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Chapter 1: Key Relationships

Welcome to Sage 100 Contractor and Your Business

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

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

Tools in Sage 100 Contractor can help you run a more profitable business. As with any powerful tool, it's best

to take advantage of training opportunities to help increase your understanding Sage 100 Contr: With that
understanding, you will become an efficient and effective user. &
Reading this book, Sage 7100 Contractor and Your Business, is one way to start your Sa ontractor

training. It is not intended to show you specific installation steps or the how-to of prog “Instead, it

provides the insights necessary to help you work effectively with a business hile working through

rt
business implementation issues. O

About Key Relationships 6

Key relationships in Sage 100 Contractor are in five major area@are explained in further detail:

book provides a bridge from the highest level overview of Sage 100 Contrac% e detailed level. It

+ Initial acquisition of your customer — sales, es{in®gingN\and proposals.

+ Production activities specialized for cont ors se include the items that get the work done:
POs, schedules, change orders, and mor

= Accounting activities specialized for c @ t AP, ayroll, and more that are designed with
the contractor in mind.

+ Analysis specialized for contra ear real t SIS of jobs, job profitability, and the overall

full array of commu

As you read these topic hat they are in t order you typically will follow for a construction job. Some of
the groundwork fo@nplement 100 Contractor is discussed in the section, “Underlying

health of your business,, Q
+ Communication with a. SS paﬂr@Q&he outputs and products of the prior four areas in a

Concepts.”

Acquw ur Cust

Ac | ustome ly the first step as you work through the normal business cycle. With
e tractor, you e existing prospecting and sales methods in your company or build upon
a 10 ntracto thlr—party capabilities. After finding your prospects, use the estimating tools of
Sage %00 Contra %ur current system to develop estimates that will drive proposals, production, and job
analysis. ‘ 6

A\
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Chapter 1: Key Relationships

The components of acquiring your customers (sales, estimating, takeoffs, and proposals) are discussed in
more detail in the next few paragraphs.

Sales

Sage 100 Contractor provides solid sales management and tracking. With a client database, you can use
Sage 100 Contractor to manage sales leads from the first contact to signing the contract. In each client
record, you can assign a salesperson to be responsible for managing the client and to keep comprehensive
notes about the client over the course of the sales process. Using the lead source list and the unique client
reports, you can see how advertising and promotions are generating leads and closing sales.

Determining when to place follow-up calls is another important aspect of sales and client relations. To
streamline the follow-up process, a salesperson can enter a callback date in a client record. Based on a
callback date, the salesperson can quickly generate a list of clients to call for the next day orw aking
the follow-up process simple and efficient.

After a contract or work order has been issued, the client database becomes an importa gmaking
repeat sales, renewing service contracts, and other selling opportunities.

In addition, integrated applications from third-party vendors can provide mor RM and sales

management tools.

Estimating
After identifying a prospect, the next step in acquiring a customer is c@g an accurate estimate of the work

for the prospect @
Sage 100 Contractor Estimating supports good businesv V:
S

+ Helping you manage risks by explicitly ingJudirigisiactors for all elements of a bid or by using
different billing methods.

+ Helping you delineate the bid you pres udcustomer the budget that measures your costs.

+ Helping you manage labour with measu ent and ¢ oth hours and burdened labour costs.
The Estimating add-on module ma ating Qro S and accurate. It is fully integrated with
scheduling, project managemen; a o (o) nt|ng fu ecause it combines the best features of a
database and spreadsheet, the Contracto t|ng module offers one of the easiest-to-use,
assembly-based est|mat|ng s n the mar
Estimating can be the our productlon ivities by creating items such as budgets, proposals,
purchase orders, and S tr cts.
There are many th y estimati available that work with Sage 100 Contractor, thus extending
Sage 100 Conigactor's mtegrated a ing and project management tools to meet the special needs of your

trade.

iS an add-on but you may be able to integrate your own estimating methods into Sage 100

S
\({b

2
Xage 100 *or s estimating process, see the sections about Takeoffs and Assembly.
modaG

2 Sage 100 Contractor



Production Activities Specialized for Contractors

Takeoffs

A takeoff is the Sage 100 Contractor concept that encompasses building an estimate. This functionality is a
key to starting the Sage 100 Contractor profit cycle. You can use bid items and job phases to organize your
projects. Then, using the parts and assemblies databases, you can quickly build a takeoff for any project. The
takeoff is how you translate your customers' needs into estimates of material, labour, subcontracts, and other
costs.

Once completed, you can examine the anticipated project costs through a variety of takeoff reports. You can
also export the information to automatically create budgets, proposals, change orders, purchase orders, and
even service work orders.

If you have an estimating system that is trade-specific and works for you, you can import the estimate from
that system and then use the rest of Sage 100 Contractor to run your business.

Takeoffs are part of the Estimating add-on module.

Proposal %

The proposal is a document presented to a client, providing a breakdown of m ed amount by cost
code or bid item. Sage 100 Contractor provides several ways to create a pro Nwu can export the data
from a takeoff, import a budget, import a file, or create a proposal manuall

Using a variety of custom-designed document formats, you can then@ proposal, enabling you to
produce the most professional and complete proposal possible.

Proposals can take advantage of Sage 100 Contractor's form @tool. With the form design tool, it is easy
to build and customize a multi-page proposal that includ eet, the contract, and itemized price
sheets for specific job requirements.

Once the proposal is completed, you can set the o@inal proposal. After negotiating the price with your client,

you can edit the current proposal and compare i original.

If it becomes necessary to adjust the selling pric@’a propos create change orders to track the

extra work and revenue. Change orders @ou to alter th g price independent from the proposal
N K

itself. . Q
Production Activ@» peci for Contractors

About producti &tivities spe®alized for customers
Sage 100 Contrat% at the pr ion'activities you need to successfully deliver your jobs. The results
of the production acti S are auto entered into accounting systems so you do not have to waste

time with‘du@ data entry. @

ating and%ring a job, production activities ensure the timely and profitable delivery of a job. A

controls ? you track your production:

Sage 100 Contractor and Your Business 3



Chapter 1: Key Relationships

+ Controlling change orders is vital. Don't lose track of this source of added profit.

+ Controlling schedules can help you complete jobs more timely with lower overhead per job. You'll
also keep subcontractors happy with up-to-date schedules.

+ Controlling materials can make sure all the parts needed for specific tasks are on-site when needed.
Beyond these key items, Sage 100 Contractor encompasses the following as part of production:

« Proposals

+ Budgets

+ Job cost

« Scheduling

+« Purchase orders @

« Subcontracts

« Change orders %

+ Automated cost-to-complete analysis $

+ Equipment management &\

= Document control Q
Co

You can use reporting to identify and correct areas that need manage ntion.

Schedule

Using 10-Scheduling, you can create a schedule to p @nage a project, regardless of its size. A
schedule allows you to budget time, plan when soge t& in in relation to other tasks, and set
milestones. You can also set up tasks for billings spections and identify scheduling conflicts between
resources. You can analyze the accuracy of tinb ates, tracEEe progress of jobs, and adjust tasks or

resources to keep projects on schedule.

Purchase Order Q @
L 2

A purchase order lists the materials @ dfromas &ndor for a specific job. You can create purchase

orders manually for each ven Jort data fro eoff to create purchase orders automatically for

ate purch s for the subcontractors on a given project.

each vendor. In addition, y

With large projects, yo &ate master purcgse orders. A master purchase order contains all the parts
needed from a vendo ws you to te smaller purchase orders to help schedule the flow of materials
to the job site. Fordgs®nCe, you can e purchase and delivery of framing materials to better coincide
with the different pha of constru

After cre ase orders an generate job cost reports to determine committed costs. As you
recejye S of m oyees can enter the quantities of materials received using purchase
% which cr@yable invoice. When you receive the payable invoice from the vendor, you
the invoicgegecord'and make any necessary adjustments.

Youcanuseav CIfIC warning system to prevent you from paying an invoice without entering a PO
number or to I fan invoice exceeds the PO amount. In addition, PO audit reports indicate overcharges
on any Im@ O so that you won't mistakenly overpay, even for small items.

4 Sage 100 Contractor



Production Activities Specialized for Contractors

The program provides the functionality to attach POs to email messages or fax them to vendors.

Subcontract

Many contractors use subcontracted labour to perform specific types of work, such as electrical wiring,
plumbing, framing, sheetrock, and so forth. Using subcontracts along with change orders and invoicing, you
can create and monitor subcontracts, review change work, and create invoices that affect subcontracts to
gain tighter control of subcontract billings.

You can export items from a takeoff to automatically create subcontracts, or you can enter the subcontracts
manually. 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 subcontra ge 100
Contractor uses the rate indicated in the subcontract record. K

Request for Proposal

A Request for Proposal (RFP) is a document you send to vendors or subcontractqrs ining a list of parts

needed or work to be performed. The vendor or subcontractor uses the RFP & proposal for you

containing a list of parts needed or work to be performed.

Sage 100 Contractor supports RFP and RFI numbering by job, and if the j@ phases, by job and phase.
a

This feature makes it easier to keep track of RFls and RFPs becaus ssociated with the job in
which they were initiated.

RFPs can be generated directly from the takeoff screen. A nu key date fields allow you to manage
RFPs through the bidding process. When accepted, yo urn RFPs into purchase orders.

orders allow you to track changes independent oject’s bud viding a clear audit trail for pending,

Change Order s\”
Change orders provide powerful tools for mana@ ges to a%?ontract or subcontract. Change

approved, and refused changes @

Depending on the type of change w Qd to peff &h an enter change orders that alter the job’s
budget, proposal, or subcontrac ombinati ree. You can enter changes to costs that affect
the bid amount. Then you can hange t your budgeted costs such as subcontract
changes, or work for WhICh ot want t e client.

Change orders are now sely inte rate ith subcontracts. When you create a change order for a
subcontract, informa splayed o ubcontracts window in columns.This tight integration provides
more control over ontracts a voicing by providing easily accessible information.

Servioe @agemen

ement inC ervice contracts, service routes, service dispatch, on-call work orders and
ecause service magagement functionality fully integrates with the inventory, you will be able to keep
ory up-to-dat service work is performed.

Service client d rts multiple locations for every client and lists of installed equipment at every
location s% an track what was done on any piece of your client's equipment.

Sage 100 Contractor and Your Business 5



Chapter 1: Key Relationships

As you create records, you can use the dispatch board to schedule the service call and provide the location of
the work and the parts and assemblies necessary to complete the work.

When performing service work for insurance recovery, you can also supply necessary policy details.

Service Management is part of the Service Receivables add-on module to Sage 100 Contractor.

Project Management

Project Management includes most of the tools in the production portion of the profit cycle. The specific
project management tools that come integrated as part of Sage 100 Contractor are:

+« Budgets
+ Job cost setup and job cost management
+ Job cost and budget reports K@
= Purchase orders %
+ Subcontracts $
+ Change orders \
+ Cost to complete tools &
+ Proposals O
« Unitary proposals 6
+ The Project Work Center @
= Document control
Project Management is part of the core Sage 100 Q&em.

Document Control Q

Using document control functionality, yousaan track importa anagement documents and maintain
complete control of every item needed f&a pWject. Requ r’nformation (RFIs), requests for proposal
(RFPs), transmittals, submittals, daj eports, Q espondence all integrate with estimates, change

orders, purchase orders, subcor# payroll, t g the process of project management complete,
fast, accurate, and reliable.

You'll be able to manage C(%m dence, ker&a‘ f project plans, maintain a project hot list, and stay on
top of punch list items. @ izable templateWakes daily field reports accurate and easily accessible.
Document Contrd%a ed under P @nagement.

Accot@g Activ pecialized for Contractors

@ng for C ruction
Fully

egrated acc Ig with automated job costing is the backbone of Sage 100 Contractor. Sage 100
Contractor acc eets accounting needs and your special needs as a contractor. Sage 100 Contractor

accounti%

6 Sage 100 Contractor



Accounting Activities Specialized for Contractors

+ Managing key compliance issues such as workers’ compensation, liability insurance, bonding, and
more.

+ Distinguishing between overhead and direct costs, and then comparing budget to actual job costs.

+ Driving job control through purchase orders. Job costing is not dependent upon accounting staff but
starts when the information is generated by project managers.

+ Billing easily in a variety of ways so generating income is an easy part of your operation.

The accounting system includes:
+ General ledger

+ Accounts receivable (with many invoicing options)
» Accounts payable (bill paying) @
« Payroll (with direct deposit) &

+ Equipment costing and management %

Add-on modules that are integrated with accounting are:

» Estimating &\
+« Combined Service Receivables and Inventory O

Sage 100 Contractor integrates all estimating, production, and analy%s fully with the accounting
system. A major key to this integration is the ability to track all job esti s, costs, and committed costs.
Then you can use standard reports or create new ones so you @s track your profit and loss from each job.

General Ledger Q

The General Ledger forms the backbone of the ac stem. It receives information from all functions
that affect the accounting process, including acga eceivablef§accounts payable, payroll, inventory, and
service receivables. You also can make entriely into the | ledger for cash, cheques, deposits,
journal transactions, and recurring transactions.

The General Ledger supports up to 10 dig§acount nyn @ subsidiary ledgers are maintained so that
financial statements are simplifigd. \

All 12 accounting periods for t xs well as t elsh period of the prior year are available for posting,
and you may control postin eriod. Entg to the prior year will automatically update the prior-
Qeglnning balance.

year ending balances as s the current ye
You can print custol iéals and mulll-c&gpany financials as well as standard accounting reports at any
time for any period® lletproof aug reates a secure system from accounting to job costs, complete
with automaﬂ%jiting of all store afices back to their original entries.

*
Acco ecei
Actqunts Receivable s m serves as a marketing, sales contact, and document management tool, as

well%s a means of ing receivable accounts. The client database contains sales information for tracking
prospects from ir int of contact to the close of a contract and completion of a job. Client documents
includes stand letters, notifications, and other client related forms. For each client, actual work is
associat% . Jobs are discussed in more detail in “Chapter 2: Underlying Concepts”.

Sage 100 Contractor and Your Business 7



Chapter 1: Key Relationships

Four special billing options are available for Accounts Receivable—progress billing, unitary billing, loan draws,
and time and materials billing.

Statements and other documents contain full contract summaries. You can add any information from the job
or client databases to these documents. Call sheets and aging reports are also available for efficient collection
management and processing. You can produce aging reports at any time, which can be 'as of' the end of any
prior fiscal period to match financial reports for the same period.

Accounts Receivable is part of the core Sage 100 Contractor system.

Accounts Payable

The Accounts Payable system is fully integrated with purchase orders, subcontracts, job cost, and inventory
You can complete your entire invoice entry in one step when you enter a purchase order or subc
number. Sage 100 Contractor compares each line of the invoice to the purchase order, prevenpsi r-prlcmg

or over-delivery of items without your approval.
%ﬂses, Sage
ith current

ent if there is a dispute

By tracking expiration dates on Workers' Compensation, liability insurance, and contr
100 Contractor can warn you before you pay subcontractors who have not supplied
documentation. In addition, you can track each subcontract separately to pr

over the contract.
@ bse multiple cheque stubs or

gificmetyment or designate dual
Drig to running cheques. You can even

You may select from a wide variety of cheque formats or create your own
special cheque reports to list all of the invoices paid. You can make a
payees on any invoice, and decide which credits to apply to a payme
override discount dates to take discounts that have expired. Q
al

Aging reports can be run as of the end of any prior perio ncials even after the period has been
closed. Compliance reports and 1099 forms are also w& inthe extensive reporting options.
Accounts Payable is part of the core Sage 100 Co %or stem.

Payroll 6

5-Payroll is one of the core modules pr with Sage 10®actortha’[ helps provide complete
integration with job costs. The payr ion I|ty incéud cost savings features, such as handling
complex workers’ compensatior® nn the pr vides functionality for working with local taxes,
payroll groups, union payrolls, d"gayroll, a ways to enter your data.

Payroll automatically genergle urate labo, y calculating all your accruals as well as basic pay
items on a line-by-line b every timecard.ou will get the most accurate cost of payroll possible. Even
liability insurance an I ool costs ¢ included in the payroll calculations and automatically posted to
job costs. You als C de any of thard 401(k), “cafeteria,” and qualified benefit plans to save

money on payroll tax nd worker nsation.
Payroll st} | workers' ¢ satlon systems, including split rates, hourly calculations, and in some
stat and emgl ns. Special reports are available for states with different workers'

cofipdysa calculation

ForT&gge payrolls, 0 Contractor provides daily field and staffing reports. Daily Payroll can be
integrated with % management for allocation of equipment repair time and equipment cost to projects.

A\

as Nevada, Oregon, and Washington.
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Accounting Activities Specialized for Contractors

Equipment Management

Equipment management is an integral part of maintaining a profitable business. The ability to analyze
equipment costs ensures that you not only recover costs but also make the equipment profitable. With the
Equipment module, you can track a variety of ownership costs including loans, loan payments, and
maintenance as well as examine equipment costs and revenue.

For each piece of equipment, you create an equipment record to track important information such as loans,
cost rates, rental rates, and depreciation. In each equipment record, you can set the rate at which you recover
costs for the equipment.

As you use equipment, allocate the equipment time to jobs or to other equipment for repairs. Suppose that a
backhoe is used to lift the engine out of a bulldozer for repairs. The program creates an equipment-cost record

for the use of the backhoe based on the cost recovery rate and the length of time it was used. ou
allocate the backhoe to a job, the program creates job cost and revenue records. With a dat b cost
and revenue records, you can then analyze the profitability of your equipment. %

Inventory

The Sage 100 Contractor Inventory control system lets you keep track of th tory?*flow, from the time you
receive it, to the time you consume it. Inventory control helps track how m a Particular item you have in
stock, where it is located, how many are committed to jobs, and even ho o reorder when stock is low.

The inventory control system is integrated with the rest of Sage 100 @ctor. When you enter payable
invoices, service receivables credits, or purchase order receipts, the préfam moves the parts into inventory,

even individually serialized parts. In the 9-2 Parts window, yo elect a part and view how much stock is
on hand, how much is available, and to which locations igh ssigned. When you create service
invoices, Sage 100 Contractor automatically removes rts¥rom inventory. You can also manually

remove parts and job cost them using Inventory Alleca

Service Receivables and Inventory are a combi -on modu

Service Receivables

Service Receivables includes quotes QOWt-ot=sale angl bi n@ervice work and materials. Because
Service Receivables is fully integrat @ h'lnvento & ill be able to keep inventory up-to-date as you
invoice service work. &

Service Receivables inclu@s, point-mﬁ@ billing-of-service work and materials. Because

Service Receivables is egrated with Inv@gtory, you will be able to keep inventory up-to-date as you
invoice service work.

Service Receivab ctionality h quickly enter work orders, invoices and credit transactions that
affect serviceggceivables accountsigf ol can create quotes, work orders, invoices, credits, and service
routes arfdc ts. You can @e many different summaries such as service contracts for clients,

clienf e N ¥equip ion, quotes, work orders, and open invoices.
iceeceivables integr: with payroll so you can directly import hours from your service work orders.

Whe erformini : ork for insurance recovery, you can also supply necessary policy details.

Service

and Inventory are a combined add-on module.

Sage 100 Contractor and Your Business 9



Chapter 1: Key Relationships

Analysis Specialized for Contractors

Analysis

Now let's consider the concept of job analysis. Many contractors tend to think of jobs independently. Sage
100 Contractor has the tools for you to analyze each job and apply the insights learned to the next job. You
can analyze single jobs while you are working on them. You can also use such tools as the committed cost or
cost to complete reports.

Then as the job is nearing completion, as part of your job closing workflow you can:

+ Create, manage, and clear punch lists

+ Review all job costs, especially those unbilled from vendors @

+ Ensure that all change orders have been billed to the customer

+« Compare job costs to budgets %
gv

When you have completed a job, you can then contrast and compare groups of,jols. dition to comparison
reports, Sage 100 Contractor provides graphical project review analysis wh & isually compare
various selections of jobs.

that can be viewed or printed in line, bar, or 3D bar for current year, 1 or 12-month rolling periods.
Among the many graphs available are current ratio, quick ratio, gross prefit/sales, net profit/sales, and
overhead to direct expense. In addition, trend graphs are avall cash, accounts receivable, accounts
payable, sales, gross profit, net profit, break-even, and wo al.

For your business as a whole, Sage 100 Contractor provides financial %@th a wide range of key charts

With over 1200 reports, Sage 100 Contractor prowdes iLh the tools to analyze your business the right

way for you. If you do not find the exact report yo ed can turn to the Report Writer and develop the
report you want. To complete complex reports, y wish to cznsult with a business partner.

The Sage 100 Contractor Report Writ %\/ou togre m reports that access information stored in
the Sage 100 Contractor databases ort Wit \ can modify existing reports or create altogether
new reports for your company ne

Report Writer

Before using the Report W o ever, revie @g Sage 100 Contractor reports to see if there is one
that you can adapt you ses to use. Wlt&er 200 reports, Sage 100 Contractor probably has one to
suit your needs. @

The Report Writel wizard that ou through the process of creating your own reports. You can use
most standar ports as a startin or creating your own.

Qur

rles ea powerful feat or analyzing your data and your business. When you query a database, Sage
ntractor loca the records that match your criteria and displays the results in a Quick Report
wmdo

.Youca drill-down capability to select a record for review. You can also copy the results of
aqueryintoas eet. Queries are supported by a Query Wizard to get you started with a minimum of
effort. Q ey feature for customizing Sage 100 Contractor for the way your business runs.

10 Sage 100 Contractor



Analysis Specialized for Contractors

Dashboard

Sage 100 Contractor has a powerful feature called the Dashboard. The Sage 100 Contractor Dashboard has
been designed for busy construction executives. At a glance, it shows you the state of your company’s
finances in real-time by displaying information under seven major category headings.

To enhance the power and flexibility of the Dashboard and Sage 100 Contractor accounting in general, you
can now drill down into Sage 100 Contractor financial reports from the Dashboard, and from those reports to
other reports or transactions within Sage 100 Contractor windows.

Sage 100 Contractor and Your Business 11



About program-wide drill-down into report information

About program-wide drill-down into
report information

Sage 100 Contractor provides over 1,200 in-product reports that can help you to analyze your business from
many different perspectives. In addition, most reports enable you to “drill down” from the values presented on
the report to the underlying information.

If there is drillable information on that page of the report, your pointer resembles a magnifying glass. When you
move the pointer over values on the report, if the lens displays a red circle, you can drill down from that value
to the underlying information.

Communications Specialized for Contractors

Communications capabilities are available throughout Sage 100 Contractor. You can sta'@ ch with:

s Clients
s Prospects
+« Employees &\

+« Vendors

+ Subcontractors %
+ Architects

s Engineers @

+ Banks ®

+ Govermnment agencies &

+ Unions 6

+ Insurance companies, and more

For each of these audiences, you will at'Sage 1QO r provides specialized and customizable
reports and forms from every fumn ea of the hese reports and forms are designed with the
contractor in mind. For instance pnnt contr detail notes automatically imported from

takeoffs.

communications to y SS partn \With Scheduled Reporting, you can have these communications

As discussed in related Sage 100 Contr&gtor provides the means to fax and email all these
take place automatic any time o

You can also munlcate by sha@s Some areas of Sage 100 Contractor provide specialized formats
Cel capability discussed as part of analysis.

but you cﬁn ethe expoﬂ@
owde fun y to attach files and/or Web links to selected records in Sage 100 Contractor.
imply drag and dr es and/or Web links onto Sage 100 Contractor windows that accept
ments, such %mvomes subcontracts, and requests for proposals.
rl

Finally, amuch Id of communications is opened when you use the Sage 100 Contractor Application

Program % I) with specialized third-party programs.

12 Sage 100 Contractor



Communications Specialized for Contractors

Report Scheduling

Report scheduling provides the functionality so that you can schedule most reports to print at a specific time
and for a given frequency. You can also specify the output options (print, fax, or email) for the report and
determine to whom it should be sent. There are specific system requirements for faxing and emailing reports.

This powerful tool gives you the ability to control and manage your data on a regular basis. It provides specific
reports and forms that you can send directly to your vendors, clients, and employees.

You can specify whether the report should be sent to the printer, a fax distribution list, or an email distribution
list. You can specify when and how often the report should be run. Recurrence lets you designate a specific
end date for the report or the total number of times that the report should be generated. For email and fax
reports, you can include a subject line and message.

Scheduling is not possible for reports that print cheques, post to general ledger, or require se(@nput.

Emailing and Faxing

Emailing and faxing from Sage 100 Contractor provide the communications tools yo d to get information
to your business partners and staff when they need it. You can email or fax t ports from Sage 100
Contractor to either a single person or to a full distribution list.

You can email and fax as you create reports. Using the report schedulin? , you can have email

messages and faxes sent at specific times and on a recurring basis.

Note: For all the details about faxing from Sage 100 Contra e the Installation and License
Administration Guide.

Application Programming Interfadg (A
An APl is a set of programming tools for develo @ o thterface toMygpecific application. Many programs
provide APls to allow third-party developers theNgpability to inte % ith and extend the basic capabilities of

the program. @
For further details about joining tﬁe E Develobx& ner Program, visit

http;//na_sage.com/us/paﬂzz%\ {%&
<
< L
‘6\6 \QQ)
A\

\(\’b
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Underlying Job-related concepts

About underlying job-related concepts

Before you continue your Sage 100 Contractor education with function area information, there are a few
important topics you need to know about. The topics discussed in this section are very important because
your choices and understanding about them will influence every area of Sage 100 Contractor. If you are
unclear about any of these topics or why they are important, be sure to talk to your business partner or take
the appropriate training classes.

Job-related concepts and job costing @

Jobs and job costing are key components of Sage 100 Contractor. Many aspects of the re setupto
support job costing. Good job costing helps produce some of the most important bene ge 100
Contractor, such as budget to actual reports and job profitability analysis.

Cost Code

Cost codes are an important part of the job costing system. They allow,yG eparate costs into different
categories and compare budgeted costs to actual cost for a job. Eac?@ ode is assigned to a division,
which provides a way to group cost codes for subtotaling on reports. S 00 Contractor organizes job costs
in order of detail by job and phases, cost codes, and cost type

construction projects use the same list. Because the ¢ e structure relates to an individual company's
estimating and cost gathering methods, you can cfgate a rent cost code structure for each company.

g of work pegformed across different projects or
companies can prove confusing and potentially, @ accurate

You can also assign workers’ compen codes and dep o cost codes, providing default
information during timecard entry. The VQ compens @e ensures that you correctly assign
compensation codes for work per rfor) states \Aﬁ t rates, you can also set up a wage maximum
and a second compensation cod

When you set up a list of cost codes, Sage 100 Contrqc S e list throughout the entire company; all

The cost code can contain ent wh| tem will find while looking at the job record during
timecard entry. If the cost S not |nd|c rtment the program will then look at the employee
position for |nformat|on

Job A
ses the work and materials for a specific project for a specific

In Sage %0 %ctor, ajob
customE% speaki ale, where you do the work, and the client is where you send the invoice.

F age 100 C8 @ or stores and develops the job-related information such as important

tifyINg information, contr&T dates, job balances and costs, and contract terms. In addition, job
func¥gnality prowde%rlety of tools to help manage contracts. You can supply information for creating pre-
liens and lien re d create phases to divide work into more manageable sections. You can also create
bid items to d|V|@est|mate into more measurable or customer-required sections.
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You can also provide billing information such as the client, job architect, engineer, or project lender. For
instance, when you supply the client number, the program includes the client information on invoices printed
for that job. If you include the architect or engineer name in the job record when using progress or unitary
billing, the program uses that information when creating a progress or unitary bill. If you include the lender, the
program uses the lender information when creating a loan draw document.

Job Cost

Job costs are the detailed cost records about a specific job. Accurate job costs provide the way to analyze
costs and refine the estimating or budgeting process. 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.

Overhead

Overhead costs are those costs that cannot be job-costed. Sage 100 Contractor supports di @aﬂon of a
wide range of costs to jobs. A great many costs that once required an additional Journal IIocate to
jobs can be added as labour burden rates within the payroll system. These can mclud ch as vacation
accrual or small tool expense. The daily field reports make it easy to capture job-sp ipment use.

A goal for many Sage 100 Contractor customers is to move all variable overi st specific jOb costs. For

Cost Type 6

Cost types allow you to arrange costs into categories. Each cc@e acts as a controlling account for the
nine cost types. Cost types will be displayed on grids th system. Five cost types are defined by
the system: material, labour, equipment, subcontract, er:

Cost codes are key to accurate budget reports. Y an set up Sage 100 Contractor to provide budget
verification. The program then compares the c |n the ti ard against the cost codes in the budgets.
When you save the record, the program notlfle alineitem ot appear in the budget of a job.

Division (Cost Code)

Divisions allow you to group cost Because &)ontractor uses divisions to subtotal costs for
cost-based reports, many cont & eate dIVIS d on the Construction Specifications Institute
(CSI) structure. You do no { , have to { tihe CSI structure for divisions and can create your own.

Phase

Using phases in fects all its %uch as job schedules, the job budget, all document control,

purchase ordeLs, subcontracts, ch ers, proposals, project management reports and analysis, job

costs, cfnn rs, payable g Phases organize jobs and can represent different sections of a

job, suc a nt bUI di : You can also use phases to distinguish different types of work, such as

ch r site wo g phases does not restrict which billing methods you can use; in fact, you can
ith time and mat s billing or change orders.

Contractor.

A\

ProjeC® phases a? ngd in accounts receivable when you set up jobs, but then flow through Sage 100
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Budget—Job

A budget represents a summary of the expected hard costs detailed in a takeoff and provides the basis for all
budgeted versus actual cost, hour, or unit comparisons. In addition, you can use the budget as the basis for
the proposal you provide the client.

The costs for a budget are categorized by cost code, and each cost code is further divided into cost types.
Furthermore, you can include the hours necessary to complete the work for each cost code. For work
performed on a unit basis, include the quantity of units to be performed for each cost code; the program
automatically computes the cost per unit.

There are several ways to create a budget: you can export the data from a takeoff, import a file, or create a
budget manually. Once the budget is completed, you can set the original budget. If at any point the budget is

changing the original budget. Change orders allow you to alter the budgeted costs inde| 'om the

changed, you can compare it to the original. Q
If it becomes necessary to adjust the costs in a budget, enter the changes by issuing cha ders instead of
budget itself. %

Underlying Accounting-related concepts o\\,

About underlying accounting-related concept

You need to understand the accounting related topics below before settiag’up any component of Sage 100
Contractor. A clear understanding of these topics will ensure t set up a general ledger that will work for
your business. These topics will also give you insight into s e operational processes that are part of

Sage 100 Contractor. \

Chart of Accounts

Sage 100 Contractor supports an integrated ch@ccounts th@tions across all modules of the
system.

One of the first tasks when creating a ne@pany iQS @ontractor is to set up the general ledger

structure. When you select the we— of acc % program automatically sets up the account

ranges, controlling account numb gsting accou%ers, and then creates the ledger accounts. You
eds. However, you may need to edit the ledger

can then modify the ledger se et your pa
accounts to match any cha§ dein1-8 K edger Setup.
ally.

You can also set up th@r you choose to enter the account ranges, controlling
accounts, and postin nts manu program will not create the ledger accounts. You will then need
to create each ledg countinth

Accounts window.
If you areose@p a complet
\1t

ments help o igze income and expense data and provide a means to evaluate the profit and loss for a
compadny by fu t or profit center. A single controlling account uses a set of subsidiary accounts

ized chart of accounts, you should work with a business partner.

tailored to the ¢ g account. In contrast, income and expense controlling accounts share the same set
of depan% ?each controlling account that uses departments has the same set of subsidiary accounts.
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You can use departments in a variety of ways. Some companies have separate divisions, which use the
departments to track the individual income and expense for each division. Others use departments to track
types of jobs such as residential or commercial, new or remodel, or other combinations. Still other companies
use departments to track performance of salespersons or project managers for bonuses. When you operate in
multiple states, you can create income statements by state using departments.

Controlling Account

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. For instance, when you post a receivable invoice,

you do not need to supply the accounts receivable ledger account. After posting a transaction t eneral
ledger, the program locks the account numbers for the accounts under Controlling Accounts ount
numbers are locked and unavailable for editing.

You can change the account numbers on the Receivables, Payables, Equipment, a %ory tabs

regardless whether you have posted transactions. If you change the account n
Payables, or Equipment tabs, you have to move the balances to the new a
transaction.

Controlling accounts are a good way to ensure that your data is properlﬁ into Sage 100 Contractor.

Subaccount

Using subaccounts (subsidiary accounts), you can arrange fi ig¥information into related categories under
a single ledger account, providing quick access to spegilinfO\pation. A ledger account that uses subsidiary
accounts is known as the controlling account. Pri arilk and liability accounts use subsidiary accounts,
although you can also use subsidiary accounts witggncol nd expense accounts.

Sage 100 Contractor automatically sets up sub, counts folgledicated accounts, such as accounts
receivable, accounts payable, and service rece s using the fob, Yendor, and client numbers as the

subsidiary account numbers. Sage 100 actor does not, , provide access to these subsidiary
accounts through the Ledger Accountsin bec%ls view the subsidiary account balances from
the Job, Vendor, and Client wigdo

About year-end pro@\s ®\>

Sage 100 Contractorin eparate year-e&rocesses:
# A process fi iglg payroll Q
. AprocessAdvancingth&a ear
. A @forarchivin
For xanies, th

paNes ave a fiscal ye

eneral Ledger

r end is the same as the calendar year end on December 31, while other
d other than December 31. Throughout this guide, we provide steps for both

oURfiscal year end our calendar year end.
The fiscal and ¢ ear end can be a busy time. To keep your ledgers current and accurate, audit your
books m% recommends performing an additional audit several weeks before your year end to
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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, make at least two
backup copies of your data for your permanent records.

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

+ You have already backed up your data.

+ You have been keeping up with accounting period audits.

+ You only have repairable period audit errors. @

Company archive

Over the course of a year, the accounting and payroll databases grow as you enter r “Like a manual
accounting system where you might move the previous year's records to sto sOr a storage facility,
you can move Sage 100 Contractor records to an archive file.

When you archive, it is important that you create a mirrorimage of your dg @ tax reporting purposes. This is
referred to as your company archive or archive directory. It is a copy @fisting company data up to the
point when you create the archive.

The company archive resides on the same drive as the active @ny. With an archive of the previous
accounting year on the same drive as the active company, imultaneously post to period 0 in the
active company and period 12 in the company archive\

Accounting Period 0 (Zero) s\
When you want to enter the startup balances a@nices fora mpany or when you want to adjust the
o

beginning balances for a company, post to_peri ro. Perio ot part of the fiscal year; therefore,
Sage 100 Contractor does not include tr@ons posted igd zero in any year-to-date reports.

¢
When you post to the asset or Iiabili@o nts in pei %p , the program adjusts the beginning balances. If
you post to income or expense CX n period z& rogram adjusts the beginning balance of the
Retained Earning ledger acco@ useincom ense accounts do not have beginning balances.

Changing posti riods K
Use the Change Reri indow toc @e default current posting period for the entire program. The
p

window allows you to®hange to an eriod within the current fiscal year. You can also choose to set
the posting p@%o period 0 (0

Wh \ cetot g period or a future posting period, for example from period 1 to period 2
n audit automatically. The audit results are logged in the Audit History

)/
0 e\%program perfi
ow. Nfter the a%s b&en completed, you click the button to change the period.

ar).

To change the pg®% iod, under Period Selection, type a period number or click the arrow button to open
the Posting PePi indow from which you can select a posting period.
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Chapter 3: Additional Details

These topics are organized around specific Sage 100 Contractor functions. As you plan implementation of a
particular area, these concepts will point you toward key points you need to consider to ensure a successful

startup.

General Operational Features
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About the Sample Company

Sage 100 Contractor comes with a set of sample data, Sample Company, that enables you to learn how to
use Sage 100 Contractor windows and new functions without any risk to your own company data.

Sage 100 Contractor master trainers use Sample Company extensively during Sage 100 Contractor training
classes. Sample Company is also used in many on-line and recorded classes.

We highly recommend that you load the Sample Company data during your initial installation. It takes very
little space on your hard disk drive, and by viewing and working with this sample data, you will learn how
different windows use data when you manage a construction business with Sage 100 Contractor.

Sample Company includes:

+ Sample accounts, sample employees, sample takeoffs, and much more. @

+ Starter lists for many values you will need to set up cost codes, cost types, tasks &nt atus,
client type, employee positions, paygroups, and so on. @

+ Samples of many Sage 100 Contractor forms that are already filled in, m@w to understand

many concepts. \
+ Live data to investigate the content of Sage 100 Contractor reports.&

Sample user names and passwords O

can use your usual Sage 100 Contractor credentials, providin rBystem administrator has added you as a

You can log in to the sample company using one of the user na@hat comes with the sample data, or you
user in the Sample Company.

If your system administrator deployed sample datgfor t 'ent version, the "sample" users are:
« Angela - Sample User
« Becky - Sample User O 6
+ Brandi- Sample User Q @
» Brandy - Sample User | O ’\K
+ Gerald - Sample U{ @
« Heidi -Sample@ &
« Kyle - SampleUser @Q

+ tfeDsanve vy
,Q(t?‘\

Vincent User

A\

+ Denise - Sample User

+ Ken-Sampl
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If your system administrator migrated the Sample Company from version 19.8, the list of users will be the
same as it was in that version. If the user names were not modified in the earlier version, the users names are
the same as those listed here, but without “Sample User” at the end. (For example, rather than “Bryan —
Sample User,” the user is simply “Bryan.")

Note: These sample users all use the password password.

Archive Company

Over the course of a year, the accounting and payroll databases grow as you enter records. Like a manual
accounting system where you might move the previous year's records to storage boxes or a storage facility,
you can move Sage 100 Contractor records to an archive file.

When you close your books, it is important that you create a mirror image of your data for ta @
purposes. This is referred to as your company archive or archive directory. It is a duplicat &o your

existing company data up to the point when you create it.

The company archive resides on the same drive as the active company. With an ar he previous
accounting year on the same drive as the active company, you can simultan t to period O in the
active company and period 12 in the company archive.

You can only make a company archive during the process of closing the b
archive records for a company, Sage 100 Contractor copies all the da
file. Sage 100 Contractor then removes the records you have selected

for the new fiscal or payroll year. @

Company Information Record
The company information record of Sage 100 Con%&es key information about a specific company

which you are managing with Sage 100 Contractor?

You keep track of such information as: O 6
« Name Q @
« Address K
+ Phone and fax number% \\

+ Licenseandtax ID

@ at the year-end. When you
e active company to a separate
ogh the active company to prepare it

+ Direct deposit

QQ

+« Fax setup
See the § ontractor )—@ra full list. These are all key items to set up since they may drive other
part% stem. p
& feat of Sage 100 Contractor
Sage 100 Contr, ides a variety of security features that enable you to restrict access to datain each

company%
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+ Create a list of users and passwords for each company. You use this list to restrict access to
individual companies.

Note: Restricting access to a company also restricts access toits archive.

s Create groups of users. You create security groups to organize users by function, such as project
managers, payables clerks, or payroll clerks. You can assign each user to up to five security groups.

s Assign access rights to groups of users. You control user access to windows through security
groups, assigning access rights to each security group.

+ Restrict access to specific data. Control items within windows, such as text boxes, lists, check
boxes, and grid columns. By limiting the information a security group can enter or view in a window,

you also restrict access to that same information in queries and reports. For example, y ight not
want to allow the payroll clerks security group access to salaries and wage rates in t yee
files. The payroll clerks will not be able to view salaries and wage rates in the empld¥ge , orwhile

entering timecards, or by running any payroll reports.

Each company in Sage 100 Contractor can use different user names, passwords, s oups, and
h company. As you
add or remove users from the User List, you can simply assign or reassign proper security

access rights. You only have to set up security groups and access rights onk
.

groups
Important! Many actions in Sage 100 Contractor can be performe % a company administrator.
When setting up security, you must add a password for each compa ministrator.

About security groups @

Use the 7-2-1 Security Groups window to set up@?ups for your company’s employees.

Security groups let you control users’ ability to Qpeg dows as Wgll as perform specific actions within a
window. The 7-2-1 Security Groups window s a grid wit bered rows on the left and eight

columns:

« Group# (User input is required averthe recgrdgjo
« Group Name (Userinpit ‘ed tosave

= Save 6

» Delete K

+ Void

« Chg Pen& Q

. n@ques @

s t up user grou u type a group number and group name. Then you determine whether or not
oup will have to Save, Delete, and Void records, as well as to change the accounting period and

prlnt chieques. Y e the Notes column to add any pertinent information about each group.
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While you might create security groups for specific employees, it is a good idea to build each security group
for the tasks performed by the employee. This allows you to add or remove employees from security groups
rather than having to build new security groups for each new employee.

As the company size increases, the need for additional security groups increases. For example, a large
company has an office staff that includes several accounts payable clerks, an accounts receivables clerk, a
payroll clerk, a controller, project managers, and estimators. In this company, six different security groups are
set up to accommodate the specific needs of the employees engaged in six different task areas.

In addition to creating task-oriented security groups, it is a good idea to create one security group with full
access to the entire program. This allows owners or managers to log in with full access, but prevents
unauthorized access to program features that only a company administrator can use.

It is important to consider the scope of tasks performed by users as well as the number of users access
Sage 100 Contractor. Before designing security groups, examine which users need access t I
windows in Sage 100 Contractor. After you set up the security groups, you can then set up \% nd menu-

level security.

able and
eate three security
. The second group,
ble operations. The third
ns not covered by accounts

For example, a small company has three clerks: a general accounting clerk, an acc
accounts receivable clerk, and a payroll clerk. For this company, it is only ne
groups. The first group, titled Payroll Clerk, only provides access to payroll
titled A/P A/R Clerk, provides access to accounts payable and accounts gage
group, titled General Ledger Clerk, provides access to general ledger o
payable and accounts receivable.

Consider the following before setting up security groups:

+ Do you need to create separate security groups for
example, does your company have a payable

s who perform specific tasks? For
only enters payables data?

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

+ Do estimators perform different tasks ro ect mana ?
« Do you need to provide differing Is o access to ontrollers, or managers?
+ Are you going to use the Sa a ContractopA rate with other programs? If so, create a
security group named PPI as 51.
Important! Tousethe S ram, you must create an API security group that is
named exactly API. At Ie{ to the API security group. You have to set rights to
save, void, and so o

About compan adm|n|®;

If you hav t up asan a@trator for a company, you have access rights to the entire Sage 100
|cat|on logged into the company.

Con?
ortant! Tom secunty, we highly recommend that each company administrator has a strong

password. Bez ite it down and keep it in a safe place.
FoIIowmgQ actions only company administrators can perform:
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+ 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, and set system
user prompts.

+ Create user names and passwords, and assign user names to security groups in 7-3-1 User List.
+ Create new companies in 7-1 Create New Company.

+ Make and save changes to the General Ledger in 1-8 General Ledger Setup. @
&1 se

+ Archive the accounting at the fiscal year-end using Archive Oldest Fiscal Year j
Administration.

+ Archive payroll at the calendar year-end using Archive Payroll Datain Da dministration.

+ Restrict posting to specific accounting posting periods, for exampl le Invoices/Credits

and other windows.

Field Properties a
Field properties allow a company administrator to extend security wheréw€r it is needed.

The company administrator can assign field properties for e elgf on every entry window and grid in the
program. ltems defined include defaults, custom field narigs, processing during entry, and which users
have access the window and fields on the window{\

User Name

You can set up alist of user names for each co to control 2 - to each company you set up in Sage
100 Contractor. By setting up secunty and assignin o ps to user names, you can further limit
access to certain windows, and text s and;ol |n windows.

Because Sage 100 Contractor de access t user names, a user can log on to the program

User-defined Fi

User-defined fleld§( aéa able on ma@(orms in Sage 100 Contractor. They offer another way for you to
customize Sage 1 ntractor for iness. You can determine the names and how these fields behave

and then use m in your own r;

from any workstation in a netv% ironment.

features to automate key tasks. Export capabilities are found throughout the

e a; ContPactor concept for moving data from one area of the program to another. This
port development of purchase orders, bids, proposals, change orders, subcontracts,

program but ke

and budg%%oﬁs.
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Files can be exported as templates to be used in other jobs or in other Sage 100 Contractor managed
companies. This saves you valuable time as you copy key components from job to job and also provides
consistency for job analysis.

Exporting can also be done from many grids, and creates standard .csv files. You can use Send report data
to Excel from almost all reports.

These capabilities will allow you to take your Sage 100 Contractor information and feed other custom
applications your company may use.

Import

There are many different import capabilities in Sage 100 Contractor. These capabilities allow you to bring data
into Sage 100 Contractor from different outside sources. Imports also allow you to use saved fil d
templates to get a fast start on new jobs. @

Basic capabilities for import are provided in virtually every grid via standard cut and past@
»Finally,

Specialized external imports support such features as price updating from parts dat
specialized programs from third-party vendors provide complete ways to imp: f specialized data,
from time sheets to estimating data and beyond. K

Defaults O

You can customize many different aspects of Sage 100 Contractor. F@lance, by using security groups,
you can grant or restrict access to specific windows. Within a wiaglow, you can customize text boxes, lists,
check boxes, and columns to increase data entry speed and adgyffagy. Within each window, you can set up

default information, require entries, skip entries, or even s to specific security groups.

Forinstance, in the Cheques and Bank Chargesgvin t the default ledger account number for your
chequing account in the Account Number box. n you open the window, the program automatically

and options in the Report Printing windoyf" can also set nces for printers, page ranges, page
orientation, and number of copies t hen you sav ults, the program assigns them to the

person currently logged on to thebprd @ by referen&& erson’s user name.
O

You can copy most defaults curity gro
employees. K
Template @

Sage 100 Contracto plates ca

can incluge information yo
Youcanc ajemplate fro
rec %ave
%u create tem :
Supse that you ar%ﬂng homes in a residential subdivision. The budget and proposal for the base design
t vary. Using templates in the change orders window, you can create a different

are established
template for ade. When you are informed which upgrades the home buyer wants, you can quickly
load the cOges Ing templates to create the necessary change orders.

inserts the account number. Q
You can save time and effort by setting up zour rences fé pes, form designs, selection criteria,

existing users to new users to speed setup of new

the starting point for just about any business process. A template
rovide, such as dates, descriptions, or other important information.
ch, or modify an existing record and save it as a template. Unlike a
required fields to create a template. Many windows throughout the
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You can either use an existing record as the basis for creating the template, or you can build the template from
scratch.

Templates are a key tool for customizing Sage 100 Contractor and also provide ways to standardize data
input so you can manage your company. Consult with your business partner to analyze where templates
might help you.

Notes

Notes are a feature throughout Sage 100 Contractor. You can keep notes with nearly every type of record,
which can prove helpful when reviewing data later. You save notes with individual records, as well as with
individual rows in a grid. Notes can be reviewed at any time and can be a valuable part of many printed
reports. They are the place to put further details and specifications to make sure all parties understand a
decision or need.

Notes can be exported from estimates to provide details of specifications that can suppol &ea of
production.

Grids @

Grids are a powerful feature of nearly all Sage 100 Contractor functions. Ess&s rids display the detail
information of a transaction, estimate, budget, change order, or any item \® a header to details

relationship
All users can customize grids to display just the information they nee@l can modify and save the grid
defaults by user.

Grids also provide a handy way to import and export mfo%% and to external programs with simple

cut-and-paste capabilities.

/

Within Estimating, takeoff grid files provide specr&functlonahty for rapidly building estimates using a

library of already developed grids Q
You need to study each grid in the detail screens'e&fore you % gp'that section of Sage 100 Contractor.

Lookup Windows 0

L 2
Lookup windows help you loca *@Uppose y rmg a payable invoice, but do not remember the
vendor number. You can op p window. @e vendor, and then insert the vendor number in the
appropriate box.
Lookup windows are ughout S 00 Contractor. You can sort items in a lookup window, set a
default sort order |tems with cI|
Learmningtou ookup windows | the mechanics that will make your Sage 100 Contractor experience

successM\

Wit |ck lists, yo%reate lists of transaction descriptions, names, states, and ZIP Codes, then quickly
retrieve the infor r entry. Each list is specific to its associated text box and window.

A\
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Sample user names and passwords

This is a very handy feature for ensuring that your data is consistent. In conjunction with setting Field
Properties and locking the quick list, you can guarantee that data will be entered with the values you need.
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About file and link Attachments on
records

What are attachments?

Attachments provide functionality to attach files and/or Web links to selected records in Sage 100 Contractor.
There are two methods for attaching files and links. You can add them individually using the Attachments
window (Edit > Attachments), or you can simply drag-and-drop files and/or Web links onto a Sage 100
Contractor window that accepts attachments.

A few examples of Sage 100 Contractor windows that accept attachments are payable invoices tequests for
proposal, progress bills, change orders, purchase orders, jobs. ®

How can | use attachments? (b&

Here are a few examples:

« After receiving a hard copy document that you would like to attach t M e invoice record in 4-2
Payable Invoices/Credits, you scan the document into your co create afile, then attach
the file to the payable invoice record.

« You have several digital photos of work being done on by a s%tractor on a remodel job. You can
transfer these files to your computer, and then attach :@f atecord in 6-7-1 Subcontracts.

« After sending an RFP to an architect who has a W u want to attach the architect's web site
URL link to the RFP . From the open the site i r bigwser, you drag and drop the link from the
browser's Address box onto the 6-11-1 Requ Proposal record.

How does attachment fun lity \ﬁk?

You create an attachment as either a “locgiattachment or a 4 hment. Link attachments can either be
afile ora URL (Web site link).

L 2
Creating a “local” attachment, a the a localNii Kour local computer) or a copy of a network file
I

(copied from a network compu age 100 r record in your local computer's company data. In
this process, the program cr;
record is located.

cal folde{

Creating a “link” atta attaches o the remote file (on a network computer) or URL link to Web

page on a remote uter. The pro 0€es not create a local folder and subfolder structure in your local
a

company for linked hments.

v
Impo Nblink attachu 0 not rename an attachment's file server after attaching a file. Sage
0 or cannot @ n linked file if the file server is renamed or replaced by a server with another
me?

&
\(\’0

folder structure in your local company where the
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Where are attachments located?

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 Inbox list directly
onto a Sage 100 Contractor record.

Where are attachments located?

First, let's look at what happens when you attach a local file to a record. When you add the attachment and
save the record, the program creates an Attachments folder and folder structure under \\[Server el\
[CompanyName]\Attachments. To prevent naming conflicts between files, each file in plac

subfolder with a unique name.
@you attach a
cord, in

ents\Jobs\Change

For example, let's suppose you are working in Sample Company job Jiminez Burrito
local graphic file to record 8 in 6-4-1 Change Order, Floor Tile Upgrade. After sav{
Windows Explorer, you will find this path: \\[ServerName]\Sample Compag
Orders\(unique subfolder name)\(file name).gif.

What is the attachment parent-ghi ucture?

Attachments according to the existing parent-chil ips that already exist in the program for Jobs and

You probably noted that the Change Order folder i SN of Jobs. That's because the program creates
lation
Change Orders.

For example, the parent record for the change o the job, 21 ez Burrito #8. If you were to open, 6-
6-1 Purchase Orders to record 38, clear, ock Edit, an ame graphic file to this record and then
rNamg]\ ompany\Attachments\Jobs\Purchase
i H

look at the folder structure, you will find e
Orders\(unique subfolder nange)\ @ .gif. Th X
change order record are both “chil o¥job 215—JiTiNy

(Accounts Receivable). 6

What do | see when@p ing parent re&d when children have attachments?

ents to the purchase order record and the
urrito #8, which is located in 3-5 Jobs

d “child” records. For example, you can attach files and links to
at job's record in 3-5 Jobs (Accounts Receivable) or to that job
through other gacords such as Ch ers, Purchase Orders, Subcontracts, and so forth. As described
above, y&xl%i attachmen cords that are children of the job.

parent-c@ture of the program, when you open the Attachments window from the parent

You can attach files t
job 215-Jimenez o #8 directl

-5 Jobs (Accoun eceivable) 215-Jimenez Burrito #8, you can select different ways to view
achment rela@this job using the box with the title, Show items attached to:

y. If the parent record has attachments, the attachments would be displayed in this
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+ 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 local file and offers
two choices, Copy the file to my company data (my local computer), or Link to the existing file (on a
network computer).

If you select to Copy the file to my company data, the program makes a copy of it and places it in a
folder\subfolder structure under \\[ServerName]\[CompanyName]\Attachments\ in its parent@

relationship. \s

If you select to Link to the existing file, the file remains on the network computer. A cqfy28it%s not created,
and it does not appear in a folder under \\[ServerName]\[CompanyName]\Attachmeir¥s\ act, if you never
link to a local file or copy a attachment file to your computer, you will never see an A ents folder under

the company folder. &\

What happens if | select “Protect this file from being change,

After you link to a network file by selecting Copy the file to your co ta, you have the option to
Protect this file from being changed. After saving the record, if yo to open the linked file and try to
edit it, the program that opens it displays a message stating tha@‘ile cannot be changed, is read-only, or

something similar. The message displayed depends on the pro hat opens it.
Note: If you select the option, Link to the exist'ng&é Protect this file from being changed
option is unavailable. If you need to prevent an hmemefrom being changed, select the Copy file to
my company data option.

e

H | h Web li ?
ow do | attac eb . @

When adding a link to a Web page atachment ncouraged to copy and paste the contents of
your browser's Address box ( \ phique reso) or) into the box on the Add Attachment window.
tTt's much %} copy and paste it to avoid possible errors from typing

You can type the URL in the {

mistakes.
Tip: Attachments Web linksefire 3vays remote and never appear in an Attachments folder under
\\[ServerName panyNam%
How do’l that a rec@as attachments? Are there visual indicators?
A @ t button h added to the toolbar. It displays a paper clip against a grey background if the
rd ha§ no attachments. [®displays a paper clip against a white rectangle if the record has attachments.
Yo

udgn click the A ents button to open the Attachments window whether the record has attachments

B \(\’b
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Can | email attachments?

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 default Email client.

Yes, just open an Attachments window, and select one or more attachments. Click Email, and the program
opens an email message with the attachments included in the Attach... box.

Can | print Attachments? @

Yes, just open an Attachments window, and select an attachment. Click Print, and the opens the file
in the program that is controlled by your Windows settings.

Note: Printing from the Attachments window behaves the same as right-gli |Ie in Window
Explorer and selecting Print from the menu.

Accounting Details

General Contractor (Accounting) @

General contractors are provided with specific general @rt of accounts they can select during set up.
They also have a starting set of cost codes that sui needs. Functionally, Sage 100 Contractor
provides a range of management tools for the gene?§l contractor to manage scheduling, purchasing, and

subcontractors Q
When you select the pre-built chart of accqunts, e 100 C utomatically sets up the account
ranges, controlling account numbers, padltin@account nu& #3nd then creates the ledger accounts. If you

use payroll and use the command to Sngatg Standare®C ns, then the payroll calculations are

u
automatically linked to the prope? ge edger acc&\
General contractors can also customiz@ ple Company Cost Code List.

Home Builder ( nting)
Home builder cap%: ge 100 Contractor. Industry standard general ledger chart of
accounts and cost co you create new companies. Additional features include “starter”

task |IStS’O| e standard p ssemblies.

Saggq1 N ctor als
& ind that the

special selection of project management reports just for home builders.
n progress (WIP) features are useful.
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Work In Progress (Accounting)

Many contractors refer to any project in the process of completion as a work in progress. 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. Only after the contractor sells
the property, does he or she then declare the revenue and expense.

Methods for using WIP adjustments and WIP for speculative projects are detailed in Sage 100 Contractor in-
product Help and in the User Guide. You should review this information with your accountant or business
partner before you start using WIP features.

Remodeler (Accounting) @&

Sage 100 Contractor offers specialized support for remodelers in two areas.

General Ledger- When you select the Remodeler Accounts, Sage 100 C t& tomatically sets up the
account ranges, controlling account numbers, and posting account numbers #fenNeates the ledger
accounts. You can then modify the ledger setup to meet your particular n is accounting structure has
been put in place for the needs of remodelers.

Estimating Data, Cost Codes, and Tasks—Sage 100 Contractor s remodelers with starter data,

giving you a head start on setting up your accounting structure
Estimating data can be used as a starting point for your %@/ing you time when creating estimates.
This includes a specialized chart of accounts, cost cod@, ®§sks and the following estimating data:
+ Parts &
+ Assemblies O 6
+ Part/Assembly classes
+ Takeoff grid files Q K@
Subcontractor (Acco \Q \}

Subcontractors are provid ecific gen r chart of accounts they can select during set up. They
also have a starting set codes that may Wit thelr needs.
Sage 100 Contractor s functionallty Mgeded by the Subcontractor such as management for change
orders, capabilitie porting fro ialized estimating systems and management of the pre-lien and
release proc %
od ccounting)

ontractor counting period default depending upon your fiscal year-end date and the

curr postmg peri established during your general ledger setup. You then control the movement of

your accounting@ t period using the windows under 1-6 Period/Fiscal Year Management.

A\
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You can have Sage 100 Contractor verify the date of transactions versus this default. You can also change
the default period while you are entering a specific set of transactions.

Posting period (Accounting)

Using 1-6 Period/Fiscal Year Management, you can set the posting period to any period from O (prior year)
to 12. When you advance the posting period, the program performs an audit automatically, and the audit
results are logged.

As you enter individual transactions, Sage 100 Contractor will assign them to the current accounting period,
but the program can be set to check the transaction date and warn you of an error in posting an item.

Audit (Accounting)

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

In Sage 100 Contractor, you can audit the books at any time to help maintain your led ces. When you
audit the books, the program does not make any changes, but it does log any errors §%W% the Audit History

process to change the default posting period.

function. \
When you advance to a new period in the future, the program audits the b(O omatically as part of the

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

Fiscal Year (Accounting) ®

Sage 100 Contractor's fiscal year is driven by the %nd day yqu select when you complete your general
ledger setup. Once you set this date, you do ng change it ually. Sage 100 Contractor will do so as
part of the fiscal year-end archive process.

"Fiscal year-end close (Accounting)" on@t page @
’\K

Prior Year (Accountin' O

The year-end close process % aprior ye @ny which Sage 100 Contractor calls the archive
K )

For ledger accounts, 0 Contrac s over the ending balances for permanent accounts to become
the beginning bal for the new hf[@Lea . All period balances roll over becoming balances in the Last

Year column. All tempGtary accou as revenue and expense, start the year with zero balances.

When cId%i 0oks, the p only deletes “cleared” prior-year cheque records and the remaining prior-
year. re appen ior-year cheque database (DBF) file. This allows you to reference prior
yalr clfggues from more th le previous year.

&e Company“%ge 23
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Fiscal year-end close (Accounting)

At the end of fiscal period 12, you can archive the books for the year. Before archiving, be sure to create a
backup of your data. The backup represents a permanent copy of your financial data.

During the close at the fiscal year-end, the program audits the accounting to verify that valid, balanced
transactions support the account balances. When no errors are present, the program then removes
transactions for the closing year and prepares the balances for the new fiscal year. Sage 100 Contractor can
create a copy of all detail transaction data in the archive company.

Calendar Year-End (Accounting)

general ledger. For calendar year-end, you may wish to just close the payroll and reset vendor 1 lances.
You can then send T-4s and 1099s from your archive company.

Payroll details are best viewed in the Help topic, “About closing the payroll.” Vendor 10, @s are best
viewed in the Help topic, “About Federal 1099 forms.”

"Fiscal year-end close (Accounting)" above &\

Journal transaction (Accounting)

Calendar year-end can be combined with fiscal year-end for a complete closing of your Sage 100 %ontractor

Use the journal transactions capability to review most general accour@cords. You can also use journal
transaction capability to enter adjusting journal entries.

You cannot, however, enter transactions or adjust joumale%@he following:

+ Accounts payable

+ |nventory

+ Accounts receivable &\

+ Service receivables O t

= Payroll Q @
N K

These accounts are posted by tiejr bsystem\

Profit (Accountingx‘% @
|

Sage 100 Contractor h i-step income stlement for developing company profit. Gross profit is
developed, and then §v and admjlist\gtion are deducted for earnings before income tax. Finally, after-
tax items are ded o reach net !

Analy @etails @
n@aports(ﬂysis)

Sage 00 Contra oyides representative samples of most reports that are available. These samples are
not generated f sample data but are images for you to view. Viewing these provides a sense of the
report cow t having to learn the specific selection criteria to view valid data.
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Take some time to review the reports available to you under each menu item as you start your
implementation. For example, under menu item 3-Accounts Receivable, you have 3-1 Receivable Reports.

Over/Under Billing (Analysis)

The Over/Under Billing report is an analysis tool of Sage 100 Contractor to help you keep your jobs
profitable. This report combines cost, budget, contract, and billed information into one key summary that
highlights jobs where your costs may be running away or where a key billing has not been done. This reporting
is also referred to as a WIP report in the construction industry.

Profit (Analysis)

3-Project Management. You can start at a high level to identify possible problem jobs by com udgets
to costs line by line. Then you can drill down into the records to determine where the proble etail.

Accounts Payable Details &

Sage 100 Contractor provides many reports for analyzing job profitability. These reports are founﬁ nder menu

Invoices (Accounts Payable)

In the 4-2 Payable Invoices/Credits window, you can entertransactionf ct vendor accounts. You
can create payable invoices or credit invoices, track and release hold Swef view a history of payments for
a specific invoice.

Another critical tool for managing vendors is the ability to print
Payable Invoices/Credits window, you can access th
invoices. Secondary payees are most often involved w
subvendor suppliers who have lien rights to the prggect
The use of two-party cheques provides this assuray§e.

st two-party cheques. From the 4-2
Payees window to manage such
tractor invoices because they have

itical to ensure that these suppliers get paid.

A number of other features enhance record ent@en you sele Manufacturer Details option, Sage
m

100 Contractor includes the manufacturer’s na d part nu e description of each part. To help
manage inventory, select the Allow Frei ariance optio st variances in material or freight costs.
When you have finished enterlng rec ethe batoh li fy the invoice totals against the actual
invoice totals. x

Use the Remove Paid/Void @x option to r@e aid or voided invoices that meet the following
criteria:

« The status is l@&o K
« Theinvoi ot havea um er.

. Ass ted payments hav posted prior to the current year.
Ve ble)
do ords prowd quic cess to vendor information for payable invoices, T5018 balances, ordering
mategals, and subc t management. Create a vendor record for each business that sends you invoices
and each busm h you owe money or make regular payments. These vendors may include
subcontractors, cts, engineers, and lenders.

Sage 100 Contractor and Your Business 37



About file and link Attachments on records

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 vendor database,
but not someone from whom you get invoices. Flagging a vendor as “internal” causes the program to display a
message if you try to enter a payable invoice for that vendor.

Examples of internal vendors are architects, engineers, or other professionals who are involved with projects
that you work on, but you are not the one contracting with them because you are not the general contractor or
owner. You might, however, want to keep that information in the job record.

Internal vendors may also be fictitious entities, such as a generic lumber supply or generic tile subcontractor.
You might want to use that entity for putting a “type” of vendor on parts for estimating and bid re t reasons.

Vendor types (Accounts Payable) K

You can use vendor types to group or categorize vendors. Types give you the ability t @pecific vendors
when printing bid requests, vendor lists, or other vendor related documents.

If you create a long list of vendor types, you can simplify it by abbreviating v ategories. For example,
use M for material suppliers and S for subcontractors in the Type Name. F e, the description for a
lumber supplier is M-Lumber, and an electrical supplier is S-Electrical. 6

(Accounts Payable) %

Many job subcontracts include holdback. When you cregte
holdback at the rate specified in the subcontract recor
subcontract record, you can withhold a flat amounfgon

invoice, Sage 100 Contractor withholds
not indicate a holdback rate in the
ividual invoice.

Posting a payable invoice declares the entire am f the invoiq
the gross amount is withheld as holdback, sot nt’is actuall
amount — holdback = net invoice amount). Ther , holdback i
paid out yet. Consequently, Sage 100 C tor does not i

Accounts Receivai\@etails’&
Client (Accounts %able) K@

Use the 3-6 Receiv nts windo tore information about past, current, and future clients as well as
manage the sales % nd track clh@ted issues. To help manage sales, you can keep track of
referrals, appointme and call ba . You can even keep track of when you last mailed a brochure to a
client. In dd%}/ou can set ized lists to provide information about the lead source, region,

as an expense. However, a percentage of

oWed for the net amount (gross invoice
% dy declared as an expense but is not
oldback in the invoice aging.

company to which mailifiggist they have been assigned.
setaclient ré @i Inactive" to ensure that no further entries are processed for the client.

UsiMgLinformation fr client database, you can create all kinds of client-related documents and reports.
For example, th text box, in which you can enter a personalized greeting such as the owner's
nickname, prov ay to personalize documents. When creating the form design, you can insert a field
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representing the information in the Greeting text box. Then when you print the document, Sage 100
Contractor replaces the field with the information from the Greeting text box.

Client Status (Accounts Receivable)
The Client Status field is completely customizable for your specific needs.

Using client status provides you with information such as sales cycles, credit limits, or other client
characteristics. You can even set up the status criteria to separate the clients in to client prospects, current
clients, and past clients.

Client type (Accounts Receivable)

Client types allow you to categorize clients. A subdivision developer, for example, can use clie s to list
the subdivisions, or the release of homes in subdivisions or to track the interests of prospecti buyers.
For some companies such as service/repair contractors, the geographic area is more im% because all

the clients are homeowners or commercial businesses. E

a finding a variety of
yOu can use the numbering

Job Number (Accounts Receivable)

Job number is a key for locating job cost records, selecting invoices for paynfe
reports. If your job numbering system is set up to reflect specific job grougings

system for selecting jobs %
When you are setting up a job numbering system, it is important to creat®0ne that fits your company’s work.

Companies that only do a few jobs a year may not need job nu with four or five digits, whereas larger
companies might need more digits Q

Job Type (Accounts Recelvable) \

You can classify jobs that your company perfor fashlon at you choose. You may identify jobs by
contract, work performed, or any other means.

Once you have identified the jobs, youg ate reports to erformance of different job types. This
may be an alternative to creating artifi p mentsto me thing.

able) ’\}
Contracts are an essential igbs and ac eivable. Sage 100 Contractor can use your contract
terms, dates and amou tomate many tyPgs of billing and follow-up activities.

Contract summarﬁ jobcan s?@

Contracts (Accounts

. Onglnal contract amount

o date

ontract a@
& voiced to
Balanc
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+ Balance with tax
+ Retained balance

+ Net due with tax

These amounts can drive invoicing and will help you analyze and control your jobs.

Contract Amount (Accounts Receivable)

The current contract amount is available on the 3-5 Jobs (Accounts Receivable) window. You canfind a
further breakdown of this amount on the Contract Summary window. This amount is the starting point for
some of your billing methods, such as progress billing.

Invoices (Accounts Receivable)

You can create invoices or credit invoices, track holdback, or view a history of payment ecific

The 3-2 Receivable Invoices/Credits window lets you enter transactions that affect re %accounts.
invoice. %

You can also create a simple invoice based on the percentage of work comp)| e contract. This type of
billing is suitable for subcontractors or small projects.

About receivable invoice status O
The status of a receivable record indicates its location in the process.%

Important! You can change the status of records assigned @ 1-Open, 2-Review, or 3-Dispute to
another of the first three status settings. However, y n sign status 4-Paid or 5-Void.

Status Description X
1-Open Indicates a record posted to the g ’I dger.

Indicates the management gmpookkeeping st
review the record.

2-Review

3-Dispute
4-Paid
5-Void

, Sage 100 Contractor automatically assigns status 4-Paid. If
automatlcally assigns status 5-Void.
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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
2-Memo L
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 9

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

does not use the part information elsewhere.

To enter a receivable invoice ®
1 Open 3-2 Receivable Invoices/Credits. &

2 Do the following:
a Inthe Invoice# text box, enter the inygice number
b Inthe Date text box, enter the %nvmce,
¢ Inthe Job text box, enter ti% o@ber x
d If the job uses phase hase num@ Phase text box.
In the Description QX entera br|ef tement about the invoice.
In the Due Dat @ enterth ce due date.
g Inthe Disco ‘Ate text box %ue date by which you must receive payment for the client to
receive discount.
e@e status.

h In the\ list, click
j pe list, cI|ck ) oice type. The contract affects the invoiced balance when Type 1-Contract
o does not affect the invoiced balance.

You can provide part numbers on an invoice. Sage 100 Contrac@ﬂy includes the parts on the invoice, and

- 0

is s&ected. Typga2-Me
3 Inthe grid, do ing:
aln thﬂ)% n cell, enter a brief statement about the item.
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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 of the text
boxes, except in the Job text box, and re-save the record.

When the invoice contains an incorrect job number, ledger account, or amount, void the inyQi®gand then re-
enter it with the correct information. By voiding and re-entering the invoice, you create a §l dit trail.
There are also circumstances when you cannot void the original record. For exampl cannot void a credit
invoice that has been applied in full, or an invoice posted to period 0. Becau ot void these types of

transactions, it is necessary to enter an adjusting invoice.

Before voiding an invoice, reverse all the payments posted to it. You can ter the invoice correctly and
reapply the payments.

You can void a receivable invoice with an assigned status of 1 n, 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 beI maximum, Sage 100 Contractor continues
to calculate the discretionary taxes until the tax mK

To void a receivable invoice

1 Open 3-2 Receivable Invoices/Credits. 6

2 Using the data control, select the recQ

3 If an amount appears in the Pgid @) revers t ents

4 Onthe Edit menu, click Voi

Creating invoices basﬂ;%ontract %@s

You can create arec '\@nvoice for ased on the amount of work completed. Using the original
contragt amount o%'e cpptract @d the amount you have invoiced to date, Sage 100 Contractor
determines the balanC®remaining ntract.

When yoﬁ he percenta@we contract that is completed, Sage 100 Contractor computes the

amoyn Is met Wr to progress billing, but does not provide a detailed breakdown by cost

C %ogress In%e invoice contains a single line describing the percentage of work completed
oice amo%hls ethod of billing is best suited for subcontractors.

To create an ased on the contract balance

1 Open % ble 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 invoice. If y y a credit invoice

to the wrong invoice, make adjusting invoice entries to correct the error. s%
Many situations could cause you to enter a credit invoice. Suppose a clieq ﬁ IQes a prepayment on a job, or
overpays an invoice. In either case, it is necessary to reduce the acc egivable.

When you save a credit invoice, Sage 100 Contractor reduces the job bal#hce. However, the credit invoice
retains status 1-Open until you apply it against other invoices i&-34 Cash Receipts window. After you

have applied the credit balance to other invoices, Sage 100 r assigns the credit invoice status 4-
Paid.

You can also apply a credit invoice to an invoice a@ emou save the record. If the invoice is fully paid by
means of the credit invoice, Sage 100 Contractor cndgges the stafus of the invoice to 4-Paid. If the invoice
still has a balance after applying the credit, the j e Status is ng@ghanged. Likewise, if the entire amount of
the credit is applied, the status of the credit invo anges to 4 f a credit invoice still has a balance
after applying it to an invoice, the status credit invoice unchanged. You can then apply the
remaining credit invoice balance to ot @es inthe 3( Receipts window.

After making changes, you {%Iculate th@ls.

To calculate the balanc, n¥e Options menu¥glick Calculate.

S *
Recalculating invoices or c\

Statement ( unts R

A statemgnt arizes the a nvoices, payments, credit invoices, and holdbacks for ajob. Itis a
good idea x e state e end of each month and send them to your clients to keep clients
i financial N or their job

ontracto%mort monthly statements with finance charges and also combined and summary

\(\’b
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About Accounts Receivable Holdbacks

Holdbacks(Accounts Receivable)

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 invoi(& oldback
t

has already been declared income, so you only need to release the holdback that has be ed. You can
release the holdback on each invoice individually, or you can release the holdback for job at one
time. Having released the holdback, you can then send the client a statement refle mount that is due
your company. \

Progress Billing (Accounts Receivable) Q&

The 3-7 Progress Billing window provides a system for creating pr Ings, with each new application

building on the previous submitted application for a job. Then under ea , Sage 100 Contractor assigns
each application its own application number.

tion in the Progress Billing Setup
chitect’s job number for the project, as well as
or holdback.

Creating a progress bill requires that you provide some
window. You can provide the name of the architect anm

the income posting account, holdback rates, and %Xi

To create an application, import the cost codes gmalivi§ions from tRg job’s budget or proposal. You can then
select several ways to automatically update the information, % the job cost records. When you select
tra Q3

the Percent from Costs option, Sage 10Q.Con or displa al job costs and calculates the percent
of work completed by comparing the jobglos®against the t§You can instead select either the From
Cost Amounts or From Billing Am option to & the amounts for each cost code.
When you create an application % Contrac Xﬁs it status 1-Open. After you have submitted the
application, submit the recor @ 100 Contr: licking the Submit button. Sage 100 Contractor
then changes the applicatiod's s to 2-Sulini When the billing is approved, post the billing by clicking
the Post button. Sage ractor creates arNnvoice, posts it to the general ledger, and then changes the
application’s status t ogted. When@ant to create the next application, click the Next button. Sage

n

100 Contractor asaj the posted a@ iort status 4-Closed, moves the costs from the Current Quantity

column to the Previou¥ Quantity d advances the number in the Application# text box.

Youcan$ e the costs @change work to the progress bill. You can either incorporate the changes

tot e cost c@ sions, or include the total amount of the change order as a separate line
R

S
\({b
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Time and Materials (T&M) Billing (Accounts Receivable)

You can bill clients on a cost-plus basis, which is the cost for time and materials plus overhead and profit.
Sage 100 Contractor uses the job cost records as the basis for the billing amounts on the time and materials
(T&M) invoices.

When setting up a job for T&M billing, you can:
« 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 &M

and equipment costs plus hidden markup. In addition, you can set a minimum rge, which is
the minimum number of hours per labourer, or you can set the minimum uni e of equipment

&ree hours to recover the

hé backhoe for one hour.
ree hours instead of one.

invoice
+ Assign wage rate and equipment rate tables to the job. You can use the tables |%&f using labour
C

to charge.

Suppose you own a backhoe and determine it is necessary to charge a minj
costs of ownership, maintenance, and mobilization. At a job site, you onl
When you allocate the equipment use, Sage 100 Contractor bills the

Consider the following additional points:

+ If equipment records contain rental billing rates, %ntractor creates the job cost with the
rental billing rate in the Billing Amount text % he Override check box selected. The
I

program uses this amount when calculatin t nvoices even if an Equipment Rate table is

selected forthe T & M job.

+ Ifyouwanttousethe T& M Equlpme pERaytable you Must either: (1) clear the Override check
box on the job cost record and exclude Y rates from &quipment record before the job cost
records are created; or (2) enter thg job cO trecord dipegl 0 6-3 Job Cost record.

+ |f equipment records do not cgn bifling ratgs g¥ calculate the T & M invoices, Sage 100
Contractor replaces the.blll ount W|th om the Equipment Rate table. If an
Equipment Rate tab |gned tot ob Sage 100 Contractor replaces the billing
amount with the cost@ en marku

Unitary Billing (@ nts Recei ble)

With certain type:
For example, with gra g or excav

earth moyed Un|tary Billi
with each lication buil
|tary bill requ t you provide some basic information in the Unitary Billing Setup window.

can OV|de the e of the architect and the architect’s job number for the project, as well as the income
postiNg account, an oIdback rate.

t is more diff%gult ®™ estimate the amount of work necessary to complete the job.

k it proves easier for a contractor to bill for the number of units of
provides a system for creating a series of unit-based applications,
the previous application for a job.

To create an appl @ N, import the bid items from the job’s unitary proposal. You can then enter the number of
units of v@ cted. If change orders are issued, you can also enter the units of change. When you

Sage 100 Contractor and Your Business 45



About file and link Attachments on records

calculate the application, Sage 100 Contractor determines the billing amount based on the units of change and
the units of work completed.

When you create an application, Sage 100 Contractor assigns it status 1-Open. After you have submitted the
application, submit the record in Sage 100 Contractor by clicking the Submit button. Sage 100 Contractor
then changes the application’s status to 2-Submitted. When the billing is approved, post the billing by clicking
the Post button. Sage 100 Contractor creates an invoice, posts it to the general ledger, and then changes the
application’s status to 3-Posted. WWhen you want to create the next application, click the Next button. Sage
100 Contractor assigns the posted application status 4-Closed, moves the costs from the Current Quantity
column to the Previous Quantity column, and advances the number in the Application# text box.

Application (Accounts Receivable)

Applications are generally the starting point for getting approved payments for a number of diffe
processes. You will create an application for payment, get it approved and then submit an in&

Applications apply to: %
+ Progress billing $
« Loan draws \
« Unitary billing O
Document Control Details 6
Daily Field Report (Document Control @

Note: This functionality is available only if you K& ument Control Module.

You can track the conditions and events that o e job site @g a daily basis. You can keep track of the
employees and subcontractors working on the at equipm used, and how many units of work
I

were completed. In addition, you can tracksincidents, meetin@ d orders.
. K

thie Document Control Module.

Submittal (Document C

Note: This functionality is

rial samples supplied to the general contractor, client,

You can provide submi i
vendor, or archite“ ittal lists dfac\sample you are providing for review. Look for menu command 6-

11-4 Submittals.

informatio bmittal, the ent is legally traceable.

There is @b% advantage wag’information about clients or vendors. When you enter such

T @he Client bo endor box on the 6-11-4 Submittals window are mutually exclusive. On a
subrwittal recor%ean u enter a client, the vendor entry is cleared and the client address and contact

nam

re automatic ced into the Attention box and Address boxes. Also on a new record, when you
enter a vendor, fiedie™ information is cleared and replaced with the vendor information.

A\
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Equipment Management Details

Equipment Management Details

Equipment Cost Recovery (Equipment)

You can remove the guesswork associated with recovering equipment costs. In the 8-Equipment
Management, you can provide the cost to own and operate the equipment for a resource consumption period
as well as the estimated use for the resource consumption period. You can then compute an estimated per-
unit rate to apply to jobs.

Through the cost recovery rate, you post the costs for owning and operating equipment to the job. The
accounting transaction posts a debit to the job expenses account in the direct expense range, and a credit to
the equipment revenue contract account in the equipment/shop expense range. The transaction increases
direct expenses and reduces equipment expenses, resulting in a more realistic view of job profi he same
time, the program creates a job cost record and an equipment revenue record.

To determine the cost recovery rate, project the use and costs that you can expect base% ords from
S e

previous years. Do not include the cost of labour in the operational costs because jo ated in Sage
100 Contractor include the equipment operator's time. It is a good idea to revie ecovery rate every
year and make adjustments. If you discover that the equipment use is consi er or lower than

expected, you can make the suitable adjustments.

O

Shop (Equipment) %
Sage 100 Contractor handles tracking your equipment and asswth ost of use to jobs where possible.

When you post transactions to the “equipment/shop expgnsay of accounts, Sage 100 Contractor
displays the Journal Transaction Equipment Cost i%arding cost distribution. In the Equipment
Cost window, you can break apart costs to create j di\&' e entries that reference equipment, cost codes,
and cost types.

Sage 100 Contractor helps you move expenset indirect ory of Shop to direct job-related
expenses.

Estimating Details, OQ \KQ

Assembly estimating is ﬁe accurate wa &create takeoffs. It also streamlines the management of
material costs, quote rdering be@aac assembly includes all the necessary parts and labour to

Assembly (Estlmatl

complete a unit of o

For example, zg interior door asse@ight include the door, frame, hinges, trim, doorknob, shims, and
nails, anét tity of each ssary to complete the work. When creating a takeoff, you can insert
the mte semb each of the individual parts needed. You only need to then enter the

rior door as jes needed in the project. When you compute the takeoff, Sage 100
trac determineg the t number of parts needed to complete the door assemblies.

Asseribly estimgi ore precise and useful than unit price estimating, which only provides a flat rate per
unit of measure uppose you are estimating costs to frame a house, and the cost of nails has increased
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recently. Unit price estimating makes it difficult to calculate the new cost per unit reflecting the additional
costs. You can only add an amount to the takeoff that you hope compensates for the increased cost of nails.

Assembly estimating makes it easier to keep costs up to date. When you update the parts database or a
portion thereof, Sage 100 Contractor also updates the part costs in the assemblies, ensuring that you will use
the most current costs when you create a takeoff.

To increase the accuracy of your takeoffs, you can create part records for labour costs. As you build the
assemblies, include the appropriate labour parts. In some instances, you might need to add several different
part records for labour to account for the different types of work required. An assembly for installing a sink, for
example, might include labour for setting the cabinet, roughing in the plumbing, installing wiring for a disposer
unit, and setting the sink and finishing the plumbing.

Assembly estimating has many benefits:
+ Each assembly contains all the necessary parts. It becomes impossible to forget p&re used

infrequently
+ You can generate complete parts lists from the takeoff, which lets you obtain @s quotes before
submitting the final bid.

+ You can adjust prices according to difficulty factors or site-specific @ )
+ Creation of purchase orders directly from the takeoff, eliminating ten encountered in unit price
takeoffs or separate materials billing processes.

+ The accuracy of takeoffs increases as you refine the assem@
+ You can build a library of modified assemblies. @

Parts (Estimating) X?
he p

A part is a record of an item that you want to track %§ database. You can manage costs, track part
inventories, and even assign an image to individyal Ot records. ¥pu do not have to limit part records to

building materials; you can even create part rec @ or labour co 0 set up a parts database, enter the
parts manually orimport an existing database.

If you subscribe to a part-pricing service,§ou ®an updgte& in the parts database as you receive the

latest service updates. ,

Parts are used in estlmatlng, and mvent can be used within assemblies for “assembly-
based estimating.

Bid Item (Esti %X@S

Bid items are awa eaking apaj Qs into different categories. A client or lender might require you to
submit a propgeal based on bid iten§g SPme contractors even use bid items internally as another way to track
project ddt %ld item categ Ol

can differ from job to job and are not necessarily determined by types of
iglltems is set up for a job, you can use the bid items when creating the
proposal. In addition, you can create unitary bills by bid item; however, you

ot

cost by biddfem
Although primarilmgyv le through the Estimating add-on module, bid items can also be used with proposals
generated in wi der 6-Project Management.
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Profit (Estimating)

Sage 100 Contractor provides methods for you to manage the profitability of individual jobs. You can set
overhead and profit rates by bid item, cost type, or individual grid cell in a takeoff.

To use this capability, you must have the Estimating add-on module.

Markup (Estimating)

Sage 100 Contractor can apply different markup rates to material, labour, equipment, subcontracts, and five
other classes of cost types that you choose. Markups can be applied to specific items and to an overall bid.
Markup is applied after overhead.

To use markups, you will need the Estimating add-on module or the Service Receivables/Inve dd-on
module. &
Inventory Details (b‘

FIFO (Inventory) \&‘

Note: This functionality is available only if you have the Inventory Add

The first-in first-out (FIFO) method assumes that when items are remo rom inventory, the inventory
account is reduced by the cost of the first item acquired in inve This method more closely mirrors the
actual physical inventory process. Assuming that the ¢ e inventory are subject to inflation, a
FIFO cost flow assumption results in lower cost of go@gher net income, and thus a higher tax

liability.
LIFO (Inventory) s\

Note: This functionality is available o

i you have the | dd-On Module.

The last-in first-out (LIFO) valuaton en items are removed from inventory, the
inventory account is reduced b aof them y acquired item existing in inventory. Assuming
that the costs to acquire invenfa &@subject to |® a LIFO cost flow assumption results in higher cost
of goods sold, lower net i |n dthus al ability.

Weighted A\@os tory)

Note: Thi nctlonallty is av a€ ojlly if you have the Inventory Add-On Module.

ry accoun ed by the average cost of all items existing in inventory. This generates an
st of goo Id, net income, and an average tax liability of the specific part being removed.

\(\’b

The verage cw ethod assumes that when items are removed from inventory, the general
tis
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Inventory Allocation (Inventory)

Inventory moves into the inventory control system through payable invoices, service receivables credits, or
purchase order receipts. Once in the system, you use 12-2 Inventory Allocation to post to job costs, to track
movement among locations, and to place stock on hold. You can also post transactions to the general ledger
for the consumption of stock items by your company, the loss or shrinkage of stock items, and the revaluation
of stock.

To use 12-2 Inventory Allocation, you will need the Service Receivables/Inventory add-on module.

Payroll Details
About 5-2-1 Employees (Payroll)

Using the 5-2-1 Employees window, you create an employee record for each employee grks during the
calendar year. The record stores personal and work-related information, and acts as t or each
\"

employee’s hourly pay rates, salary rates, or paygroups. In addition, you can accru acation time,
provide direct deposit for employees, and automatically recover payroll adva

Note: You require access to 5-2-2 Payroll Records to view earnings Il'in this window.

On the Compensation tab, you can enter information about Paygro@ay Classification, Standard
Regular Rate, Commission%, Salary, Accrued Sick Hours, Accru ate, and more.You can also enter
Rrescribed Zone, Labour-Sponsored

information about Other Authorized Deductions, Deduction %
glg/information when preparing the T4

Funds, and Additional Tax to Withhold to include the appagp
electronic file.

On the Direct Deposit tab, you enter employees’ @sit information and email address for the direct

deposit pay stub.

On the Calculations tab, you can select which Il calculati se and customize the calculation rates
for each employee. Each employee recorgmiores its own ca ates; you can create one payroll
calculation but set up different calculah@ for each . When you trial-compute or final-compute
payroll, Sage 100 Contractor usgs C n rates K employee records to compute the deductions and
benefits for each employee. f\

On the Additional Contacg u can add g additional contacts for each employee.
Important! Conta t@r d in empl recdrds are not synchronized with Outlook due to security
reasons. S
You can gls te generic e ords for scheduling resources. A single, generic employee can
represent \ crew, such aming crew. Use the generic employee to assign employee resources to
taskai dule, ther@g m ing the over-allocation of labour . For service work, you can use the
eri yee as a plac@ggier for scheduling work orders in the 11-3 Dispatch Board window.

A\
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Important! Do not enter more than one employee record for any one employee. For example, if you make
a mistake on an employee record, do not correct the mistake by making a second record for that
employee.

About employee positions (Payroll)

Employee positions determine how you post payroll costs to the general ledger. Create employee positions
that represent the type of work performed by employees such as office workers, job supervisors, and
labourers. The list does not need to be complex. However, you must create at least one employee position.

After creating the employee positions, assign them to employee records. When you post a payroll record,
Sage 100 Contractor looks at the position in an employee’s record, and the ledger accounts in the employee
positions table:

« When atimecard line contains a job number, payroll posts to the ledger account in t&o ages
cell.

+ When atimecard line contains an equipment number (for maintenance or regali %)II posts to the
ledger account in the Equipment Wages cell. &
« When a payroll record does not contain timecard lines, ora timecard& s not contain a job

number or equipment number, Sage 100 Contractor posts to the I@ count in the Other Wages

cell.
You can also add a department to each position. When you post a pa@cord, Sage 100 Contractor first
looks to the job record for a department number. If Sage 100 C@;tor does not find a department number in

the job record, it next looks to the cost code. If the cost cod t contain a department number, Sage 100
Contractor then looks to the employee position. \
About paygroups (Payroll) 5\

Use paygroups to manage wages and the benk ges for unj
the employee record or in the job record to providWsé#fe correct

and benefits o

hops. You can include the paygroups in

« Forunion shops, set up a paffgNuUNfor each atlon of pay scale and benefits package that you
need to report. Then asdi ; propriate% to each employee record. During timecard
entry, Sage 100 Cont &signs the m rom the employee record to each timecard line.
When working witlfimul unions, i idea to provide the union number at the beginning of

the paygroup ioWon. Place the imp{gtant information at the beginning of the description. For

example, 80 entice ins@Apprentice—BO%.
+ Inopens the require tween the prevailing-wage projects can vary, and employees can

workgender a variety of tggories. For each prevailing-wage project, set up the appropriate
for each co
e cord, y@ %

tion of pay scale and benefits package that you need to report. Then in
& ti ard line, Sag ) Contractor looks for alist of paygroups. If the job record contains a list of

nly the paygroups for that job. When you enter a job numberon a
ygroups, itdhen uses the employee’s position to determine the appropriate paygroup and inserts it

on the time e.
When creatin roups, organize the paygroups by job or geographic area. When numbering the
paygroup numbers between groups in case you need to add other paygroups later. You may also
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want to include a job or area description in the paygroup name. This allows quick identification of the correct
paygroup when entering timecards.

Each union or prevailing-wage project has specific requirements as to how the benefits are calculated. To
manage the different benefit packages, you can assign an independent set of payroll calculations to each
paygroup. It is important to review each benefit you provide and determine if it meets the requirements set
forth by the governing agency. If not, you will need to create a new payroll calculation.

About setting up payroll calculations for paygroup benefit packages
(Payroll)

Use the 5-3-4 Paygroups window to assign each paygroup its own set of payroll calculations that Sage 100
Contractor uses to compute its associated benefits. First you select the payroll calculations, andthen you

assign each a rate. When you perform the final compute of the payroll, 5-3-4 Paygroups is th for the
benefit rates.

In some cases, the calculation methods or the taxes to which a calculation is subject @1 union to union
or from job to job. When the calculation method or taxes differ for a similar payroll ¢ t\ @, you have to set
up a separate payroll calculation.

For each paygroup benefit, create a separate payroll calculation in 5-3-1 Pay&&culations inthe Calc
Method drop-down list, using the following guidelines:

+ You can use most calculation methods for paygroups with t g exceptions:
2-%Total Taxable Wages

10-Per Day @
11-Per Pay Period, \Q

17-Tables s\
18-Variable (manual calc)
Benefits set up using these methods aQIuded from .
Some payroll calculations are p®ed after a p benefit has been computed and its result

has been added to the gross/a®s. In the C&i t list, click 3-%Gross + Paygroup Benefits.
For example, you might’ =% ompute ur\& after the vacation benefit has been added to the

gross wage. %
Calculation metho% oss + Pay%@eneﬁts requires the calculation to have a calculation
i

number larger of the calcula hat adds the benefit to the gross wage. Sage 100
Contractor each payr |culation in the order established by the calculation numbers.
+« Touse thAulation forp, benefit packages only, select the Use in Paygroup Benefits
che 0X.
*
. T& the calcu a@ a union report, under Reporting, select the union from the Union drop-
r

ist. Union%g @ n only be included with the calculations of their own union number. If you
e Using union rep&e”and have more than one union, you must create a set of calculations for each

uhion.

L]

L]

L]

L]

L]

« To inclmﬁculation on certified payroll reports, under Reporting, select the type of benefit in
the t.
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You can use the same payroll calculation in different paygroups, but assign different rates.

About payroll calculations (Payroll)

Payroll calculations provide the rules for computing deductions, benefits, and employer costs. You can set up
payroll calculations manually, or you can create the set of standard calculations supplied by Sage 100
Contractor.

Caution! Setting up payroll calculations can be complex. If you need assistance, consult your business
partner.

After you have set up the calculations, you can add them to the employee records. Each employee record
maintains its own list of calculation rates, calculation maximums, and quarterly totals for the pa

calculations. On the Calculations tab in the 5-2-1 Employees window, you can edit the cal %ates and
maximums for one employee record without affecting the others. {

When you compute payroll, Sage 100 Contractor reads the calculation rates and maxifgu om the
employee record, and uses those rates with the payroll calculations. Depending on e of calculation you
want to set up, Sage 100 Contractor: (1) makes certain calculation selection at you cannot change;
and (2) makes certain suggestions about what you may change:

« Federal and provincial taxes (Canada Pension Plan and El) % e T00 Contractor contains the
tax tables necessary for computing federal and province inc Mot

s Calculated amounts that add to or deduct from pay for s fic reasons. In some cases, it is
necessary to create different payroll calculations for tme purpose. For example you may need

different methods to calculate wage garnishments t plans or union deductions.
Building Payroll Calculations

+ Creating standard payroll calculatlon%;et started, we recommend that you take advantage of
the standard calculations that Sage 10 ctor can a@omatically create for you. If you choose to
create the set of standard calculatlons, ill need to and possibly adjust and/or manually
add additional calculations later.

out pre-built st roll calculations" below
« Setting up payroll calcul You can sgt & calculations manually by defining each type

of calculation that you wsill meters for each calculation that must be

carefully reviewed bef \ Z

Notes:
+« Donots @ than one ation for Tax Type 3 (Employer Social Security) or Tax Type 4
(Emplo edicare han one calculation for these tax types causes audit errors.
. Aln. o not set up mg@ne calculation for Tax Types 5, 6, 11, 12 and 15.

A bU|It s rd payroll calculations
100 Contracto%es with a set of standard payroll calculations. We recommend that you use these

a
standard payrol% ins as a starting point.
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You can use the pre-built standard calculations only for a new company that does not already have the
calculations set up. It is important to review and modify the standard calculations after you set them up to
ensure they meet your regional requirements.

Sage 100 Contractor creates the following calculations:

+ Canada Pension Plan (CPP)>—Employee
+ Employee Insurance (EI}—Employee

+ Federal Income Tax—Employee

« Provincial Tax

+ Canada Pension Plan (CPP)—Employer

+ Employee Insurance (ElI}—Employer @
« PerDiem K

« Advances %

+ Workers’ Compensation \$

Creating standard payroll calculations &
If you choose to create the standard calculations, you must do so befo up any calculations manually.
To create standard payroll calculations 5
1. Open 5-3-1 Payroll Calculations. @
2. Onthe menu bar, click Options, then click Crea@rd Calculations.
3. Carefully review each standard payroll calc
4. Some of the account numbers may need dlfled If used the Sage 100 Contractor standard
4-digit or 5-digit chart of accounts and ha made modi ns, the account numbers will be
correct. If you have used or created anoth art of ac odified one of the standard ones, you
will need to review each of the acg umbers car f
5.

6

. Setupany additiona@ .
Setting up payr culati

For each provincial tax calgul3 @
box.

must K\ rovmce abbreviation in the Tax Province text

The taxes to whicﬁulatlons are vary by province or territory. Verify the selections with your

1.

it is a benefit the plan administrator.

that Iations are correct before running a trial-compute of your payroll. If you
out the res ntact Customer Support or your business partner for assistance.

up pay lations

Op% oll Calculations.
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2. Inthe data control box, enter the number you want to assign the new calculation.
3. Inthe Description box, enter a brief statement about the calculation.
4. Inthe Tax Type list, click the type of earing, accrual, or deduction that you are setting up.
5. Depending on the tax type you selected, make additional selections as required for:
= Calculation Type. If you selected None as the Tax Type, you need to specify the type of earning,
accrual, or deduction.
= Calculation Method. This list is available if you selected None or 19 - Employee
RPP Contributions as the Tax Type. Click the method to use to compute the eaming, accrual, or
deduction,
» Based On. This list is available if you selected None as the Tax Type and 7 - %Other Calculation
for the Calculation Method. Click the type of amount on which to base the payroll calc
» Default Rate.Enter the standard calculation rate.
Important! When you use calculation method 17-Tables for federal or %come taxes,
Sage 100 Contractor sets the rate. The rate does not appear in the | lation or the
employee record.
s Default Max. Enter the calculation maximum. O
= Max Type. Click the type of maximum for the calculation. %
Note: If you plan to set maximum wages for work pensation codes for states other than
Ohio, New York, and Nevada, you must sel Year
6. Specify the accounts that will be affected bythis p calculation:
a. Inthe Job Expense, Shop Expense, ead Expegse, and Admin Expense boxes, enter the
ledger account numbers to debit for e pe of expen

b. Inthe Credit Account box, ent e liability acco
c. Inthe Credit Subaccount haxgnter the ledger$u
Note: If youwant
employee# as

Credit Subaccount are typically liability accounts. You

Important!
ut a Credit Subaccount is only necessary dependent upon your

must speaei Credit Acco,
general ledger Setup.

7. Und , i ductions to which the calculation is subject.
.@ax Area, if t ulation is for a specific province, enter the province abbreviation in the Tax
Prowince boxe
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9. Under Reporting:
a. Toinclude the calculation on a union report, select the union from the Union list.

b. Toinclude the payroll calculation on certified payroll reports, select the type of benefit in the Benefit
list.

c. Toreport the calculation total in a box on T4 slips, enter the box number in the T4 Box field.
d. Toexclude the calculation from T-4 slips, select the Exclude from T4 slips box.
10. Select the following check boxes that apply to the payroll calculation:
= Usein Paygroup Benefits
= Display on Cheque

» Disposable Earnings @

= Default to New Employees

11. Onthe File menu, click Save. E %

About calculations in employee records
@, ge of default payroll

calculations, including the calculation rates and maximums, on the C ons tab. Each employee record

has its own set of payroll calculation rates, maximums, and totals. You edit the calculation rates and

maximums in one employee record without affecting others. Vmu compute payroll, Sage 100 Contractor
t

When setting up a new employee record, Sage 100 Contractor inserts the

reads the calculation rates and maximums from the Calcul

Before editing the individual calculation rates and max% familiarize yourself with how payroll
calculations are set up. Most calculations that refg to ta es do not allow editing. Sage 100 Contractor
determines the tax table number, but does not disptay the data in {he Calculations tab.

You can manage the TD1 Claim Codes for fede d provincial \alculations. For example, Steve works
in Manitoba. Steve claims Code 7 for fedeggl, but Tor ManitobgmigeNe s Code 9. Inthe TD1 Claim Code
column, you can enter the appropriate TR{1 cl§m code fod al and provincial calculations.

¢
You can also control whether a pa @ula’(ion is inactive. When you type No in the Active cell
for a calculation, Sage 100 Co x es not in payroll calculation in the compute for timecards.
For example, John was give, %J ayroll ad %nd the Payroll Advances calculation in John’s
employee record was set L&; ver $100 pﬁ/ eque. But John has said that the next few weeks are
difficult and that he wol suspend the repyyment for a little while. In John’s employee record, type No

in the Active cell of t Il Advan ulation. When you are ready to resume recovering the advance,
type Yes in the Acti ell of the Pa

dvance calculation.
to employee records

Adding\@oll calc

w panew e @ e record on 5-2-1 Employees, Sage 100 Contractor inserts the package of
ult roll calculations, &g#€ulation rates, and maximums on the Calculations tab. You can insert

addijon

al payroll ca jons at any time.

To add payr@(ulations
1. Op@ mployees.
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2. Click the Calculations tab.

3. Inthe Calculation column, in an empty cell, click once, and then click the down arrow button to display
the Payroll Calculations Lookup window.

4. Select and insert the calculation(s).

Tip: Alternatively, you can right-click in an empty cell of the Calculation column and select from the
menu of Pick Lists. Press the F5 key to open the Payroll Calculations Lookup, or F8 to open the
Payroll Calculations Lookup window as a Picklist.

About tax tables for setting up federal and provincial tax calculations

Sage 100 Contractor contains the tax tables necessary for computing federal and provincial inc xes. For
each province you work in, create a payroll calculation for the province income tax. The calc
necessary to maintain the correct gross wage totals for each employee, and to ensure a% rovincial

quarterly reports, provincial tax reports, and T-4 forms. E
The calculation type determines how a payroll calculation affects a timecar &&mple, when you assign a
payroll calculation 1-Deduct from Employee, Sage 100 Contractor ded e Pesult of the calculation from

the employee’s wages.
For most payroll calculations, the program determines the calculation@and the taxes that a calculation is
subject to based on the tax type.

If you select tax type 0-None, however, you can selec %ia;ion type.
(o]

Calculation type 1-Deduct from E‘g e
Payroll Taxes. For each payroll tax, set up ap @ cdlculation.

If your company performs work in differe@/inces, set up@ alculation for every province in which

About calculation types

your employees work.

¢
At the calendar year-end, verify ﬁ@es and m&&&or each calculation. Sage 100 Contractor

tes each

provides Federal and Provinci%
Payroll Advance. Create Q tion for paydol nces. Sage 100 Contractor automatically recovers the

advance for you. Q‘
Tool Purchases. Solge panies all@loyees to purchase personal tools from vendors using the

company account. an set up calculation to deduct the employee’s purchases from his or her
pay chque.

nvoice for the tool purchase, post it to the Small Tools account in the

Whepy e vendQr ssei
Ower ense range % ounts. To then deduct the tool purchases from an employee’s pay cheque,

p tiypayroll calculation® post a credit to the Small Tools account. Because the amount deducted from
ane %

loyee’s pay varies based on the cost of the tools purchased, select calculation method 18-

Variable (man% ation).
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While you can deduct the cost of tools from the employee’s pay cheque, it is a better practice for employees
to reimburse tool purchases through personal cheques, made payable to your company.

Health Insurance. Create a payroll calculation to deduct the employee’s portion of the cost for medical
insurance. Usually this is a fixed amount per month.

If you need to deduct the health insurance each pay period, convert the monthly amount to a per-period
amount. From the monthly amount, compute the annual amount and divide by the number of pay periods in a
year. If your company pays its employees weekly, for example, divide the annual amount by 52. Then enter
the per-period amount in each employee’s record on the Calculations tab.

When employees cannot earn pay cheques regularly, due to weather or other circumstances, set up the
Health Insurance calculation with a maximum type of 6-Dollars/Month. Then on the Calculations tab in the
employee records, enter an accelerated rate and a monthly maximum for the payroll calculation.

Garnishments. (Child support, Previous Year Income Taxes, Court Judgments, and so on){r payroll
calculation for each type of garishment. If similar garnishments require different metho culation,
create a separate calculation for each garnishment. %

Suppose you need to garish the wages of two employees for child support, a @ployee’s wages for
back taxes. The first employee’s gamishment is for a set dollar amount eac effed and the second
employee’s garnishment is for a percentage of the net pay. Set up two separ: aMUlations for child support

garnishments, though both can post to the same payable account. Then s@a ird calculation for the
garnishment of back taxes, which posts to a different payable accour%‘
ea

If you want to post each garnishment to a different ledger account, cr e separate ledger accounts in the
Current Liabilities range of accounts. Select the Employee er as Subaccount check box to post the
garnishment to a subsidiary ledger account using the empl ord number as the subsidiary account
number.

Some methods of computing garishments might tc&plex for Sage 100 Contractor to automatically
calculate, such as a percentage of the net pay wi inimum orgnaximum amount. In this case, set up a
payroll calculation with a variable calculation m

Pension Plans. Many pension plans alw.ployees toco flat amount or a percent of the

employee’s pay cheque. You may need ¥y crewte two payrgll lations and assign the appropriate
calculation to each employee ba;;edQ eor sf% to contribute.

To create a pension plan dedugi N ation with tax type 19-Employee RPP

p the pa
Contributions and calculatj -Deduct t%uployee. Because each employee can choose the flat
amount or percent of his orﬁg cheque to &{tridte, enter the employee’s amount or rate in the

yee recor.

Calculations tab of ea@
To post the credit,%p a separate

actount in the Current Liabilities range of accounts. Select the
Employee Number a8’Subaccou ck box to post each employee’s contribution to a subsidiary ledger
account ysi employee’s T, ber as the subsidiary account number. The subsidiary accounts help

you mana\ idividual e eg/contributions, and know what amount to pay on behalf of each employee.
IctNation ty eﬁd to Gross

CashWenefits f
employees ac

caIcuIati%

vailing wage. Non-union contractors working prevailing-wage jobs must pay
ivalent to the union wage and benefits. After setting up the paygroups, set up a payroll
enefit, such as vacation, pension, and health and welfare.
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Because the benefit is being paid as cash, set up the calculation using calculation type 2-Add to Gross, and
post the credit to the ledger account number of the payroll chequing account. Sage 100 Contractor adds the
result of the calculation to the employee’s gross wage.

Tip: You can include cash benefits in the Certified Payroll report. In the Benefit list, click the type of
benefit the calculation represents.

Calculation type 3-Employer Cost

Note: Calculations type 3-Employer Cost can be used can be used to accrue virtually any type of
employer cost.

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 ev% ce in which

your employees work.
At the calendar year-end, verify the tax rates and maximums for each calculgji 0 Contractor
provides Federal and Provincial tax updates each year.

Workers’ Compensation Insurance. WWhen you set up a payroll calcular orkers’ Compensation,
Sage 100 Contractor uses the rates set up in the Workers’ Compen dow. Select 17-Tables as the
calculation method.

Liability Insurance. You can set up the liability insurance cal n to use the rates from the Workers’
Compensation window. Select 17-Tables as the calculagio , and credit the account to which you post

the insurance payments x
Generally, liability insurance covers field employe&d s®hetimes the owner, but not office employees. For
S

each exempt employee, change the payroll cal 6 rate to O@n the Calculations tab of the employee
record.

None. In the Calculation Method list ercerL . The rate is usually the same as the
payroll rate on the insurance poligy. G \

Health Insurance. Set up ap. culation to xhe employer's portion of the cost for medical
insurance. The amount is u %med rate p

Some companies compute the liability i@e as a perce pay. In the Tax Type list, click 0-

To deduct the health in ach pay period nvert the monthly amount to a per-period amount. First,
convert the monthly oan annu a unt then divide by the number of pay periods in a year. If your
company pays its yees wee ample, divide the annual amount by 52.
Pension’PI o create ap uctlon set up the payroll calculation as follows: tax type 0-None and
calculatio mployer (@ecause each employee can choose to contribute either a flat amount or
r her pay u might have to create two calculations.

credlt y an pd tto the same account used to post the employees’ deductions for the pension
plan you can set eparate ledger account in the Current Liabilities range of accounts. Whether you
post the employ; of the pension plans to subsidiary accounts depends on your particular needs.

A\
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Union shops or open shops that perform Davis-Bacon or prevailing-wage work should not use subsidiary
accounts to track the individual matching amounts. To make the payment, each subsidiary account would
have to be referenced on the cheque. Instead, you can use the certified payroll reports to track the amounts
paid. If you are using paygroups, you need to enter the pension rates in the Paygroup Benefits window.

Select the Employee Number as Subaccount check box to post each employee’s contribution to a
subsidiary ledger account using the employee’s record number as the subsidiary account number. The
subsidiary accounts help you manage the individual employee contributions, and know what amount to pay on
behalf of each employee.

Tool Use: You can recover the cost of small tools by setting up a calculation for a flat rate per hour that
applies to all working field employees. To determine the hourly rate, look at the amount your company spent
purchasing small tools for a time, such as the previous year. Then divide that amount by the number of hours
worked by field employees during the same time. For employees that do not work in the field, ¢ the rate
to 0in the Calculations tab in the employee records.

Calculation type 4-Add/Deduct @g

Vehicle use. Some companies provide a vehicle to an employee as a benefit.

Set up the payroll calculation with calculation type 4-Add/Deduct (taxable). &u ation adds the dollar
value to the gross wages, computes the taxes, and then deducts the dollad om the gross wages. The

calculation results in an increase to the taxable wage.

Union Vacation. Contractors are responsible for computing the taxeSforfracation pay and filing the
necessary reports. When dealing with two or more unions, you prght need to create a separate payroll
calculation to compute the union vacation for each union local.

Set up the payroll calculation with calculation type 4-Al duRt (taxable). The calculation adds the dollar
value to the gross wages, computes the taxes, a then ts the dollar value from the gross wages. The
calculation results in an increase to the taxable w

To include the calculation in the default set of p p benefits, t the Use in Paygroup Benefits check

box.
Calculation type 5-Accr ers . @

You can use calculation type 5- Hours tg Q alculation that builds up hours. For example, you
could use this calculation to of hours etermine an employee’s vacation time.

A payroll calculation th alculation typ&ccrued Hours does not post to the general ledger or create

job costs. Q
About 5-5-1 $y Payr

You ente? ata on the S@ally Payroll Entry window daily for all the employees as well as for
d

allo {oment us aily entries, you can generate daily reports to review the daily costs of
&‘ uipment us

attribute ar@)yee s time to jobs, operation of equipment on jobs, or the repair and maintenance of
equipment. Sup spends the afternoon repairing the engine of a backhoe. To make the repairs, Dan
uses a forkln‘% engine out of the backhoe. On a single line, you can enter Dan’s time spent repairing
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equipment, what piece of equipment was repaired the backhoe—and, what equipment was operated—the
forklift.

You can also enter time for equipment at the job site that does not require an operator. For example, a
generator does not require an operator, but you charge for the time it is in use and idle. On a single line, you
can enter both the operated and idle time.

You might find this additional functionality beneficial too. The related scope of work recorded in 6-11-6 Daily
Field Report line notes from both employees and equipment grids can be imported into 5-5-1 Daily Payroll
Entry using the Options > Import Daily Field Report. This provides a way for that information to become
part of your payroll and job costing records.

The 5-5-1 Daily Payroll Entry window only allows you to enter times for employees who worked jobs or
repaired equipment and times for equipment that was used. The 5-5-2 Payroll Records window_allows you to
enter records for salary, bonuses, adjustments to deduction and benefit balances, startup dat, ,@ces, or
third-party sick pay.

At the end of a payroll period, you can convert the daily payroll records into timecards. @aecard contains
the hours worked by an individual employee. After conversion, you can only review # in the Payroll

Records window. &\

Union Payroll (Payroll)

Sage 100 Contractor supports union payroll with both payroll calculati pecific union payroll reports.
After you have identified your unions, most of the details of unionpayrol®are handled via paygroups. Please
review the paygroup concept. @

Specialized union reports are available which show th ils & all benefit calculations on either a paygroup
or employee basis.

Workers' Compensation—Split (Payr

In a split rate system for workers' compensation,€ategory g es two different rates. Some states,
such as California, use a two-tiered sys rates based o loyee pay. The wages an employee eamns
determines the rate at which the ins (o] pany m t orkers' Compensation.

Sage 100 Contractor also aIIows loyee to b at different rates at a job depending upon the
task being performed. This fe rs the pot reat savings by the contractor.

About Workers @ ensatlon&assification (Payroll)
Sage 100 Contrac es methods@ to handle virtually any classification of workers’ compensation

for your employee ing full adv this capability is key to minimizing your labour burden.
You can et %kers' compgngdition codes, rates, and experience modifiers. Sage 100 Contractor uses the
tabl in n withghasmg g compensation payroll calculation to compute the premium for each code
w you set up @ prkers' compensation codes depends on the requirements for each state:

« Some state%two—tlered codes, where two rates apply to a single category of work.

+ Some ire the employer to pay for general liability insurance. Often the liability rates are

% isk groups, but are not affected by the experience modification.
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+ Some states use a dollar per hour rate instead of a percent; some use both.

+ Some states do not require subcontractors to carry workers’ compensation insurance. Often the
general contractors carry the liability insurance burden for the subcontractor.

As you set up your system, use the compensation codes from the insurer's policy or report whenever
possible.

Direct Deposit (Payroll)

Direct deposit allows your employees to have their pay cheques deposited directly into their bank account.
Banks require electronic delivery of payroll information by companies wanting to provide employees with
direct deposit. Sage 100 Contractor supports the creation of a file in electronic file transfer (EFT) format. You
can then send this file to your bank. Your bank will extract records from the file and create files that are routed
through EFT providers to the various employee banks.

Notes:
+ Contact your bank to determine any delivery requirements, including encry o ditional file
format requirements, or other requirements. After establishing and agreei a method of
delivery with your bank, you can create the file and deliver it in thegagpge on method.

formatting options, you should contact your bank and request airetegt to be sure your bank is

ready for the changes %

« After creating the Direct Deposit File, Sage 100 Contractore#®mpts you to print a Direct
Deposit File Report that shows your Direct Depo information. If you do not print that
report at that time and need to reprint the repog, idns > Reprint Direct Deposit Report.

File Report.

+ Direct Deposit File. The Direct Depo iS created i ctronic File Transer (EFT) format and is
saved as a .txt file used by the bank. B ault |t is sgv e x:\\[ServerName]\
[CompanyName]\Direct Dep@jer (where x network drive). The next time you save

ilea

Two documents can be created during a direct de;&tm Direct Deposit File and the Direct Deposit

your direct deposit file, Sage ontractor def t e directory where the file was last saved.
The exact location of yawr d @

« Direct Deposit File \ he gener: |s saved in the \\[ServerName]\
[CompanyName folder as & [¢] pdf

Printed cheques have heque nu be an electronic deposit number that correspond to the
payroll record numbe 00 Contr ers with cheques pre-printed with cheque numbers should
process cheque r sequence

ppear |rect Deposit File Report.

Printing djre osit payroll ¢ ates and prints a non-negotiable cheque and supplies the employee
W|th a rec payroll. Yolglav three options for printing direct deposit cheques in 5-2-4 Payroll

eleciWnic transfer o for such things as:

\(\’b

I Qt is limi c; to e; loyee payroll. Sage 100 Contractor does not support electronic payment or
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+ Federal or provincial taxes
+ Child care support payments

+« Wage garnishment

Trial Compute (Payroll)

This is the initial calculation of payroll during a payroll cycle. During a compute, the program calculates the
wages, deductions, benefits, and employer costs for each timecard.

After a trial-compute, you can review the individual payroll records, check the accuracy of the payroll
calculations, and make any final adjustments. Before the final-compute, you can override a payroll calculation
in a specific record and provide the amount you want Sage 100 Contractor to use.

Payroll Final Compute (Payroll) g
100

At this point payroll expenses are posted to job costs. When a final-compute is complet
Contractor changes the status of the records to computed and creates the job costs

In the employee records, the program updates the year-to-date totals for gro

changed between the time of the final compute and posting to the general @ , Sage 100 Contractor

\ CPP, and EI
Once you have finalized payroll, you can print payroll cheques and post th s. If the posting period has
updates the posting period of the job cost records.

Post to General Ledger (Payroll) @

You can enter timecards, compute payroll, and even pri eques without posting the payroll records.
When you are ready, you can post individual payroll re\ r all payroll records for a specified pay period.
When you post payroll, Sage 100 Contractor:

+ Debits gross payroll:

Job costs post to the direct exp account If you cted the Post Payroll to WIP check
box in the job record, payroll p WIP acco tlhe WIP account uses subsidiary accounts,
payroll posts to a subS|d|a t thatu e% ob mber as the account number.

Equipment repair or m costs po quipment/s hop account.

All remaining cost he overhe inistrative account, which is determined by the

employee pos
+ Debits p @ses tothe @accounts as indicated in the payroll calculation.
eAr n

+ Creditsn olltothec ccount entered in the Payroll Posting window.
. Qre@e ledger acc dlcated in the payroll calculation.

,QQ ‘Q
‘(\
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Tip: You can receive a warning when you try post payroll to a period that does not match the check date
or when the end date of the pay period falls outside the posting period. If you want to receive a warning,
select the Verify Check Date Is within Posting Periodoption or the Verify Pay Period Ending Date Is
within Posting Period option in the 5-2-6 Post Payroll to GL window. You can choose whether to post
the payroll record if you receive this message.

If you do not specify which records or pay periods to post, Sage 100 Contractor posts all payroll records
assigned 2-Computed or 4-Reverse. After posting is complete, Sage 100 Contractor changes records with
status 2-Computed to status 3-Posted, and records with status 4-Reverse to status 5-Void.

Timecard (Payroll)

Sage 100 Contractor offers a variety of ways to create timecard records for your employees. Yc@ directly
enter timecard records on an employee by employee basis or use daily payroll reports to ent ords by
day for many employees. At the press of a button, you can then create detailed Timecar@ that will be

job costed

After timecards have been created, however, the costs are available on commj ts&ost to complete,
and cost vs. budget reports for you to manage jobs. When you run Final Co Compute Payroll,
Sage 100 Contractor posts the costs for labour to the general ledger and cre th&%ob cost records.

Several third-party vendors provide applications for timecard entry via nd PDA devices.

Production and Project Manageme@e ails

Project Work Center (Project Manag n

The first time you open the Project Work Center| job displays the last job entered in the current
company. However, you can also view any other 2V inghat company. After that, the last accessed
job is the default when you open Project Work

Wt created any jobs in your company, you
are prompted to create one from the 3-5 Jobs (A indow when you open Project Work

Center.
Project Work Center displays we informati se ected job:

s A customizable men é& ying ac enu commands.

s The Project Hot &
« Contactandc anC|aI informati bout the selected job.
Important! All ions and de@ e user-specific and company-specific.

Custom| blenu Tree @
@) the wmdc@ays a menu tree for accessible Sage 100 Contractor menu commands for the
b. Selecti command displays the form or record pre-loaded with the job’s information for

iew or upda

In some cases % associated items of that type for the selected job appears and you can then select the
appropri following 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
you to view important data and manage

icon in the 6-12 Project Work Center window. This fea
all your jobs from one location. Project Work Center i& stomizable for each user’s needs.

Important! You must create the desktop shortctingnce. The Pxoject Work Center shortcut will then be
accessible from the desktop or in the 6-12 Pr, @ rk Cent indow.

Hot List (Project Managem

Note: This functionality is aval; y if you ha ocument Control Module.
The Project Hot Listis a gor items ’[hatﬁi mediate attention. You can display a hot list by job or
)

by supervisor. You can | down to review &specific record.

You can access t% Hot Lis
windows.

the 6-11-9 Project Hot List or the 6-12 Project Work Center

ris not available when accessing the Project Hot List from 6-12
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You can include the following standard information on the Project Hot List:
+ Invoices
+ Change orders
+ Purchase orders
+ Subcontracts
+ Proposals
+ Progress bills

+« Loandraws

+ Unitary bills
» Recurring payables @
+ Recurring receivables @

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 F% List and 6-12 Project

Work Center windows, such as:
+ Requests for information O
+ Requests for proposals %

+ Transmittals @
« Submittals Q
+ Planrecords \
« Daily field reports &
# Punch lists 6
s Correspondence
Grid Files (Project Mana.? \K
Grid files provide a quick way % Q\
Budgets K &
Takeoffs
ProposalA Q
Essenti %d filesaarg z’fullgnds that can be imported into the four named documents. This

&' dy way to d&p e complex work from job to job.
Ab®t chan @iers

You use the E nge Orders window to manage changes to a prime contract or subcontract. Change

orders let changes independent of a project’s budget, providing a clear audit trail for pending,

66 Sage 100 Contractor



Production and Project Management Details

approved, and refused changes.

Change orders are closely integrated with subcontracts. When you use the 6-4-1 Change Orders window to
create a change order for a subcontract, information is displayed on the 6-7-1 Subcontracts window in the
Changes, New Contract, and Remaining columns. This tight integration provides more control over your
contracts and your invoicing by providing accessible information.

Depending on the type of change work you need to perform, you can enter change orders that alter the job’s
budget, proposal, or subcontracts, or any combination of the three.

The 6-4-1 Change Orders window has two tabs:
+ You use the Prime Change Details tab to enter changes to costs that affect the bid amount.

+ You use the Budget and Sub Change Details tab to enter cost changes that affect y udgeted
costs, such as subcontract changes or work for which you do not want to charge the {

Prime Change Details tab

The Prime Change Details tab allows you to track changes to a project and seg@%s tothe

contract (proposal) from changes to your budget (costs). ’

Prime changes are change orders that alter the job proposal. They let you tra&a es independent of a

project proposal, providing a clear audit trail for pending, approved, and re nges.
From approved prime changes, you can create receivable invoices al se orders. When you select the
Create A/R Invoice or Create Purchase Order command on the Opti menu, Sage 100 Contractor opens

the appropriate window and inserts the relevant information. T lete the invoice or purchase order, you
enter the parts and any additional information.

Budget and Sub Change Details tab
Change orders have two components: &
+ Prime Change Orders O 6

« Budget and Sub Change Orders.
Change orders allow you to track chg Qprq ctéan @ate changes to the contract (proposal) from

changes to your budget (costs) e gon thet nge work you need to perform, you can enter
change orders that alter the job, % roposal racts or any combination of the three. Overall,
change orders provide a c ay toma ges to a contract or subcontract.

Subcontracts work inc n with change rs and accounts payable, providing you with better control
over change work an You can billings, approved and open change orders, or a summary of the
subcontract mforr%n oucana up oldbacks for a subcontract. When you create an invoice for the
subcontract, the prog uses the | ated in the subcontract record.

Because% hange Or indow provides for managing changes to a budget or subcontract, you
may. anges our budgeted costs (such as subcontract changes) or cost changes that
aff€ct rk r which you want to charge the client.

hanges are ¢ ed Sage 100 Contractor reflects the changes to costs in the contract and job cost
reports but the dget remains unchanged.From approved change orders, you can create receivable
invoices % orders. When you select the Create Invoice or Create Purchase Order command on
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the Options menu, Sage 100 Contractor opens the appropriate window and inserts the relevant information.
To complete the invoice or purchase order, you enter the parts and any additional information.

You can also record which plans and documents you send as attachments with the change order, as well as
to whom you route the change orders.

Attachments and Routing

The 6-4-1 Change Orders window also supports Attachments and Routing. You can drag and drop files
onto the window to create an attachment that can be emailed to customers or printed. The Routing command
allows you to keep track of where and to whom you have sent attachments.

Tip: The Attachments command is located under Edit > Attachments.

Upgrade check box \
Another important feature of the 6-4-1 Change Orders window is the Upgrade check pgrade
check box controls what information is included on 6-1-13-41 Homebuilders repo mple

+ Toinclude an Upgrade Priceon the Homebuilders reports and addg ales Price Totals on
the reports, you must select Upgrade, and that specific change ord ave an approved Prime

Change Order amount Q
s Toinclude an Upgrade Budget on the Homebuilders repo n it to the Total Budget, you
must select Upgrade, and that specific change order must h approved Budget amount.

Direct Expense (Project Management) @

When you post payable transactions to the Expense r f a®counts, Sage 100 Contractor displays the
Job Cost Distribution window.

In the Job Cost Distribution window, you can » ° art costs§o create individual line entries that
reference jobs, phases, cost codes, and cost t oucanals ct jobs or phases using a Picklist and
distribute the cost equally among the selections.
When job costing a transaction from the eque#B ges window or the 4-2 Payable
Invoices/Credits window, Sage10( fractor us dor record to determine which cost code and
cost type to use. If the vendor recOy¥aes not conta| t code or cost type, you must supply the
information. %
The Ledger Total box the total deblts s credits posted to Direct Expense or WIP accounts. As
you enter the costs, ontract ws the total amount costed in the Job Cost Total box. To save
the job cost record ntin the J t Total box must equal the amount in the Ledger Total box.
anageme nt)

Comn;tta;iosts (Pr
Thisge| out e committed costs are on a job. The committed costs are monies that
% ted to spen ave not spent yet. The report looks to new or unfilled purchase orders,

ts, and p Il rec8rds that have not been final-computed. It allows you to determine the
perceNtage of Iabou%n applied to all open payroll records. It calculates the remaining budget based on
the budget plus , less costs to date and committed costs.

A\
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Cost to Complete (Project Management)

Caution! The Cost 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.

In the 6-8-1 Cost to Complete window, you can generate a report estimating the costs 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 Cost to
Complete window to create a new report.

Enter the estimated percent of work completed or costs to complete the project, and calculate the report. If
you provide the percent of work completed, Sage 100 Contractor computes an estimate of the r@ing
costs to complete the project and the amount by which you are over or under budget. If you pdv e

estimated costs to complete the project, Sage 100 Contractor computes the percent of v% pleted and

the amount over or under budget.
While the computed payroll records include the labour burden, the gross wage: fo@puted payroll

records do not. To increase the accuracy of the report, you can provide a lab ra@&®rate, which Sage 100
Contractor uses to calculate and add in the estimated labour burden for unco teWpayroll records.

Reporting Details %

LY
o' O
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Form Design (Reporting)

Every report, document, or letter that you generate uses a form design. A form design is a template for the
layout of a page or pages. With 13-5 Form/Report Page Design, you can edit any of the form designs
supplied with Sage 100 Contractor, or create entirely new forms. You can change the graphic elements and
layout of the form, as well as the boilerplate text. This is especially useful when a company has several
different businesses, and needs to use different forms for each business.

Before creating a report, it is important to understand how 13-3 Report Writer and Form/Report Page
Design work together.

+ In 13-5 Form/Report Page Design, you create the page layout for a single page form or a multi-page
form that includes text, fields, and calculated fields. Form designs also use a detail box, which

indicates where the details of the report will be placed. @r
+ In 13-3 Report Writer, you create the body of the report that appears in the detail b orm
design. In the design of the report details, you can include text, fields, and calc ds In

addition, you can control when a report prints on a new page or on an entirely

13-5 Form/Report Page Design provides the ability to create multi-page forms. that you always
send a cover letter with each proposal to potential clients. You can incorporaRe oy cover letter and the
proposal forms in a single design. Then when you print proposals, the cover ety aWays prints with the

Creating new forms %

Note: Sometimes it is quicker to create a new form from an @g form if you only have to make a few
changes or additions.

To create a new form, open 13-5 Form Report/ Design. The 13-5 Form Report/Page Design window
appears and displays a blank page on which you egin creatigg your new form.

Creating new forms using existing for

window, on the Report Crlterla tab list of & en you click a report in the Report Criteria

It may be easier for you to use an emstho create ac . For example, in the 3-2 Report Printing
list, the form upon which the rep l\ 2d is d|spla d Report Form drop-down list.

Report Rep

21—Receivab|e|nv0| Sys&nvome AR

22—Receivable IQ ith Notes Qem Invoice_AR

23—Receiv Invoice~Holdbac ystem.Invoice_ AR_Holdback
%nvom&Hol

ﬁ_ReCK System.Invoice_ AR_Holdback

Re:ivable Cr% System.Credit_AR
The system for a specific naming pattern, for example, System.Invoice_AR. For the new report to
appear m% ntractor in the area in which you would want it to appear, it must be saved with a similar
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naming scheme. For example, YourName.Invoice_AR. You do not need to preserve “System” in the name,
you must retain the .Invoice_AR in the name. The "System" designation is intended to identify the forms that
are included with the program installation. Forms that you create or modify should not include "System" in the
name.

Note: Form designs are listed alphabetically in the report form list. To see your new forms listed before
the "System" reports, use a name that will appear before the word system.

When you open a system report and save it with a new name, it is saved by default to the \Report Forms
folder; however, you can choose to save it in a different folder. If you save it to a different folder, it will not
appear in the program.

To create a new form using an existing form @
1. Open the 3-2 Receivable Invoices/Credits window (for example). K
2. Click the Print Records button.

3. Onthe 3-2 Report Printing window, in the Report Form list, click the dro@gow, and then

select the form design that you want to edit. \
4. From the Edit menu, select Form Design. &
5. On13-5 Form/Report Page Design, edit the form. O
6. From the File menu, select Save. %
7. Onthe Save File window, name the new form and then ave.
When you need to make a large number of changeg, i e easier to create a new form from

scratch in the 13-5 Form/Report Page Design v\ .

Editing existing forms

To edit an existing form design in 13-5 FQ/Report Pesign

Open 13-5 Report/Form Page ig

Select File > Open. O * K

Select the form design t want to edi \

Onthe 13-5 FormlRﬁ%ge Desig m edit the form.

Select File > Sa

To edit an eXlS rm de51g QReport Printing window

1. Opgn port Printi

&the form desig t you want to edit.
4.5 rom the Edi , select Form Design.

5. Onthe 1%/Report Page Design window, edit the form.

A\

o M D=

for example 3-2 Receivable Invoices/Credits.
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6. Select File > Save.

Previewing forms

To preview a form within 13-5 Form/Report Page Design:
From the 13-5 Form/Report Page Design window, select Pages > View Page.
To preview a form from within a Report Printing window:

1. Open the report and select the Report Form for preview.

2. Select Edit > Form Design.

3. Select Pages > View Page.
Reducing the document size when previewing forms @
e

When previewing a form, you can reduce the size of a document displayed in the Scree@
70, 85%, 70%, or

window.

Inthe Screen Review window, select View Options, then select the percentage si

50%) at which you want to view the report. &

Report Writer (Reporting)

13-3 Report Writer provides tools that allow you to create custom r access information stored in the
Sage 100 Contractor databases. With 13-3 Report Writer, you can mogi#y existing reports or create entirely

new reports for your company’s needs.

ort Writer and 13-5 Form/Report Page
ou create the page layout for a single page form
lelds. Most form designs also have a detail box,
port will be placed.

Before creating a report, it is important to understand ho -
Design work together. In 13-5 Form/Report Page De&
or a multi-page form that includes text, fields, and §alcula
which indicates to Sage 100 Contractor where the ils of the re

In 13-3 Report Writer, you create the body of t ort that app

the design of the report details, you canii de text, fields, ag
when the report prints on a new page or &8 ertgely new forgn)

i the detail box of the form design. In
ated fields. In addition, you can control

13-3 Report Writer allows you ate a specif§ sign with a report. When you select the report
for printing, Sage 100 Contract atically se ssociated form design. In addition, you can
determine the location of th in"Sage 100 tor. You can assign custom reports to 13-4 Report

Printing, or to another win tiwefl contains r&Qo milar to the custom report.

you display a Sag tractor re Sage 100 Contractor copies the report and displays the copy in the
13-3 Report Writer ow. You ¢ n'edit, rename, and save the new report.

2oef

s Sched%
Inthe 10-2 Tas , you can create a master list of tasks. When creating a task list, it is important to
tailor the % ype of work your company performs and the level of detail necessary to effectively

You can create new rg@om scratc ou can use existing reports as the basis for new reports. When
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schedule projects.

In general, create tasks for every event that requires at least one day of work. To help create the task list,
review the previous schedules of typical projects completed by your company. As you enter tasks, arrange
the tasks in the order they are performed. For example, the tasks Rough Plumbing and Rough Electrical
come before the task Pour Concrete Slab.

As you enter tasks, assign each task a task number. The sequence of task numbers should reflect the order in
which tasks are performed. To allow for expansion of the task list, provide breaks in the sequence of task
numbers as you create the list.

Task lists can vary in length and complexity. A general contractor, for example, might require more than 100
tasks whereas a subcontractor might require only 15 tasks. When creating the task list, consider the
following:

Create tasks based on the type of work, not the person performing the work. You can assig &&s to
specific tasks after the client has approved the schedule. @

Separate tasks. Some work is performed in stages and should be scheduled as differely t
tasks, you can also gain better control over resource allocation.

s. With separate

For example, a drywall subcontractor creates the tasks Stock Drywall, Han&‘ Il, and Tape and
Texture Drywall. Separate tasks allow the subcontractor to schedule res, eeded for each task.

Combine tasks. Sometimes you can group a series of related tasks i e task. Before combining
tasks, consider what impact this will have on scheduling dependent ta nd resource allocation.

Suppose a general contractor is creating a task list for resident%e construction. Because the drywall is
always contracted out, the contractor creates two tasks all and Hang/Tape/Texture Drywall.
While the subcontractor has to schedule a variety of r s Tor the individual tasks, the contractor is only
concerned with scheduling the subcontractor as agesour: erefore, the general contractor can use a single
task to schedule the hanging, taping, and texturing%rywall.

Create separate tasks for milestones, inspecti llings, or ot ortant events.

Note: Service Recei

The Sage 100 Contra
service d'ksp n-call work opeegShaifotes, and point-of-sale and billing-of-service work materials. Because
Service e ' with the Inventory add-on module, you can keep inventory up-to-date

x les fully int ;
bass@ ice work ¢ :
&ﬁ} ice Recejpables, % ou can review information about equipment installed at multiple client sites and
trac

w the equi % used. You can use service truck inventory to assign parts to trucks or
warehouses. In i you can turn your estimates into service work orders.

Here are es found in Sage 100 Contractor Service Receivables:
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Estimates can be turned into single or multiple work orders.

Billing can be done during or at the end of a job.

Payroll hours can be imported from service work orders to payroll.

Service dispatch can be displayed in 15-minute, hourly, or daily increments.

+ Work orders can be displayed with user-defined color codes showing client, priority, and Postal code.

Service Work (Service Receivables)

The Service Receivables add-on module handles service contracts, service routes, service dispatch, on-call
work orders, quotes, and point-of-sale and billing-of-service work materials. Because Service Receivables
fully integrates with the Inventory add-on module, you can keep inventory up-to-date based on service work
completed.

Using Service Receivables, you can review information about equipment installed at mulii &ient sites and
track how the equipment is used. You can use service truck inventory to assign parts to r
warehouses. In addition, you can turn your estimates into service work orders.

Work Orders (Service Receivables) %

A work order is one step of the complete service receivables process. Thg @ flow is from “quote” to
“work order” to “invoice.” The service work process is quite flexible, h d your business may use
these capabilities in an abbreviated fashion. %

Work orders can be set up and reviewed in a one-by-one fashi can also be seen and manipulated in the
dispatch board. The drag and drop capabilities of the dispat pdate times and assignments for work

orders. \

Service Routes (Service Receiva

Regularly scheduled work, determined in the t the contra eferred to a service route. A route might
entail routine inspection, maintenance, or erfo ce of w

Forinstance, a street sweeping companWgweeps the a for local shopping centers every week. On
Mondays and Tuesdays, the cogp eeps Iots h side of town. On Wednesdays and
Thursdays, the company sweeps he west si wn. And on Fridays, the company sweeps lots on
the south side of town. The Io on each d nt a different route.

Service Locatio, rV|ce ReceN ables)

For service work etupa tabl@dlfferent locations that you must service for each client. You
can use the phone n er of the lo quick lookup of clients.

Contra rV|ce ables)
ic ec ables suppo ntract feature for recurring work using the contract data for recurring billing.
an creat voices directly without creating a work order. Use the contract in situations where the
sam

mount is b: I h time. For each client, you may have multiple contracts.

A\
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Dispatch Board (Service Receivables)

Use 11-3 Dispatch Board to manage work orders and technician assignments. You can assign technicians
to work orders, move work orders to different days, even delete work orders altogether. The Dispatch Board
also displays travel time and appointments from the calendar. In fact, when you add time off to the Dispatch

Board, it is added to the calendar.
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Chapter 4: Customer Resources

Sage 100 Contractor Printable Documentation

Sage 100 Contractor and Your Business

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

Sage 100 Contractor Installation and License Administration

The Sage 100 Contractor Installation and License Administration Guide provides expliciifin tion about
how toinstall Sage 100 Contractor and set up the software in your specific environmerf, | 0 provides
information on how to set up and administer licensing. This guide is a “must read” fol stems
administrators and business owners. &

Sage 100 Contractor Product Overview Q

Sage 100 Contractor Product Overview provides background inform elp you understand the core

Contractor, we highly recommend that you read the specific b und information about the tasks that you
will perform. If you are a company owner or administrato, end that you read all the information in
this guide. %

Sage 100 Contractor User Guide

The Sage 100 Contractor User Guide is a print version gFthg Sage 100 Contractor Help. You will find
that the Sage 100 Contractor User Guide is the m®st compre % 'et. It provides extensive explanation of
Sage 100 Contractor functions and toolgfs Well as hundre cedures for completing tasks.

L 2

Sage 100 Contractor @se ano& any Administration Guide

The Sage 100 Contractor D % d Comp @zinistration Guide provides detailed information about
the Database Administrati% ge 100 Co% ool and how to use it to: create and maintain Sage 100
Contractor companies; ronuser and progra cess to your company database; migrate version 19.8
data and upgrade sua Sage 10 actor databases to the latest version; schedule maintenance

functionality of Sage 100 Contractor and how to use it to manage éour ness. If you are new to Sage 100

and backup of yo pany data; ore your company data from a backup copy.

Sage 1& ntractor,
Th % otes doc@ovides information about enhancements and previously reported issues in the
wargth

at have been res d for the current release.
It alsOWprovides, %}Iicable, information and comments about recently discovered issues that have not
yet been resolv the latest software release.

A\
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Customer Support and resources

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

Sage 100 Contractor Help

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

Product documentation

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

To view the guides, click Home & Resources tab > Product Documentatlon or, h ve Activity

Centers hidden, click Resources > Printable Documentation. &

Sage Knowledgebase

Depending on your Sage service plan, we offer a web-based Sage Kr%gebase and online user
community forums at www.na.sage.com or through the in-prod@en ur staff maintains an extensive

knowledge database of questions and answers covering every rom frequently asked questions to more
erence documentation available in the

complex problems and solutions. In addition, we keep a
Knowledgebase. This online tool is the same tool we u&ur stomer support call center to help answer

your call
To log in to the Sage Knowledgebase

1. Goto https://support.na.sage.com/.
2. Inthe upper-right section of the p ve the Se i k Login.
3. Enter your Customer Portgl U. e and P
4. Click Log on. @
Contacting @mer Sup&
v

Depending on yol ice p be able to contact the Sage Customer Support Call Center to
work with one of our ly trained support professionals. The Knowledgebase article How do | get
technicalsu or Sage 100 r’P provides contact information and hours of operation, and it can
help you t ine which s orks best for you.

arglyst®work with yo pond accordingly to the urgency of your issue.

Cal ency can ra%m a simple explanation of software settings to critical situations in which work is
stopped or data j i compromised. Some calls may warrant further research and followup, in which
case our suppol st will place your call in his/her in-progress work list. At every step of the way, we work
with you ch a resolution or agreement.
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Contacting Customer Support

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

1. Visit www.na.sage.com.

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

4. Click Log on.
5

. On theright, select Submit a customer support case.

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

Before you call customer support

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

Question How to Find the

ence you receive from
mContact the person at your
vith Sage.

What is your Sage client

ID number? Sage. If you do not know your Sage cli€

company who maintains your relation

What software version To find the version, open Sa
are you using? Sage 100 Contracto

What applicationorarea ' Onthe menu Iist,@ application and window where are you
e

Contractor; click Help > About
he number listed.

in the software are you are working (i.e. cting Invoices to Pay in 4-3-1, Accounts Payable

calling about? Vendor Paym@ :
Walk th h the'exact ste mpleted with as much detail and

How can we help you?

accura SSIble
Is there an error mes- §
- n the ex ing of the message.
%z %
Can you reproduce the Ka re you ab?& through the same steps that led to the problem

issue? nd see it happened again?
LS t' sers if they have experienced the same problem. Have
problem ha appened’?

at their workstation to see if they experience the same prob-
Does the occur

ton 0 Iso, have the original user try other workstations to see whether

& € problem is specific to that user.
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Question How to Find the Answer

Ask your network administrator for technical information regarding any-
Has anything changed thing that may have changed behind the scenes: upgrades to Sage
with your software, hard- | 100 Contractor, new third-party software installations, moving of data
ware, or workflow? from one server to another, new printers or print driver installation, or
anything else that might affect the network.

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

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

What kind of network are

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

What printers and print
drivers are installed?

WIEDES e If you do not know, contact your network iniSWator.
backup?

Training resources %3

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

If you do not know, contact your network administ %

Online classes x
Online classes help you maximize your use of Contraci@®Online classes are a convenient training
option for your company and new users to learn ™a Sontractor so you can get the most out

2 about Sage
of the software. You can select from cla n all aspects €100 Contractor, including project
management, estimating, schedulin ice'managgm yroll. Each online class is led by an
instructor with years of experienge A@ ge 100 . r. During the class, you will be able to follow

along as the instructor demonstr. tions and . fldws in Sage 100 Contractor. In the online live
session, you can ask questio

For more information, vigi

Getting star@ a new

We recommepm that all new use begin with our New Customer Training (NCT) series, which is
included entials Trai ckage in recorded format for 24/7 access. If you prefer live online
trainj register for the Realtime Learning version of these NCT courses. For

”‘& instrucagr;
& rmetion, visit https w.sageu.com.

S
\({b
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Business partners

Business partners

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

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

Business forms

sources. There is no single vendor that customers must use; however, you can get a compl
forms, tax forms, and cheques through Sage Construction and Real Estate Forms by ca%

by visiting www.sagecreforms.biz. s

Sage 100 Contractor is designed to work with generic cheques and forms that are available fr r@y
% p lio of

-760-7929 or
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