€alculates premium wages at 1.5
times the rate.

Regular/Overtime/Premium (1*, 1.5%, 2*): Comgdluteyregular, overtime, and premium wages using
regular, overtime, and premium wage rates in teN\in the employee record. Sage 100 Contractor
calculates overtime wages at 1.5 times t&@, calculates premium wages at 2 times the rate.

times the rate.
Regular/Overtime/Premium (1*, 1.5%, 1.5%): Computes regu;gime, and premium wages

putes reg@ar, overtime, and premium wages using
dicated in A ployee record. Sage 100 Contractor
&l premium wages at 2 times the rate.

calculates overtime wages at 2 tigges therate, and ¢
Tables: Computes taxes usip @mm atgx §I e 100 Contractor contains the necessary
0,

Regular/Overtime/Premium (1*, 2*,
regular, overtime, and premium wage @

federal and provincial tax ta @ does the rates and maximums.

n): Allows er arate in the payroll record before the final-

Variable (manual ¢ |
compute. &
defaults K

About payroll calc

roll calculations, these amounts are automatically created for

Important! The ult Rate, D%eax and Max Type boxes in 5-3-1 Payroll Calculations are

r, Max. i d when the records are computed.

defaults. When you create sta
& ulations. Thi mation from 5-3-1 Payroll Calculations is not used to compute

When entering (@ rate, ask yourself: Will a default rate help me when entering new employees?

A\
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Some calculations apply to all employees and have fixed rates, such as Canada Pension Plan and
Employment Insurance taxes. Other calculations apply to all employees but may have varying rates, such as
health insurance premiums and other benefits. Some other additional calculations apply to only a subset of
employees and may have fixed rates too.

When entering default rates, it is very important to remember that this field is only a default. The actual rate
used when payroll records are computed comes from either the individual employee record or the paygroup.

If there is a common rate, you may want to enter it so that it will then default to the employee record when
entering a new employee. You may feel, however, that it is “safer” to require yourself to directly enter the rate
for each employee to ensure having the correct rate every time rather than having an incorrect default
accepted.

Moreover, some default calculations apply to only a subset of employees and may have varying s, such
as child support and other wage garnishments. There is no common rate for this group becau
calculation doesn't apply to most employees, and therefore the common rate is actually zerz{

Default Max
When considering the default maximum, use the same criteria as you use for t e@ate. Ask yourself
this question: Will a maximum rate help me when entering new employees?

Max Type Q
Wage-based maximum types mean that the calculation stops com@w en the employee’s wages reach
the maximum level.

This kind of maximum is usually used in connection with tax c@ions because they are usually published

in this style by the government agency.
+ Per Quarter and Per Year types are basgd on that are subject to Canada Pension Plan.
on unadjusied gross wages.

+ Per Cheque and Per Month types are bf

Dollar-based maximum types mean that the ation stops ting when the amount of the
calculation reaches the maximum Ievel @
c

This kind of maximum is useful whe . r amount # alculated without regard to the employee’s

&r—matching 401(k) at 50% of what the employee

earnings. For example, you ma alculate a

contributes, but the matchmg i ceed $1,
+ Per Year types ar n all com rolls to date.

+ Per Quartert based on all com ted payrolls assigned to the same quarter number that is on
the current p cord.

+ Per Month S are base omputed payrolls that have a cheque date in the same month as

t payroll recc%
! m nt to enter the correct cheque date on the payroll records prior to

& computing so th ge 100 Contractor is aware of the month to which the current payroll is
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Updating employee calculations using 5-3-1 Payroll Calculations Options menu

The 5-3-1 Payroll Calculations Options menu provides two menu commands with subcommands for
updating employees’ payroll calculations under Update Employees. The option for Update Maximum Only
does not add the calculation to employees that do not have it already.

Update Default Rate and Maximum

ALL Employees—Updates employees’ payroll calculation with the Default Rate and Max from the currently
displayed calculation (if it does not already exist for the employee).

‘Current’ Employees—Updates “current” employees’ payroll calculation with the Default Rate and Max from
the currently displayed calculation (if it does not already exist for the employee).

Employees with this Calculation—Updates employees’ payroll calculation with the Default @nd Max

from the currently displayed calculation that already have it. K
rre

ALL Employees—Updates employees’ payroll calculation with the Max only fro ntly displayed
calculation (if it does not already exist for the employee). x
‘Current’ Employees—Updates “current” employees’ payroll calculation ys ax only from the currently

displayed calculation (if it does not already exist for the employee).

Update Maximum only

To update employee calculations for Default Rate and M m:
1. Open 5-3-1 Payroll Calculations. @

2. Using the data control, select a payroll caIcuIationQ
3. Onthe menu bar, click Options > Update Q& > Update Default Rate and Maximum, and
select one of the following:
» ALL Employees O 6
= ‘Current’ Employees
» Employees with this Calcu% . K@
4. Onthe File menu, click Sfye! \>
To update employee ¢ @o’x\s for M @m only:
1. Open 5-3-1 Payr ulations. {
2. Usingthe data select a paglfrofcalculation.
3. Onthe men&lick Optio date Employees > Update Maximum Only, and then select one

of t’he gng:
. A\ loyee @
Qrent’ Emplcm
&On he File m@lick Save.

\(\’b
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Workers' Compensation

About Workers Compensation

In the 5-3-2 Workers’ Compensation window, you can set up the table for workers’ compensation codes,
rates, and experience modifier. Sage 100 Contractor uses the table in conjunction with the workers’
compensation payroll calculation to compute the premium for each code category. How you set up the
workers’ compensation codes depends on the requirements for each province.

Each province has a wage limit for subject earnings.

Use the compensation codes from the insurer's policy or report whenever possible. Companies with multiple
policies may find that the policies share compensation codes. If this occurs, you may need to ¢ a
separate numbering system for Sage 100 Contractor to use. Then include each state’s com;{ ighl code at

employee records. When you enter a timecard, Sage 100 Contractor first looks to th t code. If Sage 100

the end of the description
After you have set up the table, you can assign the workers’ compensation codes to t @odee and
Contractor does not find a compensation code, Sage 100 Contractor then lo

mployee record.

calendar. Also, write a reminder on the calendar one month prior to the po piration so you can get quotes
for the next policy term. When you renew the policies, adjust the rate SxPerience modifications in the 5-
3-2 Workers’ Compensation Codes window.

Employee Positions ®

About employee positions sx
Employee positions determine how you post pﬁ

It is a good idea to write the expiration dates of your workers’ compensati ies on your company

ts to the g&igeral ledger. Create employee positions

that represent the type of work performed by e es such as® workers, job supervisors, and
labourers. The list does not need to be ¢ ex However, y reate at least one employee position.
After creating the employee posmo hem to cords When you post a payroll record,
Sage 100 Contractor looks at thé |n an emp ord and the ledger accounts in the employee

positions table:

+ When atimecard I@ms ajob r@aymll posts to the ledger account in the Job Wages
cell.
+ Whena timﬁ@e contams@ pment number (for maintenance or repair), payroll posts to the

ledger ac inthe Equ ages cell.
. Wh ayroll record ontain timecard lines, or a timecard line does not contain a job

equipment r, Sage 100 Contractor posts to the ledger account in the Other Wages
can :so add a ; to each position. When you post a payroll record, Sage 100 Contractor first
looks%p the job rec department number. If Sage 100 Contractor does not find a department number in
the job record, i I s to the cost code. If the cost code does not contain a department number, Sage 100

Contract% to the employee position.
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Paygroups
About paygroups

Use paygroups to manage wages and the benefit packages for union shops. You can include the paygroups in
the employee record or in the job record to provide the correct paygroup when entering timecards. The
paygroup then becomes the source for wages and benefits on the timecard lines.

+ Forunion shops, set up a paygroup for each combination of pay scale and benefits package that you
need to report. Then assign the appropriate paygroup to each employee record. During timecard
entry, Sage 100 Contractor assigns the paygroup from the employee record to each timecard line.

When working with multiple unions, it is a good idea to provide the union number at the inning of
the paygroup description. Place the important information at the beginning of the desgr For
example, 80% Apprentice instead of Apprentice—80%. {

+ Inopen shops, the requirements between the prevailing-wage projects can va
work under a variety of pay categories. For each prevailing-wage project, s
paygroups for each combination of pay scale and benefits package thgt toreport. Thenin
the job record, you can list only the paygroups for that job. When yo numberon a

timecard line, Sage 100 Contractor looks for a list of paygroups. If th ord contains a list of
paygroups, it then uses the employee’s position to determine the @ )pfiate paygroup and inserts it

on the timecard line. %
When creating the paygroups, organize the paygroups by job or geogra area. When numbering the
paygroups, skip a few numbers between groups in case you n@add other paygroups later. You may also
want to include a job or area description in the paygroup llows quick identification of the correct
paygroup when entering timecards. %

Each union or prevailing-wage project has specifi uirer®@nts as to how the benefits are calculated. To
manage the different benefit packages, you can 2 an indepeggdent set of payroll calculations to each
paygroup. It is important to review each benefitro ide and dgt

forth by the governing agency. If not, you will ne&es0 create a

Federal Filing | OQ ;\}K

About Sage 100 Co \or inte with Aatrix

What is Aatrix®? @

Aatrix is aleading pro§ tax-form @d compliance services. It is in business to help you complete
og

federal payroll rep ectly from ware. Now that Aatrix has been integrated into Sage 100
eport forms, print, and then send them to federal entities.

Contractgr, @ve the ability
In additi \N enroll \yitheig d set up an account, you can file reports electronically through Aatrix
whj % ithin SageN00 §ontractor.
h&gher
isnol

ou print a@xd your tax reports or you files the reports electronically, with Aatrix integration there

ger any @ eate these tax reports manually.
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What do | get if | register Aatrix through Sage 100 Contractor?
If you choose to register, you can fill out and print Aatrix report forms, and then send them to federal entities.

If you choose not to register, you can still use Aatrix in “Evaluate” mode; however, the forms you print will
have a “DEMO” watermark. You cannot file them with federal entities.

How do | register?

As soon as you open the Sage 100 Contractor window, 5-4-1 Federal Tax Forms by Aatrix®, you are
prompted to register Aatrix through your Sage 100 Contractor so that it is associated with your Sage Service
Plan.

As a benefit for our customers, registering Aatrix through Sage 100 Contractor allows you to use Aatrix forms.
We recommend that you register immediately to take advantage of this valuable service.

Can I file electronically when | register? K
Registering through Sage 100 Contractor allows you to use all the Aatrix report forms ax reports and
then print them. Registering the Aatrix software through Sage 100 Contractor doe roll you with an

r Aatrix account.

Aatrix account for filing electronically. To use electronic filing, you have to reK

How do | enroll with Aatrix so that | can file electronically?

For more information about enrolling with Aatrix and setting up an acc, iling, visit
https://efile.aatrix.com/

What is the Aatrix fee structure for electronic fiIing@

For more information about Aatrix fees, visit https://pa atfx.com/sage100contractor/.

Can I file T4s electronically? x‘
For more information about filing T4s eIectronic@i http://ef@ix.com/SMBO29/info.aspx.

How do | use Aatrix with Sage 10 ntractor? @
Open 54-1 Federal Tax Forms an i by Aat Q report, set criteria, and then click Run
Report or View History. . x
When you click Run Repo %ﬁ\review the @o 2 and enter any missing information. Then you go to the
next step to save and print 4§ie . If you hawd arfas€ount with Aatrix, then you can file electronically by

s to the Aatrix ef{e® center for electronic filing.

forwarding the complet
When you click quﬂ , you can@ and work with reports through the Open Report window.
How can Igccquaintedéa@rix integration before | use it for my company?

*
Openth :‘N’ ompan open 5-4-1 Federal Tax Forms and eFiling by Aatrix. Select a report,
se riay then clic%eport or View History. This will also give you a chance to open the Aatrix
, WNigh provides detailsSgfformation about how the Aatrix processes works.
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What technical support options do | have if | run into a problem with Aatrix?

If you have a problem with Aatrix or Sage 100 Contractor, call 800-849-8049 (Sage Customer Support for
Sage 100 Contractor).

About 5-4-1 Federal Tax Forms and eFiling by Aatrix®

The 5-4-1 Federal Tax Forms and eFiling by Aatrix window is an integration portal into Aatrix. When you move
beyond this window, for example, by clicking View History or Run Report, you are working in the Aatrix
software that is integrated into Sage 100 Contractor.

How does my business information in Sage 100 Contractor get into Aatrix forms?

When you select a report and then click Run Report, Sage 100 Contractor searches its databa r
information relevant to that form and inserts it into the Aatrix form.

How do | know the forms are up to date?

Aatrix makes a strong point of keeping all its forms up to date. If Aatrix detennine@ao not have the

latest forms, you see a message window that provides four choices: \
+ Automatic Update: Update forms automatically over the Internet.
+ Download Update: Update forms by manually downloading an from any computer with an

expired and cannot be filed.

« Cancel: Cancel without processing forms. ®

Internet connection. a
+ Continue Expired: Continue processing without the reiuired ate. Forms will be marked as
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Chapter 7: Project Management

Working with Project Management

Sage 100 Contractor’s project management tools provide a way for you to manage proposals, budgets,
purchase orders, subcontracts, change orders, and job costing.

Budgets

Your budgets are always under your control when you verify and compare job costs as you enter them. You
can enter budget information manually or export data from Sage 100 Contractor estimates. Budget information
can be used in Work in Progress, Bonding, and Job Status Reports as well as in other reports that
compare costs by cost code, cost type, and summary totals. Also, as your project proceeds, S 0
Contractor maintains the initial budget and contract amounts at the same time that it update nt
(working) budget and contract amounts with change order information. In addition, you ca %}3 budgets
from your estimate, import budget information from other programs, or manually export t@ ormation to

Work in Progress, Bonding, Job Status, and other reports. $
Purchase Orders

Your can simplify your purchasing to enhance productivity. Sage 100 Con &an generate all purchase
orders from your estimates, and then automatically phase your purchas';n heduled tasks. Alternatively

you can use master purchase orders and generate purchase orders f e parts you need at a particular
time. You can also create manual purchase orders with the Part Look ature.

After you issue a purchase order, the costs are included in con@i cost reports. To pay your bills, simply
enter the purchase order number from supplier invoices 0 Contractor fills in the payables due, plus

the remaining balances and job cost information auto ou can set vendor-specific warnings so that
you will not pay invoices that are missing a purch mber or invoices that exceed the purchase order
amount. By running purchase order audit reports, an catch oyercharges.

Subcontracts

You can manage all subcontractor interadtio from contr @lon to the last item on your final punch list.
Sage 100 Contractor helps you av0| tractor omr% by monitoring for holdbacks, approved and
open change orders, expired W pensatl insurance, safety certification, and more
throughout the job. Over- b|II|n oldback t |thholds forinsurance, charge backs, lien
tracking, and lien waivers ar mtegrate ge 100 Contractor’s accounts payable functionality.
You can make your ow subcontrac fo (up to 100 pages) using the Subcontract option in

Form/Report Page soyou do eed to use pre-printed forms. You can even include a billing form
to standardize yo contract billi

Tocheck as, ntract’s statu
changes O{irWicls against th

verif% curacy w
ngNOrders

With Sage 100 %’s change order management tools, you use a single window to modify your prime
contract, any n f subcontracts, and your budget. After approval, change orders automatically
incrementypu et, contract, and subcontracts. You can handle each part of the change independently

pIy click Recap, and then click once more to display a list of
act. You can also call up a summary view of the entire subcontract to
enter an invoice for payment.
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and continue subcontract negotiations even after the prime contract change has been approved. Your
approved and pending change orders are reflected in job cost reports.

You can use internal change orders to manage chargebacks, move work from one subcontractor to another,
and manage inter-cost changes. You can view prime and subcontract audits with audit reports.

Using change orders, you can manage all upgrades and options that belong to the sale price of the project.
You can archive change orders as they are printed for a complete, permanent history of interactions with your
clients and subcontractors.

Job Costing

With Sage 100 Contractor’s job costing functionality, you can see where your business is earning profits and
where you need to improve estimates or other processes to be more profitable. Generate a wide yariety of
reports comparing costs to budget so that you can obtain precise, up-to-date cost views for eve@ect with
as much detail as you choose to include. Sage 100 Contractor job costing helps you estimatgfjo its with
cost-to-complete and committed-cost reports that compare budgets, job costs, and actu for every line
item. You can even create your own job cost reports with the built-in Report Writer. @

Job cost information, including labour burden costs, stays current and accurat t integrates with all
posting features including General Ledger, Accounts Payable, Accounts e, Payroll,
Equipment, and the Inventory add-on module. Because explicit cost detaj pr€served indefinitely, you
can research job costs at any time. é

Project Work Center 6

About Project Work Center @
The first time you open the Project Work Center isplays the last job entered in the current
company. However, you can also view any other |Iable Jobs in that company. After that, the last accessed
job is the default when you open Project Wor If you ha ot created any jobs in your company, you
are prompted to create one from the 3-5 Jobs ( nts Recei window when you open Project Work
Center. @
Project Work Center displays thef informatien g cted job:

u commands.

+ A customizable menu tr ing acce &&

+ The Project Hot L

« Contactand cu anC|aI mformat about the selected job.
Important! All & and default§are¥ser-specific and company-specific.

Customlz enu Tree
the wmd a menu tree for accessible Sage 100 Contractor menu commands for the
job! Selectlng ommand displays the form or record pre-loaded with the job’s information for
vieW or upda

t??
In some cases, ssociated items of that type for the selected job appears and you can then select the

appropna% ollowing selections display a list:
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3-2 Receivable Invoices/Credits

3-7 Progress Billing

4-2 Payable Invoices/Credits
6-4-1 Change Orders
+ 6-6-1 Purchase Orders

+ 6-7-1 Subcontracts

The menu tree defaults with all possible menu commands available. This is customizable through the
Customize Project Work Center Menu window.

Project Hot List

The upper right side of the window displays the Project Hot List. The Project Work Centeis@ view

and manage information from the standard tables in the Project Hot List. With Docume trol, you also
have access to the enhanced functionality available from the 6-11-9 Project Hot List

Project Work Center Job Contact and Financial Data $

The bottom of the window displays important information at a glance for eac%& job. This information is

“display only” and cannot be edited. However, as information is changed i 00 Contractor for a specific
job, this information is updated.

Project Work Center Desktop Shortcut %

Job information is available directly from the Sage 100 Contra@esktop by creating a desktop shortcut

icon in the 6-12 Project Work Center window. This fea you to view important data and manage
all your jobs from one location. Project Work Center i& stomizable for each user’s needs.

Important! You must create the desktop short%;:e. The Pgoject Work Center shortcut will then be
accessible from the desktop or in the 6-12 Pr, @ rk Cent indow.

Project Work Center job cogtast anq fig cjal information
tact and financial information for the selected

The bottom of the Project Work® indow dis N
job. This information is “displa \ Flowever, a e changes in Sage 100 Contractor that affect the

selected job, this informati(@s ed.

The following clien® ation appea
s Client naQ 6
s Contact name @

@ nUr:'lebSeSr Q
A e
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The following financial information about the job appears:
+ Contract Amount
+ Approved Changes
+ Total Contract
+ Costs toDate
+ Original Budget
+ Budget for Changes
+ Total Budget

+ Costs as % Budget @
Project Hot List K

About Project Hot List S@
u

Note: This functionality is available only if you have the Document Contr

The Project Hot Listis a record of items that require immediate attentioc n display a hot list by job or
by supervisor. You can then drill down to review a specific record. @
ist®rt

You can access the Project Hot List from the 6-11-9 Project Hot Li
windows.

he 6-12 Project Work Center

Important! Selection by supervisoris not avallable ccessing the Project Hot List from 6-12
Project Work Center.

You can include the following standar Xnatlon z@a Project Hot List:
« Invoices @
» Change orders OQ \K

« Purchase orders

" Subootracts \%\ \Q

» Proposals
« Progress bil Q
« Loan draw @
o
g paya
& ecurring recelm

‘(\
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Optional information you can include on the Project Hot List:

You can display more items in your Project Hot List, from both the 6-11-9 Project Hot List and 6-12 Project
Work Center windows, such as:

+ Requests for information
+ Requests for proposals
= Transmittals

+ Submittals

= Planrecords

+ Daily field reports

+« Punchlists @

+ Correspondence

Budgets @
About budgets &

A budget represents a summary of the hard costs detailed in a takeof ides the basis for all budgeted
versus actual cost, hour, or unit comparisons. In addition, you can us udget as the basis for the proposal
you provide to the client.

The costs for a budget are categorized by cost code, ande @ode is further divided into cost types.
Furthermore, you can include the hours necessary to te'We work for each cost code. For work
performed on a unit basis (include the quantity of ugits rformed for each cost code), Sage 100
Contractor automatically computes the cost per u

There are several ways to create a budget: you ort the da@;n a takeoff, import a file, or create a

budget manually. After the budget is completed, Y€ can set t budget. If at any point the budget is
changed, you can compare it to the origipfil.

If it becomes necessary to adjugf th a bud eY, %nterthe changes by issuing change orders.
Change orders allow you to alter ted costs%w ent from the budget itself.

Sage 100 Contractor also pr \% way fory arned when you are over budget. The program
determines the costs to dat&for the jobs by cc%) and cost type. It then compares the data to the original
budget plus change or en you say& the retord, Sage 100 Contractor notifies you if costs exceed the

budgeted amount for §j ou can enaille thg Over Budget Warning option using the 1-3 Journal
Transactions or 4- able Invoi dits windows.

R P

% information about costs, giving you the means to track the costs of a project using
pes. This functionality provides you with another way to analyze costs and refine the

Job costs provi
cost codes and
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When you post a transaction to the Direct Expense or WIP range of accounts, Sage 100 Contractor prompts
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.

« If you have turned on WIP Verification for job costs, and are posting job costs to a job that is marked
for WIP Posting, you will not be allowed to post to a direct expense account. A message will display:
WIP Posting is not = to job costs. You must correct your posting before you will be allowed to
save.

« If you have turned on WIP Verification for job costs, and are posting job costs to a WIP (Asset)
ledger account for a job that is not marked for WIP Posting, a message will display: WIP Posting is
not = to job costs. You must correct your posting before you will be allowed to save.

« If atext box is shaded, you cannot directly edit the data; you can only change it through an
accounting entry.

About job cost reconciliation K

Because discrepancies can appear over time, it is important to reconcile the job cost rego ith the ledger
transactions. During the reconciliation, Sage 100 Contractor compares the ledger. tions with the job

cost records and reports any discrepancies that exist. &

The reconciliation determines if ledger transactions are missing job cost rg€ONsNer if variances exist between
the cost amount of the ledger transaction and the job cost records. Aft it is complete, print the Job
Cost Reconciliation report, which lists ledger transactions that are Qig#g cost records or have variances in
excess of $1.

To determine the cause of each error, review the ledger tran @v the 1-3 Journal Transactions window
or in the window of original entry. If a transaction does a orresponding job cost record, look for
situations where cost records have been deleted. For & , when you delete a job Sage 100 Contractor
deletes all associated records, including the job c%:go

It is also important to search the job cost recordg hly. Beca¥ge historical records do not tie to ledger
transactions, it is possible to already have a cos % ord for a led saction. Make sure that a historical

record does not already exist before creatymg a cost record. | ot locate a cost record, you can enter a
historical cost record.

L 2
Resolving audit variances does figt % ate them f Kob Cost Reconcile report, and they will appear

on subsequent reports for the fipsalNyedr. It is a gogehi retain a printed copy of the report and any notes
you have made to help identi esolve errg an then use the report with future job cost
reconciliation reports to idelWi job cost efys have already resolved.

Note: Sage 100C ar does noi@duplicate or extra job cost records because they are not
Q io

associated with n. Additionally, Sage 100 Contractor cannot audit historical job

ific ledger
cost recort@hey were not y posting ledger transactions.
JGINGD istribb@

Ab®yt job cost ibution

When you post e transactions to the Expense range of accounts, Sage 100 Contractor displays the

Job Cosv n window.
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In the Job Cost Distribution window, you can break apart costs to create individual line entries that
reference jobs, phases, cost codes, and cost types. You can also select jobs or phases using a Picklist and
distribute the cost equally among the selections.

When job costing a transaction from the 1-1 Cheques/Bank Charges window or the 4-2 Payable
Invoices/Credits window, Sage 100 Contractor uses the vendor record to determine which cost code and
cost type to use. If the vendor record does not contain a cost code or cost type, you must supply the
information.

The Ledger Total box displays the total debits less credits posted to Direct Expense or WIP accounts. As
you enter the costs, Sage 100 Contractor shows the total amount costed in the Job Cost Total box. To save
the job cost record, the amount in the Job Cost Total box must equal the amount in the Ledger Total box.

Change Orders
4

About change orders

You use the 6-4-1 Change Orders window to manage changes to a prime contract contract. Change
orders let you track changes independent of a project’s budget, providing a c idrall for pending,
approved, and refused changes.

Change orders are closely integrated with subcontracts. When you use t a 1 Change Orders window to
create a change order for a subcontract, information is displayed on th€ & ubcontracts window in the
Changes, New Contract, and Remaining columns. This tight integratigg’provides more control over your
contracts and your invoicing by providing accessible informati

o)
Depending on the type of change work you need to perf @enter change orders that alter the job’s
budget, proposal, or subcontracts, or any combination&thr e.

The 6-4-1 Change Orders window has two tabs:

+ You use the Prime Change Details t nter changegag costs that affect the bid amount.
+ You use the Budget and Sub Change Details tab st changes that affect your budgeted
costs, such as subcontract chaglgegr work for whi do not want to charge the client.
L 2
Prime Change Details tab ¢ O \

The Prime Change Details t@ you to tra@ es to a project and segregate changes to the

contract (proposal) from chg your budg&
Prime changes are cha@ rs that e@z]o proposal. They let you track changes independent of a

clear audit€gail Ny pending, approved, and refused changes.

Create AR e or Create e Order command on the Options menu, Sage 100 Contractor opens
the appr % dow andjg e relevant information. To complete the invoice or purchase order, you
en and any ad @ I information.

et and Sub nge Details tab

project proposal, m
From approveé;:)rime changes, yo reate receivable invoices and purchase orders. When you select the

Change orders components:

A\
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+ Prime Change Orders

+ Budget and Sub Change Orders.

Change orders allow you to track changes to a project and segregate changes to the contract (proposal) from
changes to your budget (costs). Depending on the type of change work you need to perform, you can enter
change orders that alter the job budget, proposal, or subcontracts, or any combination of the three. Overall,
change orders provide a convenient way to manage changes to a contract or subcontract.

Subcontracts work in conjunction with change orders and accounts payable, providing you with better control
over change work and billing. You can review billings, approved and open change orders, or a summary of the
subcontract information. You can also set up holdbacks for a subcontract. When you create an invoice for the
subcontract, the program uses the rate indicated in the subcontract record.

Because the Sub Change Orders window provides for managing changes to a budget or subc t, you
may enter cost changes that affect your budgeted costs (such as subcontract changes) or copt §#iagges that
affect work for which you do not want to charge the client. {

When changes are approved, Sage 100 Contractor reflects the changes to costs in th t and job cost
reports, but the original budget remains unchanged.From approved change orders n create receivable
invoices and purchase orders. When you select the Create Invoice or Crea e Order command on
the Options menu, Sage 100 Contractor opens the appropriate window and i &n e relevant information.
To complete the invoice or purchase order, you enter the parts and any a Q formation.

You can also record which plans and documents you send as attach
to whom you route the change orders.

the change order, as well as

Attachments and Routing @
The 6-4-1 Change Orders window also supports Atta ntstand Routing. You can drag and drop files
onto the window to create an attachment that can pe e customers or printed. The Routing command

allows you to keep track of where and to whom yo@@ave sent attachments.

Tip: The Attachments command is located & Edit > Att
Upgrade check box Q ,
Another important feature of the Qnge Ord |s the Upgrade check box. The Upgrade
check box controls what infori mcIuded 1 Homebuilders reports. For example:
s Toinclude an Up de4ficeon the Iders reports and add it to the Sales Price Totals on

the reports, yo, elect Up rad that specific change order must have an approved Prime
Change Or nt. Q

the Homebuilders reports and add it to the Total Budget, you

s Toinclude pgrade B
mus ect Upgrade, pecific change order must have an approved Budget amount.

ct budgets and proposals and subcontracts

OrdeNy window. W u print contract-related reports, Sage 100 Contractor computes the new contract
amounts based ount in the Contract box in the 3-5 Jobs window and approved changes. In cost

N4

H @ge or
an Wake char;%t? the’budgeted costs, bid amounts, and subcontracts using the 6-4-1 Change
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analysis reports, Sage 100 Contractor computes the new costs based on the costs from the budget and
approved change orders.

Sage 100 Contractor does not alter the original budget created in the 6-2 Budgets window nor does it alter the
original proposal created in the 6-9 Proposals window. It does, however, update subcontract totals while
retaining the original subcontract amount when change orders are created using the Budget and Sub
Change Details tab. These totals can be viewed in 6-7-1 Subcontracts. You can also use the subcontracts
window to invoice the entire subcontract or specific change order lines of the subcontract.

After work begins on a contract, enter any changes to the budget or proposal as a change order. As you create
the change order, determine whether the costs affect bid amounts, budgeted costs, or both.

For example, suppose you forgot to estimate the cost of some work required in a project. To include the costs
in the budget and charge the client, enter the changes to the bid amount on the Prime Change ilstabin
6-4-1 Change Orders. Then on the Budget and Sub Change Details tab, enter the change S.

Otherwise, if you merely want to add the costs to the budget without charging the client, ly the
changes to the costs in the Budget and Sub Change Details tab.

Alternatively, you can set the original budget and manually enter the changes t c@he affected cost
codes. Likewise, you can set the original proposal and enter the changes in % cost codes. In

addition, you can use a separate cost code for each change order.

About entering change orders %O
b

The 6-4-1 Change Orders window contains a header area and two tabs®™and at the bottom, boxes that report
various values that you may be following. é

The header area contains boxes for entering informati h 2% Job, Phase, Description, Date, Status,
and so forth.

box selection by entering a status in the App columnon dget and Sub Change Details tab
except for those with a status of Void a ejecled.

Tabs o &

The window has two tabs, Pri nge Detail &udget and Sub Change Details. To make
changes to ajob’s contract @ you enter afge on the Prime Change Details tab. To change a
er

Important! The Status box selection sets th t for both ti 4s, however; you can override the Status

budget or subcontract, y e changes ihe Budget and Sub Change Details tab.

The changes to the c mount (3+ (Accounts Receivable), and the budget amount (6-2
Budgets) do not in the wind igin. They only appear in reports or in sub-menus of the windows of
@aration of the original amounts and the changes.

origin. This fungtionality maintains

*
For exam %e the chan @ contract, you may view the Prime Contract Audit report. To see the
ch budget, W various project management reports, such as the Job Cost Summary
rgfort. 8 sek the changes ubcontract, you may view the subcontract Audit report.
On tfy3-5 Jobs (A ts Receivable) window, on the menu bar, you may also view changes in the
contract amoun i®ing Options > Contract Summary.

A\
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On the other hand, changes to the subcontract do appear in the 6-7-1 Subcontracts window. After creating a
change order against a subcontract, the program updates the changes as well as the original totals. On the 6-
7-1 Subcontracts window, on the menu bar, you may also view changes in the budget amount by clicking
Options > Summary.

Change order work may require an adjustment to the job contract and the budget. For example, a general
contractor has begun work on a kitchen remodel project and the client wants to change the sink called forin
the plans. The plumbing subcontractor tells the general contractor to add $75 for the sink upgrade.

In creating the change order, the contractor enters the $75 change to the subcontract in the Budget and Sub
Change Details tab. Because the client requested the change, the contractor charges $25 for the upgrade in
addition to the $75 in added costs. On the Prime Change Details tab, the contractor enters a request for an
additional $100. After saving the sub change, the change information appears with the subcontract record in 6-

7-1 Subcontracts @
Sometimes you might only want to change the contract amount. Suppose, from the above e&i 7the sink
the client wants costs the same amount as the sink from the plans. Because the client r the change,
the contractor charges $25 for the change work. On the Prime Change Details tab, tHg'c ctorenters a
request for an additional $25.

Under certain conditions, you might have to adjust only the budget. Suppos ecification for the faucet
requires a specific model that costs $100. However, due to some miscomgaui®gtion, the subcontractor
installed a model costing $150 and refuses to take the loss. In the Bungub Change Details tab, the
contractor enters a budget change for $50. %

rather than typing a note in a grid row or including an attac ment. To open the Notes window, click

Tip: Toinclude a detailed description of the change order w@pe a note for the change order “record”
the Notes icon on the toolbar.

About automatic numbering for c&ge ordgrs

When you create a new change order for a job, 00 Contrac

the sequence. You do not have to accept jiag suggested cha -
instead. K

Use the following guidelin&sg: O

« Whena change orde uses only @ Sage 100 Contractor increments the change order
number by one e, you cregle e order 1 for job 220. The subsequent change order
numbers woul 4 and so on

pvides the next change order number in
number, and can enter your own number

,QQ ‘Q
‘(\
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+ If achange order number uses a dash (—), Sage 100 Contractor increments the number to the right of
the dash by one. The dash lets you include the job or subcontract number in the change order number
sequence this helps identify to which job or subcontract the change order belongs.

Suppose you are creating the first change order for job 220. By including the job number, the first
change order number would be 220-1. The subsequent change orders for the job would be 220-2, 220-
3, and so on.

You can also use the same numbering convention for subcontract change orders. Suppose you are
creating a change order for subcontract 850 on job 220. When entering the first change to the
subcontract on the Budget and Sub Change Details tab, you enter 850-1 in the Change# box.
Later, when you enter another change order for that subcontract, the next change order number would

be 850-2.
+ When a change order number combines letters and numbers, Sage 100 Contractor cang@§increment
the change order number. For example, if you created change order AAAS for job 22 e}l 00

Contractor cannot suggest the next change order number.

Note: The change order numbers in each phase of a job are independent from th %er numbers
in the other phases of the job. Suppose job 220 has two phases, and you cregt order 220-1in
phase 1. In phase 2, you can also create change order 220-1. This lets yo theshumber of change
orders in each phase.

About adding change orders to subcontracts %

It is likely that you will have to add one or more change orders t ontracts during the course of a project.

Note: 6-7-1 Subcontracts control subcontract rec
Change Orders and 4-2 Payable Invoices/Cr
and in 4-2 Payable Invoices/Credits are displa

irinteraction and integration with 6-4-1
es made to records in 6-4-1 Change Orders
in 6-7-1 Subcontracts.

The process of entering a change order for a col is straight f%. You begin by referencing the job in
the header section of the widow. Then af ntering the requireYi ation, such as Description, Change#,
Date, and Status in the header, you enté&§infonation in thgt rime Change Details and Budget and
Sub Change Details. . Q . \\

On the Prime Change Detail N) only nee@& equired information for Description, Cost Code,

and Cost Type. Then you cli udget an hange Details tab to enter the changes.

There is a new column, tract Line, in th&Budget and Sub Change Details grid. Five of the
columns of the grid n thsaunit. T olumns are:

+ Vendor— avendor, Q ‘; the default vendor.
. Sulﬁact—Enter [V act number, or accept the default subcontract number.
\ ract LigesrSgt e line to affect in the subcontract, leave the cell blank to create a new

& hangeﬂ—% a Change#, or accept the default Change#.
. Status@ Status.
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Important!
These five columns act as a unit. In addition to required fields, a value must be entered under each of
these columns except Subcontract Line to be able to save the change order record.

If the Subcontract Line cell is blank, you have to enter a Cost Code and Cost Type.

If you enter data in the Subcontract Line cell, Cost Code and Cost Type autofill.

Change a line or create a new line in a 6-7-1 Subcontract record

When entering a subcontract change, you can add or subtract the existing value of a subcontract record line or
you can add a new line to the subcontract record. When working in the grid with your cursor in the a cell under
the Subcontract Line column, you can press F5 to open the Subcontract Lines lookup windo hen select
the line you want to affect by double-clicking it. Alternatively, leaving the Subcontract Line c @ when

creating a new line in the grid, creates a new line in the subcontract record. (
ontract in 6-7-
selected when

ttom of the window.

After saving the record, you can see the changes to the subcontract record by openin
1 Subcontracts. In the grid, notice that the Changes column will have an entry in t
creating the change. The change is also displayed in the details summary boK

Cost Codes and Divisions O

About cost codes and divisions 6

Cost codes are an important part of the job costing system. Th@'w you to separate costs into different
categories and compare budgeted costs to actual cost f cost code is assigned to a division,
which provides a way to group cost codes for subtotali epdrts. Sage 100 Contractor organizes job costs
in order of detail by job and phases, cost codes, agl cos .

Note: Cost codes are company-specific, no‘ ific.

A common mistake when creating a cos list for gene actors is building a long list that contains
too much detail. It is unnecessary to t des thatt ctor does not perform or subcontract.
Unless a general contractor perform rk one |s usually sufficient. For example, a general
contractor rarely needs separat c es for ro ical, electrical trim, electrical fixtures, and alarm.
Including such trades only cr: nW|eIdy C e list, which leads to errors in data entry.

le-trade subconigctors can be very short; a dozen codes are usually

The cost code list form
sufficient. Some con though, ed more cost codes. Mechanical subcontractors, for example,
may need approxi enty codes@ down both plumbing and HVAC work.

Divisions areged to group cost o
cost- bas ,

ecause Sage 100 Contractor uses divisions to subtotal costs for
create divisions based on the Construction Specifications Institute
have to rely on the CSI structure for divisions and can create your own.

is noteport that prints cost codes by division, you can print the cost codes from the
. The report lists the costs codes and divisions assigned to them.
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About Workers' Compensation codes

Assigning Workers’ Compensation codes to cost codes provides the correct compensation code based on the
type of work performed during timecard entry. You may need to create additional cost codes for the
combination of cost codes and Workers’ Compensation codes to work correctly.

Setting Up A Cost Code Numbering System

About cost code numbering systems

When creating cost codes, use a simple numbering system to avoid the introduction of errors and to divide the
cost codes into major categories. When starting with a 4-digit number system, for example, make each
thousand a division, such as 1000-General Requirements, 2000-Site Work, 3000-Concrete, @4000-
Masonry.

Caution! Carefully plan your cost code structure before implementing it. After you ha@gd

transactions into the system with a set of cost codes, it is a complex process to cha m.

ed for cost and
d cost accounting, and
list.

The Construction Specifications Institute (CSI) has designed a set of cost ¢
specification purposes. General contractors often adopt the system for esti
subcontractors often use an extended numbering system defined by the

Note: Cost codes are company-specific, not job-specific.

About cost code numbering for general contr%@
I

A common mistake when creating cost codes is buildi Ist that contains too much detail. It is not
necessary to include trades that the contractor do ot rm or subcontract. Unless a general contractor
performs the work, one cost code is usually suffi or exam a general contractor rarely needs
separate cost codes for Rough Electrical, Elec , Electri ixtures, and Alarm. Including such
trades only creates an unwieldy cost code list. you canus le cost code in place of many cost
codes, how do you track costs? With e able |nv0|ce actor creates job costs that detail the
type of work performed. Continuing @ample b ctrical subcontractor on most jobs submits
three to six invoices to the genegal cét r. By pri b Cost Journal for the specific job, the journal
t

details each electrical cost ent he job as adthe total electrical costs.

There are circumstances i vmg sevel I@odes are useful. If you have allowances in a contract,
you will want to track th V’% S separately. example you might use Electrical and Electrical Fixtures as
separate cost codes, a outos the’electrical costs. Over the course of the project, you can
provide the owner W|t a rt detallm@al amount spent on allowance items. You can always enter a

d on the over/under amount of the allowance.

change order to adJ e prime co@
When buidlr%st of cost ¢ best to begin with a small list with room for expansion. Over time you
can add codeg i prlate sections.

ea f se, many gen ontractors use the Construction Specifications Institute (CSI) divisions. Be
awNg that the CSI gmk ering system classifies materials and workmanship in a construction project and not
cost bfeakdown logl cases, the first two levels of the CSI system work for cost codes. If you decide to
use the CSI div%use the main 16 divisions. To provide room for growth in the cost code list, add two or

three zer%

division number.
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While creating the cost codes, keep in mind that you will assign a cost type to each job cost. It is
unnecessary, therefore, to create cost codes that break apart costs into materials, labour , equipment,
subcontracts, and so forth.

About cost code numbering for subcontractors

The cost code list for most single-trade subcontractors can be very short; a dozen codes are usually
sufficient. Some contractors, though, may need more cost codes. Mechanical subcontractors, for example,
may need twenty codes or more to breakdown both plumbing and HVAC work.

Some subcontractors use numbers that reflect the related CSI divisions. For example, a drywall
subcontractor may use 9250 for Stocking, 9255 for Hanging, 9260 for Taping, 9265 for Spraying, 9270 for
Knockdown, and 9275 for Cleanup. General contractors or owners rarely require such detail in a cost code list.

Purchase Orders K@

About purchase orders %

A purchase order lists the materials needed from a specific vendor for a specifiti can create purchase
orders manually for each vendor, or export data from the takeoff to create pu ers automatically for
each vendor. In addition, you can create purchase orders for the subcontrﬁ a given project.

With large projects, you can create master purchase orders. A maste all the parts needed from a
vendor, but allows you to create smaller purchase orders to help sche®lehe flow of materials to the job site.
For example, you can stagger the purchase and delivery of framj aterials to better coincide with the
different phases of construction. F@

After creating purchase orders, you can generate job ¢ to determine committed costs. As you
receive shipments of materials, employees can enper th tities of materials received using the 12-4
Purchase Order Receipts window, which create%/ab e invoice with status 2-Review. When you
receive the payable invoice from the vendor, yo iew the iffgice record and make any necessary
adjustments. 0

Use the Remove Closed Purchase @ ption to remo ase orders with a Closed status and no

job number.
About master purchg&q \}
To control the ordering and materials @ite, use a master purchase order. Think of the master

purchase order as a co th the vendor, witgh lists all the materials you intend to purchase over the
course of the project. htevens p each of your vendors with copies of the master orders.

From the master, yo ate smaII se orders for the materials necessary to complete the next series

of tasks. ter tracks t tity of items ordered and cancelled for a particular vendor and job.

After creat@naster purc der, you can create all the smaller purchase orders to ensure you have
materi aster purchase order. You then only need to assign the appropriate

& and pnnt the ase orders as you need them.

\({b
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Subcontracts

About subcontracts

Many general contractors enter into subcontracts with other contractors to perform specific types of work. In
the 6-7-1 Subcontracts window, you can create subcontracts, review change work and invoices that affect
subcontracts, and gain tighter control of subcontract billings. You can export items from a takeoff to create
subcontracts automatically, or you can enter the subcontracts manually.

When using phases to manage larger projects, look at the amount of work a subcontractor is providing and
determine whether you want to create a single subcontract for the entire job or a subcontract for each phase
within the job. If the amount of work is relatively small or does not vary from phase to phase, it might be easier
to create a single subcontract. For large amounts of work, or if the complexity of work varies be@ phases,
consider creating a subcontract for each phase.

From a takeoff, you can export items assigned status 4-Subcontract by job, or by job r@ .
+ When you export the subcontracts by job, Sage 100 Contractor creates a s ct that lists each

phase in which the subcontractor performs work. x
+ When you export the subcontracts by job and phase, Sage 100 Con&) eates a separate
subcontract for each phase in which the subcontractor performs

Subcontracts work in conjunction with change orders and accounts Invoices, providing you with
better control over change work and billing. You can review billings, appse#ed and open change orders, or a
summary of the subcontract information, including a Iine-by-lin@mary of the invoiced amounts.

About cost to complete

Job-Complete Tracking s\\?
O

Caution! The Cost to Complete repogagelies on accurat -date job costs. Be sure to post all
job costs and enter any recent chang before‘up report.
Inthe 6-8-1 Cost to Complete oucan ge% eport estimating the costs necessary to
complete a project currently u select the job and phase and update the data,

Sage 100 Contractor retrieyfs rrent bud msts, and the gross wages for uncomputed payroll
records. Over the cours project, you cari§podate the current budget and job costs in the Cost to
Complete window to,c new repor}

Enter the estimate ent of wor
you provide t ercent of work ¢g
costs to he project afid/

estimatgac 0 compleie iy
t unt§ver or under ’o.@: .
Whigthe computed%ll records include the labour burden, the gross wages for uncomputed payroll

records do not. Tggcrgase the accuracy of the report, you can provide a labour burden rate, which Sage 100
Contractor usesit ulate and add in the estimated labour burden for uncomputed payroll records.

A\

ospted or costs to complete the project, and calculate the report. If
etgd, Sage 100 Contractor computes an estimate of the remaining

2 amount by which you are over or under budget. If you provide the
#lect, Sage 100 Contractor computes the percent of work completed and
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About hours to complete

In the Hours to Complete window, you can generate a report estimating the number of hours necessary to
complete a project currently under construction. When you select the job and phase and update the data,
Sage 100 Contractor retrieves the current budget, job costs, and the gross wages for uncomputed payroll
records. Over the course of the project, you can update the current budget and job costs in the Hours to
Complete window to create a new report.

Caution! The Hours to Complete report relies on accurate and up-to-date job costs. Be sure to post all
job costs and enter any recent change orders before updating the report.

Enter the percent of hours completed or estimated hours to complete the project, and calculate the report. If
you provide the percent of hours completed, Sage 100 Contractor computes an estimate of the ining
hours to complete the project and the amount by which you are over or under budget. If you pdv e
estimated hours to complete the project, Sage 100 Contractor computes an estimate of ?b ent of hours

completed and the amount by which you are over or under budget. E

About units to complete \m

In the 6-8-3 Units to Complete window, you can generate a report to revi
on a project currently under construction. When you select the job and phé
Contractor retrieves the current budget. Over the course of the projecjs
the Units to Complete window to create a new report.

ber of units to complete
update the data, Sage 100
update the current budget in

You can enter the estimated units completed and calculate the@!. Sage 100 Contractor computes the
budgeted cost per unit, the actual cost per unit, and the wgi h you are over or under budget.

O

The proposal is a document presented tefa Chgnt, providin @down of the contracted amount by cost
code or bid item. Sage 100 Contract ides several s eate a proposal: you can export the data

e, orcrea sal manually. After the proposal is completed,
gotiatin@ ice?with your client, you can edit the current proposal

Proposals

O
7¢

About proposals

from a takeoff, import a budget,
you can set the original propos
and compare it with the origi

If it becomes necessa@ st the selling priC§in a proposal, enter the changes by issuing change orders.
ol

Change orders allow ter the se@ce independent from the proposal itself.
About cre tinﬁxropos@
*
There are % ys to creat sals—from entering the cost codes or bid items manually, to selecting a
d

s or bid i icklist, to importing a budget or file. Furthermore, you can export a takeoff

list ov
reaga proposal by bi r cost code.
Whi

if is faster an rto import a proposal, you can also build a proposal manually by entering the
individual cost amounts for each cost type, including the overhead and profit.

A\
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Exporting and Importing Proposal Files

About exporting and importing files

Files save you time performing repetitious work by providing the structure for documents such as budgets or
proposals. You can create files that provide only a brief outline or contain nearly complete information or
anywhere in between.

Suppose that you are building homes in a residential subdivision. Because there is only one model of home,
the basic budget for each home does not change. Rather than re-entering the same budget information for
each home you intend to build, you can create a file from the first budget. Then for each new home, import the
budget file and enter any minor modifications to suit the needs of that particular project.

If the subdivision contains four different models of homes, you can create four budget files. Wh u begin
work on a new home, import its budget file for the particular model and modify it as needed.

projects. You can create a budget file that only contains a list of cost codes. When yofimgoy! the budget file,

Perhaps you do a great deal of home construction, and one budget cannot accurately ref any different
you can enter the appropriate figures as dictated by the job.

When creating a file, either you can use an existing record as the basis forthK r.you can build the file

from scratch. O

Unitary Proposals 6

“,

The proposal is a document presented to a client, prov @akdown of the contracted amount by bid item.
There are two ways to create a unitary proposal: y@u can rt afile, or you can create a proposal manually.

After the proposal is completed, you can setitas t riginal. After negotiating the price with your client, you
can edit the current proposal while retaining the@

If it becomes necessary to adjust the selligg priceT a propos
orders. Change orders allow you to alteréling pricei
L 2
(O N\
Document Contro \
About document & I Kz
Note: This fun(@available

Sage 10QC ors Docum
document include Re
subri

jly field rem@
t Control @ help you manage correspondence, keep track of project plans, maintain a project

About unitary proposals

ter the changes by issuing change
nt from the proposal itself.

ou have the Document Control Module.

ol module provides complete control of all your project management
for Information (RFIs), Requests for Proposal (RFPs), transmittals,
orrespondence.

and stay on punch list items. A customizable template makes daily field reports accurate and
accessible.

A\
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When using the functionality of Document Control, all your documents integrate with estimating, change
orders, purchase orders, subcontracts, and payroll. This makes the process of project management complete,
fast, accurate, and reliable.

About Request for Proposal

Note: This functionality is available only if you have the Document Control Module.

A Request for Proposal (RFP) is a document you send to vendors or subcontractors containing a list of parts
needed or work to be performed. The vendor or subcontractor uses the RFP to create a proposal for you. Look
for menu 6-11-1 Request for Proposal.

Tip: You can set up RFPs to be numbered sequentially with an association to a job and p

About file and link Attachments on records
What are attachments? $

Attachments provide functionality to attach files and/or Web links to selecte% in Sage 100 Contractor.
There are two methods for attaching files and links. You can add them in using the Attachments
window (Edit > Attachments), or you can simply drag-and-drop files b links onto a Sage 100
Contractor window that accepts attachments. %

A few examples of Sage 100 Contractor windows that accept @ments are payable invoices, requests for

proposal, progress bills, change orders, purchase orders, jobs.
How can | use attachments? \
Here are a few examples:

» Afterreceiving a hard copy document u would I|k tach to a payable invoice record in 4-2
Payable Invoices/Credits, you scant SdOcument i omputer to create afile, then attach
the file to the payable invoice r

+ You have several dlgltaLph ork bei g on by a subcontractor on a remodel job. You can
transfer these files to yo ter and th them to a record in 6-7-1 Subcontracts.
» AftersendinganR h|tect w eb site, you want to attach the architect's web site
URL link tothe R the open your browser, you drag and drop the link from the
browser's Ad onto the 6-11- equests for Proposal record.
How does atta% unctio
You create apmttachment as eit I attachment or a “link” attachment. Link attachments can either be
afileora b site link).

this Mgocess, the pri creates a local folder and subfolder structure in your local company where the

record is Iocatez%

Cr a I attach@sociates the a local file (on your local computer) or a copy of a network file
iedgm a networg com r) to an Sage 100 Contractor record in your local computer's company data. In
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Creating a “link” attachment, attaches a link to the remote file (on a network computer) or URL link to Web
page on a remote computer. The program does not create a local folder and subfolder structure in your local
company for linked attachments.

Important! Forlink attachments, do not rename an attachment's file server after attaching a file. Sage
100 Contractor cannot locate a linked file if the file server is renamed or replaced by a server with another
name.

Can | drag and drop files to create attachments?

If a record accepts attachments, you can drag and drop files onto the window to create an attachment. This
includes graphic files, Web links, email messages, desktop shortcuts, or any other file type.

Note: If you use Microsoft Outlook, you can drag and drop email messages from your Inb@ectly

onto a Sage 100 Contractor record. 2

Where are attachments located?

First, let's look at what happens when you attach a local file to a record. Wh ad@the attachment and
save the record, the program creates an Attachments folder and folder stru nder \\[ServerName]\
[CompanyName]\Attachments. To prevent naming conflicts between fi chfile in placedinto a

subfolder with a unique name a

For example, let's suppose you are working in Sample Company job Ji ez Burrito #8, and you attach a
local graphic file to record 8 in 6-4-1 Change Order, Floor Til ade. After saving the record, in
Windows Explorer, you will find this path: \\[ServerNa Company\Attachments\Jobs\Change
Orders\(unique subfolder name)\(file name).gif.

Tip: Sample Company data can be changed on %}omputer The Sample Company data in these
examples may not match the Sample Comp n your coyouter exactly.

What is the attachment parent- C'Q tructure? @
You probably noted that the Ch Ideris %r of Jobs. That's because the program creates

Attachments according to the eX| nt-chlld I ps that already exist in the program for Jobs and

Change Orders. % @
For example, the parent recd fOFthe change& the job, 215-Jiminez Burrito #8. If you were to open, 6-

6-1 Purchase Orders 38, clear Edit, and add the same graphic file to this record and then
look at the folder stru ou will fin erName]\Sample Company\Attachments\Jobs\Purchase
Orders\(unique s der name) glf The attachments to the purchase order record and the
change order ord are both “chlld o) jOb 215—Jiminez Burrito #8, which is located in 3-5 Jobs

(Accour\ able).
o e when G @ g parent record when children have attachments?

tach files th “parent” records and “child” records. For example, you can attach files and links to
job 218-Jimenez #8 directly from that job's record in 3-5 Jobs (Accounts Receivable) or to that job
through other re§q, uch as Change Orders, Purchase Orders, Subcontracts, and so forth. As described

above, yv ttachments to records that are children of the job.
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Because of the parent-child structure of the program, when you open the Attachments window from the parent
window 3-5 Jobs (Accounts Receivable) 215-Jimenez Burrito #8, you can select different ways to view
the Attachment related to this job using the box with the title, Show items attached to:

« This job directly. If the parent record has attachments, the attachments would be displayed in this
list.

« Purchase Orders for this job. If a “child” purchase order record of this job has attachments, then
the attachments would be displayed in this list.

« Change Orders for this job. If a “child” change order record of this job has attachments, then the
attachments would be displayed in this list.

How does attaching network files work?

When you select a network file to attach to a record, the program recognizes that it isn't a loc offers
two choices, Copy the file to my company data (my local computer), or Link to the exis ona

network computer) @

If you select to Copy the file to my company data, the program makes a copy of i esitina
folder\subfolder structure under \\[ServerName]\[CompanyName]\Attach i arent-child
relationship.

If you select to Link to the existing file, the file remains on the network . A copy of it is not created,
and it does not appear in a folder under \\[ServerName]\[CompanyN chments\. In fact, if you never
link to a local file or copy a attachment file to your computer, you will %ee an Attachments folder under

the company folder.

What happens if | select “Protect this file from,begi nged”

After you link to a network file by selecting Copy the ﬁ&] ur company data, you have the option to
Protect this file from being changed. After savigg the rérd, if you were to open the linked file and try to

edit it, the program that opens it displays a messadeNtating that te file cannot be changed, is read-only, or
something similar. The message displayed de the progr: at opens it.

Note: If you select the option, Link t xisting file t%tect this file from being changed
option is unavailable. If you need t t an attaohrrﬁ being changed, select the Copy file to

my company data option. ¢

How do | attach Web li

When adding a link to ge as an ac&nt, you are encouraged to copy and paste the contents of

your browser's Addr (a U RL— igigresource locator) into the box on the Add Attachment window.

You can type the the box, b ch easier to copy and paste it to avoid possible errors from typing
mlstakes

nts th ks are always remote and never appear in an Attachments folder under
me]\[Co me]\.

\(\’b
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How do | know that a record has attachments? Are there visual indicators?

An Attachment button has been added to the toolbar. It displays a paper clip against a grey background if the
record has no attachments. It displays a paper clip against a white rectangle if the record has attachments.
You can click the Attachments button to open the Attachments window whether the record has attachments
or not.

Important! To provide room for the Attachments button, the Count button has been removed from the
toolbar. On windows that provide the count files functionality, the Count command is available from the
menu bar.

Can | email attachments?

Important! Emailing attachment functionality only works if Microsoft Outlook is your def @ client.

Yes, just open an Attachments window, and select one or more attachments. Click Eqnaj the program
opens an email message with the attachments included in the Attach... box. $

Can | print Attachments? x&'
Yes, just open an Attachments window, and select an attachment. Click d the program opens the file
in the program that is controlled by your Windows settings.

Note: Printing from the Attachments window behaves the s as nght-clicking the file in Window
Explorer and selecting Print from the menu.

About Requests for Information x\'

Note: This functionality is available only if y@ he DocumAgt Control Module.

A request for information (RFI) is a doc ousendto e@;ontractors, architects, or engineers asking
for information. When you receive theg ation, yogcadin it in the RFI record. There is a business
advantage to adding informationeab nts or ve en you enter such information on a request for
information, the document is le N .

The entry in the Client box dor box o @-2 Requests for Information window are mutually
exclusive. On a new re@ rinformation re when you enter a client, the vendor entry is cleared and the

client address and c me are aut tically placed into the Attention box and Address boxes. Also on
anew record, wheg& ra vendor,@ent information is cleared and replaced with the vendor
information.
+ %0 pelling, clic xt entry areas and then press the F7 key. On the Field Properties
ck Spelling check box, and then click OK.

K' ow, sele
& Yo®can set up R be numbered sequentially with an association to a job and phase.

4

%
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About transmittals

A transmittal is a cover sheet that lists all the documents being sent. The individual to whom you sent the
documents signs the transmittal as proof that all the items were received.

There is a business advantage to adding information about clients or vendors. When you enter such
information on a transmittal, the document is legally traceable.

The entry in the Client box and Vendor box on the 6-11-3 Transmittal window are mutually exclusive. On a
new transmittal record when you enter a client, the vendor entry is cleared and the client address and contact
name are automatically placed into the Attention box and Address boxes. Also on a new record, when you
enter a vendor, the client information is cleared and replaced with the vendor information.

Note: This functionality is available only if you have the Document Control Module.

11-4 Submittals.

There is a business advantage to adding information about clients or vendor u enter such
information on a submittal, the document is legally traceable.

new submittal record, when you enter a client, the vendor entry is cle d the client address and contact

The entry in the Client box and Vendor box on the 6-11-4 Submlttal%W re mutually exclusive. Ona
name are automatically placed into the Attention box and Add @ Also on a new record, when you

enter a vendor, the client information is cleared and replaced w vendor information.

About plan records

Note: This functionality is available only if yé the Document Control Module.
In the 6-11-5 Plan Records window, you gan enter and trac ﬁons made to plans. In addition, you can
track who has received the plans.

if you ha cument Control Module.

Note: This functionality is avg'

You can track the conditio ents that e job site on a daily basis. You can keep track of the
employees and subcor(r@y working on the J&Q, what equipment was used, and how many units of work

were completed. In a: ou can tre@dents meetings, and field orders.
About punch S @

e only if you have the Document Control Module.
can &eate a pu list inthe 6-11-7 Punch Lists window. This feature helps you with project reviews at
ite with an ct, engineer, or client inspecting the work, and helps you create a list of items to
complete.

A\
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Correspondence

About correspondence

Note: This functionality is available only if you have the Document Control Module.

Documenting correspondence is a very important part of business record keeping. Using the various 6-11-8
Correspondence menu commands, you can write letters and keep records of your correspondence with
clients, subcontractors, architects, engineers, and so forth.

For example, if you are having a dispute with vendor about a missed payment or a dispute with a client about a
change order, you can use the 6-11-8 Correspondence window features and options to track and record the

correspondence with the other party @
There are several useful tools available with the 6-11-8 Correspondence window. You can %ﬂ uick Lists

for frequently used descriptions and for creating a list of attachments. There is an Edit mand for
creating correspondence notes. On the Options menu, the Routing command tracks the
correspondence was sent, the date sent, the expected return date (if any), the dat d, and any notes.

Tip: To check spelling, click in the text entry area and then press the F7 k
Text window, select the Check Spelling check box and click OK.

e Field Properties

Like many Sage 100 Contractor windows, the 6-11-8 Corresponden dow provides access to the
Report Printer window where you can create output such printgmint to screen, fax, and email. You can also
export the correspondence to Microsoft Excel. In addition, you@hedule the correspondence to be
delivered via fax or email.

7-4 Contact Manager $\\'

About 7-4 Contact Manager 6
Contact Manager allows you to add an 3-5 Jobs @nts Receivable), 3-6 Receivables Clients,
and 4-4 Vendors (Accounts P ct rec look contacts.
The contacts are addedina S ntracto utIook Updates made in Outlook to those Sage
100 Contractor contacts ca@n ronized d back to the contact records in Sage 100 Contractor.
Note: Any contacts the Sag 0 oftractor folder that were originated in Outlook cannot be
added back into Sa ontracto orfgicts must originate in Sage 100 Contractor.
From this wi% you can:
. ontacts f @ple companies
y W|th Outloo
Sort conta contact type, contact record, short name, contact name
« Drill d ingle contact record
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Chapter 8: Reviewing and Reporting

Working with Review and Reporting

Sage 100 Contractor includes over 1,200 reports, providing you with many ways to understand your business
and to communicate with your clients.

Many sections of Sage 100 Contractor have menu links to reports. For example, in 3-Accounts Receivable,
you find 3-1 Receivable Reports and 3-1-1 Receivable List reports. On the Report Criteria tab in the 3-1-1
Report Printing window, you see a list of 17 reports. With a report selected, you can click the Samples tab
to view a sample of that report.

For a comprehensive list of Sage 100 Contractor reports, see Appendix B: Sage 100 Contractor, orts.

Common report features @g
&

Standard reports include selection criteria that you can save as personal defaults for r use.

For quick access to reports that you use often, you can drag them to the Sa actor Desktop to
create anicon.

You can drill down from special Dashboard reports to the underlying reco@is feature makes getting to the
source of financial data just one mouse-click away.

by r@¥ining a report in Preview mode
r appearing as a magnifying glass with a
ils and records.

You can also drill down from any of the 1,200 program-wide repo
(available via the Preview report on screen button). With you
red lens, simply double-click rows or fields to drill down t@r,

Report scheduling \
From any window with report scheduling functigpeigy Nyou can scRgdule the automatic delivery of reports to
customers, subcontractors, and suppliers via fa % | email.

Customizing reports Q . @
You can use 13-3 Report Write? your own&%. s a starting point, you can modify many of the
(S.

standard reports to suit your o €
Using the tools in 13-5 For@d Page DeGi u can also customize the reports to meet your
company’s design requij . You can chang§the look of any document, so you do not have to purchase

expensive, pre-print . Q

You can create and ify reports @ s for a specific company that are accessible to all users when
they print’re or that comp any-specific reports and forms are located in the Sage100Con >
Compan opipany] > Fil%ustom Reports or the Sage100Con > Company > [company] > Files

K ort Forr@ wEspectively.

,06

A\
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Note: If you create or revise reports using a third-party tool, such as Crystal Reports, we recommend
that you use the report views instead of pointing directly to the database tables. (Report views are located
in the Views folder in your company database.) Using report views rather than pointing to the tables
reduces the chance that future database changes will "break" your reports.

Selecting and Creating Reports

Sage 100 Contractor comes with over 1,200 reports, providing you with many ways to understand your
business and to communicate with your clients. Standard reports include selection criteria that allow you to
save your personal defaults for repeated use. For quick access to reports that you use often, you can drag
them to the Sage 100 Contractor Desktop to create an icon.

You can drill down into special Dashboard reports and from there to the record source. This f, akes
getting to the source of financial data just one mouse-click away.

7, which is
QAoNITying glass with a

You can also drill down into the 1,200 program-wide reports by running a report in print
available via the Preview report on screen button. With your pointer appearing as

red lens, double-clicking rows or fields drills down to report details and recorK\

To drill down into report information O

Examples of Drilling Down into Report Informaj

In the following examples, Sage 100 Contractor is running the me Company, menu 3-1-3 Receivable

Aging, and the 31-Current Job Aging report. The report w thout selection criteria.
Drilling down into rows ®

A single click on the information reveals whether &? drilling tg information contained in a row (notice the
arrows at each end of the row) or an individual t@ﬂ is case, tblfirst line contains a drillable row in

addition to two drillable fields, Job# and Curre! dback.
Job#  Description @ent + Iiol@

186 Williams Post Office® 0149,696.2\

201 Trappen Motel ‘ '?\ 156,05@

207 Wood Elem%&c ool \
Double-clicking the r downto tl@cord 186—Williams Post Office in the 3-5 Jobs (Accounts
Receivable) window®

Drilling’tx to fields @
Dri % ation con a single field is depicted differently. In a drillable field, you see arrows at

enNf the field. Double-®iicking the field opens a grid window that shows the details of the value, as
showgin the 31—J rrent Aging~Current + Holdback window.

Notice that the @xdow displays the value in addition to the values that have been added together to
create th% Id value. At the bottom left corner of the grid window is a Drill Down button. By
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selecting a grid cell in the A/R Invoices Balance column (9,569.34) and clicking Drill Down, you can drill to
the invoice.

From that invoice, you can continue to drill down to information through other reports. In addition, the status
bar below the grid displays the selection criteria of the cell when the query selection criteria contains a
“Where” clause.

This information can help you understand why certain information is in a grid and (equally as important) why
certain information is not in the grid. For example, if you are expecting to see an important invoice on a grid but
it’s not showing up, the information in the status bar can show information revealing that the invoice has
incorrect status. This allows you to locate the invoice and correct its status.

About report selection criteria

to use selection criteria. If a criterion is left blank, Sage 100 Contractor does not use the cri n

You can use the selection criteria to limit the scope of documents; however, many reports do %ire you
*n e
creating the document.

Specific criteria is required to print cheques. You must provide the first cheque fo@er, cheque date, and

ledger account number of the chequing account. x
If a document does not include information that you were expecting, examig ection criteria. If all the

criteria are correct, the scope of the criteria might be too narrow. Try remo @ ome of the criteria.

GAAP-standard reports %

Sage 100 Contractor provides several reports to reflect genera@epted accounting principles, or GAAP.
These reports include the following:

s 2-2-0-21 Balance Sheet \
s 2-2-0-31 Balance Sheet~This YearlLas&r Comparison
+ 2-3-0-21 Income Statement

+ 2-3-0-31 Income Statement~P and YTD

s 2-3-0-32 Income Stateme Year/Lasth parison
+ 2-3-0-33 Income State tual/Bud arison

+ 2-3-0-41 Dept. Inc ment

+ 2-3-0-51 Dept. e Statement~l&)dlYear

+ 2-3-0-53 Defit. me Stater?ctuallBudget Comparison

+ 2-3-0-71 Inﬁe Summa Subaccount Detail Period and YTD
inancial R@

Staterng h Flows

&ln repo

You can view a% orts in three ways:
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To view a list of available reports

Note: You can view the list of available reports for a particular function or print window from the Report
Printing window. Some reports are editable; if so, a Modify Report button appears.

Open a Sage 100 Contractor window, for example 3-2 Receivable Invoices/Credits.
Select the record you want to view in the data control.
In the toolbar, click the Print Records button.

In the Report Printing window, click the Report Criteria tab.

o b~ wDd =

Double-click the report you want to view or print.

To view a list of all reports by menu command @

Note: You can only edit a calculated field on an existing report containing an existi ted field.

2. Ifitis not already selected, select 21-Report List~by Menu.

1. Open 13-6 Report/Query Lists. \
The 13-6 Report/Query Lists window opens. &

3. Onthe toolbar, click Preview report on screen to view the re
1 Alternatively, select other printing and export options. @

To view the list of all reports by menu option

Note: You can only edit a calculated field on anQgistingTeport contammg an existing calculated field.

1. Open 13-6 Report/Query Lists.
The 13-6 Report/Query Lists win pens

2. If not already selected, select rt Llst~ n tlon
3. Onthe toolbar, click PreV| on scre w the report.
2 Alternatively, selec r|nt|ng and ptions.
Viewing sampl ts
Sage 100 Contra@%wdes repre, N.e samples of most reports that the system produces. These
samples are enerated from th le data, but are images for you to view. By viewing sample reports,

you can get of the repo nt without having to actually generate the report.

ple re@
a Sage ontractor window, for example 4-2 Payable Invoices/Credits.

nthe to % the Print Records button.
In % rinting window, click the Samples tab.
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4. Inthe report list, click a report.

3 The sample appears in the right pane.

Note: Not all reports have a sample. If there is no sample, a message appears: There is no example
available for this report.

Working with Quick Reports

Sage 100 Contractor's Quick Reports feature lets you create simple reports for review. When you view a
Quick Report, Sage 100 Contractor displays the report information in a grid.

For example, here are some of the windows in which you can create Quick Reports:

+ 1-9 Departments @

+ 6-5 Cost Codes

s 7-2-1 Security Groups %
» 7-2-2 User List
+ 9-8 Board Footage &\

« 10-2 Task List

+ 12-3 Inventory Locations 6

You can change the font styles in individual cells or for the entigg®3¥d. In addition, you can hide columns of
information. When you print the report, any information hiddeq i uick Report window will not appear on
the printed report. Q

Although you can change the formatting of a Quic em changes are not saved. They are only used for
printing a Quick Report. For example, open 6-5 C odes, and,using the B, I, and U buttons located under

the menu bar, apply bold, italic, or underline for the cont of cells.

You can hide the columns by right-clickingdhe colUmn headi
command from the drop-down menu. T the Print
opens, click the Preview report’on

ecting the Hide Selected Column
button. When the Grid Printing window
lew of your changes.

In some cases, a grid may disp \ ny colu report to fit on a standard-sized piece of paper
even in landscape orientation. cases, W @\mend that you export the quick report to Microsoft
Excel, which has the capa% apture all t n any grid in Sage 100 Contractor.
Setting up a% t fro ort printing window

rtc

toa spe@eport:

To create a gho
1. Opﬁx@pon Printi@dow.
@ Report tab.
Sefect a repo

4. Inthe low e window, click Create a Shortcut to Selected Report.
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GAAP-standard reports

Sage 100 Contractor provides several reports to reflect generally accepted accounting principles, or GAAP.
These reports include the following:

+ 2-2-0-21 Balance Sheet

+ 2-2-0-31 Balance Sheet~This Year/Last Year Comparison
+ 2-3-0-21 Income Statement

+ 2-3-0-31 Income Statement~Period and YTD

+ 2-3-0-32 Income Statement~This Year/Last Year Comparison

+ 2-3-0-33 Income Statement~Actual/Budget Comparison
» 2-3-0-41 Dept. Income Statement @
+ 2-3-0-51 Dept. Income Statement~Period/Year %

+ 2-3-0-53 Dept. Income Statement~Actual/Budget Comparison

+ 2-3-0-71 Income Summary~With Subaccount Detail Period an

+ 2-8-0-21 Financial Report
= 2-9-0-21 Statement of Cash Flows O

Note: The existing reports with the same names in previous io%Sage 100 Contractor are
replaced with these new GAAP-standard reports.

About report selection criteria \
You can use the selection criteria to limit the sc %ocument owever, many reports do not require you
to use selection criteria. If a criterion is left blar@e 100 Cont does not use the criterion when

creating the document.

Specific criteria is required to print che Qu mus;p t@ﬂrst cheque form number, cheque date, and
ledger account number of the chgqu@c nt

If a document does not includ |on that y xpectlng, examine the selection criteria. If all the
criteria are correct, the sc x criteria m{ narrow. Try removing some of the criteria.
Working with epor

Sage 100 Contrac&mck Repol rgﬁets you create simple reports for review. When you view a

Quick Reporﬁe 100 Contrac ys the report information in a grid.
For exam are som ndows in which you can create Quick Reports:

epartments
s+ 6-5Cost C
e 7-2-1 roups

%
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+ 9-8 Board Footage
« 10-2 Task List

+ 12-3 Inventory Locations

You can change the font styles in individual cells or for the entire grid. In addition, you can hide columns of
information. When you print the report, any information hidden in the Quick Report window will not appear on
the printed report.

Although you can change the formatting of a Quick Report, the changes are not saved. They are only used for
printing a Quick Report. For example, open 6-5 Cost Codes, and using the B, I, and U buttons located under
the menu bar, apply bold, italic, or underline formatting to the contents of cells.

command from the drop-down menu. Then click the Print Records button. When the Grid Pri indow

You can hide the columns by right-clicking the column heading and selecting the Hide Selected élumn
opens, click the Preview report on screen button to view a preview of your changes. &
ieCe of paper
to Microsoft

In some cases, a grid may display too many columns for the report to fit on a standard-,
even in landscape orientation. In such cases, we recommend that you export the quick
Excel, which has the capability to capture all the data on any grid in Sage 100 Go

Dashboard Reports O

About the Dashboard 6

The Sage 100 Contractor Dashboard has been designed to sh@ state of your company’s finances in real
time by displaying information about your company’s fingngs 4

Note: Until you set up Dashboard security, thgfDash d is only available to the company
administrator.

Showing the Dashboard after Login 6
You can show the Dashboard every tim@g into tpe (@ if you have the access.

1. Click the [Dashboard] butt QS}
oard After Login].

2. Select the Options men
Note: If you needto he Dashboard lay after you log into the company, use the same steps,
and then verify that‘ Dashboa@r Login] is not selected.

Dash board ctlons

The Dash organ|ze e n sectlons when first opened. You can add and remove content by
cli dIRemo tent] link.
sh Accoumts- DiSplays up to five cash accounts. You can drill down into each of the accounts to
review det u can use the Edit feature to choose which accounts are displayed.
s Cash n - Displays Total Cash and Receivables. Your Cash Position is the difference

@ al Cash + Receivables and Less Current Liabilities.
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+ Outstanding Change Orders - Displays Change Orders that have not been approved in Less than
30 Days and those that have not been approved in More than 30 Days.

+ Receivables - Displays receivable amounts that are Due in 7 Days, Due in 30 Days, Overdue 1-
30 days, and Overdue > 30 (more than 30) days.

+ Payables - Displays payable amounts that are Due in 7 Days, Due in 30 Days, Overdue 1-30
days, and Overdue > 30 (more than 30) days.

+ Income from Operations - Displays Income from This Month, This Quarter, and This Year
broken down into three cost categories: Direct/Equip/Shop, Overhead, and Administrative. The
final display totals Income from Operations by This Month, This Quarter, and This Year.

+ Under-Billed Jobs - Displays under-billed jobs in two ways, by amount and by percentage of
contract. You may also choose not to display any under-billed jobs.

@

+ The Dashboard displays GAAP-standard financial information. %

+ All negative amounts are displayed in parentheses.

+ Amounts that are shown in red indicate items that may need your @ion.

Refreshing the Dashboard Information

The Dashboard displays the Last refreshed date and time so that y@ays know if the information is

fresh. You can click the Refresh button to refresh the information. In adei#ion, every time you exit and re-

launch the Dashboard, Sage 100 Contractor refreshes the mfz@:
r

You can print the current view of the Dashboard by pres int button on the right side of the toolbar.
» If you have access to the Dashboard, yo it at any time by clicking the [Dashboard]
button. x
= You may need to set up a separate seg up with mber if you are the only one who is

going to view the Dashboard. You hav ~ e a compan istrator to set up security groups.

+ Youcanclick the [?] link to the each sect| ng to open a detailed Help topic about this

area of the Dashboard O \\

About Dashboard s @

The Dashboard has been o display p Ide access to a great deal of company financial
information. It was des the benefj of any owners, company executives, and other selected
employees. Such a resentat| anC|aI information is not meant to be accessible to all your
employees in you any, aItho be set up that way.

Until you&e%ounty, the D |s only available to company administrators. It is best to set up the
ty at the ez I t gossible opportunity to be able to share your company’s financial
ees.

mpany adpmnistrator launches Sage 100 Contractor, the Dashboard window opens. Upon closing
wi nd until a security option has been selected, Sage 100 Contractor continues to
display the Das@

ecurity Options window to company administrators.
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About Setting the Security Options Globally
Selecting Set Dashboard Security in the Options menu opens the Form Level Security window.

Selecting one or more check boxes from the security groups list allows the members of that security group to
view the Dashboard. Clicking OK sets security for the Dashboard.

Note: You may need to set up a new security group just for the Dashboard. For details, see About
Security Groups.

About Setting the Security Options by Dashboard Tab

Clicking on the Add/Remove Content link in the Dashboard allows you to set the security by Dashboard tab

for the General Ledger, Payables, Receivables, and Projects tabs. You can go to each tab and n the

Security link to choose the security groups allowed access to this tab. Clicking the OK buttoﬁ he
a

security choice for all panels that are on the tab currently displayed.

4

Note: Security for adding panels is enforced. If a non-company administrator trie dd a panel from a
tab where they are not a member of the allowed groups, then a security m iqJlisplayed and the
dashboard panel is not added.

Changing the Security Settings

As your business grows, you may need to change your security setting%ou can access the Form Level

Security window at any time from the Dashboard by pressing key or by clicking the Security link in the
General Ledger, Payables, Receivables, or Projects tabg f | security. Selecting or unselecting check
boxes in the Form Level Security window will chang sSEr members of that security group to view the

Dashboard.
About General Ledger content ié&Dash b

You can add or remove the following content pa
Content link on the Dashboard.

« Cash Accounts . OQ ’\K
+« Cash Position \ \
Income from Oper @

rom the

+« Depart et vs. Actual Income

A\
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+ Department Budget vs. Actual Expense

+« Budgeted Expenses

About Cash Accounts on the Dashboard

The Cash Accounts panel displays five selected cash accounts in your list of cash accounts with their
balances.

If these five accounts are not the ones you are interested in monitoring, you can click the Edit button to the
right of the title heading and select five accounts from your cash accounts list.

Tip: The bottom line in the list of accounts, All Other Cash Accounts, presents the sum of all other
existing cash accounts in that company.

About the Dashboard K®
About General Ledger content in the Dashboard @
About Payables content in the Dashboard $

About Receivables content in the Dashboard &\

About Projects content in the Dashboard

About Alerts content in the Dashboard %
About Cash Position on the Dashboard
Displays information on five distinct areas for executlv review.

The Cash Position section displays numbers rep% ve distinct areas that merit executive review:

s Total Cash—Displays the total for all in the Cagh Accounts range.

s Receivables—Displays the full balan e invoices. se it does not display the net due, it
includes holdbacks @

s Total Cash + Recelvable ays the sum Accounts and Receivables.

+ Less Current Liabilitle ays the tot ccounts in the Current Liabilities range.

s Cash Position—Dj dlffere een Total Cash + Receivables and Less Current
Liabilities. (

About Income fr rations Q ashboard

Displays information teat summari me statement, excluding the Other Income and After Tax
Expense ca%&

It displ rmatu% yS:

‘(\
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+ This Month- Displays information that includes all transactions posted to the current period.

« This Quarter—Displays information that includes all transactions posted to the current quarter.

Note: There is no cutoff within the quarter. If the current period is 4, then activity posted to
periods 5 and 6 are included because they are part of the current quarter.

s This Year—Displays information that includes all transactions posted to the current fiscal year.

Note: There is no cutoff within the year. Any transaction posted to periods 1 through 12 are
included.

About Income and Expenses on the Dashboard @
Displays the income and expenses by period for the fiscal year. K

About Previous Year Income Comparison on the Dashboard @
Compare this year's income with last year's income.

About Previous Year Expense Comparison on the Dashboard &\
Compare this year's expenses with last year's expenses. O

About Budget vs. Actual Income on the Dashboard %

Compare this year's actual income with their budgeted amount@

About Budget vs. Actual Expense on the Da ar

Compare this year's actual expenses with their b%d ounts.

About Department Income and Expenﬁn he Das ard

View incomes and expenses for ledger a
different departments.

L 2
&
Note: All departments are sel efault, clim%it button on the Dashboard to select a specific
department. This reports su ultiple inst the Dashboard.

unts with depart u can add this panel more than once for

r~ 4
About Department t vs. Actual Inéome on the Dashboard

Compare this yea% income with¥ge d®partmental budgeted amounts. You can add this panel more
than once for different™®epartments

ments ar by default, click the Edit button on the Dashboard to select a specific
SThis dash@nel supports multiple instances on the Dashboard.

Departm

dget vs. Actual Expense on the Dashboard

View income a nses for ledger accounts with departments. You can add this panel more than once for
different
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Note: All departments are selected by default, click the Edit button on the Dashboard to select a specific
department. You can add this panel more than once for different departments.

About Budgeted Expenses on the Dashboard
Displays expenses for accounts that have budgets, ranked by percent of budget.

From beginning of the fiscal year through the current accounting period. The budget amount for the current
accounting period is prorated, based on today's date.

Note: All future periods are ignored.

,

You can add the following content panels from the Payables tab by clicking the AddIRe%&ontent link on

the Dashboard.
« Payables Aging $
« TopVendors &\
» Expiring Vendor Discounts O

+« Credit Card Accounts %

About Payables on the Dashboard Q
status of:

This section of the Dashboard displays information on i
+ 1-Open—Indicates a record posted to the en& er.

+ 2-Review—Indicates the management or&gokkeeping staff should review the record.

About Payables content in the Dashboard

+ 3-Dispute—Indicates a record dispute client.

It also displays information about the invg

in four ways: @
+ Invoices Due in 7 Days— g the firs‘ff\?% days. If today is Sunday, then this number

represents the total am day, which is Sunday through and including the
following Saturday.

« Invoices Due in %—Today is f the thirty days. If today is the tenth day of the month,
this number re the total amouridue from and including today through and including 29 more
days. : @

« Invoices ue 1-30 (ov,

+« INVQi Overdue > 3

e to thirty days)—This is the same as an aging report.

more than thirty days)—This is the same as an aging report. The
at the Dash resents is the sum of AP Invoice Aging report, 31-60, 61-90, and 91—

a&
Q olumns. Q
n reWewing the igformati®n contained in this section, it is important to remember that the amounts are

“net " that is, if %ack exists, then it is excluded.
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About Payables Aging on the Dashboard

Displays information on invoices with status of:
+ 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 a record disputed by the client.

It also displays information about the invoices in four ways:

« Invoices Due in 7 Days—Today is the first of the seven days. If today is Sunday, then this number
represents the total amount due from and including today, which is Sunday through and including the
following Saturday.

« Invoices Due in 30 Days—Today is the first of the thirty days. If today is the tenthd{% month,

this number represents the total amount due from and including today through and i 9 more
days.

« Invoices Overdue 1-30 (overdue one to thirty days)}—This is the same as j port.

« Invoices Overdue > 30 (overdue more than thirty days)}—This is th an aging report. The
amount that the Dashboard presents is the sum of AP Invoice Agin -60, 61-90, and 91—

120+ columns.

Tip: Amounts that are shown in red indicate items that m your special attention.

When reviewing the information contained in this section, it is i@nt to remember that the amounts are
“net due.” That is, if a holdback exists, theniit is excludeQ

About Credit Card Accounts on the Das oz&
Displays five selected credit card accounts wit INgalances.
Displays the first five credit card accounts in yo of credit ca
the ones you are interested in monitorin can click the ?
select five accounts from your credit car@acc®unts Iis’t.

\ 4

@nts, All
any.

Dashb

@ ounts. If these five accounts are not
&n to the right of the title heading and

Tip: The bottom line in the lis
existing cash accounts int

rd Accounts, presents the sum of all other

About Top Vendor rd

Displays the top ors based o o-date activity. Based on billed amounts for the current fiscal year.

About E Vendor D on the Dashboard
DIS% unts o wiCounts that are available this week and next week. Each week ends on

R
‘(\
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About Receivables content in the Dashboard

You can add the following content panels from the Receivables tab, once you click the Add/Remove
Content link on the Dashboard.

+ Receivables Aging

+ Service Receivables Aging
« Job Receivables Aging

« Top Customers by Billing

« Top Service Customers
+ Top Customers by $ Owed
« Top Customers by Contract @

About Receivables on the Dashboard E @

This section provides information about receivable invoices with status of:
+ 1-Open—Indicates a record posted to the general ledger. KN
+ 2-Review—Indicates the management or bookkeeping staff sho®| the record.
+ 3-Dispute—Indicates a record disputed by the client. %

It also displays information about the invoices in four ways:

represents the total amount due from and incl oy, which is Sunday through and including the

« Invoices Due in 7 Days—Today is the first of the sgv&fdals. If today is Sunday, then this number
dNt EN/
following Saturday.

« Invoices Due in 30 Days—Today is the &Zthe thirty days. If today is the tenth day of the month,
this number represents the total amour@, m today ugh 29 more days (inclusive).

« Invoices Overdue 1-30 (overdue one to y days)— e same as an aging report. The
amount that the Dashboard pregn®§is the sum of:

+ AR Invoice Aging reRort olumn ’\

» Service Invoice Agi ¥1—30 co

« Invoices Overdue erdue mor tiirty days)—This is the same as an aging report. The
oard presents IR¢he sum of:

amount that the
+ AR In\m iny report, 31@-90, and 91—120+ columns, and
6

» Service ™¥ice Aging r@ 0, 61-90, and 91+ columns.
When re\ﬁev@e informatio ed in this section, it is important to remember that the amounts:
due,” t

. :clude both Accou eceivable and Service Receivable invoices.

back, if it exists, is excluded.

Tip: Amount %shown in red indicate items that may need your special attention.

148 Sage 100 Contractor



Contents

About Receivables Aging on the Dashboard

Displays information about receivable invoices with status of 1-Open, 2-Review, and 3-Dispute.
+ 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 a record disputed by the client.

About Job Receivables Aging on the Dashboard
Displays information about job receivable invoices with status of:
+ 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 a record disputed by the client.

About Service Receivables Aging on the Dashboard S@

Displays information about service receivable invoices with status of:
+ 1-Open—Indicates a record posted to the general ledger.
+ 2-Review—Indicates the management or bookkeeping staff shoiew the record.

+ 3-Dispute—Indicates a record disputed by the client.

Tip: Amounts that are shown in red indicate items that may our special attention.

About Top Customers by Billing on the D:slk

Displays the total billed for the top 6 customer frol and servicg billings.

About Top Service Customers on the oard

Displays the top 6 customers from serv@ @

About Top Customers by $ 0@) he D &

Displays the top six customer, @ s for both @ receivables and service receivables.
About Top Custom ontract o ashboard

Displays the top six rs based ract amounts, including approved change orders.

@w Dashboard

About Pr cts conte

/

You can ovet e falloning’content panels from the Projects tab, once you click the Add/Remove
Q‘ the Dash @
der—Bllle bs

+ Outsta nge Orders
. % Cost Type
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+ Job Contract, Budget, and Cost to Date
+ Job Cash Flow to Date

+ Job Uncommitted Budget

+« Today's Job Tasks

= Tomorrow's Job Tasks

+« Payable Holdback by Job

= Receivable Holdback

+ Job Hours Over Budget

About Under-Billed Jobs on the Dashboard
Displays the five most under-billed jobs ranked by dollar amount or percentage of contract. \@
This section of the Dashboard displays the Job Number and Job Name with two ra @e ia:
+ The dollar amount that is under-billed.
# The percentage of current contract amount that is under-billed. &\
To be included in the Under-Billed Jobs display, jobs must have: O
= A status of 3-Contract or 4-Current. %
« A positive contract amount.
+ A budget. @
The Under-billed Jobs section displays the five mos d jobs ranked by percentage of contract.

Clicking Edit located to the right of the section he p s the Under-Billed Jobs window.

Clicking Show all in Report opens a report d| @ all under- jobs. This link is only available if there
are more than 5 under-billed jobs.

This window provides options to dlsplayQ @
+ Ranked by dollar amouno \\K
+ Ranked by percenta&\ontract

Tip: Over/under billi @ ther name for p entage complete accounting. For more information, see
9

the topic About per complete untmg
About Outs nd|n§Change s on the Dashboard

Displays i n on chan s that are outstanding Less than 30 days or More than 30 days.
DnI to either € areas displays change orders with statuses of:
en—Th cllen as not approved the changes yet. (Only the Prime Change List~Land with
Agmg rep job status reports reflect the changes.)
+ 3-Revi e changes are under review. (Only the Prime Change List~Land with Aging report

A\
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+ and job status reports reflect the changes.)

+ 4-Disputed—The change order is in dispute.

Tip: Amounts that are shown in red indicate items that may need your special attention.

About Job Costs by Cost Type on the Dashboard

Compare job costs by cost type. You can add this panel more than once for different jobs.

Note: User-defined cost types (6-9) are included in the Other category. Default is All jobs, click Edit on
this dashboard panel in the Dashboard to select specific jobs. You can also view jobs by job supervisor.

About Job Contract, Budget and Costs to Date on the Dashboard @

Displays the job contract, budget, and costs to date for 6 selected jobs. You can add thi efghore than
once for different job contracts.

Note: Inthe Cost to Date column, the number is shown in red if the cost i@ the budget.

About Job Cash Flow to Date on the Dashboard 9
This panel displays the net cash flow to date on 6 selected jobs. You %1 this panel more than once for
different jobs.

About Job Uncommitted Budget on the Dashho @

Displays budget, actual and committed costs, and rerr& budget for 6 selected jobs. You can add this
panel more than once for different job contracts. &a

This panel allows you to see what the committ
you’'ve committed to spend but have not spent e report lo

subcontracts, and payroll records that ha ot been final-co
percentage of labour burden applied to a@paymll rec
the budget plus changes, less cgsts nd comriti CO!

About Today's Job Task%? ashbo@\'
Displays today's tasks frorga j hedule foﬁ job.
Note: Basedon ws

About Io%w's Job Ta

Display 's tasks
& ayable Holdba by Job on the Dashboard

Displays holdba% japs from payable invoices. You can add this panel more than once for different jobs.

A\

The committed costs are monies that
ew or unfilled purchase orders,
allows you to determine the
alculates the remaining budget based on

he Dashboard

schedule for a single job.
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About Receivable Holdback on the Dashboard
Displays holdbacks on jobs from receivable invoices.You can add this panel more than once for different jobs.
About Job Hours Over Budget on the Dashboard

Displays the top 6 cost codes from a job that are over the budgeted hours. Includes hours from uncomputed
payroll records, including daily payroll entries.

About Alerts content in the Dashboard

You can add or remove the My Alerts content panel from the Alerts tab by clicking the Add/Remove Content
link on the Dashboard.

About My Alerts on the Dashboard @
This panel is automatically displayed in the top left when you have alert notifications sen@&Dashboard.

4

Note: If you remove the My Alerts content panel from the Dashboard, the next ti alert notification is
sent to the Dashboard, the My Alerts panel will automatically be displayedj ert position.

All Alerts 9
The All Alerts count is the count of all read and unread alert notificati«@ Dashboard Alert Viewer.

Unread Alerts @
i in the Dashboard Alert Viewer.

The Unread Alerts count is the count of all unread alert w

Form/Report Page DeS|gn

About 13-5 Form/Report Page 6

Every report, document, or letter that y ate uses a %lgn A form design is a template for the
layout of a page or pages. With 13-5 eport P %ﬂ ou can edit any of the form designs
supplied with Sage 100 Contrac te entirel% s. You can change the graphic elements and
rplate text pecially useful when a company has several

layout of the form, as well as t
different businesses, and se dlffere{q or each business.

Before creating a repo ortant to understynd how 13-3 Report Writer and Form/Report Page

Design work toget :
s In13-5 Fo eport Pag , you create the page layout for a single page form or a multi-page
forl t includes text, fi d calculated fields. Form designs also use a detail box, which
j here the d f the report will be placed.

mx

Report \ ou create the body of the report that appears in the detail box of the form
eS|gn Inthe deS| o the report details, you can include text, fields, and calculated fields. In
addltlon y control when a report prints on a new page or on an entirely new form.

13-5 Form/Re e Design provides the ability to create multi-page forms. Suppose that you always
send a c th each proposal to potential clients. You can incorporate both the cover letter and the
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proposal forms in a single design. Then when you print proposals, the cover letter always prints with the
proposal. A form can have up to 100 pages, each of which you can format differently.

Creating new forms

Note: Sometimes it is quicker to create a new form from an existing form if you only have to make a few
changes or additions.

To create a new form, open 13-5 Form Report/Page Design. The 13-5 Form Report/Page Design window
appears and displays a blank page on which you can begin creating your new form.

Creating new forms using existing forms

It may be easier for you to use an existing form to create a new form. For example, in the 3-2 R@Drinting
window, on the Report Criteria tab, you see alist of reports. When you click a report in the riteria
list, the form upon which the report is based is displayed in the Report Form drop-down %

22—Receivable Invoice~with Notes | System.Invoice_AR

Report Report Form $
21—Receivable Invoice System.Invoice AR &\

23—Receivable Invoice~Holdback System.lnvoice_AR_HoIdb%
24—Receivable Invoice~Holdback;

with Notes System.Invoice_AR @mack

31—Receivable Credit System.Credit

The system forms follow a specific naming patter
appear in Sage 100 Contractor in the area in which V8

or ex le, System.Invoice_AR. For the new report to
would war it to appear, it must be saved with a similar
naming scheme. For example, YourName.Invi R. You do pedpeed to preserve “System” in the name,
you must retain the .Invoice_AR in the name. TRa#System" de: % dn is intended to identify the forms that
are included with the program installatio@s that you cr nodify should not include "System" in the

¢
form list. To see your new forms listed before

ore the word system.

name.
e @
Note: Form designs are list N ti

When you open a syst ort and saved with 2new name, it is saved by default to the \Report Forms
folder; however, you oose to sawg it different folder. If you save it to a different folder, it will not

appear in the progr: @
To crem@ form usi existing form

% 3-2 Recé @ voices/Credits window (for example).
CInk the Pri coras button.

ntRe
3. Onthe 3-2 %’rinting window, in the Report Form list, click the drop-down arrow, and then
select th esign that you want to edit.

it menu, select Form Design.
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5. On13-5 Form/Report Page Design, edit the form.
6. From the File menu, select Save.

7. Onthe Save File window, name the new form and then click Save.

When you need to make a large number of changes, it might be easier to create a new form from
scratch in the 13-5 Form/Report Page Design window.

Editing existing forms

To edit an existing form design in 13-5 Form/Report Page Design

Open 13-5 Report/Form Page Design.

Select File > Open.
Select the form design that you want to edit. @
On the 13-5 Form/Report Page Design window, edit the form.

. Select File > Save. &
To edit an existing form design from a Report Printing window \

Open any Report Printing window, for example 3-2 Receivable h@ redits.
Click the Print Records button. %

Select the form design that you want to edit.

From the Edit menu, select Form Design. @

On the 13-5 Form/Report Page Design windo@orm
Select File > Save. &

Previewing forms

o > v bd =

o o k~ w0 Db =

To preview a form within 13-5 For eport Page

From the 13-5 Form/Report Page igRwindow, selegg P > View Page.
*
To preview a form from wi eport Pri indow:
1. Openthe report and s Report F eview.

2. Select Edit > Fow ign.
3. Select PagesQ Page. Q
Reducing h%ocument size@ previewing forms

¢
When preN form, you cRf refluce the size of a document displayed in the Screen Review window.
Indhe

reen Review win elect View Options, then select the percentage size (100%, 85%, 70%, or
at Which you wq.) view the report.

\(\’b
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Setting object properties

When you right-click an object in 13-3 Report Writer or 13-5 Form/Report Page Design, you can set its
properties.

The Object Properties dialog box is specialized for each type of object
« Text Object Properties
« Image Object Properties
« Lines and Boxes Object Properties
« Field Object Properties

« Multiple Object Properties @

Text Object Properties

Property You can: %
Name Select a font to apply to the entire text box. \
Size Select a font size. &

Bold Format all text in the text box as bold.
Underline | Format all text in the text box as underlined. %
Italic Format all text in the text box as italic. @

Bold Italic  Format all text in the text box as bold @

Text Edit the text or field that appears in tfig text

Characters | Set the total number of characte ear in theNext box.

Page Specify on which page the object ars In 13- é‘epon Page Design.
Top Specify the absolute po&@he top of

Left Specify the absolitg (@ n for the IX the object.

Forecolor | Select the color xlt touse fo@

Backcolor | Select the &ou want to use he text in the text box.

Alignment  Align t e left or r rgin of the text box.

Image Pro ges E

& pecify on wh| ge the object appears In 13-5 Form/Report Page Design.
Top

Speme%»solute position for the top of the image.
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Property You can:

Left Specify the absolute position for the left side of the image.
Width Specify the width of the image.

Height Specify the height of the image.

Specify the path of the image you want to display in the picture box. To select the image, click

e the detail button.

Lines and Boxes Properties

Property You can:

Line width = Specify the thickness of a drawing line. K@
Line type | Specify the type of drawing line you want (Solid, Dash, Dot, Dot-Da%
Forecolor | Select the color you want to use for the drawing line.

Backcolor | Select the color you want to use to fill the interior area of a box \

Page Specify on which page the line/box appears In 13-5 Form/ age Design.
Top Specify the absolute position for the top of the Iine/box.?
Left Specify the absolute position for the left side of theline/b

ét appear for vertical lines.

Width Specify the width of the line/box. This prope
Height Specify the height of the line/box. This p\ does not appear for horizontal lines.
Field Object Properties

Property You can:

Name Select a font to apply to@re text bo@

Size Select a font size.
Bold Format all tex xt box as
Underline i e text box Ilned

Page |ch page @ect appears In 13-5 Form/Report Page Design.

ithen for the top of the text box.
ition for the left side of the text box.

the text box.

Top
Left 2 3

.+ Co
QN

Forecolor @

the h@ight of the text box.

color you want to use for the text.

G}
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Property You can:

Backcolor Select the color you want to use behind the text in the text box.

Format For special number and date formatting, select the desired format from the list.
Alignment | Align text to the left or right margin of the text box.

Characters | Set the total number of characters that appear in the text box.

Hide a line if the field is blank or returns a zero.

Do not print
line if the Suppose you create a detail line in a report to print the account number, account name, and
returned the account balance. However, you do not want to include the account on the report if it does
value for this | not contain a balance. For the balance field, you display the object properties a ect the
field is Do not print line if the value returned for this field is zero/blank check r@v when
zero/blank you generate the report, accounts with no balance or a zero balance do no? aron t

report.

Print a zero
if the value

'S Zero (O.th' Display "0" or "0.00" (depending on the format choic &ero amount) if the field
erwise will
has no value.

print a
blank
space) ze
Place fields on a group band that is not tQ report.
t

Do not total

this field For example, for a report that incluﬁﬁ ed percentage value on each detail line, you
don't want the total of all the perceliage antounts printed on the subtotal and total lines.

Property You can: Q é

Name Select a font to apply @h select &&ects

Size Select a font si K

Bold Format all th Z@ d text obj&@)ld.

Underline | Forma @elected te ects as underlined.

Italic Fol gthe selecte@%cts as italic.

Set Properties for All Selected Objectso

Itali . o
B?);g It aI %nat allthe d text objects as bold italic.
recQ Select th Qu want to use for all the selected objects.
olor Selec olor you want to use for all the selected objects.

\({b
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Property You can:
Line width = Specify the thickness of a line for all the selected line/box objects.

Specify the type of line you want (Solid, Dash, Dot, Dot-Dash) fpr all the selected

SO EE line/box objects.

Alignment = Align text to the left or right margin of the text boxes for all the selected text objects.

Page Layout

In the Pages > Page Format dialog box, you can set the following options:
+ Page Size
+« Margins K@
+ Select the placement of lines

+ Snap to Position Setting &Z

+ Disable or enable a 1/4 Inch Grid to align design elements &

To set the page size Q

1 In13-5 Form/Report Page Design, on the Pages menu, click Pa%

2 Under Page Size, enter the size of the page on which you wa your design.
3 Click Save @

To set the page margins ®

1 In13-5 Form/Report Page Design, on the Pa&enu, click Page Format.

2 Under Margins, enter the values for the pagi S.

3 Click Save.
To select the placement of lme Q

1 In13-5 Form/Report Page i the Ins \chck Line.
2 Inthe status bar area, sel eline W|dth ebf line you want to draw.
3 Click inthe grid to dr e and drag the inter.
To position oij snap li
11n 13-5 Fopm/Report Page D @m the Pages menu, click Page Format.
2 Undert t Tools ext to Size of snap-to-position grid, click the arrows to select the
010/16" Q
ick

To display a w inch grid
11In 13-5% ort Page Design, on the Pages menu, click Page Format.
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2 Under the Layout Tools section, click Show "4" grid in background.
3 Click Save.

About form and report page design layout

In the Pages > Page Format dialog box, you can set the following options:
+ Page Size
+« Margins
+ Snap to Position Setting

+ Disable orenable a 1/4 Inch Grid to align design elements

To set the page size @
1, - - A

In 13-5 Form/Report Page Design, on the Pages menu, click Page Format.
2. Under Page Size, enter the size of the page on which you want to base your degj
3. Click Save

To set the page margins &\

1. In13-5 Form/Report Page Design, on the Pages menu, click Pa@mat.

2. Under Margins, enter the values for the page margins.

3. Click Save. @
To position objects with snap lines Q
1. In13-5 Form/Report Page Design, on the ag& , click Page Format.
2. Under the Layout Tools section, next to Si f snap-to-position grid, click the arrows to select the
position, up to 10/16".

3. Click Save.
To display a quarter-inch grl Q

1. In13-5 Form/Report P on the P nu click Page Format.
2. Underthe Layout To %on click S / grid in background.
3. Click Save.

About fields A Q

Fields are spgaial codes that instr @e 100 Contractor to replace the field with information from a
database® ple, you mif A ant to include the job number on a report for payable invoices. You can
insert t . Siadn the report design. Then, when you generate the report, Sage 100

C torWIs in the appr® ﬁ information for you.

ields, you canfreate form designs and report designs to add or update information automatically in your
reports and doc elds provide access to data throughout Sage 100 Contractor. Because you can
place fields in b@on designs and form designs, you need to determine which fields are necessary and
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then decide where to insert them. It is a good idea to place most all fields in the report design if possible, as
this lets you reuse a small number of form designs for a variety of reports.

Like other objects in a form or report design, you can set object properties for fields. When you generate a
report or document, Sage 100 Contractor inserts the information indicated by the field. If the database does
not contain information requested by the field, Sage 100 Contractor leaves the field blank in the resulting
report or document. However, you can set the property of a field to print a zero rather than leaving the field
blank.

Using Report Writer

About Report Writer

13-3 Report Writer provides tools that allow you to create custom reports to access inform @ed in the
Sage 100 Contractor databases. With 13-3 Report Writer, you can modify existing repo reate entirely
new reports for your company’s needs.

Before creating a report, it is important to understand how 13-3 Report Writer and
Design work together. In 13-56 Form/Report Page Design, you create the
or a multi-page form that includes text, fields, and calculated fields. Most fo
which indicates to Sage 100 Contractor where the details of the report wiIQ

a

In 13-3 Report Writer, you create the body of the report that appears%

orm/Report Page
or a single page form
s also have a detail box,

il box of the form design. In

the design of the report details, you can include text, fields, and calcu ields. In addition, you can control

for printing, Sage 100 Contractor automatically select iated form design. In addition, you can

when the report prints on a new page or an entirely new form

13-3 Report Writer allows you to associate a specific f ith a report. When you select the report
determine the location of the report in Sage 100 Cghtract u can assign custom reports to 13-4 Report
Printing, or to another window that contains repo imilar to the custom report.

You can create new reports from scratch, or yo’use existing s as the basis for new reports. When
you display a Sage 100 Contractor report age T0U Contrac ORieg the report and displays the copy in the
13-3 Report Writer window. You can't rename the new report.

Assigning reports to S|gns
When you decide to print ar, e100C \@:elects the form design you assigned to the report
design. You can assign a ri igntoa s ifi or to a group of forms.

ejextensions @p similar types of form designs together. To assign a report

Form design uses fil
design to a form dagigh, you need to de which form design a specific report uses. When you select a
report for preview or piting in the ort Printing window, Sage 100 Contractor displays the file name
and file nam extension of the f; gn below the Report list.

For create§g forincome statements titled My Income Statement and want the new

us he same for gn as the original report for income statements. Having created the report
ign it a foga desigh to use when Sage 100 Contractor generates the report. In the Form text box,
you t e report. RP%ave the new report. Later, when you print the My Income Statement report, Sage

100 Contractor ally selects the Report.RPT form design.

A\
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Suppose, instead of limiting the report to the Report.RPT form design, you want to be able to select any form
design using the .RPT file name extension when printing the My Income Statement report. In this situation,
use a wildcard in place of the report name and indicate the file name extension.

In the Form text box, type *.RPT to indicate you want all files using the .RPT file name extension, and save
the report. When you select the My Income Statement report for printing, you will be able to select from all
the form designs using the .RPT file name extension.

Saving and naming reports

When you save a report design, Sage 100 Contractor saves it as afile. The file name determines where you
will find the report in Sage 100 Contractor. Where form designs use different file name extensions to organize
the forms into meaningful groups, all report designs use the .RPF file name extension.

You can assign a custom report to: @
+ 13-4 Report Printing. Assign the file any name, and then save it as a shared r & t anybody
can use or as a private report that only you can use. You can save an unlimit of reports in
this way.

+ A specific location where similar reports are found. For exam &e eate a new income
statement, you might want to make the report available with the oth statements. Each

window location can contain up to 20 custom reports. Q
To assign a report to a specific window, you must use a parti ~“naming scheme when you save
the file:

= The file name must consist of eight numbers.

= The first six numbers must specify the win

= The last two numbers are user-define nd&' Il between 01 and 20.

The following examples explain how to the windquw locations into the correct naming format:

= You created a new departmental |n tatement a t to access the report from 2-8-1
Departmental Income State t. Convert eac d submenu number used to arrive at
the Departmental Income ent intoa nPmber, so the file name becomes 020801.
As this is your first cust |n this Iot 01 to the end. The full name of the file
becomes 02080101.

» Some windows in é&o Contract@ located under two submenus. To indicate the
correct report WO Z€eros § ort name to represent the last submenu. For example,
you create ome statement¥gd want to access it from 2-3 Income Statement. The
numbers tmg the lo become 0203. Because you need six numbers to represent the
menu lggaton, add two The file name then becomes 020300. As this is your first custom
report |nt Iocat|on a o'the end. The full name of the file becomes 02030001.RPF.

*

R ntinQ
&Jt eport pPinting

Clicking the Pri ds button on many Sage 100 Contractor windows opens a Report Printing window
that is pr% reports specific to the area in which you are working. For example, if you are working in
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3-2 Receivable Invoices/Credits, Sage 100 Contractor opens 3-2 Report Printing.

Report Printing window toolbar

The toolbar buttons in the Report Printing window provide versatile tools for working with reports. From right
to left:

+ Send report to the selected printer sends the selected report to the default printer or the printer you
select from the printer selection drop-down menu.

+ Preview report on screen opens the selected report in print preview mode with drill-down
functionality (when available).

+ Send report data to Excel opens the report in an Excel worksheet.

+ Send report to Word sends the report to an Export to File window. Click Save to op report in
Word as an RTF file.

The default Save in folder is the Reports folder under the company folder.

+ Create a PDF file of this report sends the report to an Export to File wi Save to open
the report in Adobe Reader as a PDF file. The default Save in folderl t s folder under the
company folder.

+ Send report as an Outlook email attachment launches Outlo e report attached to an
email message as a PDF file.

« Email this report opens the Email Distribution window w@ovides the means tosend a
message through Sage 100 Contractor email functionalj

« Fax this report opens the Fax Distribution wind

chprovides the means to send a fax through
Sage 100 Contractor faxing functionality. (Regu i

stalled fax/modem)

+ Schedule this report opens the Report @che
schedule sending the selected report.

window, which provides the means for you to

Note: This button is not available in -4 Report @ g window.
[/
« Set the print orientation to @pe or go itggbmes available when printing graphs or
charts.
« Enter notes for th|s opens the dow and, if the form design contains the field for
inserting a note, th he note is ed)in the selected report.
« Enteranewr ears the selec&cntena and resets the form design to the saved default.

Notes:
+ Printing reports on Iegal-@)aper is a special condition.

-’ Gantt charts r s differently than other report printing. For example, you must select a
esign wigh cmpOrtrait or landscape orientation. Paper size and the size of the detail

tlon do not % because the program takes the selected form design elements and resizes

them to f| size

Of the selected printer page size.
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Selection criteria and form designs

In the Report Printing window, you can select which report design is printed. Using the selection criteria, you
can narrow the scope of a report to provide only the information you need. In addition, you can make changes
to a report before printing it.

Report printing allows you to set up printer defaults. Most windows from which you can print have a dedicated
Report Printing window. Suppose that you have two printers: a tractor feed printer that is used to only print
cheques and a laser printer that is used to print all other documents. In the Report Printing window from
which you print general ledger cheques, you can set the dot matrix printer as the default.

Important! Scheduling reports to email, fax, or print will not work if the company data is opened
exclusively. If you have a question, you may review the file SARAEventLog.txt found in \Program Files
(or Program Files (x86))\Sage\Sage 100 Contractor to see if a scheduled report has been @ not
and if the company was “opened for exclusive access by another user.”

To print a legal-sized PDF or RTF report:

1. From the printers drop-down list, select either Sage 100 Contractor R r Sage 100
Contractor SagePDF Export.

2. From the Size drop-down list, select Legal. O

3. Onthe toolbar, click the Print records button. “

sized paper. One-click printing using the Create a PDF fil report button does not print on legal-
sized paper, even if you select this paper size, becaus eNglick buttons use the default printer’'s default
settings, which are typically set to letter-sized paper.

r~4
Note: To avoid truncating the 2-3-0-34 Income Statement-@eriods report, you must print it on legal-

Printing reports to screen—pri iew

You can preview reports before you print by Clicking th report on screen button. It is located
on each report printing window on the t arwg the upper { indicated by the button displaying a

magnifying glass. . ¢

Viewing reports in print preview, ides the r drilling down into report information. When you

are viewing a report in print i d if there | le information on that report page, your cursor

becomes a magnifying glaﬁv the lens I red circle, you can double-click the row or field to drill
information.

down to the details of t
Tip: blank spa @
When ypou %w areport or@ een, you can click a Refresh option on the File menu (or press F5)

to updat ort with receRginfbrmation, rather than having to close and then reopen the report window
t % @eport data.@

S
\(\’0
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Report Scheduling

About report scheduling

The Report Scheduling window is a powerful tool that lets you control and manage the flow of your messaging
and information directly to your vendors, clients, and employees. You can open the Report Scheduling
window from any Report Printing window (except the 13-4 Report Printing window) by clicking File >
Scheduling. You use it to:

+ Schedule areport to print at a specific time and at a given frequency.

+ Specify the output options for the report (print, fax, or email).

+ Determine to whom it should be sent %
Other features provide a way to send reports and messages to people other than those on (& ution

lists.
\(b‘

Tip: Although you cannot schedule custom reports using the 13-4 Report P, i@\dow, if you save
custom reports using the standard eight-number format for Sage 100 Cont rep@rts, you can print and
schedule custom reports using an associated window. For example, if you te¥& custom Employee List
report, saving the report as 05010103, the report appears in the 5-1-1 Rg @ nting window as report
03-Employee List, and it is available for scheduling.

You use the Output Options to specify how to send the report:
» Select the Printer check box to send the report @r afile. To edit your printer settings, you
click the Edit Printer Settings button that be aWailable when you select the check box.
» Select the Fax check box to fax the repo ur fax settings, you click the Edit Fax Settings
button.
» Select the Email check box to attach ort toan ssage. To edit your email settings, you
click the Edit Email Settings button.

You use the Frequency Options to spg&i héntog K port, including:

+ Atime of day in the Time

+« Whether to print the ély, week e y, or monthly.
If you select W I-weekly as frequency you also select which day(s) of the week that
you want the, r

If you sel%n ly as th(@%« you also specify the day each month that you want the report

to run

You use “x rence Optio pecify when to stop printing the report. You can print the report:
ified num 0 mes.

&Q a specj date

+ Until th e is deleted.
You use % Authentication boxes to enter the Windows User ID and Windows Password.
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Caution! You must enter a valid Windows User ID and Windows Password as set up for your
business in your user profile. If you do not enter a valid password, the scheduled report will not run.
Moreover, you will not receive any notification that the report failed due to an invalid or missing password.
Also, if you change your password, you must reschedule any previously scheduled reports using your
Windows User ID and your new Windows Password.

You use the Message for Email / Fax boxes to enter a subject line and message for emailing and faxing
reports.

You can use the 7-5 Scheduled Reports Manager window to:
+ View or edit your scheduled reports.

« View information about your scheduled reports each time a scheduled report, fax, or er@essage
is sent.

Emailing and Faxing Reports @g

Using the faxing functionality through the Sage 100 Contractor program require&

« Installation of the Windows operating system Fax Service compon

+ A separate installation and setup of a fax modem in your workst
+ Access to an analog phone line.
e

In addition, you will also have to set up the cover page informat@d the number of times that the fax re-tries
to send.

For more information about installing and setting up yo maol¥em, refer to the documentation that came
with your fax modem. Sage 100 Contractor does rg e Support for installing or setting up a fax modem.

ting systesg Fax Service component, see Installing the
Window Fax Services component. 6

For more information about installing the Wind06

Upgrade to the latest version of

Adobe Reader supports faxing f@m
install the latest version from htt

Disengage automatic @g for Ad&der

If you are using the sc i
“check for updates” ilj der as it will prevent scheduled reports from completing.

Note: Instrygti i tic “check for updates” differ from version to version of Adobe
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The Email Settings window provides a way for you to set up email. You can change the selections to
accommodate different emailing preferences.

You can access the Email Settings window through:

+« Any Report Printing window by clicking the Email button on the toolbar to open the Email
Distribution windows. Then, click the Email Settings button to open the Email Settings window.

+ 7-6 Alerts Manager
+ Click on Settings in the Dispatch Board, then click on Email Setup.

Sage 100 Contractor and SMTP

Important! The SMTP server may be located on your workstation PC, on a server on your ¢ ny’s
network, or at your Internet service provider (ISP). If the email server is local, you may nee [@
assistance of an IT professional to properly identify or set up this capability. If the email s ocated

at your ISP, you may need contact your ISP for assistance.

Using the ISP’s simple mail transfer protocol (SMTP) server to send email via ontractor typically
requires “user authentication” at the STMP server. An example of an SMTP rname is
smtp.att.sbcglobal.net.

Different ISPs may use different terms when referring to user authenti general however, user
authentication means verifying a user’s identity by means of a “user and “password.”

In the context of sending email through Sage 100 Contractor usj n ISP’s SMTP server, user authentication
only refers to verifying the user’s identity at the ISP’s SMTP r It does not refer to your:

+« Sage 100 Contractor user name and passwor®

+ Network domain user name and passwor&

+ Windows system user name and pass

Note: Sage does not provide support fi
authentication and your fax line acces

etting up or inst mail server. You set up user
i 1 Company Information window.

About setting up emailin % ing thr ge 100 Contractor

Using the faxing functionali h the Sag
» Installation of @ ows operating syStem Fax Service component
+ Asepara lon and set ax modem in your workstation

. Acce toan analog phon
In addltlon %l also hav t p the cover page information and the number of times that the fax re-tries

tractor program requires:

out inStalling and setting up your fax modem, refer to the documentation that came
e 100 Contractor does not provide support for installing or setting up a fax modem.

ﬁ about installing the Windows operating system Fax Service component, see Installing
ices component.
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Upgrade to the latest version of Adobe Reader

Adobe Reader supports faxing from Windows. To fax from Sage 100 Contractor, you should download and
install the latest version from http://get.adobe.com/reader/.

Disable automatic updating for Adobe Reader

If you are using the scheduling capability for sending faxes, we recommend that you disable the automatic
“check for updates” capability of Acrobat Reader as it will prevent scheduled reports from completing.

Note: Instructions for disabling automatic “check for updates” differ from version to version of Adobe
Reader. Refer to the Adobe Reader Help for instructions.

Report Scheduling and Email Functionality

simple mail transfer protocol (SMTP) email server.

Important! Using the email capability of Sage 100 Contractor requires Microsoft OutI@ cesstoa

The Email Settings window provides a way for you to set up email. You ca@elections to

accommodate different emailing preferences.

+ Any Report Printing window by clicking the Email button o%oolbar to open the Email
Distribution windows. Then, click the Email Seﬂing@on 0 open the Email Settings window.

s 7-6 Alerts Manager
# Click on Settings in the Dispatch Board, then@mail Setup.

Sage 100 Contractor and SMTP
Important! The SMTP server may be locate our workstz @ , ON a server on your company’s
network, or at your Internet service p@SP) If the e gj 5EMCr is local, you may need the

You can access the Email Settings window through:

assistance of an IT professional to proggrly ¥entify ors 5 capability. If the email server is located

at your ISP, you may need coQt P for as&& :
Using the ISP’s simple mail r% Brotocol (S erver to send email via Sage 100 Contractor typically

requires “user authenticatiogl’ at &€ STMP serfer. xample of an SMTP email server name is
smtp.att.sbcglobal.n

Different ISPs may u rent terms

authentication mean rifying a u
In the coftt @nding email age 100 Contractor using an ISP’s SMTP server, user authentication
only ref & ying t tity at the ISP’s SMTP server. It does not refer to your:
er name and password

Q 100 Contrac
Network d Muser name and password

+ Windo{s em user name and password.

A\

ferring to user authentication. In general, however, user
tity by means of a “user name” and “password.”
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Note: We do not provide support for setting up or installing an email server. You set up user
authentication and your fax line access dial out number on 7-1 Company Information.

Installing the Windows Fax Services component

To fax from Sage 100 Contractor, you must install the Windows Fax Services component:

Windows 7
1. Click Start > Control Panel > Programs > Turn Windows features on or off.

2. Onthe Windows Features window, locate Print and Document Services, then click the Windows
fax and scan check box.

3. Click [OK]. @

Windows 8.1
1. Click Start > All apps > Control Panel > Programs > Turn Windows featur % off.

2. Onthe Windows Features window, locate Print and Document Seryi lick the Windows
fax and scan check box. K

3. Click [OK]. O
Windows Server 2012 %

Detailed information from Microsoft @

About fax line access selection ®

The Fax Line Access Selection window provide%y for you to set up an alternate dialout number to
access an outside phone line. You can change tions to a mmodate different dialing preferences
for a computer in another location.

You can access the Fax Line Access §€le®ion wmd any Report Printing window by clicking
the Fax button on the toolbar to open |str|bm| Wi . Click the Change button to open the Fax

Line Access Selection wmdov@

When Fax using the compa It dial ou |s selected line access selections default from the
setting on 71 Company | on. When p and choose Fax using this alternate dial out
number, then Sage 10@ ctor uses this s for line selection.

ists Q

Fax distributi Ilsts allow you to ntacts from your client, vendor, or employee records, which appear
in folders Distributi ow under Contacts. For fax contacts to appear in the folders, each
cate 0 % ct—cli

endors, or

or employee—must have a fax number entered in 3-6 Receivable
mployees.
If yOhave schedul ssages to be sent at a certain time, the messages will be faxed to the contacts for
each scheduled@ e.

About fax distrj
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You can access the Fax Distribution window through any report printing window by clicking the Fax this
report button on the toolbar.

Note: If thereis no fax contact information entered in 3-6 Receivable Clients, 4-4 Vendors, or 5-2-1
Employees, a message will display indicating that there are no records containing the appropriate
information.

Exporting Data to Microsoft Excel

You may need to get data out of a Sage 100 Contractor report, Quick Report, Quick Grid, or Find query and
into a Microsoft Excel spreadsheet so that you can add to or reorder the data or combine data from different

reports into one document. @

In some situations, a grid may be displaying too many columns to be viewed in the Print to ﬁp iewer or
to be printed, even in landscape orientation. It is just situations that exporting to Microso, rovides a
solution. Microsoft Excel has the capability to capture all the data on any grid in Sage ractor.

export file is created.

Important! s §
« If you do not have access rights to any dataincluded in the expor@ you are notified and no

» If support for Microsoft Excel Object Library is not present on achine that initiates the export
action, you are notified and no further actions are perfo@

The exported data includes the following information:
» Company name ®
» Report title (grid or query name) &
» Selection criteria O 6

+« Column headers @

« Labels Q * K

« Data ¢ O \

« Formulas @ @
1)

« Username
» Report num orgxample, 3@
« Date andﬁ
The expovte@excludes th g information:
\G&cs, Iines;@ s, boxes
& gination
Cheques 6

\((b

Product Overview 169



Contents

To export report data to Excel

1 From a main window, for example 4-2 Payable Invoices, on the toolbar, click the Print Records button.
2 The Report Printing window opens.

3 Select areport that you want to export to Excel.

4 Click the Send report data to Excel button.

5 Your computer launches Excel with a new worksheet populated with the report data.
To export Quick Grid data to Excel

1 Open a Quick Grid window.
2 On the toolbar, click the Print Records button.

3 The Report Printing window opens. i K 2

4 Click the Send report data to Excel button.

5 Your computer launches Excel with a new worksheet populated with the quick gri

Open a window that supports Find queries.

To export Find query data to Excel &

The Query List window opens. %
Select a query, and click Run.
The Run Query window opens. @
Enter criteria, and click Run. ®
A\

Your computer displays a quick grid populated the query data.
On the toolbar, click the Print Records buttno

The Report Printing window opens.
Click the Send report data to Ex % . &‘
10 Your computer launches Exc ew works&N lated with the selected data.
About exporting t soft
You may need to get d@ a Sage &on ctor report, Quick Report, Quick Grid, or Find query and
t

© 00 N OO g A ODN -

into a Microsoft Exc sheet so t can add to or reorder the data or combine data from different

reports into one do nt.
In some s’tu%, a grid may ) ing too many columns to be viewed in the Print to screen viewer or

to be print*s in landsc ightation. It is just situations that exporting to Microsoft Excel provides a
SOl - TR oft Exce@ capability to capture all the data on any grid in Sage 100 Contractor.

| rtant! If ym@t have access rights to any data included in the export action, you are notified and

no export file @
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Important! If support for Microsoft Excel Object Library is not present on the machine that initiates the
export action, you are notified and no further actions are performed.

The exported data includes the following information:
« Company name
« Report title (grid or query name)
= Selection criteria
« Column headers
+ Labels

. Data KQ

+« Formulas

« Username @
« Report number (for example, 3-5-0-21) $
« Dateandtime &\

The exported data excludes the following information: O

» Graphics, lines, double lines, boxes %

« Pagination

+ Cheques @
Financial Review s\

About financial review

At times, financial information is easier tgff\gderstand when r in the form of a chart. Sage 100
Contractor can generate charts for yoy fréq data in thg leglje ‘ gounts of the active company. You can then
use the charts to review and analyzs nyour

You can generate charts on fir@ata from th@ iscal year, or as a comparison between the current

and last fiscal year, for 12 nths, or as rison between the budgeted costs and actual costs. In
addition, you can create i rea, 2-dimensiorgy bar charts, and 3-dimensional bar charts.

After generatmg ach can print i |t to file, or copy it to the clipboard so that you can paste the
chart in another rt document

Note: D@manmal R wéen viewing charts, be aware that Mean, Standard Deviation, and

Best displa arts. The statistical methods display as expected only with line and
hen work h these statistical methods, select Format > Line or Area, and then select
tisthgs > Mean tandard Deviation, or Best Fit.

\((b

Product Overview 171



Contents

Financial review—Ratios

Sage 100 Contractor uses the ledger account balances to create the ratio for a fiscal period. Use the ratios to
identify long term trends or potential problems.

Note: The list uses standard math symbols, plus
(+), minus (=), multiplied by (*), and divided by (/).

The following list provides definitions of menu items under 13-1 Financial Review > Ratio:

« Current Ratio—Measures the relationship between the current assets and current liabilities.
Definition of Current Ratio: Current Assets/Current Liabilities by fiscal period.

+ Quick Ratio—Measures the relationship of liquid assets to current liabilities, indic short-
term debt paying ability.
Definition of Quick Ratio: (Current Assets — Inventory)/Current Liabilities b riod.

» Gross Profit/Sales—Measures the relationship between gross profi ollars.
Definition of Gross Profit/Sales: (Gross Profit + Other Income)/(T eraring Income +Other
Income) by fiscal period)

+ Net Profit/Sales - Measures the relationship between net profi les dollars.
Definition of Net Profit/Sales: Net Income Before Tax/ (Tot rating Income + Other Income) by
fiscal period.

efl for each dollar invested.
)— (Direct Expense + Equip/Shop

« Net Profit/Equity—Measures the amount of income
Definition of Net Profit: (Operating Income +
Expense + Overhead Expense + Admin Expe
Definition of Equity: (Equity + Operating e her Income) — (Direct Expense + Equip/Shop
Expense + Overhead Expense + Admin nse). Note, The Equity amount excludes Owner's Draw

accounts Q

« Current Assets/Total Assets—Measures the relati ween the short-term assets and long-
term assets.
Definition of Current Asse 3
Definition of Total Ass

a8 + CurremA&
i+ Current Wip + Other Assets + Fixed Assets —

Accum. Deprecratlon

+ Return on Asset res thee @Ner or the profitability of a company’s assets.
Definition of R Assets: TotaI ome—Direct + Shop/Equip + Overhead + Admin Expense /
Cash + Curr ts + W| epreciation.

. DethWo easures thw nship of debt financing to equity financing, or how much a
es

company is Ieveraged
B f%of Debt: To I .
& of W ; Total Income—(Direct + Shop/Equip + Overhead + Admin Expense).

& eBt/Assets—M s the percentage of total assets represented by liabilities.

efinition 0 t Total liabilities.
Definitio ts: Cash + Current Assets + Wip + Other Assets + Fixed Assets—Accum.
Depre%
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+ Overhead/Direct Expense—Measures the relationship of overhead expenses to job expenses. Total

Indirect Expense/Total Direct Expense.
Definition of Indirect Expense: Overhead + Administrative Expenses.
Definition of Direct Expense: Direct +Equipment + Shop Expenses

Financial Review—Trends

Sage 100 Contractor uses the ledger account balances to graph financial trends.

Note: The list uses standard math symbols, plus
(+), minus (=), multiplied by (*), and divided by (/).

The following list provides definitions of menu items under 13-1 Financial Review > Trend@

« Cash—Charts the balances for all accounts in the cash range by fiscal period.
Compares to the 2-4-21 General Ledger report by cash account range and pé&io

« A/R—Charts the Accounts Receivable balance by fiscal period.
Compares to the dedicated Accounts Receivable account in 1-7 G&%& ger Accounts.

« A/P—Charts the Trade Accounts Payable balance by fiscal peri
Compares to the dedicated Accounts Payable account in 1-7 Ledger Accounts

« Sales—Charts the total income.
Compare to the Income Statement by period for the Oz'ng Income balance + Other Income
balance.

Budget numbers by period: compare to menu 1-R@e
budgets. x
er In

+ Gross Profit—Charts the Gross Proflt + me by fiscal period.
Compare to the Gross Profit + Otherl m Inco tatement by period.
Definition of Gross Profit: Operatlng I — (Direct e + Equip/Shop Expense).

« Net Profit—Charts the Net Inc efore Tax by f|
Compare to the Net Income Be © on th I tement by period.
Income — Direct & Indirect Expenses.

Definition of Netlncor@ Incom
« Breakeven Pomt—C xpense & eriod.

edger Accounts income accounts

Compare to the To Equ/ enses + Total Indirect Expenses on the Income
Statement by pen
« Working C arts Cur ssets — Current Liabilities by fiscal period. This trend is often
used to s% e of credit.
Compare t Balance S iscal period.
%mes from aIV@ sets and liabilities accounts in menu 1-7 General Ledger
ReV|ew tistics

enerating : %ou can use one of the statistical methods provided:
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+ Mean: Calculation derived from the sum of a list of numbers divided by the total number of numbers
in a list.

+ Standard Deviation: Calculation indicating how spread out numbers are from the mean.

+ Best Fit: Calculation showing a trend line indicated by the values in a series.

Note: On 13-1 Financial Review, when viewing
charts, be aware that Mean, Standard Deviation,
and Best Fit do not display with bar charts. The
statistical methods display as expected only with
line and area charts. When working with these stat-

istical methods, select Format > Line or Area,
and then select Statistics > Mean, Standard @
Deviation, or Best Fit. %‘

Financial review—Ratios
Sage 100 Contractor uses the ledger account balances to create the ratio f &xpenod Use the ratios to

identify long term trends or potential problems. Q

Note: The list uses standard math symbols, plus
(+), minus (=), multiplied by (*), and divided by (/).

The following list provides definitions of menu itengs und Financial Review > Ratio:
+« Current Ratio—Measures the relati hiD Bgtween the gurrent assets and current liabilities.

ons ri
Definition of Current Ratio: Current urrent Llaﬁ by fiscal period
» Quick Ratio—Measures the rel h|p of I|qU|d a rrent liabilities, indicating the short-
term debt paying ability.
Definition of Quick Ratlo ssets — Current Liabilities by fiscal period.
s Gross Profit/Sales—\e the relati tween gross profit and sales dollars.
Definition of Gross les: Gros Other Income)/(Total Operating Income +Other
Income) by fiscal i0 \
s Net Profit/S sures th Iat|on hip between net profit and sales dollars.
Definition of t' tISaIes ome Before Tax/ (Total Operating Income + Other Income) by
fiscal peri @‘
Net Eqmty—M e amount of income earned for each dollar invested.

pense + Admin Expense).

of Net Prlll rating Income + Other Income) — (Direct Expense + Equip/Shop

se + Ove
efinition of Equi quity + Operating Income + Other Income) — (Direct Expense + Equip/Shop
Xxpense + ead Expense + Admin Expense). Note: The Equity amount excludes Owner’'s Draw
accoun

‘(\
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+ Current Assets/Total Assets—Measures the relationship between the short-term assets and long-
term assets.
Definition of Current Assets: Cash + Current Assets + WIP.
Definition of Total Assets: Cash + Current Assets + Wip + Other Assets + Fixed Assets —
Accum.Depreciation.

+ Return on Assets—Measures the earning power or the profitability of a company’s assets.
Definition of Return on Assets: Total Income—Direct + Shop/Equip + Overhead + Admin Expense /
Cash + Current Assets + Wip—Accum. Depreciation.

+ Debt/Worth - Measures the relationship of debt financing to equity financing, or how much a
company is leveraged.
Definition of Debt: Total liabilities.
Definition of Worth: Equity + Total Income—(Direct + Shop/Equip + Overhead + Admin Expense).

+ Debt/Assets—Measures the percentage of total assets represented by liabilities.
Definition of Debt: Total liabilities.
Definition of Assets: Cash + Current Assets + Wip + Other Assets + Fixed Asget cum.
Depreciation.

+ Overhead/Direct Expense—Measures the relationship of overhea job expenses. Total
Indirect Expense/Total Direct Expense.
Definition of Indirect Expense: Overhead + Administrative Expe )
Definition of Direct Expense: Direct +Equipment + Shop Expen@

Financial Review—Trends
Sage 100 Contractor uses the ledger account balances to gra @cial trends.

Note: The list uses standard math sy Is,
(+), minus (-), multiplied by (*), and di by (/).

items under 1 irf@ncial Review > Trends:
+« Cash—Charts the balance accounts i t?% ange by fiscal period.

Compares to the 2-4-2 Ledger re@ sh account range and period.
« A/IR—Charts the Acc@ eceivable t@ y fiscal period.
i ‘

Compares to the ble account in 1-7 General Ledger Accounts.

The following list provides definitions of ny

Accountsﬁ
« A/P—Charts t Accountiﬁaya balance by fiscal period.

Compare dgidicated Acgburig Payable account in 1-7 General Ledger Accounts.

+ Sales—Cha®the total in
Q to the Incom nt by period for the Operating Income balance + Other Income
b

o
e
% t number% - compare to menu 1-7 General Ledger Accounts income accounts
« uaygets.

Gross Pro%harts the Gross Profit + Other Income by fiscal period.
ross Profit + Other Income from Income Statement by period.

Compapf t
ross Profit: Operating Income — (Direct Expense + Equip/Shop Expense).
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+ Net Profit—Charts the Net Income before Tax by fiscal period.
Compare to the Net Income Before Tax on the Income Statement by period.
Definition of Net Income: Operating Income + Other Income — Direct & Indirect Expenses.

+ Breakeven Point—Charts all Expenses by fiscal period.
Compare to the Total Direct & Equip/Shop Expenses + Total Indirect Expenses on the Income
Statement by period.

+ Working Capital—Charts Current Assets — Current Liabilities by fiscal period. This trend is often
used to secure a line of credit.
Compare to the Balance Sheet by fiscal period.
Budget comes from all current assets and liabilities accounts in menu 1-7 General Ledger
Accounts.

Financial Review—Statistics @

When generating charts, you can use one of the statistical methods provided:

+ Mean: Calculation derived from the sum of a list of numbers divided by the to er of numbers
in a list.
+ Standard Deviation: Calculation indicating how spread out numbe r the mean.

+ Best Fit: Calculation showing a trend line indicated by the value

Note: On 13-1 Financial Review, when viewing
charts, be aware that Mean, Standard Deviatio

and Best Fit do not display with bar charts.
statistical methods display as expected on@
line and area charts. When working wif thes

istical methods, select Format > Lin %

and then select Statistics > Mean

Deviation, or Best Fit.

Project Review \O 5&

About project revi w @

At times, project mfo S eaS|ert rstand when presented in the form of a chart. Sage 100
Contractor can ge rts for ya veral sources. You can then use the charts to review and
analyze trends in you mpany Y eate several different types of graphs, such as line, area, 2-
dimensiopal arts and 3-dj | bar charts. After generating a chart, you can print it, save it tofile,
or copy |t t board so thagfol) can paste the chart in another report or document.

U &aph optionin roject Review, you can generate graphs to analyze the following:
+ Cost/Bud Type

Budget 3 get + approved budget change orders by cost type.
Cost = sts by cost type. (Note that you use the job cost journal by cost type).
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+ Cost/Budget by Code displays job budget + approved budget change orders by cost code.
Budget = Job budget plus approved budget change orders by cost code.
Cost = Job costs by cost code (Note that you use the job cost journal by cost code).

+ Over/Under by Code
Over = Over budget amount by code with positive number above zero.
Under = Under budget amount by code with negative number below zero.

+ Gross Profit % by Job displays (A/R invoices —job costs)/ A/R invoices.
= Gross Profit $ by Job displays A/R invoices —job costs.

+ Cash Flow displays A/R invoices — job costs by week. (Note that one week = 7 days).
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